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Bill Tracking
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides flexible tracking, reporting, and analysis methods from bill origin through
the legislative process.

¢ Bill-related information is imported (loaded) into BATS from the Legislative Service Center (LSC) database on an hourly basis.
¢+ Security protocols ensure that individual agencies own and control access to their information.

This document provides an overview of bill tracking functions, including:
¢ Bill tracking and activities.
% Related bills.

¢ Legislative details (history, hearings, RCW’s, fiscal notes, LSC website).

Sample: Bill Tracking dashboard.

List Tools | 4 Microsoft Dynamics CRM Base BATS_Test
y f ! CRM.BATS
Dashboards | Bils | o
s Activate Conneet - # Copy a Link : Save Filters :;' |_|_|1
]r % Save Filters a5 New View nl NS !A Bix
Filer St As Default  Chart Run  Export
tane-  Reportw  Bills
ATS @Y C3=  Dashboard: Bill Tracking ~ Use the dropdown to change dashboards and/or views if needed.
| My Work | : ; . .
- BATS & gils Bills1 m Tracking ~ o
B Agency Requests Bill Short Title & 8ill 1D Bill Status Bill Status Date Bill Type &
B s
byl Hearings
& row's
Contacts

In this sample, the Bill Tracking Dashboard is displayed.
++» There are two views displayed on this dashboard: Bills I’'m Tracking
and Bills My Agency is Tracking.

Bills, Hearings, RCW'’s are available from the
left-side navigation pane on the BATS tab.

G H

o

Bill 10 Bill Stawus Bill Status Date Bill Type &

£ Bills Bills My Agency is Tracking =

Bill Short Title &

BATS
Admin
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Bill-related information is imported (loaded) into BATS from the Legislative Service Center (LSC) database.

Bill Tracking

Process Overview

Additional Info

Tracking for User

Open a bill page (find and select a bill).
%+ Select track without updates.

+» Select track with daily updates.

«» Select track with hourly updates.
+»+ Select stop tracking.

Starting point for tracking a bill.
+ Change views if needed.
¢ Select tracking functions from the ribbon.

Tracking for Agency/Division

Open a bill page (find and select a bill).
% Select add.

+» Select remove.

+»+ Select division.

Starting point for tracking a bill.
+ Change views if needed.
¢ Select tracking functions from the ribbon.

Tasks and Activities

Open a bill page (find and select a bill).
+»+ Select task and/or activity.

¢ Input information about task and/or activity.

Starting point for managing tasks and activities
associated with a bill.

K/

+* Select tasks and activities from the ribbon.

Related Bills

Open a bill page (find and select a bill).
¢ Select related bills.
+ Input information about related bills.

Starting point for relating bills for tracking purposes.

K/

%+ Select related bills from the ribbon.

History, Hearings, RCW’s

Open a bill page (find and select a bill).
«»+ Display history.
Display hearings.

Starting point for displaying detailed information

about bill history, hearings, RCW'’s.

¢+ Select history, hearings, or RCW’s from the left-
side navigation pane.

Fiscal Notes and LSC Website

++ Display RCW’s.

Open a bill page (find and select a bill).
++ Search Fiscal Notes.

%+ Display LSC Website.

Starting point for displaying fiscal notes or LSC

website.

+»+ Select search fiscal notes or LSC website link from
the ribbon.

Bill Tracking
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Bill Tracking (continued)
Some information about a bill will be greyed-out because it is ‘read only’ information.

Sample: Bill page is initially separated into 6 sections.
44 Microsoft Dynamics CRM Base BATS. Test [7]

Bill Add CRM_BATS &

| I | ! s34 Deactivate @ Track Without Updates Add o ﬂ uﬁ-] Copy a Link g
— GTFaCk With Hourly Updates e Remove \_% Ef E-mail a Link =

lue

[]

Save  Save & Stop Search for Fiscal LSC Connect Run
Close Tracking O Track With Daily Updates (@ Division Notes Website - Report »
Save Bill Tracking Agency Track Fiscal Notes LSC Collaborate Data
Bill Information Bill
General % In this sample, the ‘Sample BATS Test’ bill was opened.
N = Sample BATS Test . . X . X X
depel i < Bill Tracking functions are available from the ribbon.
Agency Contacts Bill # Date Introduced Primary Sponsor
Sponsors
Analysis Bill ID Original Chamber
Notes hd
¥ General -
Related
Common » Agency Bill Detail Bill pages are initially separated into 6 sections.
4 Legislative Detail > 1.General.
[% sill History AENE BT S 2.Agency Bill Detail.
& Hearings , — 3.Agency Contacts.
& RCW Sponsors
s 4.Sponsors.
& Tracking ) :
» Analysis 5.Analysis.
6.Notes.
» Notes
-
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Display (View) Bills

A list of bills is available from the BATS tab in the left side navigation pane and from some of the BATS dashboards.

To access a list of bills from the BATS tab in the left-side navigation pane:

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

3. Select: Bills (left side navigation pane).
MResult: Bill information is displayed. An error message will be displayed if the action is not allowed due to security permissions or

system validation error.

Bill Tracking

Bill Analysis and Tracking System (BATS)

Sample: Bill information available from the BATS tab.
4 Microsoft Dynamics CRM Base BATS Test 2
" - ‘ CRM_BATS
Bills View Charts Add gion 0ui™
1] Activate |53 Copy a Link + ﬁ [x» Export to Excel
i s I ) 3 lﬁi
Deactivate —7 g E-mail a Link - - P 7 Filter
Connect Run Start Run Advanced
- Workflow Dialog Reportw Find
Records Collaborate Process Data
BATS 4 Ga- Bills Al Bills ~ Use the dropdown to change views if needed. o
D Bill Short Title & Bill ID Bill Status Legislature Bill Status Date Bl <
My Work
BATS I:‘ 1000 - Healthcare provider immunity ESHB 1000 SLaw & Justice 63rd Legislature 3/13/2013 Hq™* ah
E Agency Requests D 100, wine theater license SHB 1001 HSpkr Signed 63rd Legislature 4/23/2013  Ha %
E Bills |:| 100; le yellow dot program HB 1002 HTrans 63rd Legislature 1/14/2013  Hc ;
fu}
G Hearings D 100: h professions licensees HB 1003 Del to Gov 63rd Legislature 4/23/2013  Hc o
1 =
£ RCW's il 10 rty taxes, payment ESHB 1004 SRules 2 63rd Legislature 4/2/2013 Hc ¢ o
* Contacts D 100! c disclosure commission 2SHB 1005 HRules R 63rd Legislature 3/1/2013 Hc I g
(=4
|:| 100 racing comm. accounts HB 1006 Del to Gov 63rd Legislature 4/23/2013  Hc 3
0
[T rinn lnads nn hinhwaws FSHR 1007 STransnortatinn A3rd | enislature /1242012 _Hel T a-
4 4 -
BATS i
Admin Use the mouse to left-click bill name/short title (the system will open the bill page).
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Display (View) Bills (continued)

To display a list of bills from a dashboard.

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

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

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

4. Select: Dashboard. Use the dropdown list to change dashboard view if needed.

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

Sample: Bill Tracking Dashboard.

In this sample ‘Bill Tracking’ dashboard is displayed.

TS Y G2~ Dashboard: Bill Tracking ~
s My Work Use the dropdown list to change views if needed.
2 3 Dashboards 2 Bills Al Bills ~ % This sample uses the ‘All Bills’ view. jo}
(4 Activities [C] Bill Short Title = Bill ID Bill Status Legislature Bill Status Date  Bill Type o
ueues
& . ] 1000 - Healthcare provider immunity ~ ESHB 1000 SLaw & Justice 63rd Legislature 3/13/2013 House Bills (HB)
BATS
D eer & wine theater license SHB 1001 HSpkr Signed 63rd Legislature 4/23/2013  House Bills (HB)
Coiiass D Vehicle yellow dot program HB 1002 HTrans 63rd Leqgislature 1/14/2013 House Bills (HB)
5 preg g
D Health professions licensees HE 1003 Del to Gov 63rd Leqgislature 4/23/2013 House Bills (HB)
p g9
|:| Property taxes, payment ESHB 1004 SRules 2 63rd Leqgislature 4422013  House Bills (HB)
perty pay’ g
4 3
BATS
. . . . gel b
Admin Use the mouse to left-click bill name/short title (the system will open the bill page).
Y oz
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Bill Tracking
Bill Analysis and Tracking System (BATS)

Bill information is available from the BATS tab in the left-side navigation pane.

To display bill information from the BATS tab in the left-side navigation pane:

Select: BATS tab (left side navigation pa
Select: BATS (left side navigation pane).
Select: Bills (left side navigation pane).

gu AW e

ge).

Scroll: To find the bill. Use the dropdown list to change views if needed.
Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

lResuIt Bill information is displayed. An error message will be displayed if the action is not allowed due to security permissions or

system validation error.

Sample: Display bill information from BATS tab.

441 Microsoft Dynamics CRM

Bill | Add
H 23 Deactivate @ Track Without Updares (@) Add ( Some information about the bill will be greyed-out because it is ‘read
- l:é £ Track with Hourly Updates () Remove S only’ information - this information is loaded into BATS from the
ave  Save & Stop Search for Fiscal
Close Tracking (&) Track With Daily Updates (@ Division Notes Legislative Service center (LSC) database
Save Bill Tracking Agency Track Fiscal Notes ’
Bill Information B il T - = -
General | BATS Test
Agency Bill Detail samp 5 €S
|» Agency Contacts Bill # Date Introduced Primary Sponsor 5| Ssample BATS Test
|» Sponsors
F Analysis Bill ID Original Chamber
L Notes [— 4
" - Gere) Bill pages are initially separated into 6 sections. Select a section to expand it
Relate . . .
Common b Agency Bill Detail and display (view) details.
Legislative Detail < 1'Genera|‘
Agency Contacts - B 1 2 Agency Bill Detail.
» Sponsors 3.Agency Contacts.
4.Sponsors.
» .
Analysis 5.Analysis.
» Notes — 6.Notes.

