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Int roduction  to CapitolTrack Version 3  
The CapitolTrack User Guide was designed to walk you through the latest version of our legislative bill 

tracking software, version 3.  If you ever have any questions when working in CapitolTrack, please donôt 

hesitate to call us at (916) 373-0126 and press ñ0ò for the next available person. 

  

Technical Specifications  
CapitolTrack 3 is compatible with Internet Explorer 7 or newer. It will also work with Firefox and 

Chrome, but our best results are with Internet Explorer. 

 

Switching from CapitolTrack Version 2  
¶ You may log into CapitolTrack 2 or CapitolTrack 3 to make changes to your tracking file, 

and your changes will be reflected in both systems. 

¶ The Reports and Searches tabs in CapitolTrack 2 have been merged together into one 

Reports section in CapitolTrack 3.   

¶ Reports and Searches that you have saved in CapitolTrack 2 will not be transferred into 

CapitolTrack 3. 

¶ Reports that you save in the new version will not be transferred back into CapitolTrack 2. 

¶ Personalized formats will be transferred over to CapitolTrack 3 upon request. 

 

 
CapitolTrack 2 

 

 
CapitolTrack 3 

 

Training  
We have training videos available on our website.  You can access them by going to 

www.CapitolTrack.com, clicking on Resources, and then Training Videos. 

 

After watching the videos, if you would like additional training on CapitolTrack 3, please call us at 

(916) 373-0126. 

http://www.capitoltrack.com/
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Logging In 
 

1. To login to CapitolTrack 3 please go to http://www.capitoltrack.com/ct3 

2. Enter your username and password at the top of the screen 

 
 

Picking a Session 

 
You will automatically be logged into the current legislative session.  If you need to access 

information about bills from a previous legislative session, please use the drop down at the top of 

the page to pick the session you need. 

 

http://www.capitoltrack.com/ct3
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Quick Overview  

 
To view bill information and reports, you should be on the Workspace tab. 

 

 
Use the Bill Search Bar to jump to the bill you want to track. 

 

 
On the Bill Information page, scroll down until you see the Bill Tracking section on the left side. 

Click on the blue Add Tracking Form button. 

 

 
Make your tracking field selections for this bill. 

You may add new tracking field selections using the right-hand column.  In this instance, we typed in 

ñABC Companyò in the Organization row and clicked add field.  We then had the option to start tracking 

this bill for ABC Company. 
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To run a report (e.g. a Status Report), begin by clicking on Workspace in the top, left corner. 

From Workspace, click on New Report on the dark green toolbar. 

 

 
The Report View tab allows you to choose what information to display on your report. 

The other four Filters tabs allow you to choose which bills to display on your report. 

To display your report, click on Close and refresh report in the top, right corner. 

 

 
Here is a sample report that was created in CapitolTrack 3. 
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4ÏÄÁÙȭÓ Events 

 
Click on Todayôs Events on the top, right corner to see the following information: 

 

7ÈÁÔȭÓ (ÁÐÐÅÎÉÎÇ ÁÔ ÔÈÅ #ÁÐÉÔÏÌ 4ÏÄÁÙ 

 
When you click on Todayôs Events you get a snapshot of whatôs happening at the California 

Capitol today.  To view all non-measure hearings that are scheduled on future date, click the ñfor 

moreò link. 

 

 
The header at the top of the page displays: 

¶ Upcoming legislative deadlines 

¶ A place to provide feedback to CapitolTrack 

¶ Any messages from CapitolTrack to our users (system updates, new features, etc.) 

 

The dropdown lets you view additional calendar resources, including: 

¶ Joint Session Schedule 

¶ Budget Item calendar 

¶ Calendars for each Budget Subcommittee 

¶ Current Daily Files 
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Search Bars 
The Search Bars allow you to quickly jump to a specific bill, or search for similar bills. 

 

Bill Search Bar  

 
Use the Bill Search Bar drop downs to jump to a bill of interest without having to remember the 

exact prefix 

 

Keyword Search Bar  

 
Use the Keyword Search Bar to find all bills containing your keyword or phrase.   

The results of your search will: 

¶ Display all applicable bills 

¶ Show where the keywords were found in the text 

¶ Allow you to start tracking the bill directly from the search results 

Note: You can narrow your keyword search (e.g. look for only non-tracked bills) by clicking on 

Edit Current Report 

 

Author Search Bar  

 
Use the Author Search Bar to find all bills by a specific author 

Note: As with the keyword search you can narrow your search (e.g. only include bills that have 

been chaptered) by clicking on Edit Current Report 

 

Smart Search Bar 

 
Use the Smart Search bar to find any type of information in CapitolTrack.  Based on your entry 

the system will know if itôs a Bill, a Keyword, an Author, etc.   

