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Agency Bill Analyses - Agency Process Overview

Agencies create analyses for a bill to provide clear, concise answers and help ensure decision makers easily understand
the agency’s position. Multiple analysis can be created by an agency to describe multiple “what-if’ scenarios for a bill
before it is checked in as enrolled.

The BEARS application allows agency users to create, edit, review, and delete an Agency Bill Analysis based on roles
and permissions assigned

The workflow for creating an Agency Bill Analysis in BEARS is based on the current workflow and expectations

The following processes are covered in this job aid:
o Creating a new Agency Bill Analysis (Agency Administrator)
o Providing relevant information for the Agency Bill Analysis by an Agency Analyst or the Agency Administrator
o Completing the Agency Bill Analysis

To create a user account for BEARS, complete the BEARS Security Request form for the application. Keep in mind only
one role can be assigned per user, information on roles and permissions can be found in the Roles and Permissions
Guide.

BEARS can be accessed using Chrome, Firefox, or Microsoft Edge. Access BEARS application.

For training members of your agency on BEARS, please visit the BEARS training environment.

For more information about BEARS and training materials, please visit the BEARS web page.

For additional information about BEARS, contact the OFM Help Desk.

DESK

s HereToHelp@ofm.wa.gov 360.407.9100
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Agency Bill Analyses (List) Screen - Agency User

The Agency Bill Analyses Screen is available for any Agency User to view information. A System View is a pre-defined list
of bills for the selected session in BEARS with a set of filters applied to certain columns displayed.

Note: The buttons available in the header will be available based on the role/permissions of the user.
Preset System Views will be set up and available for all users
Saved Views are user specific and multiple views can be created and saved

Filters and sorting can be used to tailor the list of bills to view and/or store as a Saved View

O o o d

Any bill that already has one or more analyses associated will display a subset of records with its analysis
information included

[0 Page Header:
o Until a bill is selected the page header only contains information about the current legislative session
o After a bill is selected the Bill Short Title as a link to the Bill in LSC is included

o After an Agency Bill Analysis is created the Analysis Name and Analysis Status are included

[0 Sidebar or Left Navigation — provides navigational links to the workflow components to complete an Agency Bill
Analysis

\GENCY REQUESTS SYSTEM
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Agency Bill Analyses (List) Screen & Create Agency Bill Analysis - Agency Administrator

This section covers the Agency Bill
Analyses (List) Screen as used by the
Agency Admistrator including the ability
to create an Agency Bill Analysis:

1. Navigate:

As an Agency Administrator log into
BEARS and navigate to the Agency
Bill Analyses (List) Screen to view the
list of bills

= View Bill and Bill Analysis
information by toggling between the
following selection arrows:
0 Bill Information selection —
shows a line item per Bill ID
and

[J Analysis Information selection
— shows a line item for each
analysis created, a bill can have
multiple analyses

=> Filter Tools — the filter can be set for
each column by the use of the filters
tool on the right hand side

= Column Tools — the bill /analysis
filter options customized by selecting or
deselecting the checkbox by each
column header

= Other Information Displayed:

[J Rows: provides the number of
records returned

[J Range and Page Number:The
bottom row displays the
numeric range of 8 records
returned and the page number
of the range

2. Show Views/Hide Views:

Any Agency Administrator can select
the Show Views button and Hide
Views button (alt+shift+k) as a toggle to
show or hide the System Views and
Saved Views Selection Columns from
the grid

Agency Bill Analysis— Agency Process Overview

Saterons: 2020 Wigher S o i 654 Dpaletors

Agency Bill Analyses

System Views

ystem View

BiID ©

Saved Views [E)5aveview

Rows: 4952

Session: 2020 feg.

