é\ Intranet Quorum "Ieidos

Utilizing the 1Q5 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.

All Contacts Find

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).
All Contacts v

All Contacts

All Open Services

My Open Services
All Services

All Open Messages
My Open Messages
All Messages

2. In the Text Search area you can search by the following:
a. First and/or Last Name
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b.
C.
d.

Email
Phone Number
Organization
e. 1Q 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.

All Contacts john quorum| xv %
Congressman John Quorum, [7184676]
m John Quorum, [7184054]
p— John Quorum, C/o Sam Smith 12134 Monument dr, Fairfax, VA [7184040
John Quorum, [7183755]
John Quorum, 7990 Quantum Dr, Vienna, VA, 22182 [7183098]
Mr. John Quorum, Target 7994 Quantum Dr, Vienna, VA, 22182 [7118163]
oA T =

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

= All Contacts

SN & Dhew v Chage Vv Report v More v Row 1- 1D 7118163
E = puick Search for "john AND quorum" (Total 6) [~ | By Name (Asc) v | 4 CA %]
Q v Name Activity Communication Mr. John Quorum #
a1 HEECL JoE3=] @gmail.com

a8 : February 8, 1962, Age: 63

k2 M John Quorum| Z:;”"’ g"e"_ ﬂg:“::_m :m;“ma 00,0000 @gmail.com Keep in mind their Vateran status. Thank them for their servical
E=—3 Assistant Manager ces:  Open: 18 Closed: 100 us: (704) National Press; Newsletter Subscriber; Very Important Person
Target National Press; Newsletter Subscriber: Very Important

s 7994 Quantum Dr Persan Engagement

(e Vienna, VA 22182 4069

o 1

S

# John Quorum Messages: Open: 17 Closed: 30 Email: @gmail.com .

— 7950 Quantum Dr Serviees: Open: 12 Closed: 10 Home: 703.698-1234 o
=) Vienna, VA 22182.5255 Vetaran - Thak them for thei service . General Discuss Logs
% " Email Addresses & [ |

S Congressman John Quorum Messages: Open: 1 Closed: 0 Email: @gmail.com *
(<] Incomplete Address Services: Open: 0 Closed: 0 DistrictServices@training.Imhostediq.com
=
iy . - Phone Numbers &

L John Quorum Messages: Open: 5 Closed: 0 Email: johnquorum@fakemail.com *
E. /o Sam Smith 12134 Monument dr Services: Open: 1 Closed: 0 Cell: (123) 456-7890 B: (704) 000-0000 *
o Fairfax, VA
fii =  Joh M : Open: 1 Closed: 1
o = ehn Quorum essages: Dpen: L Liosed: L Edit AddMessage LogCall ~Add Service (>

Incomplete Address Services: Open: 1 Clased: 0
Add Event ===

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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All Contacts ~ Find
(™) Contact Characteristics
Last Name Last Name
First Name First Name
Contact ID(s) Contact ID(s)
Email or Phone Email or Phone
Address Line Address Line
Affiliations Affiliations
Issues Issues
Organization Organization
City City
4

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.

—O-
My Open Messages B Filter Result

N

hange V' Report M More Elaine Hackett Save the economy! 04/17/2021 [5006636]

y Open Messages (Total 4
Status

John Smith Save the economy! 04/16/2021 [5006634]

b. Click “enter” and you will be brought the list of email messages that match your text.
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[><] (— Change v Report eV  Bach Reassign NoRsp  Finder [ Send
E :I Quick Search for "save" (Total 2) 142 | By Date In (Desc) v
Q []v Status Contact Qutgoing
u W i FEBERe @ 2B Vet
#1 Approved E-Mail| Elaine Hackett Assigned: Jonathan Kilgore =
§ Source: E-Mail Congressional Lisison 7 Response: =
Date In: 4/17/2021 U.S. Department of the Interior Salutation: FORMAL - Elaine

