é Intranet Quorum | * |eidos

Howto use 1Q within Outlook’s Add In feature

Market: House, Senate

Module : Messages

Purpose: This guide provides instruction on how to synchronize 1Q records with Outlook using Outlook’s
Add-In feature so you can import the Outlook message as an 1Q message record or associate the Outlook
message with service records and schedule records in 1Q.

Key Benefits
IQ can be integrated with Outlook using Outlook’s Add In feature. Thus, you can import Outlook messages

as 1Q records so that you can associate them with messages, services, and/or events records in 1Q.

These steps require that 1Q has been installed within the Microsoft Outlook Add In feature. Contact your 1Q
Consultant for this process.

1. Wwithin your Microsoft Outlook account, searchand select the email that you want to import into 1Q as an 1Q
message record.

All Unread

= - Apple News <newsdigest@insideapple.apple.com>
VD@ [R.suBsecT RE.. 'S./CA J | I
Tay... Meeting this Moming  Th... 2 EXTERNAL: Another round of extreme weather threatens U.S., new details on missing Dubai

0 a0 We Chang princess, and more from Apple News

© 1 there are problems with how this message is displayed, click here to view it in a web browser.

CAUTION: This email originated from outside of Leidos. Be cautious when clicking or opening content.

2. Navigate to your Outlook menu and select Add-ins.

Home Send / Receive Folder View Q Tell me what you want to do...

3. Select Intranet Quorum (1Q) > Add email to 1Q.

Home Send / Receive Folder View

Intranet Quorum (IQ) ~

Add Email to 1Q 4 Add Email to 1Q

Add Email(s) to IQ Service »

Add Email(s) to IQ Event ¥

4. Select an option.
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This option will import your Outlook email message into 1Q and will saved it as an IQ open message.

Intranet Quorum (IQ) ~

AddEmailto1Q  » | Add Email to IQ |

Add Email(s) to 1Q Service »
Add Email(s) to IQ Event

1) Outlook Add In will searchyour 1Q contact records using the email sender’s name.

2) Based on the results, click the contact who matches with the sender of the email. You will see the
phrase, “matched to contact with ID  ” once you have selected your contact.

3) If the contact does not exist, click search again to confirm the search.

@ 1Q Contact and Message/Service Entry

Prefix First Middle Last Suffix

Jonathan Kilgore

Matched to Contact with ID #7118120

IQ Contact Records Address & Phone Numbers Service Message Uploads Message Body

Name H/ Line 1 City St ZIP Title Org. Birthd Comment H.Phone B.Phone E-Mail C.Phone ID#

O Jorathan... [H]|  Junknown| [ [ [ | | | | = lomah.| [7119

Detach Search Again

Close

4) Click the address & phone numbers tab. Enter the contact information.
5) Click Add Contacts to 1Q.
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@ IQ Contact and Message/Service Entry

Prefix First Middle Last Suffix

Jonathan Kilgore

Matched to Contact with ID #7118120
1Q Contact Recordl Address & Phone NumbEFJService Message Uploads Message Body

Title

Type |Home
Organization

Line 1
Line 2
City unknown State ZIP -

Phene Numbers -
and Email Address | 1YP® Number/E-mail Address

Email Jonathan.Kilgore-2@leidos.com

Affiliations

AAA TEST2 -- Anne Test2
AAAA TEST3 - AAAA TEST3
AF .VET -- Air Force Veteran

AGENCYCONTACT -- AGENCYCONTACT
ARMY -- Army v

Add Contact to IQ

Close

6) Click the Message tab. Select at least one issue code that applies to this message and select the contact
whom to assign the message (by default it will choose you). Enter comments as needed.

7) Click Assignas 1Q Message.

IQ Contact Records Address & Phone Numbers Service Message Uploads Message Body

Date In | 3/29/2021 | |n Method |E-Mail | Priority O-None ~

Issues ~
IAGR -- Agriculture
AN -- Animals
ART -- Arts and Humanities
BANK -- Banking and Finance
BUD -- Budget and Economy
CASEWORK -- Help With a Federal Agency

Assigned To |Jenathan Kilgere -- Jonathan Kilgore

Comments

Detach Add Message to Existing Service Link to Existing IQ Message | Assign as IQ Message

Close
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Note: Selecting the Service tabalso allows you to import this message into an 1Q service record.
As displayed on the screen shot, navigate to Service tab. Select a service option. This method
allows you to confirm that that correct contact was selected prior to creating a new service using
the Outlook message.

—
IQ Contact Records Address & Phone Number* Service r||essage Uploads Message Body

Service Options: @ Create New Service OAdd to Person's Service OAdd to My Service OAdd to Service #

Create New Service

Select Service Template Art Competition A
to Create New Service Background Memo
Casework

Commendations and Greetings
Cosign Policy Letter Request
Cosponsor Request

Flag Request

Internship Request

Legislative

Legislative Actions

Legislative Project

Media Request Create New IQ Service
Military Academy Nominations
Misc Legislative Request ¥ | | Create New IQ Service With Message
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Option 2: Add email(s) to 1Q Service. This option will import your Outlook email message into 1Q and
will saved it as an IQ open message that is associated with a new service record, or anexisting service
record in 1Q, or a Service 1D number .

Intranet Quorum (IQ) ~

Add Email to IQ 4 Add Email to 1Q

Add Email(s) to 1Q Service *

Add Email(s) to IQ Event »

Creating a newservice allows you to choose your service type and immediately create a new service
with this message attached to it along with the contact who sent it.

