Washington State Department of

Enterprise Services

Contacts
Bill Analysis and Tracking System (BATS)

BATS provides the ability to view and maintain information about people (contacts) that an agency works with. For example, a

contact may be a Subject Matter Expert (SME), code reviser attorney, or other stakeholder.

¢ All contacts may be linked (connected) to bill-related information in BATS.

* Internal contacts may have the ability to access specific functions and information within BATS.

% External contacts will include legislative sponsors. These sponsors will be updated (imported) from the Legislative Service Center
(LSC) database and linked to an external contacts group available to all agencies.

Type Maintained by Description

Internal Contacts | Agency Administrator | May have ability to access specific functions and information within BATS (userid controlled by

role based security).

++ Linked to agency administrator Business Unit.

%+ Usually within the same agency (exception may include city, county, and military staff
responsible for using the system tracking functions).

External Contacts | Agency User Does not have ability to access specific functions and information within BATS (does not have

userid).

¢ Linked to user (owner) Business Unit.

%+ Sponsors will be updated (imported) from Legislative Service Center (LSC) database and
linked to an external contacts group available to all agencies.

%+ Usually in another agency.

External Entities Agency User Does not have ability to access specific functions and information within BATS (does not have
userid).

Linked to user (owner) Business Unit.

Not a state agency.

R/
0.0
R/
0.0

This document will provide an overview of the basic contact functions, including:
+* View (Display) Contact Information.
+* Manage Internal Contacts.

%+ Manage External Contacts.
+* Manage External Entities.
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Contacts
Bill Analysis and Tracking System (BATS)

View (Display) Contact Information
The ability to view (display) contact information is based on the business unit (and/or group) associated with the contact.

To view (display) contact information:

1. Select: BATS tab (left-side navigation pane).

2. Select: Contacts (left-side navigation pane).

3. Select: Type of contact (Internal Contacts or External Contacts or External Entities).

4. Scroll: To find the contact (use the dropdown list to change views if needed to narrow the list of contacts).

5. Select: Name of contact (use the mouse to left-click on the name of the contact).

MResult: Contact information is displayed. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: BATS tab -and- type of contact to be viewed.
s Microset Dynaemics CRM ot
“ T oroacis ’ i i hz::sn_:?;ns -
== hctreale 4 Copy a Link i ab
o E-mail 4
. R T —— Use the dropdown list to change views if needed. =
My Wark | Full Mama = P P Ik
BATS Test Contact 2 BATS “
Test Contact 1 BATS E
g
g
i
E
Use mouse to left-click on name of contact.
BATS
=3 of 3 {0 selected)
Admin Al B A [ i b £ § G H 1 f K L M N o P o i 5 T u v W )
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Contacts
Bill Analysis and Tracking System (BATS)

BATS uses internal contacts for security functions as well as bill-related processes so internal contacts are linked to the agency

administrator Business Unit.

 Internal contacts are linked to security functions. One or more roles can be assigned to an internal contact to provide the ability
to access specific functions and information (userid controlled by role based security).

The following information is required to manage internal contacts.

Required Field*

Value

Additional Information

User Name* NetworkLogonID —or- Domain\NetworkLogonID | BATS validates this information with the state Active Directory
«» Example: BaseBATSTest. system.
+» Example: OFM\BaseBATSTest. «*» Other fields on the page will be populated with default values
Note: Secure Access Washington (SAW) user based on the NetworkLogonID.
name is the email that is registered with SAW Note: Secure Access Washington (SAW) user name is not validated
account. against the state Active Directory system so other fields on the
< Example: username@emailDomain.gov. page will not be populated with default values.
First Name* First Name of internal contact BATS will automatically populate this value from the state Active
Directory system if a valid Domain\NetworkLogonID —or-
NetworkLogonlD is input in the User Name field.
Last Name* Last Name of internal contact BATS will automatically populate this value from the state Active

Directory system if a valid Domain\NetworkLogonID —or-
NetworkLogonlD is input in the User Name field.

Business Unit*

Agency Business Unit

The default value is same as the Business Unit (agency) assigned to
the Agency Administrator.

E-mail access type -

Microsoft Dynamics CRM for Outlook

The default value is Microsoft Dynamics CRM for Outlook.

Incoming* ++ Do not change this value.

Outgoing*

Access Mode* Read-Write The default value is Read-Write.
+»+ Do not change this value.

License Type* Full The default value is Full.

+»+ Do not change this value.

Contacts
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Contacts
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Add New Internal Contact
Internal contacts are linked to the agency administrator Business Unit.

To add a new internal contact:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: Internal Contacts.

Select: New (from the ribbon bar).

Input: Information about the new contact. Required fields are marked with *.

. Select: Save.

MResult: New contact is added. An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

NGNS

Sample: Internal Contacts -and- New (from the ribbon bar).

Internal Contacts View Charts
j Enable + Manage Roles 23 Copyalink . & 7 Filter 3
= - o L) !d ?a
= @ Dicable E"‘ E-mail a Link . -

& Change Manager

A8 Microsoft Dynamics CRM

LA,

New  New Multiple Approve Reject Send Direct Connect Run Start Run Advanced
Users E-mail  E-mail E-mail - Workflow Dialog Report« Find
Records Actions Collaborate Process Data
BATS o B~ Internal Contacts Enabled Users - BATS Test ~
. My Work D Full Name Site Business Unit Title & Main Phone
. BATS D Base BATS_Test 179 Department of Enterprise Services

4 Contacts
8 Internal Contacts
83| External Contacts

I3 External Entities
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Edit (update) Information About an Internal Contact
Internal contacts are linked to the agency administrator Business Unit.

To edit (update) internal contact information:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: Internal Contacts.

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of contacts).

Select: Contact (left-mouse-click on the user name).

Input: Information about the contact.

. Select: Save.

MResult: Contact information is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

NouhswWwNRE

Sample: Internal contact (left-mouse-click on contact name — this will open the contact page for editing).
44 Microsoft Dynamics CRM
Internal Contacts View Charts

j ; Enable . Manage Roles 43 Copyalink . ‘el W Filter 3
— \v) 3 ?[‘
—_— ﬁ 7] E-mail a Link - - =

Disable Change Manager
MNew  MNew Multiple Approve Reject Send Direct Connect Run Start Run Advanced
Users E-mail  E-mail E-mail - Worlkflow Dialog Report« Find
Records Actions Collaborate Process Data
BATS o G- Internal Contacts Enabled Users - BATS Test ~ Use the dropdown list to change views if needed.
ull Name ite usiness Unit itle= VTSN PTTOTTE
e [l Fuln Si Business Uni Ti
BATS [ Base BATS Test 179 Department of Enterprise Services
4 Contacts

g Internal Contacts
83 Fxternal Contacts
-_} External Entities

Use mouse to left-click on name of contact.
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Internal contacts are linked to the agency administrator Business Unit.

To enable (activate) an internal contact:

Select: BATS tab (left-side navigation pane).
Select: Contacts (left-side navigation pane).
Select: Internal Contacts.

Select: Checkbox (next to contact name).
Select: Enable (from the ribbon bar).

NV AW e

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of users).

Select: OK (in the Confirm Internal Contact Activation — Webpage Dialog box).

lResuIt Contact is enabled (activated). An error message will be displayed if the action is not allowed due to security permissions

or system validation error.

Sample: Enable (from the ribbon bar).

1 Mi ft ics CRM . o -
4 Microsch Dyramics | Confirm Internal Contact Activation -- Webpage Dialog @
Internal Contacts View Charts . . . i
2 Confirm Internal Contact Activation
Enabl = ch M l i3 Copy aLink . ¥ Filts 2
ia e L/ﬁ % '8 ange Manager _ﬂ \% wa tq" E"‘ Eol W Fiter l}a You have selected 1 Internal Contact to enable.
e G | &= Ef E-mail a Link . L -P =
MNew  New Multipl Approve Reject Send Direct Connect Run Start Run Advanced .
u E-mail  E-mail E-mail - Woarkfl Dial Report ~ Find . .
s mal mal mal e b 2 " This operation will set the selected Internal Contact as Enabled.
Records Actions Collaborate Process Data
BATS Internal Contacts Disabled Users ~
My Work [ Full Name Site Business Unit Title Main Phane
BATS Base BATS Test 179 Department of Enterprise Services
P oK || cancel
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Disable (Deactivate) Internal Contact

Internal contacts are linked to the agency administrator Business Unit. Internal contacts may be disabled (inactivated) but not
deleted.

To disable (deactivate) an internal contact:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: Internal Contacts.

Select: Checkbox (next to contact to be edited).

Select: Disable (from the ribbon bar).

Select: OK (in the Confirm User Record Deactivation — Webpage Dialog box).

Result Contact is disabled (deactivated). An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

qo v s wN e

Sample: Disable (from the ribbon bar).

44 Microsoft Dynamics CRM 2| Confirm User Record Deactivation - Webpage Dialog @
Internal Contacts | View  Charts Confirm User Record Deactivation
j 33 ﬂ Enable ,a Change Manager L%é} 43 Copyalink . @ — ._‘ ‘el W Filter l}a You have selected 1 user record to deactivate.
= &) Disable ﬁ ;i -8 \j E-mail a Link . &‘b :—Ji
New  New Multiple Approve Reject Send Direct Connect Run Start Run Advanced
Users E-mail  E-mail E-mail Workflow Dialog  Report » Find This action will change the status of this user record to disabled. All published processes or active
Records SRS Collaborate e Data system jobs owned by this user will fail when you disable this user. Click OK to continue.

Otherwise, dick Cancel.

