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Message Processing in 1Q5

Market: House, Senate

Description: These instructions teach users how to use the Message Processing View to sort,
reassign, and batch incoming mail from constituents across campaigns, bills, and individual
messages.

Message Processing View

The Message Processing View is designed to allow for a mail manager to review all the incoming mail
for an office, assign them all to batches, and assign Batch response rules to them. Once messages or
campaigns have been assigned to a Batch, and that Batch has a response rule, they are considered
Processed. These rules will automate the office’s response by assigning letters, issue codes, etc.
automatically and then sending those letters as a response to the constituents automatically on days
and a time of the office’s choice. Below are guides to each View within Message Processing.

Use the following links to jump to the corresponding topic:

Possible Requests

Campaigns without Rule
Bills without Rule

Individual Unprocessed Messages

Awaiting Letter Approval
All Open Unbatched

All Open with No Letter
Batches Without Rule
Batches Without Letter
Ready to Send

Ready to Print

Possible Requests

1. Navigate to the Messages application.

2. Click on the Message Processing View, then Possible Requests. These are incoming
emails identified by 1Q for further review as they may be asking for a Service such as
Casework. *Note: Your IQ Consultant must set up these background rules for messages to
be identified as possible requests.

3. Review these messages and choose to do any of the following:
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a. Reply: You can reply by clicking the Pencil icon or double clicking on the incoming
email and typing out a custom reply or choosing a letter. Then click Send.

b. Complete with No Response: If the message requires no response or service, click
on the three-dot icon and select No Response button to close it out.

c. Batch: If the message should move to a separate batch for further review, click

Batch icon .
d. Reassign: If the message should be assigned to another IQ user to review, click on

the three-dot icon, then Reassign and choose the correct staffer.
e. Add a Service: If the Message will need to be turned into a Casework, Flag

Request, etc. click on the Add a Service icon and choose the appropriate
Service.

Campaigns without Rule

1. Click on Campaigns without Rule.

2. Review the Campaigns information under the Summary tab, including how many open
messages there are and the Sample Message at the bottom. This will give you an idea for
what the Campaign is about.

E @ Campaigns Without Rule v Find

[><] Messages ange V' Report V  More V Assign Batch inder Row 1 - ID 100196
= Campaigns Without Rule (Total 36) <~ By Open Message Count (Desc) V| 4 23|
Q M P | | v Campaign Name Create Latest Open No Total Rule The Price of Eggsis Outrageous!!
y Favorite Views
d Batch Created 2/6/2025
Iﬂ Message Processing
\_ B Assign @ eatch Bdsend [Fnew tab Summary Variations Analysis Discuss Logs
«  Possible Requests (7) L] ! > =
= #1 The Price of Eggs is 2/6/2025 2/6/20252000 2000 2000 No batched
Unbat Count
__ Campaigns Without Outrageous!! nhatched tount 200
5, Rule(36) [ Total Count 2000
‘. ) # Home Ownership is out  8/23/2023 8/23/2023 2000 2000 No
s Bills Without Rule (12) of reach for too many Assigned User  No Assigned User
¢ Individual . . Assigned Issue  No Assigned Issue
(] Unprocessed w3 Equitable Education 7/9/20247/9/2024 2000 2000 2000 No
Messages (906) - Opportunities for B Variations 1
American Students " e Rul
— sponse Rules
=] All Open Unbatched P
89 poanm # Is climate change causing 8/23/20238/23/20231999 1999 1999 No Auto-Send Rules
= Form Letters By... - wildfires? Batches Unbatched(2000)
Draft
B #5 Require Nutrition Classes 4/14/20234/14/20231999 1999 1999 No Open Count 2000
— in Public Education!
i 0O Responses
# NO MORE public 4/14/2023 4/14/2023 1999 1999 2000 No Sample Subject  The Price of Eggs is Outrageous!!
. speakerphone use!
Approvl 25 0 Assign  Batch Send wam e
- 2 ] & L tiuo Oedoec 642005 2/6/2025 00010001000 KL

3. Click on the Variations and/or Analysis tab to review any message variations in the
campaign that might require further review.
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Lt | ¢ . 24|
Home Ownership is out of reach for too many Home Ownership is out of reach for too many
Created 8/23/2023 Created 8/23/2023

