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How to Set up and Use a Bill Tracking Account 
on the Washington State Legislature's Website 
Using the bill tracking function on the Washington State Legislature's website can be an easy way to keep track of multiple 
bills, resolutions and memorials moving through the legislative process. Here are instructions on how to set up an account 
and tips for using the bill tracker more effectively. 

Setting up your account 

Go to the Washington State Legislature's website (www.leg.wa.gov). Click on Bill Information and then Bill Tracking  

 

Click on the "Register for a new Account" link.  
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Enter in your desired user name (one word at least six characters-no hyphens) and the email address where you want 
your temporary password sent,  then confirm your email  address and click the Submit button.  

 

 

 

 

 

 

 

 

Check your email inbox for the confirmation email and your temporary password.  

Follow the directions within the confirmation email. Write down the temporary password or use your mouse to highlight the 
password then right click on the mouse and then click on copy. Click on the link 

 

 

 

“Click here to log in” 

 

 

 

 

 

 
  

 



Log on using the password in the email.  

The Login screen will come up again.  Enter the user name you selected and the temporary password you were sent. 

 

 

 

 

 

 

 

 

 

 

Once logged on you must change your password from the temporary one you were e-mailed to a new personalized 
password.  In the current password box enter in the temporary password you were sent. Then enter a new password in the 
block below and confirm it in the block below that. Click on “Save”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding Folders and Lists  
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When you first enter your newly registered bil l tracking account it wil l look l ike the screen below: 

 
To add bills to your bill tracking account you will need to create a least one folder and within that folder 
at least one List (a subfolder).  You can name these folders and Lists anything you like.  You can add as 
many addit ional folders as you like and you can add as many Lists within a folder as you like.   

To create a new folder click on the NEW tab and then click on FOLDER 

 

Type in a name for the folder you want to create and then click on “Save/Close” (to come back later) or 
click on “Save/Add New List” to add one or more Lists to the folder.  

 

 

 

 

 

If you were to add a folder called “Test” and then click on “Save/Close”, your screen would look like the 
one below showing the addit ion of your newly created and named folder.   



 

Note that the screen indicates that you do not have any Lists for that folder and gives you the option to 
“create a new list”.  You can also create a new list by pressing the tab NEW, then clicking on LIST. 

After clicking to create a new List, you must select the folder you want  to add the list name to by clicking 
on the folder dropdown box and selecting a folder.  Then type in a name of your choice for the List.  You 
can also type in a description of what that particular l ist wil l contain.  

 

At this t ime you may click “SAVE/CLOSE” to save the List and come back to it later or you can click 
“SAVE/ADD BILLS” and add bil l numbers to your l ist r ight then.  Assuming you click on”Save/Close” your 
screen would look like this. 

 

 

 
 



Adding Bills 
From this point, you can add new folders and/or new lists to existing folders or you can add bil ls to a 
specif ic l ist. To add one or more bil ls, select the folder and click on the name of the list you want (“LIST 
1” in the example above). 

 

Enter the four digit bill number and click ADD.  Continue this way for each bill and when you 
are done click on Done.  To add multiple bills to a list select a folder and a List, then click on the “Add 
Bill” Tab on the menu bar.  Next, click on the words “Add multiple bills at once”.  Enter the four digit 
bill numbers separated by commas.  When you have finished entering your list of bills, click on “ADD”.  
Do not add a comma after the last entry—you will get an error message. 

. 

 

 

  



Managing and Customizing Your Folders and List Names 
 
Your folders can be renamed or deleted and your Lists can be renamed, deleted, moved, 
copied, or merged with other lists. These changes are all made from the bill tracking 
home page (where you can see the list of all your folders)  If you are on a page that is 
listing the bills in detail as shown below, just click on the home button and then make 
changes to your folders and Lists. 

 

 

 

 

 

 

 

 

Deleting Folders and Lists 
To delete a folder, click on the folder you want from the list on the left hand side of the 
page.  You will be asked if you want to delete the folder and all the lists in it.  Click Yes 
to confirm deletion. To delete a list, click in the box or boxes next to the names of the 
lists you want to delete and then click on the Delete List button in the menu bar.  Click 
OK to confirm the deletion 

 

 

 

 

 

 

 

Renaming Folders and Lists 
To rename a folder, select the folder name from the list on the left hand side of the page 
and click on the “Rename Folder” tab from the menu bar.  Type in the new folder name 
and then click SAVE.  To rename a list, click the checkbox next to the list name then 
click on the “Rename List” tab on the menu bar.  Type in the new name, type in a 
description (optional) then click on SAVE. 