BATS taf Internal Contacts  Enabled Users ~
- . . X . To continue, click OK.
My Work D Full Name a Site Business Unit Title Main Phone
BATS Base BATS Test 179 Department of Enterprise Services
OK | | Cancel
Contacts
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External Contacts:

BATS uses external contacts for bill-related processes but they are not linked to security functions.
¢ External contacts do not have ability to access specific functions and information within BATS (no userid).

B

% External contacts will include legislative sponsors. These sponsors will be updated (imported) from the Legislative Service Center
(LSC) database and linked to an external contacts group available to all agencies.

The following information is required to manage external contacts.

Required Field* Value Additional Information

Last Name* Last Name of external contact BATS does not validate this information with the state Active
Directory system.

Owner* User Name of an agency user or agency Defaults to the User Name of the agency user or agency

administrator administrator who added the contact.

++ This can be changed to another User Name if needed. For
example, an agency administrator may add a contact and
then change the Owner name to another agency user.

Contacts
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Add New External Contact
External contacts are linked to the ‘owner’ Business Unit.

To add a new external contact:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: External Contacts.

Select: New (from the ribbon bar).

Input: Information about the new contact. Required fields are marked with *.

. Select: Save.

MResult: New contact is added. An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

NGNS

Sample: External Contacts -and- New (from the ribbon bar).

External Contacts View Charts Add

44 Microsoft Dynamics CRM

43 Copy aLink .
)

7 Fitter Lﬁa

ruu(

g Internal Contacts
84| External Contacts
,;3 External Entities

—

j Activate
== . Deactivate Ei E-mail a Link =
New Send Direct Connect Assign Run Run Advanced
E-mail - workflow Dialog Report« Find
Records Collaborate Process Data
BATS fa G3- External Contacts My Active Contacts ~
Full Name CE-mail Parent Customer Business Phaone
» My Work D S =
S ] Test Contact 2 BATS
[C]  Test Contact 1 BATS
4 Contacts

Contacts

Bill Analysis and Tracking System (BATS) User Reference Materials

Page 9 of 17

October2013
Revision P2v1.0




Washington State Department of

Enterprise Services

Contacts
Bill Analysis and Tracking System (BATS)

Edit (update) Information About an External Contact
External contacts are linked to the ‘owner’ Business Unit.

To edit (update) external contact information:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: External Contacts.

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of contacts).

Select: Contact (left-mouse-click on the user name).

Input: Information about the contact.

. Select: Save.

MResult: Contact information is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

NouhswWwNRE

Sample: external contact (left-mouse-click on contact name — this will open the contact page for editing).
441 Microsoft Dynamics CRM
External Contacts View Charts Add

= Activate {3 Copy a Link - Y Fitter ;
= . @ ] 4
== ' Deactivate H E-mail a Link - =
New Send Direct Connect Assign Run Start Run Advanced
E-mail - Worlflow Dialog Report« Find

LLLiil

Records Collaborate Process

BATS G G#- | External Contacts My Active Contacts Use the dropdown list to change views if needed.
My Work |:| Full Name
T 7] Test Contact 2 BATS
[T Test Contact 1 BATS
4 Contacts

g Internal Contacts
8 External Contacts
,;_} External Entities

Use mouse to left-click on name of contact.
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Activate (Enable) External Contact

External contacts are linked to the ‘owner’ Business Unit.

To activate (enable) an external contact:

Select: BATS tab (left-side navigation pane).
Select: Contacts (left-side navigation pane).
Select: External Contacts.

Select: Checkbox (next to contact name).
Select: Activate (from the ribbon bar).

gN OV AW e

Contacts

Bill Analysis and Tracking System (BATS)

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of users).

Select: OK (in the Confirm External Contact Activation — Webpage Dialog box).

lResuIt Contact is activated (enabled). An error message will be displayed if the action is not allowed due to security permissions

or system validation error.

Sample: Activate (from the ribbon bar).

External Contacts Wiew

Charts Add

44 Microsoft Dynamics CRM

= ,‘ﬁ Activate % 53 CopyaLink . : = I ‘e 7 Filter ? 3
— =y JJ -i?) U E-mail a Link J &_EP i!ﬂ I & | Confirm External Contact Activation -- Webpage Dialo @I
MNew Send Direct Connect Assign Run Start Run Advanced pag 9 g
el ST R R AT Confirm External Contact Activation ;
Record Collaborate TR 25 You have selected 1 External Contact to activate.
BATS Y G~ External Contacts My Active Contacts ~
] Full Name « E-mail Parent Customer This operation will set the selected External Contact as Active.
My Work
S 7] Test Contact 2 BATS
Test Contact 1 BATS
4 Contacts
E Internal Contacts
8| External Contacts
[ External Entities OK | Cancel
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Deactivate (Disable) External Contact
External contacts are linked to the ‘owner’ Business Unit.

To deactivate (disable) an external contact:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: External Contacts.

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of users).

Select: Checkbox (next to contact name).

Select: Deactivate (from the ribbon bar).

Select: OK (in the Confirm External Contact Deactivation — Webpage Dialog box).

lResuIt Contact is deactivated (disabled). An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

gN OV AW e

Sample: Deactivate (from the ribbon bar).
A8 Microsoft Dynamics CRM

& i ivation -
External Contacts View Charts Add | Confirm External Contact Deactivation -- Webpage Dialog @
2 . " . . : , Confirm External Contact Deactivation
= L Activate ) v 43 Copy aLink - = e 7 Filter 3
= 3- 3 a \/ &b E ﬂ You have selected 1 External Contact to deactivate.
54 Deactivate | =F E‘ E-mail a Link . 4 ] 3
MNew Send Direct Connect Assign Run Start Run Advanced
Bna T pYoiiowpnEolReaners fod This action will set the External Contact as inactive. There may be records in the system that
Recor| Collaborate Process Data continue to reference these inactive records.
BATS o G- External Contacts My Active Contacts ~ If you want to continue, dlick OK.
|:| Full Name w E-mail Parent Customer If you don't want to deactivate this External Contact, dlick Cancel.

My Work
T ] Test Contact 2 BATS

Test Contact 1 BATS
4 Contacts

B Internal Contacts
84| External Contacts
L_} External Entities OK ‘ | Cancel
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External Entities:

BATS uses external entities for bill-related processes but they are not linked to security functions.
¢ External entities do not have ability to access specific functions and information within BATS (no userid).

The following information is required to manage external entities.

Required Field* Value Additional Information
Last Name* Last Name of external entity BATS does not validate this information with the state
Active Directory system.
Owner* User Name of an agency user or agency Defaults to the User Name of the agency user or agency
administrator administrator who added the contact.
+* This can be changed to another User Name if needed.
For example, an agency administrator may add a
contact and then change the Owner name to another
agency user.
Contacts
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Add New External Entity
External entities are linked to the ‘owner’ Business Unit.

To add a new external entity:

Select: BATS tab (left-side navigation pane).
Select: Contacts (left-side navigation pane).
Select: External Entities.

Select: New (from the ribbon bar).

NG SIS

. Select: Save.

Input: Information about the new contact. Required fields are marked with *.

Contacts

Bill Analysis and Tracking System (BATS)

MResult: New contact is added. An error message will be displayed if the action is not allowed due to security permissions or

system validation error.

Sample: External Entities -and- New (from the ribbon bar).

g Internal Contacts
85| External Contacts
u‘_} External Entities

44 Microsoft Dynamics CRM
External Entities View Charts Add
= | Activate =3 Copy a Link s Filter :
= -' O H A A
— ;4] Deadtivate v ‘7| E-mail a Link - B
New Send Direct Connect Assign Run Start Run Advanced
E-mail - Worlflow Dialog Report~ Find
Records Collaborate Process Data
BATS fay G2~ External Entities | My Active External Entities ~ |
Entity Name Main Phone Address 1: Cit Primary Contact
- My Work D Y * Y 1/
. BATS [ Test Company
4 Contacts

Contacts
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Edit (update) Information About an External Entity
External entities are linked to the ‘owner’ Business Unit.

To edit (update) external entity information:

Select: BATS tab (left-side navigation pane).

Select: Contacts (left-side navigation pane).

Select: External Entities.

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of contacts).

Select: External entity (left-mouse-click on the user name).

Input: Information about the contact.

. Select: Save.

MResult: Contact information is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

NouhswNRE

Sample: external entity (left-mouse-click on contact name — this will open the contact page for editing).
44 Microsoft Dynamics CRM
External Entities View Charts add

23 Copy a Link .
j Activate ; 3 “opy A o 7 Filter
= ;34 Deactivate ‘7| E-mail a Link - !d‘ lj a

LA L

MNew Send Direct Connect Assign Run Start Run Advanced
E-mail - Workflow Dialog  Report« Find
Records Collaborate Process Data
BATS o G- External Entities ' My Active External Entities ¢ Use the dropdown list to change views if needed
My Work D Entity Name a Malh Phone Address 1: City Primary Contact
BATS O Test Company
4 Contacts

g Internal Contacts
85| External Contacts
L__} External Entities

Use mouse to left-click on name of contact.
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External entities are linked to the ‘owner’ Business Unit.

To activate (enable) an external entity:

Select: BATS tab (left-side navigation pane).
Select: Contacts (left-side navigation pane).
Select: External Entity.

Select: Checkbox (next to contact name).
Select: Activate (from the ribbon bar).

NV AW e

Contacts

Bill Analysis and Tracking System (BATS)

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of users).

Select: OK (in the Confirm External Entity Activation — Webpage Dialog box).

lResuIt Contact is activated (enabled). An error message will be displayed if the action is not allowed due to security permissions

or system validation error.