Agency Bill Analyses

Bill Information <

BNID & Bill Shart Title ©

Y hd

2E25HE 2050 2050 - Wine special icense plates

2E2558 572

0 5720 - Involuntary treatment act

262558 5740 5740 - Retirement

ings program
2EHB 1056 1056 - Domestic violence/workplace
2ESB 5857 5887 - Prior authorization
2ESHB 1332 1332 - Energy site eval. cound

2ESHB 1565 1565 - Background check snaring

a
O
O
O
]
O
O
O

Rows: 4,952

2ES565369 539 - Teleheaith program/youth
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Bl Status ©

HPassed 3ra

302120

SRules3

Gav veroed

193120
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SRules3

Bill Type. Bill Status ©

B repors

Bill Status Date © Date Introduced >

L S ERT T 4

02/19/2020

04/02/2020

Bl Status Date

Passed By Legislature ©

1t080r 4952 Pagelerere > 3l

) cresue Ay

[ vewrsa

Bill Official Title <
AN ACT Relating to ¢
AN ACT Relating to {
AN ACT Relating to ¢
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108074952 sgetofels > 3l

Page 3 of 19

s

e g


mailto:HeretoHelp@ofm.wa.gov

Office of Financial Management

7 BILLENROLLMENT & AGENCY REQUESTS SYSTEM

Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

3. Create Analysis:

An Agency Administrator can create a new
Analysis by selecting the box next to any gy S —
bill on the Agency Bill Analyses Screen Analyss Information B~
and then selecting the Create Analysis c : —

button (alt+shift+n)

=> Once the Create Analysis button
(alt+shift+n) is selected, the Agency

Administrator navigates to the Analysis
Information Screen to enter the Analysis

Name and Program

[E) save

= Save Unsuccessful: If the information

is not entered completely, when the Save

button (alt+shift+s) is selected the following

message will be provided:

“Bill Analysis failed to save.” [

= Select the Back button before saving or

naVigate aWay and receive the Unsaved You have unsaved changes.

Changes popup You can continue editing and save changes, or
discard changes and navigate away.

[J Select Discard Changes to
navigate to another screen or S

[J Select Continue Editing to
continue editing

Bill Analysis successfully saved.

Save Successful: If the information is

entered completely, when the Save button

(alt+shift+s) is selected the following m
message will be provided:

“Bill Analysis successfully save.”

4.
5. View/Edit:

Once a Bill Analysis is created it can be
selected from the list of bills on the
Agency Bill Analysis Screen

BRopots @ HideViens [} Grostehnaysis [ Viewlsie

Saved Views B saveview 2EHB 1056 Domestic violence/workplace: In Review ‘The Program
=> Then select the View/Edit button i e ey
(alt+shift+v) to navigate to the Bill .
Information Screen to view or edit an O e
analysis based on permissions
6. Run Reports: rerets > 7

The Agency Administrator can select the

Reports button (alt+shift+d) to run a report
=>» Select the Reports button and select a

report from the dropdown list of reports

available in the Run Report Popup

=>» Select the Report Format radio button R Report
for PDF, Word, Excel

[0 Then Select the Run Reports
button to run the report or

Report Format
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|
[1 Select the Cancel Button to return

to the Agency Bill Analyses SCreen .o e o

7. Flags: Above the Bill Information and Agency Bill Analyses Broors @ v Qoo (4 veweon
Analysis Information toggle arrows e
there are yeS/no ﬂags that can be Set i BillID & Bill Short Title 1 Analysis Name & Lead © Bill Review Status & AG Review & ;
for each bill: v v S . :

O  se1000 1000 - Temp. vehicle trip permits o
Tl Set/Unset Track Bill Flag R e —
(alt+shift+t) WB1003 1003 Naruens busnessing
To |nd|cate Intel'eSt |n a SpeCIfIC b|" Saved Views B save view g HB 1004 1004 - Theater licenses. FOOFOOFOO Yes Agency Review No
+IRachelsFlagtest 4] HB 1004 1004 - Theater lics FOOFOOF00 2 No Agency Review No
0 Setlunset Lead Analysis Flag O  we1005 1005 - Mobile home foreclosure sale
(altshift+1) S ——
To indicate Lead Analysis : .
[ Set/Unset Testify Flag B
(alt+shift+2)
To indicate the need to Testify
[0 Set/Unset AG Review Flag
(alt+shift+2)
To indicate Attorney General
Review
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____________________________________________________________________________________________________________________________________________________________________|
Agency Bill Analyses (List) Screen - Agency Analyst