— e JE 3 National Park Service

2 SS\.I‘!. udget and Economy El’\ﬁm\j 1849 C S5t NW
& Subject: Save the economy! = Washington, WA 20240-0001 DCO1
Oy Business: 202 208 7331
=5 I

| @igservicedesk.com
- OUT OF STATE; Veteran - Thank them for their
= service
A Incoming Message:
P |

g _ Preview is not available!
BH .. Approved E-Mail John Smith Assigned: Jonathan Kilgore
& Source: E-Mail 1640 Heather Glen Rd Response: LOCAL ECONOMY ISSUES 8923

N Date In: 4/16/2021 "“““"‘;‘i" i aaohn o) o ul
L Issue: Budget and Economy Economy Mo " r: becriber R Salutation: FORMAL - John

wsletter Subscribes
e Housing and Urban Development
Subject: Save the economy!
= A Incoming Messags: Outgoing Message:
o Preview is not available! Dear mail salutation_for_merging.merge,
mail.fillin.FIELD_1.merge

Row 1 - ID 5006636

&
Approved E-Mail Assigned to Jonathan Kilgore
Date In 4/17/2021

Elaine Hackett =
Save the economy!

Incoming Contact Info Discuss Logs

Source: E-Mail
Issues: BUD - Budget and Economy ECON - Economy
5009799.eml {1
Incoming Message
From: @igservicedesk,com *
Subject: Save the economy!

Dear Congressperson,

Please support local businesses and save our economy! Local

businesses are being pushed out of our community by big

Reply NoResponse Batch Assignletter Send

Edit Contact ===

# K

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.

My Open Messages v Find

&

Search for Text In

Incoming Attachment

Search for Text In
Status
Assigned User

Date In

() Message Characteristics

Comments [J Outgoing Copy

[J Batch Description U Fillins ) Form Letter () Custom Letter

Status

Assigned User

From |mm/dd/yyyy

To |mm/dd/yyyy

Date Out

From |mm/dd/WW

o

Advanced

4. Refer to the following image for more information on using Key Word Text Searches (you can
reference this box as a tooltip within 1Q by hovering your mouse over the key word search text
area within More Search Options):
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The following are examples of simple text searches:

apples AND oranges AND peaches  All three words must be in the text.

apples OR oranges OR peaches  Any of the three words need to be in the text.

{apples oranges peaches}  Use { and } brackets to search for the phrase "apples oranges peaches'.
You can use parentheses to organize the logic of your search:

(apple AND oranges) OR fruit
You can use NOT to exclude based on a word. For instance: (apple AND oranges) NOT fruit

You can use § to do word stemming and % to do wildcard searches. For instance:

$speak  Finds words like SPEAK (SPEAK, SPEAKS, SPOKE, and SPOKEN),
appl%  Finds words that begin with APPL (APPLE, APPLICATION, and APPLY)

The following words are Reserved and need quotes if you are searching on them:

AND, OR, ABOUT, NEAR, NOT, FUZZY

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.

My Open Casework i Xv % B Filter Result

PDNew v Change V. Report V| b (laire Quorum, Casework Assigned:Jonathan Kilgore, [802286]

y Open Casework (Total :

Dr. Claire Quorum, Casework Assigned:Jonathan Kilgore, [802236]
Primary Contact

b. Hit “enter” to be brought to a list of those results.
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My Open Casework v Find

=
[l € @new v Change v Repon v Mo v Row 1- 1D 802286
E = [Quick Search for "claire AND quorum™ (Total 2) T ] By Opened (Dese] W |:
Q v Primary Contact Dates Status
s HEEEET-TTA=E
#1 802286 - Casework - DEPT OF STATE Created: 5/15/2025 Status: OPEN
= - Updated: 7/18/2025 Currant Step: Process Case
Du.Cloire Quorum  ZOther Open Alert: 8/22/2025 Rssigned: lanathan Kilgore
12134 Monument Dr, Apartment 402
Fairfax, VA 22033-5531
<
Service Code: STATE--Department of State
The consti help getting their
8
>
= w2 802236 - Casework - DEPT OF STATE Created: 3/5/2025 Status: OPEN
28 Updated: 4/11/2025 Current Step: Process Case
Ellen Quorum 1 Other Open Alert: 3/13/2025 Assigned: lonathan Kilgore
= /o Sam Smith 12134 Monument e
fairfax, VA
jimy Service Cada: STATE-Department of State
E Description:  Asking for help with their passport
>
=
o

