@ Washington St?te Department.of
7 Enterprise Services
Agency Request - Overview
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides the ability to electronically create, maintain, and submit ‘agency request’
legislation.

¢+ Security protocols ensure that individual agencies own and control access to their information.

This document provides an overview of agency request functions, including:

¢ Manage agency request. Note: details for creating new agency request and completing the Input, Analysis, Review, and Submit
process are included in separate user reference materials.

View agency request.

Update (modify) agency request.

Assign agency request.

Share agency request.

Withdraw agency request.
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Manage Agency Requests
The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information

The checklist for agency packets will be displayed when an agency selects ‘submit’. BATS will first check to ensure all required fields
are complete.

K/

% If all required™ fields are not complete, then BATS will display an error message with list of required* fields.
% If all required* fields are complete, then BATS will display the checklist for agency requests.

Manage Agency Request Process Overview Additional Info

Input ¢ Input general information. Starting point for agency request packet.
¢+ Connect contacts. + Agency request may be saved without connecting contacts
¢+ Assign preparer for analysis. and/or assigning preparer for analysis.

/7

+* Preparer for analysis is the person who will add one or more
agency analysis records so that other agency users can provide
their analysis of the request.

Analysis +« Add new analysis. Starting point for agency analysis.
«+ Assign reviewers (for analysis). «+ This analysis is for internal agency use. Information on the
+»+ Select ‘start analysis’ and input agency analysis is not available to OFM unless the agency uses
information to answer questions when the ‘share’ function in BATS.
prompted. «» When ‘start analysis’ is selected, the system prompts for
+«+ Edit and format analysis information. information using a question/answer format. This provides an
easy way to provide analysis of the agency request.
«»+ After the analysis is provided, it can be edited/formatted if
needed.
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Manage Agency Requests (continued)

Agency Request - Overview
Bill Analysis and Tracking System (BATS)

Manage Agency Request

Process Overview

Additional Info

Review

Prepare for Agency Review:

+ Add review task details.

¢ Add notes and/or attachments for
analysis reviewers.

+» Select ‘ready for review’.

Agency Review:

Starting point for agency review.

++ Additional reviewers and/or details may be added in the ‘task
details’ section of the analysis.

+* Analysis and notes/attachments will be available to agency
reviewer(s) and can be updated if needed.

+* Analysis details, notes and/or attachments are for internal
agency use. Information on the agency analysis is not

% Generate Summary. . .
& Review analvsis. available to OFM unless the agency uses the ‘share’ function.
+ y
+»» Update analysis (if needed).
¢ Select ‘mark complete’ (reviewer task
status).
¢ Select ‘complete’ (all reviews
complete).
Submit % Select ‘submit’. Starting point for agency submit.
+* Final step to ensure agency packet is ready to submit to OFM
for next steps.
+*» Checklist for agency packets will be displayed when an agency
selects ‘submit’.
+* The notes and/or attachments on the agency request page will
be available for OFM use when the ‘submit’ process is
completed.
Withdraw + Select ‘withdraw’. Agency requests may be withdrawn if the request has been

submitted to OFM for review.

«»* This function should be used as an exception process only.
BATS does not currently generate a notice to inform OFM
and/or internal contacts that the request has been withdrawn.
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Manage Agency Requests (continued)

The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

Sample: Agency Requests are initially separated into 4 sections. The General section includes fields that are required* to save the agency

request. During the ‘submit’ process, additional fields will be required. The system will prompt for these additional fields during the

‘submit’ process but not during the initial ‘save’ process so that an agency request can be drafted and saved with minimal information.

Agency Request # Governor's Evecutive Request
No
4 General

g Agency Request Session (55 2013 First Special Session of the 63rd Legislature
New .

&l

Sample BATS
Agency Request # Governor's Executive Request
No

¥ iGeneral 1.General (has required fields*).

2.Agency Contacts. T} prmaryContact® | 3 Base BATS Test ]
» Agency Contacts 3.Analvsi

.Analysis. AAG Contadt

¥ Analysis B tase BATS Test e

4.Attachments/Notes.
» Attachments/Notes o e —

: &t v

Packet Status Draft Submitted Date & No  Yes —

If Approved = No, then BATS will display prompt with required field*.
If Emergency Clause = Yes, then BATS will display prompt with required field*.
If Previously Requested= Yes, then BATS will display prompt with required field*.

7 7
XA X4

7
°
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Access Agency Requests
Agency requests are available from the BATS tab in the left side navigation pane.

To access agency requests:

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

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

3. Select: Agency Requests (left side navigation pane).

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

Sample: Agency Requests (left side navigation pane) —and- list of agency requests.

@ T @@ L L
=d =2 9 5 el A
Save New Edit  Delete Setas Share Assign Refresh  Advanced
( As Default  Dashboard Al Find
Dashboard Management Action Query
BATS o} Gg- Dashboard: Microsoft Dynamics CRM Overview ~
My Work
4 BATS
Fy—— o s o
B sils “ agency Hequests i ! s
Q Hearings == A § Share i " Filter
& rows E= e & |9 = #a Use the dropdown list to change views if
Contacts Hew = \sSign ot 3 ..::-:- ﬁul"‘- .-a-.?ncea .
2l DR otion Dk | Reest needed (this sample uses the ‘Agency
Proces Data . . ) .
BATS o Ga- Agency Requests  Agency Requests in Current Session ~ — Req uestsin Cu rrent SESSIon VleW).
BATS My Work Shart Title Packet Status Program Session
: Testing Draft 2013 First Special Session of the G3rd Legislature
4 BATS
Admin P e TestBATS Draft 2013 Farst Spedial Session of the G3rd Legisliture
a By TestBATSEL Draft 2013 First Spedal Session of the £3rd Legislature
@ Hiarings
B pew's
Contacts
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Access Agency Requests (continued)
Agency requests are available from some of the BATS dashboards.

To access agency requests from a dashboard:

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

2. Select: My Work (left side navigation pane).

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

4. Select: Agency Request (use mouse to left-click on agency name or title).

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

Sample: access agency requests from dashboard views.

Dashboards
@ @ * ﬂ_ @ a | ﬁ -
[ & | |

44 Microsoft Dynamics CRM

Save MNew Edit Delete Set As Share Assign  Refresh  Advanced
As Default  Dashboard All Find
Cashboardibanaoement jiction Uy Use the dropdown list to change views if needed (this
ATS @4 5~ | Dashboard: Agency Requests v _ sample uses the ‘Agency Requests’ dashboard view).
4 My Work
» Dashboards E Agency Requests Agency Requests in Current Session '— Use the dropdown list to change views if
S Activities L] shortTitle SE ' needed (this sample uses the ‘Agency
E& Queues . . .
s O Sample BATS 2013 First Spedal Session... Requests in Current Session’ VIEW).
O Sample BATS Test123 2013 First Speaal Session...
Contacts
1 -5 of 6 (0 selected)
ar. # a~ 8 C D B F G H T JI Usethe dropdown list to change views if needed (this
- { H ’ H
{|&9 Queue ltems Items available to work on ~ _ sample uses the ‘Items available to work on’ view).
1 D Queue Type Entered Queue w Title
D <Base BATS_ Test> Analysis 7/26/2013 1:20 PM  Analysis Record 1 for Sample BATS Test123
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View (Display) Agency Requests
The ability to view (display) agency requests is based on the business unit associated with the ‘owner’ of the agency request. This
helps to ensure that individual agencies own and control access to their information.

