LINUS Express Entry

The new Express Entry feature in LINUS will allow users to start tracking multiple bills at one time. The users
will have the option to populate the following fields during this process: Division, Office, Bill Manager (with
Primary checkbox), Receive Email Updates and Receive Email Group Updates. Please follow the instructions
below to begin using this new feature.

To start tracking multiple bills at one time:

1. On the Bill Search screen, select “Untracked” or “(all bills)” in the Tracked drop-down and enter any
additional search criteria to narrow your search.

Note: By default, searching by “Untracked” will filter out bills already tracked by th¢ agency.
However, the results will vary if you have selected a division or office. If you search|py a division, all
bills not tracked by the selected division and by offices within that division will be returned. If you
search by an office, all bills not tracked by the selected office will be returned.

2. Click the Search Now button.
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3. On the Search Results screen, the individual tracking method will be displayed by default. Click on the
Express Entry Mode checkbox and wait for the screen to refresh.
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4. The Express Entry Mode will now be displayed. Select the checkbox next to each bill that you want to

start tracking.

5. Click the Track button at the upper right corner of the screen.
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6. On the Express Entry screen, review the bills to be tracked at the top of the screen.

7. Enter any common information related to the bills such as the Bill Manager. | All fields are optional.

8. To start tracking the bills, click the Save button.
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9. The Search Results screen will now be displayed listing the newly tracked bills.

10. For further editing of an individual bill, you can click on the Bill Manager link to get to the Bill

Summary screen.
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