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Creating a Service from a Message

Market: House, Senate

Description: These instructions show users how to create service requests from
messages from three different areas in 1Q.

Creating a Service from the Possible Requests view in the Messages Application

Creating a Service from the Casework Related Messages view in the Services
application

Creating a Service from the My Open Messages Regardless of Service view in the My
Inbox application

Creating a Service from the Possible Requests view
In the Messages Application

1. From within the Messages application, expand the Message Processing view
and select “Possible Requests”.

2. Select the Add to Service icon above the Message.
= £ I - = - -

Messages 6 Change \/  Report V  More \  Batch Reassign NoRsp  Finder  Print Send
E Yz & = All Open (Total 28,664) <+ ByDateIn (Desc) v | 4P
. Approved E-Mail Assig|
> i i [ v status Contact Qutgoin
Q > My Favorite Views — S going Date In 8/25/2025
I._. ~ Message Processing [ = r=2@B ﬂ@g g% Cmdr. Crystal Q
&  Awaiting Letter ez ‘Approved E-Mail Cmdr. Crystal Quorum Assigned: Joy Betaharon = mdr. Crystal Quor
= Approval (29) Source: Opinion ‘"_':0”19‘“5 “"‘"955_ Response: = Incoming Contact Info
Date In: 8/25/2025 B e Salutation: FORMAL - Cmdr. Quorum -
" Possible Requests (7) Issue: Budget and Economy :]ew:\ettersybscnber; Veteran - Thank them Source: Opinion
% International Relations Tariffs 1 their service; Young person Issues: BU_D -B
0, Bills Without Rule (13) ‘Comments: Tariffs - This is my opinion on tariffs.... Comments: Tariffs -

3. Complete the fields in the “Add Message to Service” window, as necessary. In

this example, the options to “Close This Message” and “Add to New Casework”
have been selected.
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Close This Message #5059846

Please select an option

O Attach to Existing Service
® Add to New Casework
O Add to New Flag Request (Web - Pay.gov)
O Add to New Tour Request

O Add to New Meetings

O Add to New Any Template

oG U= Cancel

4. Click “Continue”.

Creating a Service from the Casework Related
Messages view in the Services application

1. From within the Services application, select the “Casework Related Messages”
view.

2. Select the Add to Service icon above the Message
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3. Select “Add Service”.

4. Complete the fields in the “Add Message to Service” window, as necessary. In
this example, the options to “Close This Message” and “Add to New Casework”
have been selected.
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5. Click “Continue”.
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Creating a Service from the My Open Messages
Regardless of Service View in the My Inbox

application

1. From within the My Inbox application, expand the My Open Messages
Regardless of Service view and select the Message to create a new Service

from.
2. Select the Add to Service icon above the Message.

E é My Open Messages Regardless of Servici~ Find g W Filter Result

& My Inbox 6 Change VV  Report V  More /. Batch Reassign  No Rsp Finder Print Send
= My Open Messages Regardless of Service (Total 9,542) <

[] v status Contact

D #* Reply fgyBatch [2) Assign Letter aPrint @3 color 2 Edit Contact [Newtab ©

Ms. Sarah Quorum

Q > My Favorite Views

My Alerts (315)

@ #1 A_Eprovefi .Nu Resp | i
My Open Services Source: Opinion [T EEGE SIS
S (202) Date In: 1/26/2026 f@emsil o -
Issue: Defense and Military International Relations Newsletter Subscriber; Veteran - Thank them for their service
~— My Open Casework Ve
=) (117) Comments: The caller has concerns about Venezuela.

3. Complete the fields in the “Add Message to Service” window, as necessary. In
this example, the options to “Close This Message” and “Add to New Casework”

have been selected.
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Close This Message #5059846

Please select an option

O Attach to Existing Service
® Add to New Casework
O Add to New Flag Request (Web - Pay.gov)
O Add to New Tour Request

O Add to New Meetings

O Add to New Any Template

oG U= Cancel

4. Click “Continue”.
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