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Replying to Emails in 1Q5
Market: House, Senate

Description: These instructions teach users how to reply to individual emails one at
a time as well as how to send all their ready to send emails out at once. Note that the
best practice is to send letters out in mass from Batches. To learn more, see the
Message Processing article.

Click the link below to be brought to the following topic:
Sending Emails from Ready to Send Tile/View

Replying to an Individual Email
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. Double click on the Message or click on the

. Navigate to the Messages or My Inbox application.
. Click on My Open Messages.

"

Z 1to reply.

= £ MRl g

B Messages Charge V' Report V'  MoreV  Batch Resssgn NoRsp  Finder  Prnt  Send Ao 11D 5059775
= My Open Messages (Total 22,977) <+ Sort By V E
Q My Favorite Views [ |'v status Contact Outgoing
s > Message Processing ™ TS
Py Sets #1 Approved E-Mail! r. Alek Quorum Assigned: © b =
e : Opini Manager Response: =
My Messages Source: Opinion
" Y © Date In: 8/1/2025 Target Salutation: FORMAL - Mr. Quorum
My Ready to Send 13301 Gateway Center Dr
@ (19) Gainesville, VA 20155-2983
Cell: (703) 333-4444
D My Ready to Print (6) leldoskmteam@gmall.com
Newsletter Subscriber; Veteren - Thank them for their service
2+ My Open Comments: Added as opinion
@ 2 [
2 Approved E-Mail Christy Quorum Assigned:
—— My Approvals Granted Source: Opinion Incomplete Address Response:
e @ Date In: 8/1/2025 leldoskmteam@gmsll.com Salutation: FORMAL - Christy
Newsletter Subscriber
Sg My Approvals Denied Comments: Added as opinion
== MyApprovals
iy R v ppmd‘”q #3 Approved E-Mail Christy Quorum Assigned:
= equested (9) Source: Opinion Incomplete Address Response:
Needing My Approval Date In: 8/1/2025 lei : i all.com Salutation: FORMAL - Christy
Newsletter Subscriber
@ o Comments: Added as opinion
My Open Unbatched (
(20,445) #4 Approved E-Mail Ms. Bridget Quorum Assigned:
Source: Opinion Response:
My Recently Closed Date In: 8/1/2025 . Salutation: FORMAL - Ms. Quorum
ran - Thank them for their service
All My Messages Comments: Added as opinion

Set Method Out to Email.

. Type in a Subject.
. Choose your From email address.

Click in the Form Letter field to choose a letter to print OR click on Custom
Reply to type out a unique custom letter.
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approval of Leidos.



Approved Message for Nozima Karimova x

Response More Preview
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A T o omment
z + Cc/Bec .
Subject Methed Out
Responding to your message E-Mail ~
_ Assigned To
Issues +@ jonathan Kilgore Xw ~

. = . v
Form Letter v Q [ timit to Codes & 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
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
long-term warming since pre-industrial times. Nozima Karimova 4863 Muddler Way Fairfax, VA 22030-6651
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Delivery Agent: The Soft Edge

Deny OnHold Batch Color Swap Contact Edit Contact Outgoing Copy  Schedule Send  Send 'D“R"::’f:zs Close

7. Click Send.
a. *Note: You can click on the Customize Letter option to customize the
Form Letter you selected if necessary.

Approved Message for Cara Joanne Smith x

Response More Preview

Comments
A To From
leidoskmteam@gmail.com * v Ce/Bec "Congressman John Quorum"<DistrictServices@training.Imk v
Subject Method Out
Responding to your message E-Mail v
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Schedule Send ~ Send |
i. You can click on the Q to search for text in other letters to
copy and paste into this letter. Enter text to search for and
complete the remaining options and click search. You can
search through the results for the content you want to copy and
paste.
Letter Text Search
oy | oo e IR e
L _______________________________________J

ii. You can also click on the icon to open a new tab and
view/edit the Form Letter itself.
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Sending Emails from Ready to Send Tile/View

This tile/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.

Messages
Views #*
Individual

Unprocessed
Messages (649)

All Open Unbatched
(22,101)

All Open with No
Letter (21,888)

Batches Without Rule

(6)

Batches Without
Letter (1)
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Ready to Send (33)
Ready to Print (8)

> Sets

> My Messages

> All Messages

> Batches

> Campaigns

> Text Messaging
> Social Messaging
> My Search Views

= ‘4‘\ Ready to Send [53 ® rieer nesue

Change V  eport V' More V' Batch  Reassgn NoRsp  Finder rint

= Ready to Send (Total 33) <~

Ev Status Contact

M. Alek Quorum
Source: Opinion Manager
Date In: 8/1/2025 Target

Issue: Education

-
Cell: (703) 333-4444

leidoskmteam @gmail.com

Newsletter Subscriber; Veteran - Thank them for thelr service

Outgoing Message:
Thanks for reaching out with your concerns regarding education!

Approved E-Mail

Source: Telephone Call

Date In: 5/27/2025

Issue: For Lraining purposes For issues relating to Tik Tok

it is calling with concerns that tik tok may be b

office. We look forward to working with .

Approved E-Mail Mitra Quorum
Source: Telephone Call Incomplete Address
Date In: 5/19/2025 Call: (222) 2234455

leidoskmteam @gmail. com
Issue: Education e

Comments: Needs passpart

Outgoing

Assigned: -,
Response: Education For All v.2 =
Salutation: FORMAL - Mr. Quorum

Assigned:
Response: March 5 - Form Letter Sample v.1
Salutation: FORMAL - Dr. Quorum

Assigned:

Batch: EDUCATION BATCH
Response: EDUCATION RATCH w1
Salutation: FORMAL - Mitra
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