To view (display) agency request information:

1. Select: BATS tab (left side navigation page).

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

3. Select: Agency Requests (left side navigation pane).

4. Scroll: To find the agency request (use the dropdown list to change views if needed).

5. Select: Title of agency request (left-mouse-click on the agency title).

MResult: Agency Request 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- title of agency request.

Agency Requests View Charts Add

441 Microsoft Dynamics CRM

j Activate | Share e W Filter 37
= - ] . . ) : l}a
. =~ 4., Deactivate — 43 Copy aLink ~ 1=
MNew Connect Addto Assign o Run Start Run Advanced
X Delete . - Queue Ef E-mail a Link , Workflow Dialog Report » Find
Records Collaborate Process Data
e 1 1 - .
BATS a3 3 Agency Requests Agency Requests in Current Session Use the dropdown list to
Short Title Packet Status Program — . .
My Work O 2 change views if needed.
4 BATS O Testing Draft 2013 First Special Se
Eﬂ Agency Requests D TestBATS Draft 2013 First Special Session of the 63rd Legislature
a Bills D TestBATS1 Draft 2013 First Special Session of the 63rd Legislature
Q Hearings
& RCW's
Contacts

Use mouse to left-click on title of agency request to view information.
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Update (Modify) Agency Request
The agency request will be linked to the business unit associated with the ‘owner’ of the agency request.

To update (modify) an agency request from the BATS tab (left-side navigation pane):

Select: Agency Requests (left side navigation pane).

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

Select: Title of agency request (left-mouse-click on the agency title).

Input: Information about the agency request.

. Select: Save.

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

uewhR

Sample: Agency Requests -and- use mouse to left click on title of agency request.

4 Microsoft Dynamics CRM ?

Base BATS_Test
Agency Requests View Charts Add ' CRM_BATS &
Activate Share 3 W Filter 3
= A | ;e

j i Deactivate J,I 53 CopyaLink - ) d Lﬁ

New Connect Addto  Assign § o Run Start Run Advanced

Zpelee . | - Que gEmailatink - Worklow Dialog - Report - e Use the dropdown list to change views if needed (this
Records Collaborate Process Data ‘ . . ) e
: : . sample uses the ‘Agency Requests in Current Session’ view).

BATS o G2~ Agency Requests  Agency Requests in Current Session ~

My Work ] short Title Pa 15 A Program Session Submitted Date o]

BATS D TestBATS1 OFM Review 2013 First Special Session of the 63rd Legislature 7/12/2013

E Agency Requests D Sample BATS Withdrawn 2013 First Special Session of the 63rd Legislature 7/16/2013

B siis

Q Hearings

= RCW's

Contacts
BATS Use mouse to left-click on title of agency
Admin request to update (modify) information.
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Assign Agency Request
The agency request will be linked to the business unit associated with the ‘owner’ of the agency request.

¢+ The Assign function from the ribbon bar may also be used on other pages. For example, an agency analysis may be assigned to
another user.

To assign an agency request from the BATS tab (left-side navigation pane):

Select: Agency Requests (left side navigation pane).

Scroll: To find the agency request to be updated (use the dropdown list to change view if needed).

Select: Title of agency request (left-mouse-click on the agency title).

Select: Assign (from the ribbon bar).

Select: Assign to ‘me’ or ‘another user or team’. The system will prompt for values using Look Up if needed. Note: Teams will
be covered in BATS Phase 2 training.

5. Select: OK (in the Confirm Assignment — Webpage Dialog).

MResult: Agency Request is assigned (the ‘owner’ is updated). An error message will be displayed if the action is not allowed due to
security permissions or system validation error.

R wnN e

Sample: Assign (from the ribbon) -and- assign to ‘me’ or ‘another user or team’ (Webpage Dialog).

Agency Request | Add | Confirm Assignment -- Webpage Dialog @
H I saveamnew  F submit E; & ‘/ 1A Sharing - :\/ = Assign Agency Request i
L L ;;.’1 Deactivate Withdraw = = J‘j Copy a Link 3:" S X X X
Save  Save & Add to Quel Assign | Run  Start Run You have selected 1 Agency Request. To whom would you like to assign it?
Close X Delete Queue  Details {# E-mail aLink  Workflow Dialog  Report «
Save Agency Status Collaborate Process Data
Agency Request Information Agency Request Assign 'S Assign to me
General S le BATS )
- Agency Contacs ample Make someone else the owner of Assign the selected Agency Request to yourself.
these Agency Requests.
}, Analysis Agency Request #
L Attachments/Notes 00006 If you want to keep ownership of the
Agency Requests, yet let someane (o Assign to another user or team
else work with them, select Share ; ;
Related * General instead. Assign the selected Agency Request to the following user or team:
Common
» Agency Contacts :1
» Analysis - 1
Hel OK || cancet |
¥ Attachments/Notes
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Share Agency Request

The agency request will be linked to the business unit associated with the ‘owner’ of the agency request.

¢+ The Share function from the ribbon bar may also be used on other pages. For example, an agency analysis may be shared with
another user.

To share an agency request from the BATS tab (left-side navigation pane):

Select: Agency Requests (left side navigation pane).

Scroll: To find agency request to be shared (use the dropdown list to change view if needed).

Select: Title of agency request (left-mouse-click on the agency title).

Select: Sharing (from the ribbon bar).

Select: Share (dropdown value for Sharing from the ribbon bar).

lResuIt ‘Who would you like to share the selected agency request with’ — Webpage Dialog is displayed. 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
share the agency request.

QU AW e

Sample: Share (from the ribbon bar) -and- ‘Who would you like to share the selected agency request with’.
22| Who would you like to share the selected sgency request with? -- Webpage Dialog (e
Agency Request Add Wheo would you like to share the selected agency request with?

& . - dect the Lgers or i Wit b share the 1 agwicy recumt » - i h — th 5
t Save & New V submit — P b7 Sharing + — I 3 Select the users or teams with whom you want to share the 1 agency request record you have sefected, Then. use the check boxes on the right o spedfy
= = 4 V/ w ko =‘ which permissions 1o gree each user or leam
(] (] ] i 4 Lﬁ G ;9 3

144 Deactivate Withdraw A Copy a Link

Save Save & Add to Queue Item Assign Run Start Run ; E ¥
Close X Delete Queue  Details {3| E-mail a Link  Workflow Dislog  Report - ;m::" '-.: x Hame fend Mhite Oniete Bpaeed Aeign Sore
A User/Team
Save Agency Status Collaborate Process Data W Remove Selected ltems
. : + Toggle All Permissions of
Agg:zr:equesl Information !g Agency Request Sharing !I.o:;eluwe“:_s:onso
Sample BATS Share records or secured fields with &) Reset
)_ Agency Contacts
other users.
); Analysis Agency Request #
L Attachments/Notes 00006
Thig record is not chared.
Related » General
Common
» Agency Contacts
¥ Analysis ) Get Help with Sharing
» Attachments/Notes oK | [ cancer
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Share Agency Request (continued)

To select the user (or team) to share an agency request (from the Who would you like to share the selected agency request with’ —
Webpage Dialog):

Select: Add User/Team (to share agency request). Note: Teams will be covered in BATS Phase 2 training.