Summary Variationg Discuss Logs Summarv Analysis Discuss Logs
2 Message variations 2 Message variations
Cammon Shared Unique Phrases 1000
) 1AM VERY DISCOURAGED ABOUT THE CURRENT HOUSING MARKET. IT IS
Shareg 1000 TAMVERY DISCOURAGED ABOUT THE CURRENT HOUSING MARKET ALMOST IMPOSSIBLE TO FIND AN AFFORDABLE HOUSE FOR THE AVERAGE
AMERICAN FAMILY. 1 AM A SINGLE MOM AND | WORK 3 JOBS AND HAVE 2
shered 1000 WHAT HAS HAPPENED TO THE HOUSING MARKET CHILDREN. | PAY $3000 IN RENT, AND YET 1 CANNOT GET A LOAN TO BUY A
HOUSE THAT WOULD COST $2500 IN A MONTHLY MORTGAGE PAYMENT. THIS
Common 2000 ITISALMOST IMPOSSIBLE TO FIND AN AFFORDABLE HOUSE FOR THE 52 NEEDS TO BE ADDRESSED ASAP!

AVERAGE AMERICAN FAMILY

OVERWORKED, STRUGGLING AND ANGRY!
Common 2000 1AM ASINGLE MOM AND | WORK 3 JOBS AND HAVE 2 CHILDREN

Commen 2000 | PAY 3000 IN RENT AND YET | CANNOT GET A LOAN TO BUY A HOUSE More
THAT WOULD COST 2500 IN A MONTHLY MORTGAGE PAYMENT
Commpn 2000 THIS NEEDS TO) BE ADDRESSED ASAP 1000
WHAT HAS HAPPENED TO THE HOUSING MARKET? IT 1S ALMOST IMPOSSIBLE
Common 2000 OVERWORKED STRUGGLING AND ANGRY TO FIND AN AFFORDABLE HOUSE FOR THE AVERAGE AMERICAN FAMILY. | AM A
SINGLE MOM AND | WORK 3 JOBS AND HAVE 2 CHILDREN. | PAY $3000 IN
Commen 2000 M RENT, AND YET | CANNOT GET A LOAN TO BUY A HOUSE THAT WOULD COST

Assign  Batch Send mmm @e Assign Batch Send w=am Ge

4. After analyzing the campaign, you can also click on the Discuss tab to start/reply to any
discussions about this Campaign. Note, viewing the details of a message with an active
discussion will display a discussion notification pop up.

Home uwnersnip IS oUut of reacn 1or too many
Created 8/23/2023

Summary Variations Ana\vsis Logs

Add Discussion Message...

lert these Users or Groups v

& Post

Q

5. Click on Batch.

Change V  Report WV More V. Assign Batch Finder Row 2 - ID 100172
= Campaigns Without Rule (Total 36) <+ oty v 4 # B4
v Campaign Name Create Latest Open No Home Ownership is out of reach for too many
Q > My Favorite Views
d Batch Created 8/23/2023
~ Message Processing
Summary Variations Analysis Discuss Logs
Possible Requests (7) o . B ==
#1 The Price of Eggs is 2/6/2025 2/6/2025 2000 2000 2000 No Unbatched Count
Inbatched Coun
Campaigns Without Outrageous!! 2000
Rule (36) B /A ghtech Blsend [Newtab Total Count 2000
#2 Home Ownership is out  8/23/20238/23/20232000 2000 2000 No =
Bills Without Rule (12) of reach for too many Assigned User  No Assigned User
Individual [ . . Assignedissue  No Assigned Issue
Unprocessed FEE Equitable Education 7/9/20247/9/20242000 2000 2000 Mo
Messages (906) L Opportunities for ji Variations 2
American Students e
Respanse Rules
All Open Unbatched
130 9nm #a Is climate change causing 8/23/20238/23/20231939 1599 1999 No Auto-Send Rules
Pramte
Form Letters By... - wildfires? Batches Unbatched(2000)
orsit U .
#s Require Nutrition Classes 4/14/20234/14/202319%9 1999 1999 No Bills SRES.55.119
in Public Education!
— Open Count 2000
#6 NO MORE public 4/14/20234/14/20231999 1999 2000 HNo Responses
speakerphone use!
l [= 1>
= K. s Dieel. 2 26720 602025 1000 1000 1000 Al

6. Take one of the following actions:
a. Add Campaign to an existing Batch: Click into the All Batches field to view all
active Batches for your office. Choose one of these batches for your campaign.
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Campaign Batch and Issue Update Rule x

All Open and future messages added to this Campaign will have these settings applied.