Sample: Activate (from the ribbon bar).

A4 Microsoft Dynamics CRM
| Confirm External Entity Activation --

File External Entities | View  Charls  Add Webpage Dizlog @

j 1 netivate > L% \]3 2 Copy a Link » G/) =1 gam Y Fier ﬂ Confirm External Entity Activation
) . Y T o4 i Emaie Lnk @ 3 ' You have selected 1 External Entity to activat
New Send Direct Connect Assign Run Start Run Advanced Ou have selecte ernal bntity to activate.
E-mail - Workflow Dialog  Report « Find
Recol Collaborate Pracess Data

BATS 2 Ga- External Entities  Inactive External Entities ~ This operation will set the selected External Entity as Active.

ST Entity Name Primary Contact Main Phone Address 1: City

i Test Company
4 Contacts

E Internal Contacts

85 External Cantacts

3 External Entities OK | | Cancel
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Deactivate (Disable) External Entity
External entities are linked to the ‘owner’ Business Unit.

To deactivate (disable) an external entity:
Select: BATS tab (left-side navigation pane).
Select: Contacts (left-side navigation pane).
Select: External Entities.

Select: Checkbox (next to contact name).

NV AW e

Select: Deactivate (from the Records group on the ribbon bar).
Select: OK (in the Confirm External Entity Deactivation — Webpage Dialog box).

Contacts
Bill Analysis and Tracking System (BATS)

Scroll: To find the contact (use the dropdown list to change view if needed to narrow the list of users).

lResuIt Contact is deactivated (disabled). An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Sample: Deactivate (from the ribbon bar).

| Confirm External Entity Deactivation -- Webpage Dialog @
Confirm External Entity Deactivation
d Mi ft ics CRM .
44 Microsoft Dynamics You have selected 1 External Entity to deactivate.
External Entities View Charts Add
Activate N 1 A 43 Copy alink 3 7 Filter .- . .
jv & 0 L%'Jﬂ' ;ég a (“/J EEEDI @ ﬂ This action will set the External Entity as inactive. There may be records in the system that
m Deactivate (E_. E-mail a Link . { ! E X X
New Send Direct Connect Assign Run Start Run Advanced TERIETILE D (E ames e [Teehye (et
E-mail - Workflow Dialog Report = Find
Collaborate Pramaee Data If you want to continue, dick OK.
R . . . If you don't want to deactivate this External Entity, dick Cancel.
BATS o 3~ External Entities  Inactive External Entities ~
s H

My Wor Entity Name a Primary Contact Main Phone Address 1: City

BATS Test Company
4 Contacts

B Internal Contacts

85 External Contacts

[y External Entities OK ‘ | Cancel
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User Roles and Security
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) includes security protocols to ensure that individual agencies own and control access

to their information.

¢ Access to specific functions within BATS is controlled by user roles and/or team assignments.

¢ Access to specific agency information within BATS is controlled by links to the Business Unit (agency) associated with a user. The
link to the Business Unit (agency) provides access to specific information within BATS.

This document will provide an overview of user roles and basic security functions, including:
User Roles.

Access the security administration functions.

View (display) roles assigned to a user.

Add new user.

Add (assign) role to user.

“You need to assign security roles to new users” message.
Add (join) team assignments.

Remove role from user.

Disable (Deactivate) user.

Enable (Activate) user.

>

o
%

X/ X/ X/ X/ X/ X/ X/ X/
L X X I X R X SR X IR XS X4

7
L X4
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User Roles and Security
Bill Analysis and Tracking System (BATS)

Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

«* BATS roles are additive. All users will need to be assigned to a ‘base’ role which will provide basic functions. Some users will
have one or two additional roles assigned to them and some users will have multiple roles assigned to them.

Quick Reference: BATS User Roles.

Agency Administrator

BATS

BATS BATS BATS BATS BATS BATS Team

Agency Agency Agency Agency Agency Tracking Tracking

User Analyst Reviewer Coordinator Administrator | User User
Agency User Roles & Security (base) (additive) | (additive) (additive) (additive) (additive) | (additive)
Agency Users Yes No No No No Yes No
Agency Analyst Yes Yes No No No Yes No
Agency Reviewer Yes Yes Yes No No Yes No
Agency Coordinator Yes Yes Yes Yes No Yes Yes

Yes Yes Yes Yes Yes Yes Yes

BATS BATS

BATS BATS BATS BATS Governor’s BATS Team

Executive | Executive | Executive Executive Executive Tracking Tracking

Analyst Reviewer | Operations | Administrator | Policy User User
OFM/GOV User Roles & Security (base) (additive) | (additive) (additive) (additive) (additive) | (additive)
Oversight Analyst Yes No No No No Yes No
Oversight Reviewer Yes Yes No No No Yes No
Oversight Coordinator Yes Yes Yes No No Yes Yes
Oversight Administrator Yes Yes Yes Yes No Yes Yes
Oversight Governor's Office Yes Yes Yes Yes Yes Yes Yes
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User Roles (continued)

Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

BATS Role Name ‘Assign To Description
Agency Role Agencies Agency Request Legislation and Bill Tracking
IBATS Agency User +» Agency User Basic (base) role assigned to all agency users.
(base) «+» Create activities.
+* Read (display) agency requests and/or bill-related records.

IBATS Agency Analyst <+ Agency Analyst Additional role assigned to agency analysts.
(additive) ** Agency Reviewer ** Input, edit, and format analysis information.

++» Agency Coordinator ¢ Set analysis to ‘ready for review’.

«»*» Agency Administrator «+ Attach documents to agency request, analysis, and/or bill.

>

)

» Create external contacts and external entities.
Create connection for contacts to agency request and/or bill (connect
contacts).

L)

X3

S

+» Create connection for related bill to existing bill (connect bills).
% Send email links for agency request, analysis, and/or bill.
IBATS Agency Reviewer ** Agency Reviewer Additional role assigned to agency reviewers.
(additive) ++» Agency Coordinator +* Review, edit, and format analysis information.
< Agency Administrator ++ Set task to ‘complete’ (mark task complete).
User Roles and Security Page 3 of 20 October 2013
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User Roles (continued)

Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

BATS Role Name ‘Assign To Description

lAgency Role Agencies Agency Request Legislation and Bill Tracking
IBATS Agency Coordinator +»+» Agency Coordinator Additional role assigned to agency coordinators.
(additive) «»» Agency Administrator +»+ Create agency request.

7
0‘0

Create analysis for agency request and/or bill.

Create assignments for analysis (assign analyst and/or reviewer).
Complete agency request (input AAG contact, Final Z-Draft).
Complete analysis and/or review.

Set assignments to ‘complete’ (mark assignments complete).
Submit agency request to OFM.

Withdraw agency request from OFM.

Assign Queue items and activities to internal contacts.
Assign primary contact to agency request.

Assign program to agency request, analysis, and/or bill.
Assign division to analysis.

Assign classification to bill.

IBATS Agency Administrator + Agency Administrator Additional role assigned to agency administrators.

(additive) Create internal contacts (add users).

Assign security roles and teams to internal contacts.

Create teams.

Create programs, divisions, classifications.

Assign classification to bill.

Update ‘program required’ checkbox on Business Units.

O/ 7
> 0‘0

8

X3

%

X3

%

X3

%

X3

%

X3

%

X3

%

X3

%

X3

%

X3

S

R/ R/
> 0’0

%

X3

%

X3

%

X3

8

¢

O/

8

User Roles and Security Page 4 of 20 October 2013
Bill Analysis and Tracking System (BATS) User Reference Materials Revision P2v1.0



@ Washington St?te Department.of
Enterprise Services
User Roles and Security

Bill Analysis and Tracking System (BATS)

User Roles (continued)

Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

BATS Role Name ‘Assign To Description

Executive Oversight Role OFM and/or GOV Oversight | Agency Request Legislation and Bill Tracking

[BATS Executive Analyst «* Oversight Analyst Basic (base) role assigned to all executive/oversight users.
(base) «»+ Oversight Reviewer «+» Create activities.

O/
0‘0

Read (display) agency requests and/or bill-related records.
Input, edit, and format analysis information.

Create assignments for analysis (assign analyst and/or reviewer).
Set analysis to ‘ready for review’.

Attach documents to agency request, analysis, and/or bill.
Create external contacts and external entities.

Create connection for contacts to agency request and/or bill (connect
contacts).

Create connection for related bill to existing bill (connect bills).
Send email links for agency request, analysis, and/or bill.

+* Review Governor’s Decision on agency request.

++ Oversight Coordinator
+* Oversight Administrator
«*» Oversight Gov’s Office

O/ X/
> 0‘0

8

X3

%

X3

%

X3

%

X3

%

X3

%

X3

%

>

IBATS Executive Reviewer +* Oversight Reviewer Additional role assigned to executive/oversight reviewers.
(additive) +* Oversight Coordinator %+ Review, edit, and format analysis information.
%+ Oversight Administrator | +* Set task to ‘complete’ (mark task complete).
%+ Oversight Gov’s Office
User Roles and Security Page 5 of 20 October 2013
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User Roles (continued)

Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

BATS Role Name ‘Assign To Description
Executive Oversight Role OFM and/or GOV Oversight | Agency Request Legislation and Bill Tracking
[BATS Executive Operations ++» Oversight Coordinator Additional role assigned to executive/oversight coordinators and
(additive) +* Oversight Administrator | administrators).
«*» Oversight Gov’s Office ++ Create agency request and input primary contact.

7
0‘0

Create analysis for agency request and/or bill.

Create assignments for analysis (assign analyst and/or reviewer).
Complete analysis and/or review.

