Quick Users Reference Guide to LINUS

1. To log on to LINUS—User ID=front end of your state e-mail address (all lower case letters).  If you forget your password, contact your Agency LINUS Administrator. You should not give your user ID or password information to friends, family, stakeholders, etc.

2. BASIC Search—Where there is a blank field, type in the field.  If there is a drop down arrow, select from the available list.  If there is a drop down arrow with plus/minus signs (+/-), use the plus symbol to move your selection over to the selected field and the minus symbol to remove a selection from the selected field. The Concept Number and Label are agency entered information.  If your agency has not entered anything in those fields, your search will yield no results. Check the box “Display Full Summary” to have the full summary show on the Search Results screen and on your reports.  You can copy and paste from the Search Results screen into your documents. You can save your most frequent searches on either the basic Bill Search screen or the Advanced Bill Search screen.

3. ADVANCED SEARCH—Narrow your search using information specific to your agency. Use the pop-up calendars to enter dates to narrow your results to actions/due dates within specific date parameters. New this session is the ability to search by committee, and the ability to search by multiple bill locations.

4. search results/REPORTS—Rest the cursor on the Summary field to see the full text of the summary.  Click the name of the bill manager or the word “Track” or “Unassigned” to move to the Bill Summary screen. All reports are based on the results of your search. You can select reports from this screen as well as export data on the bills resulting from your search. When you export data, you receive static data from the moment in time that you did the search.

5. DATA ENTRY MADE SIMPLE—For drop down menus click on the down arrow and scroll down to select the desired choice. Click the plus symbol (+) to add and minus (-) symbol to remove.  You may also click the arrow and then type the first letter of the alphabet of your desired selection; LINUS will automatically scroll to that part of the alphabet. You then scroll and make your selection. Fields that have no drop down menu require keying in the information. Click in the box to check or uncheck any of the check box fields.  You must save all changes you make.  If you click on anything that would move you to another screen before saving you will get a pop-up window that asks if you want to continue without saving.  If you want to save, click Cancel, which will take you back to the screen where you made entries.  Save and then continue as planned.

6. Bill summary—Bill information from OLIS ( Bill Number, Session Year, Session Type, Bill Version, Bill Location, Bill Summary, Last Action Date, Relating to Clause, and Sponsor. Information input by Agency ( Concept Number, Bill Label, Bill Manager, Division, Primary (check box for Primary Bill Manager), Office, Position, Receive E-mail Updates, Active, Other Interested Parties, Priority, Subjects, Related Bills, Bill Notes, Document Status. The Bill Summary screen has a link to the Bill Summary Report that consolidates all information within this screen on one report.

7. bill analysis, fiscal impact, testimony, blue sheet— Track assignments for documents related to the bill. Use calendar pop-ups to enter dates.  Use “Remove date” link to eliminate a date when a document is no longer requested or a request was made by mistake. Attach the actual analysis, fiscal, testimony, and Blue Sheet for users to view when accessing bill information.

8. ADDITIONAL LINKS—Access the specific information screens using the links across the top of all LINUS screens. Return to the Home Page by clicking the image of the house.  Send an e-mail to your Agency LINUS Administrator by clicking the image of the envelope.

9. LInus report menu—Access to the reports. Reports are based on the results of the last search performed. You can e-mail reports after a report is generated.
Refer to the full LINUS User Manual for detailed information: 

www.oregon.gov/DAS/docs/linus/user_manual.doc (4 mg)
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