LEGISLATIVE INFORMATION NOTIFICATION UPDATE SYSTEM (LINUS)
HOW TO CREATE CUSTOM REPORTS

How to Create a Custom Report in LINUS

~ Introduction 00

This tutorial will walk you through the steps for how to create a custom report, save, print, and
email a report in LINUS.

Select the step numbers below to navigate through this tutorial.
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Step 1 (TR '.

| s [P O
PASSWORD oooooooooo| -

Login Clear

Go to the LINUS web page at https:/apps.state.or.us/linus/
Enter in your USER ID and PASSWORD. Select Lagin.
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Legislators

Users
Administrative
Reports Menu

Log Out

After logging in you will be on the Main Menu. Click on Search.
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Step 3 OO0
BILL SEARCH [ Advanced Search Nu-.l

Bill Number: Summary: Display Full Relating To Clause: Ssarch Full Oisplay Eull Bill Label:
Summary: [] Relating To: O Relating To: O

£y sager (Bomary): selected) Sort By: selected)

¥) [+]o (selectad, .c ¥ () (selected)
Smith. John | (available) ’

N <) a-)
Search Name: Concept Number: S Yr: s Type:  Bdl Version: Tracked:
2010 &4 Special § Current od | Tracked Active [

Select your name from the Bill Manager drop down menu.
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S o
BILL SEARCH M Advanced Search Now

Bill Number: Summary: Onusplay Full Relating To Clause: Search Full Drsplay Full Bill Label:
Summary: [ Relating To: 4 Relating To: O

Bill Manager (Primary) (selected) Sort By: (+] (selected)

e ~ + -

(available) Smath, John (available) "
] <[-]
Search Name: Concept Number: Session Yr: Session Type:  Bill Version: Tracked:
2010 &4 Special Curment 4 Tracked Active

ﬂ Search Nowi

Click on the plus [+] sign to add your name. Your name will appear on the right under
(selected). Select Search Now.
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Step 5 (TR D]

SEARCH RISIAES (! e

On the Search Results screen, select Customized Report Selection.
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Step 6 OO0

Q

The Customized Report Selection screen will display. The Bill Number field will automatically be
checked for you.

Check any other fields you want to be displayed on the report. As each field is checked it will

appear in the Column Order box. The order of the fields can be changed by highlighting the field
then clicking the up or down arrow.
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Step 7 (TR D]
Run Repur‘t|

Click Run Report to create the report.
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Step 8 OO0

Customized Report

Report Date: Tue, Nov 30, 2010

Searched on:  Unique Bills=2: Session Year=2010; Session Type=5Speaal; Tracked=Tracked Active;
Bill Version=Current; Primary Bill Managers=Smith, John, Sort By =84 Number

1 Rolating To Clause Summary

Your customized report will be displayed. If you have not saved the report fields, the default
name of the report will be Customized Report.
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Step 9 (TR
Save Report|

To save the fields so you can re-run the report, check all the fields you want to display/print on
the Customize Report Selection screen. Click Save Report.
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Step 10 SO0

SAVE REPORT INFORMATION

Save Reset Report Name: |Eyample Report

(This value will display as the report header.)

Description: | /1pis is an example report.

(Single quotes are not allowed and will be stripped from the text.)

The Save Report Information screen will display. Enter in a meaningful report name. This will be
the name that will display on the report. Enter in a description of the report. Click Save.
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Step 11 OO0

Saved Custom Reports: IEKample Report :!

F Bill Number ~ Relating To Clause M = Summary W At the Request of

The saved report name will now be available for selection in the Saved Custom Reports drop
down field.
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Step 12 OO0

To print a report you need to set your Page Setup to the New Tab Q=T
proper settings. Go to File at the top of your browser Duplcate Tab QK

window. Choose Page Setup from the File menu. New Window Q=N
New Session
Egt with Microsoft Office Word

Save fs...

Close Tab QA=W
Print... QP
Send »
Propedies

Work Offine

Ext

A
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 Pavat % e o5

™ Part Background Colors and images -
e

' Enatie Pvrktc F

Headers ard Foctary

Header Eoster

[tee =] Jum =]
[e= pies =]
|=s;-.:r‘:zs:=)-.-x :’ ll::rv-:“:v'.z :J
Change Fort |

ok | _cece |

For reports requiring landscape: Size = Letter; Orientation = Landscape; Left Margin 0.2"; Right
Margin 0.2". For reports requiring portrait you can use the same margins and just change to
Portrait setting. Click OK. The Page Setup window will close. Click Print.
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Step 14 (TR D]
Email Report|

To e-mail a report to another person, go through the steps to generate the report. Select Email
Report and LINUS will e-mail the report as an attachment to you. You can then forward the e
-mail to another person.
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