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BATS - Overview
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) combines the ability to electronically create and submit ‘agency request’ legislation
with flexible tracking, reporting, and analysis methods from bill origin through the legislative process.

s BATS is being implemented in three (3) phases starting August 2013. When fully implemented, it will replace legacy systems
LegMon and LegTrack. Note: LegMon and LegTrack will still be available for “read only” access for historical data and reporting

purposes.
BATS training strategy will use a “Train the Trainer” model. Because BATS is being implemented in three (3) phases, the training

X/
L X4

will initially be provided in three (3) phases. Additional training and support will be provided as the system is implemented and
transitioned for ongoing production support activities.

X/
°

(www.des.wa.gov) as part of implementation activities.

Training information and user reference materials will be updated during each phase and posted to the DES website

Phase Primary System Users Description Training and User Reference Materials
1 Cabinet Agencies Create and Submit Agency Legislation Available August 2013

2 All Users Legislation Tracking Available October 2013

3 OFM/GOV Users Enrolled Bills Available 4" Quarter 2013

Phase 1: Create and Submit Agency Legislation

Phase 2: Legislation Tracking

Phase 3: Enrolled Bills

Overview.
Help and Frequently Asked Questions (FAQs).
Layout and Navigation.

Overview.

Layout and Navigation.

R/

** Enrolled Bills.

Help and Frequently Asked Questions (FAQs). «* Reports.

Look Up, Advanced Find, and Views.

LogOn, LogOff, Change Password.

Contacts.

User Roles and Security.

Programs, Divisions, Classifications.

Agency Requests - Input, Analysis, Review, and Submit.
Agency Requests - OFM Analysis, Review, and Submit.
Agency Requests - GOV Review and Submit.
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Look Up, Advanced Find, and Views.

LogOn, LogOff, Change Password.

Contacts.

User Roles and Security.

Programs, Divisions, and Classifications.
Dashboards.

Bill Tracking.

Bill Analysis and Review.

Legislative Service Center (LSC), RCW’s, Hearings,
and Fiscal Notes
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BATS - Overview
Bill Analysis and Tracking System (BATS)

Training information and user reference materials will be available from the DES website (www.des.wa.gov).

R/

% IT Systems & Solutions/System Access & Support http://www.des.wa.gov/services/IT/Pages/default.aspx.

Sample: DES website under Services (‘what we do and provide’) / IT Systems & Solutions / System Access & Support page
http://www.des.wa.gov/services/IT/Pages/default.aspx.

KT Washington Stixte Depanment.of
HOME SERVICES ABOUT CONTACT /j Enterprise Services

IT systems & solutions

home = services = It systems & solutions

(3 Technology master contracts & (3 Access to systems

enterprise agreements @ System support and contact list .. . . . . ‘ ..
(31 Technology consulting and purchasing 3 Get training on enterprise systems BATS tralnlng |nf0rmat|0n Wl" be avallable from Get tralnlng
@ Technology leasing B Maursksand docimetation on enterprise systems’ as part of implementation activities.

3 Technology procurement

announcements

(31 SAP Business Objects

3 SAP Netweaver Portal . . . P
ek e BATS user reference materials will be available from ‘Manuals
& Training Resources and documentation’ as part of implementation activities.
3 Getting Help
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) includes online help based on a Microsoft product called ‘Dynamics CRM’ (Customer
Relationship Management).

s+ System online help is useful for common functions such as Look Up, Advanced Find, Views, and Dashboards. This online help is
based on Microsoft Dynamics CRM so it will not include BATS-specific functions or information.

% Help is available for BATS-specific information from the DES Solutions Center and DES Website. This help is based on
Washington State BATS-specific information.

This document provides an overview of BATS help along with frequently asked questions (FAQs), including:
¢ Links to System Access & Support information.

% BATS Online Help.

¢+ FAQs about navigation and layout, browsers/logon/passwords, functions and features.

There are several ways to get help with using BATS.

Resource

Provides

Available from

DES Solutions Center

Subject Matter Experts (SME) to support BATS users.

% (360) 407-9100
+* solutionscenter@des.wa.gov

DES Website Links to System Access & Support information. % http://www.des.wa.gov
+*» BATS URL (links to access BATS). s http://www.des.wa.gov/services/IT
+»* BATS documentation (links to BATS user reference
materials and training information).
System Help Information about using Microsoft Dynamics CRM. Question mark icon (located next to user

+* Instructions for common BATS functions such as
Look Up, Advanced Find, Views, and Dashboards.

name on upper right side of each page in
BATS).

Base BATS_ Test ?

CRM_BATS

Help and FAQs
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

Online Help can be used to search for information about using Microsoft Dynamics CRM, including common BATS functions such
as Look Up, Advanced Find, Views, and Dashboards.

% Microsoft Dynamics CRM Help - Windows Internet Explorer

Select ‘Show Contents’ (or use ‘Search for help topics’) to display

information about using Common Tasks (Look Up, Advanced Find,

Views, Dashboards) or MS Dynamics CRM for Outlook.

+* This online help is based on Microsoft Dynamics CRM so it will
not include BATS-specific functions or information.

¢ If you need help with BATS-specific functions, please contact DES
Solutions Center (360) 407-9100 solutionscenter@des.wa.gov.

J @ 4 PrintPreview @ Show Contents

Search for hE|p topics _

Help Topics shown here will be based on the page S

you were on when Help was selected Getting Started

¢ Common Tasks

Using Microsoft Dynamics CRM for
Outlook

@ Records and Activities in OQutlook

Did you find the information that you need?

Yes ) No ©O)

If not, what information do you need? (optional
/ (op ) +* This sends information to Microsoft for the Microsoft Dynamics

Please provide feedback in English. - _ CRM product.
<

% If you need information about BATS, please contact DES Solutions
- Center (360) 407-9100 solutionscenter@des.wa.gov.

Do not use this to request information about BATS.

Send Feedback

Help and FAQs Page 2 of 7 October 2013
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

Frequently asked questions (FAQs) about BATS layout, navigation, functions and features.

FAQ Topic

Question

Answer

Agency Request

Where is the ‘checklist’ for agency packets in
BATS?

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.

Agency Request

Can an Agency Request have more than one
analysis?

Yes. Agencies may add multiple analysis records to their Agency
Request.

Layout/Navigation

When does the ribbon bar change to display
additional functions or actions?

The ribbon bar (menu bar) will change depending on which BATS

page is displayed.

< Navigate (move) to a different page and the ribbon bar will
change.

% Sometimes a specific section on a page needs to be selected so
that the ribbon bar will display functions or actions for that
section. For example, navigate (move) to an Agency Request
page or Bill page and select the ‘Analysis’ section so that the
‘Add New Analysis’ function is displayed on the ribbon bar.

Layout/Navigation

How do the lists or items on a page get
refreshed?

BATS uses standard Microsoft refresh functions.

+»* Use the refresh icon available from some of the pages <
*»* Use F5 (shortcut key).
+»* Right-click within the page or list then select refresh.

Layout/Navigation

Will all activities or tasks be in a list or just the
ones assigned to a specific user?

Depends on which view is being used.
+* Use the dropdown list to change views if needed.

Help and FAQs
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

FAQ Topic Question Answer
Layout and What’s the difference between Activities and Activities and Queues provide flexible ways to organize or manage
Navigation Queues? actions (tasks or assignments).

R/

¢ Activities page may be used to view (display) lists of items. For
example, ‘My Open Activities’ or ‘My Closed Activities’ are
system views that may be available from a dashboard and/or
from the Activities page.

«+ Activities may be used to assign or manage actions (tasks or
assignments) such as e-mails, phone calls, letters, faxes, and
appointments. These may be assigned from the ribbon bar by
navigating to the Activities page.

+» Queues page may be used to view (display) lists of items. For
example, ‘All ltems’ or ‘Items available to work on’ are system
views that may be available from a dashboard and/or from the
Queues page.

** Queues may be used to assign or manage actions (tasks or

assignments) such as an agency analysis or review. These may

be assigned from the ribbon bar when available for example, on
the analysis page or review task details). Some queue items
may be assigned from the system (for example, when the first
reviewer marks their task compete, then the system will
automatically update the review queue for the second
reviewer).

Layout/Navigation

Why is the Microsoft Dynamics CRM logo
displayed in BATS? “Mcoetomme

BATS was developed using a Microsoft product called Dynamics
CRM (Customer Relationship Management).

Layout/Navigation

Why is some of the Microsoft Dynamics CRM
functionality available in BATS?

BATS was developed using a Microsoft product called Dynamics
CRM (Customer Relationship Management).

Layout/Navigation

Why do some fields have a red asterisk ‘*’ and
some fields have a blue plus-sign ‘+' next to
them?

** Red asterisk ‘*’ = required field.
+»* Blue plus-sign ‘+’ = indicates OFM designated reporting field.

Help and FAQs
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

FAQ Topic

Question

Answer

LogOn, LogOff,
Change Password

What’s the process for creating a SAW account
for users who will access BATS outside of the
State Government Network (SGN)?

Secure Access Washington (SAW) accounts are administered by

Consolidated Technology Services (CTS).

% Information about SAW Frequently Asked Questions (FAQs) is
available from http://support.secureaccess.wa.gov/.

% Information about creating a SAW account is available for new
users from https://crm.des.wa.gov (select Secure Access
Washington from the dropdown). On the SAW Login page, CTS
provides a link to create a SAW account (along with links to
SAW help topics for userids, passwords, account activation, and
general help with SAW-related information).

Look Up, Advanced
Find, and Views

What's the difference between Look Up,
Advanced Find, and Views?

Look Up, Advanced Find, and Views are different ways to search for

some of the values (data) in BATS.

+*» Look Up is available on some of the fields. It is used to look for
a value associated with a specific field (e.g., legislative session,
business unit, program, division).

«» Advanced Find is available on the ribbon (menu bar). It is used
to search for values and activities. Results may be saved as a
‘view’ (personal view) to be used on some of the pages.

+* Views are available on some of the pages. They are located in
dropdown lists (e.g., active external entities, inactive external
entities, all external entities) and may be used to display a list of
values associated with a page.

Look Up, Advanced
Find, and Views

When typing (inputting) a value in a field that has
a Look Up function, why does a red circle with an
‘X" appear?

-Q:gl mickey mouse f:ﬂ

The red circle with an ‘x” ® indicates an error occurred because the

value is not found in Look Up or search results.

<+ To clear (remove) the error, delete the values in the field. The
field will be cleared so that another value may be input.

++ To avoid receiving this error, use the Look Up icon next to the
field to search for a valid value.

Help and FAQs
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

FAQ Topic

Question

Answer

Programs, Divisions,
and Classifications

Are agencies required to setup Programs,
Divisions, and Classifications?

No. They are optional (not required).

++» Agencies may use these to help identify specific areas
associated with their bill-related information. For example, an
agency may want to track all of their requests associated with
‘Program A’ or ‘Division 123 in Program A’; or track bills
associated with a classification of ‘Education’ or ‘Health’.

< Agencies may save time by using a Program to pre-fill (default)
some of the fields used with bill-related information. For
example, 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 analysis assignment.

Security

What user name is input when setting up a new
user?

NetworkLogonID —or- Domain\NetworkLogonID

< Examples: BaseBATSTest —or- OFM\BaseBATSTest. To find a
NetworkLogonlID, use the Global Address List in Outlook. In
Outlook, lookup the name of the person and view the
properties associated with that person (in some agencies, the
Logon Alias shown in the Outlook properties is the
NetworkLogonlID).

Note: Secure Access Washington (SAW) user name is the email that
is registered with SAW account.
< Example: username@emailDomain.gov.

Help and FAQs
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Help and Frequently Asked Questions (FAQs)
Bill Analysis and Tracking System (BATS)

FAQ Topic

Question

Answer

Security

Why are some functions in BATS greyed out (not
accessible)?

+*» Some functions may be greyed out because they are not
applicable at a certain step in the process. For example,
‘submit’ may not be a valid function if the agency packet has
not yet been saved.

%+ Some functions may be greyed out because the role assigned
does not permit use of that function. If needed, contact your
Agency Administrator.

System Performance

BATS seems to be stuck on the same page. It
looks like there’s a ‘loading’ message displayed
continuously on the page.

A ‘loading’ message may be displayed continuously if the Internet
Explorer ‘back button’ was used. To move to another area or page,
select a function within BATS from the ribbon bar or left-side
navigation pane.

Training

What kind of training is available for BATS?

Information is available from DES Website under IT Systems &

Solutions http://www.des.wa.gov/services/IT.

«*» BATS training information will be available from ‘Get training on
enterprise systems’ as part of implementation activities.

+*» BATS user reference materials will be available from ‘Manuals

and documentation’ as part of implementation activities.