Session: 2020 Regular Sassion slature

1. Navigate:

As an Agency Analyst log into BEARS and ~ Maskilisis
navigate to the Agency Bill Analyses — PR
(List) Screen to view the list of bills i S . o e | Y

=> View Bill and Bill Analysis information
by toggling between the following selection
arrows:
0 Bill Information selection — shows
a line item per Bill ID and

Wine secial cense piztes InRevew =

Saved Views Eswveview

0 Analysis Information selection —
shows a line item for each analysis
created, a bill can have multiple
analyses

=> Filter Tools — the filter can be set for
each column by the use of the filters tool
on the right hand side

=> Column Tools — the bill /analysis filter

options ctistemized by seleating or
deselecting the checkbox by each column 5- e — .
ystem Views g =

header —

TestSystem View

BlID © Bill Short Title © Bill Type © Bill Status O Bl Status Date © Date Introduced & Passe(

= Other Information Displayed:

A4 v A4 v mm/dd/ym 8 W mm/dd/yyy B W
2E25HB 2050 2050 - Wine specia license pates He HPassed 3rd

[0 Rows: provides the number of
records returned

225585720 5720 - Involuntary treatment act E c302L20 04/02/2020

g g

8 00O

2625585740 5740 - Retirement savings program ) SRules 3 03/12/2020

Saved Views B)seve view 2EHB 1056 1056 - Domestic violence/workplace HB Gow vetoed

[J Range and Page Number:The
bottom row displays the numeric
range of 8 records returned and
the page number of the range

2£SB 5867 5857 - Prior autherization E TR

With Analyses Name Zd
2ESHB 1332 1332 - Energy site eval. counci HB HRules 3C

2ESHE 1565 1565 - Background check sharing HE HRules 3C

I [ |

2£S5E 5369 5389 - Teleheaith programyyouth ] SRules3

2. Show Views/Hide Views: i
Any Agency Administrator can select the e s
Show Views button and Hide Views

button (alt+shift+k) as a toggle to show or m

hide the System Views and Saved Views

Selection Columns from the grid

3. View/Edit:

Once a Bill Analysis is created it can be
selected from the list of bills on the
Agency Bill Analyses (list) Screen

=>» Then select the View/Edit button
(alt+shift+v) is the to navigate to the Bill
Information Screen to view or edit an
analysis based on status and permissions

Agency Bill Analysis— Agency Process Overview Page 6 of 19
Need help? Contact the OFM Help Desk HereToHelp@ofm.wa.gov 360.407.9100


mailto:HeretoHelp@ofm.wa.gov

Office of Financial Management

7 BILLENROLLMENT & AGENCY REQUESTS SYSTEM

Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

8. Run Reports_: .
The Agency Administrator can select the
Reports button (alt+shift+d) to run a report

=>» Select the Reports button and select a

report from the dropdown list of reports

available in the Run Report Popup =
=>» Select the Report Format radio button Repart Format
for PDF, Word, Excel .

