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Howto Use SLACK to Optimize Your Communication Activities in 1Q

Market: House
Module: Home

Purpose: This guide provides instruction on how to use SLACK within 1Q.

Key Benefits
SLACK (Searchable Log of All Conversation and Knowledge) is a third-party tool that can be integrated into
the 1Q tool. As a business communication platform to further enhance the sharing of information (e.g., links,
events, files, etc.), it can accelerate the timeframe to approve documents, Form Letters, Press Releases,
eNewsletters or other relevant office materials in 1Q. It facilitates search activities such as the logs of office
materials. It can efficiently direct team members to complete office tasks, and thus reduce delays or time lags.

Please contact your office’s IQ Consultant about the integration of SLACK with 1Q.

1. Navigate to Home. Click the SLACK Tile.
2. The SLACK window appears.

Slack - Message

Select Channel:

legislative

Add Page URL:
https://awsdema.Imhastedig.com/sales/ux/documentitem.aspx?id=101524 Q
Message:

Hey @Chris Hart, just wrapped up this form letter! Could you review and give your
thoughts when you have a moment? Thanks!

Remains: 3871 ( Limited to 4000 characters)
H Post to Slack Cancel

e Select Channel: This is the name of the group chat. Select Legislative.
e Add Page URL: Add the link of the item that needs to be reviewed or approved.
o Message: Type the content of the message.

3. Click Post to Slack. The thread will display the message, as illustrated below.

) IQSales A4PF 10:37 Am
4 Hey @Chris Hart, just wrapped up this form letter! Could you review and give your
thoughts when you have a moment? Thanks!
Go to 1Q: https: fawsdemo.Imhostedig.com/sales/ux/documentltem.aspx?id=101524

4. The recipient can click the URL to review and process the record or document.
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