Help and FAQs
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Layout and Navigation
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) was developed using a Microsoft product called ‘Dynamics CRM’ (Customer
Relationship Management). Instead of managing information related to marketing or sales-related processes, BATS will manage
information related to legislative processes.

X/
°e

Moving around in BATS is very similar to moving around in other Microsoft products (ribbon or menu bars with icons and tabs,
scroll bars, dropdown lists).

Using functions in BATS is very similar to using functions in other Microsoft products (select checkboxes, expand lists to see other
options or functions, search, lookup, using multiple windows/browser sessions).

Required fields in BATS are identified with a red asterisk ‘*’.

X/
°e

X/
°

This document provides an overview of BATS navigation and basic functions, including:
Internet Explorer (IE) Browser.

Ribbon Bar (menu bar).

Left-Side Navigation Pane.

Left-Side Page Navigation.

Top and Bottom Page Identification and Status.

>

o
%

X/ X/ X/ X/
L X X R X IR X4

Layout and Navigation Page 1 of 7 October 2013
Bill Analysis and Tracking System (BATS) User Reference Materials Revision P2v1.0



Washington State Department of

Enterprise Services

Layout and Navigation
Bill Analysis and Tracking System (BATS)

Internet Explorer (IE) Browser

An internet browser is required to logon to BATS. Internet Explorer version 7 or above is recommended. Note: other browsers are
not currently supported.

Multiple browser windows may open. The primary window will include the BATS URL (link used to access BATS).

Do not use the browser back button within BATS. Use the BATS functions to move around (navigate) within BATS. A ‘loading’
message may be continuously displayed if the browser ‘back button’ is used (to stop the ‘loading’ message, select any function
within BATS from the ribbon bar or left-side navigation pane).

*

o
*

o
*

Sample: Internet Explorer ‘back button’ (do not use) —and- multiple browser windows.

A ENfRIAT Enities My ACtie Extemal Extitios~ MICIosoft Dynamics CRM - Windows Intemat Explorer =T ]
@.‘ | ) g RMBATS/mainaspcs |4 X || M Bing B o=
x  ®convert v Mol

{ Faworites . .
Do nOt use the ai| Extesmial Entithas My Active External En rlmary browser WIndow has the BATS URL M- B - me v Pager Safetyr ToolsT i+ =
browser ‘back - (link used to access BATS).
He Evtemal Enifties P i CRM_BATS a
’ i Copy a Link . fikes P 9
button’. = Pty T—:L.--.,-:e-.--.: @ g T ﬂ A Extornal Entity: Test Campany - Microsoft Dynamics CRM - Windows Intemet Explorer e |
Hoew Send Direst Connect Assign un  San  fam advanced 80 Microsolt Dyrarrics CAM -t @
o i Reports - P n oo s L
BATS 3 3= Bxtemal Enfities My Active External Entities ~ | ] s s 4 | )
My Work Entity Name Main Phone  aadress 1y | | 2y fl;?-! ol Cestis Pl
BATS Test Campany | g ".\ : %‘]
A - Infarmation External Entity z = &
gs,J ::::I L:trl:cu. II- C:m”l o - Test Company : : g
a Bxtarmal Entaies L fr Wk Site Preferred Metbod of Contact Chiner =
’ Any I £ Base BATS Test i
Related = i
| Relationzhips i g
| Details Entity Name* et Company Main Phone
E-mal Web Sie
Multiple browser windows may open. A
javascript:onelicil); W Local intranet | Protected Modi: OfF g 1N -
BATS
Admin
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Layout and Navigation
Bill Analysis and Tracking System (BATS)

Ribbon Bar

The ribbon bar (menu bar) will change depending on which BATS page is displayed.

¢+ The dashboard page will be displayed first after logging on to BATS because it is currently set as the system ‘default’ page.
¢ Access to specific functions within BATS is controlled by user roles.

Sample: Ribbon bar from the Dashboard page.

% h A4 Microsoft Dynamics CRM
1 I D..ibd 0 2 Sample ribbon bar (menu bar) for the dashboard page.
ey a0 o | (menu bar) pog

Save New Edit Delete  Set As Share Assign  Refresh  Advanced
5 All Find

A Defautt  Dashboard

Dashboard Management Action Query . " . . .
o kJS e~ » - CRM for Outlook is not currently installed if this banner is N
'or Outloo ee how for Outlook makes you even more productive. Get CRM for Qutlook . . . .
BATS B B | Dostbomd Microsaft Dymamie CHoM v displayed (when installed, CRM for Outlook provides a link to
5%~ as oara: ICroso namics lverview ¥ .
" wore ™ BATS from Microsoft Outlook). S

Contacts _ Left-side navigation pane.

In this sample, the default dashboard is ‘Microsoft Dynamics CRM Overview’. The columns in
this sample are empty (no data).
++» The ribbon bar (menu bar) shows functions available from the dashboard page.

b
[ Activities My Activities ~ seeren forrecerds 2
Activity Type Subject Regarding Priority Start Date Due Date & &
°
= | BATS
+) L
| Admin
w =
Layout and Navigation Page 3 of 7 October 2013
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Ribbon Bar (continued)
The ribbon bar (menu bar) will change depending on which BATS page is displayed.
¢ Access to specific functions within BATS is controlled by user roles.

Layout and Navigation
Bill Analysis and Tracking System (BATS)

Sample: Ribbon bar from an Agency Request page, an Agency Analysis page, and a Bill page.
In this sample, the ribbon bar displays functions that may be used with an agency request. =
Agency Request Add
| I E!I Save & New {5 Submit ; tad Sharing +
)( Delete & Withdraw > qi‘l Copy a Link
Save Save & Assign
Close G‘:T E-mail a Link
Save Agency Status Collaborate
In this sample, the ribbon bar displays functions that may be used with an agency analysis.
Analysis Add The ribbon bar will
h}l Save & New E‘ Start Analysis P tad Sharing - Cha_nge dependmg' on
H lﬁ V’g _ which BATS page is
x Delete @ Ready for Review # hﬁ] Copy a Link displayed.
Save Save & Generate Assign
Close Summary ‘3l E-mail a Link
Save Summary Status Collaborate
In this sample, the ribbon bar displays functions that may be used with bill tracking.
Bill | Add
| I | ! @ Track Without Updates @ Add I ".,i E g @Copy aLink
- @Track With Hourly Updates o Remove \‘% _ féf E-mail a Link
Save Save & Stop Search for Fiscal LSC Connect
Close Tracking (&) Track With Daily Updates (@ Division Notes Website -
Save Bill Tracking Agency Track Fiscal Notes LSC Collaborate s
Layout and Navigation Page 4 of 7 October 2013
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Layout and Navigation
Bill Analysis and Tracking System (BATS)

Left-Side Navigation Pane

The left-side navigation pane will change depending on which BATS page is displayed.

% Expand areas to display (view) other options or functions (use the mouse to left-click on heading to expand).
¢ Access to specific functions within BATS is controlled by user roles.

Sample: Left-side navigation pane for BATS and Admin.

- : : Admin G2~

BATS N 3 Expand h:admgts (selectfheaqmgs) Expand headings (select headings)
4 My Work - to see other options or functions. “ A;‘e“"’ Admin - to see other options or functions.

i Dashboards BATS g E Reports . .

| Activities @ X its Programs Admin @ 52

- ) ﬂ Divisions

B%rsQueues My Work & Classifications ‘ Agency Admin
4

B Agency Requests mm—) > BATS 4 BATS Admin EEEE) - BaTS Admin

i ‘ . Contacts a Legislatures

E o . r " =] sessi ‘ Business

k&g Hearings =2EElE

B pew ﬁ Counters ‘ Svst
4 Contacts 5 f Automation Controls ystem

B Internal Contacts - Left-side navi ation ane a Buhsines-

83 External Contacts g Y . Ier..i Business Management - Left-side navigation pane.

[ External Entities g L] Templates

4 System
#=| Administration

In this sample, the following areas In this sample, the following areas (headings)

(headings) are available from the BATS tab: are available from the Admin tab:

1.My Work. 1.BATS Agency Admin.

2.BATS. { 2.BATS Admin.

3.Contacts. 3.Business.

4.System.
BATS BATS
Admin Admin
Layout and Navigation Page 5 of 7 October 2013
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Layout and Navigation
Bill Analysis and Tracking System (BATS)

Left-Side Page Navigation

The left-side page navigation will change depending on which BATS page is displayed.
¢+ Provides a quick way to move around (navigate) within a page.

Sample: Left-side page navigation.

@ Agency Request: New - Microsoft Dynamics CRM - Windows Internet Explorer E@
441 Microsoft Dynamics CRM Base BATS,Test i
Agency Request Add CRM_BATS 2
ﬁ Save & Mew Submit 1. Sharing = |
H Lfilg \ ) )
/% Delete Withdraw — - . # Copy a Link S
Save  Save & Add to Queue Item  Assign Run
Close Queue Details 3! E-mail a Link Report »
Save Agency Status Collaborate Data
Agency Request Information Agency Request o . .
General
New

}. Agency Contacts

}_ Analysis Agency Request # Governor's Executive Request

L Attachments/Notes No

Related » General

+ Common

» Agency Contacts

» Analysis

» Attachments/Notes

In this sample, the left-side page navigation provides a quick way to move around (navigate) within an Agency Request page.
+»+ Select headings and the system will open that section on the page. For example, select ‘Analysis’ and the system will open
the analysis section on the Agency Request page.

Layout and Navigation
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Layout and

Navigation

Bill Analysis and Tracking System (BATS)

Top and Bottom Page Identification and Status

0

%* Provides a quick way to identify which page is displayed.

% Provides a quick way to identify status (if applicable).

The top and bottom page identification and status will change depending on which BATS page is displayed.
\/

Sample: Page identification and status.

A Agency Request New - Microsoft Dynamics CRM - Windd

In this sample, the page identification is Agency Request. The title of the Agency Request is
I 5o recoen ‘New’ until it is saved with a name (Agency Request ‘Sample BATS Test123’).
H A! *:Lsm&‘m ] “ - — CAM_BATS o
I auee R ET TR
| B oo

Agency Request Information
b al

00014 PR ——
- — B —
= P et Sample BATS Test123
L General Relsted » Geneval I e TR
Common o 00934
¥ Aneniy Contacts

Common

In this sample, Agency Request
was input and saved.

R/

<+ Status is “Draft”.

OFM Review

ERITT

In this sample, Agency Request was

submitted to OFM for review.
«» Status is “OFM Review”.

In this sample, Agehcy Request was withdrawn
because the agency needed to make a change after it
was submitted to OFM for review.

«+ Status is “Withdrawn”.

Layout and Navigation Page 7 of 7
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Look Up, Advanced Find, and Views
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides flexible search options for finding bill-related information. These options

use standard Microsoft functions such as Look Up, Advanced Find, and Views.

¢ System online help is useful for common functions such as Look Up, Advanced Find, and Views. This online help is based on
Microsoft Dynamics CRM so it will not include BATS-specific functions or information.

Type

Description

Look Up

Look Up is available on some of the fields.

0
0'0

0
0'0

Look Up icon is located next to a field.
Look for a value associated with a specific field (for example, legislative session, business unit, program, division).

Advanced Find

Advanced Find is available on some of the pages.

0
0'0
0
0'0
O
0‘0

R/
0.0

Advanced Find icon is located on the ribbon bar (menu bar).

Search for values and activities across fields and pages.

Save results as a ‘view’ (personal view) to be used on some of the pages.
Share saved search (personal view) with other users.

Views

Views are available on some of the pages.

R/
0.0

>

Views are located in dropdown lists (e.g., active external entities, inactive external entities, all external entities).
Views display a list of values associated with a page. These values may be selected from the list (use mouse to
left-click the value).

Types of views available on a page will change depending on which page is displayed (e.g., view for internal
contacts will be available on internal contact page but not on external contact page).

This document provides an overview of BATS search options, including:

K/

% Look Up.
+* Advanced Find.

% Views (System Views and Personal Views).

Look Up, Advanced Find, and Views Page 1 of 16 October2013
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Look Up

Look Up may be used to look for (search) a value associated with a specific field.

% Look Up is available on some of the fields.

% Look Up icon is located next to a field.

To use Look Up for values associated with a field:

1. Select: Look Upicon @ (located next to a field).

2. Select: Checkbox (next to the value from Look Up Criteria - Webpage Dialog). Note: when the Look Up icon next to a field is
selected, the criteria for that field will be displayed by default in Look Up Criteria - Webpage Dialog.

3. Select: OK (from Look Up Criteria - Webpage Dialog).

MResult: Value selected is input to the field. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Sample: Values associated with a field may be selected using Look Up Record - Webpage Dialog.