3. To search amongst the Description, UDFs, or other Service information, click on More Search
Options.

My Open Casework v~ Find

(#) Service Characteristics

Open/Closed

@® Any O Open Services Only O Closed/Other Services

Status Status

Service Type
Service Type

Service Category Service Category

Service Code Service Code

Assigned User Assigned User

Queued to Group Queued to Group

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):

The default behavior is to return the records that contain the entered text in any of the checked fields (i.e. a wildcard is
NOT needed at either the beginning or end of the entry). However, the search uses the 'Case Sensitive Yes/No'
selection at the bottom of the search page. Within the searched fields (e.g. 'Description’ and 'Notes’), the entered search
term can also be broken into sub-phrases for within-field And/Or joins thru the use of '+' or "' as part of the search
entry (note that if the 'Delimiter Character' setting at the bottom of the search page is something other than a comma,
then that character will be used as the 'Or' delimiter).

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.
My Active Form Letters

==
Xw O_E B Filter Result

New v Change v Report VM| ho\ME OWNERSHIP OUT OF REACH v.109/02/2025 [102098]
y Active Form Letters (Total
HOME OWNERSHIP IS OUT OF REACH! v.108/22/2025 [102084]
Document Crea
s B HOME OWNERSHIP v.2 04/24/2024 [101688]
EGCGC DDICES 1 aQ/25
H “ J) H
b. Click the “enter” key to be brought to a list of those results.
= 4‘\ My Active Form Letters v Fird
[SY € @rewv v Reporv Mo v Row 1- 1D 102098
E = \QUICK Search for "home" (Tota‘rgm_‘, By Creation Date [Desc) vV 49 m >
Q [ ] v Document Created Assigned Size Status Revised Open Total Form Letters
st (] = -8 HOME OWNERSHIP OUT OF REACH
¢ HOME OWNERSHIP OUT 9/2/2005  Jonathan 23kb Request 9/2/2025 nal
= OF REACH v.1 Kilgore Approval : -
(by Joy uefm: 9/2/2025
— Betaharon] Revised 9/2/2025
< General Details Filllns Format Discuss Log
g" #2 gg?ﬂg?;::gﬁ?l‘:lr 15 8/22/2025 i(n‘lr:ntr:?\‘!nv 23kb Approved B8/22/2025 Al Open Closed
- Betaharon Messages ] 4] [4]
e | ., Targeted Mail 0 0 0
#3 MD Gov Email to Agency  4/1/2025 Jonathan 481kb Approved a/1/2025 2 =i Newsletter o o o
2 2023 v.1 Kilgore
= | Thanks for reaching out with your concerns!
. L HOME OWNERSHIP v.2 4/24/2024 Jonathan 24kb Request 6/26/2024 1
i Kilgore Approval
g (by Joy
Betaharon)
@
— #5 TOURS - Tour 8/29/2022 Jonathan 23kb Draft 8/29/2022
s Acknowledgement v.2 Kilgore Edit Check Out to OneDrive  Approve e
[
#6 TOURS - Tour 2/16/2021 Jonathan 23kb Approved 2/17/2021 5 11

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.
—

My Active Form Letters v Find oy

@ Form Letter Information

Letter Name Letter Name

Search for Text In Letter Description

Search for Text In

Status Status

Assigned To Assigned To

Created By Created By

Requested Approver Requested Approver

Created From |mm/dd/yyyy I:I|

To |mm/dd/ywy D|

Revised From | mm/dd/yyyy [} |

m Advanced
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