Bill Tracking
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Bill Tracking - User
Bill tracking functions are available from the ribbon on the bill page.

Bill Tracking Description

Track Without Updates Bill will be tracked for user (system will not send email referencing updates from LSC).

Track With Hourly Updates Bill will be tracked for user and system will send one email every hour referencing updates from LSC.
Track With Daily Updates Bill will be tracked for user and system will send one email every day referencing updates from LSC.
Stop Tracking Bill will not be tracked for user (system will not send email referencing updates from LSC).

Sample: Bill tracking functions available from the ribbon on the bill page.

Bill Add Bill Add

| I | ! ufé Deactivate @ Track Without Updates | I | ! .ﬁé Deactivate @ Track Without Updates
- m Track With Hourly Updates — f::j Track With Hourly Updates

Save Save & Stop - Save Save & Stop ~

Close Tracking (&) Track With Daily Updates Close Tracking (&) Track With Daily Updates
Save Bill Tracking Save Bill Tracking
Bill Information E Track Without Updates Bill Information Track With Hourly Updates
General i . . . General E
I- Click to mark bill for tracking without i- Click to mark bill for tracking with email

email updates updates each hour on changes

Bill Add Bill Add
| I | ! ;g"é Deactivate 6 Track Without Updates l I l ! 234 Deactivate 9 @ Track Without Updates
- Track With Hourly Updates

u Track With Hourly Updates

Save  Save & Stop B Save Save & Stop .
Close Tracking (&) Track With Daily Updates Close Tracking (&) Track With Daily Updates
Save Bill Tracking Save Bill Tracking
Bill Information E Track With Daily Updates IB-ill Information Stop Tracking
General General . ) ]
I- Click to mark bill for tracking with email C_I'Ck to turn off your tracking for this
updates each day on changes Bill.
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Bill Tracking — User (continued)

To track bills for a user:

Select: BATS tab (left side navigation page).

Select: BATS (left side navigation pane).

Select: Bills (left side navigation pane).

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

Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

6. Select: Bill tracking function (from the ribbon).

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

uewhRE

Sample: Bill tracking functions available from the ribbon on the bill page.

84 Microsoft Dynamics CRM
B - In this sample, the ‘Sample BATS Test’ bill was opened and the bill
il D ! . . . .
H k tracking functions are available from the ribbon.
= % Track Without Updates.
+»+ Track With Hourly Updates.
_ ¢ Track with Daily Updates.
sile  Date Introduced Primary Spansor 5| Sample BATS Test ‘:. Stop Tracking'
11 o | Chamber —
¥ Genera
Related . .
4 Common * Agency Position 48 Microsoft Dynamrcs CRM
|4 Activities i i BI" Add
[ Closed Activiies Agency Contacts :
SonOnoion S | I | ! s34 Deactivate 6 Track Without Updates @ Add @) _— \JE] Copy a Link
¥i - mTrack With Hourly Updates Remove \_‘% l_‘l ﬁ'j E-mail a Link
o« ' Save Save & Stop ) ) Search for Fiscal LSC Connect
4 lgi’::::::::ﬁr:,z“m-v ¥ Rioies Close Tracking O Track With Daily Updates (@ Division MNotes Website -
W Hearings Save Bill Tracking Agency Track Fiscal Notes LSC Collaborate
& RoWs
& Tracking
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Bill Tracking - Agency/Division

Bill tracking functions are available from the ribbon on the bill page.

Bill Tracking
Bill Analysis and Tracking System (BATS)

Agency Bill Tracking | Description
Add Bill will be tracked for agency.
Remove Bill will not be tracked for agency.
Division Bill may be tracked for one or more divisions.
+»» Add and/or remove division tracking.
+» The system will prompt for division information.

Sample: Bill tracking functions available from the ribbon on the bill page.

If division is selected, the system will prompt for
additional information to add/remove division tracking.

Bl | Add Bill | add
”‘)‘3 Deactivate @ Track Without Updates @ Add © R .\54 Deactivate 6 Track Without Updates Add © PR
L Track With Hourly Updates Remove % I—] L) Track With Hourly Updates | (g Remove Q ]
Save Save & Stop  _ Search for Fiscal LSC Save Save & Stop Search for Fiscal LSC
Close Tracking (&) Track With Daily Updates (@ Division Notes Website Close Tracking (5 Track With Daily Updates (@ Division Notes Website
Save Bill Tracking Agency Track Fiscal Notes LSC Save Bill Tracking Agency Track  Fiscal Notes LSC
Bill Information Bill Add Bill Information Bill Remove
|- General % l— General .
sample BATS Tes' select to mark bill for tracking for the Sam ple BATS Tes' Untrack the bill for the agency
Agency
’,QJ Division Tracking - Add / Remove -- Webpage Dialog \El

fe_[ https://trcrmbats.des.wa.gov/CRMBATS/cs/dialog/rundialog.aspx?Dialogld=%7bE421B7DF-8FEA-445C-B647-A793F1904760%7c % ‘

Division Tracking -

Division Selection - No Divisions Tracking

Add / Remove

The system will prompt for information

Bill | Add to add/remove division tracking.
.\56 Deactivate @ Track Without Updates 6 Add [ — The Agency
H % . \% ‘ 179 Department of Enterprise Services Iz‘
w Track With Hourly Updates Remove
Save Save & Sto| Search for Fiscal LSC . . .
Close TrackE\Jﬁg U Track With Daily Updates \‘ Division Notes Website Select the Division to add or delete a Team Tracking record for this Bill.
Sample BATS Test
Save Bill Tracking Agency Track Fiscal Notes LSC
Bill Information Bill Division Click to add comments
I— General
Sample BATS Tes'  Click to select which Divisions will Track
R Help Summary Next Cancel
this Bill
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Bill Tracking - Agency/Division (continued)
Bill tracking functions are available from the ribbon on the bill page.

To track bills for an agency/division:

Select: BATS tab (left side navigation page).
Select: BATS (left side navigation pane).
Select: Bills (left side navigation pane).

o hswnN e

Select: Agency track function (from the ribbon).

Scroll: To find the bill (use the dropdown list to change views if needed).
Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Bill Tracking
Bill Analysis and Tracking System (BATS)

lResuIt Agency bill tracking is updated. An error message will be displayed if the action is not allowed due to security permissions

or system validation error.

Sample: Bill tracking functions available from the ribbon on the bill page.

ikt Microsaft Dynamics CRM. tas @
Ha - © rock Wit s In this sample, the ‘Sample BATS Test’ bill was opened and
o smnt s tj[w s the agency bill tracking functions are available from the
5 rcking ribbon.
g S;mple BATS Test “ Add
T Ciate roduced Primary Sponsor 4] Sample BATS Test 0:0 Remove.
S Emp Cwiginal Chamber 0:‘ Division
L3 General
Related
« Common ¥ Agency Position 4% Microsoft Dynamics CRM

(3 Activites

Connect;
a :I“'dit.H:Shm Epm | I 134 Deactivate 6 Track Without Updates @ Add (@) —_— LE] Copy a Link
B Classficatons =

P i i ¥ Analysis e e
& febisd b l@ S 4 Track With Hourly Updates Remove R l_'l {7 E-mail a Link
Elegistivg Deiah ) » Notes Save Save & Stop ) ] Search for Fiscal ~ LSC  Connect

-:i ,L_:::E o Close Tracking O Track With Daily Updates (& Division Notes Website -
: O Save Bill Tracking Agency Track Fiscal Notes LSC Collaborate

Tracking
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Bill Tracking - Agency/Division (continued)
If bill tracking by division is selected, the system will prompt for additional information to add/remove division tracking.

Sample: Bill tracking by division.

| Division Tracking - Add / Remove -- Webpage Dialog @

féJ https://trermbats.des.wa.gov/CRMBATS/cs/dialog/rundialog.aspx?Dialogld =%7bE421B7DF-8FEA-445C-B647-A793F1904760%7 ¢ % |

Division Tracking - Add / Remove

Division Selection - No Divisions Tracking

>

The Agency Tip

| 179 Department of Enterprise Services [x] In this sample, the ‘Sample BATS Test’ division is selected

Select the Division to add or delete a Team Tracking record for this Bill. from the dropdown Values'

¢ The system will prompt for additional division

information to add/remove tracking.
Click to add comments
| Help ‘ | Summary ‘ ‘ Next | ‘ Cancel |
| Division Tracking - Add / Remove -- Webpage Dialog @
|@ https://trcrmbats.des.wa.gov/CRMBATS/cs/dialog/rundialog.aspx?Dialogld =%7bE421B7DF-8FEA-445C-B647-A793F1904760%7 ¢ % ; . L.

o . In this sample, the ‘Sample BATS Test’ division was already
Division Tracking - Add / Remove . . ) e e s .
Division Selection added to track the bill. The ‘Sample BATS Test’ division is

selected again to remove (delete) tracking.
Tip > [ «+ Alist of divisions currently tracking the bill is

The Agency H H ar

1170 Department of Enterprise Services = displayed. Use the dropdown to display additional

divisions.

|L;‘;r::|e°'ﬂ‘:§'s°;‘:5:"a‘a’“’""‘“g this Bil. = % A list of divisions that may be selected to track the bill

and/or remove bill tracking is displayed. Use the

Select the Division to add or delete a Team Tracking record for this Bill. . g PR

S e dropdown to display additional divisions.
+* The system will prompt for additional division
Click to add eomments information to add/remove tracking.
| Help ‘ | Summary | | Next | ‘ Cancel
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Assign Tasks and Activities for Bills
Activities may be used to create or manage actions (tasks or assignments) such as notes, e-mail, phone call, letter, fax, or
appointment.