This also allows you to avoid dropdowns and just type in what you need to find. 

Note: You can always click on Edit Current Report to further refine your search. 
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Workspace ɀ Bill Information  
The Bill Information screen is the place to go to find what you need about a specific bill.  You can use the 

Bill or Smart Search Bars to jump directly to a Bill Information screen, or click on a measure number from 

a report. 

 

Print/Email  Bill Information  

 
Click on this button to view bill information on one, easy-to-print (or email!) page.  Using this view 

also ensures that your CapitolTrack account information stays secure.  Youôll notice that clicking 

on text links takes you to the public Leginfo site, so they do not have access to your account. 
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Bill Characteristics  

 
These icons give you at-a-glance charateristics about the bill.  From left to right, these icons 

represent: 

¶ Active (Inactive if crossed out) 

¶ Appropriations (Non-appropriations if crossed out) 

¶ Fiscal (Non-fiscal if crossed out) 

¶ Non-tax Levy (Tax Levy if not crossed out) 

¶ Urgent (Non-urgent if crossed out) 

¶ State Mandated Local Program (Not a State Mandated Program if crossed out) 

¶ 2/3 Vote Required (Majority vote required if the icon has four boxes with three filled in) 

 

If you place your cursor over any of the icons while in CapitolTrack, the explanation will appear. 

 

Support & Opposition  

 
Click this button to view which organizations have submitted a letter of support or opposition to a 

committee.  Support & Opposition is listed in date order with the most recent at the top.  If there is 

a note that says ñPending Reviewò this means that our staff needs to review this analysis for 

accuracy.  Check back in a little while and the list should be available. 

 
This is what the Support & Opposition screen will look like. 

 

Calendar Events 

 
If the bill is scheduled to be heard on the floor or in committee, the date, time, location, and 

chairperson (if applicable) will appear under Calendar Events.  If a bill is scheduled to be heard in 

more than one place, all scheduled hearings will appear in this section. 

 



13 | P a g e   R e v  3 . 2 . 1 6  
 

You can also create calendar reports which will show you all the bills scheduled to be heard that 

fit a certain criteria (e.g. all your tracked bills).  For more information on how to create this report, 

please see the Workspace - Reports section of the User Guide. 

 

Note: CapitolTrack has many sources for knowing when/where a bill will be heard next.  If you 

see a Calendar Event marked as ñAnticipated Hearingsò that means it has not been scheduled in 

the Daily file, but other sources have told us when and where it should be scheduled next. 

 

It is our policy to leave Anticipated Hearings in the calendar until the day of the hearing.  If the 

hearing has not been confirmed in a Dailyfile, we will remove the event from CapitolTrack. 

 

Author  

 
This section gives some information about the author of the bill.  Clicking on the memberôs name 

takes you to his/her website. 

 

Status and Location  

 
The Current Status tells you what last happened to a bill.  When weôre monitoring hearings, this 

will be where we post updates on things like vote results. 

The Current Location tells you who currently has ownership of the bill. 

 

Progress Bar  

 

 

 
The visual progress bar shows you where in the legislative process the bill currently is.  If it 

reaches certain stages (e.g. vetoed or chaptered) the background turns a different color to make 

the location easier to identify. 

 

You can also run reports that include this visual progress bar for each bill on the report.  For more 

information on how to include the progress bar on your reports, please see the Workspace ï 

Reports > Create a New Report > Report View Tab > Items to Display > Progress Bar section of 

the User Guide. 
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Bill Tracking  

 
This is where you can view information about bills that you are tracking.  For more information, 

please see the Tracking Form section of the User Guide. 

 

Bill Text ɀ Display  Options  

 
This is where you can find each version of the Bill Text.  The most recent version will always 

default to the top, but previous versions can be found using the dropdown menu. 

 

HTML 
Choose the version of text you need to read and click HTML.  We have done a number of 

things to enhance the HTML Bill Text, including: 

 

Word Cloud 

 
The Word Cloud gives you an at-a-glance idea of what the bill is about.  Our 

system scans the bill text and then emphasizes the words that are used most 

often. 