[0 Then Select the Run Reports
button to run the report or

Run Report

[1 Select the Cancel Button to return
to the Agency Bill Analyses Screen

Agency Bill Analyses Brepors @ dideViews (I Viewrede

9. Flags: Above the Bill Information and
Analysis Information toggle arrows
there are yes/no flags that can be set oo e © e p———
for each bill: v v v v v )

[0 Set/Unset Testify Flag
(alt+shift+2)

To indicate the need to Testify

[J Set/Unset AG Review Flag
(alt+shift+2)
To indicate Attorney General
Review

A ecTesy Fing | [ SecAG Revien Fa

2625565720

262556 5740

O o0 00

26HB 1056 Domestic violence/workplace In Review The Program

[
=]
<]

2658 5887 Prior authorization In Revizw The Program
285HE 1332

2ESHB 1565

O 0o 0o

Note: When an analysis is complete, the

flags will default to last selected and will
not be usable, but will not disabled.
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____________________________________________________________________________________________________________________________________________________________________|
Bill Information Screen - Agency Analyst

1. Navigate: ®

Navigate to the Bill Information
Screen by clicking on the

View/Edit button (alt+shift+v) on
the Agency Bill Analyses Screen

Note: Bill Information from the
LSC is populated and updated
once every hour

Chamber Votes

Important: For real time bill
tracking go to the LSC and
create a Bill Tracking account.

2. Back and Continue:

Use the Back and Continue
buttons at the bottom of the
screen to navigate back to the
Agency Bill Analyses (list)
Screen or continue on to the
Analysis Information Screen
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____________________________________________________________________________________________________________________________________________________________________|
Analysis Information Screen - Agency Analyst

1. Navigate:
Navigate to the Analysis
Information Screen to view the
Analysis Name and Program
information entered when the
Analysis was created

2. Back and Continue:

Use the Back and Continue .
buttons at the bottom of the screen '
to navigate back to the Bill

Information Screen or continue on

to the Assignment Screen
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Assignment - Agency Administrator
1. New Assignment:

Log in as the Agency Administrator and
navigate to Assignment Screen via the
Continue button at the bottom of the Analysis
Information Screen or the left side navigation

=>» Enter the Preparer’s Full Name and
Preparer’s Email Address

= Due date is optional

2. Save Successful:

Select the Save button(alt+shift+s) to save the
assignment, if the save is successful a
successful save message will be provided.

3. Save Usuccessful:

Select the Save button(alt+shift+s) to save the
assignment, if the save is successful an
usuccessful save message will be provided
with a validation summary.

= When the assignment is saved successfully
a notification is sent to the Analyst with a link to
the Agency Bill Analysis in BEARS

4. If the Agency Administrator navigates
away from the Assignment Screen
without saving, an Unsaved Changes
popup will be provided

“You have unsaved changes.

You can continue editing and save changes, or
discard changes and navigate away.”

[1 Discard Changes — Select to navigate
away without saving

[J Continue Editing — Select to return to
the screen to continue and save
changes

Agency Bill Analysis— Agency Process Overview

Agency Bill Analysis- Agency Process Overview
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8 Bears Agency Administrator

6] L:] o3

- MR- Umetes  Lagme

Bl e Soleorunl s wiinan Beerey Sevew) ARIYSIS! Firemen seon

Session: 25t kel Sessanof e bl Lepiature
Assignment B

Compiete the fields hielaw. Al fields are required ta save e form unless nnervise indcarsd

Bak Continue

NCY REQUESTS SYSTEM

Iareterkn: g B

g Sessinr at e Loghlarer Bk 131 Schosl Nateedon T

Reasel anatysts 1T oo

i AT i requived 10 Save e 010 Unless ot rwise indicated,

Preparers Full Hame Preparer's Email

e b

Assignment(s) successfully saved. X '

Assignment(s) failed to save X '

You have unsaved changes.

You can continue editing and save changes, or
discard changes and navigate away.