To add a task or activity from a bill page:

1. Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

2. Select: Add (from the ribbon). Note: this is the ‘add’ tab on top of the ribbon. The ribbon will display additional functions that
may be used to add tasks, notes, attachments, and/or assignments to the bill.

3. Select: Activity type (from the ribbon). Activity types may include attach file, add note, tasks, email, phone call, letter, fax, or
appointment. 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 and associated with the bill. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Tasks and activities are available from the ribbon.

Select ‘add’ tab and the ribbon will change to display additional
Q & 5 Bymanecal e e functions that mav be used for tasks or activities related to a bill.
) V| |G ) Letter o2l
g e O L L AP, e hciiitins =
S Bill gills - =
H Sample BATS Test :
Bill # Date Introduced Primary Sponsor Q‘] Sample BATS Test
Bill ID Original Chambaer
» General In this sample, the bill page was opened and the “add” tab was selected from the ribbon.
"c':::mn S Aeanesei/ Bl Cintail ++ Select an activity type (from the ribbon) and the system will open a new page
Legisiative Detail R _ (window) so that information about the activity may be input.
faeney tomace % If afile is attached or a note is added, the system will display it on the bill page in the
¥ Sponsors notes section.
» Analysis + If a task is added, the system will display it in views associated with the bill activities.
» Notes
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Bill Tracking — Related Bills
Bills may be related to other bills on the bill page.

To relate a bill to another bill:

Select: BATS tab (left side navigation page).

Select: BATS (left side navigation pane).

Select: Bills (left side navigation pane).

Scroll: To find the bill. Use the dropdown list to change views if needed.

Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: Related Bills (left-side navigation pane).

lResuIt Related bill information is displayed. An error message will be displayed if the action is not allowed due to security
permissions or system validation error. =»Note: Additional steps are needed to relate bills.

Qo v s wN e

Sample: Related bill information is available from a bill page (select related bills from the left-side navigation pane).

Uit Tools 44 Microsoft Dynamics CRM Base BATS Tast B
Add | Related Rills | CRM_BATS &
= 7 Copy a Link - e
—_! L #| E-mail a Link View “ Q
Add New Related Add Fxlmn Related . Filrer tault  Chart Run  Fxpart Related
Eill £ Delete Related Rill Pane»  Reporl - Bills
Records Collaborate Current View View Data
Bill Information il 5 -
General % Rl Bills - &
Agency Bill Detail Sample BATS Test
Agency Contacts Bill # Date Introduced Primary Sponsor & | Sample BATS Test
Sponsors
Anajysiz Bill 10 Original Chamber Use the dropdown to change views if needed.
Notes 0 . ‘ . e vi
o
7 Related bils | Active Related Bills - % This sample uses the ‘Active Related Bills’ view.
Related Related From a P— Dasaripion +* In this sample, there are no related bills.
4 Common Adlive Related Bills
4 Activities Inactive Related Bills

Lf:::) Closed Activities
B Connections
¥ Audit History

Related Bill Associated View

Create Personal View

B Classifications

# Related Bills

Legislative Detail

Bill Tracking Page 13 of 21 October 2013
Bill Analysis and Tracking System (BATS) User Reference Materials Revision P2v1.0




Washington State Department of

Enterprise Services

Bill Tracking
Bill Analysis and Tracking System (BATS)

Bill Tracking — Related Bills (continued)

To continue steps needed to relate a bill to another bill:

1. Select: Add New Related Bill (from the ribbon). The system will open the related bill page.
2. Input: Related bill information.

3. Select: Save.

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

Sample: Related bill page.
— In this sample, add new related bill is available from the ribbon on the bill page.
ile elated Bi ‘UW 44 Microsoft Dynamics CRM Base BATS Test @
H IﬁSave&New B Add | Related Bills CRM_BATS &
7 Delete Activate 7| Copy a Link S | Save Filters 4 ===
Save Save & Assign = =] . e - E‘ =7y
Close j ﬁ s34 Deactivate # E-mail a Link T 3 Save Filters as New Vie - Six
) Add New Related Add Existing Related Assign Related Filter Run  Export Related
Save Coll Bill Bill X Delete Related Bl Bills Reports = Bills
Related Bill Records Collaborate Current View View Data
\// New Add New Related Bill 3 gill Gl = v
Add a related Related Bill to this record. Sample BATS Test
4 Relate to
Related To a Sample BATS Test rel
Description Note: In the training environment, the ribbon displays additional functions. Technical staff are currently
.......... ‘ working on this functionality.
“ Details . . . . . . .
- *»* Add Existing Related Bill: technical staff are planning to remove this function (not needed).
Belaedlion B semple BATS Test «»* Activate: this may be used to activate a bill relation if it has been deactivated.
Created On «+ Deactivate: this may be used to activate a bill relation if it has been deactivated.
Modified On +» Delete Related Bill: this may be used to delete a bill relation (this does not delete a bill — it deletes the
bill relation).
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Display (View) Bill History
Bill history is available from a bill page.

To display bill history from a bill page:

Select: BATS tab (left side navigation page).

Select: BATS (left side navigation pane).

Select: Bills (left side navigation pane).

Scroll: To find the bill. Use the dropdown list to change views if needed.

Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

6. Select: Bill History (left-side navigation pane).

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

uewhRE

Sample: display bill history from a bill page.

List Toole | A8 Microsoft Dynamics CRM Base BATS Test 0
Bill  Add | Bill Activity Logs CRM_BATS o
# o ‘]'r HE Filter: I' g '—'—'=1
Sa 1 s Mew View i \.ﬂx
Filter Set As t  Chart Run Fxpnn R Il J’\ﬂl\-’ll’}

Pane = Heport -

Collaborate Current View Diata

Bill Information a Bill ail & ¥ -
s Sample BATS Test

Bill # Date Introduced Primary Sponsar & | Sample BATS Test

= Agency Bill Detai

In this sample, the ‘Legislative Bill Activity Log

Analysis BillID Original Chamber . . . .
Lo ’ Associated View’ is displayed.
LI Bill History | Legislative Bill Activity Log Associated View '] “1 o Use the dropdown to change views if
lated Action Date - Bill Status Action Description

needed.

Common

Legislative Detail
L Bill History

q Hearings

&% RCWs
& Tracking
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Display (View) Bill Hearings
Bill hearing information is available from the BATS tab in the left-side navigation pane.

To view (display) hearing information:

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

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

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

4. Scroll: To find the hearing. Use the dropdown list to change views if needed.
5. Select: Hearing (left-mouse-click on one of the values for the hearing).

MResult: Hearing page is displayed with details about the hearing. An error message will be displayed if the action is not allowed

due to security permissions or system validation error.

Sample: Bill hearmg mformatlon on the BATS page.

Bl i In this sample, the hearing page is displayed.
weneines | ﬂ il % Select one of the sections (general, related bills, notes) to display details.
1 Eomaila ik A .-. Run b Al Advanced 4% Microsoft Dynamics CRM Base BATS Test
7 9 Report» Find “ Hearing CRM_BATS 2
Collaborate P 55 Data
- ; L Hide Y Copy aLin —
BATS NGB~ Hearings  Active Hearings ~ L _! ( : IL: k l ﬁ
My Work Hearing Date/Time &  Committee Name Hearing Link Weblink i oo \VC’<|’|C.\ Daog Repor'
BATS 1/14/2013 1:30 PM hitp/ifvewnleg.
E Agency Requests hitp v leg y r— = i =
B siss hitpa//wwwleg; S E Hearing Hearings -+ ¥
g Hearings . Agriculture & Natural Resources
- RCW's hitpe e Jegal Hearing Name & Natural ing Date/Time  1/16/2013 8:00 AM
B Classifications i — —
Contecs hizpe/fvewwleg, Related P General
hitps/peawlegy] - TS
hittpefeewew deg P Related Bills
hitpafvewnleg |
hizpc/fww leg, P Notes
hittp e leg
hitpy, g wigow) House Hearing Rm A John L. O Brien Builkding 18265
1/15/2013 330PM TR httpe/eww leg wagov/House/committ...  House Hearing Rm B John L O'Brien Building 18266
Use the mouse to double-left-click on a value for the hearing and the BATS hearing page will be displayed.
BATS ¢ The ‘hearing link’ opens the LSC website.
Admin = [ A 8 b o £ F [ H 1 1 K L M N O P Q R sz
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Display (View) Bill Hearings (continued)
To display bill hearing information on the LSC website:

1
2.
3.
4
5.

Select: BATS (left side navigation pane).

Bill Tracking
Bill Analysis and Tracking System (BATS)

Select: BATS tab (left side navigation pane).

Select: Hearings (left side navigation pane).
Scroll: To find the hearing. Use the dropdown list to change views if needed.
Select: Hearing link. The system will open the LSC website.

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

Sample: Hearings from the left-side navigation

Hearings

4 CopyalLink » - ﬁ b Export to Bxcel 3
y | 5
e & 83 i X

7 E-mail a Link - W Filter

pane in the BATS tab.

In this sample, hearing information is displayed using the ‘Active Hearings’ view.

R/

+» Use the dropdown to change views if needed.

