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Agency Contracts Reporting (Contracts Transparency Project)
Extract Contracts using WEBI Training Guide 
Instructions on how to run a report to extract contracts for agencies who report their contracts in Enterprise Contract Management System (ECMS)
1. in to DES web site http://des.wa.gov
2. Go to the Services tab

3. Go to the IT systems & solutions link

4. Click on the Enterprise Reporting link

5. Go to “Get started” on the right hand Training menu

6. If you do not have access to Web Intelligence Tool, submit a request under the “Get a User ID” link.

7. Under the special Instructions/Comments request to get access to the Contract Management Universe.

8. Once you get access click on the Web intelligence Tool, choose the following option that applies to you.

a. Within the State Network 

b. Outside the State Network
9. Once you log in click on your Documents tab located next to your Home tab.
10.  Click on your folders tab- it should bring up the public folders

11.  Click on the ECMS Group – Web Intelligence link.

12.  Click on the Contract Reporting Title
13.  Click on the Contract Reporting icon [image: image1.png]¥ | Contract Reporting
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14.  If it already shows a report click on this symbol and it will prompt you.[image: image3.png]& Track changes: Off Page 10f 1+ 100% - .13 days ago




15.  It will ask you to Enter values for Agency: Note if there is no agency numbers hit the refresh Values icon. [image: image4.png]' Enter value(s) for Start Date 1/1,
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16.  Look for your agency number and click the “>” sign to move it to the right hand box.
17.  Change the value for the Start Date to reflect the current reporting period start date and click the “>” sign to move it to the right hand box.
18.  Change the value for the Start Date (End) to reflect the current reporting period end date and click the “>” sign to move it to the right hand box.
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19.   Hit the Run Query button.
20.  Once you run it you may export it by clicking on the export button.
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21.  You may use this report to copy and paste into the excel template we have provided. 
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