#| Look Up Record -- Webpage Dialog (===
Lock Up Record
Enter your search criteria and dick Search 1o find matching records, Filter your results and view different columing of
data by using the View options. Then. select the record you want and dick OK.
Look for: v . In this sample, the Look Up icon was used on an agency request page
Vie Sami Lok Vi 2 to look for a legislative session value. The criteria for the field

Search: © for recond: 4}

defaulted to “Session Look Up View” and the values associated with

legislative sessions are displayed.

< The checkbox next to 2014 Regular Session of the Legislature is
selected. After ‘OK’ is selected, the system will input ‘2014
Regular Session of the Legislature’ as the value on the agency
request page.

Mame Created On
[#] 2014 Regular Session of the &3+d Legislature 5/30/2013 2:06 PM

2015 Regular Session of the E4th Legislature 13 2:06 PM

1- 50 af 77 (1 selected) Pagel b

Properties

Ok Gancel || Remove value

Look Up, Advanced Find, and Views Page 2 of 16 October2013
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Advanced Find may be used to search for records, activities, or saved views across fields and pages.

*,
*,

% Advanced Find is available on some of the pages.
% Advanced Find icon is located on the ribbon bar (menu bar).

L0

% Results may be saved as a ‘view’ (personal view) to be used on some of the pages.

To use Advanced Find to search for records, activities, or saved views across fields and pages:

1. Select: Advanced Find (from the ribbon bar).

2. Select: Criteria to use for the search. Note: when the Advanced Find icon on the ribbon bar is selected, the current view for

that page will be displayed by default.
3. Select: Results (from the ribbon bar).

MResult: Values matching the advanced find criteria are displayed. An error message will be displayed if the action is not allowed

due to security permissions or system validation error.

Sample: Advanced Find (from the ribbon bar).

External Entities View

Activate 43 Copyalink »
-] - F -"gl: mail a Link .
New Send Direct Connect  Assign Run Advanced
ind
Records Collabarate Process Data
BATS [ External Entities My Active External Entities ~ Advanced Find
Entity Mame Main Phaone Address 1: City Primary Contact
My Work Ty - Ty 0y
BATS Test Company
4 Contacts
S Internal Contacts as a persanal view,

84 EBxternal Contacts
3 o
L External Entities

_ In this sample, the Advanced Find will look for External
Entities based on saved view ‘My Active External Entities’.

File

Advanced Find

d Save As

& Edit Columns

Mew Save Clear
7 Edit Properties

{2 Group AND by
(.E’
Download Fetch
XML

= Group OR

;.- Details

Lookfor: | External Entities =] UseSaved View: My Active External Entities | = |

Owner Equals Current User

Status Equals  Aclive

In this sample, Advanced Find was selected from the External

Entities page.

++ Advanced Find criteria and values will be associated with
External Entities. Use the dropdown to change views if
needed.

Select criteria value for ‘Status Equals’ by using the mouse
to left-click ‘Active’ (the system will display a dropdown
list with values).

Look Up, Advanced Find, and Views
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Advanced Find (continued)
Advanced Find criteria and values may be changed depending on the results needed.

To use criteria and value fields in Avanced Find:

1. Select: Criteria to use for the search. Note: when the Advanced Find icon on the ribbon bar is selected, the current view for
that page will be displayed by default.

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

MResult: Values matching the advanced find criteria are displayed. An error message will be displayed if the action is not allowed

due to security permissions or system validation error.

Sample: Advanced Find criteria and values.

File Advanced Find ] ‘

) j el save s 7 £ Group AND P ‘g In this sample, the value ‘Active’ (next to
° & Edit Columns (= Group OR ' ‘Status Equals’) was selected and the system
Results New Save — Clear Download Fetch .
[} edit Properties =2, Details XML opened Select Values — Webpage Dialog.

Show View Query Debug < ‘Active’ was selected and moved from

Look for: |Externa| Entities EI Use Saved View: | My Active External Entities —EI available Values to seIeCted ValueS bV
— using the ‘>>’ (add) button.
Owner Equals Current User ] Select Values -- Webpage Dialog | 23 |
Status Equals Active @] nttps://trcrmbats.des.wa.gov/CRMBATS/ Tools/ViewEditor/Dialogs/SelectValues.aspx %
Select Values
Select the values you want included.
. Available Values Selected Values .
Select ‘Active’ to et o < To move ‘Active’ from selected values to
nacuve we
view (display) available values, use the ‘<<’ (remove)
other values for button.
‘Status Equals’. +* To move ‘Inactive’ from available values
to selected values, use the ‘>>’ (add)
| button.
OK | ‘ Cancel ‘
Look Up, Advanced Find, and Views Page 4 of 16 October2013
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Advanced Find (continued)
Additional criteria and values may be changed depending on the results needed.

Function Description

Group AND Group query lines together by using AND.
+* Results will include only values that match all the grouped lines. For example, search (find) External Entities where
the Owner Equals Current User AND Status Equals Active.

Group OR Group query lines together by using OR.
+»* Results will include values that match any of the grouped lines. For example, search (find) External Entities where
the Owner Equals Current User OR Status Equals Active.

Details Display details of the current search (query) and/or to add more criteria.

Clear Removes query parameters (criteria).

Sample: Advanced Find criteria and values.
A Microsoft Dynamics CRM Base BATS_Test ?

Advanced Find CRM_BATS &
- Lo Save A { Group AND !
R ! A, e B e
° & Edit Columns = Group OR System online help is useful for common

Query | Saved Results New  Save Clear Download Fetch functions such as Advanced Find.
Views ._} Edit Properties XML
Show View Query Debug

Look for: | External Entities E Use Saved View: | My Active External Entities E

v Owner Equals Current User
: In this sample, the row for owner has been selected and the dropdown
4' Status Equgls Adive | putton next to the row for status has been selected.
ST - +» The row for owner and the row for status both need to be selected so
Hide in Simple Mode that Group AND or Group OR function may be used. This tells the system
Delete - which rows to consider when using Group AND or Group OR functions.
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Views
Views display a list of values associated with a specific page.

¢+ Available views on a page will change depending on which page is displayed.

¢ Multiple views may be included on a Dashboard page.

Type Maintained by Description

System View DES Technical Support Staff Available to all users.

User View (Personal View) Agency Initially owned by the user who created the view.
**» May be shared with other users.

Sample: System View and User View (Personal View) from a Bill Tracking dashboard page.

List Tooks 48 Microsoft Dynamics CRM
[ R
Activate Conneet - I Copy a Link 3 ‘em —L"' n . . . .
_r S ol W Se In this sample, the ‘Bill Tracking’ dashboard includes two
O G epone B views:

Recards Collaborate Current View Crata o . » . . .

s 2 B8~ || Deshboard: Bl Tracking * > B!IIs I'm Tracklng_ is a Sys:»ten:l View. _ _

o +«» Bills My Agency is Tracking is a System View. In this

aTs R TR _ _ = L _ sample, the dropdown is selected to display

octhit Bill Short Title BillID Bill Status Bill Status Date Bill Type . . . .

additional views that may be selected, including
‘Sample BATS Test View’ which is a Personal View.
£ Bills | Bills My Agency is Tracking = Search for record 2
Bill 5t Enrolled Bills ready to check in - Bill Status Bill Status Date Bill Type &
Enrolled Bills that have been checked in
Inactive Bills
My Views
FAMple T Test View To create a new Personal View, select ‘Create Personal View’ and the system will
reate Personal View . .
‘ ol open Advanced Find so that a new personal view may be created.
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Select View From Dropdown List
The list of views available on a page may be selected from a dropdown list. Types of views available in a dropdown list will change
depending on which BATS page is displayed.

To select a view:

1. Select: Dropdown list.

2. Select: Name of view (from dropdown list).

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

Sample: Dropdown list from External Entities page.
44 Microsoft Dynamics CRM
External Entities View Charts Add

- Activate 153 Copy a Link . g W Filter
E ; © 5 B A
=l ﬂ E-mail a Link . - B

Deactivate
New Send Direct Connect Assign Run Start Run Advanced
E-mail - Worldflow Dialog Report« Find . .
— E— R— This sample shows dropdown list from External
BATS ) B~ External Entities ‘ My Active External Entities ~ ‘ Entities 'My Active External Entities’ view.
My Work 0 Entity Name a System Views Addres: T Dynamics CAM
BATS O Test company Active External Entities “ External Entities v it Adk
4 Contacts External Entity : Influenced Deals That We Won — Actrvate 4 Copy a Link ; _g W Filter ﬂ
B Internal Contacts External Entity : No Campaign Activities in Last 3... —— wactivate ¥ 1# E-mail a Link e E |
Nigw Send Diredt Cannect  Assign Fus tart Run Advanced
84 External Contacts External Entity : No Orders in Last 6 Months . E-ma Work og F.eDo’l‘—.- F?"'ge
L'—> External Entities External Entity: Responded to Campaigns in Last... Records Ddmaitil e Dots
Inactive External Entities BATS o GB- External Entities | Inactive External Entities - |
My Active External Entities My Work Entity Name 2. Primary Contact
My Connections BATS
Create Personal View = cnsde:u o
3] Ecternal Contacts
' External Entities
BATS
BATS
Admi : H ‘ H iae? v
min Admin This sample shows ‘Inactive External Entities’ view.
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Saved Views
The list of views that have been previously saved is available from Advanced Find.

To use Advanced Find to search for saved views:

1. Select: Advanced Find (from the ribbon bar).

2. Select: Saved Views (from the ribbon bar).

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

Sample: Saved views (from the ribbon bar) using advanced find from External Entities page.
48 Microsoft Dynamics CRM Base BATS Test *

Advanced Find CRM_BATS A
Save As / = Group AND !

= el

. z Edit Columns (£ Group OR

Saved Results MNew Save Clear Download Fetch

iews IJ Edit Properties = Details KML
Show View Query Debug
Look for: | External Entities El Use Saved View: |My Active External Entities El
—Owner Equals Current User
List Tools 44 Microsoft Dynamics CRM
Iﬁiu Advanced Find Saved Views
7 Activate ;. Share E.ﬂ
— - 54 Deactivate - # Copy a Link 3
Record Set As Default Assign Saved Run
Type » View X Delete Saved View Views {#/ E-mail a Link  Report »
View Records Collaborate Data
@ External Entities Saved Views: Active Saved Views ~
D Name a Owner
[ Sample BATS Test - Create View Base BATS_Test In this sample, the list of saved views
D Sample BATS Test - Create View from Existing View Base BATS_Test eae . .
" 2 for External Entities is displayed.
D Sample BATS Test - Create View Using Saved View Base BATS_Test
Look Up, Advanced Find, and Views Page 8 of 16 October2013
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Personal views (saved views) may be shared with other users.

To share a personal view (shared view) with another user:

Select:
Select:
Select:
Select:
Select:
Select:
Select:

Advanced Find (from the ribbon bar).
Saved Views (from the ribbon bar).
Checkbox (next to name of view).
Share (from the ribbon bar).

QN OV AW e

OK (from Webpage Dialog).

Add User/Team. Use Look Up to search for user or team.
Values provided from Webpage — Dialog. The system will prompt for values using Look Up.

Look Up, Advanced Find, and Views
Bill Analysis and Tracking System (BATS)

lResuIt View is shared but ownership is retained. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

List Tools

Advanced Find Saved Views

ﬂ 1 Activate 124 Share g
3 Deactivate Qﬁ Copy a Link =
Record SetAs Defau\t Assign Saved Run
Type View X Delete Saved View Views m E-mail a Link  Report -
View Records Collaborate Data
& External Entities Saved Views: Active Saved = Share
] Namea Share these Saved Views with

Sample BATS Test - Create View selected people or teams, but
continue to own the records.
|:| Sample BATS Test - Create View from Existing View .

Sample BATS Test - Create View Using Saved View Base BATS_Test

Sample: Select checkbox next to name of view —and- select Share (from the ribbon bar).
A8 Microsoft Dynamics CRM

| Who would you like to share the selected saved view with? -- Webpage Dizlog

Who would you like to share the selected saved view with?

Es

Select the users or teams with whom you want to share the 1 saved view record you have selected. Then, use the check boxes on the right to specify which

permissions to give each user or team.

Common Tasks
B Add User/Team
X Remaove Selected Itel

+ Toggle All Permissions of
the Selected Items

ﬂ Reset

Select Add User/Team. System will use Look Up -
Webpage Dialog to prompt for values.

Look Up, Advanced Find, and Views
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A personal view may be created from ‘scratch’ or from another existing (saved) view.

To create a personal view from ‘scratch’:
1. Select: Create Personal View (from dropdown list in a view).

MResult: System will open the Advanced Find page so that a new personal view may be created. 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 create a

new personal view from ‘scratch’.

