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Introduction to BATS

Brief Overview of (Bill Analysis and Tracking System) BATS
Documentation is available online at:

http://www.des.wa.qov/services/IT/SystemSupport/Training/Pages/trainingCourseMaterials.aspx
Help is available for BATS specific information:

DES Solutions Center (360) 407-9100 solutionscenter@des.wa.gov

DES Email servicecenter@des.wa.gov
Training Environment URL https://trcrmbats.des.wa.gov
Production Environment URL  https://crm.des.wa.gov

Layout/Navigation

Dashboards are the default view when logging in. As an administrator you can share customized

dashboards (views).
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0 BATS will open multiple pages. The left navigation (Nav) and Ribbon Bar options will change
according to the screen you are on.

o0 Yellow Ribbon Bar, X out of (you will only need to do this one time).

P

0 Home Button, will take you to your home page
0 Recently Viewed Pages and Views (You can pin items for favorites)

o] Activate 3 52 Coy
14l Deactivate |l @ E-mr
Connect

Records g O

BATS @

4 My Work
| Eﬂ Dashboards | >|
[ activities

&y Queues

0 Do not use the Back Button within the BATS system
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Contacts

There are three different types of contacts within the BATS system

Tip** You will need to have the Admin, Coordinator, or Analyst security role to create certain types of contacts for
your agency

#1 — Internal Contacts (USERS)

An Internal Contact is any person within your agency who will be accessing the system
To create an Internal Contact (System Users), click on the “Internal Contacts” link located on Left Nav

4 Contacts
a Internal Contacts
fi5| External Contacts
[ External Entities

0 Click “New” located on the top Ribbon Bar

= |
—
—1

I e

o User Name
o Ifyou are inside the State Government Network (SGN) the user name would be the user’s
Domain\UserID. Hit the “Tab” key and it will populate the rest of the employee’s
information for you.

Tip** If no information populates, there is something incorrect with their Domain\UserID. You may want to check
with your IT Department to verify. The * are required fields. The user will not be able to log in if you enter the
information manually.

o Ifyou are a SAW user (outside the SGN), you will need to create a SAW account with your
User ID as your email address. Enter the employee’s email address into the User Name
field and click on the “Tab” key.
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3 Tralning Agency Administrator 04

Inteamsd Comtecty = | | =

[ The infarmatine peowded = this form ks virwabile iy the ertice orgarization

A oenigral
Ereianl Blormaline
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User nfuvmathm
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o Click “Save”

I

Save

Teams

You will need to assign the User to “Analysis Assignment Update” Team for users who need the ability to

assign a reviewer or preparer to an Analysis

o Click on the Teams link on the Left Nav pane

.‘cu [ CLE]

L2 Security Roles

o Notice there is a team that has defaulted

L The information provided in this form is viewable by the entire organization.

g3 Teams Team Associated View v Search for records o
:l Team Mame a Business Unit 1]
:l 545 Washington Beer Commission 545 Washingto...

0 Click “Add Existing Team” on the top Ribbon Bar

=
Add Exizting
Team



o Double Click the “Analysis Assignment Update” team and click “Ok”
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Security Roles

Assign Security Roles to each User by clicking on the “Security Roles” link located on Left Nav

4 Com mon
ﬁ Teatr

W security Roles

0 User Roles

User Roles

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

% BATS roles are additive. All users will need to be assigned to a "hase’ role which will provide basic functions. Some users will

hawve one or two additional roles assigned to them and some users will have multiple roles assigned to them.

Quick Reference; BATS User Roles.

BATS
BATS BATS BATS BATS BATS BATS Team
Agency Agency Agency Agency Agency Tracking | Tracking
User Analyst Reviewer Coordinator Administrator | User User
| Agency User Roles & Security (base) [additive) | (additive) | [additive) (additive) (additive) | (additive)
Agency Users s No N No No s Mo
Agency Analyst Yes Vs MNo No No Vs Mo
Agency Reviewer Yes Vs Yes Mo No Yes M
Agency Coordinator Yes Yes Yes Yes No Yes Yes
Agency Administrator Yes Yes Yes Yes Yes Yes Yes

o Tracking Roles: Tracking User vs. Team Tracking User

e Tracking Role gencies and OFM/GOV Bill Tracking
[BATS Tracking User < Agency Analyst Additional role assigned to users who will track bills.
[additive) < Agency Reviewer < Track bills for user.
<+ Agency Coordinator < Receive email update (hourly and/or daily) for tracked bills.
<+ Agency Administrator
< Owersight Analyst
< Owversight Reviewer
4 Owversight Coordinator
4 Owversight Administrator
< Owversight Gov's Office
|BATS Team Tracking User < Agency Coordinator Additional role assigned to users who will input/maintain agency bill tracking
additive) < Agency Administrator analysis.
< Owversight Coordinator <%+ Create tracking for agency, division, and/or team,
< Owversight Administrator | <+ Create assignments for tracking.
< Oversight Gov's Office

0 Click on “Manage Roles”

Related

4 Common

G Tearns

e e m e mim e e e M e e mbaam e meees em e em e mm e g mram maemes = oz

&7 Security Roles  Role Associated View ~

Rermowve Raoles Mare &ctions -

£ Security Roles
£ Duotas

‘ Manage Roles '

[ Hame a Busine
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0 Assign Security Roles to the user and Click “Ok”

[A hitpdd e rmbats de bwa gow CRMBATE grdfemdi/dlg mleatpa Db TypealfTe ﬂ 1

Manage User Robes
What roded wioddd youl like B0 3pply to the 1 Intemal Contact you have selected?

Rale Name Butiness Linit

| I Agency Uses Admin fadditive] 545 Washington Beer Comenission | =
™ Autohumsber Administrator 545 Washington Beer Comenission
I Autohumber User S48 Washington Beer Commission

I ¥ BATE Agency agminitrator [Bdgitve] S Wiarhington Beer CommizHion
1% BATS Agkrcy Anblys ihdditive] A% WiERington Besr Camenisian
¥ BATS Agency Coordinabar [Additive] 545 Washington Besr Cammitsion
17 BATS Agency Revieaer [Additie} 545 Wanhington Beer Commizsion

| ¥ BATS Agency Liser [base] 545 Washinglon Beer Comeniision
[ BATS Exeouthee Sdanirditrator [dditve) 545 Washington Beet Comemizsion
™ AT Execubive Analyst fbass) 545 Washington Besr Comenission

L AT e cutive Cine cablons faddithe). 5. vdaklooton 8

T Conlimy Securh

!A hitps;/ Are bt de L wa.gow CRMBATE gridfemds/dig_releaspaliObType =T E |
Manage User Roles

Wihat roles would you like to apply to the 1 Intemal Contad you hive selected?

Role Hame Buziness Unit
T BATS Executive Analyst base] S4h Washington Beer Comenisiion [ o]
™ BATS Executive Operations [additie] §45 Washington Beer Commission
I BATS Executive Reviewers [additive] 545 Waashington Beer Commmisikon
| T BaTs Global Access SAL Washington Beer Comenisiion i
™ BATS Governor's Executive Policy [Addities) 545 Washington Beer Commission
I BATS Teamm Tracking Tean (aaditie] 545 Washington Beer Commiiiion
= WST!INWEEHMM 545 Wathington Beer Comemnisiien
I3 mhﬁnﬁﬁw&lﬂ 545 Washington Beer Comsnizion
I~ Delegate 545 Washington Beer Commisiicn
I Systeen Adminivtrator 545 Washington Beer Comamizsion
I System Customizer 545 Washington Beer Commisiioen =3

hitpstprermbats, [ Intemet | Protected Mods: 0 i

Disable & Enable User
0 You cannot delete a user but you can disable them
o Select the Internal Contact (User) you want to disable and Click “Disable “ and “Confirm”

D Enahble

o Ifyouwant to “Enable” the User, select the User and click “Enable”
& Enable
i8] Disable



#2 - External Contact

An External Contact is someone not using the system, usually another agency. Legislators will be imported

from LSC.
Tip** Only Admin, Coordinator or Analyst role can create them, but viewable to everyone in the agency

o Click on “External Contacts” in Left Nav

4 Contacts
a Internal Contadks
5] Esternal Contacts
(¥ External Entities

o Click “New”