 

To view the Word Cloud, click on the arrow on the right side of the grey bar at the 

top of the HTML Bill Text. 
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Color-Coded Text 

 
Changes to Bill Text are much easier to find now, thanks to our color coded text.  

If words or phrases are being added to this version of the text theyôll be in blue 

italics.  If theyôre being removed from this version of the text, theyôll be in red 

strikeout. 

 

Code Section Links 

 
Anywhere a code section is referenced in the HTML text, CapitolTrack has 

created a link that will display how that code section currently reads. 

 

PDF 
Choose the version of text you need to see and click PDF.  This will open the Bill Text in 

a PDF document, thus displaying the line numbers in the text and formatting the text to 

be printed. 

 

Word  
Choose the version of text you need to see and click Word.  This opens up the PDF 

version of the text in a Microsoft Word document.  The Word format for bill text is ideal for 

anyone who needs to see the line numbers in the text, but wants to be able to make 

changes to the text and ñmock-upò or ñredlineò a bill. 

 

Note: The Word option is an additional charge.  Please contact CapitolTrack at (916) 

373-0126 to inquire about pricing. 
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Bill Text ɀ Amends the Law 

 
Amends the Law is a powerful feature that allows you to see how the law would read if a bill 

where to chapter today.  While each Bill Text shows you what changes have been made since 

the previous version of the text, Amends the Law lets you see what the bill is actually changing. 

 

Bill Analysis  

 
As Analyses are released for a bill, they will show up in this section with the most recent 

defaulting to the top.  Use the dropdown menu to access previous analyses.  Choose the analysis 

you need and click on the HTML or Word buttons to view the text.  (The Word option is print/email 

friendly!) 

 

Votes 

 
We save the vote history in the Votes section with the most recent vote defaulting to the top.  Use 

the dropdown menu to access previous votes and click on the HTML button to the right to view 

which member voted which way. 
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Department o f Finance Analysis 

 
As the Governor's chief fiscal policy advisor, the Department of Finance analyzes proposed 

legislation for fiscal impact and alignment with the Governor's Administration's policy priorities. 

The DOF reports its findings and support position through Bill Analyses and these are available in 

CapitolTrack as soon as they are made public. 

 

My Bill Alerts  

 
You can elect to receive email notifications whenever the status of a bill changes.  With multiple 

logins you can also pick which email address those notifications should go to. 

 

To begin receiving email alerts on a bill simply go to the Bill Information screen for the bill of 

interest, and check the ñNotify?ò box for the user(s) who should receive the updates. 

 

For instructions on how to change the email address assigned to each username, please see the 

My Tools > Maintenance > Email Maintenance section of the User Guide. 

 

Note:  The My Bill Alerts feature is offered at an additional charge.  To learn more about pricing or 

to sign up, please call CapitolTrack at (916) 373-0126.   

 

Here is a sample Bill Alerts email: 

Subject: Bill notification: AB 13 Mar 25 2009  5:52AM 
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Other Bill Info   

This section contains a variety of other information related to the bill.  Sections include: 

 

Bill Text  Summary  

 
There are four types of summaries to view for each bill: 

 

Short Summary 
The Short Summary is taken from the Leg Council digest and it gives a brief 

overview of what existing law does and how the bill would change it.  If there is 

additional information in the digest, there will be a sentence at the end of the 

summary saying ñThis bill contains other related provisions and other existing 

laws.ò  

 

Long Summary 
The Long Summary is taken from the Leg Council digest and gives the full 

description of the bill. 

 

Digest 
The Digest is written by Leg Council and is an overview of what existing law 

does, how the bill would change the law, and what the bill characteristics are.  

(e.g. Appropriation, Fiscal Committee, Required vote, etc.) 

 

User Summary 
The User Summary allows a subscriber to enter his/her own summary for a bill.  

(For instance, you can describe how that bill would directly affect your company.)  

When a User Summary is entered it replaces all other summaries on reports. 
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Bill History  

 
View the history of the bill. 

 

Bills Affecting Same Code 

 
Use Bills Affecting Same Code to see what other bills are affecting the same code 

section that the current bill does.  This will allow you to see if you might have a chaptering 

out problem with another bill.  You can also see if you are tracking the other bills and can 

link directly to the other Bill Information screens by clicking on the bill number. 

 

People Also Track  

 
Use People Also Track to get an idea of what similar bills other people are tracking.  (If 

you have ever looked at a book on Amazon.com and seen their ñCustomers Who Bought 

This Item Also Boughtò section, this is the same idea.) 

 






































































