Sample: Create Personal View.

In this sample, Create Personal View was selected from

the dropdown list in the ‘My Active External Entities’

view.

¢ The system opened the Advanced Find page so that a
new personal view could be created.

Advanced Find
FE ! AW

\H Save As

= Group AND

g Internal Contacts
83 External Contacts
|_-__} External Entities

BATS
Admin

External Entities View Charts Add
= Activate 43 Copy aLink . 3 X Export to

. 5| Deactivate ‘{7 E-mail a Link . 3 W Fitter

MNew Send Direct Connect Assign Run Start Run

E-mail - Workflow Dialog Report«
Records Collaborate Process Data

BATS 3 G- External Entities ‘ My Active External Entities ~ ‘
. My Work D Entity Name a System Views

BATS ] Test Company Active External Entities
4 Contacts External Entity : Influenced Deals That We Won

External Entity : No Campaign Activities in Last 3...
External Entity : No Orders in Last & Months
External Entity: Responded to Campaigns in Last...
Inactive External Entities

My Active External Entities

My Connections

My Views

Sample BATS Test - Create View

Sample BATS Test - Create View from Existing View
Sample BATS Test - Create Vie

sing Saved View

Create Personal View

g Edit Columns = Group OR
Query | Saved Results New  Save Clear
Views (% Edit Properties
Show View Query
Look for: |External Entities E| Use Saved View: |[new] j
Select

criteria and rules.

Use the'mouse to left-click ‘Select’ and the system will
display a dropdown list of values along with additional

Create Personal View.
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Create Personal View from ‘Scratch’ (continued)

To continue creating a personal view ‘from scratch’:

Select: Select (use the mouse to left-click on Select and a dropdown list will be displayed).

Select: Fields (from the dropdown lists). Note: When a field is selected, the system will prompt for more values.

Select: Save (from the ribbon bar).

Input: Name for new view.

Select: OK (from Query Properties — Webpage Dialog).

lResuIt View is created. An error message will be displayed if the action is not allowed due to security permissions or system
validation error.

U wne

Sample: Create Personal View. ]
P In this sample, ‘Address 1:Address Type’ was selected and

File Advanced Find
- ‘Equals’ was selected.

z v j H bl save As 7 (= Group AND | < Select ‘Enter Value:Address 1:Address Type’ and the
L ]

& Edit Columns [ Group OR . system will display values associated with that criteria.
Query | Saved Results New Save Clear Downld e, . o ‘(.
T E5) Edit Properties = | % Select an available value and the ‘>>’ (add) or ‘<<
- — Query - (remove) button as needed. In this sample, the value for
Primary was selected with the ‘>>’ (add) button.
Look for: |External Entities E| Use Saved View: |[new]
Select Values
Select the values you want included.
» Address 1: Address Type Equals | Enter Value: Address 1: Addres...
O]
Select Does Not Equal
Contains Data Available Values Selected Values
Does Not Contain Data . .
. Bill To Primary

Contains Other

Does Not Contain ShinT

Begins With P o

. Does Not Begin With
Left-mouse-click on Ends With
‘Select’ and the system Does Not End With | 0K || cancel
will display a dropdown
list with values.
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To create a personal view from an existing (saved) view:
1. Select: Create Personal View (from dropdown list in a view).

Look Up, Advanced Find, and Views
Bill Analysis and Tracking System (BATS)

2. Select: Saved View (use the dropdown list next to Use Saved View to select an existing view). Note: the fields and criteria from

the saved view will be displayed.
3. Select: Field criteria and/or value.

If new view will use Then do this

Additional information

Different values 1. Select: Field criteria and/or value.

(different values than | 2. Change: Field criteria and/or value
shown in the existing (from dropdown list and Webpage

view criteria/values) Dialog).

When the field criteria and/or value is selected, a dropdown list will

be displayed so that the values may be changed for the new view.

*» When a field is selected, the system will prompt for more values.

** When a row is selected, the system will prompt for more values,
including a ‘delete row’ option.

Additional values 1.
(more values than

shown in the existing
view criteria/values) 2.

Select: Select (use the mouse to
left-click on Select and a dropdown
list will be displayed).

Select: Field criteria and/or value
(from dropdown list and Webpage
Dialog).

When the field criteria and/or value is selected, a dropdown list will
be displayed so that the values may be added for the new view.

K/

** When a field is selected, the system will prompt for more values.

4. Select: Save As (from the ribbon bar).
5. Input: Name for new view.
6. Select: OK (from Query Properties — Webpage Dialog).

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

validation error.
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Create Personal View from an Existing (Saved) View (continued)
A personal view may be created from another existing (saved) view.

Sample: new view using saved (existing) view.

Advanced Find

44| Microsoft Dynamics CRM Base BATS Test ©

CRM_BATS A
@ 3 ' j [l save As {= Group AND
. . .. . . .
° i Edit Columns = Group OR In this sample, an existing view (saved view) ‘Sample BATS
Query E;md Results ~ New  Save o Clear = | Test — Create View’ was used to create a new personal view.
lews | 2 Edit Properties = Details . .
B = ++ Use the dropdown to change views if needed.
Show View Query

Look for: | External Entities EI Use Saved View: | Sample BATS Test - Create View I;

v Address 1: Address Type Equals Primary In this sample, a new row for ‘Address 1: City Does Not
» Address 1: City Does Not Equal Olympia _ Equal OIVmpia' was added to the new view.
—e ’.é_] Query Properties -- Webpage Dialog @
fé_] https.//trcrmbats.des.wa.gov/CRMBATS/AdvancedFind/QueryProperties.aspx?feature=advfind aQ |

Provide Information for This View

Provide a name and description for this saved view. The name will be visible in the View list.

Add more rows by using the

mouse to left-click on Name — _

‘ , Sample BATS Test - Create View Using Saved View

Select’.

+«»+ Values will be displayed
in a dropdown list.

*

In this sample, the system prompted for
a name for the new view after ‘Save As’
was selected from the ribbon bar.

Description

OK | | Cancel
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Edit (Update) Columns on a Personal View
Columns on a personal view may edited (updated).

To edit (update) columns on a personal view:

1. Select: Personal View (from dropdown list in a view).

2. Select: Advanced Find (from the ribbon bar). The system will open Advanced Find to display criteria and/or values based on the
view selected.

3. Select: Edit Columns (from the ribbon bar). The system will open Edit Columns — Webpage Dialog.

4. Select: Values to be changed in Edit Columns — Webpage Dialog.

5. Select: OK (in Webpage Dialog).

MResult: View is saved with column edits (updates). An error message will be displayed if the action is not allowed due to security

permissions or system validation error

If column needs to be Then do this (from the Edit Columns — Webpage Dialog)
Moved 1. Select: Column Heading.
(left to right or right to left) | 2. Select: Arrow (left arrow or right arrow).
Sorted (different order) 1. Select: Configure Sorting. The system will open Sort Order — Webpage Dialog.
2. Select: Columns to sort by. Use the dropdown to change columns if needed.
3. Select: Ascending Order or Descending Order.
Added 1. Select: Add Columns. The system will open Add Columns — Webpage Dialog.
2. Select: Checkbox next to column to be added. Use the dropdown to change record type if needed
Adjusted for width 1. Select: Column Heading.
2. Select: Change Properties. The system will open Change Columns — Webpage Dialog.
3. Select: Radio button next to width for the column.
Removed 1. Select: Column Heading.
2. Select: Remove.
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Edit (Update) Columns on a Personal View (continued)
Columns on a personal view may be edited (updated).

Sample: edit (update) columns on a personal view.
4# Microsoft Dynamics CRM Base BATS_Test 7

Advanced Find CRM_BATS A

@ j ' % Save As J = Group AND <‘§
o i ’I . < Edit Columns g (= Group OR Coniond rerch System online help is useful for common
uery aVel esults ew ave ear oWnloa etc! . .
Views £ Edit Properties XML functions such as Advanced Find.
Show View Query Debug

Add or Remove columns displayed

Look for: | External Entities by this search.

Wi | Sample BATS Test - Create View Using Saved View EI

w Address 1: Address Type Contair  [dit the columns in the query results.
= Address 2: City Does Not Equal Olympia
Select . . . . .
=€ In this sample, Edit Columns was selected from the ribbon bar and the system opened Edit Columns — Webpage Dialog.
@ Edit Columns - Microsoft Dynamics CRM -- Webpage Dialog @
@J https://trcrmbats.des.wa.gov/CRMBATS/AdvancedFind/dialogs/dlg_editview.aspx?EntityName=account % |

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Use Common Tasks to

edit (update) the column.
Entity Name I Primary Contact I Main Phone Common Tasks_ ( p )

o O

-ﬂ Configure Sorting

% Add Columns

In this sample, the Primary Contact heading is selected. B Change Propertes

m Remove

'ﬁ' Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.

| OK | ‘ Cancel
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Edit (Update) Personal View Properties
Properties on a personal view may edited (updated).

To edit (update) properties on a personal view:

1. Select: Personal View (from dropdown list in a view).

2. Select: Advanced Find (from the ribbon bar). The system will open Advanced Find to display criteria and/or values based on the
view selected.

Select: Edit Properties (from the ribbon bar). The system will open Query Properties — Webpage Dialog.

Input: Information to edit properties for the personal view.

Select: OK (in Query Properties — Webpage Dialog).

. Select: Save.

MResult: View is saved with property edits (updates). An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

o v AW

Sample: edit (update) properties on a personal view.
48 Microsoft Dynamics CRM Base BATS Test @
Advanced Find CRM_BATS A
el Save As p = Group AND . . . .
= E ' —— 2 - oo on :% In this sample, Edit Properties was selected from the ribbon bar and the
2 it Columns <= Group . .
d | | load -
Query | Saved Results S — bownlezd el - system opened Query Properties — Webpage Dialog. -
. @] Query Properties -- Webpage Dialog | PG |
Show View Query Debug |fe ~
. P & | https://trcrmbats.des.wa.gov/CRMBATS/AdvancedFind/QueryProperties.aspx?feature=advfind
Look for: |Enerna| Entities Edit the name and description. :wr | Sample BATS T¢ = - : L
| Editthe query properties. Provide Information for This View
v Address L: Address Type Contair e Provide a name and description for this saved view. The name will be visible in the View list.
~ Address 2: City Does Not Equal Olympia
Select
Name *
Input information to edit Sample BATS Test - Create View Using Saved View
properties for the personal view. R
OK | ‘ Cancel
Look Up, Advanced Find, and Views Page 16 of 16 October2013
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LogOn/LogOff and Change Password
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) supports Single Sign-On (SSO) using a state network userid and password.

% An internet browser is required to LogOn to BATS. Internet Explorer version 7 or above is recommended. Note: other browsers
are not currently supported.

¢ A standard Consolidated Technology Services (CTS) “Sign In” page is used to access BATS (https://crm.des.wa.gov). The CTS page
will prompt new users to select a method of access using Enterprise Active Directory (EAD) or Secure Access Washington (SAW).

¢ Password resets are processed with the state network userid (outside of BATS) so there isn’t a ‘change password’ function within
BATS.

This document will provide an overview for:
% LogOn inside the State Government Network (SGN) using Enterprise Active Directory (EAD).

¢ LogOn outside the State Government Network (SGN) using Secure Access Washington (SAW).

% LogOff.

For additional technical information about Reference

State Government Network (SGN) http://cts.wa.gov/products/networks/GovernmentNetworks.aspx

+ Information about the SGN managed and supported by
Consolidated Technology Services (CTS).

Secure Access Washington (SAW) http://support.secureaccess.wa.gov/

+* Information and Frequently Asked Questions (FAQs) about
Secure Access Washington (SAW) managed and supported by
Consolidated Technology Services (CTS). This includes process
steps for creating a new SAW account and using an existing
SAW account.

Single Sign On (SSO) and Enterprise Active Directory (EAD) http://cts.wa.gov/products/networks/activeDirectory.aspx
+» Information about SSO/EAD managed and supported by
Consolidated Technology Services (CTS).

LogOn LogOff Change Password Page 1 of 5 October 2013
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LogOn/LogOff and Change Password
Bill Analysis and Tracking System (BATS)

The link to access BATS is located on the DES website (www.des.wa.gov).

To access the link to BATS from the DES website:
1. Open: Browser (Internet Explorer version 7 or above).

2. Input: DES website URL for ‘IT systems & solutions / Access to Systems’ in the address line of the web browser

(http://www.des.wa.gov/services/IT/Pages/default.aspx).
Press: Enter. The ‘IT systems & solutions’ page on the DES website will be displayed.
Select: Access to systems.

Scroll: To find the link to BATS (under ‘Access from within the State Intranet’ or ‘Access from outside the State Intranet’).