=
gy}
e

I et

o0 Enter the External Contact Information

@;J External Contact -

~ New

E-mail Preferred Method of Contact
Any

4 General

First Mame Contact Type
Last Name * E-mail
Job Title Business Phone

Address

—

o Click “Save & Close” in top Ribbon Bar

s

Save B
Close

12



#3 - External Entities

External Entities are groups or committees, not a person. This is someone outside of the system. An

External Contact can be associated to an External Entity.

o Click on “External Entities” to create an External Entity in Left Nav

4 Contacts
a Internal Contadks
5] Esternal Contacts
= External Entities

o0 Click “New” in top Ribbon Bar

—
gy |
-

IS

0 Enter the External Entity Information

External Entity

New
Web Site Preferred Method of Contact Chivher
Any g Training Agency Administrator 05
4 General
Entity Mame * tain Phane
E-rnail Web Site
Fav
0 Click “Save” in top Ribbon Bar
Sawe
o Tolink an External Contact to an External Entity, click the “External Contacts” link from
within the External Entity

Infoemabine Edsinal Enbi

e / £ 1y Latérnal neitses
I Wakes & Acenitie Dog Shelter

PreTerknge s VWD Sife Preférred Mamidd oF Conthd Lramigr

Any 5 Tradnineg Agency Administistor I
Redated
# Redabinrchigs 4 General
Ll m"‘"' i Enkity Hame * rog Shes Main Phone

-ﬁl Cormectar et dein

o E Ewe

-4 &
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- Click “Add Existing External Contact” in top Ribbon Bar

=]
=
=]

Add Exli:sgigtgagtxternal
- Select the External Contact from the Lookup Screen and click “Ok”

Look Up Records
Select the type of record you want to find and enter your search criteria. Filter your results and view different
columns of data by using the ‘Wiew options. Repeat this process for different types of records.

Look for: | External Contack [ Show Only My Records

Viewr: |C0ntacts Lookup Wiew E|

search: | o

Parent Customer Address 1t City 2

-

Full Mame a
Adam Kline

Andy Billig

Andy Hill

Ann Rivers
Annette Cleveland

annette Maib Maib House

Ashlew Prohatrt Cluh hnnse
4

4

1- 50 of 155 [0 selected) Fage 1 b

Selected records:

oK | | Cancel



Divisions, Programs, Classifications

Type Description

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

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

*Linked to agency administrator Business Unit.
*May be used as ‘template’ to identify reviewers.
*May be used as 'template’ to identify division related to program.

Classification

*Linked to agency administrator Business Unit.
*May be used to track bill-related status and information.

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

Divisio

ns

Click on the Admin Tab on Left Nav

BATS @ ca-

4 My Work
u8 Dashboards
[5f Adtivities
é}, Queues
4 BATS
E Agency Requests
B sils
a Hearings
£ ROWs
B Classifications
< Contacts
g Internal Contacts
8= External Contacts
= External Entities

BATS

: Admin )

o Click “Divisions” in Left Nav

4 Agency Admin
@ Reports
<
iy Programs
B8 Classifications

o0 To create a new Division, Click “New” in top Ribbon Bar

—
=
—_

I et
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0 Enter the name of the Division and click “Save & Close” in top Ribbon Bar

Division
New
4 General

Mame * niner a Training &gency Administrator 04 a

Programs
Click “Programs” in Left Nav

4 fgency Admin
|‘_‘] Reports
Bf Divisions
i Programs 3

Classifications

o0 To create a new Program, click “New” in top Ribbon Bar

s |
L
]

[ e

0 Enter the name of the Program

E program
HEE paw

4 General

Program Mame * Division a
Coordinatar

Division * fa Crarer * g Training Agency Administratar 04

35|

4 Agency Defaults

Analysis Assignment Used to default reviewers on an Analysis
Drefault Reviewer 1
Default Reviewer 2
Default Reviewer 3

Default Reviewer 4

S| bl &l bl &

Default Rewiewer 5

Tip** You can assign the Program to a Division. You can assign multiple Programs to a Division. You can assign a
default Program Coordinator and up to five Reviewers to a Program.

0 Click “Save & Close” in top Ribbon Bar

s

Sawe 8
Close

16



Classifications

Classifications are another way to categorize your bills into different buckets (Only Agency Administrators

can create Classifications)

o Click on “Classifications” in Left Nav to display the existing Classifications created by your agency

4 Agency Admin
|ﬂ Reports

ﬁ Divizions
o

% Classifications >

o Click on a Classification to display the bills associated with that Classification

Classifications  Active Classifications ~

Classification a

1911 Bang Classification
ACA rules

ACCESS0) A - A pyles

Alcohol

OO0 o o

== Classification

& Alcohol
General

Classification * Alcoholl

Description Bills that pertain to Alcohol

B sils ANBills -

| Bill Short Title a Bill ID

[] 1000 - Healthcare prowider immunity ESHE 1000
| 1008 - Liquor self-checkout SHE 1003
| 1047 - Traffic cameras, photo tolls SHE 1047

Cwner ™

Bill Status

Slawr & Justice
Del to Gow

Slaw & Justice

Created On

117572013 9:39 AM
117642013 3117 P
117872013 3:51 A
9y25,/2013 4:00 P

Classifications

gﬂ 545 Washington Beer Commission

Legislature

63rd Legislature
63rd Legislature
63rd Legislature

o0 To Create a New Classification, Click “New “ in the Top Ribbon

]

I et

Search for
Bill Status Date...
3/13/2013

42372013
2/25/2013

records
Bill Type
House Bills (HE]

House Bills [HE)
House Bills (HB)

Date Introduce.. &

17

12972013
1512013
3072013



o Name the Classification and click “Save”

Sawe & hew __‘ﬂ' Copy a Link

_ @ Bl
i X Delete 7] E-miail a Link S
Save & Fun Start Run
L Close Workflow Dialog  Report«
Sawe Collaborate Process Data
Classification

New

4 General

Classifications

v|1l||

Classification ® Training Classificationl

Description

r 4

Owener * _s Training Agency Administrator 04

You can add multiple bills to a Classification. Click in the box and click “Add Existing Bill”.
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nrdy Catiwbgrake Currest Wiow Wik ity

Classfiealion

B2 training Classification

oy o
4 Gengral
Claseication ™ Tratning Clatsfication Owamigr ™ l Training Ageroy Adminishator 04 3
D beripticn
/ I Click in the blank space to activate the box I
T A = 0 oy Far PRpsd |
B o il .
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o Select the bills to add to this Classification, click “Add” and “Ok”

s VEIADATE \wploal nnh-mlm‘n.pwl:‘mm

L g g al
| Lovk Up Records

Select the ypee of reoard you wend S0 find and anter your peardh aiten, FiRer vour reruks and view aifferent
colimin of dta by using Hrek Yot options. Regest thil process for gifferent typer of records.

:uqm['u:i

Vies: | Bl Lk View

Searchg  hanh far redanti

2
{20
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o You can now see all the bills Classified with this Classification below
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Bill Tracking and Analysis

Click “Bills” in Left Nav to show Bill Screen

Classifications

Notice the multiple views
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&4 Dathhourds 1o AN L ESHB 1504 SRules 2 £3n3 Legulvture &N13  Heone Bl HE) 2T
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Tip** All bills are imported from LSC, you will not need to import bills.

Search

When searching for a bill, the search will only search on the data in first column. You can search by the Bill
Number or text in the Bill Short Title. If searching on text, you will need to use the wildcard (*).

