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Sending SMS Text Messages in 1Q5

Market: House, Senate

Description: These instructions teach users how to send individual and mass texts from 1Q.
Click the link below to be brought to the following topic:

Sending Mass Texts

Reports on Completed Mass Texts

Note: To text constituents from IQ, your Office must first have a shared account with
our partners at Twilio. Afterwards, contact your IQ Consultant to facilitate the one-time
account setup and integration.

Sending an individual text

1. Navigate to the Outreach application.
2. Click on Mass Text.
3. Click on Mobile Subscribers.
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Note: To add a Contact as a mobile subscriber, you must click edit on their contact
record > Communications = add a phone # - check the Text Optin box.

4. Click on Add Message.
5. Set Outgoing Method as either Text SMS or MMS.
a. SMS: For Texts limited to 319 characters with no images.
b. MMS: For texts up to 1600 characters with one image allowed.
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6. Add an issue code and type out your text. You can also add a webform or survey to a text

04
. &
message by clicking the button.
[
=
*Limited to 319 characters **Charges may apply m
C
On Hold Batch Send Text Message
7. Click Send Text Message.
Qc
Text SMS v Comments
mple message. You can also add a survey or webform messag; I
*Limited to 319 characters **Charges may apply
(&

8. After the text is sent, if the constituent responds, you can reply back in the Messages
Application under the Text Messaging view.

Page 2 of 6

Leidos proprietary 2024.
This information may not be used, reproduced, disclosed, or exported without the written approval of Leidos.



44\: Intranet Quorum ‘ ® |eidos

4’ Pending Text Messages W Filter Result

Messages Change V Row 5 - ID AC635f427ccaBbcadbbbeab2a3fad
iows # = Pending Text Messages (Total 9) <+ By starus (asc) v 4 > K
E e o Date In 12/27/2022 - 1:17 PM
v Phone Message Date In Contact
Q > My Favorite Views g R . ) L Mr. 2
Iﬂ > Message Processing https://zoomdewv.us/j/99041591 Pending ‘
> My Messages 1577 Thread Contact Info
§ B pwd=pLmVs4MimpEINFp9jzPGY
> All Messages 9yInh6q98.1
> Batches maz1 is inviting you to a Zoom
@ > Campaigns meeting, join via the link above Greetings from your local
Send STOP te Opt out. *
o representative *test*
A > Sets 11/16/2023 - 7:00 AM
eo Text Messaging \ 12/27/2022 - 1:17 PM
ﬁ Pending Text Messages [ Thank you for your interestin ~ 5/12/2022 - 3:35 PM
(9) = IQ. Your message has been sent Pending
to the 1Q Training Database. B Received!
= Open Text Messages (8) 5/12/2022 - 3:35 PM 12/27/2022 - 1:17 PM
) 1]
0 All Text Messages (14 H =]
E?Q ges (14) - - Received! 12/27/2022 - 1:17 PM
= All Closed Text 12/27/2022 - 1:17 PM Pending and Linked to a Thank you for your interest in 1Q.
) Messages (5) : Contact Your message has been sent to
8 . the 1Q Training Database.
fan)  Mobile Subscribers Thanks for the message 11/16/2023 - 7:00 AM AT
= (150) Configure your number's SMS  Pending
L URL to change this
message.Reply HELP for
& help.Reply STOP to (e 53l | LT (<X >)
unsubscribe McoRData ratas

Top of Page

Sending Mass Texts

1. Navigate to the Outreach application.
2. Click on Mass Text.

3. Click on Open Mass Texts.

4. Click on +New > Mass Text
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Completed Mass Texts
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5. Follow the Outreach Text Wizard by first choosing your Text Type.
a. SMS: For Texts limited to 319 characters with no images.
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b. MMS: For texts up to 1600 characters with one image allowed.
6. Type out a Description of the Mass Text.

7. Type out your text. You can add a survey or webform to the text. You can also insert
merge codes.

Outreach Text Wizard x
Text >> Select Audience >>

Text Type
®SMS O MMS
Description

test

*Limited to 319 characters **Charges may apply

i

8. Click on Select Audience.

9. Use the fields to choose who the Mass Text will be sent to. By default, Start With will
select All Contact with the Text Optin.

Text >> Select Audience >>
Description

test
Start with Audience Selection

All contacts with the Text Optin ~  Use the entire audience ~

Select Your Audience

With all of these attributes

Include only contacts with ALL of these attributes... Exclude contacts with ANY of these attributes...

exts

£

10. Click Create.
11. Click on Review.

12. Choose a date and time under Scheduled Date/Time to schedule when your Mass
Text should be sent.

a. *Note: Leaving these fields blank will default to sending the Mass Text immediately.

13. Clickinto the Issues dropdown to tag the Mass Text with the appropriate Issue(s) it
concerns.

14. Click Send Mass Texts.
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each Text Wizard x

Text >> Select Audience >> Review

Description Scheduled Date/Time
test Date mm/dd/yyyy O Time -:-- C]

®

Issues

Audience Size This criteria will select approximately 0 contacts.
Includes Include All People with the Text Opt-In

Excludes

test

Send Mass Texts Save & Close

Reports on Completed Mass Texts

1. Navigate to the Outreach application.

2. Click on Mass Text.

3. Click on Completed Mass Texts.

4. Select a record and open the detail window. Click the Report tab.
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5. The Report tab displays counts for Total Sent, Delivered, Undelivered, Received and Opt
Outs, along with bar graphs for Outgoing and Incoming Messages with percentages for
Delivery Status, Messages with errors, Messages Received and Opt-out Rate.
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