3
4
5.
6. Select: Bill Analysis and Tracking System (BATS).

Result: The Bill Analysis Tracking System (BATS) information page is displayed (this page will have the URL to access BATS).

http://www.des.wa.gov/services/IT/Pages/default.aspx.

f Washington State Department of
HOME SERVICES ABOUT CONTACT j Enterprise Services

IT systems & solutions

t S _ Select ‘Access to systems’. The link to access BATS will
e ppastand cxind Y be posted as part of implementation activities.

SAP Busness Cbjects
= SAP NetWea: ortal

Sample: DES website under Services (‘what we do and provide’) / IT Systems & Solutions / System Access & Support page

LogOn LogOff Change Password Page 2 of 5
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LogOn/LogOff and Change Password
Bill Analysis and Tracking System (BATS)

LogOn to BATS inside the State Government Network (SGN) using Enterprise Active Directory (EAD)
A standard Consolidated Technology Services (CTS) “Sign In” page is used to access BATS. The CTS page will prompt new users to
select a method of access using Enterprise Active Directory (EAD) or Secure Access Washington (SAW).

¢+ BATS supports Single Sign-On (SSO) using a state network userid and password. After a new user has established their method of
access, they may not be prompted again for credentials.

To LogOn to BATS inside SGN:

1. Open: Browser (Internet Explorer version 7 or above).

2. Input: BATS URL in the address line of the web browser (https://crm.des.wa.gov).

3. Press: Enter. Note: if the CTS “Sign In” page is displayed, select a method of access from the dropdown list.

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

Sample: BATS default page.
Dashboards
@a *al| @a ~ 3
4'11 B0 52 < ﬂ ﬂ ead.sts.wa.gov
Save New Edit  Delete SetAs Share Assign Refresh  Advanced
As Default  Dashboard All Find
Dashboard Management Action Query The site that you are accessing requires you to sign in. Select your organization from the following
BATS Gy G3- Dashboard: Microsoft Dynamics CRM Overview ¥ list
JEES eadstswagoy |
23] Dashboards
& Queues . .
4 BATS In this sample, the CTS Sign In page prompts for a method of access.
Q Agency Requests . o . ’ . . .
B o In this sample, the default page shows a X Sglect. ead.sts.wah.‘go‘v to ZC-CeS-‘Z BAJS using Enterprise Active
=] Hearngs dashboard called “Microsoft Dynamics CRM Directory (EAD). This is used insi ‘e the State'Governrlrl\ent
= Rews Overview” Network (SGN). Note: The CTS Sign In page includes “Select your
4 Contacts . . . . . an . .
§ nendconacs | % Use the dropdown list to change views if orgaruzatlf)n from the followlng list”, however, organizations are
84 External Contacts ded not listed in the dropdown list.
‘_} External Entities needed. o . .
i « Select: Continue to Sign In.

LogOn LogOff Change Password Page 3 of 5 October 2013
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LogOn to BATS outside the State Government Network (SGN) using Secure Access Washington (SAW)

A standard Consolidated Technology Services (CTS) “Sign In” page is used to access BATS. The CTS page will prompt new users to

select a method of access using Enterprise Active Directory (EAD) or Secure Access Washington (SAW).

¢+ BATS supports Single Sign-On (SSO) using a state network userid and password. After a new user has established their method of
access, they may not be prompted again for credentials.

To LogOn to BATS outside SGN:

1. Open: Browser (Internet Explorer version 7 or above).

2. Input: BATS URL in the address line of the web browser (https://crm.des.wa.gov).

3. Press: Enter. Note: if the CTS “Sign In” page is displayed, select a method of access from the dropdown list.

MResult: LogOn instructions to access systems outside the State Government Network (SGN) using Secure Access Washington
(SAW) will be provided. Follow those instructions and then the BATS default page is displayed. An error message will be displayed if
the action is not allowed due to security permissions or system validation error. Note: For additional information about SAW,
please reference http://support.secureaccess.wa.gov/.

Sample: BATS default page.

Dashboards
eal [*a @al
[ &

Save New Edit  Delete Set As Share
As Default  Dashboard

2 #A

A

Assign  Refresh  Advanced
All

gy The site that you are accessing requires you to sign in. Select your organization from the following
list.

Dashboard Management Action Query

BATS Gy G7- Dashboard: Microsoft Dynamics CRM Overview * E
4 My Work
|4 Activities e B . .
i In this sample, the CTS Sign In page prompts for a method of access.
‘ BESA ) +» Select: ‘Secure Access Washington’ to access BATS using Secure
gency Requests

B sis Access Washington (SAW). This is used outside the State

G Hearings

& RCW's
4 Contacts

B Internal Contacts
83 External Contacts
_} External Entities

In this sample, the default page shows a

dashboard called “Microsoft Dynamics CRM

Overview”.

++ Use the dropdown list to change views
if needed.

Government Network (SGN). Note: The CTS Sign In page includes
“Select your organization from the following list”, however,
organizations are not listed in the dropdown list.

+»+ Select: Continue to Sign In.
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LogOff from BATS
BATS does not have a separate LogOff procedure.

To LogOff from BATS using the browser ‘close’ function:

1. Select: X (from the browser top right corner — this is the ‘close’ function on the browser).

MResult: The browser is closed (and the BATS window is closed). An error message will be displayed if the action is not allowed due
to security permissions or system validation error.

@ Dashboards: Customer Service Operations Dashboard - Microsoft Dynamics CRM - Windows Internet Explorer = e @
@Ov | 44| http://enaapoly3161/CRMBATS/main.aspx '| +5 | ~ || Bing lCIose

File Edit View Favorites Tools Help

To LogOff from BATS using the browser menu bar:

1. Select: File (from the browser menu bar on top left side).

2. Select: Exit (from the File dropdown list).

MResult: The browser is closed (and the BATS window is closed). An error message will be displayed if the action is not allowed due
to security permissions or system validation error.

—, ———
GO =
Edit View Favorites Tools Helg

New Tab Cirl+T
Duplicate Tab Ctri+K
New Window Crl+N
Neww Session

Open... Ctrl+0
Save As_

Cloge Tab Ctrl+W

Page Setup...

Prinl.. Cirl+P
Print Preview...

Send

Import and Export...

Properties
Work Offii
Exit
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Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides flexible options for managing tasks and assignments for bill-related
information. These options use standard Microsoft functions such as Activities to assign and manage actions (tasks or

assighments).

Type

Description

Activities Page

Views from the Activities page may be used to display lists of items.
**» For example, ‘My Open Activities’ or ‘My Closed Activities’ are system views that may be available from a
dashboard and/or from the Activities page on the left-side navigation pane.

Tasks and Activities

Tasks and activities may be used to create or manage actions such as e-mails, phone calls, letters, faxes, and
appointments.

+* May be created or managed from the ribbon by navigating to the Activities page on the left-side navigation pane.

%+ May be updated by opening an existing activity.

This document provides an overview of Activities, including:

% Activities page.

% Add new activity.

¢ Update existing activity.
% Use ‘mark complete’ for an activity.

Activities

Page 1 of 6 October 2013
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Activities
Bill Analysis and Tracking System (BATS)
Activities Page

Activities may be used to create or manage actions (tasks or assignments) such as e-mails, phone calls, letters, faxes, and
appointments.

% Views from the Activities page may be used to display lists of items associated with an activity.

¢ Activities may be assigned from the ribbon by navigating to the Activities page on the left-side navigation pane.

Sample: Activities page.

Activities View Charts Customize

. —— - . In this sample, Activities was selected from the left-side
- S @ Phone Call 1 £ Service Activity % Edit f . R . ..
ﬂ lu] [ navigation pane and the Activities page is displayed.
Letter 1'% Campaign Response g% Delete
Jask  E-mail Appointment Mark
@A Fax - |k Other Activities » Complete
New ecords Actions Use the dropdown to change views if
BATS o G3- Activities My Activities needed. This sample uses the ‘My
Activities’ view.
4 My Work ove:
;-ﬂ Dashboards Activity Type Subject
Activities
&% Queues This sample shows values from the dropdown list next to ‘Due’.
i BATS T . ww
Activities My Activities ~
- Contacts
Due: |AH -
Overdue
BATS Today
Tomorrow
Admln MNext 7 days
Next 30 days
MNext 90 days
Next 6 months
Next 12 months
Activities Page 2 of 6 October 2013
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Activities
Bill Analysis and Tracking System (BATS)

Add New Activity
The activities function is available from the Activities page on the left-side navigation pane.

To add a new Activity from the BATS tab (left-side navigation pane):

1. Select: My Work (left-side navigation pane).

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

3. Select: Task or activity (from ribbon). The system will open a new page (window) so that information about the activity may be
input.

4. Input: Information about the activity.

5. Select: Save.

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

Sample: Activities page and ribbon.

Adivites | View  Charts In this sample, Activities was selected from the left-side navigation
g JJ ) Phone Call —f] cancel | pane and the ribbon displays activities (tasks and assignments) that
* [ Letter > can be selected.
Tk A AP N her actiies~  Complete % Sample BATS Task was added as an activity (task) and is
New Adtions displayed using the ‘My Activities’ view on the Activities page.
BATS  GB~ Activities My Activities ~
My Work Due: [ (=]
ﬂ Das_h_b_oards [ Activity Type Subject Regarding
g gc:::z:s & Task Sample BATS Task ) Sample BATS Test
BATS
Contacte The ribbon provides activity functions such as task, e-mail, phone call, letter, fax, appointment.
+» When one of these activity functions is selected, the system will open a new page (window) so
that information about the activity may be input.
+»+ If E-mail is selected, an option to ‘send’ the email is also provided.
Activities Page 3 of 6 October 2013
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Add New Activity (continued)

Activities

Bill Analysis and Tracking System (BATS)

To add an Activity from a specific BATS page such as bills, hearings, external contacts, and external entities:
1. Select: Name/Title of bill, hearing, external contact, or external entity. The system will open the page associated with that item

or contact.
Select: Activity (from left-side navigation pane).
Select: New Activity (from ribbon).

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

OUAWwN

l

allowed due to security permissions or system validation error.

Select: Activity type associated with task or assignment. The system will open a New Activity — Webpage Dialog.

MResult: The activity is saved and associated with the item or contact. An error message will be displayed if the action is not

Sample: Activities function (from the ribbon).

List Tools
Bill Add Activities

j Mark Complete

navigation pane under Common.
Cancel

New Add 0:0

New Activity is available from the ribbon.

In this sample, the Bill page was opened for ‘Sample BATS Test’ and Activities was selected from the left-side

Activity Set Regarding MNote
Records Actions Include Collaborate Current View Data
Bill Information -i Bill | New Activity -- Webpage Dialog @
Gi | = r
Eners = Sample BATS Test @] nitps,//trarmbats.des.wa.gov/CRMBATS/activities/dlg_create.aspx ‘% |
}; Agency Position -
)> Agency Contacts Bill # Date Introduced Primary Sponsor 8] Sample BATS Test New Activity
EEUISCE Select a type of activity from the list.
}, Analysis Bill ID Original Chamber
L Notes <] Task
|4 Activities Open Activity Associated View ~ @B Fax
Related Subject a Activity Type Activity Status Priority Due _
L_’}! Phone Call
4 Common
o . e ere . oA E-mail
4 Activities In this sample, Activities are available from =
(& Closed Activities . . . | Letter
&) Connections the left-side navigation pane under Common.
o ;8 Appointment
4 Audit History )
& Classifications ":‘ﬂ(f Campaign Respanse
@ Related Bills LE Recurring Appointment
Legislative Detail ﬁ Identifier Request
OK ‘ | Cancel |
Activities Page 4 of 6 October 2013
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Bill Analysis and Tracking System (BATS)
Update Existing Activity
A list of existing activities is available from views on the Activities page on the left-side navigation pane.

To update an existing activity:

1. Select: Name/Title of the activity. The system will open the page associated with that activity.
2. Input: Information about the activity.

3. Select: Save.

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

Sample: Select the name/title of the activity.

Lt Toks In this sample, the Bill page was opened for ‘Sample BATS Test’ and
Bl Add | Adivites Activities was selected from the left-side navigation pane under

= Mark Complete Connect - | Share < ) Save Filters
= Y = Common.
Cancel Add to Queue 7| Copy a Link Save Filters as New View
New Add Assign Filter N0 H HY T H : H HIE :
acily | @ set Regarding | Nte Actvives ‘) E-mail a Link ¢ Alist of activities associated with the bill is displayed.
Records Actions Include Collaborate Current View
Bill Information E Bill
General
¥ Sample BATS Test
k Agency Position
F Agency Contacts Bill # Date Introduced Primary Sponsor 4| Sample BATS Test
Sponsors
% Analysis Bill ID Original Chamber
L Notes ; Use the dropdown to change views if needed.
| Activities Open Activity Associated View ~
Related D Subject & Activity Type Activity Status iority Due Date Created By Regarding
4 Common [C11# sample BATS Task Task Open Normal Base BATS_Test B sample BATS Test
|4 Activities

L@ Closed Activities
&) Connections
4] Audit History

& Classifications
& Related Bills Select the name/title of the activity and the system will open
ez =z (BEEE the page associated with that activity.
Activities Page 5 of 6 October 2013
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Use ‘Mark Complete’ for an Activity
The ‘Mark Complete’ function may be used to update the status of an activity to indicate that it is complete.