Billsgills in the Current Legislature ~ — D

T Bill§port Tite o T T T t.l;et asterisk (*) wildcard character to search on partial
E 1000 - Healthcare provider immunity ESHE 1000 Slawe & Justice 371372015  House Bills [HE) 1* nh
E 1001 - Beer & wine theater license SHE 1001 Hipkr Sighed 472372013 Houwse Bills [HE] 1) %
'=| annT R R B B B T Y o 4AnnT T s - 1M AN Heimm Dill= D 1 r
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Filter

To limit the data that is displayed, you can use the Filter Button located in the top Ribbon Bar

opy alink »

-mail a Link »

Fx# Export to Excel

)

Bill:  Bills in the Current Legislature ~

ider immunity
ater license
ot pragram
ans licensees
rayment

2 commission
mm, accaunts

on highways

kout
acks

Export Data to Excel

-

Eill IC
ESHE 1000
3HE 1001
HE 1002
HE 1003
ESHE 1004
25HE 1005
HE 1006
EiHE 1007
HE 100§
SHE 1009
SHE 1010

*

Bill Status -

SLawe & Justice
HSpkr Signed
HTrans

Del to Gow
SRules 2
HRules R

Del to Gov
STransportation
HE:xec &ction
Dl to Gaow
HRules R

Bill 5tatus., |~
31372013
42372013
171472013
42372013

472¢2013

3172013
42372013
31272013
12872013
472372013
12572013

The data that is displayed can be exported to Excel

Fumn

Report -

[Data

Find

Bill Type
House Bil ®
House Bil ‘El
House Eil il
House Bil
House Bi
House Bil
House Bil
House EBil
House EBil
House EBil

House Bil

-

WDPFLLCJHDW D%E?Etg Reprﬁ%?tv Adgianncll: e
Pracess Data
Bill=  Bills in the Current Legislature ~
Bill Short Title a Bill ID
1000 - Healthcare provider immunity EZHE 1000

Search for records

Date Intra.,  ~

Sort&to 7
SortZtoA

Contains Data

Contains Mo Data

Custam Filter..,

Select All

Passed hyL...E| F

jo,
<

Cancel
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Bill Elements

Click on a bill to view the elements on the bill
0 General Section — Highlighted fields below are populated from LSC and cannot be changed

Agerncy Bill Detail
Agency Contacts
SpOnsors
Analysis

Motes

= R Bl - 4| &
E 1017 - Efficiency standards
Bill & we Ciate Introduced IR Frimany Tponicd .‘LJ T Maari
Bl 1D F5HD 1R17 Crriguirl Crambiery Homse
4 Genera
LEstien =S 3003 Regular Seatian of the 63rd Legitianee ro
Short Tite *
Drmasl e
Bill Ty * Huwsr Bl HE o Camganien il =
Beiated Agensy i Related e
Bmgjiaril

o0 The Bill Number will remain the same throughout the life of the bill

o The Bill ID will change and display the most current version (See the Bill History screen for
details on changed versions)

o Session, Bill Short Title & Official Title

o0 Bill Type, Companion Bill and Related Agency Request
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o Click “LSC Website” in top Ribbon Bar to view webpage associated with this Bill
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o0 Click “Search for Fiscal Notes” in top Ribbon Bar to view the OFM Fiscal Notes site for Fiscal

Notes associated with this Bill
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0 Bill Tracking options in top Ribbon Bar

o Bill Tracking - Track for individual user (Based on Tracking Role assigned)
Select the Update Options you would like to track with

@ Track Without Updates & Add
- G Track With Hourly Updates () Remove

Stop -
Tracking (&) Track With Daily Updates () Division

qf"BﬂfTrEc'E?ﬁ"ﬁ‘__:a, Agency Track

o0 Agency/Division Track- Tracking for Agency or Division (Based on Tracking Role assigned)

@ Track Without Updates & Add

- £5J Track With Hourly Updates () Remove
Stop -
Tracking () Track With Daily Updates (g Division

Bill Tracking QE"e'ﬁcyfr'étR '

To add tracking for a Division, click “Division” and complete wizard

Division Tracking - Add / Remove

Division Selection - Mo Divisions Tracking

The Agency

545 Washington Beer Commission :

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

| Battery El

To remove tracking for a Division, click “Division” and complete wizard

The Agency

| 545 Washington Beer Commission | : |

List of Divisions that are tracking this Bill.

| Battery El

Select the Division to add or delete a Team Tracking record for this Bill.
| Battery
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o0 Click “Tracking” (Left Nav) to see who is tracking this specific bill (Admin and Coord Roles only)

[ -
|- Garstral

i- Agency Contact

ey
| Bk

Krlabeel

4 Commen
o Bctrtin
&. Chased Aftpatied
2 Aadit Histoey
B Clissifcstions
& Related Baly

4 Leghlative Detall
[ il Histony
g HeEbingi

g E“'T'T:cl-rr.-é

0 Now you can view who is tracking this bill

. -
E Bill Rills
1004 - Property taxes, payment
Bill # 1004 Date Introduced 2f2312013 Primary Spansar 4] Jim Moeller
Bill ID ESHE 1004 Qriginal Chamber House
-
D Tracked Bill Division Crvner Created On a Mame Fs
[ 1004- Property taxes, payment 545 Washingta... 114572013 3:50 PR
[ 1004- Property taxes, payment Battery 545 Washingta.., 1171472013 9:44 A4
D 1004 - Property taxes, payment Training Agenc,., 11718720135 12:05 PM
[ 1004- Property taxes, payment Division 1 545 Washingto... 11/18/2013 12:05 Pr

o Click “Classifications” (Left Nav), to add this bill to an existing Classification

Fiall Erafn maliian
| fremeril

Relard
& Common

[ Actrties

L Cloded Activities

& Legiilative Dt
[ Bl History
kel Hearing:

& RO

# Track ng
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o Click “Add Existing Classification” in top Ribbon Bar

Add Existing
“lassification

o Select the Classification, click “Add” and “Ok”

i
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Lelect Ehe tygre of recand yent w50 Tind and nter yoa prarch crite s, FEur yous ey and vies SfTsent
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! > ot
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E o a1 0 0
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| g || b |
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itgstecrmmbsatr e ven g ChtEs [ bntemet | Pratectrd Mades 041 &

o0 Click on “Related Bills” (Left Nav) to view existing Related Bills or add a new Related Bill

Bill Information
General
Agency Bill Detail
Agency Contacks
Sponsars
Analysis
Motes

Related

4 Common

Activities

@ Closed Activities
& Audit Histary

= Cla ations
4 Legislative Detail

[ Bill History

E Hearings

£ RCWs

Tracking




- To add a new Related Bill, click in the box, and click “Add New Related Bill” in the

top Ribbon Bar
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| Ralued Bl i

Click the lookup button, select the bill to relate and click “Ok”
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o Click “Bill History” (Left Nav) for details on changed versions of the Bill

[ -

Agency Bl Detall
Agency Cantadi
Spediida

Ay

MnfFs

Relaled

4 Commen
i Activtier
Ly Chased Acthties
3 At Mistory
B Claasificetiond
& Eelieed Billy

o Now you can view the history of the bill
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0 Click “Hearings” (Left Nav) for information on Hearings related to the Bill

=
F
4
a

Bl sl et ety
Geriergd
Agenay il Detall
Agincy Contact
Tpaman
Anityi
Hut

Erlated

o Lgim m o

Aptiiiies
Cloaad Aetiaties
Budit History
Claesifetations

& Relwved Billa

o Click the Hearing hyperlink to open the LSC page for hearing details

% Bills -+
1024 - Service animals
Bill e (LET] Date Wtradueed EXELTELTR Primary Sponior ) m Raelie
it ZEHE Lnza Oeiginal Chambar  House |
-
el Hearings  Hearing Assoclated View = Search for records 0
Hearing DateTime Committes Name . Mearing Lind Hearing Locstion o

A1
1-4

LFEBAAOLT W00 Ak
FFASAA0LD 100 PRA 3
LALE200T 800 Ak JUDE
LTIAI0AT 20:00 AR JUDE
LRS00 10:00 AR JUDE
LANOSI0ET MO0 AR JUDE

of & [0 selected]

- a n - re

e i st AR

rHn A o

TR IrE Farisa

x Wy Comeert = [T Select
i Pavarites i B Suggested Siter =

Approgr iatinng
S COTEE

Lt
Agendas

Carrimite e Basting
Docurmanis

Carrant Camemisig
Rapans and IEaues

Agchivd Raeporls

= Find Your Legislaior

= Visiting e Legiskature

= Agendas, Schedules and
Calargarg

= Dl Irfeernalicn

Dane

L angpiztind ar i e

Ledslalure Harne = Heuse al Repns
T - il [

O

latve s = Cormamilless - Ecin
Ex.

