LEGISLATIVE INFORMATION NOTIFICATION UPDATE SYSTEM (LINUS)
HOW TO SET EMAIL NOTIFICATIONS

How to Set your Email Notifications in LINUS ’

Introduction 00
This tutorial will walk you through the steps for how to set up email notifications in LINUS.

Select the step numbers below to navigate through this tutorial.
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" Step 1 00

s 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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Step 2

Search
Committees
Legislators
|Users|
Admi ative
Reports Menu

Log Out

After logging in you will be on the Main Menu. Click on Users.
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Step 3
AGENCY USER LIST Active ® Inactive O an QO
01, student y
02| pent Y
03, nt Y
04, student Y
05, student Y
06, student Y

Search for your name on the Agency User List and click on your name.
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OGO

USER INFORMATION

Last Name: First Name: M.L.:
(1 student
Duvision Job Tithe:

(No Division Selected)

Office Phone Number: Ext.:

(No Office Selected) 4

Email: Cell Phona:

Active: Pager Number:

=

Get all automated Hearing emails? | Get all automated Refresh emails?

O ey

User ID: Password: Confirm Password:
USEFD? sassnenn AT Y]

On the User Information screen, select the Email Notification User Override link.
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| Step5 OO0

EMAIL NOTIFICATIONS USER OVERRIDE

Last Name: First Name: Middle Initial:
01 student

Days advance notice for Hearing Notification emails?

ificats : Send Notification
Send Refresh Notification emails when a: tification? Interval?

The Email Notifications User Override screen will display. Choose the number of days in advance

of any bill hearing or work session you want to receive notice (1 is probably too few, 10 is
probably too many).
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Step 6 00

OUS Refresh §J

Bill is added for the first time
Bl & amended Dady

New verson records are created due to il
being amerded

Bill summary or relsting to clause is updated
New committes 3 added

Committes is updated

Commatee 5 inactivated

Committee member 15 added

Committes member (s remaved

IEEIEEENEEENCHT |

New legisiator 18 added

Legislator w updated O

Legislator i inactiveted L

Decide which refresh notifications you want to be notified about (check box to receive).
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Step 7 G0

: . Send Notification
Send Refresh Notification emails when a: Notification?

Bill is added for the first time OLIS Refresh
Bill is amended Daily v
New version records are created due to bill (] _

being amended il

Decide how often you want to receive notifications - OLIS Refresh is multiple times per day and
Daily is once per day.
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. Step 8 SO0

New bill note is added to a bill ‘ Upon Entry
N

Decide if you want to receive notifications when agency staff add bill notes to any bill.
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" Step9 a0

EMAIL NOTIFICATIONS USER OVERRIDE

!
Email Notifications
Usar O

= Last Name: First Name: Middle Initial:
e 01 student
Days advance notice for Hearing Notification emails? 3

Reset
b J—“—’

Bill is added for the first time OLIS Refresh L3

B ®

Bill is amended OLIS Refresh 4

New version records are created due to bill
being amended

®

OLIS Refresh 4

Click Save to update your profile settings.
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