Start Run Advanced
Dialog  Report= Find
Collaborate Process Data
BATS NGB~ Hearings  Active Hearings ~
Work Hearing Date/Time &  Committee Name Hearing Link Hearing Location H
o
4 BATS 1/14/2013 130PM  FIN legwagov/House/committ..  House Hearing Rm A John L O'Brien Building
E Agency Requests L/14/2013 3:30PM APP Lwagov/House/committ..  House Hearing Rm A John L O Brien Building
Bills 171472013 230PM TR ov/House/committ..  House Hearing Rm B John L. O'Brien Building
g Hearings 1/15/2013 8:00 AM  GOE agov/House/committ..  House Hearing Rm E lohn L O Brien Building
= RCW's "y b se i ' Brics ildis
PR 1/15/2013 8:00 AM  HE agov/House/commitl..  House Hearing Rm A John L O'Brien Building & Natural . 0111813 £:00 am
1/15/2013 800 AM  BFS ovHouse/committ...  House Hearing Rm B John L. O@'Brien Building Full Commitsee
Contacts . e i e P Hovet Hearing Ron §
1/15/2013 00 AM  PS agov/House/committ... House Hearing Rm D John L O'Brien Building John L. c\;l;n
1/15/2013 1:30 PM HOW agov/House/commilt...  House Hearing Rm B John L. O'Brien Building Work Session:
1/15/2013 130 PM LG agov/House/committ.,.  House Hearing Rm O John L O'Brien Building T B B st b wad il
1/15/2013 1:30 PM  GAD agov/House/committ..  House Hearing Rm E John L O'Brien Building
g i use Heari Bri ildi eram i U
1152013 1:30PM  ED agov/House/committ...  House Hearing Rm A John L O'Brien Building fé& e "&f&:\m A
1/15/2013 1:30 PM  ELHS agov/House/committ., House Hearing Rm C John L O'Brien Building
1/15/2013 330 PM APP agov/Housefcommitl..  House Hearing Rm A John L. O'Brien Building vyl Toca | Gmain T ik o [ Peeey FONcH [ sy ReTatich [ RMEer L B
1/15/2012 3:30PM TR agov/House/committ..  House Hearing Rm B John L O°Brien Building
1/16/2013 800 AM  AGNR R v leg i gov HOUSS/ COmMITtL,_ House Hearing Bm Blohn L O Bricn Building
1/16/2013 8:00 AM  TED . .
BATS Blm i Select the hearing link to open the LSC page
1 - 50 of 983 (0 selected H 1
i ) for hearings detail.
Admin =l an -
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Bill Analysis and Tracking System (BATS)

Display (View) RCW’s
Revised Code of Washington (RCW) information is available from the BATS tab in the left-side navigation pane.

To view (display) RCW information:

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

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

3. Select: RCW’s (left side navigation pane).

4. Scroll: To find the RCW. Use the dropdown list to change views if needed.
5. Select: Name of RCW (left-mouse-click on the RCW number).

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

system validation error.

Sample: RCW information. - R
o J_'ﬁ(opya Link =
h RCW's View Charts &y || jﬂ
L—J ﬂ E-mall a Link o &' .
A i - 7 1 Weblink Run Start Run
43 Copy a Link { - ) ! E.cl & Expo Workflow I}i;log Reporte
ﬂ E-mail a Link » - ) | . v Filte RCW Link Collaborate Process Data
Run Start Run
Workflow Dialog Reportw 2 ROW ROW's v #iq
Collaborate Process 0 1.16.050
BATS ﬁ 3~ RCW's Active
B Nae o 4 General
My Work e N |
ame
BATS [] 116050
O RCW Title | RCW Chapter RCW Section
E Agency Requests
B siis
S Hearings B ¥ Related Bill
&L RCW's D
& Classifications D
 Contacts [ 065 9/25/2013 3:26 PM
— D — PR oas
B | Select name of RCW and the system will open the RCW page.
Admin oy (0]
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Display (View) RCW’s (continued)

To view (display) additional RCW information:

1. Select: WeblLink (from ribbon).

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

Sample: RCW information.

icrosoft mi
cow s Bymie R Select WebLink (RCW Link) from the ribbon and the system

B Copy a Link _— will open the LSC website with RCW information.
E il E—r::ila Link @ &‘I

s — -
‘WebLink Run Start Run LL)I\“J 8| hatpy//appsleg wagov/row/defaultaspadcite=1
Workflow Dialog Reporte = =

4 RCW L16.050: "Legal holidays and

E{u«r

= E| 4 | X || P ging

File Edit View Favorites Tools Help
RCW Link Collaborate Process Data

WeblLink

1f Favorites | 7%

) RCW 1.16.050; "Legal holidays and leg_. o « [ i = Page Safetyv Tools+ @
Click to open the webpage associated

with this RCW - ,%( \
—— eedt W WASHINGTON STATE LEGISLATURE
pEnEE &l = Legislature Home | Senate | House of Representatives | Contact Us | Search | Help | Mobile
Name * |'_ 16.050 ) ) RCWs > Title 1 > Chapter 1.16 > Section 1.16.050 Print Version | o dispondie en espariol]
Inside the Legislature
RCW Titl 1
e I * Find Your Legislater 116,040 << 116.050>> 1.16.060
1B. << 5.050 >> 1.16.

* Visiting the Legislature

* Agendas, Schedules and
» Related Bills Calendars RCW 1.16.050

* Bl Information “Legal holidays and legislatively recognized days.”
* Laws and Agency Rules
* Legislative Committees
+ Legislative Agencies

* Legislative Information *** CHANGE IN 2013 *** (SEE 1319.SL) ***
Center
* E-mail Netifications The following are legal holidays: Sunday; the first day of January, commonly called New Year's Day; the third Monday of
* Civic Education January, being celebrated as the anniversary of the birth of Martin Luther King, Jr.; the third Monday of February to be known
* History of the State as Presidents' Day and to be celebrated as the anniversary of the births of Abraham Lincoln and George Washington; the
Legislature

last Monday of May, commonly known as Memaorial Day; the fourth day of July, being the anniversary of the Declaration of
s e Independence; the first Monday in September, to be known as Labor Day; the eleventh day of November, to be known as
Veterans' Day; the fourth Thursday in November, to be known as Thanksgiving Day; the day immediately following

* &Z‘gﬁ;fn'nme i Thanksgiving Day; and the twenty-fifth day of December, commonly called Christmas Day.
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Display (View) Bill Fiscal Notes

Fiscal note information is available from a bill page.

To view (display) fiscal note information:
Select: BATS tab (left side navigation page).
Select: BATS (left side navigation pane).
Select: Bills (left side navigation pane).

o hswnN e

Bill Tracking

Bill Analysis and Tracking System (BATS)

Scroll: To find the bill. Use the dropdown list to change views if needed.
Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.
Select: Search for Fiscal Notes (from the ribbon).

lResuIt Fiscal note information on the OFM website is displayed. An error message will be displayed if the action is not allowed
due to security permissions or system validation error.

Sample: Link to OFM website from a bill page.

Legislative Detail
P Agency Contacts

¥ Sponsors
¥ Analysis

¥ Notes

A8 Microsoft Dynamics CRM
m
l ! &Jcactlvatc @ Track Without Updates (= " % &
u Track With Hourly U Rermove K‘v L L ﬂ H
Save Save & <.:.-.. T Search far Fiscal LSC Connect
Close ng (& Track with Daily U el Website -
Save Bill Tracking Collabd
Bill Information gill Search for Fiscal Notes
General E
. Click to find Fiscal Notes associated with
I-‘ s Click to find Fiscal M, iated wi
- Agency Bill Detail this Bill
= Agency Contacts Bill # Date Introduced =
L Sponsors
= Analysis Bill ID Original Chamber
L Notes
P General
Related
Common » Agency Bill Detail

In this sample, ‘search for fiscal notes’ is selected from the
ribbon on the bill page and the OFM website is displayed.

z

o~
'}\)'\“) [g_ https,//forresswa.gov/ofm,frspublic/legsearch.aspxTBillNumber

File FEdit View Favorites Tools Help
1 Favorites |

€ Fiscal Notes for bill 1014 during the 2.

~ ) Identified cl

», Office of
. % Financial Managem
State of Washington

iscal Notes

prn (o Lemslative Bill Search

Number of Records Found: 0
No results match your search critera.

Bill Tracking
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Display (View) Legislative Service Center (LSC)
LSC information is available from a bill page.

To view (display) LSC information:

Select: BATS tab (left side navigation page).

Select: BATS (left side navigation pane).

Select: Bills (left side navigation pane).

Scroll: To find the bill. Use the dropdown list to change views if needed.

Select: Bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: LSC Website (from the ribbon).

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

o swnN e

Sample: Link to LSC website from a bill page.

441 Microsoft Dynamics CRM Basa BATS Test (7]

Bill CRM_BATS &

wi Deactivate &9 Track Without Updates s Add 3 Copy a Link E
H ‘-E!i ""’ R Track With Hourly Updates @ _ D ;% £ E-mail a Link -ﬂ
e Tisihng (D Track ih Daily Updines. | @)1 R o i Report= In this sample, ‘search for fiscal notes’ is selected from the
Bl Tocking e ribbon on the bill page and the OFM website is displayed.
Blli.:[ﬂfufmnlon % Bill LSC Website =
| Sample BATS Test Click to apen the LSC webpage

+ Agency Bill Detail i i
gency Bill De assodiated with this Bill

il # Date Introduced Primary Sponst

|- Sponsors — P ——

5 | ] hutp:// appsleawagovitillinfo/summarny.asps? w | ks
[ Analysie Bill 1D ongnalcf A B
L notes Fila Edit View Favorites Tools Help

P} General o Favorites | 3

Related @

Commen ¥ Agency Bill Detail

Legislative Detail - :

—_d \'a WASHINGTON STATE LEGISLATURE

P Agency Contact
HEEY 7 Legislature Home | Senate | House of Representatives | Contact Us | Search | Help | Mobile

Bill Infermation = Print Version | Ne dispenible en espadol] | =

} c X
SPoiors Inside the Legislature

* Find Your Legisiator

* \isiting the Legislatura
* Agendas, Schedules and -1 =

¥ Notes Calendars [-_Se_a((y a

e iAol Search the full text of a bill

¥ Analysis

Search by BiII_N_umber

* Laws and Agency Rules
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

The Bill Analysis and Tracking System (BATS) provides flexible tracking, reporting, and analysis methods from bill origin through
the legislative process.