Batches

@® All Active Unlocked O Remave Current

Recently Used Batches
a@®

TSI TOT o BILL AUG 14 (2501) -
COVID TEST BATCH (2) -

lle

EDUCATION BATCH (25) - ]

1(0) - Jonathan

Cancel

b. Add Campaign to a New Batch: Click on the icon to create a New Batch. Type
in the name of the Batch. Click Save.

Botch Name

TEST BATCH

Description

Save

7. Now you will have the ability to review/create the Batch Response Rules and the Batch
Auto Send Rules. Add/update the rules at this time by clicking the L=l icon.
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Add Batch Response Rules

Batch

NUTRITION BATCH

Comments

O Add to existing O Update if empty O Remove existing

TRAINING - For training purposes X

Issues v
Affiliations v
Bill v

O Supports © Opposes @ No Position

Assigned To .
Jonathan Kilgore x v [ Include History

Letter Name

Sample Thank You Member - Leg Meetings X v

[] Create New Letter

[] No Response and Close

Add Auto-Send x

Automatically approve and email all unrestricted open messages in this batch that have an approved version of the letter...

sendonthese dayst ) gnday Monday () Tuesday Wednesday [ ] Thursday Friday [ seturday
Start Sending these messagesat ~ 03:00 PM ®

Messages must be at least 24 hours old before they are elligible for auto-sending.

Stop automatically sending messageson  12/31/2025 m]

Continue Auto-Send e[|

8. Click Update. The Campaign (including all current Open Messages and future Messages
added to the campaign) has now been Batched with the Response Rules and Autosend
Rules assigned.

y

Top of Page
Bills without Rule

1. Click on Bills without Rule.

2. Review the information about the Bill, in the Bill tab. This includes what the bill is about,
how many open/total messages there are for it, and how many campaigns are associated
with it.
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= 4‘\ Bills Without Rule ¥ Find 5 W Fitcer Result

Messages Shenes Vi epat M MotV ok Row 1- 1D 118HR0000000000598

= Bills Without Rule (Total 16) ¢ By Open Messages Count (Desc) V. 4P 2aX|
HR 598 - Earth Act to Stop Climate Pollution by 2030

Q > My Favorite Views v Bil Sponisor Status B
* . Espaillat, Adriano [D-NY-
[l  Message Processing HvX 1=] lfspm:‘:)n;eis e
1 ‘HR 598 - Earth Act to Stop Climate  Rep. Espaillat, Adriano [D-  Introduced: 1/27/202:
s S AT ‘Pollution by 2030 NY-13L= Introduced.in House. Bill Summary Actions and Votes Response/Autosend
s Wishouk Rule I 8ill HR 598 - Earth Act to Stop Climate Pollution by 2030
s |ae ” -
< Sponsor Rep. Espaillat, Adriano [D-NY-13]
& Congress 118
-
(7] Campaigns 2
Total Messages 2,000

(=} ] B

" s - - . £ OpenMessages 1999
&
5% Unbatched 1999
il C
= Messages
= Open Detail 0 Custom letters assigned
() 0 Form letters assigned

h 1,999 Noletter assigned

Introduced 1/27/2023

Latest Action  2/23/2023
Date

EE- 0

(e Gy i

3. Click on Summary to learn more about the Bill.
4. Just as with Campaigns, click Batch.
5. Follow steps 6-8 from the Campaigns without Rule section.

Top of Page

Individual Unprocessed Messages

These are emails that IQ has received that are not assigned to any individual 1Q User. You can
then do one of the following:

1. Reply: Double Click on the message or click the IZ' in row action to send a Form Letter or
Custom Reply to the constituent.

Approved Message for Nozima Karimova X

Response More Preview

Comments
A T From
* v Cu/Bec "Congressman John Quorum®<DistrictServices@training.Imhostedig v
Subject Method Out
Responding to your message E-Mail ~
_ Assigned To
Issues ¥(&)  Jonathan Kilgore Xw %

n M " v
Form Letter v|Q [ LimittoCodes & or| RCISomRERl Include History

Add Discussion Message.