Scroll: To find user or team.

Select: Checkbox (next to name of user or team). Note: select more than one checkbox if needed.

Select: Add (under Selected records).

Select: OK. The user (or team) will be displayed on the “‘Who would you like to share the selected agency request with’ —
Webpage Dialog.

6. Select: Checkbox (to specify which permissions to given the user or team). Note: select more than one checkbox if needed.
7. Select: OK.

MResult: Agency Request is shared with user (or team). An error message will be displayed if the action is not allowed due to
security permissions or system validation error.

ukwnN e

Sample: add user or team —and—permissions.
2| Who would you like to share the selected agency request with? -- Webpage Dialog @

Who would you like to share the selected agency request with?

Select the users or teams with whom you want to share the 1 agency request record you have selected. Then, use the check boxes on the right to specify
which permissions to give each user or team.

Common Tasks [¥ MName Read Write Delete Append Assign Share

Add User/Team ‘v & Base BATS Test 2 ~ ~ ~ ~ ~
X Remove Selected Items

+ Toggle All Permissions of
the Selected Items

ﬁ Reset

@) Get Help with Sharing

OK | Cancel
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Withdraw Agency Request

Agency requests may be withdrawn if the request has been submitted to OFM for review. The agency request will be linked to the

business unit associated with the ‘owner’ of the agency request.

¢+ This function should be used as an exception process only. BATS does not currently generate a notice to inform OFM and/or
internal contacts that the request has been withdrawn.

To withdraw an agency request from the BATS tab (left-side navigation pane):

Select: Agency Requests (left side navigation pane).

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

Select: Title of agency request (left-mouse-click on the agency title).

Select: Withdraw (from the Agency Status group on the Ribbon bar).

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

Result Agency Request is withdrawn (the packet status is updated to ‘Withdrawn’). An error message will be displayed if the
action is not allowed due to security permissions or system validation error.

q U AW e

Sample: Withdraw an agency request (from the ribbon bar).

@ Agency Request: Sample BATS - Microsoft Dynamics CRM - Windows Internet Explorer

Agency Request
u I ﬁt Save ey Submit @ £ g 3 kel Sharing - G/) o ‘ ‘el
. . 4-;-1 Deactivate Withdraw ‘55» E

_‘ Copy a Link

441 Microsoft Dynamics CRM

Save  Save & Addto Queue ltem Assign Run Start Run
Close X Delete Queue Details ﬂ E-mail a Link Workflow Dialog Report -
Save Agency Status Collaborate Process Data
Agency Request Information Withdraw

General

Wi W ]
|> ey Gareee Withdraw the agency request

|_ Analysis Agency Request #
L Attachments/Notes 00006
Related 1 Genera\

Common
¥ Agency Contacts

¥ Analysis

P Attachments/Notes
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Agency Request - Input, Analysis, Review, and Submit
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides the ability to electronically create, maintain, and submit ‘agency request’
legislation.

B

" Security protocols ensure that individual agencies own and control access to their information.

This document provides an overview of agency request functions, including:
% Manage agency request input.

¢+ Manage agency request analysis.

“* Manage agency request review.

¢ Manage agency request submit.
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Agency Request - Input, Analysis, Review, and Submit
Bill Analysis and Tracking System (BATS)

The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

Manage Agency Request — Input
Starting point for agency request packet.
+ Input general information. R

/

%+ Connect contacts.

/

«» Assign preparer for analysis.

*e

7
‘0

-,

X3

S

R/
0’0

Manage Agency Request — Analysis

Starting point for agency analysis.

» Add new analysis.

Assign reviewers.

Select ‘start analysis’ and input information to answer questions when
prompted.

Edit and format analysis information.

+» Add notes and/or attachments to the analysis.

Manage Agency Request — Review
Starting point for agency review.

¢

7
*

Add attachments and/or notes to the agency request
(for OFM review).

L)

Manage Agency Request — Submit
Starting point for agency submit.

+»» Update review task details. % Select ‘submit’.

+» Select ‘ready for review’. +» The checklist for agency packets will be displayed when an agency

% Select ‘generate summary’. selects ‘submit’. BATS will first check to ensure all required fields are
< Review analysis. complete.

% Update analysis (if needed). « If all required* fields are not complete, then BATS will display an
% Select ‘mark complete’ (reviewer task status). error message with list of required* fields.

% Select ‘complete’ (all reviews complete). « If all required* fields are complete, then BATS will display the

checklist for agency requests.
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Manage Agency Requests - Input, Analysis, Review, and Submit (continued)

The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

g Agency Request
New

Agency Request #

{¥General
» Agency Contacts
¥ Analysis

» Attachments/Notes

Packet Status Draft

Sample: Agency Requests are initially separated into 4 sections. The General section includes fields that are required* to save the agency

request. During the ‘submit’ process, additional fields will be required. The system will prompt for these additional fields during the
‘submit’ process but not during the initial ‘save’ process so that an agenc

In this sample, the General section for a
new agency request is expanded.

Governor's Executive Request
No

1.General (has required fields*).
2.Agency Contacts.

3.Analysis.
4.Attachments/Notes.

Submitted Date

y request can be drafted and saved with minimal information.

Agency Request Go
No

Session % 2013 First

&l

Sample BATS
) Prmary Contact®  § Base BATS Test a
AAG Contact
s e BAT 5t _}
to & ve R
. oo v
e cve

7 7
XA X4

7
°

If Approved = No, then BATS will display prompt with required field*.
If Emergency Clause = Yes, then BATS will display prompt with required field*.
If Previously Requested= Yes, then BATS will display prompt with required field*.
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Manage Agency Request - Input, Analysis, Review, and Submit (continued)
Information required to input (add) and save a new agency request is minimal because it is used as a starting point in the process.
¢ The following information is required to input (add) and save a new agency request.

Required Field*

Value

Additional Information

Short Title*

Provided by the agency.

Free-form field for agency use.

Primary Contact*

User Name (agency user).

Defaults to User Name of agency user who added the agency request.

K/

** May be changed to another User Name if needed (e.g., an agency administrator may
add an agency request and then change Owner Name to another agency user).

Owner*

User Name (agency user).

Defaults to User Name of agency user who added the agency request.
** May be changed to another User Name if needed (e.g., an agency administrator may
add an agency request and then change Owner Name to another agency user).

Reason For Not
Approving*

Provided by the agency.

Free-form field for agency use.
«» This field will be displayed if the ‘No’ button is selected on Agency Request Approved
in the General section.

Emergency Clause
Effective Date*

Date is provided by the
agency.

Use the calendar icon to select a date.

¢ Date may be input directly using format of MM/DD/YYYY (Example: 7/4/2013 or
12/31/2013).