Set assignments to ‘complete’ (mark assignments complete).
Input OFM status and recommendations on agency request.
Return agency request to an agency.

Submit agency request to GOV.

Assign Queue items and activities to internal contacts.
Assign division to analysis.

Assign classification to bill.

IBATS Executive Administrator [+ Oversight Administrator | Additional role assigned to executive/oversight administrators.
(additive) +* Oversight Gov’s Office Create internal contacts (add users).

Assign security roles and teams to internal contacts.

Create teams.

Create programs, divisions, and classifications.

Assign classification to bill.

X3

8

X3

S

R/
’0

*,

X3

%

X3

S

X3

%

X3

S

X3

S

R/
0’0

X3

S

X3

%

X3

%

X3

%

X3

S
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Agency and executive administrators will assign one or more roles to a user to provide access to specific functions within BATS.

BATS Role Name

‘Assign To

Executive Oversight Role

GOV Oversight

Description
Agency Request Legislation and Bill Tracking

BATS Governor’s Executive
Policy
(additive)

** Oversight Gov’s Office

Additional role assigned to executive/oversight policy users.

** Return agency request to OFM.

** Input Governor’s Decision on agency request.

++ Set decision status on agency request (complete agency request with
final status).

[Bill Tracking Role

Agencies and OFM/GOV

Bill Tracking

[BATS Tracking User
(additive)

«+ Agency Analyst

** Agency Reviewer

++» Agency Coordinator

«»*» Agency Administrator
«* Oversight Analyst

+»+ Oversight Reviewer

+*» Oversight Coordinator
+* Oversight Administrator

R/

%+ Oversight Gov’s Office

Additional role assigned to users who will track bills.
¢ Track bills for user.
+* Receive email update (hourly and/or daily) for tracked bills.

IBATS Team Tracking User
(additive)

++» Agency Coordinator

«»*» Agency Administrator
+*» Oversight Coordinator
+* Oversight Administrator

R/

%+ Oversight Gov’s Office

Additional role assigned to users who will input/maintain agency bill tracking
analysis.

+»+ Create tracking for agency, division, and/or team.

++ Create assignments for tracking.

User Roles and Security
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Access Security Settings (System Administration)
Security settings are available from the Admin tab in the left side navigation pane.

To access the security settings:

1. Select: Admin tab (left side navigation pane).

2. Select: System (left side navigation pane).

3. Select: Administration (left side navigation pane).

MResult: Administration page opens. An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

Sample: Administration page.
» 1 CRM_BATS

New NE\;H Ad\fanéed
A“"‘“N' fecord~ :‘”‘ Agency and executive administrators may access ‘Teams’
ew QQls
i @ G2 || Administration to add (join) one or more team assignments.
- Agency Admin -
. Which feature would you like to work with?
- BATS Admin

Ind deactivate existing business units. Change
%) Administration he parent business

|f' Data Management

Business & Announcements Business Units
q System -_— Create, edit, and delete announcements that appear in the Workplace area. Add new business un|

[3# system Jobs Security Roles Teams
e
::] Document Management /4 Create new security roles. Manage and delete existing security roles for your Add new teams and new members to existing teams. Modify the team
2] Auditing organization. description and delete members from teams.
- Customization
- Process Center Users . ..
Add new users. Edit information about users and deactivate user rec Agency and execut“[e adm'n'strators may

Manage the teams, roles, and licenses assigned to users.

access ‘Users’ to add new users and/or add

BATS (assign) one or more roles to users.
Admin

In this sample, the Admin tab was selected (left-side navigation pane).
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The following information is required to add a new user (internal contact).

Required Field* Value

Additional Information

User Name* NetworkLogonID —or- BATS validates this information with the state Active Directory
Domain\NetworkLogonID system.
«» Example: BaseBATSTest. «+» Other fields on the page will be populated with default values
+ Example: OFM\BaseBATSTest. based on the NetworkLogonID.
Note: Secure Access Washington (SAW) Note: Secure Access Washington (SAW) user name is not validated
user name is the email that is registered against the state Active Directory system so other fields on the page
with SAW account. will not be populated with default values.
«» Example: username@emailDomain.gov.
First Name* First Name of new user BATS will automatically populate this value from the state Active
Directory system if a valid Domain\NetworkLogonID —or-
NetworkLogonlID is input in the User Name field.
Last Name* Last Name of new user BATS will automatically populate this value from the state Active

Directory system if a valid Domain\NetworkLogonID —or-
NetworkLogonlID is input in the User Name field.

Business Unit* Agency Business Unit

The default value is same as the Business Unit (agency) assigned to
the Agency Administrator.

E-mail access type — | Microsoft Dynamics CRM for Outlook

The default value is Microsoft Dynamics CRM for Outlook.

Incoming* ++ Do not change this value.

Outgoing*

Access Mode* Read-Write The default value is Read-Write.
++ Do not change this value.

License Type* Full The default value is Full.

++ Do not change this value.
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Add New User (continued)
New users will be added as an Internal Contact.

To add a new user as an Internal Contact from the Administration page (Admin Tab/System/Administration):

1. Select: Users (from the Administration page).

2. Select: New (from the ribbon bar).

3. Input: Information about the new user (internal contact). Required fields are marked with *. Note: Information about adding
an internal contact is included in the user reference materials for Contacts.

4. Select: Save.

MResult: New user (internal contact) is added. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Sample: New (from the ribbon bar).

Internal Contacts View Charts
j § Enable Change Manager 53 Copyalink . ‘el W Filter as
= - | j E ﬁ
= &3 Disable “(#] E-mail a Link . = =

44 Microsoft Dynamics CRM

MNew  MNew Multiple Approve Reject Send Direct Connect Run Start Run Advanced
Users E-mail  E-mail E-mail - Workflow Dialog Report« Find
Records Actions Collaborate Process Data
BATS Gy G2~ Internal Contacts Enabled Users ~
My Work [ Full Name o Site Business Unit Title Main Phone
BATS D Base BATS_Test 179 Department of Enterprise Services
Contacts
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View (Display) Roles Assigned to a User
Agency and executive administrators may view (display) information about a user, including the role(s) assigned to a user.

To view (display) roles assigned to a user from the Administration page (Admin Tab/System/Administration):

1. Select: Users (from the Administration page).

2. Scroll: To find the user.

3. Select: User (left-mouse-click on the user name).

4. Select: Security Roles (left side navigation pane under Common).

MResult: Roles assigned to the user are displayed. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: Security Roles (left side navigation pane under Common) —and- results.

[—& ] Internal Contact Internal Contacts v
- Base BATS Test

lated

/¥ The information provided in this form is viewable by the entire ggganization. U the d d list t h

I se the dropdown list to change
& Teams &7 Security Roles  Role Associated View ~ views if needed.
&? Security Roles Manage Roles | =4 @ Remove Roles Mare Actions =
-f:l Quotas
EJ Connections ] Name a Business Unit F2]
11 Audit History D BATS Agency Administrator (Additive) 179 Department of Enterprise Services
g Agency Requests [l BaTts Agency Analyst (Additive) 179 Department of Enterprise Services
@ Review Entries [ BaTts Agency Coordinator (Additive) 179 Department of Enterprise Services
& Analysis D BATS Agency Reviewer (Additive) 175 Department of Enterprise Services
42 Programs l:‘ BATS Agency User (base) 179 Department of Enterprise Services
User Roles and Security Page 11 of 20 October 2013
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Add (Assign) Role to User
One or more roles may be added to a user.

To add (assign) a role to a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).

Scroll: To find the user.

Select: Checkbox (next to user name).

Select: Manage Roles (from the ribbon bar).

Scroll: To find the Role.

Select: Checkbox (next to role to be added). Note: select more than one checkbox if needed.

Select: OK (in the Confirm Security Role Assignment — Webpage Dialog box).

Result Role is added to the user. An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

NV AW e

Sample: Checkbox (next to user name) and Manage Roles.

# | Confirm Security Role Assignment -- Webpage Dialog (===
Manage User Roles

41 Microsoft Dynamics CRM ‘What roles would you like to apply to the 1 Internal Contact you have selected?
r

s ﬂ FT 0 = 4 Cony a Link - e ViR Role Mame Business Unit
makle 1 anage Roles 4 Copy « - = 4 %k Export to Excel %
= 35 ,_/" -/é i W» -3 % T (&) &:il _:J JS‘ 7 }3 | ¥ BATS Agency Adrministrator {Additive) 174 Department of Enterpree Services | =
== Disable L Change Business Unit E-mail a Link . £ | . W ritter o . R .
MNew  Mew Mullgale  Fdit Apprave  Regret % Send Direet Connee @ Run Start Run  Import Advanced  Form ¥ BATS Agency Analyst (Additive) 179 Department of Enterprise Services
Users Email Emai A change Manager E-mail * W Dislag  Report» Data. find  Mode - ¥ BATS Agency Coordinatar (Additive) 179 Department of Enterprese Services
Records Actions Collsborate Uata Form [¥ BATS Agency Reviewer (Additive) 179 Department of Enterprise Services
’ = [¥ BATS Agency User [Dase) 179 Department of Enterprise Services
BATS Gy Gy~ Internal Contacts  Enabled Users ~ ) ° ) )
[ BATS Executive Analyst (base) 174 Department of Enterprise Services
My Work Full Namwe Site Business Unit Tale  Main Phone a I™ BATS Executive Operations (additive) 179 Department of Enterprise Services
BATS Apps BATS_Test Exeeutive Dwersight I~ BATS Executivee Reviewrs (aciditive) 179 Department of Enterprese Services
Contacts [¥]  Base BATS Test 179 Department of Enferprise Sennces ™ BATS Team Tracking User (additive) 179 Department of Enterprise Services
Liact BATS,_Test Exerutive Crersiht [~ BATS Tracking User [additive) 179 Department of Enterprese Services | T
Rl M. 3 CRM_BATS -
ease ivianages o 1 oK Cancel
First name CRM_BATS Installer CRM_BATS
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“You need to assign security roles to new users” Message
BATS will display this message if a user does not have any roles assigned.