Discard Changes
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____________________________________________________________________________________________________________________________________________________________________|
Assignment - Agency Analyst

Session: 2020 Reguiar Servion of e €6 Logeamure  Bill: 2857 Brioesumorizzmen gy Sovie)  Analysis: Brior smortonsy(in S

1. View Assignment: .

Log in as the Agency Analyst to view the ki rr v s frm s sheise e
Assignment for the Analysis

Preparer's Email

2. Back and Continue:

Use the Back and Continue buttons at the
bottom of the screen to navigate back to the
Analysis Information Screen or continue on

to the Analysis Details Screen
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Bill Information Screen

An Agency Analyst or Agency Admin can continue with an Analysis they are creating or receive a notification of an

assignment for a particular bill. Selecting the link in the notification navigates to the Bill Information Screen for the Agency
Bill Analysis assigned.

yogi.bear@ofm.wa.gov

<[ 1}7.5 BILL ENROLLMENT & AGENCY REQUESTS SYSTEM e L

ﬁ Agency Requests Session: 2023 Regular Session of the 68th Legislature  Bill: 1191 - School Notifications ~ (Agency Review) Analysis: 1191 School Notifications  (In Review)

[ Agency Bill Analyses

Bill Information @ Sevunset Lead [ create Analysis (& View/edic (] Delece

Bill Information

Bill Information will be updated from the Legislative Service Center (LSC) once every hour, for real-time bill tracking go to the LSC and create a bill tracking account. '
Analysis Details

General Information
Analysis Recommendation

Attachments Bill Short Title

1191 - School Notifications
Review Analysis

Official Title

An Act Relating to opiod overdose medication at kindergarten through twelfth grade and higher education instiutions;

Bill Status
C167 120

Companion Bill
2003

Must Act By Date
11/31/2021

Passed by Legislature: Yes

Amended by Opposite House: No

Back Continue
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I ———————
Analysis Details Screen

1. Analysis Details:

= Navigate to the Analysis Details
Screen either by the left side navigation
or the continue button on the Analysis
Information Screen

ENCY REQUESTS SYSTEM

Session; 205 Iizg. ar sessian of the U8tF Legisanus Bilk 7191 Schuol Nolficelens ey Seviesd - Analysis 1141 Schosl hemicadons i Hese

2. Analysis Details:

“Complete the fields below.
Requirements will need to be prvided
before the analysis and/or assignments
can be completed. Please work with your
agency administrator to determine which
questions are required for your agency. If
it doesn’t apply please indicate N/A.”

2.1 thic is » substituce, smended, or engrossed bill, how is s impact different from previous versions? [Fuui ! 1 ool o)

b
B i UAa FFT =W o |

3. The fiseal impact of this bill would be which of the following: Yes, No, UnCereain? 1fyes, please xplain. /2.ie: 7 coizlers 0nolss |

B iU A =T o=@ @@\ +

= The unsaved changes popup is
provided when navigating away from the
screen before saving

“You have unsaved changes.

You can continue editing and save
changes, or discard changes and
navigate away.”

[0 Discard changes — return to the

Analysis Details Screen with no You have unsaved changes

changes
[l Continue Editing — Keep_s You can continue editing and save changes, or
CU!T_ent changes and continue discard changes and navigate away.
editing
3. Save (Unsuccessful): Discard Changes

Select the Save button (alt+shift+s) -
If the fields are not complete the
following message is provided:

“Analysis Details failed to save.”

[B) save

4. Save (Successful):

Select the Save button (alt+shift+s) -
When the Analysis Details are
successfully saved the following Analysis Details failed to save. x ‘
message is provided:

“Analysis Details successfully saved.”

Analysis Details successfully saved. X ‘
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I ———————
Analysis Recommendations Screen

1. Analysis Recommendations:
Navigate to the Analysis
Recommendation Screen either by the
left side navigation or the continue button
on the Analysis Details Screen

REQUESTS SYSTEM

=> Select one of the following for the
Position:

Supports

Supports with Concerns
Neutral

Concerns

Opposes

Other

And add an explaination for each one

Ooooooo

=> Select one of the following for the

Priority:
. B save
[0 High
[ Medium s -
Anal Recommendations
0 Low
- The following fields have missing/invalid entries:

[0 Inactive S e

2. Save (Unsuccessful):

Select the Save button (alt+shift+s),
When the Explanation for the Deny or
Conditional Hold fields are not complete
the following message is provided:

Recommendation(s) successfully saved

“An explanation is required.”