Field will only be displayed if the ‘Yes’ button is selected on Agency Request
Emergency Clause in the General section.

B3

Emergency Clause
Justification*

Provided by the agency.

Free-form field for agency use.
+»+ Field will only be displayed if the ‘Yes’ button is selected on Agency Request
Emergency Clause in the General section.

Prior Draft and/or
Bill # and Year*

Provided by the agency.

Free-form field for agency use.

+» Field will only be displayed if the ‘Yes’ button is selected on Agency Request
Previously Requested in the General section.

What Has Changed
Since the Previous
Request*

Provided by the agency.

Free-form field for agency use.

%+ Field will only be displayed if the ‘Yes’ button is selected on Agency Request
Previously Requested in the General section.
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Manage Agency Request — Input, Analysis, Review, and Submit (continued)
Additional information is required to submit an agency request to OFM. Note: these fields are not identified with a red asterisk “*’
because they are not required to input (add) and save a new agency request.

The checklist for agency packets will be displayed when an agency selects ‘submit’. BATS will first check to ensure all required fields
are complete.
¢ If all required fields are not complete, then BATS will display an error message.

*» If all required fields are complete, then BATS will display the checklist.

The following information is required to submit an agency request to OFM.

Required Information | Value Additional Information
to ‘Submit’ Agency
Request to OFM
AAG Provided by the agency. Free-form field for agency use.
%+ Agency Attorney General contact name.
Short Description of Provided by the agency. Free-form field for agency use.
the Proposal
Final Z-Draft # Provided by the code reviser office. Valid format is Z-4digit.1digit.
«* Example: Z-0001.1.
Session Date and Description of the Legislative Defaults to most current session available.
Session. %+ Use Look Up to select a different session (Look Up A function will
prompt for additional values if needed).
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Add (Input) New Agency Request

The agency request will be linked to the business unit associated with the ‘owner’ of the agency request.

¢ Information required to input (add) and save a new agency request is minimal because it is used as a starting point in the
process.

To add an agency request from the BATS tab (left-side navigation pane):

1. Select: Agency Requests.

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

3. Input: Information about the agency request. Required fields are marked with *.

4. Select: Save.

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

Sample: Agency Requests -and- new (from the ribbon bar).

Agency Requests View Charts Add
3 Activate : 1 : 1 Share . &) & W Filter 3z
; 4. Deactivate — 43 Copy a Link . = Li a
Run

44 Microsoft Dynamics CRM

[u-u-u

New Connect Addto Assign o Start Run Advanced
X Delete , - Queue "_,—.'fE-mal\ alink , Workflow Dialog Reports Find
Records Collaborate Process Data

BATS o G- Agency Requests  Agency Requests in Current Session ~
. My Work I:‘ Short Title Packet Status a Program Session Submitted Date
4 BATS [ Sample BATS Draft 2013 First Special Session of the 63rd Legislature

& Agency Reaests

A sis

Q Hearings

& RCW's
» Contacts

BATS

Admin
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Update (Modify) Agency Request
The agency request will be linked to the business unit associated with the ‘owner’ of the agency request.

To update (modify) an agency request from the BATS tab (left-side navigation pane):

Select: Agency Requests (left side navigation pane).

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

Select: Title of agency request (left-mouse-click on the agency title).

Input: Information about the agency request.

. Select: Save.

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

uehwhR

Sample: Agency Requests -and- use mouse to left click on title of agency request.

A4 Microsoft Dynamics CRM Base BATS Test ?
Agency Requests View Charts Add " CRM_BATS &

j Activate I | Share e %- 7 Filter ¥
& X =!] ﬁ
=l 1] Deactivate - 53 Copyalink + -

Use the dropdown list to change views if

New Connect Addto Assign Run Start Run Advanced
¥ Delete . - Queue @E-mail alink , Workflow Dialog Reports Find needed (this Samp|e uses the lAgency RequeStS
Recards Collaborate Process Data . . ).
: . . in Current Session’ view). =
BATS S G- Agency Requests  Agency Requests in Current Session '— £
. My Work D Shaort Title “Packet Status 4 Program Session Submitted Date F1]
4 BATS D TestBATS1 OFM Review 2013 First Special Session of the 63rd Legislature 7/12/2013
E Agency Requests D Sample BATS Withdrawn 2013 First Special Session of the 63rd Legislature 71642013
B sils
Q Hearings
& RCW's
» Contacts
BATS . .
Use mouse to left-click on title of agency request to
Admin
open the agency request page.
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Connect Agency Contacts

Contacts may be associated (connected) with an agency request. The agency request will be linked to the business unit associated

with the ‘owner’ of the agency request.

To connect contacts to an agency request:

Select: Agency Requests (left side navigation pane).

Scroll: To find the agency request (use the dropdown list to change view if needed).
Select: Title of agency request (left-mouse-click on the agency title).

Select: Agency Contacts section within the agency request.

Select: Yes (agency contacts will be connected to the agency request).

QU AW e

lResuIt The system will display an input box for contacts to be connected. If the agency request has not yet been saved, the input
box will display a message ‘To enable this content, save the record’. The agency request needs to be saved so that contacts may be

connected. =»Note: Additional steps are needed to connect agency contacts.

Sample: Select Agency Contacts to expand the section so that contacts may be connected.

Lust Tools A8 Microgolft Dynarmics CRM

Base BATS Test U]
“ sgency B % Connections CRM_BATS o

W Do s @m0 IF |

Agency Request Information
| General

E Sample BATS Test123
Agency Reguest ® Gevernar's Executive Request
00014 Neo

Related ¥ General

In this sample, the Agency Contacts section has been selected and
the system displays an input box for contacts to be connected.

Common

Connected To Rale Te) Position a Description

R Test Contact 1 BATS Subpect Matter Expent

s ans In this sample, ‘Test Contact 1 BATS’ has been connected to agency request.

Agency Request - Input, Analysis, Review, and Submit Page 8 of 28
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Agency Request - Input, Analysis, Review, and Submit

To continue steps needed to connect agency contacts to an agency request:
1. Select: Connect (from the ribbon). The connect function will not be displayed on the ribbon if the agency request has not yet

been saved.

Bill Analysis and Tracking System (BATS)

2. Input: Information about the contact connection. Required fields are marked with * (use Look Up to search for values if

needed).

3. Input: Role for ‘as this role’ (use Look Up to search for role). Note: in the Training environment, this may not be displayed as a ‘required **
field. This will be a ‘required *” field to support customer requirements when BATS is fully implemented.

