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Howto Save Favorite Searches

Market:, Federal/State/Local, House, Senate
Module: Favorites icon.
Purpose: This guide provides instruction on how to save searches of 1Q records.

Key Benefits

1Q provides the capability to save searches of 1Q records as a “favorite” set of records to reduce the search activity and
instead allow these records to be accessible via a single-click. Thus, a time saving technigue.

1. Within the 1Q Tool, search the set of records that you want to save.

2. At the upper right corner under your profile name, select the " or Favorites icon.

Q @ @ * |® Shortcuts Vv

3. The Favorites window appears on the screen.

4. Inthe Add to Menu field, select the menu where the Favorites link will be displayed and added. This
example uses the Messages menu.

Add to Menu:

‘ Messages

5. Type the title of this searchand click Add to Favorites.

Add to Menu:

Messages v

ux/home.aspx x

|Training Favorites |

Add to Favorites
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6. The Saved Search appears in these locations. Clicking any of these links will display those records that
you have selected in Step 1.
a. The Favorites window.

Favorites

Add to Menu:

Messages v

ux/home.aspx x

|Training Favorites |

Add to Favorites

Saved Favorites

Messages IQ Favorites s %

b. The selected menu.

Home Contacts v Messages & Outreach ¥ Services ¥ Casework ¥ Tours ¥ Library v Events ¥ LegiStats ¥

Find Messages Message Center Utilities Q_ earch Open Messages or ID... (]

Email Message All Active Bill Campaigns My Active Batches 1Q Favorites
My Open and Unbatched All Active non-Bill Campaigns All Active Batches upen Messages Tor biii XYZ
My Approval Requests Form Letter All Open non-Campaign Messages Al Batches
My Approval Denied Contact All Active Campaigns
My Approval Granted Batch Advocacy Center All Message Sets
My Recently Closed Issue Tally Non-Deliverable Email

c. The Home Menu in the Saved Searches tile.

“Saved Message Searches a

1Q Favorites
Open Messages for Bill XYZ
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