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Utilizing the IQ5 Search Bar 
 

Market: House, Senate  

Description: These instructions teach users how to use the Search Bar to find records quickly 

among Contacts, Messages, Services, and Form Letters. 

Search Bar Break Down 

Use the screenshot below to see the different areas of the Search Bar defined.  

 

1. Dropdown Search Selection:  

a. This section updates to show you what group of records you are searching among. This 

should default to whatever View (list of records) you have selected. From the Home 

Page the default is All Contacts. Click into the dropdown at anytime to change the group 

of records you are searching amongst. 

2. Text Search area:  

a. Use this area to type what you would like to search. 

3. More Search Options:  

a. Click this option to see additional search characteristics.  

Contact Searching 

1. Choose in the Dropdown Search area where you want to search for Contacts (All Contacts, 

Contacts with Open/Closed Messages, Contacts with Open/Closed Services).  

 

2. In the Text Search area you can search by the following: 

a. First and/or Last Name 
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b. Email 

c. Phone Number 

d. Organization 

e. IQ Contact ID# 

3. Type in your text and then either: 

a. Wait and IQ will suggest potential record matches. Click on one of these suggestions to 

be brought directly to that record.  

 
b. Hit the enter key and be brought to a list of results for that search.  

 

4. If needed, click on More Search Options to search by particular characteristics or a 

combination of characteristics.  

a. Click on Advanced to be brought to the Advanced Search page.  
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Message Searching 

1. Click to access the View with the Messages that you want to search, such as My Messages.  

2. To search for Key Words amongst Email text and subject lines, type in your text in the Text 

Search Area. Then either:  

a. Wait for suggested options to appear. Click on any one of these to be brought to that 

individual message.  

 
b. Click “enter” and you will be brought the list of email messages that match your text.  
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3. For more advanced searching with key words and other options, click the More Search 

Options icon and check the boxes where you’d like to search.  

 

4. Refer to the following image for more information on using Key Word Text Searches (you can 

reference this box as a tooltip within IQ by hovering your mouse over the key word search text 

area within More Search Options): 
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Services Searching 

1. Click to access the View with the records you want to search for such as My Open Services. 

2. Within the Text area of the search bar, you can type in the name of the Primary Contact or 

Other Contact you are searching for amongst the Services. Then either:  

a. Wait for suggested options to appear. Click on any one of these to be brought to that 

individual Service. 

 
b. Hit “enter” to be brought to a list of those results. 
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3. To search amongst the Description, UDFs, or other Service information, click on More Search 

Options.  

 

4. Refer to the image below for more information on what you can search within the Key word 

search area of More Search options (this information is also available as a tooltip, which 

appears by hovering your mouse over the text search area): 

 

Form Letter Searching 

1. Click to access the list of Form Letters you want to search, such as My Active Form Letters. 

2. In the search bar type in the name of the Form Letter or key text within the Form Letter you are 

searching for. Then either: 
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a. Wait and suggested options will appear. 

 
b. Click the “enter” key to be brought to a list of those results.  

 

3. If you need to search by other options, including text within the Letter itself or the Letter’s 

description, click on More Search Options.  

 

 

 