4. Select: Save.

MResult: Contact is connected to the agency request. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

. . ‘ A »
Sample: Input name of contact -and- input value for ‘as this role’.
| Look Up Record -- Webpage Dialog @
44 Microsoft Dynamics CRM —_——— Look Up Record
Connection CRM__BATS a Enter your search criteria and click Search to find matching records. Filter your results and view different columns of
data by using the View options. Then, select the record you want and click OK.
t Save & New | Sharing ~ |
H \v)
L /5 Delete 7| Copy a Link — — Look for: ‘Ccnnectmn Role -
Save  Save & Assign Run Start Run
Close 2l E-mail alink | Workflow Dialog | Report - View: ‘Ccnnectmn Role Lookup View 24
Save Collaborate Process Data
[‘&'ﬂ Connection MName Connection Role Category..a Status o
= New ] Secondary Bill Sponsor Business Active
g SapljEATSFen |:| Secondary Bill Sponsors Business Active
D Subject Matter Experts Business Active
“ Connect To O Analysis Contacts Business Active
Name * 3 As this role 3« 0 Primary Bill Sponsor Business Active
[ Primary Bill Sponsors Business Active
Position * 5 Ord
eeen E SRS []  stakehalders Business Active
Description Subject Matter Expert Business. Active
O Analysis Contact Business Active
D Stakeholder Business Active
‘ : ’
Input name of contact. Use Look Input value for ‘as this role’. Use Look Up to
Up to search for name. search for role.
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Manage Agency Request - Analysis

The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

Manage agency request analysis.

Provide general information about the analysis.
Assignments (reviewer assignments).

Analysis details (start analysis).

Review task details.

Notes.

X/ X/ X/ X/ X/
L X IR X R X I XS4

>

o
%

Sample: Agency Request Analysis is initially separated into 5 sections. This analysis is for internal agency use. Information on the agency
analysis is not available to OFM unless the agency uses the ‘share’ function in BATS.

i Microsol Dynamics CRM o para e
g Agency Request “ nalyii £ biiioieiil,
New - L—h', {6 =
Agency Request Governor's Executive Request e S . fmcamnc h
No . 1
_ﬂfi:nfr.ﬂnnh'm Analhy
{¥ General } A » New
, e sk e 1.General (has required fields*).
Agency Contacts L Mot Floenersl .
o Select Analysis from the bt 2.Assignments.
i « comon 3.Analysis Details
Agency Request page. 3 . ysi is.
» Attachments/Notes ;5 i » Review Task Detaik 4.Review Task Details.
4 b Notes 5.Notes.
Packet Status Draft Submitted Date
Aasigned
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Add New Analysis

Agency analysis information may be added to an agency request.

To add a new analysis to an agency request:

1. Select: Agency Requests (left side navigation pane).
2. Scroll: To find the agency request (use the dropdown list to change view if needed).
3. Select: Title of agency request (left-mouse-click on the agency title).

4. Select: Analysis section within the agency request.

Agency Request - Input, Analysis, Review, and Submit

Bill Analysis and Tracking System (BATS)

MResult: The system will open (expand) the analysis section and display an input box for analysis to be added. Note: if the agency
request has not yet been saved, the input box will display a message ‘To enable this content, save the record’. The agency request
needs to be saved so that analysis may be added. =»Note: Additional steps are needed to add a new analysis.

Sample: ‘Add New Analysis’ from ribbon.

| List Toaks 481 Microsoft Dynamics CRM

File L aquest Ad Analysis
] Deactivate p add 1o Queus B Copy  Link " a

dd Mew Astign

analysis # Analys Analysis 'l E-mail a Link

. Add New Analysis ? Agency Request
Add a related Analysis to this record. Sample BATS Test123

00014 No

Related ¥ General

Agency Request # Governor's Executive Request

Agency Requests  ~ 4 | &

Base BATS Test @
CRM_BATS o

Comman

In this sample, the Analysis section has been selected and the
system displays an input box for analysis to be added.

Lead Analysis? Preparer Due Date

1

Recommended Positon

iy

s

Reviewe &

13

» Attachments/Motes

In this sample, analysis has not yet been added to the agency request.

Agency Request - Input, Analysis, Review, and Submit
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Add New Analysis (continued)
To continue steps needed to add a new analysis to an agency request:

1. Select: Add New Analysis (from the ribbon). The add new analysis function will not be displayed on the ribbon if the agency
request has not yet been saved.

2. Input: Information about the analysis. Required fields are marked with * (use Look Up to search for values if needed).
3. Select: Save.

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

Sample: Input information about the analysis (use Look Up to search for values if needed).
441 Microsoft Dynamics CRM Base BATS Test (2]
Analysis Add CRM_BATS o
ﬁit Save & New g Start Analysis J Sharing ~ |

H =~ 1 ] ) \Y)

. /A Delete 1§ Ready for Review - " 7 Copy a Link ‘ —

Save  Save & Generate Connect Addto Queue tem Assign Run Start Run

Close Summary - Queue Details af E-mail a Link Workflow Dialog Report~
Save Status Collaborate Process Data

Agency Analysis @) Analysis .

General R N . j ., j
| Assignments ew In this sample, the analysis name is ‘Analysis Record 1 for
}. Analysis Details Sample BATS Test123'.
}. Review Task Details
L Not

o 4 General

Related Agency Reguest Q Sample BATS Test123 ﬂ

Common Analysis Name ™ Analysis Record 1 for Sample BATS Test123| Lead Analysis? i Mo ( Yes

Program/Division 3 Division Coordinator 3
Preparer 3 Preparer Due Date v |
Input the name of the agency contact who will be responsible for preparing the analysis for review.
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Add Assignments for Agency Analysis Reviewers
Assignments for agency reviewers may be added to an agency analysis.

To add assignments for agency analysis reviewers:

Select: Agency Requests (left side navigation pane).

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

Select: Title of agency request (left-mouse-click on the agency title).

Select: Analysis section within the agency request.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Assignments section within the analysis.

lResuIt The system will open (expand) the assignments section and display an input box for reviewer assignments to be added.
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 add assignments for agency analysis reviewers.

GO U s wN e

Sample: Assignments section within the analysis.

4 Microsoft Dynamics CRM Base BATS Test @
m Analysis Add CAM_BATS =
l I Kl sove & New R 1 complete q‘] = = v kA sha O
L-'ﬁ il Deactivate E | =5 f*;J). 'L“—'“'_g 2 I Copy a Link ..3—'? J
Save  Save & Generate Connect Addto Quewe tem  Assign un - Start Fun
Close X Delete Sumrnary - Queue  Details 4:& ail @ Lank 'r'~'0rl‘f| w Dialog FReport=

Agency Analysis Analysis
el "% Analysis Record 1 for Sample BATS Test123

e loenera In this sample, the Assignments section has been selected and the system

v “ Assignments _ displays an input box for agency reviewer assignments to be added.

Common RiiGwier

§ Dase BATS Test @ [~ ~] ea02013 =2
o [ Ew
J M Bw
=T ="
m | jE=
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Add Assignments for Agency Analysis Reviewers (continued)

To continue steps needed to add assignments for agency analysis reviewers:

1. Input: Reviewer information (use Look Up to search for reviewer name). Note: some agencies may use programs as a
‘template’ to identify reviewers. If the analysis has a program assigned to it (in the general section of the analysis), the reviewer
name may be displayed already (the system populates reviewer name from the program ‘template’).

2. Select: Save. Note: The assignment is added (saved) but not yet assigned.

3. Select: Add to Queue (from the ribbon). The system will open an ‘Add to Queue — Webpage Dialog’ to prompt for the Queue
name.

4. Input: Queue name in the ‘Add to Queue — Webpage Dialog’ (use Look Up to search for queue).

MResult: Reviewer assignment is added and status is updated to ‘assigned’. An error message will be displayed if the action is not

allowed due to security permissions or system validation error.

