
1	 People & Permissions  
Add new people, create 
distribution groups, and 
administer the tracking 
profiles.

2	 All Groups 
Administrators, as 
designated by the terms of 
your subscription, can add 
group members and 
customize group 
membership.

3	 Tracking Profile 
Administrators can pick topic 
and jurisdiction filters. The 
results are displayed in the 
Company Inbox. 

4	 View the Company Inbox. 

a	 Filter the ‘Company 
Inbox’ display by selecting 
single or multiple 
jurisdictions, topics, and 
regulatory actions. 

b	 Click ‘Apply.’

c	 Use each document’s 
‘Dispatch to’ toolbar to 
disseminate the document. 

d	 Click the document title to 
access the Bloomberg BNA 
Summary page with the 
Company Assessment tools 
(See the flip side of this card 
for additional information).

e	 Icons to the left of each 
document name indicate a 
document’s tracking status. 
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EHS RegTracker integrates Bloomberg BNA’s federal and state regulatory monitoring reports with tracking software so you can review, 
track, prioritize, and share information in one place. Take the tour for an introduction to this product. Click ‘Product Updates’ to keep 
up to date on each modification.



1	 The Bloomberg BNA 
Summary screen displays 
the list of affected citations, a 
short abstract of the 
document, and a link to the  
full text of the document.

2	 Use the ‘Company 
Assessment’ drop-down 
menus to categorize, prioritize, 
and assign a document.

3	 To send an E-mail notice 
about this document, select 
person(s) or group(s) from 
the ‘Assigned to’ drop-down 
menu and click ‘E-mail 
notice.’ 

4	 Click ‘Save’ or ‘Save and 
Close.’ 

5	 Click ‘Add a comment’ to 
add comments or directions, 
click ‘Save this comment,’ 
and the comment is e-mailed 
to the assignees.

1	 Click ‘Set column display’ 
to choose the data fields to 
view. 

2	 Use any of the ‘Filter by’ 
criteria to sort a display. 

3	 Any of the four tracking grids 
(All Tracking, My 
Assignments, Needs 
Review, and Not Tracking 
Archive) can be exported to 
Excel for processing and 
printing.

a	 ‘All Tracking’ lists the status 
of rules being tracked. 

b	 ‘My Assignments’ lists the 
status of rules being tracked 
by an individual. 

c	 ‘Needs Review’ lists the 
status of items tagged for 
Review. 

d	 ‘Not Tracking Archive’ lists 
the status of items not being 
tracked. 
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To learn more about our EHS products and services, 
contact your Bloomberg BNA Representative at 800.372.1033 or visit bna.com

------------------------------------------------------------------------------------------------------------------------------------

:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

1

2

3

4

5

c

1
2

da b3