= dgendas

Agandas | ]

Appropriations Subcommittees on General Gowv
02/23/13 9:00 am

Full Commilttes

House Hearing Rm A

John L OBrien Budding
Oympia, Wi

REVISED on 22272013 at 4:42 P

arbmg:
b 1WA, Snnrarning By oatesrisete

Internet | Protected Mode: OFF

Fubl
1
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Double click on hearing to display BATS hearing page (do not click on the Hearing Link)

ol . (e T T
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4] aasgonsecas aswe _ i o eps
Py %230 PM Heasing ¥Wehblind Calisbaigte Proceti Ciwla
VALl 00 A UL T“'"""I'“ a Earing -
bentid
1720 |3 1600 AN IUDT [\ it Appropriations Subcommittee on G...
L9083 1ia0 aM 1un] L mcitmi Hearing MissAppropristions Sub iklee on i Govern
021 B0 AN UG
Hebabrs d Sereril
4 Lom mon i I
o oo Earing Mame
B Closed Actrvities Hewring Darke * [ e wl Teme of Hearing ~
acastite click Por HATS heating isd
¢ - s Ausdit History commmen hame* iy Hesieg acsbion
Henrirg Agends Fumlic Hemnng
L SHE 1294 - Comdeming Mame réth
S . Cunes ming S rechin
R
Bubding upon the el
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L}
B of 6 [ cededteay

Done Internet | Frotected Mode: Off
Al- 9 A B £ D K F - r

o Click on “Add” Tab in your Ribbon Bar to add an Appointment for a hearing

p— %Cupya Link
‘] E-mail a Link

Weblink

dearing Wehblink Collaborate

o If appointment for a hearing changes, you will receive an email notification.
However, this will not change the appointment on your calendar.

Appointment
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0 RCW'’s (Left Nav)

Bill Information
General
Agency Bill Detail
Agency Contacts
Sponsors
Analysis
Motes

Related

4 Common
L% Artivities
L-é Closed Activities
¥ Audit Histary
& Classifications
@ Related Bills

4 Legislative Detail
[£] Bill Histary

=y

Tracking

o Double clicking on an RCW, will show all the RCW’s associated with this bill

£ RCWYs  RCW Associated View ~ Double Click

|:| Mame & reate n
|:| 19.260.020 972572015 3124 PM
1 19.260.030 972542015 3124 PM

- Click the weblink in the top Ribbn Bar for RCW information

1€ RCYY: 40,680,222 - Microsoft Dynarmics CRM - Windows Internet Explorer EI@

|,_n| https:/ftrermbats.des.wa,gow/CRMBAT S/ rmain.aspxfetc = 10014 & extrag s =33f_CreateFromId223d%257ba5CC0A49-2626-E311-B490-005056BASACEE25Td226_CreateFrom Typedsddl % |

@ RCYY 49,60.222: Unfair practices with respect to real estate transactions, facilities, or servic - Windows Internet .. EI@ rator 05 L]

RO o, | | | | ||E | M_BATS o
) 1 8| httpiffapps.legaagoufronddefaultas » | B | 44 | X Google Pl
E @Copyaunk @ '\../“\_/I 5 =
. E[ﬁE-mailaLink X %Convert - @Select
Weblink WDRI’IL:H 57 Favorites 95 B Suggested Sites +
RCWLink  Collaborate Pl | @ RCW 49.60.222: Unfair practices with respect to... fa - v [ @ v Pagev Safetyv Toosv @+
Yy &=¥ N W e = M
49.60.222 - ASHINGTON STATE LEGISLATUNSE E
3 k3 L

Legislature Home | Senate | House of Representatives | Contact Us | Search | Help | Mobile
4 General

*
Mame I Find Your Legislatar
RO Title I

BECWs = Title 449 = Chapter 49.60 = Frint%ersion | o dispomrible er espafol}
Section 49.60.222

*

Wisiting the Legislature

Agendas, Schedules and 48.60.230 == 4960222 == 4960223

*

Calendars

‘ Related Bl * Bill Infarmation RCW 49.60.222

* Laws andAgencyRules | Unfair practices with respect to real estate

* Legislative Committees - R -
B Bils angins - T —— transactions, facilities, or services. Jo)
7] Bill Short Title & * Legislative Information ce. &
E] 1024- Service animals Ceme_r o (1) Itis an unfair practice for any person, whether acting for himself, herself, or 013
B 5645 service animals * E-rnail Notifications annther heranse of =py marital statis sevnal orientatinn race r'n:-p_ri rnlnr 013

Internet | Protected hode: Off g v RB1U0% -
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o Click “Agency Bill Detail” for Agency Bill Details, including Agency Position

Bill Infor mation
General
B0ency Bill Detall
Agenoy Contacks
Lponsors

Aralysis
Motes

o Click in the “Agency Bill Detail” box to activate section

4 pgency Bill Detail

Agency Position

f | Click in the blank space to activate the box l

Agency Short Title &

Agency Priority Agency Position

[

Mo Agency Bill Detail records are available in this view,
4

3
0-0of 00 selected]

H 4 Pagel b

Click “Add New Agency Bill Detail” in the top Ribbon Bar

;e
|
/=

Add Mew Agency Bill
Cretail

* Agency Rill Detad)

New

4 General

Agendy Shor Tale |

T3 —
Agency Pasition Ha Fasiticn =| Modfied On [
Bgency Priority =

Tip** You may want to come back to this part after your agency is done with the Analysis to update position and
priority
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0 Agency Contacts

Bill Infor mation

Agen

Aralysis
Motes

General

Eill Cretail

o0 To add contacts to this bill, click in the Agency Contacts box to activate section

4 Agency Contacts

/
l Role [To

Click in the blank space to activate the box

|:| Conhected Ta (5
Mo Connection records are available in this wiew,
4| | »
M 4 Pagel b
Click “Connect” in the top Ribbon Bar
Connect
Search for the contact to be added and select the associated role
== Connedion ] P
| | &
la;lj. MNew
E 1017 - Efficiency standards
4 Cannect To
Mame * | 03 Asthizrole” =
Position * H_Ehck to select & value for Name.
Description

33



Select the drop down menu to change contact type (Internal Contact, External
Contact or External Entity). Select the contact to add and click “Ok”. Click “New” if
contact does not already exist.

Lok Up P Webpge S =
|__- Retpas/ et de i g CERAT S_camtreti oo kup oo upinfe il oef e o= { A0 G
Look Up Record

ERGEryOur 1ERR0 e And clie Teards bo fend miboning recorar FIIGEr your results and view gitferent colume:
ot datn by wisarrg Ehe Wisws optione. Then, (elsct e oo you et ind ik 05

Lotk featt | Ecteenad Combact SR S —
Sty
Wiem: | Spensy Hegeet
Ayt

Parent Cuitnmet Addeni LGty O
=

- Letter
#on|Fhione Call
R feEmend
o M House
Rsh] FErvoE Araty Club hause

Bart{Team

fah Mg
Db the thid or fosth
dtraa Hawhina
Hra Elipgert ! ;
B d L
1- 50 of LES {1 selected] H 4 Puge L P

Click “Save & Close”

s

Sawe 8
Close
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0 Sponsors are imported from LSC and cannot be changed

Bill Infor mation

Agency Bill Detail

o Click on Sponsor name for BATS contact info

Bal  Aad | Connadion:

g Actrants :4-3
L i Braciseats
Canmart Aauign,
- ¥ Deicte Connection  Tonnedond ol fomad u Link

s, ol Doy SR
g.-mm- T P R
ol <ower s Lia g B PR 8 Wy W

Fitenr

i

Eat A Deafmuse
Wi

bl = SN VAT G ST M E R LI 7 0 20 B 2 -0 UHWHM“EWST-H'I—‘CFQQ-H“_

0 Primey Bill Soonisr

1

Tecundary Dl Eparnar

1 Sacondsny il fponor

il Wisprcaoly Drarasmacs SRR L R —— &
Wetarnal Conguct | hda CRM_DATS =
"
§ e mnew ne, ' T T @ .
H ir._i Sl e pma s Gk
tmw dped Canpal  Aiaige uan Lt Hun
S % Afe R Filaing | Dapa -

; Swr Sottaburate LT Data | =
":!:::"' [&] Externial Contact = =[=[s | 1
| e s Sherry Appleton !

Fretarance: Eeemait Fratarrad Mathod of Cortack |
Sy, AR L AL any |
L -
O o ey Cm | | A Creneral I_|
= mrﬁﬂ;ﬁ-:!ﬂ =0 M Gonduct Trpe [Vagirinton =1 t _-ﬂ'__
L& Chosed Acvratied o Bl Jleein oo ndiica = 2~
B Connecticn it Tine: Busiress Phane Fisan) Tea-veia
Ll Budie Hisary | Legalabne Detaia =]
B mais ] | Gtmiur Kabius
| BR
Interret | Protscted Made: OfF v wIEs - s
# Eponsors
1] Speniet Order = Wste [T Corimeded To o)
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Create Analysis

Bill Infor mation
General

Agency Bill Detail

Agency Contacks

Click on “Analysis” (Left Nav), to view the existing Analysis or to add a new Analysis. To view an existing

Analysis, click on the Analysis name.