Sample: Select Add to Queue (from ribbon) —and- input queue name (in the ‘Add to Queue — Webpage Dialog’).
< Microasit Dyramics CRM Base BATS Test ©
“ anabysis | 4 CRM_BATS &
H ‘T‘_li ::1::1\ ) [ comeite | JE) iﬁ :& i_‘_b ;:’: r.J-'I‘ @ ";;.g ‘_ﬂ
TGl Xodae e - et o " Mematatok Wothon Oty | Reperts
5 ; g Add to Quese = =
© Analysis Recore oo thee Anales te s cuse 3
» G
Related 4 pssinnments :
Common i s D Dats £ | Add to Queue -- Webpage Dialog @
B Base BATS Teat e | od = maagoa =R Add to Queue
e - =
;_ — You have selected 1 item. To which gueue would you like to add it?
] FEw
s =Y
. . Add th lected it to the followi -
.. | Inthis sample, the agency analysis P
il reviewer is assigned. e
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Start Analysis
Analysis details, notes, and attachments may be added to an agency request.

¢ This analysis is for internal agency use. Information on the agency analysis is not available to OFM unless the agency uses the
‘share’ function in BATS.

¢ When ‘start analysis’ is selected, the system prompts for information using a question/answer format. This provides an easy way
to input new analysis details to support the agency request.

% After the analysis is input, it may be edited/formatted from the analysis details section if needed.

Sample: Select analysis record from the agency request —and- the ribbon will display additional functions.
MieTech | i Microssoht Dynamics CRM Base BATS. Text ©
“_ _ y 3= " 221 In this sample, the ribbon bar displays additional functions to be
i Ao | it Nl | i eEmseant e Ot e used with the agency analysis.
- %+ Use ‘start analysis’ to input new analysis details.

A e e tequest Agency Requests = e e _ . .
e | il 2 ++ After the analysis is input, it may be edited/formatted from

i e e the analysis details section if needed.
Related » General
Commaon :

48 Microsoft Dynamics CRM
Aralyss Name Lewd Analyial Prepacer Due Date Recommended Positicn Anabysis Seatun. Rviewe 7
e s R g gk s & b = 1 j Sharing -
Anatysis Recerd 1 for Sacmole BATS T I R greeet H L_é = E --'-@g..,..h sl I L ) : . .. ) .
Save \Uoseﬁ. f:‘l."l:‘\'l":\‘:l’"_;’ ot Assign g :.' eL_'.I
Save Siatus Data
Start Analysis
B pgin 1 Pro
In this sample, one analysis has been added to the Agency Request. To open
the analysis, use the mouse to left-click on the analysis name.
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Start Analysis (continued)
To start the analysis:

1.
2.
3.
4

5.

6.
7.

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Agency Request - Input, Analysis, Review, and Submit

Select: Agency analysis (use the mouse to left-click analysis name).
Select: Start Analysis (from the ribbon). The system will open the ‘Analysis Details — Webpage Dialog’ to prompt for information
using a question/answer format. This provides an easy way to input new analysis of the agency request.

Input: Information about the analysis.
Select: Finish.
Select: Save.

Bill Analysis and Tracking System (BATS)

MResult: Analysis information is displayed in the analysis details section. This information may be edited/formatted from the analysis
details section if needed. An error message will be displayed if the action is not allowed due to security permissions or system
validation error.

Sample: Analysis Details — Webpage Dialog.

@ | Analysis Details -- Webpage Dialog - )
File Analysis Add

Analysis Details

Page 1: Brief Summary/Purpose | I
|

Save
. ; Tip
Provide a brief summary

Sample analysis using Start Analysis from the ribbon.

ﬁé Save & MNew Q Start Analysis

1 /% Delete ‘:@ Ready for Review
Save & Generate

Close Summary

Save Status

Use ‘start analysis’ to input new analysis

details.

«+» After the analysis is input, it may be
edited/formatted from the analysis
details section if needed.

| Analysis Details -- Webpage Dialog @
Analysis Details
This is the end of the dialog. Click Finish to close it.
Click to add comments
Select ‘Next’ to continue to the next Select ‘Finish’ to complete the analysis
Click to add comments . .
question for analysis. and return to the analysis section.
C e e < T | Hep || Summary | Previous Finsh || cancel |
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Start Analysis (continued)

Analysis information is displayed in the analysis details section. This information may be edited/formatted from the analysis details
section if needed.

Sample: Analysis information that was provided from the ‘Analysis Details — Webpage Dialog’ is displayed in the analysis details
section.
4 Analysis Details
Brefsummery B 7 Yax |EEEE[EIS-|EE9 O O H s
Sample analysis using Start Analysis from the ribbon. — In this Sample’ the information was
e Preferred input: Use| Start Analysis from the ribbon. The system will prompt for information. When finished, updated and formatted using bu"ets
the information will be displayed in the Analysis Details section.

#® The information can be reviewed, updated, and formatted in the Analysis Details section if needed. and bold text.
Impact Difference B I U | E=E=E=E|i=-i=-| i= | | RLL‘&E_/i""“‘ =
Policy Effect None lz‘
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Analysis — Notes

Analysis notes and/or attachments may be added to an agency analysis.

¢+ These notes and/or attachments are on the analysis page (not on the agency request page). Analysis details, notes and/or
attachments are for internal agency use. Information on the agency analysis is not available to OFM unless the agency uses the
‘share’ function.

To add notes and/or attachments to the analysis:

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Notes. This is the notes section within the analysis page.

Input: Analysis notes and/or attachments.

. Select: Save.

MResult: Notes and/or attachments are added to the analysis page. An error message will be displayed if the action is not allowed
due to security permissions or system validation error.

ounkwNE

Sample: notes on the analysis page.

bl kb S |

Notes and/or documents may be attached to the analysis
for agency review. In this sample, the ‘Analysis Record 1 for
Sample BATS Test123’ is selected so the notes will be

* Genera attached to this analysis only.

_ In this sample, the notes section was selected and notes were added.

Jnalyss detads notes and'cr amachments ae far Bemal s0ency use INSamatan on the aoency analyss 4 not avadibis 10 OFM urisas the agency Lses the ‘share Punctan
Altach Fike Deoe
Anabysis notes andlor aTachments.

Tesit 7/20/2013 142 PM
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Analysis - Review Task Details

Additional reviewers and/or task details may be added to an agency analysis.

¢+ Some agencies may use the review task details section to keep track of reviews to be completed by external reviewers (e.g.
vendors or other reviewers).

%+ Agency reviewers may use the review task details section to update/view assigned task details.

To add reviewers and/or task details:

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Review Task Details section.

Select: Add Review Entry (from ribbon bar).

IZlResuIt The system will open a review entry page. 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 add reviewers and/or task details.

nkwneE

Sample: Review task details —and- select Add Review Entry (from ribbon).
List Tooks il Microsoh Dynamics CRM

[ | i s s 0 ©

Ak Rview

% Analysis Record 2 for Sample BATS Test123

In this sample, the review task details section was selected.