Bill: -

LOC Topic: Health

Constituent: Scientists warn that greenhouse gas accumulation is accelerating and approaching key threshold. A team of 60 intemational Alert these Users or Groups v
scientists report that by early 2028 society will have emitted enough greenhouse gases that Earth will hit the internationally
agreed upon preferred limit for global warming. The threshold is when the world will be committed to 1.5 degrees Celsius of Post
long-term warming since pre-industrial times. Nozima Karimova 4863 Muddler Way Fairfax, VA 22030-6651

Organization:  No organization statement. &

Delivery Agent: The Soft Edge

1DH5061526
Row 3

Deny OnHold Batch Color SwapContact Edit Contact Outgoing Copy Schedule Send  Send Close

X4

2. Close with No Response: Click
closed out.

or the No Response button if the Message should be
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ind Filtar Rasult

Change V' Report WV More V' Bawh  Reassign NoRsp  Finder  Prm  Send ©) Row 1-10 5050823

= Individual Unprocessed Messages (Total 651) <+ By Date In(Desc) v 4 ) = K
v Status Contact Outgoing Approved E-Mail Assigned tc
Q > My Favorite Views Date In 8/18/2025
T .
] ~ Message Processing (N l@ﬂﬂ. Ra2ED N
[=1 © L 4 Dr. Claire Quorum &
#1 'Approved E-Mail: D Claire Quorum Assigned: - T .
= %= Source: Telephane Call Response Incoming Contact Info Discuss Logs
5) Date In: 8/18/2025 Salutation: FORMAL - Dr. Quorum ~— —————
ol Source: Telephone Call T =
¢ Issues: ENV - Envi tal l.com *
@ . FTEE——— Comments: From:
-, (eusletter Subscriber; Very Importans
= ime The ealler is concerned about cuts "Office of Congressman John
Individual Person; Veteran - Thenk them for their o "
@ S to medicaid. Quorum
Unprocessed Comments: The caller Is coneerned about cuts to medicald <DistrictServices@training.mhest
Messages (651) ediq.com>
& #  Approved E-Mail M David Quorum Assigned: Letter Name:
22 Source: Opinion Incomplete Address Response:
= Date In: §/18/2025 leidaskmteam @gmail.com salutation: FORMAL - Mr.
ﬁ Issues Taxes Budget and Economy Nevsetter Subscrlber Veteran - Thenke Quorum
International Relations Tariffs o™ for theirsenvice
L ‘Comments: Tarffs - This s my opinjon on tarffs
@ |l =
# Approved E-Mail Chynice Quorum Assigned:
Sourcs: Opinion Incomplete Address Response:
Date In: 8/14/2025 Elected offcal Salutation: FORMAL - Chynice
H Approved E-Mall Ms. Angela Quorum Assigned: :
Souree: Opinion Incomplete Address Response:
Date In: 8/14/2025 Jeidoskmicam @gmail com Salutation: FORMAL - Ms. Reply Batch Assignletter Send  Edit Contact ==e ©

weletter Subscriber; Prefers Fr
Issue: Budget and Economy Newsletter Subscriber; Prefers French:  Qugrum

Batch: Click the Batch quick action or the in row action and then select an existing
Batch or create a new one that the Message should be added to. Review steps 6-8 in the
Campaigns without Rule section for more information.

=
Individual Unprocessed Messages ¥ Find for W Fitter Result @ @

Messages Change v Repot V  MoreV  Batch Rassign NoRsp  Finder  Pamt  Send O Row1 . 1D 5059523

E Views #* = Individual Unprocessed Messages (Total 651) By Date In (Desc) V| 4 e X|
> My Favorite Views [ v Status Coniact Outgoing Approved E-Mail Assigned to
Q > MyFa v E@ Date In 8/18/2025
Message Processing ] & # LR Y=V
al & g H = . R °
=t # {Approved E-Mail De. Claire Quorum Assigned: . Dr. Claire Quorum 2
= R source: Telaphone Call Response: = Incoming Contact Info  Discuss Logs
) Date In: 8/18/2025 salutation: FORMAL - Dr. Quorum =~ —————

\ssue: Environmental Source: Telephane Call moTe 5
Q Issues: ENV- Environmental  leidoskmteam@gmail.com *
oy o Mewslerrer Subscriber; Yery Impertart Comments: fmm:
= Y S The caller is concerned about cuts Office of Congressman John
@ Individual o to medicaid. Quorum”

A Comments The caller i concermed abour cuts o meclcald <DistritServices@uaining Imhost
e n ediq.com>

=] "2 Approved E-Mail Mr. David Quorum Assigned: " Letter Name:
29 Source: Opinion Incomplete Address Response: -