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

This document provides an overview of bill analysis and review functions, including:
% Prepare bill analysis.

¢ Provide bill analysis details.

%+ Review bill analysis details.

R/

s Complete bill analysis.

Sample: Bill page is initially separated into 6 sections.

aill | add

441 Microsoft Dynamics CRM

A Deactivat @ Track without Updat € Add S— . . . .
H lté W Deacivate Q@ Treck withoutupdates Q) @ Some information about the bill will be greyed-out
uTrackWith Hourly Updates Remave 0 Y ) s .
Save Save & Stop Search for Fiscal LSC because it is ‘read Only information.
Close Tracking (&) Track With Daily Updates (@ Division Notes Website
Save Bill Tracking Agency Track Fiscal Notes LSC Collaborate Data
Bill Information : -
== Bill i -
o = Sample BATS Test - ’
Agency Bill Detail ample €S
k Agency Contacts Bill # Date Introduced Primary Sponsor 4 | sample BATS Test
).- Sponsors
b Analysis Bill ID Original Chamber
L Notes h
=
» General
Related Bill pages are initially separated into 6 sections. Select a section to expand it
Common ¥ Agency Bill Detail and display (view) details.
Legislative Detail . 1.General.
Agency Contacts . .
gency L | 2.Agency Bill Detail.
b Sponsors 3.Agency Contacts.
4.Sponsors.
» Analysis 5.Analysis.
6.Notes.
¥ Notes =
Bill Tracking — Analysis and Review Page 1 of 27 October 2013
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Bill Tracking — Analysis and Review

The ability to manage agency bill analysis and review is based on user roles and security protocols. This helps to ensure that

individual agencies own and control access to their information.

% Information provided by an agency on the bill page (including agency detailed analysis) is for internal agency use. This
information is not available to other agencies unless the agency uses the ‘share’ function in BATS.

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Bill Analysis and Review

Process Overview

Additional Info

Prepare Bill Analysis

Open a bill page (find and select a bill).
Add agency bill detail (agency short title and priority).
% Connect agency contacts and sponsors.

7
°

3

Starting point for preparing agency analysis.

R/

%+ This information is input on the bill page.

Prepare Bill Analysis Details

Open analysis page on a bill (find and select a bill and open
the analysis section).

+« Add new analysis.

«+ Assign preparer for analysis.

«+ Assign reviewers for analysis.

Starting point for preparing analysis details.

** The analysis section on the bill page is used
to add an analysis page (this analysis page
will be used to provide analysis details and
reviewer tasks).

Provide Bill Analysis Details

Open analysis page on a bill (find and select a bill and open
the analysis section).

» Select ‘start analysis’ to input new analysis detail.

Edit and format analysis information.

Add notes.

Update review task details.

Select ‘ready for review’.

0‘0

0‘0

7
* 0‘0

/7

¢

7
0.0

Starting point for providing analysis details.

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

<+ After the analysis is input, it may be
edited/formatted if needed.

Review Bill Analysis Details

Open analysis page on a bill (find and select a bill and open
the analysis section).

Select ‘generate summary’.

Review analysis.

Update analysis (if needed).

Select ‘mark complete’ (reviewer task status).

7
°

7 7
0.0 0.0

7
X4

L)

Starting point for reviewing analysis details.

«»+ After the analysis details are reviewed, they
may be edited/formatted if needed.

< When reviewer tasks are ‘marked complete’,
items in the queue and activity lists (views)
will be updated.

Complete Bill Analysis

pen a bill page (find and select a bill).
Select ‘complete’ (all reviews complete).
Add notes.

Add agency bill detail (agency position).

o % O

7
X4

L)

Starting point for completing agency analysis.
+* This information is input on the bill page.

Bill Tracking — Analysis and Review
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis —General Information

The ability to prepare agency bill analysis is based on user roles and security protocols. This helps to ensure that individual agencies
own and control access to their information.

¢ Some information in the general section of a bill will be greyed-out because it is ‘read only’ information.

To display (view) general information about a bill:

1. Select: Bills (left side navigation pane).

2. Scroll: To find the bill (use the dropdown list to change views if needed).

3. Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.
4. Select: General section on the bill page.

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

Sample: General section on a bill page.

i Deactivate & Track without Updates @ add G p—— | 8 CopyalLink |
B I'r[!i ; : . L & 3
K Track with Hourly Updates (g Remowe ) L8k g £.mait a Link
) y U
Save  Save & stop Search for Fiscal  LSC  Connect Run
Closa racking (D) Track W sily Updates ex Website % Report -
S AVeE Bill Tr L5¢ Collaborate Data
Bill Informati I ;
LRSS B a[e
Sample BATS Test
L tacts Bill # Date Introduced Primary Spansor 4] Sample BATS Test

In this sample, the bill page for Sample BATS Test was opened and the
general section was selected.

Ralutac ) Session of the 63rd Legislature H H H i i i

o : e el it <+ Some information in the general section of a bill will be greyed-out

et e e because it is ‘read only’ information.
Bill Type * erate i E - Companicn Bill =
Related Agency (3 Related Drafe s [
Passed By Chamber N = | Passed By Opposite Passed by Legislature Flag | N -
Of Origin Flag Chamber Flag
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Prepare Bill Analysis — Agency Bill Details
Agency bill details (including agency short title and priority) may be added to a bill.

To add agency bill details to a bill page:

1. Select: Bills (left side navigation pane).

2. Scroll: To find the bill (use the dropdown list to change views if needed).

3. Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

4. Select: Agency Bill Detail section on the bill page.

5. Select: Add New Agency Bill Detail (from the ribbon).

MResult: The system will open agency bill detail page. An error message will be displayed if the action is not allowed due to
security permissions or system error. =»Note: Additional steps are needed to add agency bill details.

Sample: Agency Bill Detail section on a bill page.

List Tools 48 Microsoft Dynamics CRM Base BATS Test &
“ Rill L Agency Bill Details CRM_BATS &
= el Activale # Copy a Link \ o Save Filters - T ey :
B e oo Y oo w B W SE
Add New Agency Bill ) Filter Set As Default Chart Run  Fxport Agency Rill
Detail X D ency Bill Detail Panc-  Report- Details
Records Collaborate Current Wiew View Data
Add Mew Agency Bill Detall 5 Bill o v -
Bills -
Add a related Agency Bill Detail to this Sample BATS Test
sk Bill # Date Introduced Primary Sponsor §_| Sampla BATS Tast
Bill 1 Original Chamber . .
: In this sample, the bill page for Sample BATS Test was opened and the
» General agency bill detail section was selected.
lated . . . . . . .
“: 4 Agency Bill Detail — % Add new agency bill detail function will not be displayed on the ribbon if
ommon y: il al . . . .
Eacdaihs Dotal Mg Biion the agency bill detail section is not selected.
Agendcy Short Title o Agency Priarity Agency Pasition o
4 | | (3
0 -0 of 0 {0 selecred) Page 1
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Prepare Bill Analysis — Agency Bill Details (continued)
To continue steps needed to add agency bill details:

1.
2. Select: Save.

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Input: Information about the agency bill details. Required fields are marked with *. Use Look Up to search for values.

MResult: Agency Bill Detail section is updated. An error message will be displayed if the action is not allowed due to security

permissions or system error.

Sample: Agency bill details page.

Agency Bill Detail

441 Microsoft Dynamics CRM

Note: In the training environment, ‘related
agency*’ currently does not default to the

Agency Position

Agency Priority

|Nn Position El

Inactive

Use the dropdown to select value for
agency priority.

*é Save & New 7 Copy a Link 1 ’ : :
o 5 Delete Jemsiaune | INPUtinformation about the agency bill details. owner’ agency. Technical staff are working to
Save  Save & % Agency Short Title is sometimes referred to as fix this issue so that the vc;'llue au,tomat/cally
Save Collaborate the agency “nickname” for the bill. updates (defaults) to the ‘owner’ agency.
Information *2 A Bill Detail B .
L General 'ﬁ“ Ng:‘:y ‘ el A Deta
Related 4 General
Common
-~
Processes Owner § Base BATS Test =
Related Agency * 4 | Use the dropdown to select value for agency position
Agency Short Title after agency analysis is completed.

Agency Position | No Position
Supports

Supports with Concerns
Neutral
Concerns

Opposes
Mo Paosition

Bill Tracking — Analysis and Review
Bill Analysis and Tracking System (BATS) User
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Prepare Bill Analysis - Connect Agency Contacts
Contacts may be associated (connected) with a bill for agency analysis.

To connect contacts to a bill for agency analysis:

Select: Bills (left side navigation pane).

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

Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: Agency Contacts section on the bill page.

Select: Connect (from the ribbon). The connect function will not be displayed on the ribbon if the agency contacts section is not
selected.

MResult: The system will open connect contacts page. An error message will be displayed if the action is not allowed due to
security permissions or system validation error. =»Note: Additional steps are needed to connect agency contacts.

uewhRE

Sample: Agency contacts section on a bill page.

List Toals | 441 Microsoft Dynamics CRM
Add Connections
Filer h Set Chart Run Export
Pa Report « Connections
Reco Data
Add Connection g il
‘\.e‘:m‘r a fr-nl‘.r'rria-.\ role o i:.\.d-r."rp how Sample BATS Test
; e yeer Bill & Date Introduced Primary Sponsor R Sample BATS Test
annections for a record 2 e
under Details, click Connections. BIHID Sngnal Chumber
¥ General . .
Related In this sample, the bill page for Sample BATS Test was opened
Common ¥ Bosncy BIl Datall and the agency contacts section was selected.
Legislative Detail . . . . .
grsiative et 4 Ryt Cotiets % The connect function will not be displayed on the ribbon if
= e Y = the agency contagts section is not selected.
4
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Prepare Bill Analysis - Connect Agency Contacts (continued)
To continue steps needed to connect agency contacts to a bill for agency analysis:

1. Input: Information about the contact connection. Required fields are marked with *. Use Look Up to search for values.
2. Select: Save.