3. Save (Successful):

Select the Save button (alt+shift+s),
When the Analysis Recommendations o o ot i e g o
are successfully saved the following discard changes and navigate eway.
message is provided:

You have unsaved changes.

Discard Changes Continue Editing

“Recommendations successfully saved.”

The unsaved changes popup is provided
when navigating away from the screen
before saving

“You have unsaved changes.

You can continue editing and save
changes, or discard changes and
navigate away.”

[J Discard changes — return to the
Analysis Details Screen with no
changes

[J Continue Editing — Keeps
current changes and continue
editing
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|
Attachments Screen

1. Select: B e e

Genral Information

Attachments.

=>» After the required elements are
saved, navigate to the Attachments

Artachmer

screen by selecting Continue at the = =
bottom of the Analysis
Recommendations screen or by
selecting Attachments in the left sidebar
navigation
by

2. Upload:

= Select Upload (alt+shift+u) to
navigate to the files on your computer
and select a file to upload

Session: 2020 Regular Session of the 66th Legislature  Agency Request: 3761 - Agency Request 2022 (Draft)
=>» Directly below the Attachments Attachments
header the fo||owing information is Attachments are optional. Responses to Required Element questions should be entered directly ino the application and not embedded within an attachmen.
. Maximum file size: 20MB (.doc, .docm, .docx, .txt, .rtf, .odt, .msg, .oft. .xis, .xlsm, .xisx, .csv, .key, .odp, .pdf, .pps, .ppt, .0ptx, jpeg. .jpg. .png. tif)
provided:

Title Upload Date File Size

Attachments are optional. Responses to
Required Element Questions should be
entered directly into the appliaction and s o e
not embedded within an attachment. B ome .

= This PC () Bl Information Screen Feedback

Maximum file size: 20MB (.doc, .docm, 2 20 Objecs & tabls for il nformation
.docx, .txt, .rtf, .odt, .msg, .oft, .xls, .xlsm, Woeicop [ e o .

'XISX’ .CsV, 'key’ 'Odp: pdfi -PPS, ppt, Flename: | [AlFies v
.pptx, .jpeg, .jpg, .png, .tif). ‘ Cance »

Back Continue

@ Open X

T « Desk... » Bill Analysis De... v U O Search Bill Analysis Design

= Once the file has been uploaded, a
message that the file has been
successfully uploaded is provided: P ————— -

“Attachment {name of file} successfully
uploaded.”

Attachment failed to upload. Valid file types: (.doc, .docm, .docx, .txt, .rtf, .odt, .msg, .oft, .xls, .xIsm, .xlsx, .csv, .key, .odp, .pdf, .pps, .ppt, .pptX, .jpeg. .jpg, .png, .tif) X

=>f the file is not of the appropriate
format for the upload, the user receives
the following validation message:

“Attachment failed to upload. Valid file
types: (.doc, .docm, .docx, .txt, .rtf, .odt,
.msg, .oft, .xls, .xIsm, .xlsx, .csv, .key,
.odp, .pdf, .pps, .ppt, .pptx, .jpeg, .jpg,
.png, .tif)”
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3. Download:

=> select the checkbox next to the file to
download and select the Download
button (alt+shift+d) the file automatically
downloads to the downloads folder on
your computer, there is no validation
message for a download

4. Delete:

=>» Select the checkbox next to the file to
delete and select the Delete button
(alt+shift+x) the following delete
confimation message is provided:

“Delete Confirmation

You are about to delete {Name of
File.filetype} this action cannot be
undone, continue?”

= Cancel navigates back to the page
with no changes,

=>» Delete removes the file from the
Attachments list and the following
validation message is displayed:

“Attachment {name of file} successfully
deleted.”