Date In: /18/2025 Teidaskmtzam@gmail.com Salutation: FORMAL - Mr.
@ Issue: Taxes Budget and Ecanamy NevsIet= riber; Veteran- Thenk Quarum

ernational Relations Tariffs =m0 nice
- Comments: Tariffs - This is my opinion on tariffs.
e W —

9 " Approved E-Mail Chynice Quorum Assigned:

Source: Opinion Incomplete Address Response:

Date In: 8/14/2025 Hlacted offcla! Salutation: FORMAL - Chynice

o
# Approved E-Mail Is. Angela Quarum Assigned:
i

Saurce: Opinion mplete Address Response:
mteam@gmail.com

e ., Seluation: FORMAL. s FE [ee—
Issue: Budget and Foanomy  1eleiter Subseriber; Prefers frenchs - Quorum

Date In: 8/14/2025
iacac Tack e ot

Reassign: If one or more messages should be Reassigned to another user, check the box
next to those Messages and click Reassign at the top of the page.

Assign letter  Send  Edit Contact === e
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A Change V  ReportV  MoreV  Ban r Pt Send O Row1- D 5059823
E = Individual Unprocessed Messages (Total 651) <2 By Date n (Desc] v | 4 o = &
. | v Status Contact Outgoing Approved E-Mail Assigned to
Q- - s Date In 8/18/2025
Message Processing [ [ ;
L1} =k — Dr. Claire Quorum 2
s e Response: = ing Contactinfo Discuss Logs
3) Date In: 8/18/2025 Salutation: FORMAL - Dr, Quorum —
Issue: Environmental Telephone Call XICH ]
< ENV - Environmental  leidoskmtcam@gmail.com *
° From:
= s concerned about cuts "Office of Congressman lohn
@ |Indviduel 0 medicaid. Quorum®
L] Gomments: The cale i sancer <DistrictServices@training Imhost
Messages (651) I
= n M David Quorum Assigned: e Letter Name:
22 Sourea: Incomplete Address Response: =
ate Jeid @gmall.com Salutation: FORMAL - Mr.
u‘j a0k Quorum
<]
@ |
Approved E-Mall Assigned:
Source: Opinion Response:
Date In: 8/14/2025 Salutation: FORMAL - Chynice
|
% Approved E-Mail Assigned:
Source: Opinion Respor
Date In: 8/14/2025 Salutation: FORMAL - Ms. Reply NoResponse Batch Assignletter Send Fdit Contact =ms ©
Issue: Budget and Fconomy Frenchi - Quorum N

Awaiting Letter Approval

This view shows all Form Letters that have Open Messages tied to them that have not yet been
approved. Letters in this view should be edited and approved as soon as possible to ensure timely
responses to your constituents. To do this:

1. Click on Awaiting Letter Approval.

2. Click on the Letter to approve. Note you can see how many open messages are associated
with it in the Reading Pane on the right.
3. Click Edit to edit the content of the letter or click Approve.

a. *Note: If you have an Office 365 account and have connected it to your 1Q5 (talk to
your 1Q Consultant for assistance), you can click Check Out to OneDrive and edit
the document in Word collaboratively with other Office 365 users. The most recently
saved version of the document can then be easily “checked in” to 1Q5.

4. Repeat with each letter until none remain.
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£ Awaiting Letter Approvs W Filter Result

Messages @MNew v Change V' Report V' More W/ Row 1- 1D 102072

E Views ¢ = Awaiting Letter Approval (Total 28) <+ L A Draft | Request Approval o x|
Q > My Favorite Views [ | v Document Created Assigned Size Status  Revised Form Letters
sl Message Processing [ E /8 PRICE OF EGGS Response v.1
#1 ‘PRICE OF EGGS Response  8/12/2025 23kb Request  8/12/2025 Created 8/12/2025

z pe il vl Approval Revised 8/12/2025

Approval (28) lby Joy
— Betaharon) General Details Fill-ins Format Discuss Log

5 Possible Requests (7) E—
pen ose:

< ( All o Closed

Bills Without Rule (16) [ 2 NO MORE 8/7/2025 23kb Draft 8/7/2025
o+ SPEAKERPHONE IN Messages 2000 2000 0O
e Campaigns Without PUBLICv.1 Targeted Mail 0 0 0