@Add Email(s) to IQ Service X

1 email record(s) selected for uploading to I1Q

Select Service Template /Art Competition

to Create New Service Background Memo
Casework
Commendations and
Cosign Policy Letter
Cosponsor Request
Flag Request
Internship Request
Legislative
Legislative Actions
Legislative Project
Media Request
Military Academy No
Misc Legislative Req
Policy Letter to Agen

[ Create separate 1Q setvreeTeroTasTorETeTOT

Skip emails previously uploaded to services

Save Cancel

Add to a Pending Service in 1Q gives you a list of your active services in 1Q in which you can select to
associate the Outlook message.

& Add Email(s) to 1Q Service X

1 email record(s) selected for uploading to I1Q

Select Existing Open Service Record

SBI’VIC! Opened r\mary Template Commeni Due -
801... 3/28/2... Casew.

1o " s (o4 e v ot e

800... 2/3/20... Flag R...

800... 1/27/2.. Quoru.. FlagR...

800... 1/22/2... FlagR...

800... 1/14/2.. Quoru... Casew

800... 1/7/20 Casew

800... 1/4/20 Casew

800... 12/31/.. Hacket.. Casew.. Need h

800.. 12/28/. Sched... Thisis ... v
< >

Skip emails previously uploaded to services

Cancel

Add to 1Q Service by ID # allows you to type in a specific Service ID # and send the message to that
Service.
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Option 3: Add email(s) to 1Q Event. This option allows you to quickly create aneweventinIQ and
associate it with the Outlook message or associate the message to an existing 1Q event. These options require
you to choose which calendar to add the event to and fill in other details for the event.

QAdd Email(s) to 1Q event X

1 email record(s) selected for uploading to 1Q event

Add 1Q Event

Calendar
Status

caseworker kilgore

Isabella Strom

Jonathan Kilgore .
[[] Private Event

Lori Zeoli
[ Major Event
Date | 3/29/2021 ~

StartTime [ ] 445PM [5| EndTime [ ] 445PM 5 Time Zone Eastern v

Summary

Notes

Description

Topics NI
AG -- Agriculture
BNK.FIN -- Banking and Financial
BUD -- Budget Issues
DEF -- Defense
Office
Address 1
Addess 2

City State v zIP

Skip emails previously uploaded to events

I Save I Cancel

& Add Email(s) to 1Q event X

1 email record(s) selected for uploading to 1Q event

Select from existing |Q events for Jonathan Kilgore

Monday , [IVEEGMN 29,2021 [~ | thru | Tuesday

EVBnl Starts Ends Iume Summary Notes Del

3/29... 9:00 AM |10:00... ET Weekl... Mestin...
3/30... 1:00PM |3:00 PM ET Educat... <p>we.

Skip emails previously uploaded to events

Save Cancel
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1) Within Outlook, select the Calendar icon.

u ﬁ &a LN ]

2) Select the event you wish to add into 1Q. You should see a black outline around the chosen event.

EXTERNAL:
Webex

https://iq.webex -
Cisco Webex

3) Scroll to the Outlook menu at the top and navigate to Add-ins > Intranet Quorum (1Q) > Add as 1Q
Event.

File Home Send / Receive Folder View Add-ins

Intranet Quorum (IQ) -

Add as 1Q Event

4) Outlook has pulled all the information from the event you selected and applied it to the appropriate
fields for 1Q. Enter additional details as needed. Select Add Event to 1Q when finished.

2 1Q Event Entry - a X

Event

Calendar

Status
caseworker kilgore

Isabella Strom A

[Jonathan Kilgore
Lori Zeoli [[] Private Event

[CImajor Event
Date 3/29/2021 v

Start Time 930 AM 3| End Time [Z]11:00AM [ Time Zone Eastermn v

Summary EXTERNAL: Webex meeting scheduled: Introduction to IQ

Notes A
You're the host for this Webex meeting.

Description
Topics . A
AG - Agriculture
BNK.FIN - Banking and Financial
BUD -- Budget Issues
DEF -- Defense 7
Office =

Address 1 |hitps:/fiq.webex.com/ig/j.php?MTID=

Addess 2
City State v zp |
Add Service Remove Link to IQ Event I Add Event to IQ ‘
\
Close
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5) Within Outlook, select the Contact icon.

6) Select the contact from Outlook that you wish to add to 1Q. Navigate to Add In > >Intranet Quorum >
Add Contact to 1Q.

7) Determine if the contact already exists in your database.

8) Select address & phone number to view all of the information about the contact. Edit details and add
affiliation codes as necessary and then select Add contact to 1Q.

@ IQ Contact and Message/Service Entry

Prefix First Middle Last Suffix
| ] [pors | R

IQ Contact Records Address & Phone Numbers Service Message

No matching contacts found in 1Q.

&2 1Q Contact and Message/Service Entry - O X

Prefix First Middle Last Suffix
| <] pore | usus) -

1Q Contact Records Address & Phone Numbers Service Message

Title |Multimedia Prod Analyst ‘

Type Business ~

Organization [136 |
Line1 7990 Quantum Dr |

Line 2 | ‘

City [Vienna |State VA ¥ zp [22182-

Phone Numbers
and Email Address Type

Email ~ | |Dora _
Business Phone m _

Number/E-mail Address

Adfiiations | I
AAA TEST2 -- Anne Test2
AAAA TEST3 - AAAA TEST3
AF.VET -- Air Force Veteran
AGENCYCONTACT -- AGENCYCONTACT
ARMY -- Army v

Add Contact to 1Q
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