 

Moving a List from One Folder to Another 
To move a list from one folder to another, click the checkbox next to the list name then 
click on the “Move List” tab on the menu bar.  From the dropdown box click on the folder 
name that you want to move your list to, then click OK. 



Copying A List To Another Folder 
To copy a list from one folder to another, click the checkbox next to the list name you 
want to copy then click on the “Copy List” tab on the menu bar.  From the dropdown box 
click on the folder name that you want to copy your list to, then click OK.  You original 
list will remain in its original folder and a copy of it will be made in the new folder you 
selected. 

 

Merging One or More Lists 
To merge two or more lists into a new single list, click the checkboxes next to the list 
names you want to merge then click on the “Merge List” tab on the menu bar.  The Lists 
you checked should be highlighted.  You can also hold down the CTRL key and select or 
subtract additional names from the lists shown.  From the dropdown box click on the 
folder name that you want to merge your lists to, type in a new list name and description 
(optional) then click Merge.  The original lists you selected to merge will remain in their 
original folder and the merged copy of the multiple list will be created in the folder you 
created.  To get rid of the original lists simply click the checkboxes next to them and click 
on the “Delete List” tab on the menu bar. 

 

Working With More Than One List at a Time. 
Within a folder that has multiple lists, you can check the boxes for the lists you want to 
work with and then click on “Combine Lists” or “Separate Lists” (at the bottom of the 
screen).  This will either create a single list of all the bills in each of the Lists you 
selected or will list the bills from each List separately. These bills can be exported or 
printed with this layout. In any case, once you leave this screen your original folders and 
lists will be restored.” 

 

 

 

 

 

 

 

 

 

For example, selecting two Lists, clicking on “Separate Lists” and then clicking on 
“Generate” will give you the screen shown below. 

 

 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Managing and Working With Bills 

Deleting Bills 

To delete one or more bills, click in the checkboxes next to the bills you want to delete, then click on 
“Delete Bill” on the Menu Bar.  Click OK to confirm the deletion. 

Moving Bills 

To move one or more bills to another list or folder, click in the checkboxes next to the bills you want to 
move, then click on “Move Bill” on the Menu Bar.  Select the folder and List to want to move your bill 
or bills to, then click OK to confirm the move. 

Copying Bills 

To copy one or more bills to another list or folder, click in the checkboxes next to the bills you want to 
copy, then click on “Copy Bill” on the Menu Bar.  Select the folder and List to want to copy your bill or 
bills to, then click OK to confirm the move. 

 
 

  



Customizing Your Lists of Bills 

 

Within a list of bills you can customize the way they appear in the table.  By clicking on the column 
heading you can sort the table from small to large or a-z.  Click again on a column heading and the 
sort order is reversed.  You can also click on the links highlighted in green to open a separate window 
with the bill summary page or the bill sponsorship page. 

You can control how bills are displayed based on the date they last changed status.  To do this click 
on “Date Options” 

 

 

 

 

 

 

From the drop down box select “Bold Bills” or “List Only Bills” then type in a date or click on the box 
with the three dots to select a date from a calendar, then click on “Update Display”.  If you have 
selected “list only bills” then the table will only show the bills that have changed status on or 
since the date you selected.  If you click “bold bills” the table will show all the bills but will bold the 
bills that have changed status on or since the date you selected.  To clear these settings, just click on 
“Clear Date Options”.  If you ever encounter the situation where all your bills have mysteriously 
disappeared, click the “Clear Date Options”. 

 



 
Customizing the Data Displayed in Tables 

The standard table of bills shows the bill number, flags, Bill Title, Bill Status, Date of the last status 
change, the original sponsor, and the committee sponsor.  However, you can create custom views 
with different columns of information and different column orders.  To create a custom view, click on 
the tab “REPORT VIEWS”, then “CUSTOM VIEWS”, then “ADD” 

 

 

 

 

 

 

 

Then Click on the ADD button 

 

 

 

 

 

 

 

 

You will see the layout for the standard view.  You can remove columns from the table by highlighting 
the column title in the “chosen columns” and then clicking on the “REMOVE” button.  You can add 
columns to the table by highlighting the column title in the “available columns” and then clicking on 
the “ADD” button.  You also add all the available columns at once just by clicking on “ADD ALL” or 
you can remove all the chosen columns at once by clicking on “REMOVE ALL”.  By holding down the 
CTRL key you can select multiple columns to add or remove. 

To change the order the columns will appear in your table, click on one of the chosen columns and 
then click on the “MOVE UP” or “MOVE DOWN” buttons.  When you are satisfied with the table 
setup, type a name for this custom view in the box and click on “Save View”.  Click OK to confirm 
saving your custom view. 