Tip** Can have multiple Analysis on one Bill #

4 Analysis

D Analysis Mame = Lead Analysis? Preparer Due Date

[ 2sHB1000 Mo 13/8/2013 5:00 PM
D Amanda Mo 11/8/2013 5:00 PM
7] E s testanalysis Mo 11/8/2013 5:00 PM
|:| ESHE - Donna's wersion Yes 1171172013 5:00 PR
4

Recommended Positian

Support

o0 Toadd a new Analysis, click in the box to activate section

Analysis Status
In Rewiews
In Rewiew
In Rewiews

In Rewiew

Revie &
Mot assi
Assighnel
Assigriel
Assighnel
.3
Fage 1 b

-4 of 21 [0 selected)

]
I zsHB1000 I 11/8/2013 5:00 PM Support
[ amanda Mo 11/8/2013 5:00 PM
|:| E % test analysis Mo 117872013 5:00 PM
|:| ESHE - Donna's version Yes 1171172013 5:00 P
4
1

It Rewiew
In Rewview
In Rewiew

It Rewiew

4 Analysis
\ Click in the blank space to activate the box I
Analysiz Mame &

Mat ass
Assigng
Assigng
Assighg

»

Page 1 bk

0 Click “Add New Analysis” in your top Ribbon Bar

Lot Teol il W

Amubgis

E 1009 - Liquor self-checkou®

Bine 1]

SpondE
- skl Bill |G SHU 1908
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Assign the Analysis Name, Program and Division

Tip** Since the Bill # doesn’t change, you might want to name your Analysis the version of the Bill. It will be up to
your agency to come up with your own naming convention.

Assign the Reviewers and Preparer
o If your agency uses Division Coordinator, leave the Preparer blank and the
Division Coordinator will get a task to assign a preparer
0 Enter a Due Date

U For training exercise, make yourself the preparer and first reviewer

(0 Analysis -
.
New
Eill I
4 General
Eill E 1000 - Healthcare provider imrmunity _a
Analysis Mame * | Lead AnalysisTE v Mo " Yes
Program/Division§ ﬁ Division a
Coordinator§
Preparer§ a Preparer Due Date  137/19/2013 [EV]S:UU PR ™
2 Bl
4 Assignments
Reviewer Status Due Date
)| [Mot assigned [ﬁv]
a |N0t assigned [ﬁv]
= [Mot assigned [ﬁv]
a [Mot assigned [ﬁv]

Click “Save & Close” in top Ribbon Bar

I

Sawe B
Close
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Prepare Analysis

Queues are used to create or manage actions (task or assignments) such as an agency preparing or
reviewing Analysis

0 Click on Queues (Left Nav), this will show all the items in your queue

n Eills i iy Charts Add

o Activate | 53 Copyalink [k Expon
B - . ) | ¥
35 Deactivate i ] E-mail a Link - = T F Filter
Connect Run Start Fun
- Workflow Dialog  Report«
Records Collabarate Process o
BATS b G2~ Bill: Search Results ~
[ Bil short Title
4 My Work
2E Dashboards [T 1000- Healthcare prowider immunity
i activitie [C]  1001- Beer & wine theater license
|:| 1002 - wehicle yellow dot program
4 BATS [C] 1003 - Health professions licensees
Q Agency Requests O] H004- Froperty faes, paymernd
@ Bills |:| 1005 - Public disclosure cammizsion
a Hearings I:l S . N
B RO - Horse racing comm, accounts
B Classifications |:| 1007 - Covering loads on highways

Click on the queue item, “Prepare Analysis”

Queue [tems Items I am working on ~ Search for records

Queue: |<Training Agency Admin D4>E|
|:| Title Entered Queue w Type Queue

|:| Prepare the Analysis for Training Analysis 1141472013 154 &M Task =Training &gency &dmin...

U For training exercise, you are the preparer
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Click on the blue hyperlink “Regarding” to complete the Analysis

s V- CH

—
e amew I
L ) j © 5 &
Hub o Ger Spes el T o Cenfit kad be Guces Bem Adngn Posi. s
Sempints lede iy ety ik Coparusity - Cusur  Detel = Prpod.
R Loy frvchuste Arsipms  iimetl Aty Cofsbizrate Bt
e ‘?I Tatk fuaas -1k
t e Prepare the Analysis for 1004 ESHE Training Analysis
ATad =
Eriaded
& Commpn Suigpt*
W Consaction Fladet (oEpane Tt Anakyris for 3804 FTHE Traiming Aralaia
2 At ity
 Proveses
(G WS
(o Conley Sastien:
El;lck on hyperfink to complete analysis

-
el ey [Wermnl =
b Cutrgary

Click “Start Analysis” in the top Ribbon Bar

Us| Start Analysis

% Feady for Review

Status

Complete the Bill Analysis Wizard



Swe Save
cinge
e
Agendy Analysis
I- Earwial
k Assignments
1 = i

= Analyiks Details

Rorlabed

a4 Common

2 Activitics

B Connection:
o Aaidit Heony
B Farawer Entries

Iy soe B bew
H A K Delete

o Chaced Actaities

Click “Notes” to add attachments or notes. Click in the “Notes box” to activate box
to add a note or attach files.

TR DTS
i' Trart Analyiid » sl Shiming -
$ Bnoy for Review ﬁ .m':upp ® Link
aEngiyte Agibgn
LA Ay O Fomail 0 Lind
TRy Stafuy Coflahante
bkl Anghyaas -
% 1004 ESHB Training Analysis
I Click in box to add attachment l -
4 MNoles /
I 4
Azach Fie Decren

Click “Generate Summary” in top Ribbon Bar to verify Analysis

=

Generate
Summary

Summary

Estart.&nalysis

Gey Ready Tor Rewiew

Status

Click “Ready for Review” in top Ribbon Bar to assign Analysis review to first
reviewer
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Mark your task complete

81 M Dyamcs CFA Tuaining Agency Adminibates 1 &
CRMLBATE o
HSMaw - : ,ﬂ g‘
| ﬁ § o 3206 8 3 % @ 5
Jo e T B T ool e HEZ ok g 0
# Lawe Enciute BiEiaml  Coreerl Rty Dats
| Tank Tasks v ol
19 ! prepare the Analysis for 1004 ESHE Training Analysis
4 Task =
RS
A Cammon dutsiret Prepann the Bnstyith far 1064 ESHE Traiming Anatyiz
R Connections Fleare prepare the Anuyz) Tar 1084 ESHB Traning Asabuls
A fudit Hitkary
- Preperes
Gl Workfown
Gl Dislog Ssdstent
Hagaiding ESHE Trnining Anssysts v ]
L B rineg Agency samnistrator £5 =
Dmetiin Tmrnte 2] Enny Harmal [=]
B waviin (el 2
Categany " Sub-Category
i =l
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Review Analysis

From the Queue, click the queue item for “Review the Analysis”

Queue Iterns  Items Iam working on ~ Search for records

Queue: |AII Queues E|
|:| Title Entered Queue » Type Queue e
D Reviewy the &nalysis for Training Analysis 11/14/2013 11:02 AM Rewiew Entry <Training Agendy Admin.. -

U For training exercise, you are the final reviewer

0 Click on the “blue hyperlink” (Analysis name) to review

|§é Rewview Entry
Review the Analysis for Trainiw
Analysis % Training Analysis

4 General

Creerer ® 9 Training Agency &dministratar 04 ﬁ
Reviewer Mame * a Training &gency Adminiztrator 04 f.j '[|
Due Date [MV] '[|
Actual End [mVl

Review the Analysis and once reviewed, click the “Mark Complete” flag in top
Ribbon Bar (Only visible to final reviewer)

@ (' Complete

Generate
Summary

Summany Status

Tip** Once the Complete button is marked, no changes can be made to the Analysis
Click “Mark Complete” on your review entry in the top Ribbon Bar

=

fdark
Complete

Tip** If there are multiple reviewers, the next reviewer will receive a task in their queue to review the Analysis.
The reviewer needs to save and close the Analysis, but MARK TASK COMPLETE, to push to the next reviewer. Only
the final reviewer will have a “Complete” flag in the Analysis (as shown above).