To update an activity to indicate that it is complete (‘mark complete’):

1. Select: Name/Title of the activity. The system will open the page associated with that activity.

2. Input: Information and/or notes if needed.

3. Select: Mark Complete (from the ribbon).

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

Sample: Select Mark Complete (from ribbon).
44 Microsoft Dynamics CRM o [ T (7]

Task CRM_BATS ¢
d H hé Ig? save & New Q ?_] E g_ .ai L%:J& @ g k7! ;z:zr}i’nag;nk @ en

luuﬂ

Mark Save  Save & Attach Add Close Connect Addto Queue kem A55|gn Process Run
Complete Close File Mote Task Oppor‘tumt} - Queue Details Ef E-mail a Link - Report »
Save Include Actions Convert Activity Collaborate Data
Mark Complete =) Task Jra— -
Save the Task and change the status ampie as
S le BATS Task
to Completed.
b Task In this sample, the Task page was opened for ‘Sample
LEEt= BATS Task'.
4 Common » Notes «» Mark Complete is available from the ribbon.
&) Connections

< Audit History

» Processes

Activities Page 6 of 6 October 2013
Bill Analysis and Tracking System (BATS) User Reference Materials Revision P2v1.0



@ Washington St?te Department.of
7 Enterprise Services

Queues
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides flexible options for creating tasks and assignments for bill-related
information. These options use standard Microsoft functions such as Queues to create and manage actions (tasks or

assignments).

Type

Description

Queues Page

Views from the Queues page may be used to display lists of items.

** For example, ‘All ltems’ or ‘Items available to work on’ are system views that may be available from a dashboard
and/or from the Queues page on the left-side navigation pane.

Queues

Queues may be used to create or manage actions (tasks or assignments) such as an agency analysis or review.

% May be assigned from the ribbon when available from some of the BATS pages (for example, analysis page or
review task details).

< Some queue items may be assigned from the system (for example, when the first reviewer marks their task
compete, then the system will automatically update the review queue for the second reviewer).

This document provides an overview of Queues, including:

Queues page.

X
s Add new item to a queue.
¢ Update existing item in a queue.

)/

Queues

% Use ‘mark complete’ for an item in a queue.

Page 1 of 5 October 2013
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Queues
Bill Analysis and Tracking System (BATS)

Queues Page
Queues may be used to create or manage actions (tasks or assignments) such as an agency analysis or review.
¢ Views from the Queues page may be used to display lists of items. For example, ‘All Items’ or ‘Items available to work on’ are

system views that may be available from a dashboard and/or from the Queues page on the left-side navigation pane (under
BATS/My Work/Queues).

¢+ Queues may be assigned from the ribbon when available from some of the BATS pages (such as an agency analysis page).

Sample: Queues page.

In this sample, Queues was selected from the left-side

File QueveRems | View  Charts navigation pane and the Queues page is displayed.
Release 53 Copy aLink 3 N Filter as
Y ST A
Remave Ef E-mail a Link . = 4
Routing Work Run Start Run Advanced
on b Queue Item Details Workflow Dialog  Report » Find
Adtions collaborate Process Use the dropdown to change views if
: - needed.
BATS G G- Queue Items | Items I am working on ~ .
o i ‘
»  This sample uses the ‘Items | am
y Work Queue: | All Queues working on’ view.

;-ﬂ Dashboards Title ntered Queue w

| A Activities

%5 Queues This sample shows values from the dropdown list next to ‘Queues’.

BATS -

Queue Items Items I am working on ~
- Contacts
Queue: |Al| Queues EI
<179 Department of Enterprise Service:
BATS <Base BATS_Test
Admin
Queues Page 2 of 5 October 2013
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Queues
Bill Analysis and Tracking System (BATS)

Queues may be assigned from the ribbon when available from some of the BATS pages (such as an agency analysis page in the

review task details section).

To add a new item to a queue from a BATS page:

1. Select: Add to Queue (from ribbon). The system will display Add to Queue - Webpage Dialog.

2. Select: Look Up (from the Add to Queue — Webpage Dialog).

3. Select: Checkbox next to name of queue (use Look Up from the Add to Queue — Webpage Dialog).
4

Select: Ok (in the Webpage Dialog box).
5. Select: Save.

MResult: Item (assighment or task) is saved to the Queue. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Add to Queue (from the ribbon).

h Review Entry

d H lté I save & New

Mark Save  Save &

441 Microsoft Dynamics CRM

S @ gg sad Sharing =

Add to | Queue Item  Assign

Jf'a_] Copy a Link

In this sample, the Review Task Details section was
opened on the Agency Analysis page and ‘Add to
Queue’ was selected from the ribbon.

Complete Close Queue Details Ei E-mail a Link
- P P — Sample: Add to Queue — Webpage Dialog.
z .
Information E' Review Entrl Add to Queue 2] Add to Queue -- Webpage Dialog @
General 0 ] @] nttps://trcrmbats.des.wa.gov/CRMBATS/_grid/cmds/dig_addtog 2
L Notes Informatl Add these Review Entries to a queue. |@ = gov/LRVIBA TS/ gna, - B |
Analysis &, Sample Analysis for BATS Test Add to Queue
You have selected 1 item. To which queue would you like to add it?
Related
Common » General Use Look Up to find a queue.
» Notes Add the selected items to the following queue:
I:Q <Base BATS_Test> E
ox ][ came ]
Queues Page 3 of 5 October 2013
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Queues
Bill Analysis and Tracking System (BATS)

Update Existing Item in a Queue

A list of existing items (tasks or assignments) is available from views on the Queues page on the left-side navigation pane under My
Work.

To update an item in a Queue:

1. Select: Checkbox next to name/title of the item (task or assignment).

2. Select: Queue-related action (from the ribbon).

3. Input: Information about the action. Note: the information required will depend on which action was selected from the ribbon.

MResult: Item (assighment or task) is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: Update existing item in a queue.
Queuefems | View  Charts In this sample, Queues was selected from the left-side navigation
pane and the checkbox next to an item associated with a Review

" 5 s Copy a Link .
ﬂ “? d Release s Entry was selected.
— & Remove +»» The ribbon displays additional functions that may be used with

Routing Work

On f;j Queue Item Details this item.
Actions Collaborate Process Dat L
BATS 4y Ca- Queue Items  All Items ~ _ Use the dropdown to change views if needed.
4 My Work Queue: |AII Queues IZI
;-ﬂ Dashboards ] Title Entered Queue w Type Queue
|4 Activities .
10/3/2013 4:07 PM  Review Entry <Base BATS Test>
4y Queues
BATS
Contacts
In this sample, the checkbox next to an item associated with a Review Entry was selected.
Queues Page 4 of 5 October 2013
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Use ‘Mark Complete’ for an Item in Queue
The ‘Mark Complete’ function may be used to update the status of an item to indicate that it is complete.

To update an item to indicate that it is complete (‘mark complete’):

1. Select: Item in the queue (use the mouse to double-left-click on the item under Type and the system will open the page
associated with that item).

2. Input: Information and/or notes if needed.

3. Select: Mark Complete (from the ribbon).

MResult: Information about the queue item is updated. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Select Mark Complete (from ribbon). . .
P P ( ) In this sample, the Review Entry page was opened and ‘Mark Complete’
is available from the Ribbon.
Review Entry CRM BATS &
| k{i Save & New p— = - ] ‘/"_ 1l Sharing «
File Queue ems View Charts # H l@ _'___—_&a ‘“‘—:l‘ . r‘—"% ?ﬁ Bt Copy @ Link
. ) Compiete . Ginse oy Guewe Dol " R i aLink
Release 53 Copyalink o
. . \v) Information - i = -
Remaove “f#] E-mail a Link . - General D) Review Entry Roview Entries | A | b | —
Routing  Waork 12' Run Start l:w Q Information
Cn l Queue Item Details Warkflow Dialog Analysis <, Sample Analysis for BATS Test
Actions Collaborate Process Rylaed -
Commen General
BATS a G3~ Queue Items  All Items ~ > Fidiss
4 My Work Queue: |AII Queues EI
;-ﬂ Dashboards ] Title Entered Queue w Type Queue
| Activities ]
rg':l i D 10/7/2013 1:27 PM  Review Entry <Base BATS_ Test>
BATS D 10/3/2013 4:07 PM  Reyiew Entry <Base BATS_ Test>
Contacts

Use the mouse to double-left-click the item under Type (the system will open the page associated with that item).

Queues Page 5 of 5 October 2013
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The Bill Analysis and Tracking System (BATS) provides flexible options for creating tasks and assignments for bill-related
information. These options use standard Microsoft functions such as Queues to create and manage actions (tasks or

assignments).

Type

Description

Queues Page

Views from the Queues page may be used to display lists of items.

** For example, ‘All ltems’ or ‘Items available to work on’ are system views that may be available from a dashboard
and/or from the Queues page on the left-side navigation pane.

Queues

Queues may be used to create or manage actions (tasks or assignments) such as an agency analysis or review.

% May be assigned from the ribbon when available from some of the BATS pages (for example, analysis page or
review task details).

< Some queue items may be assigned from the system (for example, when the first reviewer marks their task
compete, then the system will automatically update the review queue for the second reviewer).

This document provides an overview of Queues, including:

Queues page.

X
s Add new item to a queue.
¢ Update existing item in a queue.

)/

Queues

% Use ‘mark complete’ for an item in a queue.
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Queues
Bill Analysis and Tracking System (BATS)

Queues Page
Queues may be used to create or manage actions (tasks or assignments) such as an agency analysis or review.
¢ Views from the Queues page may be used to display lists of items. For example, ‘All Items’ or ‘Items available to work on’ are

system views that may be available from a dashboard and/or from the Queues page on the left-side navigation pane (under
BATS/My Work/Queues).

¢+ Queues may be assigned from the ribbon when available from some of the BATS pages (such as an agency analysis page).

Sample: Queues page.

In this sample, Queues was selected from the left-side

File QueveRems | View  Charts navigation pane and the Queues page is displayed.
Release 53 Copy aLink 3 N Filter as
Y ST A
Remave Ef E-mail a Link . = 4
Routing Work Run Start Run Advanced
on b Queue Item Details Workflow Dialog  Report » Find
Adtions collaborate Process Use the dropdown to change views if
: - needed.
BATS G G- Queue Items | Items I am working on ~ .
o i ‘
»  This sample uses the ‘Items | am
y Work Queue: | All Queues working on’ view.

;-ﬂ Dashboards Title ntered Queue w

| A Activities

%5 Queues This sample shows values from the dropdown list next to ‘Queues’.

BATS -

Queue Items Items I am working on ~
- Contacts
Queue: |Al| Queues EI
<179 Department of Enterprise Service:
BATS <Base BATS_Test
Admin
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Add New Item to a Queue

Queues
Bill Analysis and Tracking System (BATS)

Queues may be assigned from the ribbon when available from some of the BATS pages (such as an agency analysis page in the

review task details section).

To add a new item to a queue from a BATS page:

1. Select: Add to Queue (from ribbon). The system will display Add to Queue - Webpage Dialog.

2. Select: Look Up (from the Add to Queue — Webpage Dialog).

3. Select: Checkbox next to name of queue (use Look Up from the Add to Queue — Webpage Dialog).
4

Select: Ok (in the Webpage Dialog box).
5. Select: Save.

MResult: Item (assighment or task) is saved to the Queue. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Add to Queue (from the ribbon).

h Review Entry

d H lté I save & New

Mark Save  Save &

441 Microsoft Dynamics CRM

S @ gg sad Sharing =

Add to | Queue Item  Assign

Jf'a_] Copy a Link

In this sample, the Review Task Details section was
opened on the Agency Analysis page and ‘Add to
Queue’ was selected from the ribbon.