 

Simply click on exit to go back to your tables.  Or you can create additional custom views, rename or 
edit the views you have created, or delete custom views.  From the main table page you can switch 
between views by clicking on the “REPORTS VIEW” tab and selecting from the dropdown list the 
view you want. 

 

 

 

 

 

 

 

 

Printing and Exporting Tables 

To print the bill table that is currently being shown, simply click on the “PRINT LIST” tab, then click on 
“FILE” then “PRINT” to send your data to your printer.  You can also select the “EXPORT DATA” tab 
to send your data to an Excel, Word, Text, or Access file.  After clicking on the “EXPORT DATA” tab, 
select where you want the data exported to then click “SAVE” or “OPEN”.  Clicking “SAVE” will save 
the data directly to your computer. Clicking “OPEN” will open the program you have selected and 
then send the data to that program so you can work with it immediately and then save it after you are 
done. 

Sharing Lists and Folders with Other Bill Tracking Users 

You can share one or more of your lists with other bill tracking users.  From a screen where you have 
a table of bills showing you can share that table by clicking on the “SHARE” tab and typing in the 
username of the bill tracking user you want to send the list to.  To share multiple lists, you need to be 



on the bill tracking home page (where you can see the list of your folders) and then click the check 
boxes for the lists you want to share. Click on the “SHARE” tab and type in the username of the bill 
tracking user you want to send the list to.  In both these instances the list or lists will be sent to the e-
mail address of the other user and they will click on the appropriate link as shown below.  

 

 

 

 

 

 

 

 

 

The person the list was sent to then logs into their account and saves the list of bills in the folder of 
their choice as shown below: 

 

You can also share your entire account with another bill tracking user.  From the Bill Tracking home 
page (where you can see the list of your folders) click on the “SHARE” tab then click on “Share Bill 
Tracking Account Access”.  Enter the username of the person you want to share your account with 
and then click “ADD” and then “DONE”.  When that person you are sharing your account with opens 
their bill tracking, they will see their own folders listed and will see your user name with a list of your 
folders beneath.  You can remove a user sharing your account by clicking on the “SHARE” tab then 
clicking on “Share Bill Tracking Account Access”.  Select the username you want to remove access 
for and click “REMOVE” then “DONE”. 

The person you share your account with will see your name listed among his or her folders.  To open 
your folders all they have to do is click on your name and they will see all your folders and have 
access to all your lists. To get back to their own folders they simply click “Return to my folders” 



 

When you share your account with another user, remember that the other user has full rights to add, 
delete, copy, and move bills, lists and folders in your account.  Be sure you have a clear 
understanding with the other person as to which, if any, of your folders you will allow them to modify.   

When you send a list to another user, they see exactly what was in effect at the time the list was sent.  
If you add or delete bills to the list, they will not show up on the list you previously sent to the other 
user.  To update the list for the other user you will need to resend it.  To send lists to others who are 
not users, export the data to an Excel or Word document and then e-mail or send it to them. 

Remember Me 

When you log on to your account, if you click the “Remember me” box on the login page, the 
computer will remember who you are and what you password is and the next time you log in.  If you 
are logging in from a public computer be sure not

Bills, Lists, and Folders from Previous Years 

 to check the “Remember Me” option to protect your 
account privacy. 

Bills, lists and folders from the first year of a biennium will be carried over to the second year of a 
biennium automatically.  At the end of a biennium, however, the bills from the previous biennium will 
be deleted but your folders and lists will be retained for future use. 

Entering Lists Of Bills 

People have different methods of entering bills into the bill tracking system.  However you come up 
with your list of bills (writing down bills of interest from the introduction calendars or from the topical 
index or from other sources) we have found some people prefer to classify them on paper first and 
then enter them in to the proper categories as they go along.  Others find it easier to enter all the bills 
at once into a single list.  Once all the bills are entered, it is a simple matter to go through the general 
list and move various bills to their “proper” categories. 
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Forgotten Usernames and Passwords 

If you forget your username click the words “I forgot my username” and enter the e-mail address you 
used when first setting up your bill tracking account.  Your username will be sent to your e-mail 
account.  If you enter an e-mail address that is not associated with username you will get the error 
“The e-mail address you entered is not in our system”.  If this happens, try using another e-mail 
address you may have used to set up the account. 

If you forget your password click on the words “I forgot my password” and enter your username and 
the e-mail address you used to set up the bill tracking account.  The system will send a new 
password to your e-mail address which you can use to gain entry to your account.  The system will 
then ask you for a new password that you can choose. 
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