Completed
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Analysis - Review Task Details (continued)

To continue steps needed to add reviewers and/or task details:
1. Input: Information about the reviewer and task.

2. Select: Save.

MResult: Reviewers and/or task details are added. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: Information about the reviewer and task.
4 Microsoft Dynamics CRM

Base BATS_Test e
Review Entry CRM_BATS &
{i: Save & New . L ,aT. To Case = - ‘7 12 Sharing ~ B
g H = & 58 | =
4 Promote to Response - qﬂ Copy a Link
Mark Save  Save & Close Review To Connect Addto Queue tem Assign Run
Complete Close Entry Opportunity - Queue Details ﬂ E-mail a Link Report»
Save Actions Convert Activity Collaborate Data
Mark Complete Review Entry Reules Fnide = =
Save the Review Entry and change Information .
the status 1o Completed If needed, select the analysis name and the system
Analysis \& Analysis Record 2 for Sample BATS Test123 . . . .
will display the analysis details.
Related
Y — 4 General
Owner* 2 Base BATS_Test :a
Reviewer Name * 2 Base BATS_Test ﬂ Reviewer Reviewer lz‘
Title/Purpose *
Due Date |_0 "i | Reviewed Date and B |
Time
Actual End FRw |

In this sample, a review entry for Base BATS_Test was input and saved.
¢ The ‘mark complete’ function shown on the ribbon may be used to
indicate that the review task is complete.
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Bill Analysis and Tracking System (BATS)

Ready for Review (from the ribbon) is used when the analysis details are completed and the information is ready to be reviewed by

agency reviewers.

To indicate the analysis is ready for review:

1. Select: Analysis section within the agency request.

2. Scroll: To find agency analysis.

3. Select: Agency analysis (use the mouse to left-click analysis name).
4. Select: Ready for Review (from the ribbon).

MResult: Agency analysis is ready for review by agency reviewers (status is updated). An error message will be displayed if the

action is not allowed due to security permissions or system validation error.

reviewed by agency reviewers.

I I ﬁi Save & MNew
L l'é 344 Deactivate

Save Save &
Close X Delete

441 Microsoft Dynamics CRM
g Start Analysis

L%J# @ —jﬁ ‘73 3 Sharing =
% Ready for Review L= b Qﬁ Copy a Link

Generatl Connect Addto Queueltem Assign
Summary = Queue  Details

© &

. Run Start
EfE'ma\Ia Link Workflow Dialog
Collaborate

Save Status Pracess

Sample: Ready for Review (from the ribbon) is used when the analysis details are completed and the information is ready to be

Run

Report »

Data

Base BATS Test e
CRM_BATS &

Agency Analysis

Analysis
General

|
B Sample Analysis 1 for BATS Test345

Assignments
Analysis Details

Review Task Details

SLEE P General

Related » Assignments

Test345’ is ‘ready for review’.
4 Common
|4 Activities
& Closed Activities
&) Connections

will be updated.

P Review Task Details

In this sample, an agency request analysis named ‘Sample Analysis 1 for BATS

+» When ‘Ready for Review’ is selected from the ribbon, the status for the analysis

4 Audit History
P Notes
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Manage Agency Request — Review

The ability to manage agency requests is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

¢+ Analysis (and analysis notes/attachments) will be available to agency reviewer(s) and can be updated if needed.

Sample: Agency request with two analysis records that are ready for review.

List Tools 44 Microsoft Dynamics CRM Base BATS, Test Q
“ Agency Request Add Analysis CRM_BATS &
j Activate Connect . ] Share Y +4 Save Filters é.
=l ;44 Deactivate J Add to Queue # Copy a Link %) Save Filters as New View A ) =
Add New Assign Filter Set As Default  Chart Run
Analysis X Delete Analysis Analysis 3] E-mail a Link View Pane »  Report«
Records Collaborate Current View View Data
A R st Infi ti Agency
Fg;::raleque Sormatien Q Agency Request Agency Requests v | [
Sample BATS Test123
Agency Contacts
Analysis Agency Request # Governor's Executive Request
L Attachments/Notes 00014 No
Related » General
Corms In this sample, there are two analysis records that are ready for review.
» Agency Contacts

++ Select analysis name (use mouse to left-click analysis name) and the
4 Analysis— analysis record will be displayed for review.

D Analysis Name = Lead Analysis? Preparer Due Date Recommended Position Analysis Status F1)

] Analysis Record 1 for Sample BATS Test123 No In Review

] Analysis Record 2 for Sample BATS Test123 No In Review

4 3

Page 1
» Attachments/Notes
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Review Agency Analysis — Generate Summary
The ability to review agency analysis is based on the business unit associated with the ‘owner’ of the agency request. This helps to
ensure that individual agencies own and control access to their information.

To review a summary of an agency analysis:

Select: Agency Requests (left side navigation pane).

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

Select: Title of agency request (left-mouse-click on the agency title).

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Generate Summary (from the ribbon).

Result The system will display a summary of the analysis details for review. An error message will be displayed if the action is not
allowed due to security permissions or system validation error.

NV AW e

Sample: Generate Summary (from the ribbon) is used when the analysis is ready to be reviewed by an agency reviewer.

44| Microsoft Dynamics CRM 3 3 .
Analysis | Ad Note: the Generate Summary function from the ribbon bar is not
Igh s {Qisien P® compiete 0 S W Sserns- =1 & currently working in the training environment.
H X Delete Q L%é' @ g % copy a Link @ L%:ZF EEA oo . . ..
ave sove & Generse Comect Addto Qusue em Amgn S i B s Development Team is currently working to resolve this issue.

Save Status Collaborate Process Data

Agency Analysis Analysis Aty .
General \' ¥
Analysis Record 1 for Sample BATS Test123

}_ Assignments

)» Analysis Details

}, Review Task Details

S ¥ General In this sample, an agency request analysis named ‘Analysis Record 1 for BATS Test123’ is
Related b Assignments ready for review.

Common +* When ‘Generate Summary’ is selected from the ribbon, the system will display a

» Analysis Details . . .
summary of the analysis details for review.

P Review Task Details

» Notes
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Review Agency Analysis — Mark Complete For Reviewer Task
When each review task is complete, the task may be updated on the analysis to indicate the assigned task (review) is complete.

To update the reviewer assigned task (‘mark complete’):

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Review Task Details section.

Scroll: To find the task.

Select: Reviewer Title/Purpose (next to reviewer name). The system will open the review entry information page.
Input: Information and/or notes if needed.

Select: Mark Complete (from the ribbon).

Result Status for the task is marked complete (status is updated for a specific reviewer). An error message will be displayed if the
action is not allowed due to security permissions or system validation error.