Complete Close Queue Details Ei E-mail a Link
- P P — Sample: Add to Queue — Webpage Dialog.
z .
Information E' Review Entrl Add to Queue 2] Add to Queue -- Webpage Dialog @
General 0 ] @] nttps://trcrmbats.des.wa.gov/CRMBATS/_grid/cmds/dig_addtog 2
L Notes Informatl Add these Review Entries to a queue. |@ = gov/LRVIBA TS/ gna, - B |
Analysis &, Sample Analysis for BATS Test Add to Queue
You have selected 1 item. To which queue would you like to add it?
Related
Common » General Use Look Up to find a queue.
» Notes Add the selected items to the following queue:
I:Q <Base BATS_Test> E
ox ][ came ]
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Bill Analysis and Tracking System (BATS)

Update Existing Item in a Queue

A list of existing items (tasks or assignments) is available from views on the Queues page on the left-side navigation pane under My
Work.

To update an item in a Queue:

1. Select: Checkbox next to name/title of the item (task or assignment).

2. Select: Queue-related action (from the ribbon).

3. Input: Information about the action. Note: the information required will depend on which action was selected from the ribbon.

MResult: Item (assighment or task) is updated. An error message will be displayed if the action is not allowed due to security
permissions or system validation error.

Sample: Update existing item in a queue.
Queuefems | View  Charts In this sample, Queues was selected from the left-side navigation
pane and the checkbox next to an item associated with a Review

" 5 s Copy a Link .
ﬂ “? d Release s Entry was selected.
— & Remove +»» The ribbon displays additional functions that may be used with

Routing Work

On f;j Queue Item Details this item.
Actions Collaborate Process Dat L
BATS 4y Ca- Queue Items  All Items ~ _ Use the dropdown to change views if needed.
4 My Work Queue: |AII Queues IZI
;-ﬂ Dashboards ] Title Entered Queue w Type Queue
|4 Activities .
10/3/2013 4:07 PM  Review Entry <Base BATS Test>
4y Queues
BATS
Contacts
In this sample, the checkbox next to an item associated with a Review Entry was selected.
Queues Page 4 of 5 October 2013
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Use ‘Mark Complete’ for an Item in Queue
The ‘Mark Complete’ function may be used to update the status of an item to indicate that it is complete.

To update an item to indicate that it is complete (‘mark complete’):

1. Select: Item in the queue (use the mouse to double-left-click on the item under Type and the system will open the page
associated with that item).

2. Input: Information and/or notes if needed.

3. Select: Mark Complete (from the ribbon).

MResult: Information about the queue item is updated. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Select Mark Complete (from ribbon). . .
P P ( ) In this sample, the Review Entry page was opened and ‘Mark Complete’
is available from the Ribbon.
Review Entry CRM BATS &
| k{i Save & New p— = - ] ‘/"_ 1l Sharing «
File Queue ems View Charts # H l@ _'___—_&a ‘“‘—:l‘ . r‘—"% ?ﬁ Bt Copy @ Link
. ) Compiete . Ginse oy Guewe Dol " R i aLink
Release 53 Copyalink o
. . \v) Information - i = -
Remaove “f#] E-mail a Link . - General D) Review Entry Roview Entries | A | b | —
Routing  Waork 12' Run Start l:w Q Information
Cn l Queue Item Details Warkflow Dialog Analysis <, Sample Analysis for BATS Test
Actions Collaborate Process Rylaed -
Commen General
BATS a G3~ Queue Items  All Items ~ > Fidiss
4 My Work Queue: |AII Queues EI
;-ﬂ Dashboards ] Title Entered Queue w Type Queue
| Activities ]
rg':l i D 10/7/2013 1:27 PM  Review Entry <Base BATS_ Test>
BATS D 10/3/2013 4:07 PM  Reyiew Entry <Base BATS_ Test>
Contacts

Use the mouse to double-left-click the item under Type (the system will open the page associated with that item).
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The Bill Analysis and Tracking System (BATS) includes dashboards that combine data from multiple areas and then display that
data on one page for ‘at a glance’ status.
¢ Dashboards may also be used to perform actions such as apply filters, drill down for more details, or open an item to work on
(such as an agency request, bill analysis, activity, or task).
% System online help is useful for common functions such as Dashboards. This online help is based on Microsoft Dynamics CRM so
it will not include BATS-specific functions or information.

0
0'0
O
0‘0
O
0‘0

0
0'0

Type Maintained by Description
User Dashboard Agency Users Initially owned by the user who created the dashboard.
(My Dashboard) ** May be set as a user’s default dashboard.

May be assigned to other users or teams.
May be shared with other users or teams.
May contain system charts and user charts.

May contain a list that uses system views and personal (saved) views.

System Dashboard

DES Technical Support Staff

Available to all users.

0
0'0

R/
0.0

Initially set as the default dashboard for all users.

Only contains system charts (not user charts).

This document will provide an overview of the basic dashboard functions, including:

>

o
%

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

X/
°

Dashboards

Bill Analysis and Tracking System (BATS) User Reference Materials

Select dashboard.

Set default dashboard.
Create new dashboard.
Edit (change) dashboard.
Share dashboard.

Assign dashboard.
Delete dashboard.
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Select Dashboard
The list of dashboards available for use may be selected from the Dashboard dropdown list.

To select a dashboard from the BATS tab (left-side navigation pane):

1. Select: My Work (left-side navigation pane).

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

3. Select: Dashboard (use the dropdown list to change views if needed).

Dashboards
Bill Analysis and Tracking System (BATS)

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

system validation error.

Sample: Dashboard (use the dropdown list to change views if needed).
4 Microsoft Dynamics CRM Base BATS Test ©
Dashboards CRM_BATS A
ea| feml e [e@] [@a] T @@l ~
CHEAEACNES 8 &8 @ &
Save MNew Edit Delete  Set As Share Assign Refresh  Advanced
As Default  Dashboard All Find
T R —— T e In this sample, the ‘Agency Requests’ dashboard is selected.
ATS 4 G2~ | Dashboard: +» Use the dropdown list to change views if needed.
4 My Work System Dashboards
&8 Dashboards 8 ngency ¢ Agency Requests ch for records £ Agency Request by Packet Status
g Activites El snortTite Executive Oversight - OFM review ptatus g d Agency Requests inCurrent Session
Queues 1 Salary Incry My Dashboards view
BATS il = !
Sample BA| Agency Requests awn
- LETEED ] Sample BATS Testizs Returmed
1|00 TestBaTs Draft
I TesteaTs OFM Review
D Testing Draft
1 s I Dratt B withdrawn Il OFM Review [l Returned
1 - 6 of 6 (0 selected) 4 4 Pagel b
BATS
Al # ABCDEFGHIJKLMNOPQRSTUVWXYZ
Admin
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Change Default Dashboard
The default dashboard will be displayed as the first page when a user accesses BATS.

To change the default dashboard setting (so that a different dashboard displays as the default):
1. Select: My Work (left-side navigation pane).

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

3. Select: Dashboard to be set as the default (use the dropdown list to change views if needed).
4. Select: Set As Default (from the ribbon bar).

MResult: Dashboard is set as the default. An error message will be displayed if the action is not allowed due to security permissions
or system validation error.

. ‘ y) A .
Sample: Select ‘set as default’ (from the ribbon) to change the default dashboard setting.
A4 Microsoft Dynamics CRM Base BATS Test ?
Dashboards CRM_BATS &
@ feal 1| @ ] !
el &8 o 3 &
Save MNew Set As Share Assign  Refresh  Advanced
As Default  Dashboard All Find
Dashboard Management Action Query
BATS @ G- Dashboard: Executive Oversight - OFM review ~
4 My Work = =
=22 Dashboards &9 Queue Items  All Items ~ Seareh for records L Queue Item by Status
& Activities O Tite Entered Queue v Type Queue & All Items
& Quees ] Analysis Record 1 for Sample BATS Test123 7/26/2013 1:20 PM  Analysis <Base BATS,
EAS D 7/26/2013 12:41 PM  Review Entry <Base BATS, - 2
Contacts § 2
©
2
<]
% 1
S
0
Active
4 »
Status
1 - 2 of 2 (0 selected) Page 1
BATS
Al # A B C D EF G H I J KLMNUOZPG QRS TUWVWXY Z
Admin =
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Create New Dashboard From ‘Scratch’

A dashboard may be created ‘from scratch’ or from another existing dashboard.

To create a dashboard ‘from scratch’:
1. Select: My Work (left-side navigation pane).

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

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

Dashboards

Bill Analysis and Tracking System (BATS)

MResult: The system will display sample layouts that may be selected when creating a new Dashboard. 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

create a new dashboard from ‘scratch’.

Sample: New (from the ribbon bar).
Dashboards

| Dashboard Layouts -- Webpage Dialog

Select Dashboard Layout

=X

Select a layout for your dashboard. You can use this as your initial outline, and then resize, add, or rearrange the components within this

layout.
MNew Edit  Delete SetAs Share Assign Refresh  Advanced
Default Dashboard All Find
Dashboard Management Action Query | I —-
e —
New \ J I | | —
Create a dashboard. 3-Column 3-Column 4-Column
Regular Dashboard | Multi-Focused Dashboar  Overview Dashboard ! . l 1
iy~ 1
BATS ﬁ 3~
'j 3-Column
Regular Dashboard
My Work 2-Column 3-Column 3-Column e g
i | Regular Dashboard Overview Dashboard Focused Dashboard is layout can accommaodate components across
!_J Dashboards three columns.
[ Activities
@ Queues
BATS
Contacts
Dashboards Page 4 of 14 October2013
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Dashboards
Bill Analysis and Tracking System (BATS)

Create New Dashboard From ‘Scratch’ (continued)
To continue steps needed to create a new dashboard from ‘scratch’:
1. Select: Dashboard layout (from the sample layouts provided by the system).

2. Select: Create. The system will open a dashboard designer page based on the dashboard layout selected.
3. Input: Name of new Dashboard.
4. Select: Save.

MResult: Dashboard is saved (columns will still be empty because there are additional steps needed to complete the dashboard

components). 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 create a new dashboard from ‘scratch’.

Sample: Select dashboard layout.
@ Dashboard Layouts -- Webpage Dialog @
Select Dashboard Layout

Select a layout for your dashboard. You can use this as your initial outline, and then resize, add, or rearrange the components within this

layout. Sample: New (from the ribbon bar on dashboard page).
FI'Ie Dashboards

, - @a ] ~ -
A J i I — € . =
i ew Edit  Delete SetAs Share Assign Refresh  Advanced
I : Default Dashboard Al Find
| 3-Column 3-Column 4-Column
i Regular Dashboard Multi-Focused Dashboar  Overview Dashboard

shboard Management Action Query

Create a dashboard.

3-Column
i Regular Dashboard
3-Column 3-Column
Overview Dashboard Focused Dashboard This layout can accommaodate components across

In this sample, the 3-Column Regular Dashboard layout was selected.
% The system will open a dashboard designer page when ‘create’ is
selected.

Create

Dashboards Page 5 of 14
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Create New Dashboard From ‘Scratch’ (continued)

To continue steps needed to create a new dashboard from ‘scratch’:

1. Select: Component to be displayed on the dashboard. The system will open a Webpage Dialog based on the selection.

2. Select: Values and/or record type to be displayed on the dashboard.

3. Select: View to be displayed on the dashboard.

4. Select: OK (from the Webpage Dialog).

5. Select: Save.

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

Sample: Dashboard designer page.
44 Microsoft Dynamics CRM Base BATS Test ?
Dashboard CRM_BATS a
g Save and Close [ @ = Remove k Y -
H B3 close |_j :, Undio “ EH = A - - System online help is useful for
Save Dashboard Edit Chart List Web frame Increase Decrease Increase Decrease H
Properties Component Redo Resource Width Width Height  Height common funCtlons SUCh as DaShboardS-
Save Action Insert Layout
N . * . . . .
ame In this sample, the Component Designer — Webpage Dialog is displayed
R TR for the List component.
E . . ,’é_] Component Designer -- Webpage Dialog @
;:- ---------------------------- In thls Samp|e, the LISt --------------- |fé_[ https;//trcrmbats.des.wa.gov/CRMBATS/Tools/DashboardEditor/Dialogs/ComponentGallery.aspx?dashboard Type=1031&mode=Gr % ‘
component was selected.
Select a component to add to the dashboard.
Record Type ] Column Column Column &
‘Activities IZ‘
View
'_T ‘ _1 ‘ My Activities EI
L | :
| %[ o
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Bill Analysis and Tracking System (BATS)

Create New Dashboard From ‘Scratch’ (continued)
There are several different dashboard components that may be displayed.

¢ Lists are used extensively for BATS dashboards since they provide a quick ‘shortcut’ to activities and assignments (user may
select an activity or assignment from a list and the system will open the page associated with that activity or assignment).