U For training exercise, you are the final reviewer
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Advanced Find

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 top Ribbon Bar

Results may be saved as a “view” (personal view) to be used on some of the pages

O 00O

Informational YouTube Video Link - http://www.youtube.com/watch?v=5o0qrbdj vfw

Select an existing view that is similar to the results you are looking for
U For training, use the view “Bills Division A is Tracking”

Click on the “Advanced Find” Button

=3 Copy a Link g - ? I F Export to Excel Lﬁ
\v')
J W Filter

le== E-rriail a Link o s
Connect Run Start Run  Import Advanced

- Workflow Dialog  Report- Data - Find
Collaborate Process

Bills : Bills Division "A" is tracking ~ !
Bill Short Title Bill I Bill Status

Select the lookup icon to find the Division you want to display in your view

& Advanced Find - Microsoft Dynarnics CRM - Windows Internet Explorer

|,_|| https:fftrcrmbats, des v, goe CRMBAT S mainaaspxtextrags =2 fDataProviderd3dhicros oft. Crm.dpplication Platform, Grid, G

4 Microsoft Dynamics CRM
Advanced Find

=
@ E} q Ij [ save &3 J = Group AMND “;;}
b z Edit Columns [:£ Group oR

Query | Saved Results ey Save Clear Download Fetch
Wiewss X Edit Properties = Details KWL
Sho “Wie Query Debug
Look for: |Bi|ls F Use Saved Yiew: |Bills Division "&" is tracking

Tracking [Tracked Eill /

Division Equals ﬁ Test Division = ¥

l Click to select a value for Division.
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http://www.youtube.com/watch?v=5ogrbdj_vfw

o Double click the Division you want to add

0 Inthe selected records box, click on the exisiting division to remove and click “Remove”
o Click “Ok”

i Pt skt | aLgoa/C RIARAT il et upflachupits g DrhutTipea 10081 ALoat: f |
Look Up Recads

L0 Bhop Byteh F W02 o B3 A b aabie PR 0 keeh ritan, i poar reselt 40 vine Bfyeenk
coRiml of dita By uaing the Wiee optian). Repeat thia prooei fer Sifenent ieps of ncoedi,

Eoak o I shaw Cndy by Resoids
Wi | Dvebein Lisahuip Vst =]
e — &
Huma U
ot Eram s #11 LREINLD 209 |
Bogt Devian LS B0 Ak
Girepsrenerit Reiphitenl Dastiion LUE2A0T 955 A
Vel Did seeefy 1L 1k Al
Pl Cimaiign LAY N A
dadey S Marhtinng D o LT A A
BIT Drason AR N AN
Al ko e
1 - B8 45 1 seletbed) W Page 1 b
Sarbrited ecoe:

T bien g vons Drion

[ Y dnmqm*:m. Trsterrset | Frisbeched hode: OfF [

0 Click on the “Results” Icon in the top Ribbon Bar to view

&
Results

o0 After you viewed the results, toggle back to the Advanced Find tab in your top Ribbon Bar

List Taols L8 Microsofi
File Advanced Find  J Eills
——
1| Activate S LORnect . a Copy a Link E Eﬁ
147 Deactivate 7] E-mail a Link (]
Fun Export
Feport -  Eills
Recards Collaborate Data
Connect
|:| Bill Short’ Bill ID
Select a connection role to indicate
D 1000- Hez ooy this record is related o you ar EHE 1000
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o Click on the “Edit Columns” icon to format columns

M e Sawe

ey

& Edit Columns

i * Edit Properties

o Click on the “Add Columns” button to add additional columns

o ©

_#| Configure Sorting

By Change Properties

% Remove

0 Select the column you want to add and click “Ok”

Add Columns

Selectthe columns to add to this view,

Record Type

D
-

r

:
:
:
r
r
r
r
r
r
r

Display Mame a

Official Title

ariginal Chamber

Passed By Chamber Of Origin Flag
Pazsed By Opposite Chamber Flag
Primary Sponsar

Proposed Action

Recard Created On

Related Agency Request

Related Draft Mumber

Session

Status

Status Reasan

Transmittal Ta

Marne

des_official_title

des_original_chamber

des_passed_by_chamber_o..

des_passed_by_opposite_c..

des_primary_sponsor_id
des_proposed_action
overriddencreatedon
des_agency_request_billid
des_related_draft_number
des_session_id

statecode

statuscode

des_transmittal_to

Type

Multiple Lines of Text
Option Set
Option Set
Option Set
Lookup

Date and Time
Date and Time
Lookup

Single Line of Text
Lookup

Status

Status Reasan
Option Set

( Ok | Cancel
R —
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o Additional column options

il
Edit Columns
Edit cakumns Tar the seved wew, These calunems regresent Bhe dats that will be didplayed in the vew,
1l Sheart Titke Bl 1D Eill fmatus Bill Status Dt | Commom Tasks
Ihargs ditpley srdér & columa =
2 - —~ 0 ©
> Fritanint s o oty "‘"-"-':_:_:l (3] corfigure Sarting
: o M ABd i Abw Eakira T m-ﬂdl.‘- Columne
= - - 1=
== hangs the wigth ol 4 sk }“-"“'--L
= —] [y change Brogerties
--*b Rernave a coiumn h-ﬁ-‘-_-:!'l- B Remenw
v —
|.‘. i . :
n Modec When there are tog many columng o it on s pace, the wew will e stanened and sorollbers well b acided.
[ ook [ cocs |
it fecrmats dersem. sl CAMBATS fchoancedlind fdatogs/ i, sdimdswaspailntitgiamesder Bl Trusted itey | Frotscted Mode: OF &

o0 Click “Save As” to save and re-name your Advanced Find (Custom View) click “Ok”

8 Acvanced Find - Microicf Dynemics CBM - Windows bemet Explores realiEr |
|_.-. bt ety de Co g ow RREAT St aoprentrags = Tl yoadedi it ros ot Crm s st Batfoem, e GrdOasProadmusn@ulde it B |

SR Trairiing Agency fdmenisinabo 45 T
[i=2 Greup svm L
3 it 1= Grovp R -
[ e e e Broimooetes T Do
S Wiew ety Bisbing
Lok fe: | Rills T=] Uik St Vs [ B3 Diion A" 13 brssling -

cied i 1_ e Raan: v

Bidston Eawals 1| gy hampeo/brerrmans. e wen g CRMBATS ddyane e ind Qs Prapieetivs sipefest ) |

Provicle Information for This View
Provisds @ nieme aevdl dciaiplion for Bhii aarved wiew, The nime will bx wilble in the Wigw gl

%ﬂiﬁsﬁmﬂﬁhi

Dhéperiptian
Aaarcrd Find Traming

(menterip; 5

0 Close the Advanced Find window and click “Bill’s” in the left nav. In your views dropdown
menu you will now see your saved Custom View under my views.
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Records Collabarate Process Crata
BATS fat G- Bill: | Bills Yodlka Division is Tracking -
1 Ei My Yiews D
4 My Work
Wi Dashboards T Bills Diwizion "A" s tracking HE
i
I'__"% A ctivities Bills Division "Gowvernment Relations™ is tracking
& Queues Bills Division "H5D" is tracking
4 BATS Bills Diwvision "Sales & Marketing” is tracking
E Agency Requests Bills Divizion "Sales” is tracking
Eill
& sins Bills Division “Vodka" is tracking
E Hearings
B OROA Bills I'm Tracking
& Classifications Bills I'm Tracking Major Projects
4 Contacts Bills I'm Tracking Mega test
9 Internal Cantacts Bills in the Current Legislature with classsificati..
8 External Contacts Bills with the "1311" dassification
[ Extermal Entities o o
Bills with the "Bar” classification
Bills with the "DUI" classification
Bills with the "Tax Lppeals” classification
4 Bills with the "Unclaimed Prizes” classification
BATS
1-1ao Popcorn
Admin anl Bills Wadka Division is Tracking -

Share a Personal View

o0 Click on the “Advanced Find” button in the top Ribbon Bar

=3 Copy a Link

[x} Export to Excel

S 5

- & #
E| E-mail a Link . = P Filter
Connect Run Start Run  Import Advanced
- Workflow Dialog Reports Data« Fing
Collaborate Process
Bills : Bills Division "A" is tracking ~
Bill Short Title Bill ID Bill Status

0 Select “Saved Views” in the top Ribbon Bar to display existing Custom Views

0 Check the box next to the view you want to share and click “Share”
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LixL 1oy

m Adwanced Find Saved Wiews

= 4 Ativate

IR LRI L LA R LD e N

%%—Da%

e

— j&fﬁ Dreactivate 9
Recard Setfs Default Azsign Sa'u'ed Fun  Export Sawe
Type e * Delete Saved View TES E mail a Llink  Report«  Wiews
wiew Recards Callabarate [Data
L Bills Saved Wiews: Active Saved Views ~
hwher Last Madified

|:| Mame &

] Bills Division 8" is tracking
e
E Bills Division "Gowernment Relations" is tracking

Training Agenc.