Rule (26) [

Newsletter 0 0 0

Individual #3 LOWER RENT v.1 7/10/2025 23kb Request  7/10/2025
& Unprocessed a:;p;::d‘ § Thanks for reaching out with your concerns about tha pice of eggs
88 Messages(651) Betaharon) B
fii Al Open Unbatched (]
— (22109) ,ﬂ CLIMATE CHANGE v.1 6/24/2025 23k Request  6/24/2025
<] Approval
e All Open with Ne (by Joy

Letter (21,890) Betaharon)

hes Without Rul
(B;]K nes Withour fiule #5 Tik Tok Issues Response  6/4/2025 24kb Denied  6/10/2025
Letter v.1 Approval

Batches Without (by Joy

Letter (1) Betaharon)

Ready to Send (33) P MEDICAID ISSUES v.1 5/3/2025 23b Draft /32025 Edit Check OuttoOneDrive  Approve |=s== e

Top of Page
All Open Unbatched

Within this view you can see every open message for the office that has yet to be batched. Within this
view you can:

"

,

1. Reply: Double Click on the message or click the
Reply to the constituent.

Response More Preview

to send a Form Letter or Custom

Comments
AT From

* v Co/Bec "Congressman John Quorum"<DistrictServices@training.Imhostedig v

Subject

Method Out
Responding te your message E-Mail -
. Assigned To
Issues v(®) jonathan Kilgore Xv z

_ ) v
Form Letter v|Q [ LimittoCodes ¢ Or | | Custom Reply Include History

Add Discussion Message.

Bill: -

LOC Topic: Health

Constituent: Scientists warn that greenhouse gas accumulation is accelerating and approaching key threshold. A team of 60 international Alert these Users or Groups v
scientisis report that by early 2028 society will have emitied enough greenhouse gases that Earth will hit the internationally
agreed upon preferred limit for global warming. The threshold is when the world will be committed to 1.5 degrees Celsius of m
long-term warming since pre-industrial times. Nozima Karimova 4863 Muddler Way Fairfax, VA 22030-6651

Organization:  No organization statement. (&

Delivery Agent: The Soft Edge

Deny OnHeld Batch Color SwapContact Edit Contact Outgoing Copy Schedule Send  Send 'U"F‘:':\?:ZE Close

2. Close with No Response: Click No Response if the Message should be closed out.

3. Batch: Click the box next to the messages that should be batched, then click Batch. Then
select an existing Batch or create a new one that the Message should be added to. Review
steps 6-8 in the Campaigns without Rule section for more information.

4. Reassign: If one or more messages should be Reassigned to another user, check the box
next to those Messages and click Reassign at the top of the page.
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5. Finder: Select all the Messages and click on Finder to have IQ scan through the emails
and present you with “campaigns” of similar messages that can then be placed into
Batches

Top of Page
All Open with No Letter

This view lets you see all open messages that may or may not have been batched, but have no Letter
assigned. Viewing the messages that have been Batched but have no letter assigned can help you
find Batches that don’t have a letter as part of their response rule. To do this:

Click on All Open with No letter.

Click on the L icon.

Click on the Batch filter.

Click on the box next to the Batch name you want to view.
Click on the Response tab.

Click on the Batch name.

Click on Response Rule and edit to include a Form Letter.
Click Update.

ONoakRLON =

Top of Page

Batches without Rule

1. Click on Batches without Rule.

2. Click on Response Rule and add the rules you'd like.
3. Click on Auto Send and add in an auto send rule.

4. Move to the next Batch without Rule and repeat.

Top of Page
Batches without Letter

This view lets you see any Batch that has a response rule in place but does not have a letter
assigned.

1. Click on Batches without Letter.
2. Click on Response Rule and edit to include a Form Letter.
3. Click Update.

Top of Page
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Ready to Send

This view allows you to manually email Form Letters to constituents for the whole office. A message
appears here if the message Status is Approved, the Outgoing method is set to email, and the Form
Letter assigned is also Approved. To send the letters:

