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Applying Personal Tags to 1Q
Records

Market: House, Senate

Description: Personal Tags are able to be applied to records and are visible only to
you. This enables you to further filter, sort and analyze records or files based on your
specific needs.

These instructions teach users how to create and apply personal tags.
Click the following link to be brought straight to the topic:

Filtering Records Based on a Personal Tag

Creating and Applying Personal Tags

1. From any list of records, select the appropriate records. Then, click Change.

2. Select Personal Tags. (This is an example from the Messages application.)

Change A Report W

Change Data and Status
Find and Fix Duplicates
Assign Letter

Color

Add Service

Update Record Security

Personal Tags

3. In the Change Personal Tags window, select an existing tag or choose to
remove/add a tag. You can edit tags by selecting the Configure.
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Change Personal Tags X

Change Personal Tags for 1 Selected Rows

O Test Tag
O Dora Test
O Bella Test
O Jon Test
O dttag

-Or-

O Remove Existing Tag From Selected Rows
O Add a New Tag

. —O-

Close

4. Click Save.

5. To select existing tags, click the Tag icon for the record and select a tag.

PReRe 326D

#  Approved E-Mail Test Tag
Source: Telephone Call Dora Test

Date In: 8/18/2025
Issue: Medicaid

Bella Test
Jon Test

dttag

Comments: The caller is concerned about cuts to medicaid.

6. The record will reflect the selected personal tag.

My Open Messages (Total 5,581) 2
v

(] Status Contact
) fsmess sscEE
#1 /Approved E-Mail Dr. Claire Quorum

12134 Monument Dr, Apartmg
Fairfax, VA 22033-5531 VA1l
Home: (443) 000-0000
leidoskmteam@gmail.com

Source: Telephone Call
Date In: 8/18/2025
Issue: Medicaid

Newsletter Subscriber; Very Imp
- Thank them for their service
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Filtering Records Based on a Personal Tag

1. Navigate to the appropriate list of records.

2. Click L— and navigate to the Personal Tag option in the Filter List. Expand

Personal Tags. If the Personal Tag option is not displayed, click on the to
add it as a view.

Messages

Filter List ¢

> Service Related

2 Mail to Name

> ZIP Code

2 County

> City

> State

> Selected

> Service Type

2 Has Incoming Survey
> District

2 Incoming Survey

2 Incoming Survey ID
> Closed By

2 Form Letter Status

> Created By
A Personal Tag v "‘

(J None (5,408)
(J Bella Test (168)
(J Dora Test (1)
(J Jon Test (2)

(J Test Tag (2)
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3. Select a tag and the results will display in the list.

Top of Page
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