MResult: Contact is connected to the bill for agency analysis. An error message will be displayed if the action is not allowed due to
security permissions or system validation error.

Sample: Connect contacts page.
48 Microsoft Dynamics CRM Bas,msjmd In this sample, Look Up is used to search for role.
Connection CRM_BATS ¢ #|LookUp Record - Webpage Dialog 1
H %Save& New ca S.Tarhgv i}l I|'.l:iu_:-\|-!- ! .;—.waq(w RMBATS/ cont ckupylookupnio.spe? Al o iber & DelauitType= 3231 &DetaultVie
" ! ) ook Up Recor
e Saca /5 Delete .-\;si i 7] Copy a Link InPUt name of contact. Enter your search criteria and click Search to find matching records. Filter your results and view different columns of data by
Close 9 3 E-mail a Link .:; Use Look Up to search for name. using the View options. Then, select the record you want and click OK.
Save Collaborate Look for: | Connection Aole ]
lﬂ.} Connection @t v Rl Connection Role Lockup Visw [+]
- New Narme Connection Role Category & Status
E Sample BATS Test = e s Bt S s
Analysis Contact Business Active
) Commzst To Stakeholder Business Active
4
Name * H As this role * 1-30f 3 (1 selected) 4 4 Pagel h
Position * | Propeties ||
Description Supports oK Il Cancel
Supports with Concerns
Neutral
Concerns
Opposes M ..
b Details nepesien | Use the dropdown list to select Position.
t .
= Input value for ‘as this role’.
++ Use Look Up to search for role.
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis - Connect Sponsors
Sponsors may be associated (connected) with a bill for agency analysis.

To connect sponsors to a bill for agency analysis:

Select: Bills (left side navigation pane).

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

Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: Sponsors section on the bill page.

Select: Connect (from the ribbon). The connect function will not be displayed on the ribbon if the sponsors section is not
selected.

MResult: The system will open connect sponsors page. An error message will be displayed if the action is not allowed due to
security permissions or system validation error. =»Note: Additional steps are needed to connect sponsors.

uewhR

Sample: Sponsors section on a bill page.

List Tools Al Microsoft Dynamics CRM

il 3 S

ult  Chart Run Export
Pane - Report = Connections

Bil Ardd Connactions

% Copy a Link

Connect

# E-mail a Link

Records Collaborate Currant View Data

Add Connectian 1
Bill

Select a connection role to indicate how a Sample BATS Test

these records are related to you or

another record Bill # Date Introduced P;iu'ar-,- Sponsor 2-] Sample BATS Test
To view all the connections for a record, . =
under Details, click Connections. Bill 1D Original Chamber
¥ General
Related In this sample, the bill page for Sample BATS Test was opened
Common » Agency Bill Detail N
and the sponsors section was selected.

Legislative Detail

¥ Agency Contact ++» The connect function will not be displayed on the ribbon if
the sponsors section is not selected.

4 Sponsors

Sponsor Order Role (To) Connected To

Bill Tracking — Analysis and Review Page 8 of 27 October 2013
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Prepare Bill Analysis - Connect Sponsors (continued)
To continue steps needed to connect sponsors to a bill for agency analysis:

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

1. Input: Information about the sponsor connection. Required fields are marked with *. Use Look Up to search for values.

2. Select: Save.

MResult: Sponsor is connected to the bill for agency analysis. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Connect sponsors page.

44 Microsoft Dynamics CRM
Connection

Base BATS Test 0

In this sample, Look Up is used to search for role.

CRM_BATS & ¥ | Look Up Record -- Webpage Dialog Ei
%Save&New 31 Sharing « £ Mipe/trermibats.deswagos/CRMBATS/ cont eokupyflookipanto.aspx AllowfilterOit = 06 Delauti Type = 3231 &DefauliVie 3§
H % Deete -  Conya Link Input name of sponsor. Lok Up Record
) £ yaLir - " 9 . , -
Q s; & Assiar o, Enter your search criteria and dick Search to find matching records. Filter your results and view different columns of data by
Y e T emaiaun| % Use Look Up to search for name. using he View ptions. Then slect herecord you wantand ik OF,
Save Collaborate Yakton =
Connection Connections - Views To ]
= New
E Sample BATS Test Narme Connection Role Category & Status (s}
¥ Subjec Maner Expent Basiness Active
4 Analysis Contact Business Active
Connect To Stakeholder Business Ative
Name * a As this role * a L = L
1-30f 3 {1 selected) | Page1 b
Position *
| Properies |
Description Supports =
Supports with Concerns =
Neutral | o It Capoed
Concerns
Opposes
S it No Position Use the dropdown list to select Position.
Details Other
Input value for ‘as this role’.
0
% Use Look Up to search for role.
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis Details — Add Analysis
Detailed agency analysis may be added to a bill.

To add a new analysis to a bill:

Select: Bills (left side navigation pane).

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

Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: Analysis section on the bill page.

Select: Add New Analysis (from the ribbon). The add new analysis function will not be displayed on the ribbon if the analysis
section is not selected.

MResult: The system will open a new analysis page. An error message will be displayed if the action is not allowed due to security
permissions or system validation error. =»Note: Additional steps are needed to add a new analysis.

uehwhRE

Sample: Analysis section on a bill page.
| List Tooks | Al Microsoft Dynamics CRM

Analysis

Bill
this record ; Sample BATS Test

oA Bill Primary Sponsor %] Sample BATS Test
: BillID
L
¥ General
o —— In this sample, the bill page for Sample BATS Test was opened and the
Legislative Detai analysis section was selected.

¥ Agency Contacts

+» The add new analysis function will not be displayed on the ribbon if

¥ Sponsors . . .
— the analysis section is not selected.
4 Analysis
Analysis Name Lead Analysis? Preparer Due Date Recommended Position Anatysis Status Reviewer 1 Status

Sample Analysis for BATS Test  No Support Assigned ot assigned

Bill Tracking — Analysis and Review Page 10 of 27 October 2013
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis Details — Add New Analysis (continued)
To continue steps needed to add a new analysis:

1. Input: General information about the analysis. Required fields are marked with *. Use Look Up to search for values.

2. Select: Save.

MResult: New analysis is added to the bill page. An error message will be displayed if the action is not allowed due to security

permissions or system validation error.
Sample: Analysis page for a bill is initially separated into 5 sections.
44 Microsoft Dynamics CRM e TR ST o
Analysis Add CRM_BATS &
I I i"i._] Save & New I E Start Analysis v_} 1ad Sharing ~
)( Delete '\Ea Ready for Review > Jﬁ Copy a Link
Save Save & Generate Assign
Close Summary 1:,} E-mail a Link
Save Summary Status Collaborate
Agency Analysis I Analysis Analysis .
General \—% .
- Sample Analysis for BATS Test
SS|gnmen‘[s
Analysis Details Bill ID
Review Task Details
Notes
» General
Related Analysis page is initially separated into 5 sections.
Common | P Assignments 1.General.
2.Assignments.
¥ Analysis Details 3.Analysis Details.
b _ 4.Review Task Details.
Review Task Details 5.Notes.
» Notes
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis Details — Assign Preparer
The preparer for analysis is the person who will provide analysis details.

To assign a preparer:

1. Select: Analysis section on the bill page.

2. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.
3. Select: General section within the analysis.

4. Input: Preparer name. Use Look Up to search values.

MResult: Preparer name is saved on the analysis page. An error message will be displayed if the action is not allowed due to

security permissions or system validation error.

Sample: Analysis section on a bill page.

4 Microsoft Dynamics CRM Base BATS Tast ©
Analysis Add CRM_BATS &
| I tIJJ Save & New =X E Start Analysis ‘/ [l Sharing -
LES % pelete @ Ready for Review WD [} Copy a Link
Save Save & Generate Assign
Close Summary {8 E-mail a Link
Save Summary Status Collaborate

In this sample, the analysis page for Sample BATS Test was opened

Agency Analysis

Analysis

 Geoara "% sample Analysis for BATS Test and the General section was selected.
ol ++ Use Look Up to input preparer name if needed.

4 General -

Related

G Bill B sample BATS Test a
Analysis Name * Lead Analysis?§ ® No  Yes
Program/Division§ Division Coordinator =

¥
Preparer§ n Preparer Due Date§ Ew
» Assignments
¥ Analysis Details
» Review Task Details
» Motes ==
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis Details — Add Assignments for Agency Reviewers
Assignments for agency reviewers may be added to an agency analysis.

To add assignments for agency analysis reviewers:

1. Select: Analysis section within the bill page.

2. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

3. Select: Assignments section within the analysis.

MResult: The assignments section is opened. An error message will be displayed if the action is not allowed due to security
permissions or system validation error. =»Note: Additional steps are needed to add assignments for agency analysis reviewers.

Sample: Assignments section within the analysis.

44 Microsoft Dynamics CRM
Analysis Add

Base BATS_Test 0
CRM_BATS &y

I I rll_' Save & New - a Start Analysis \/g ol Sharing -
A lé H Oelete & Ready for Review W iy copy aLink
Save  Save & Generate Assign

Clase Summary ﬁ E-mail & Link

Summary Status Collaborate

it < Sarﬁple Analysis for BATS Test

|— Assignments

L Ar Details

Agency Analysis
g, o ¥ Analysis -

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

displays an input box for agency reviewer assignments to be added.

+* Some agencies may use programs as a ‘template’ to identify reviewers. If
the analysis has a program assigned to it (in the general section of the
analysis), the reviewer name may be displayed already (the system

Bill TR

¥ General
Related

Common 4 |Assignments

Reiiice populates reviewer name from the program ‘template’).
.| B B
] = =t
= =1
o) B By
o) ~ v
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Prepare Bill Analysis Details — Add Assignments for Agency Reviewers (continued)

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

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

2. Select: Save.

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

allowed due to security permissions or system validation error.