1. Click on Ready to Send.
2. Click the Select All box.
3. Click Send.

= 44\ Ready to Send

BN Messages Change V  Report V  More V  Barch  Reassign NoRsp  Finder ) Row 1-1D 5058775
= Ready to Send (Total 83 / 83 Selected) <+ By Daten [Desc) v | 4 A%
T e Outgoing Approved E-Mail Assigned to Joy Betaharon
Q . Date In 8/1/2025
ol isEeRe ©20S .
# Approved E-Mail M Alek Quorum Assigned: = Mr. Alek Quorum &
E—3 Source: Opinion Manager Response: Education For All v2 Summary Contact Info Discuss Logs
i Date In: 8/1/2025 Target 3 _—
od Issue: Education Salutation: FORMAL - Mr. Source: Opinien 7 Te [}
Q‘ Quorum Issues: EDU - Education leidoskmteam@gmail.com *
@ From:
=F “Congressman John Quorum"
@ <DistrictServices@training Imho
/A Outgoing Message: stediq.com>
Rul Thanks for reaching out with your concers regarding education| Letter Name:  Education For All v.2
& " ] .
2 #2 Approved E-Mail Senan Thomas Geraghty Assigned: - Subject: Education Initiative
— Source: E-Mail Batch: BILLAUG 14
ﬁ.’ Date In: 6/12/2025 Response: BILL AUG 14w.1
= . L Salutation: FORMAL - Senan
= Ready to Send (33) I Issue: Federal Employees Health eldoskmteam@gmal.com
. Neutral 12 contact
0 Ready to Print (8) Subject: Interest Rates
. Sets Bill: SRES.55.119
A Incoming Messags: Outgoing Message:
My Messages Preview is not available! Content Begins Here Q:U"E
> All Messages
> Batches 2 Approved E-Mail D Claire Quorum Assigned e a——
i : Teleph 1 Response: March 5 - Form Letter
Campaigns :‘;‘;‘;_;;g/;ﬂ”;ca samplev1 Edit NoResponse Batch Assignletter Send  Preview ©
7 Text Messaging Issue: For training purposes Fo Salutation: FORMAL - Dr. Quorum Edit Contact  =ss
Social Messaging Lot Tik Tok

Top of Page
Ready to Print

This view allows you to manually print Form Letters to mail to constituents for the whole office. A
message appears here if the message Status is Approved, the Outgoing method is set to US Mail,
and the Form Letter assigned is also Approved. To print the letters:

Click on Ready to Print.
Click the Select All box.
Click Print.

Choose your Print Type.

a. Itis recommended to print a Preview or Draft first to ensure the printer is working
and the letter will appear as desired once printed. When ready to close the
message, chose Final.

b. You may choose to print envelopes after the letter is downloaded.

5. Choose the Printer.

hON=
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6. Click Print Mail.
= £ R -

Messages Change V'

Report V' More v Batch  Resssign NoRsp  Finder Send

Row 1 - ID 5053936
By ate In (Desc) V| 4 > B3
Approved US Mail Assigned to Joy Betaharon

Views # = Ready to Print (Total 8) <~

| v Status Contact Outgoing
— Date In 4/14/2025
# D Claire Quorum Assigned: = Dr. Claire Quorum &
Source: Opinion Response: A Sample Leffer fo Summary Conlact Info Discuss Logs
Date In:4/14/2025 Agency. ing Assistance v.2
Issues: Taxes Economy = Source: Opinion [ Te IX]

Salutation: FORMAL - Dr. Quorum  lssues:

-
i Lty TAX - Taxes ECON - Economy

Meuwslerer Subseriber; Very Important

e e WEOH
L

Person; Veteran - Thank tham for their Comments:
e The caller is concerned about the Letter Name:
Commants: The caller s concerned about the new Tariffs. new Tariffs. ASample Letter to Agency
> Requesting Assistance w2
(=) — - Warning:
1 0f 2 duplicate letters to person
82 # Approved US Mail Steve Kongar Assigned:
— Source: No Incoming Response: A Sample Letter to and 1 of 2to household
L Date In: 3/24/2025 Agency Requesting

Ready to Send (33)

> Sets

Salutation: FORMAL - Steve

B s

>

> My Messages
> All Messages #3 Approved US Mail D Ray Quorum Assigned: August 19, 2025
> Batches Source: E-Mail Incomplete Address Response: A Sample Letter to Bust 13
> Campaigns Date In: 2/12/2025 Cell:(222) 233 4444 Agency Requesting Assistance w2 ——

. it FORMAL - Dr. Quorum
> Text Messaging Newsletter Subscriber; Prefers French; Edit Duplicate Batch  Assignletter Print  Edit Contact == e
> Social Messaging Veteran - Thank them for their service

Message Print Letter

Print Letters

Print Type
O Draft ®@ Preview O Final O Copy O Envelope O Label

[] Print Envelopes after letter download

Printer Bin Control

* Message can be PREVIEW Printed

1D#5053936

Cancel
Row 1

Top of Page
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