User Roles and Security
Bill Analysis and Tracking System (BATS)

To add (assign) a role to a user from the “You need to assign security roles to new users” message:

Select: Assign Roles (from the message bar).
Scroll: To find the user.

Select: Checkbox (next to user name).
Select: Manage Roles (from the ribbon bar).
Scroll: To find the Role.

Select: OK (in the Confirm Security Role Assignment — Webpage Dialog box).

PNV AEWNE

system validation error.

Select: Checkbox (next to role to be added). Note: select more than one checkbox if needed.

MResult: Role is added to the user. An error message will be displayed if the action is not allowed due to security permissions or

Sample: “You need to assign security roles to new users” (from the message bar).

n Dashboards

BATS will display the message if a user does not

e Feml T ﬂ1 an .
= | 9 g @ have any roles assigned.
Save New Edit telete  Set As n - Refresh  Advenced . . .
As Default AL Find +* When ‘Assign Roles’ is selected, a list of
dashboard Managemen Action Cluer . H . .
e L ' iy users with no assigned security roles is
o You need to assign security roles to new users  Click 1o see a list of users who need Micrasoft Dynamics CRM Security Roles. Assign Roles displayed
BATS oy G3~ Dashboard: Agency Requests Management View ~
My Work -
BATS g Agency Requests Agency Request - OFM ~ & 44 Microsoft Dynamics CRM
Contacts | Short Title & Packel Status Internal Contacts | View  Charts
tacts j » ¥ Enable ‘/ gg Manage Roles = | 53 Copyallink @ — ‘l é. [ Filter 2
E - 32 i pisable §> é A Change Manager & | =8k ) e-mail aLink &E’D i_iﬂ l] a
: New  New Multiple Approve Reject Send Direct Connect Run Start Run Advance
Users E-mail  E-mail E-mail - Workflow Dialog Report~ Find
Records Actions Collaborate Process Data
0 BATS G G7- Internal Contacts  Users with no assigned security roles ~
‘|| BATS My Work Full Name a Business Unit Primary E-mail
i Ridroin BATS Base BATS_Test 179 Department of Enterprise Services base.bats_test@des.wa.gov
Contacts
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Add (Join) Team Assignments
Access to specific functions within BATS is controlled by user roles and/or team assignments.

Add (join) this team For users with this role Team assignment needed so that ...

7
0‘0

Analysis Assighnment Update BATS Agency Administrator. Preparer and Reviewer assignments may be updated.
BATS Agency Coordinator.

BATS Executive Analyst.

BATS Executive Reviewer.

BATS Executive Operations.

BATS Executive Administrator.
BATS Governor’s Executive Policy.

3

A

7 7 R/ 7 7 7
0'0 0'0 0.0 0.0 0‘0 0‘0

OFM Agency Request BATS Executive Analyst. Items in the system generated oversight queues will be available.
BATS Executive Reviewer.
BATS Executive Operations.
BATS Executive Administrator.

BATS Governor’s Executive Policy.

7
X4

*,

GOV’s Office Agency Request BATS Executive Analyst. Iltems in the system generated oversight queues will be available.
BATS Executive Reviewer.
BATS Executive Operations.
BATS Executive Administrator.

BATS Governor’s Executive Policy.

7 7 7 7 7 7
LI AR X IR IR X I XY

e

S

7
X4

*,
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Add (Join) ‘Analysis Assignment Update’ Team

User Roles and Security
Bill Analysis and Tracking System (BATS)

The ‘Analysis Assignment Update’ team needs to be added (joined) for some users so that assignments may be updated during the

agency request and oversight processes.

To add (join) the Analysis Assignment team to a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).
Scroll: To find the user.

Select: User (left-mouse-click on the user name).
Select:
Select:
Select:
Select:

Checkbox next to ‘Analysis Assighnment Update’ team.
Add (under Selected records in the Webpage Dialog box).
Ok (in the Webpage Dialog box).

gN OV AW e

Join Teams (from the ribbon bar). The system will display Look Up Records - Webpage Dialog.

Result Analysis Assignment Update team added (joined) to the user. An error message will be displayed if the action is not

allowed due to security permissions or system validation error.

Sample: Join Teams (from the ribbon). ] Look Up Records -- Webpage Dialog =
Internal Contact Look Up Records
Select the type of record you want to find and enter your search criteria. Filter your results and view different columns
I I it Save & New :§ Reassign Records n; Change Business Unit L%é} 3 Qf',_] Copy a Link of data by using the View options. Repeat this process for different types of records.
L lté Disable 5"‘; IManage Roles ,8 Change Manager . __ 8 \j E-mail a Link Look for: |Tearn h
Save  Save & Connect Send Direct
Close 4% Join Teams - E-mail View: |Teams Lookup View =
Save Actions Collaborate Search: Search for records ol
Information Join Teams
General Internal Contacts v |4 | :feam Name & Business Unit =]
Join Teams #nalysis Assignment Update 179 Departmen...
L Addresses
1-10f1 (1 selected) Page 1
. . . Selected records:
In this sample, Join Teams was selected from the ribbon bar. @ Anaiysi Assignment Update
0, . ‘ .
% Look Up was used to find, select, and add ‘Analysis
H ’
Assignment Update’ team.
‘ Properties H New
oK H Cancel
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Add (Join) ‘OFM Agency Request’ Team

User Roles and Security

Bill Analysis and Tracking System (BATS)

The ‘OFM Agency Request’ team needs to be added (joined) for some users so that items in the system generated oversight queues

will be available.

To add (join) the OFM Agency Request team to a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).
Scroll: To find the user.

Select: User (left-mouse-click on the user name).
Select:
Select:
Select:
Select:

Checkbox (next to ‘OFM Agency Request’ team).
Add (under Selected records in the Webpage Dialog box).
Ok (in the Webpage Dialog box).

g Nk wN e

Join Teams (from the ribbon bar). The system will display Look Up Records - Webpage Dialog.

Result OFM Agency Request added (joined) to the user. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Join Teams (from the ribbon). | Look Up Records - Webpage Dislog =
Internal Contact £ https//rermbats.deswagow/ CRMBATS &brows
- Look Up Records
iif- Save & New Reassign Records 'n'a Change Business Unit L% .‘ C@ Copy a Link Select the type of record you want to find and enter your seanch criteria. Filter your results and view different columns
H - e s by using the View options. Repeat this process for different types of reconds.
L Disable ﬁ Manage Roles '3 Change Manager L= 8 1j E-mail a Link
Save  Save & Connect Send Direct Loak for: 7o
Close 3 Join Teams - E-mail =
View: My Tearns -
Save Actions Collaborate
et Saureh for Tec: fo)
Information Join Teams
General ) Internal Contacts v | | ¥ Team Narme Business Unit o
L Addresses Join Teams Analysis Assignment Update Eovcutive Ovarsight
Gew's Office Agency Reguest Executive Oversight
#| OFM Agency Request Exeautive Oversight
1 -3 of 3 (1 selected)
In this sample, Join Teams was selected from the ribbon bar. Selected records:
. &3 OFM Agency Request
+» Look Up was used to find, select, and add ‘OFM Agency A
Request’ team.
[ Propees |[ tew
o8 Gancel
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Add (Join) ‘Gov’s Office Agency Request’ Team

User Roles and Security

Bill Analysis and Tracking System (BATS)

The ‘GoVv’s Office Agency Request’ team needs to be added (joined) for some users so that items in the system generated oversight

gueues will be available.

To add (join) the Gov’s Office Agency Request team to a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).
Scroll: To find the user.

Select: User (left-mouse-click on the user name).
Select:
Select:
Select:
Select:

g Nk wN e

Ok (in the Webpage Dialog box).

Join Teams (from the ribbon bar). The system will display Look Up Records - Webpage Dialog.
Checkbox (next to ‘Gov’s Office Agency Request’ team).
Add (under Selected records in the Webpage Dialog box).

Result GoV’s Office Agency Request added (joined) to the user. An error message will be displayed if the action is not allowed

due to security permissions or system validation error.

Sample: Join Teams (from the ribbon). ] Look Up Records - Webpage Dislog ==
| €8] huaps;//trermbats deswa.gov/CRMBATS/_controls/lockup/lockupinfo.aspxlLookupStyle=multibrows 5
File Internal Contact
- - Look Up Records
iif- Save & New «»% Reassign Records 'n'a Change Business Unit ] .‘ C@ Copy a Link Sedect the type wof record you want 1o find and enter you riteria, Filter you s of t
H % . L% —8 - of data by using the View options. Repeat this pracess for different types of record
L Disable ﬁ Manage Roles '3 Change Manager L= 1j E-mail a Link
Save  Save & Connect Send Direct Look for: | Tear hd
Close ﬂ3 Join Teams = E-mail =
Save Actions Collaborate oo A =l
Saureh:] Seorch for records o
Information Join Teams 1 |C o
t tact v
General Join Teams nernal Fontacts " Team Mame a Business Linit o
L Addresses Analysis Assignment Update Exeutive Oversight
¥ Gow's Office Agency Request Excoutive Crvirsight
OFM Agency Reguest Fxetutive Cversight
1 -3 of 3 (1 selected)
In this sample, Join Teams was selected from the ribbon bar. ST
+» Look Up was used to find, select, and add ‘Gov’s Office = 88 S Qffon Sy Remusit
Agency Request’ team. =
Properties | lew {
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Remove Role From User
One or more roles may be removed from a user.