Sample: Select Add to Queue (from the ribbon).

44 Microsoft Dynamics CRM Base BATS_Test @
“ arolysis | Add CRM_BATS &

I I i;lJ Save & New - E Start Analysis \/i"‘ ol Sharing -
! L éﬂ ¥ Delete E @ Ready for Review ) & Copy a Link

Save  Save & Generate Assign
Close Summary j E-mail a Link

Save Summary Status Collaborate

Agency Analysis Analysis
= N Suarll'lple Analysis for BATS Test In this sample, the agency analysis reviewer is saved. The status is
Bill 0 ‘not assigned’ because the analysis is not yet ready for review.
«+ After the analysis is input and ‘ready for review’ is selected from
» General the ribbon, the system will update the status to ‘assigned’ (the
Se system will also update the reviewer queue).
Common 4 |Assignments
Reviewer Status Due Date
£ Basc BATS Test & v E =)
3 B
3 R4
= v
= ="
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Provide Bill Analysis Details - Start Analysis

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

When ‘start analysis’ is selected, the system prompts for information using a question/answer format. This provides an easy way to

input new analysis details.

R/

% After the new analysis details are input, they may be edited/formatted from the analysis details section if needed.

Add New
Analysis X Delete Analysis

Records

Sample: Select analysis from the bill page. When the analysis page is opened, the ribbon will display additional functions.

Assign
Analysis "1 E-mail a Link

Collaborate

Filter functions to be used with the agency analysis.

++ Use ‘start analysis’ to input new analysis details.

Bill Information

44 Microsoft Dynamics CRM
Analysis Add

List Tools 44 Microsoft Dynamics CRM TS este
Bill Add Analysis CRM_BATS »&
Activ: £ Connect ~ t . . . . . eae
= o il share D ¢ In this sample, the analysis page is opened and the ribbon displays additional
— ;.| Deactivate 5 Add to Queue 7] Copy a Link

Base BATS Test o

Bill CRM_BATS ¢
General )
. X sam ple BATS Test ‘é Save & New Start Analysis ‘} 3l Sharing +
Agency Bill Detail H l@ ag -
Agency Contacts Bill # Date Introduced Save Save & X Delete e ——— @ Ready for Review Assign & copy a ink
Sponsors Close Summary 7] E-mail a Link
Analysis BIll 1D Original Chamber Save Summary Status Collaborate
Notes Agency Analysis ‘ Start Analysis .
I- General ¥% L gnalysis M
4 General e — Begin the Analysis Process (Q&A) est
Related Analysis Details Bill ID
Common » Agency Bill Detail :Z‘:‘:SW =KDzl
Legislative Detail . » General
Agency Contacts N,
Common » Assignments
¥ Sponsors
¥ lAnalysis Details
4 Analysis
| Analysis Name a Lead Analysis? Preparer Due Date Fs
[ Sample Analysis for BATS Test No
-
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Provide Bill Analysis Details - Start Analysis (continued)
To start the analysis:
1. Select: Analysis section within the bill page.

Scroll: To find agency analysis.

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

2

3. Select: Agency analysis (use the mouse to left-click analysis name). The system will open the analysis page.

4. Select: Start Analysis (from the ribbon). The system will open the ‘Analysis Details — Webpage Dialog’ to prompt for information
using a question/answer format. This provides an easy way to input new analysis of the bill.

5. Input: Information about the analysis.
6. Select: Finish.
7. Select: Save.

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

system validation error.

Sample: Analysis Details — Webpage Dialog.

| Analysis Details -- Webpage Dialog

=

Analysis Details
Page 1: Brief Summary/Purpose

Ti
Provide a brief summary e
Sample analysis using Start Analysis from the ribbon|

Select ‘Next’ to continue to the next
question for analysis.

Click to add comments

|_@J https://trcrmbats.des.wa.gov/CRMBATS/cs/dialog/rundialog.aspx?Dialogld=%7b043256B0-D08D-4C93-AE2D-6F4D10D468AB%Y% % ‘

Select ‘start analysis’ to input new analysis details.

Analysis Add
I I H.i:] Save & New| E Start Analysis
X Delete Start Analysis
Save Save & Genera
Close Summary Begin the Analysis Process (Q84)
Save Summary Status

Help | ‘ Summary ‘

| Analysis Details -- Webpage Dialog

55

‘_’é_] https://trermbats.des.wa.gov/CRMBATS/cs/dialog/rundialog.aspx?Dialogld=%7b043256B0-D08D-4C93-AE2D-6F4D10D468AB% % ‘

Analysis Details

This is the end of the dialog. Click Finish to}

Click to add comments

Select ‘Finish’ to complete the analysis
and return to the analysis section.

Help

‘ ‘ Summary ‘ Previous Finish | | Cancel |

Bill Tracking — Analysis and Review
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Provide Bill Analysis Details - Start Analysis (continued)

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

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

section if needed.

48 Microsoft Dynamics CRM

hl_] Save & New - E Start Anabysis v”F ol Sharing «
H. l'[u !5 X Delete E >0

Q Ready for Review f_'d Copy a Link
Save Save & Generate Assign
Close Summary ﬂ E-mail a Link
Save Summary Status Callaborate
Agency Analysis Analysis
I- General

N Sample Analysis for BATS Test

Bill ID

¥ General
Common ¥ Assignments

4 Analysis Details

Brief Summary

Sample analysis using Start Analysis from the rbban.

format.

Sample: Analysis information is displayed in the analysis details section and may be edited/formatted if needed.

Base BATS_Test @
CRM_BATS &

Analysis -

In this sample, the information was edited
and formatted using bullets and bold text.

Bz ux| EEEE[E-=-Es

* Use Start Analysis to mput new analyss mformation. The system will prompt for nformabon using a question/answer

* After the analysis is mput, it may be edited/formatted from the analysis detais section if needed.
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Provide Bill Analysis Details - Review Task Details

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

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

To add reviewers and/or task details:

1. Select: Analysis section within the bill.

2. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

3. Select: Review Task Details section.

4. Select: Add Review Entry (from ribbon).

MResult: The system will open a review entry page. An error message will be displayed if the action is not allowed due to security
permissions or system validation error. =»Note: Additional steps are needed to add reviewers and/or task details.

Sample: Review task details on the analysis page.
| ListToals 48 Microsoft Dynamics CRM Biss BATS Test 0
Analysis Review Entries CRM_BATS @
< Activate C . 3 g Save Filters - _ul.
dd Review Filter B Set As Default  Chart Run Export Resviews
Entry Pane «  Report - Entries
add nw.im\ E.n.w =
| ¥ ¥ Analysis v
% Sample Analysis for BATS Test
Bl ID
¥ General =
Related
Common ¥ Assignments In this sample, the review task details section was selected.
b Analysis Details +¢* The add review entry function will not be displayed on the ribbon if the
oo Tack e review task details section is not selected.
Review Task Details
Reviewer Name Reviewer Tithe/Purpose - Due Date Activity Status Actual End
Base BATS_Test Anabyst Open
Base BATS_Test Reviewer Cpen
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Provide Bill Analysis Details - Review Task Details (continued)

To continue steps needed to add reviewers and/or task details:

1. Input: Information about the reviewer and task.
2. Select: Save.

Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

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

permissions or system validation error.

Sample: Review entry page with information about the reviewer and task.
44 Microsoft Dynamics CRM

Review Entry

! | I | ! h‘:l Save & New rj \73 o Sharing +
= Q@ Copy a Link
Mark Save Save & Addto Queueltem Assign
Complete Close Queue Details ﬂ E-mail a Link
Save Add to Queue

Information

p= Review Entry Add these Review Entries to a queue.
t General
Notes

Information

Analysis &, Sample Analysis for BATS Test
Related
Common 4 General
Owner * g Base BATS_Test

Reviewer Name * g Base BATS Test

Due Date i3 v
Actual End EV
» Notes

Base BATS Test 6
CRM_BATS &

In this sample, the review task details section was selected and add
review entry (from ribbon) was selected.

R/
0.0

Information about the reviewer and task was input on the
review entry page.

If ‘add to queue’ is selected (from the ribbon), the review entry
task will be added to the reviewer queue.

Analyst El

Reviewer
Title/Purpose *

Reviewed Date and
Time
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Bill Tracking- Analysis and Review
Bill Analysis and Tracking System (BATS)

Provide Bill Analysis Details — Notes
Analysis notes (and/or attachments) may be added to an agency analysis.

To add notes (and/or attachments) to the analysis:

Select: Analysis section within the bill.

Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

Select: Notes section. This is the notes section on the analysis page (not the notes section on the bill page).

Input: Analysis notes (and/or attachments).

. Select: Save.

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

uewhR

Sample: Notes on the analysis page.

“ Analyis

48| Microsoft Dynamics CRM Base BATS Test @

CRM_BATS &

I I soveanew B T sertanaysis e, il Sharing «
)( Delete E Q Ready for Review -‘é‘j} .tp] Copy a Link
Save Save & Generate Assign
Close Summary -’A E-mail a Link

Save Summary Status Collaborate

Agency Analysis

Analysis

| sainy S Sample Analysis for BATS Test = -
Bill 1D Notes (and/or attachments) may be added to the analysis for
agency review. In this sample, the ‘Sample Analysis for BATS Test’
S is selected so the notes will be added to this analysis only.
Ralated

Common P Assignments

® Analysis Details

P Review Task Details

4 Notes

In this sample, the notes section was selected.
++» The ‘attach file’ function will not be displayed if the notes

I
‘ Adtach File

section is not selected.a
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Provide Bill Analysis Details - Ready for Review
Ready for Review (from the ribbon) is used when the analysis details are ready to be reviewed.