J X N U A wWN e

Sample: Select reviewer title/purpose (next to reviewer name) to input information —and- select mark complete (from ribbon).
[ ustroos | i Wicrosclt Dyrarmics CRM Base BATS Tert @
m i [ CRM_EATS i Microsoh Dynamics CRM AR
- m " 3 J sve P o~ “ Review Eriry CRM_BATS ¢
;agm o i on ol .r a7 e i “ ‘E G Save e T case " 4 (O Esemge g
§ % ;l;:;lysis Record 2 for Sample BATS Test123
Review Entries £
N g 5, Anatysis Record 2 for Sample BATS Test123
b o 8 BasenaTs
Reviewer N, £ tmena TS Test =
D D :'v;:;:ﬁ Rurrwed Dy e Qo ’ e —_
1 Select reviewer title/purpose (next to reviewer name) to input
information and/or notes on the review entry page.
Agency Request - Input, Analysis, Review, and Submit Page 24 of 28 August2013

Bill Analysis and Tracking System (BATS) User Reference Materials Revision1.1Phasel



Washington State Department of

Enterprise Services

Agency Request - Input, Analysis, Review, and Submit

Review Agency Analysis — Mark Complete For Reviewer Task (continued)
If a review task has been created and needs to be closed by someone other than the assigned reviewer, there is a ‘Close Review

Bill Analysis and Tracking System (BATS)

Entry’ function available from the ribbon (this step is usually completed by the agency coordinator).

441 Microsoft Dynamics CRM

Review Entry

Sample: Select ‘close review entry’ from the ribbon —and- select status from the close review entry — webpage dialog.

Base BATS Test o

CRM_BATS o
! | I | ! ﬁé Save E J -ﬁi To Case L% E 3 ‘;g 32 Sharing + g-i
= G / Promote to Response 55 = % copy a Link =
Mark Save Save & Close Review To Connect Addto Queue ltem Assign Run
Complete Close Entry Opportunity - Queue Details @ E-mail a Link Report=
Save Actions Convert Activity Collaborate Data
Information :
Review Entry . . .
}. General @ . | Close Review Entry -- Webpage Dialog @
3 Information
MNotes .
i Close Review Entry
Analysis \&, Analysis Record 2 for Sample BATS Test123
You have selected 1 Review Entry to close.
Related
4 General
4 Common .
Select the status of the closing Review Entry.
Connections
& o Owner* § Base BATS Test =
o Audit History Status: |Comp|eted E|
Reviewer Name * 8 Base BATS Test n Revie Completed
Title/P
Due Date v | Revie Canceled
Time Canceled
Actual End A |
R \ oK | [ cancel |

on the review entry page.

Input information and/or notes about the reviewer task

When ‘Close Review Entry’ is selected from the
ribbon, the Close Review Entry — Webpage
Dialog will be displayed.
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Review Agency Analysis — Complete Review

When all review tasks are complete for an analysis record, the analysis may be updated to indicate the review cycle is complete (this

step is usually completed by the agency coordinator).

To update the analysis as ‘complete’:

Select: Agency Requests (left side navigation pane).

Scroll: To find the agency request (use the dropdown list to change view if needed).
Select: Title of agency request (left-mouse-click on the agency title).

Select: Analysis section within the agency request.

Scroll: To find agency analysis.

Select: Agency analysis (use the mouse to left-click analysis name).

Select: Complete (from the ribbon).

N OV AW e

Result Status for the analysis is complete. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Sample: Complete (from the ribbon) is used when the analysis has been reviewed by all agency reviewers.
44| Microsoft Dynamics CRM

Base BATS_Test 0
Analysis Add CRM_BATS o
H I I save & New ™ complete L%éjﬂi @ j 24 Sharing » f’-gl
L a X Delete (T3 copy a Link =
Save Save & Generate Connect Addto Queue em Asslgn Run Start Run
Close summary - Queue Details Ef E-mail a Link Workflow Dialog Report«
Save Status Collaborate Process Data
Agency Analysis
( Analysis 7
General \ Y Analysis v |

N Analysis Record 2 for Sample BATS Test123

Assignments
Analysis Details
|> Review Task Details

B » General

In this sample, an agency request analysis named ‘Analysis Record 2 for BATS Test123’
has been reviewed by each assigned reviewer.
% When ‘Complete’ is selected from the ribbon, the status for ‘Analysis Record 2 for

BATS Test123’ will be updated.

Related P Assignments

Common

» Analysis Details

P Review Task Details

» Notes
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Agency Request — Attachments/Notes

Bill Analysis and Tracking System (BATS)

Attachments and/or notes may be added to an agency request. The agency request will be linked to the business unit associated

with the ‘owner’ of the agency request.

¢ These attachments and/or notes are on the agency request page (not on the agency analysis page). Attachments and/or notes
on the agency request page are available to OFM when the agency request is submitted to OFM.

To add attachments and/or notes to the agency request:
Select: Agency Requests (left side navigation pane).

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

Select: Attachments/Notes section within the agency request.

1
2
3. Select: Title of agency request (left-mouse-click on the agency title).
4
5. Input: Attachments and/or notes for the agency request.

MResult: Attachments and/or notes are added to the agency request. An error message will be displayed if the action is not

allowed due to security permissions or system validation error.

Sample: Attachments/notes on the agency request.

48 Microsolt Dynamics CRM Base BATS Test @

selected and notes were added.

“ Agency Request CRM_BATS &
b smeano  § sbm o B = For example, a fiscal note and/or Z-draft
d 3 oeactivane withdraw (S - Copy a Link o
o sous B0 sato curetem s J; P e document may be attached to the agency
e sqency St - - request page for OFM review.
ﬂgenq:equuﬂln’om.ﬂion Agency Request P P
; e Q Sample BATS Test123 *
Agency Request # Governor's Executive Request
00014 No
Related ¥ General ;
Common
L Agency Contacts
—— In this sample, the attachments/notes section was

| These attachments ind notes are on the agency request page (not on the agency anshss page) Notes andior attachments on the agency
{request page are available to OFM. For exampile, a fiscal note andior Z-draft document may be attached to the agency request page for OFM
[reniew

Attach File Done
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Manage Agency Request - Submit

Bill Analysis and Tracking System (BATS)

Additional information is required to submit an agency request to OFM. The checklist for agency packets will be displayed when an

agency selects ‘submit’. BATS will first check to ensure all required fields are complete.

If all required* fields are

Then BATS will display

Not complete.

Error message with list of required* fields.

Complete.

Checklist for agency requests.

To submit an agency request from the BATS tab (left-side navigation pane):
Select: Agency Requests (left side navigation pane).

Select: Title of agency request (left-mouse-click on the agency title).
Select: Submit (from the ribbon bar).
Select: OK (in the Confirm Assignment — Webpage Dialog).

q U s wnN e

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

lResuIt Agency Request is submitted (the status is updated). An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Submit (from the ribbon bar).

Agency Request Add
l I i ! t Save & $ Submit E j g 2 Sharing -~ @ B e
1 L ;‘;;1 Deactivate withdraw = EIED :

44 Microsoft Dynamics CRM

J:] # Copy a Link
Save  Save & Add to Queue Item Assign Run Start Run
Close X Delete Queue Details ﬂ E-mail a Link ~ Workflow Dialog  Report ~
Save Agency Status Collaborate Process Data
Agency Request Information Submit

General

|» Agagy Gams Submit Agency Reguest to OFM

|> Analysis Agency Regquest #
L Attachments/Notes 00006

Related ) ‘Genera\

Commeon

» Agency Contacts
¥ Analysis

P Attachments/Notes
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