To remove a role from a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).

Scroll: To find the user.

Select: User (left-mouse-click on the user name).

Select: Security Roles (left side navigation pane under Common).

Scroll: To find the Role.

Select: Checkbox (next to role). Note: select more than one checkbox if needed.

. Select: Remove Roles.

MResult: Role is removed from the user. An error message will be displayed if the action is not allowed due to security permissions
or system validation error.

NouhkwWwNRE

Sample: Security Roles (left side navigation pane under Common) —and- Remove Roles.

[—& ] Internal Contact
~ Base BATS Test

/1. The information provided in this form is vi the entire arganization.

Related

ommon -8 Security Roles Role Associated View

B Teams Manage Roles j @ Remove Roles -

&? Security Roles

-fll Quotas Name a Business Unit

15’] Connections D BATS Agency Administrator (Additive) 179 Department of Enterprise Services

< Audit History BATS Agency Analyst (Additive) 179 Department of Enterprise Services

E Agency Requests . - - -

@ Review Entri BATS Agency Coordinator (Additive) 179 Department of Enterprise Services
eview Entries

@ Analysis BATS Agency Reviewer (Additive) 179 Department of Enterprise Services

s51 Programs D BATS Agency User (base) 179 Department of Enterprise Services
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User Roles and Security
Bill Analysis and Tracking System (BATS)

Disable (Deactivate) a User
Agency and executive administrators may disable (inactivate) a user but cannot delete a user.

To disable (deactivate) a user from the Administration page (Admin Tab/System/Administration):

Select: Users (from the Administration page).

Scroll: To find the user (use the dropdown list to change views if needed to narrow the list of users).

Select: Checkbox (next to user name).

Select: Disable (from the on the ribbon bar).

Select: OK (in the Confirm User Record Deactivation — Webpage Dialog box).

Result User is disabled (deactivated). An error message will be displayed if the action is not allowed due to security permissions
or system validation error.

g AW e

Sample: Disable (from the ribbon bar) -and- OK.

48 Microsoft Dynamics CRM | Confirm User Record Deactivation -- Webpage Dialog @
Internal Contacts | View  Charts Confirm User Record Deactivation
] Enable change Manager | 53 Copyalink . 3 7 Filter 5 ‘You have selected 1 user record to deactivate.
= & e B R TR0 A
—= &] Disable - L | =F E' E-mail a Link . -b 1|
N New Multipl A ve Reject Send Direct C c Ri Start Ri Adv d
o EWUSE‘,{SID * gP"::he E,E#"ea” ergma\ir‘e un_ne Wc,ﬁfﬁ'ow DiaEI‘cg Rep:‘,ﬂt_ \F?nnée This action will change the status of this user record to disabled. All published processes or active
. o — Collaborate E— T system jobs owned by this user will fail when you disable this user. Click OK to continue.
Otherwise, dick Cancel.
BATS tat Internal Contacts  Enabled Users ~
To continue, click OK.
My Work D Full Name a Site Business Unit Title Main Phone
BATS Base BATS_Test 179 Department of Enterprise Services
OK | | Cancel
Contacts
User Roles and Security Page 19 of 20 October 2013

Bill Analysis and Tracking System (BATS) User Reference Materials Revision P2v1.0



Washington State Department of

Enterprise Services

User Roles and Security
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Enable (Activate) a User
Agency and executive administrators may enable (activate) a user that has been disabled (deactivated).

To enable (activate) a user from the Administration page:

Select: Users.

Scroll: To find the user (use the dropdown list to change views if needed to narrow the list of users).

Select: Checkbox (next to user name).

Select: Enable (from the ribbon bar).

Select: OK (in the Confirm User Record Activation — Webpage Dialog box).

Result User is enabled (activated). An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

g s W e

Sample: Enable (from the ribbon bar) -and- Confirm User Record Activation.

44 Microsoft Dynamics CRM
; ‘€| Confirm Internal Contact Activation -- Webpage Dialog @
Internal Contacts View Charts 2

Confirm Internal Contact Activation

— ¥ Enable Ja Change Manager 0 1 53 Copyalink . — 3 W Filter r
—] @ % Eﬁ —3‘ = . @ &.}’l fgd Lﬂ You have selected 1 Internal Contact to enable.
= B L B {3 E-mail a Link . r 3

MNew  New Multiple pprove Reject Send Direct Connect Run Start Run Advanced
Users E-mail  E-mail E-mail - Workflow Dialog Report~ Find
This operation will set the selected Internal Contact as Enabled.
Records Actions Collaborate Process Data
BATS A Internal Contacts Disabled Users ~
My Work [ Full Name & Site Business Unit Title Main Phone
BATS Base BATS_Test 179 Department of Enterprise Services
Contacts OK | | Cancel
User Roles and Security Page 20 of 20 October 2013
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Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides the ability to setup values for programs, divisions, and classifications that
may be associated with bill-related information.

B

" Programs, divisions, and classifications are added and maintained by agency administrators.

Type Description

Program Identifies specific program that may be associated with bill-related information.

++» Linked to agency administrator Business Unit.

May be used as a ‘template’ to identify reviewers.

May be used as a ‘template’ to identify division related to program.

entifies specific division that may be associated with bill-related information.
Linked to agency administrator Business Unit.
May be used to identify a division related to a program.

entifies specific classification that may be associated with bill-related information.
Linked to agency administrator Business Unit.
May be used to track bill-related status and information.

7
0‘0 .0

*

7
*

L)

Division

O o0 =~
o e O

Classification

. —
o

-

7
*

*,

This document will provide an overview of programs, divisions, and classification, including:
¢+ Manage Programs.

% Manage Divisions.
% Manage Classifications.

*,

Programs, Divisions, and Classifications
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Bill Analysis and Tracking System (BATS)

Programs
Agencies may associate specific programs with bill-related information.

s+ BATS programs may be used as a ‘template’ to identify a division related to a program.
%+ BATS programs may be used as a ‘template’ to identify agency reviewers.

The following information is required to add and/or maintain programs.

Required Field* Value Additional Information
Program Name* | Provided by the agency. Free-form field for agency use.
Owner* User Name of agency administrator. | Defaults to the User Name of the agency administrator who added the program.

Sample: New Program.

il Microsoft Dynamics CRM

Base MTS_TQ’!O
orogram CRMLBATS o An agency may setup default values as a
N ‘template’ on a Program to save time and
o wodow Doldq Repon reduce data input errors.

Related

Common Program Name * Division Coordamator o]

Programs may be setup to include a default

& Owner* Base BATS, Test . .. e e . .
& * | division and division coordinator.

i3]

Analysis Assignment Used to default reviewers on an Analyzis

Programs may be setup to include up to 5
default agency reviewers.

* | % Agencies may setup reviewers to default
from a Program instead of inputting the
reviewer information for each agency

Active analysis assignment.

H & H & -

Programs, Divisions, and Classifications Page 2 of 17
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Enterprise Services

Add New Program

Programs, Divisions, and Classifications

Programs are linked to the agency administrator Business Unit.

To add a new program:
Select: Admin tab (left-side navigation pane).

Select: Programs (left-side navigation pane).
Select: New (from the ribbon bar).

Input: Information about the new program.
. Select: Save.

NGNS

l

system validation error.

Select: Agency Admin (left-side navigation pane).

Bill Analysis and Tracking System (BATS)

MResult: New program is added. An error message will be displayed if the action is not allowed due to security permissions or

Sample: Programs -and- New (from the ribbon bar).

Programs View
j Activate =3 Copy a Link

= [ r

=l 7 Deactivate ‘fa E-mail a Link . -

Ne

Run Start
Workflow Dialog

Charts

W Fitter Lﬁ

Advanced
Find

!uuu

Run

X Delete . Report »

Records Collaborate Process Data

441 Microsoft Dynamics CRM

Base BATS _Test ?
CRM_BATS &

Admin G G3- Programs Active Programs ~

D Program Name a
[ Program A

4 Agency Admin
d Reports
-H Divisions
& Tracking
&8 Classifications
BATS Admin
Business
System
Customization

Process Center

BATS
Admin

Sample program page.

4 Microsolt Dynasmics CRM

Information ™

L Ganeral

Comman Program Name ™

4 fgency Defaults

Analysis Axsignmant Used to default roviewers an an Analysiz

Base BATS Test @
CRM_BATS 5

a8 44

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS) User Reference Materials
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Enterprise Services

Edit (Update) Program

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Programs are linked to the agency administrator Business Unit.

To edit (update) program information:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Programs (left-side navigation pane).

Input: Information about the program.
. Select: Save.

NouhwNRE

l

permissions or system validation error.

Scroll: To find the program (use the dropdown list to change view if needed).
Select: Program (left-mouse-click on the program name).

MResult: Program information is updated. An error message will be displayed if the action is not allowed due to security

Programs View Charts

— Activate i3 Copy aLink 3 N Filter 2
o Deactivate g E-mail a Link v E
New Run Start Run Advanced
X Delete workflow Dialog  Report « Find

Sample: Program (left-mouse-click on program name - this will open program page for editing).