Ttaining &genc..,

114572013 3154,
11/5/2013 10:28..,

Select the team/user you want to share with. Select the users to share with, click “add” and click

uokn

Look Up Recouds
Select the Trpe 0f record you 'waek bo find 8o ercer your search atera. FIREr your ressits ssd view different
caiurens of Aty iy using b Vaew optized. Repest this peosess for Sifferent types of recasds

Loak foe  Iribemal Conta®

Wiewr: | Uer Laokug Yies

4

Ypapibc  raieng w
. Full Mame a PArin Phone Bugmness Lini o]
& Who would you like to share the BT =3 T
Al httpsifftrermbats.desswva.gowC < TP T s A M Lol
Traireng Agercy Adresilrilar O8 S8 Wy ifenghom Heer Co.
Who would yOl.l like to share Trairerug g vy Oomdinator 03 L% W e Hker Co,.
Select the users ar teams with who
wihich permissions to give each use |
L

1- 4 af 4 7 deledtad]

i Seberled proms:
g Add UserTeam £ Traning Agency Asenigtretor 64 @ Tréning Agendy Adminidtalar %
S | -
Femfiowe Selected Items
~ Toggle &Il Permissions |
of the Selected Items
2] Reset | -

0 Select the view permissions for each user or team

Tip** If you give a user the right to delete, append or write, they will have ability to change the view for

everyone who is using that view.

n Mame Read Wiite Delete Append Aszsign Share
~ £ Training Age... 2 r r r r r
£ Training Age... 2 r r r r r
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0 This view will now be available for those users under My Views

| Bills Vodka Division is Tracking ~ |

BITS Ol O & 15 FdLEIrg

-

Bills Division "Gowernment Relations" is tracking
Bills Division "HSD" is tracking

Bills Diwision "Sales & Marketing” is tracking
Bills Division "Sales" is tracking

Bills Division "“wodka" is tracking

Bills I'rn Tracking

Eills I'm Tracking Major Projects

Bills I'rn Tracking Mega test

Bills in the Current Legislature with classsifi

Bills with the "1911" classification
Bills with the "Bar” classification
Bills with the "DUI" classification
Bills with the "Tax Sppeals” classificati
Bills with the "Unclaimed Prizes” classification
Popcorn

Bills Wadka Division is Tracking

Tip** If the user would like this view to be their default view, they need to click on the “View” tab on the ribbon
bar and “Set As Default View”.

Y5 O @

et &z Defaulty Filter Sawe Save  Mew Personal  Refresh
Filters % Wiew

List e




Dashboards

Dashboards provide the user with quick access to information or common tasks
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 charts

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

O O 0O 0O O O

YouTube Video Link - http://www.youtube.com/watch?v=RriGGfypMOM

Creating a Dashboard from Scratch - Option 1
0 Instructions are located in your handouts or
http://www.des.wa.gov/services/IT/SystemSupport/Training/Pages/trainingCourseMaterials.aspx
U For training exercise we will customize an existing dashboard
(Option 2)

Customizing an existing Dashboard - Option 2
o Select the “Bill Tracking” Dashboard

BATS 2 G- [Daghnaard:  Astvities = |
a Al Spsiem Didhibosds 1
2 At
A fulije Agenny Request Mnagement view ] Actaity Ty Bty iam rata o
Bt {
&2 = Bill Traching t_ FLTTE T S MY fr——
4 BATE 5
ol Analy Exgrutive Coeright - OFM peview perr— L L] Y Task High 1NEQUET LT AM
W Agency Brquert m - 1
B i sl A My Danbiboseds | Snahiiifor, T Mariy
o Hearing o Aaten B84 Tiik Daikibosed Agncule..  Apmointment Mormy 1LY 13000 Fd
R RO A B pahbsar 1l Tak Huarinit RN 1M AN
& coriotiann T g AU Agpointrient Harma LAA20LD 1100 AM
& Contacts ol EanmAnais o FapmiAnall.  Tag Horms
B Intemal Cantacts w)  Eapn Anaki e 4 Tanmi Analy..  Tap Marns
B Ecteinal Cemtat P e = =
i 8 Pagé 1
) Eshemal Entibes !
M8 A B¢ B ¥ OF B W OB L O®E 4 mMONS B g R OfOT WM W NN

Edit  Delete

Cashboard Management

@ il I [ﬁ
—& i .

Set A Share Assign Refresh  Adwvanced
Al Find

et As
Default Dashboard

Action Query

Save As

news dashboard,
(Bl e
[ Activities
& Queues
4 BATS
g Agency Requests
B sils
a Hearings

RO

hboard: Bill Tracking ~

Save the selected dashboard as a

Bills  Bills I'm Tracking ~
[ Bill short Title a

D 1047 - Traffic cameras, photo talls
D 1156 - Forest lands & timber lands
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http://www.youtube.com/watch?v=RriGGfypMOM
http://www.des.wa.gov/services/IT/SystemSupport/Training/Pages/trainingCourseMaterials.aspx

o0 Name your Dashboard and click “Ok”

Dashboard Properties

Prowide a name and description for this dashboard, The name will be wisible in the dashboard
list,

ame
Bill Tracking - Customized fDrTraining|

Description

O Cancel

Click the “Edit” button located in your top Ribbon Bar

S B8 A

Set iy Share Assign Refresh  Advanced
Default CDashboard Al Find
Dashboard Management Aiction Query
BATS fat G- Dashboard: Bill Tracking - Customized fo
4 My Work
» 5 Dashboards B Bil: BillsI'm Tracking -
'L% Activities ] Bill Short Title &
& Queues D 1047 - Traffic cameras, photo tolls
4 BATS D 1156 - Farest lands & timber lands

EAgenw Requests
B sins
E Hearings

= ROW's
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0 Click on the Component (list, view or graph) you want to customize and click “Edit
Component” in top Ribbon Bar

I S L

“ Derhboyed

| Swer and Chase £ e 8 ey ==
¥ PO ' i | - -
1 . " - =
5¢ T =HE] i B O = bl Ll =l
Liew Dmphibgaryd Chan (1] Wielh rame Ingreie Degrebos Incregie Decrenie

|
| Frapertss ™ Rego Relource fdth WIdER  Megnt  Meight
| Mame: ® gm Tracking . Cuntomized for Traiming

|

| :lﬁll’-'i Wigwr SRleCtor -

Cliok in the blank spooe to notivate the box I

o0 Change the name of the Label for this component to display in the component header
0 Check the box “Display label on the Dashboard” to display the name

& | List or Chatt Properties -- Webpage Dialog @
|,j| https:fftrormbats. desaa,gov CRMBAT S Tools/FormEditar/DialogsfsubGrid.a: % |

List or Chart Properties
Modify the List ar Chart properties,

Mame
Specify a unique name,

Mame * ComponentSd49efh

Mame

GE Bills - Training Administratar _:_>|

isplay label on the Dashboard




0 Select the Entity from the drop down menu that you want to display

& List ar Chart Propertie: — Webpags Dialog

T T = = !
| i ritpssfromnlats, de s gowf CTIVEDAT 5 Tool T ormd diton Dinlegsy sueb Grdy 5 |

List or Chart Proparties
keodify the List or Chart propertss.

Fame
Specify 3 Unque name.

rame Lomponenthddden
Mame
Letiel Ry - Temining Acdmaniskratoe

| Display Inkel om the Dashi e

Cratn Snurce
Specify the primasy data sniarce for this st ar chart.
Firconds | &1 Necard Type
Q™S [ =
o }Mi‘l‘il}!} .

Agencies
Agrenicy Bill Delaits

Additionisl Options (g2 0 2oL en i

I Dixplay Searck
s IJNHNSIS Summaries

o Select the Default View from the drop down list

Data Source

Specify the primary data source for this list or chart,

Records |.&II Record Types
Entity | &nalysis [=]
Drefault wiew |.ﬂ.v:ti\-'e Analysis -

System Views
Additional Options

Display Search

Active Analysis
Analysis In Rewiew
Aszigned Analysis
Inactive Bill Analysis

Dizplay Index &

0 Select the additional views you would like to have available for this entity

Tip** From the View Selector drop down list you can choose “Show Selected Views” to choose multiple views. Use
the “Ctrl” key to select multiple views under the View Selector or Show All Views.