To indicate the analysis is ready for review:

1. Select: Analysis section within the bill.

2. Scroll: To find agency analysis.

3. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

4. Select: Ready for Review (from the ribbon).

MResult: Agency analysis is ready for review by agency reviewers (status is updated). An error message will be displayed if the
action is not allowed due to security permissions or system validation error.

Sample: Ready for Review (from the ribbon) is used when the analysis details are ready to be reviewed.
44 Microsoft Dynamics CRM R T (7]
Analysis Add CRM_BATS &
I I ﬂh Save & New g Start Analysis ‘} jad Sharing +
X Delete @ Ready for Review e C@Copya Link
Save Save & Assign
Close &f E-mail a Link
Save Status Collaborate
Agency Analysis Ready for Review -
\ Analysis hd
General 7% i i P
- Begin the Review Process for the est
Assignments Analysis
Analysis Details . In this sample, the analysis page for Sample BATS Test was opened.
ety Tess T < When ‘ready for review’ is selected (from the ribbon), status for
Notes . . . . .
the analysis will be updated and queues associated with reviewer
» . . . . . .
Reloted General assignments (from the assignments section in the analysis) will
: be updated.
Common ¥ Assignments P
» Analysis Details
¥ Review Task Details
» Notes
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Review Bill Analysis Details — Generate Summary
Generate Summary (from the ribbon) is used when the agency reviewers are ready to review the analysis details.

To review a summary of an agency analysis:
1. Select: Analysis section within the bill.

2. Scroll: To find agency analysis.

3. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

4. Select: Generate Summary (from the ribbon).

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

Sample: Generate summary (from the ribbon) is used when the analysis is ready to be reviewed.

¥ Microsoft Dynamics CRM Base BATS Test (2]

Assignments

Analysis Details Bill ID
Review Task Details
Notes
» General
Related
Common ¥ Assignments

» Analysis Details
» Review Task Details

» Notes

Analysis Ad CRM_BATS oy
I I I ! E g Start Analysis Jg Jad Sharing -
lete '\"—-‘é Ready for Review e C@ Copy a Link
Save Save & Generate Assign
Close ummary td E-mail a Link
Save Summary Status Collaborate
Agency Analysis Generate Summary -
General GnalvsE -
generate_summary Description BATS Test

In this sample, the analysis page for Sample BATS Test was opened.
*» When ‘generate summary’ is selected from the ribbon, the system will
display a summary of the analysis details for review.
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Review Bill Analysis Details — Review Task Details and Mark Review Task Complete
When each review task is complete, the task may be updated on the analysis to indicate the assigned task (review) is complete.

To update the reviewer assigned task (‘mark complete’):
Select: Analysis section within the bill.
Scroll: To find agency analysis.

Select: Review Task Details section.
Scroll: To find the task.

Input: Information and/or notes if needed.
Select: Mark Complete (from the ribbon).

J X N U A WN e

Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

Select: Reviewer Title/Purpose (next to reviewer name). The system will open the review entry page.

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

permissions or system validation error.

Sample: Review Task Details.

4% Microsoft Dynamics CRM
| I 'EEI Save 8 New 3 Start Analysis \/'P il Sharing »
ltdg W Delete Ry Ready for Review B [ CopyaLink
Swe save s Generate Assign
ary 73] E-mail a Link
......... Cat ey
Agancy Analysis Analysis
General . :
i ® Sample Analysis for BATS Test

#ill 1D

Select ‘mark complete’ (from the ribbon) to indicate the
review task is complete.

R/

% This will also update the reviewer queue.

Select reviewer title/purpose (next
to reviewer name) to input
information and select ‘mark

¥ General
¥ Assignments

» Analysis Details

complete’ on the review entry page.

Review Entry
! I I I ! II'_] Save & New E ﬁ j: ‘ Jal Sharing +
C@ Copy a Link
Mark Save Save & Close Review  Addto Queue Item Asslgn
Complete Close Entry Queue Details E,.j E-mail a Link
Save Actions Collaborate

Mark Complete Review Entry

Save the Review Entry and change the [nformation
status to Completed.

Analysis & Sample Analysis for BATS Test

4 Review Task Details

Reviewer Mame Reviewer Title/Purpose, Activity Status

Base BATS_Test Analyst Open

Base BATS Test Reviewer Open

Actual End

Q
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Review Bill Analysis Details — Review Task Details and Mark Review Task Complete (continued)

If a review task has been created and needs to be closed by someone other than the assigned reviewer, there is a ‘Close Review
Entry’ function available from the ribbon (this step is usually completed by the agency coordinator).

Sample: Review Task Details.
48 Microsoft Dynamics CRM Base BATS,Test (7]
m Heview Entry CRM_BATS &
i = - = > i Sharing -
d H ja EJ g i‘;g % copy aLink
Mark Save Close Review Add to  Queue llem Assign
Complete Clax Entry Quewse Details ﬁ E-mail & Link
Ations Scllsborple When ‘Close Review Entry’ is selected (from the ribbon), the
Informatian Close Review Entry R . A .
t s e Close Review Entry — Webpage Dialog will be displayed.
s . B | Close Review Entry -- Webpage Dialog @
Analysis ‘S Sample Analysis for BATS Test =
e |QJ https://trcrmbats.des.wa.gov/CRMBATS/_grid/cmds/dlg_deactivate.aspx?confirmMc g |
Common S Gereral Close Review Entry
Cvimer * & esepars et Q You have selected 1 Review Entry to close.
Reviewer Name * B fase BATS Test (G Reviewer
Title/Purpose *
Dug Ciate v ;‘;"“'i”‘“”“ bateal  Select the status of the closing Review Entry.
Actual Fnd -}
“ x Status: Completed h
[4|Notes Completed
Completed
Canceled
Canceled
OK | | Cancel
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Complete Bill Analysis Details — Complete Review Tasks

When all review tasks are complete for an analysis, the analysis may be updated to indicate the review cycle is complete (this step is
usually completed by the agency coordinator).

To update the analysis as ‘complete’:

1. Select: Analysis section within the bill.

2. Scroll: To find agency analysis.

3. Select: Analysis name (use the mouse to left-click analysis name). The system will open the analysis page.

4. Select: Complete (from the ribbon).

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

Sample: Complete Bill Analysis.

44 Microsoft Dynamics CRM Base BATS Test (7]

Analysis Add CRM_BATS &

I I ﬁ'ﬁl Save & New 8 Complete :} ad Sharing -
X Delete e CG]Copy a Link
Save Save & Generate Assign
Close Summary ﬁ.f E-mail & Link
Save Summary Status Collaborate
Agency Analysis Complete i
e m— '\7% o - Analysis -
FeSmEE Complete Description es
Analysis Details Bill ID
Review Task Details
e In this sample, the analysis page for Sample BATS Test was opened.
¥ General < When ‘complete’ is selected from the ribbon, the system will
Related .
update status and the reviewer queue.
Common P Assignments

» Analysis Details
» Review Task Details

» Notes
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Complete Bill Analysis — Add Notes
Notes (and/or attachments) may be added to a bill.

To add notes (and/or attachments) to a bill for agency analysis:

1. Select: Bills (left side navigation pane).

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

3. Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

4. Select: Notes section.

5. Input: Notes (and/or attachments).

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

Sample: Notes section on a bill page.

Bill Detail

Bill # Date Introduced Primary Sponsor

Bill I Original Chamber

¥ Analysis
4 Notes

Attach File

44 Microsoft Dynamics CRM Rase BATS Tast ©@
“ | CRM_BATS &
Ll Denctivme @ Track Without Updates @ had r % 1_"5 Copy a
l J L-é . {d Teack With Hourly Updates B l—l L
Save S St E al | Lsc  Comet
cking (5 Track With Daily Updates Report
Bill Tracking Collaborate 0,
Bill Infarmation -
bk é sill il R
: Sample BATS Test

.| sample BATS Test

¥ General =

Ralatad » Agency Bill De

Commoen

Legislative Detail > Agincy CoRtacts In this sample, the bill page for Sample BATS Test was opened and the
 Sponsors notes section was selected.

+» The ‘attach file’ function will not be displayed if the notes section is
not selected.
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Complete Bill Analysis — Agency Bill Details
Agency bill details (including agency position) may be added to a bill.

To add agency bill details to a bill page:

uewhR

6.

Select: Bills (left side navigation pane).

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

Select: Name/Short Title of bill (left-mouse-click on the bill name/short title). The system will open the bill page.

Select: Agency Bill Detail section on the bill page.

Select: Agency bill detail (left-mouse click on the agency short title). If an agency bill detail does not exist, then select Add New
Agency Bill Detail (from the ribbon).

Input: Information about the agency bill details.

MResult: Agency Bill Detail section is updated. An error message will be displayed if the action is not allowed due to security
permissions or system error.

Sample: Agency Bill Detail section on a bill page.

List Todls £4 Microsoft Dynamics CRM Base BATS Test @
Rill Agency Bill Details ! CRM_BATS &
j \_Ir o Save Fillers ii ﬁ ?—
ki De { E- ; 4 Save Filters as New View i = Bix
dd New Agency Bill Filter Set As Default Chart Run  Export Agency Rill
Detail x Viey Panc~  Report Defails

Records

In this sample, the bill page for Sample BATS Test was opened and the Agency

Add New Agency Bill Detail B gl
Add a related Agency Bill Detail to this 2 Sample BATS Test Bill Detail section was selected.
Gttt Bill Date Introduced % In this sample, an agency bill detail does not exist in the agency bill detail
e e section (it has not yet been added).
++ If an agency bill detail does not exist, then select Add New Agency Bill Detail
e > Gene (from the ribbon). The Add New Agency Bill Detail function will not be
Sotamoh 4 pgency — displayed on the ribbon if the agency bill detail section is not selected.
Legislative Detail Agency Paosition
Agency Short Title - Agency Priarity o
1 (3
0 - 0of 0 {0 selected) Page
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