44 Microsoft Dynamics CRM

Base BATS Test ©
CRM_BATS

Records Collaborate Process Data
Admin S B Programs  Active Programs ~

Use the dropdown list to change view if needed. In this

P — 1 Program Name & Owner sample, the ‘Active Programs’ view is used.

j Reports ] Program A Base BATS_Test

a_l’e Programs g
|8 Divisions ;
& Tracking ﬁ
& Classifications p
BATS Admin E.
Business i ;:E
System : ::T
Customization Use mouse to left-click on name of program. 2
Process Center

BATS

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS) User Reference Materials
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Enterprise Services

Activate (Enable) Program
Programs are linked to the agency administrator Business Unit.

To activate (enable) a program:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Programs (left-side navigation pane).

Select: Checkbox (next to program name).
Select: Activate (from the ribbon bar).

R

Programs, Divisions, and Cl

assifications

Bill Analysis and Tracking System (BATS)

Scroll: To find the program (use the dropdown list to change view if needed).

Select: OK (in the Confirm Program Activation — Webpage Dialog box).

lResuIt Program is activated (enabled). An error message will be displayed if the action is not allowed due to security permissions

or system validation error.

Sample: Activate (from the ribbon bar) -and- confirm.

i Microsoft Dyramics CRM

Sample Confirm Program Activation - Webpage Dialog.
EReGriTE [n'mm — . & | Confirm Program Activation -- Webpage Dialog @
B - Proinin Miia 2 Shine colncis Confirm Program Activation
¥1 Program A Base BATS Test &20/2013 5:25 AM
You have selected 1 Program to activate.
This operation will set the selected Program as Active.
Use the dropdown list to change view if
needed. In this sample, the ‘Inactive
Programs’ view is used.
BATS OK | | Cancel
Admin
Programs, Divisions, and Classifications Page 5 of 17 October2013
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Enterprise Services

Deactivate (Disable) Program
Programs are linked to the agency administrator Business Unit.

To deactivate (disable) a program:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Programs (left-side navigation pane).

Select: Checkbox (next to program name).
Select: Deactivate (from the ribbon bar).

NowuhwNRE

[

permissions or system validation error.

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Scroll: To find the program (use the dropdown list to change view if needed).

Select: OK (in the Confirm Program Deactivation — Webpage Dialog box).
lResuIt Program is deactivated (disabled). An error message will be displayed if the action is not allowed due to security

Sample: Deactivate (from the ribbon bar) -and- confirm.
A Microsoft Dynamics CRiv

4 Copy a Link
i E-mail & Link:

= _— o Sample Confirm Program Activation - Webpage Dialog.
HJ(J[riHH we rams *~
¥ Frogram Narme & Cwrsr Created On # | Confirm Program Deactivation -- Webpage Dialog @
[41 Program A Base BATS Test E/20/2013 29 AM . ..
Confirm Program Deactivation i
You have selected 1 Program to deactivate.
Use the dropdown Iist to change view if This action will change the status of the selected Program to Inactive. To continue, click OK.
needed. In this sample, the ‘Active
Programs’ view is used.
BATS
Admin OK | | Cancel
Programs, Divisions, and Classifications Page 6 of 17 October2013

Bill Analysis and Tracking System (BATS) User Reference Materials

Revision P2v1.0




Washington State Department of

Enterprise Services

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Divisions
Agencies may associate specific divisions with bill-related information.
¢+ A Division may be added to a Program as a default to save time and reduce data input errors.

The following information is required to add a new division.

Required Field* Value Additional Information

Division Name* Provided by the agency. Free-form field for agency use.

Owner* User Name of an agency administrator. Defaults to the User Name of the agency administrator who
added the division.

Sample: New Division.
441 Microsoft Dynamics CRM Base BATS Test o
Division CRM_BATS 4
H t Save B New C@ Copy a Link @ = | BT
i sf{Deactivate LM U E mmail a Link & L'd A Division may be added to a Program as a default to
Save  Save & Connect Run Start Run . .
Close X Delete S Workilow Dialag ~ Report save time and reduce data input errors.
Save Collaborate Process Data
llillgrmatilnn ﬁ Division Divisions -
e Sample BATS Test
L= 4 General
Common
. Processes Name™ Sample BATS Tes] Owner * s Base BATS_Test =
Programs, Divisions, and Classifications Page 7 of 17 October2013
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Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Add New Division
Divisions are linked to the agency administrator Business Unit.

To add a new division:

Select: Admin tab (left-side navigation pane).

Select: Agency Admin (left-side navigation pane).

Select: Divisions (left-side navigation pane).

Select: New (from the ribbon bar).

Input: Information about the new division.

. Select: Save.

MResult: New division is added. An error message will be displayed if the action is not allowed due to security permissions or
system validation error.

NGNS

Sample: Divisions -and- New (from the ribbon bar).
44 Microsoft Dynamics CRM
Divisions View Charts

Activ. i3 Copy alink . - o
E Activate 23 Copy o7 i 7 Filter
=l ;3 Deactivate ] E-mail 3 Link - 1!4 Li E}

New Connect Run Start Run Advanced
XK Delete - Workflow Dialog Report~ Find
Records Collaborate Process Data
Admin D G- Divisions ~ Active Divisions ~
I:‘ Name a Created On

4 Agency Admin
2| Reports [T Sample BATS Test 7/17/2013 2:44 PM

61 Programs

8 pivisions — 41 Mhicrosoft Dynamics CRM Base BATS Test @

B Tracking “ Didision CRM BATS 4

& Classifications = »

‘ 1 I sove & new (), Tcomroum =1 ..

BATS Admin o, &g ©8H @ Sample division page

s i save  Save & Connect Run  Start Run

= Close X Delete - worlflow Disleg  Report -

System Save nllaborate Proceds Data

Customization Information ﬁ Division Bovisions 5
Process Center R, Sample BATS Test

Ralated 4 General
" Common
BATS Bricesies || ‘Mama® fSanimple: BATS Tust COwner* £ Dase DATS Test e
Admin
Programs, Divisions, and Classifications Page 8 of 17 October2013
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Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Divisions are linked to the agency administrator Business Unit.

To edit (update) division information:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Divisions (left-side navigation pane).
Scroll: To find the division (use the dropdown list to change view if needed).
Select: Division (left-mouse-click on the division name).

Input: Information about the division.

NoOuURwN e

. Select: Save.

l

MResult: Division information is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: Division (left-mouse-click on division name - this will open division page for editing).

Divisions View Charts

48 Microsoft Dynamics CRM

2 Activate 43 Copyalink . e~ W Filter r
j 144 Deactivate E'E-maulamk . 534 Lia
New Connedt Run  Start Advanced
¥ Delete . o Workflow Dialog ~ Report = Find
ecorcy Colatiorsis process Use the dropdown list to change view if needed. In this
Admi o G3- Divisions  Active Divisions ~ . . . . . .
st S o | sample, the “‘Active Divisions’ view is used.
4 Agency Admin
; R::pms [C]  sample BATS Test 7/17/2013 ‘7PN
st Programs
ﬁ Divisions
B Tracking
& Classifications
BATS Admin
Business
System
Customization Use mouse to left-click on name of division.
Process Center
BATS
Admin

Programs, Divisions, and Classifications
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"Enterprise Services

Activate (Enable) Division

Divisions are linked to the agency administrator Business Unit.

To activate (enable) a division:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Divisions (left-side navigation pane).

Select: Checkbox (next to division name).
Select: Activate (from the ribbon bar).

NoOuURwN e

[

or system validation error.

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Scroll: To find the division (use the dropdown list to change view if needed).

Select: OK (in the Confirm Division Activation — Webpage Dialog box).
lResuIt Division is activated (enabled). An error message will be displayed if the action is not allowed due to security permissions

Sample: Activate (from the ribbon bar) -and- confirm.
Al Microsoft Dynamics CRM
. Sample Confirm Division Activation - Webpage Dialog.
[§ 4 Copya iter P - . . -
5 ‘§J g o . J'-} | Confirm Division Activation -- Webpage Dialog @
i “ina Confirm Division Activation
" —— You have selected 1 Division to activate.
e B Divisions  Inactive Divisions =
| Name Created On
71" sample TS Test A A This operation will set the selected Division as Active.
T | Use the dropdown list to change
Busineszs : . . .
S ' view if needed. In this sample, the
coemtaton ‘Inactive Divisions’ view is used. el:¢ || cancel
BATS
Admin
Programs, Divisions, and Classifications Page 10 of 17 October2013
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Deactivate (Disable) Division

Divisions are linked to the agency administrator Business Unit.

To deactivate (disable) a division:

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Divisions (left-side navigation pane).

Select: Checkbox (next to division name).
Select: Deactivate (from the ribbon bar).

NoOURwN e

[

permissions or system validation error.

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Scroll: To find the division (use the dropdown list to change view if needed).

Select: OK (in the Confirm Division Deactivation — Webpage Dialog box).
lResuIt Division is deactivated (disabled). An error message will be displayed if the action is not allowed due to security

Sample: Deactivate (from the ribbon bar) -and- confirm.
i Wicresoft Dynamics CRM

Sample Confirm Division Deactivation - Webpage Dialog.

File o
1 Copy a Link : 7 Finer | Confirm Division Deactivation -- Webpage Dialog @
X8 Enataiht. @ '3:) ﬂ # ) P P
..... orifion Diaicy | Rapert At Confirm Division Deactivation ;
9 You have selected 1 Division to deactivate.
Divisions  Active Divisions ~
¥ MName . Created On
[1 Sample BATS Test 7/17/2013 2:44 PM This action will change the status of the selected Division to Inactive. To continue, click OK.
BATS Admin Use the dropdown list to change
:'::: view if needed. In this sample, the
Cuomization ‘Active Divisions’ view is used. ok || cancel
Process Center
BATS
Admin
Programs, Divisions, and Classifications Page 11 of 17 October2013
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Classifications

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Agencies may associate specific classifications with bill-related information.
¢ Classifications may be used to track bill-related information for a user and/or team.