Additional Options
Display Search Box

Display Index@'

i ey Selectl:nr@

|Sh|:uw Selected Wiews -

Off

3
Inactive Bill Analysis

Shiove Al i ewys

Showe Selected Wiews

Show Selected Views
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o0 Todisplay a Chart/Graph select “Show Chart Only”
0 To select a Chart/Graph different from the default view, select “Display Chart Selection”

Chart Qptions @
Default Chart | 1 Active Snalysis [=]

Show Chart Qnly

Display Chart Selection

0 You can change the size of a component by activating the component and using the
buttons in your top Ribbon Bar

1

==k &[4+ H L;

Increase Decrease Increase Decrease
Width  Width  Height Height

Layout

0 After all the components have been updated, click “Save & Close”

H@aue and Close -
E!!ClDSE

Sawe
Save
o
A Bty e — adbraipal | MpniDerlie  PememeccedMocbam | biboiTes  Redearl. Aedgesil. Frinerl. Feieesd. Reeserl. a
iy e 1 - o Mebmige. M pagn. Bewgu. REamgr., otEsigr.
“min HBLEE B A [ e Srapmz WetEgE. MElEagh. MR, AR, Wl
E:‘T"‘ P 1 o T logas Gmimsgn. BEmsgu. REnmg., lideg.
[ PR L1 HE - T Ay - Lpp St (ofclr  Mlmsgs e RRLgn. MResi
-y W Tk s [ Wetagn. Aeleagn. Memdg. AR, Mt
& Cafieten LT e § i Pl b
4 Dl L » A L Lt L] [} I 4 L] I i P L u e B & [l i L] o W I
‘,nu-u-::m.m
I ot oy B Uk ok by Agesy s Tradding =
L A SatTES - mx st WO D W i Ontrbbadiorn  Faed by Leas, a
LAY B 8 W et LB BT T ] WINTILD Mo HEE MR LakALl
e e P g el LI HowseEsbibR La48L)
FE1 . e i g S LTHTIL o BN VL
JLETRE e e | mam Seitaidae WAL R BN 1
. Pywis dacen ma L OHp WINTILD e BN
LD L e 4 8 Pl B
m . . " i ) [ 1 [ " 1 ) ! \ u " : ' :
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0 You can set this custom dashboard as your default view by clicking “Set As Default”

5 CF 53 Ex(Ee e A
Save [ ey Edit  Delete | Set bz Share Assign Refresh Advanced
A efault) Dashboard Find

Dashboard Management Action Query

0 You can share this custom dashboard to another user by clicking “Share Dashboard”

=g B2 B2 BN L #

Save [ ey Edit  Delete Seths Lisign Refresh Advanced
Al Find

As Default

Dashboard Management Action Querny




Hearing Report

0 The Hearing Report is available from either your Bills Page or Hearings Page (Left Nav as below).
0 The Report displays a list of future Hearings (including today’s date) that are associated with Bills from a list
from within your view.
0 Ahearing prior to today’s date will not be displayed.
0 Ahearing that is not associated with a bill will not be displayed.
0 The system view, “Hearings Next Week for Bills My Agency is Tracking”, is available in your views list to limit
which Hearings you view. This view specifically searches for Hearings, scheduled in the coming week, against
Bills your agency is tracking.

0 Select “Hearings” (or Bills) in the Left Nav
§ Change your view to “Hearings Next Week for Bills My Agency is Tracking”

BATS fa Ga- Hearings | Hearings Next Week for Bills My Agency is Tracking ~ |
Hearin i Type of Hearing... Hearin
4 My Work g System Yiews vy g
a8 Dashboards All Hearings
J Ackivities Hearings for the Current Session
2
£ Queues Hearings in Current Session
4 B'LTS Hearings Mext \Week for Bills My Agency is Track, é————
& Agency Requests , .
i Inactive Hearings
B sils
lﬂl Hearings Past Hearings
= ROW's Public Hearings for the Current Session
& Classifications test
4 Contacts Upcoming Hearings

g Internal Contacts
8| External Contacts
[=F External Entities

Create Personal “Wiew

0 Because the Report runs from data in your view, the results of the Hearing Report relates to the selected
view you are using. You will need to create different custom views to display different Hearing Report results.

Tip** To create a Custom View, you can start by using the System View, Hearings Next Week for Bills My Agency is
Tracking and clicking “Advanced Find”. See page 42 for instructions on creating Custom Views.

For example: The “Hearings Next Week for Bills My Agency is Tracking” system view specifically searches for
Hearings, scheduled in the coming week, against Bills your agency is tracking. If you want to modify this view to
display Hearings in the next month, you can do so via the “Advanced Find” option and save your new view.

0 The Hearing Report can be exported to an Excel spreadsheet if you would like to include further information.
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Running the “Hearing Report”

o Click on either Bills or Hearings Page in your Left Nav.
0 Select the view “Hearings Next Week for Bills My Agency is Tracking” or any custom view you have created.

Hearings | Hearings Mext Week for Bills My Agency is Tracking ~

Hearing | System Views Typete of He Hearing Lacation
4l Hearings
Hearngs o the Currenl Sesson
Hearings in Currént Se5sion
Hearings Mest Week for Bills My Agency o Tracking
IATIME Py ;-e-s.'.-l'.;:u‘l.e.-'. Week for Bdls H. -';-en.. [ :l'ru'-:'\-g .!
Past Hearings A
Public Heanngs far the Current Sessan
Resl
Upcamsng Hisarings
My Yiews
Heanng weekly schedule

Create Personad View

0 Select “Hearing Schedule Report” from the Run Report drop down in your top Ribbon Bar.

E3y Copyalink . ~ = g _F% fxr Export to Excel ['ﬁ
‘1 E-mail a Link . < P S Filter

Run Start Run Import Advanced
Woarkflow Dialog  |Report -« Data - Find
Collaborate Process Run on Selected Records

Hearings | Hearings Next Wee Hearing Schedule Report  Facking =

Hearing DatesTime & Committee Mame [ Hearing Schedule Report ];1 Locati

o Select “All records on all pages in the current view” to have the report display the records displayed by your

view.
& | Sehect Recards -~ Webpage Dialog =]
|y hotpastiguemmibsaty derwagov i CRMAATS gndiermdifdin unetportasprd B |
Eslast Reconds

Telestwhion records you waRt B UsE In This rpeet

Repuik: Heaiiog Sibaechile Nrguis

Use Wrewe recoidh:

Al applicabl

e Rl rrcords on all paged b Bhe curmenl vire

Punfiepert | [ el |

hexprctie QR ntevriet | Pronected Maude: 9 8
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WARNING** The Hearing Report will default to “All applicable records”. If you leave this criteria selected it will
display all records with a future hearing regardless of the view you have selected.

o Ifyou want to limit the data even further, select specific bills or hearings from the view and run the hearing
report on the selected bills only.

ﬂ 1% @ elech Racards - Wihpige Dislsg E
& 1 Select Records

R
Sebect which records you want 1o use in this repart

e

Bills Bl

il Ehary

@ a00 -1 Ues thess resords:
& scor-si
A - W

1003 = H

~ Allreznrd a‘ﬁ"ali'ﬁ;;u in tha current vew

[ Rnmepen [ [ camcel |

btz fircrrababrdeswnqod o Trarbed titer | Beotscted Made: O 4

REPORT EXAMPLE:

Future Hearing Schedule Report

Lead Analysis
Primary
Time Bill ID Title Sponsor Pricrity FPosition Program Preparer

P Tuesday, December 31, 2013

BL'lul‘ﬁlm==

SHB 1010 Antifreeze products Shemy Appleton High Opposes Govermment Brenda Davis
Redations

25HB 1416 Irmgation distrct inancing Judy Wamick

12162013 31511 PM Page 1 of 1

o “Priority” and “Position” are based on the most recent Agency Bill Detail information. If no Agency Bill Detail
exists, the report looks for the most recent Bill Analysis marked “Lead”.

o “Program” and “Preparer” are based on the most recent Bill Analysis marked “Lead”. If multiple Analyses are
marked “Lead”, the one with the most recent creation date is used. If no Analyses are marked “Lead”, no
information is pulled onto the Hearing Report for these categories.
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