Agency Bill Analysis— Agency Process Overview

Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

.‘, Download

Attachments

Attachments are optional. Responses to Required Element questions should be entered directly into the application and not embedded within an attachment.
¢ msg,.oft. s, isn .

Maximum file size: 20M8 (.doc

Title

tables for Bill Information.docx

...docm, .docx..xt. .1t .o

& oownload & Upioad ¥ Replace

1 pelete

m, xlsX, .Csv. Key. .0dp, .pof. .pps. .ppt. .PpUX. Jpeg. Jog. .png.

File Size

Upload Date @

2/1/2022 4:41 pm 17.81 K

Feedback.docx.
continue?

Delete Confirmation

You are about to delete Bill Information Screen
. This action cannot be undone,

Delete

Artachment Agenda.doox successfully deleted. x
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Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

5. Replace: ~
=> Select the checkbox next to the file to x Replace

replace and select the Replace button
(alt+shift+c) the following replace
confimation message is displayed:

“Replace Confirmation N

You are about to delete {Name of

File.filetype} this action cannot be Replace Confirmation
undone, continue?” You are about to replace Bill Information Screen

Feedback.docx. This action cannot be undone,
continue?

= Cancel navigates back to the page
with no changes, Replace

= Replace to browse and select a new
file. Select and the file chosen replaces
the file selected in the list

Artachment BEARS Training Needs Assessment Minutes (002).docx successfully replaced previous attachment BATS Security Roles (1).docx. X
The fo||owing success banner is Session: 2020 RegtarSemsicn ofhe Geeh Legitnaurs  Agency Request: G7E3-thisi et (o
displayed: Attachments L Downioed & Upicsd g3 Replace ] Delete
A 0 Required Element ques: to the application and not embedded within an attachment.
“Attachment {name of file} successfully mrmmem : —
replaced preVious attaChment (Name Of [ BEARS Training Needs Assessment Minutes (002).docx 3,:/21’2502 pm 273.82KB
File}.”
Back Continue
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Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

____________________________________________________________________________________________________________________________________________________________________|
Review and Complete Analysis - Agency Administrator

1. Select:

=>» After any optional Attachments have
been added, navigate to the Review
screen by click on the Continue button
at the bottom of the Attachments page
or through the left sidebar navigation.

| BILL ENROLLMENT & AGENCY REQUESTS SYSTEM

2. Review and Update:
= Each section of the Review screen
has an Update button used to navigate

to the section that needs additional
information

Analysis Details o i

Analysis Recommendations et

=> By selecting the View Summary
button (alt+shift+p) a PDF is generated

containing all information entered

3. Complete Analysis:

Even if the Analysis has information
missing, the Agency Administrator can
Select the Complete button at the bottom
of the screen to complete the Analysis

= The successfully completed message
will be provided:

_ _ _ Complete Analysis Confirmation
“The analysis {name of analysis} for bill

{Bill title} has successfully completed.” Are you sure you want to complete analysis
Retirement savings program for bill Retirement
savings program? Select Complete Analysis to
continue or Cancel to return to the review page.

Complete Analysis

The analysis Retirement savings program for bill Retirement savings program has successfully completed x
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Agency Bill Analysis- Agency Process Overview
Bill Enroliment and Agency Request System (BEARS)

Review Screen - Agency Analyst

4. Select:

After any optional Attachments have
been added, navigate to the Review
screen by click on the Continue button
at the bottom of the Attachments page
or through the left sidebar navigation.

5. Review and Update:
Each section of the Review screen has

an Update button used to navigate to the
section that needs additional information

=> By selecting the View Summary
button (alt+shift+p) a PDF is generated
containing all information entered

Use the Back button to return to the
Analysis Recommendations Screen

‘IIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIII..

Important: Only the Agency Administrator can complete an Analysis.

4 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®
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