The following information is required to add a new classification.

Required Field* Value

Additional Information

Classification Name* | Provided by the agency.

Free-form field for agency use.

Owner* User Name of an agency administrator.

Defaults to the User Name of the agency administrator who
added the classification.

Sample: New Classification.

Classification

ﬁt Save B New J Sharing - |
H ]
L L /5 Delete #] Copy a Link - -
Save Save & Assign Run Start Run
Close al E-mail a Link Workflow Dialog  Report ~

Customize

Save Collaborate Process Data

CRM_BATS o

Classifications may be used to track bill-related
information for a user and/or team.

@ Classification
New

4 General

Classification *

Owner * 8 Base BATS Test

Description

Bill Short Title Bill ID Bill Status Legislature

Bill Status Date

Bill Type Date Introduced

-

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS) User Reference Materials
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Enterprise Services

Add New Classification
Classifications are linked to the agency administrator Business Unit.

To add a new classification:

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Select
Select
Select
Select

: Admin tab (left-side navigation pane).

: Agency Admin (left-side navigation pane).
: Classifications (left-side navigation pane).
: New (from the ribbon bar).

NGNS

l

system validation error.

Input: Information about the new classification.
. Select: Save.
MResult: New classification is added. An error message will be displayed if the action is not allowed due to security permissions or

e

E=)

MNew
W Delete .

Admin

4 Agency Admin
# Reporis

i Pragrams

Bl Divisions
& Tracking
& Classifications
BATS Admin

Business
Systom
Custemization
Process Center

BATS
Admin

Deactivate

Char
4 Copy a Link - ﬂ W Filter ﬂ

i Run Advanced
g Report « Find

{7 E-rnail a Link -

= G- Classifications  Active Classifications ~

Classibeation a

Sample: Classifications -and- New (from the ribbon bar).

48 Microsoft Dynamics CRM

Base BATS Test
CRM_BATS &

“ Classdication amize
i I 1 I save & New
B R X Dilete
¢ &

Save Save &
Close

— Ne;ﬁ.

4 General

Classification *

Description

B Short Title

Bill ID

CRM_BATS =
Sample classification page.
Owner * a Base BATS_Test 3@
Bl Status '.l‘ql'.lﬂ'.u"‘ Bill Status Date aill Ty_b" Date Introduced
]

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS) User Reference Materials

Page 13 of 17

October2013
Revision P2v1.0



) Washington State Department of

"Enterprise Services

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Edit (Update) Classification
Classifications are linked to the agency administrator Business Unit.
¢ Classifications may be used to track bill-related information for a user and/or team.

To edit (update) classification information:

Select: Admin tab (left-side navigation pane).

Select: Agency Admin (left-side navigation pane).

Select: Classifications (left-side navigation pane).

Scroll: To find the classification (use the dropdown list to change view if needed).

Select: Classification (left-mouse-click on the classification name).

Input: Information about the classification.

. Select: Save.

MResult: Classification information is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error. =»Note: Additional steps are needed to edit (update) bill tracking for a classification.

NoOUAwN e

l

Sample: Classification (left-mouse-click on classification name - this will open classification page for editing).

48 Microsoft Dynamics CRM
Classifications View Charts Add Customize

- Activate 1 share ( g. " IxP Export to Excel 3
j 5.4 Deactivate {3 Copy a Link . - gﬂ I"I ¥ W Filter lﬁ
New Edit Assign Run Start Run  Import Advanced
X Delete . “fa] E-mail aLink . workflow Dialog Report- Data- Find . R R
s Collabrate P B Use the dropdown list to change view if needed. In
Admin @} Gg- | Classifications Active Classifications ~ this sample, the ‘Active Classifications’ view is used.
A G D Classification a Created On
@] Reports ] sample BATS Test 9/10/2013 2:59 PM
sss Programs
ﬁ Divisions
&5 Classifications
BATS Admin
Business
System
Customization Use mouse to left-click on name of classification.
Process Center
BATS
Admin
Programs, Divisions, and Classifications Page 14 of 17 October2013
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Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Edit (Update) Classification (continued)

To continue steps needed to edit (update) bill tracking for a classification:

Select: Bills (left-mouse-click anywhere within the Bills section).

Select: Add Existing Bill (from the ribbon bar). The system will display a Look Up Records — Webpage Dialog.
Scroll: To find the bill (use the dropdown list to change view if needed).

Select: Checkbox next to bill (short title of the bill). Note: select more than one checkbox if needed.

Select: Add.

Select: OK.

. Select: Save.

MResult: Bill tracking for a classification is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

NouhswNRE

Sample: Add Existing Bill (from ribbon bar).

| Look Up Records -- Webpage Dialo :
List Tools 48 Microsoft Dynamics CRM e P pag g
Classification Customize Bills Look Up Records
» ~ Select the type of record you want to find and enter your search criteria. Filter your results and view different columns
— Activate =& Bulk Delete Connect . |74 Copy a Link # Save Filters R . X R
] Y of data by using the View options. Repeat this process for different types of records.
- s Deactivate | E-mail a Link 7 Save Filters as New View
Add Existing  Edit Filter Set 4 Laok f ‘B m -
Bill /% Remove ook for: B
Use dropdown to change
Records Collaborate Current View Vi Al Gl
iew: ills ° H
Add Existing Bill view if needed.
Search: Search for records jol

Add a Bill that already exists to the
record you are working with.

4 . i itle & .
General Use mouse to left-click anywhere e _ In this sample, the checkbox next
* . . . . mpe & i
Classification Sample BATS Test Wlthln the BI"S Sectlon. g . to lsample BATS Test' bl" was
{ 4
Description L Lo 1 selected) selected and ‘Add’ was selected.
Selected records:

. | Sample BATS Test
& Bills Al Bills -
Bill Short Title a Bill ID Bill Status Legislature i I:l
| Properties | | New
oK H Cancel
4
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Washington State Department of

Enterprise Services

Activate (Enable) Classification
Classifications are linked to the agency administrator Business Unit.

To activate (enable) a division:

NoOuURwN e

[

Select: Admin tab (left-side navigation pane).
Select: Agency Admin (left-side navigation pane).
Select: Classifications (left-side navigation pane).
Scroll: To find the classification (use the dropdown list to change view if needed).
Select: Checkbox (next to classification name).
Select: Activate (from the ribbon bar).

Select: OK (in the Confirm Classification Activation — Webpage Dialog box).
lResuIt Classification is activated (enabled). An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Programs, Divisions, and Classifications
Bill Analysis and Tracking System (BATS)

Sample: Activate (from the ribbon bar) -and- confirm.
48 Microsoft Dynamics CRM
Classifications View Charts Add Customize
j b7 @achate  [Z [share @ =1 8 %> Export to Excel A Sample Confirm Classification Activation - Webpage Dialog.
=IO (ate 3 43 Copy a Link &9 3 L] W Filter | Confirm Classification Activation -- Webpage Dialog @
New Edit Assign § i Run Start Run  Import Advanced E
X - {# E-mail a Link . Workflow Dislog  Report~ Data- g Confirm Classification Activation
Eetonds Eolhupls Encess i You have selected 1 Classification to activate.
Admin B~ Classifications  Inactiye Classifications -
4 Agency Admin Classification a Created On This operation will set the selected Classification as Active.
#| Reports Sample BATS Test 9/10/2013 2:59 PM
si1 Programs
ﬁ Divisions
& Classifications
BATS Admin
Business OK ‘ Cancel
. Use the dropdown list to change view if
S ——— needed. In this sample, the ‘Inactive
Process Center Divisions’ VieW iS used.
BATS
Admin
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Deactivate (Disable) Classification
Classifications are linked to the agency administrator Business Unit.

To deactivate (disable) a classification:

Select: Admin tab (left-side navigation pane).

Select: Agency Admin (left-side navigation pane).

Select: Classification (left-side navigation pane).

Scroll: To find the classification (use the dropdown list to change view if needed).

Select: Checkbox (next to classification name).

Select: Deactivate (from the ribbon bar).

Select: OK (in the Confirm Classification Deactivation — Webpage Dialog box).

lResuIt Classification is deactivated (disabled). An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

NoOURwN e

[

Sample: Deactivate (from the ribbon bar) -and- confirm.

Classifications View Charts Add Customize
j v Srcvae | 2 e @ = !d & Export to Bxcel u‘ﬁ Sample Confirm Classification Deactivation - Webpage
== 3 Deactivate L 43 Copy a Link . &b L-I W Filter Dialog.

New Edit Assign Run Start Run  Import Advanced

i Microsoft Dynamics CRM

uu £t

- o E-mail a Link . kil ial -~ Data . ind
[ Ematan e Fn & | Confirm Classification Deactivation -- Webpage Dialog X
Records Collaborate Process Data
Admin G- Classifications  Active Classifications ~ Confirm Classification Deactivation
T Classificati z e You have selected 1 Classification to deactivate.
4 Agency Admin assification a reates n
j Reports ] contracts 8/1/2013 2:20 PM
&\ Programs Sample BATS Test 9/10/2013 2:59 PM This action will change the status of the selected Classification to Inactive. To continue, click OK.
:d Divisions
&2 Classifications
BATS Admin
Business . . .
Use the dropdown list to change view if
System R ‘ . OK ‘ | Cancel
r—— needed. In this sample, the ‘Active
Process Center Classifications’ view is used.
BATS
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