Component Steps to add record components
Chart To add Chart components to the new dashboard:
' 1. Select: Record Type (use the dropdown list to select this).
ii 2. Select: View (use the dropdown list to select this).
3. Select: Chart (use the dropdown list to select this).
Chart 4. Select: OK.
List To add List components to the new dashboard:
; 1. Select: Record Type (use the dropdown list to select this).
Cl 2. Select: View (use the dropdown list to select this).
List 3. Select: OK.
Web Resource To add Web Resource components to the new dashboard:
N 1. Select: Web resource (use the @ search/lookup function to select this).
9 2. Input: Field Name and Properties (if different than the default values shown).
Web 3. Select: Checkbox (if needed to display label on the dashboard).
Sz 4. Select: Checkbox (if needed to display as Visible by default).
5. Select: Checkbox (if needed to display Web Resource in Read Optimized Form).
Iframe To add Iframe components to the new dashboard:
— 1. Input: Name (if different than the default value shown).
J 2. Input: URL (if different than the default value shown).
Frame 3. Select: Checkbox (if needed to Pass record object-type code and unique identifier as parameters).
4. Input: Label (if different than the default value shown).
5. Select: Checkbox (if needed to display label on the dashboard).
6. Select: Checkbox (if needed to Restrict cross-frame scripting, where supported).
7. Select: Checkbox (if needed to Specify the default visibility of this control).
8. Select: OK.
Dashboards Page 7 of 14 October2013

Bill Analysis and Tracking System (BATS) User Reference Materials

Revision P2v1.0




Washington State Department of

Enterprise Services

Dashboards
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Create New Dashboard From Existing Dashboard
A dashboard may be created ‘from scratch’ or from another existing dashboard.

To create a dashboard from another existing dashboard:

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

Select: Dashboards (left-side navigation pane).

Select: Dashboard. This is the existing dashboard which will be used as starting point for new dashboard.

Select: Save As (from the ribbon bar). The system will open Dashboard Properties — Webpage Dialog.

Input: Name of new Dashboard.

Select: OK (from Webpage Dialog).

lResuIt New dashboard is created (saved). An error message will be displayed if the action is not allowed due to security

permissions or system validation error. Note: columns and components may be changed before or after the dashboard is ‘saved as’.
Sample: Save As (from the ribbon bar).

GO U s wN e

i Micosoftoynamicscev | 1N this sample, Save As was selected from the ribbon

Dashboards bar and the system opened Dashboard Properties —
s T (R s Webpage Dialog.
I g et 'j a @] Dashboard Properties — Webpage Dialog =
53\9 New Edit  Delete  SetAs Share Assign  Refresh  Advanced @] https//trermbats.des.wa.gov/CRMBATS/AdvancedFind/QueryProperties.aspx?featur {3
Default Dashboard All Find |‘e P AL — L ‘
Dashboard Management Action Query Dashboard Properties
Provide a name and description for this dashboard. The name will be visible in the dashboard list.
Save As

‘hboard: Activities ~

Save the selected dashboard as a new
dashboard.

Name *

Activities My Open Activities ~ Search for records o Activities
D Subject a Regarding & Description
119 sample BATS Task B sampleBATS.. Ta
4 »
1-1of1 (0 selected) Page 1
BE Al # ABCDEFGHTI JKLMNOPQRSTUVWXYZ InPUt hame Of new daShboard'
Admin
[ oK | [ cance
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Edit (Change) Dashboard

Dashboards

Bill Analysis and Tracking System (BATS)

A dashboard may only be edited (changed) by the user who created it (or by a user who has been assigned ownership to the

dashboard).
To edit (change) a dashboard:

Edit (from the ribbon bar). The system will open the dashboard designer page.

1. Select: Dashboard to be edited (changed).

2. Select:

3. Select: Component to be edited (changed).

4. Select: Component values (from the ribbon bar and/or Webpage Dialog).
5. Select: Save.

MResult: Dashboard is saved with edits (changes). An error message will be displayed if the action is not allowed due to security

permissions or system validation error.

Sample: Edit dashboard (from the ribbon bar).

File Dashboard
Dashboards H B saeandcoe (] = 8] Remove “ [ 5 J — 1 [0
} N ] i E(_Iose =l | ~——l ¥) Undo 'J @ =/ w0 J —J
2 @ a| @ @ g @ % j ﬁ Save Dashboard  Edit ) Chart  List  Web [Hrame Increase Decrease Increase Decrease
J 7 3 Properties Component Redo Resource Width  Widt He|g'1 HE|ght
Edit Dele‘[e Set As Share  Assign Refresh Advanced Save Action Insert Layout
L 2 2ne S S
"
Dashboard Management Action Query el orle DATS Tes
BATS L3~ Dashboard: Sample BATS Test
4 My Work
23| Dashboards Activities : View Selector » :
| Activities T ¢|| i £
&5 Queues In this sample, Edit was selected from |
FTE the ribbon bar and the dashboard i
i |
designer page was opened.

Contacts In this sample, the dashboard section with a List component for
‘Activities: View Selector’ is selected and the designer page has additional
functions available from the ribbon bar.

Dashboards Page 9 of 14 October2013
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Edit (Change) Dashboard Properties

Properties on a dashboard may be edited (changed) by the user who created it (or by a user who has been assigned ownership to
the dashboard).

To edit (change) properties on a dashboard:

Select: Dashboard to be edited (changed).

Select: Edit (from the ribbon bar). The system will open the dashboard designer page.

Select: Dashboard Properties (from the ribbon bar).

Input: Information to edit properties for the dashboard.

Select: OK (in Dashboard Properties — Webpage Dialog).

. Select: Save.

MResult: Dashboard is saved with property edits (changes). An error message will be displayed if the action is not allowed due to
security permissions or system validation error.

NGNS

Sample: Dashboard properties from the ribbon bar.

In this sample, Dashboard Properties was selected from the ribbon bar

File Dashboard
Remov. :
emove ili D and the system opened Dashboard Properties — Webpage Dialog.

| I Savj @ |
Cl '—-j ¥} Undo B - -
) Dashboard P rties -- Web) Dial X
ashboard Edit Chart List £ Slizds peiog l:‘

roperties| Component Redo L@J https://trcrmbats.des.wa.gov/CRMBATS/Tools/DashboardEditor/Dialogs/DashboardProperties.aspx B

Save

Save Action 1

Dashboard Properties

Dashboard Properties

Name: * Sample BATS Test Provide a name and description for this dashboard. The name will be visible in the dashboard list.

Change the name and description of
this dashboard.

*
Name

Input information to edit ‘
properties for the dashboard. Tl

OK | | Cancel

Dashboards Page 10 of 14 October2013
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Bill Analysis and Tracking System (BATS)

Components on a dashboard may be edited (changed) by the user who created it (or by a user who has been assigned ownership to

the dashboard).

To edit (change) components on a dashboard:
Select: Dashboard to be edited (changed).

Select: OK (Webpage Dialog).
. Select: Save.

NoOuUrwN e

Select: Edit (from the ribbon bar). The system will open the dashboard designer page.

Select: Component. This is the component to be edited (changed).

Select: Edit Component (from the ribbon bar). The system will open a Webpage Dialog based on the Component selected.
Input: Information to edit the component. The Webpage Dialog will provide options based on the Component selected.

MResult: Dashboard is saved with component edits (changes). An error message will be displayed if the action is not allowed due to

security permissions or system validation error

Sample: Edit Component from the ribbon bar.

Dashboard

In this sample, Edit Component was selected from the ribbon bar and
the system opened List or Chart Properties — Webpage Dialog.

\g Save and Clos Remove » ;1 ] List or Chart Properties -- Webpage Dialog Cx
H a Close =] - | Undo ii |:| 7‘ @ https://trcrmbats.des.wa.gov/CRMBATS/Tools/FormEditor/Dialogs/subGrid.aspx?description=M %
Save shbogyed c Edit Chart List Web List or Chart Properties
omponent Redo Resource
) Meodify the List or Chart properties.
Save Action Insert
L E TS s miple BATS Tes Edit Component Name * Componentd27ea9l -
Change the properties of the Label *
component on the dashboard.
Data Source
Additional Options
Input information to edit component Chart Options &
properties for the dashboard. Default Chart |Activities by Month Due El
Show Chart Only e
ok ][ cas
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Share Dashboard

Dashboards

Bill Analysis and Tracking System (BATS)

A dashboard may be shared with other users or teams. The ownership of the dashboard is retained.

To share an existing dashboard:

Select: My Work (left-side navigation pane).
Select: Dashboards (left-side navigation pane).
Select: Dashboard to be shared.

Select: Share Dashboard (from the ribbon bar).
Select:
Select:
Select:

R

OK (from Webpage Dialog).

Add User/Team. Use Look Up to search for user or team.
Values provided from Webpage — Dialog. The system will prompt for values using Look Up.

lResuIt Dashboard is shared but ownership is retained. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Share Dashboard (from the ribbon bar).

Dasrihoards | - : .
=g 28 2 gk 8 58 2 &

Save New Edit  Delet® Share | Assign Refresh Advanced
As Dashboard Find

Defaulf]

Dashboard Management Action Query

| Who weuld you like to share the selected user dashbeard with? - Webmga Dnlnng

& hitps/ftrermbats

5 wa.gov/CRMBATS/_grid/cmds/dig_share.aspx?iObjType=1031&iTotal =1

Who would you like to share the selected user dashboard with?

Select the users or teams with whom you want to share the 1 user dashboard record you have selected. Then, use the check boxes on the right to specity which

permissions to give each user or team.

Common Tasks

8 Add User/Team
< Remove Selected Tte

Select Add User/Team. System will
use Look Up - Webpage Dialog to

s

v Share Dashboard oagle All Permissions ol
BATS G G2 Dashl 7 oagle A Permisions of prompt for values.
4 My Work Share this dashboard with selected 121 Reser
_y_ people or teams, but retain ownership . )
LJ Dashboards of this dashboard. This recard is not shared.
|4 Activities
E% Queues
BATS
Contacts In this sample, Share Dashboard was selected from the ribbon bar
and ‘Who would you like to share the selected user dashboard with’
— Webpage Dialog is displayed.
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Assign Dashboard

Dashboards
Bill Analysis and Tracking System (BATS)

A dashboard may be assigned to other users or teams. The ownership of the dashboard is assigned.

To assign a dashboard:

1. Select: My Work (left-side navigation pane).

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

3. Select: Dashboard to be assigned.

4. Select: Assign (from the ribbon bar).

5. Select: Assign to me or Assign to another user or team.

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

system validation error.

Sample: Assign Dashboard (from the ribbon bar).

Dashboards
o2 (73 73 2] 4 Y e &

Save New Edit  Delete SetAs Assign Refresh Advanced
As Default Das Find
Dashboard Management Action Query
BATS @ 52~ | Dashboard: § Asion

Make someone else the owner of this

Select ‘Assign to me’ or ‘Assign to another user or team’.
’,éj Assign User Dashboard -- Webpage Dialog @

p— i " : — I fa
|fe_| https://trermbats.des.wa.gov/CRMBATS/_grid/cmds/dlg_assign.aspx?iObjType=1031&iTotal ‘é ‘

Assign User Dashboard

You have selected 1 User Dashboard. To whom would you like to assign it?

® Assign to me
Assign the selected User Dashboard to yourself.

I My Work

;ﬂ ashboards dashboard.
Lﬁ fgnies 's Assign to another user or team

& Qe . . Assign the selected User Dashboard to the following user or team:

s In this sample, Assign was selected from the

Contacts ribbon bar and ‘Assign User Dashboard’ — =

Webpage Dialog is displayed. oK | [ Concal__|
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Dashboards
Bill Analysis and Tracking System (BATS)

A dashboard may only be deleted by the user who created it (or by a user who has been assigned ownership to the dashboard).

To delete a dashboard:

1. Select: My Work (left-side navigation pane).

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

3. Select: Dashboard to be deleted.

4. Select: Delete (from the ribbon bar).

5. Select: OK (from Confirm Deletion — Webpage Dialog).

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

system validation error.

Sample: Delete (from the ribbon bar).

(9 8 58 2 #A

MNew Edit

441 Microsoft Dynamics CRM Base BATS Test
CRM_BATS

In this sample, the Confirm Deletion — Webpage Dialog is
displayed.

Delete  Set As Share Assign  Refresh  Advanced F i A - i
Default Dashboard g All Find A @
Dashboard Management Action Query Confirm Deletion
. You have selected 1 User Dashboard for deletion.
BATS Gy G2~ Dashboard: Sample BATS Test ~
4 My Work
ﬂ Dashboards TlhekSé:[em will delete this record. This action cannot be undone. To continue,
..... clic .
|4 Activities
& Queues
BATS In this sample, Delete was selected from
the ribbon bar and ‘Confirm Deletion’ —
Contacts . . .
Webpage Dialog is displayed. oK || cancel
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