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Getting Started 
Verifying Account 
An email was sent to you from Salesforce.  The email has the subject “Welcome to Salesforce:  
Verify your account.”  Please check your spam folder if you do not initially see this email.  If 
you cannot find it, please contact your help desk. 

Right click on the Verify Account button and copy it into your Chrome browser and follow the 
steps in your browser to verify your username and set your password. 

 

 
 Tips 

 Salesforce recommends using the Google Chrome browser for the best experience. 

 
 Create a bookmark for the Salesforce site for quick, access. 
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Logging In 
Launch your browser and navigate to the Salesforce URL you received in your welcome email. 
Enter your Username and Password then click the Login button. 
 

 

Logging Out 
Click the Avatar button in the upper right corner of any Salesforce screen and then click the 
Log Out link. 
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The Homepage 
The Homepage serves as your main dashboard and is customized. It provides easy access to 
expertises, reports, and dashboards by clicking on Tabs. 

The Global Search Box appears on the Homepage and all other pages so that existing 
expertises can be rapidly found and processed. 

The Homepage Elements provides at-a-glance information about applications and contacts.  

 

 

 

 

 

 

 

 

 

 

 

 

Homepage 
Elements 

Global Search Box Tabs 
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Accounts 
Applicants will submit the application via the portal.  An account, contact, and expertise record 
will automatically be created for each application. Accounts are the vendor’s company; if the 
vendor is an individual, the account is the vendor’s name. Accounts can be manually created. 

Accounts Screen Layout 
The account screen is divided into sections showing different categories of information. 

• The top section shows the account name and Record Type. 
 

• The Related Objects section shows the object associated with the account 
and offers the ability to review and/or add contacts. 
 

• The Details section lists the account name and email address. 
 

• The Activity Panel on the right side of the account screen displays emails sent 
related to the account record and allows a system user to send an email 
associated with the account. 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

Contacts Related Object 
See page 9 

Activity Panel 

Detail Section 
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Create an Account 

1. Click the action arrow by the Account tab and select New Account or, when viewing the 
Account tab, click the New button in the upper right corner.  The New Account screen will 
display. 

 
2. Click the radio button beside the desired account record type and then click the Next 

button. 

 
3. Fill in the New Account record form fields with the information known about the 

account. Click the Save button or the Save & New button to continue creating 
accounts. 
NOTE:  The Account Name field is required as indicated by the red asterisk. Other 
information can be added later if desired. 

  
 

 

 

Red Asterisk 
Indicates field is 

Required 
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Edit an Account 

1. Click a pencil icon on the account detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Contacts 
Applicants will submit the application via the portal.  An account, contact, and expertise record 
will automatically be created for each application. Contacts can be manually created.  They are 
the individuals associated with accounts and expertise. 

Contact Screen Layout 
The contact screen is divided into sections showing different categories of information. 

• The top section shows the account name, contact phone number, and contact 
email address. 
 

• The Related Objects section shows objects associated with the contact and 
offer the ability to review and add records. 
 

• The Details section is divided into sections with the Processing section 
displaying at the top. Each details section has a gray rollup divider to expand 
or collapse any of the sections. 
 

• The Activity Panel on the right side of the contact screen displays emails sent 
related to the contact record and allows a system user to send an email 
associated with the contact. 

 

 

 

 

 
Activity Panel 

Detail Section 

Rollup Arrows Collapse and Expand the Contact Details 

Related Object 
Expertise See page 12 

Cases See page 24 
Notes See page 27 
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Create a Contact 
1. Click the action arrow by the Contacts tab and select New Contact or, when viewing the 

Contacts tab, click the New button in the upper right corner. The New Contacts screen will 
display. 

 
2. Click the radio button beside the desired account record type and then click the Next 

button. 

 
3. Fill in the New Contact record form fields with the information known about the contact. 

When the form is completed, click the Save button or the Save & New button to continue 
creating contacts. 

NOTE: The required fields are Last Name and Account Name as indicated by the red 
asterisk. Other information can be added later if desired. 

  
 

Red Asterisk 
indicates field 

is required 

Use the calendar to 
select a date or type 
the date in the fields. 

 

Begin typing 
text in Look-up 
fields to locate 

the desired 
record 
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Edit a Contact 

1. Click a pencil icon on the contact detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 

  

 

  

Multi-Select picklist  
Select the desired 

values and click the 
arrow  
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Expertise 
Applicants will submit the application via the portal and automatically create an account, 
contact, and expertise record. An expertise can be manually created for Attorney, Agency Direct 
Service Vendor, Expert, Other Services, and Private Investigators with unique fields and related 
objects.  See the next section for information on each specific group.   

Expertise Screen Layout 
The expertise screen is divided into sections showing different categories of information. 

• The visual path of Statuses displays at the top of the Detail section. 
 

• The Related Objects section shows objects associated with the expertise and 
offer the ability to review and add records. 
 

• The Details section is divided into segments. Each details section has a 
gray rollup divider to expand or collapse any of the sections. 
 

• The Activity Panel on the right side of the expertise screen displays emails sent 
related to the expertise record and allows a system user to send an email 
associated with the expertise. 
 

• The System Information section lists the record type, which user created the 
record, and which user last modified the record.   
 

•  

 

Related Objects 

Activity Panel 

Rollup Arrows Collapse and Expand the Expertise Details 

Statuses Visual Path 
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Attorney Screen Layout  

 

 
 

 

 

 

Related Objects on Attorney Record: 
Panels - See page 30 

Attached Files - See page 34 

Languages - See page 40 

Business Addresses - See page 43 

Experiences - See page 46 

Notes – See page 27 

  

Vendor Code format is VC 
followed by 10 digits.  This 

field is required prior to a user 
being active.     
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Agency Direct Services Screen Layout  
 

 

 

Related Objects on Agency Direct Services Record: 
References - See page 52 

Agencies - See page 55 

Business Addresses - See page 43 

Attached Files - See page 34 

Notes - See page 27 
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Expert Screen Layout  

 

 
 

Related Objects on Expert Screen Record: 
Licenses - See page 49 

Attached Files – See page 34 

Languages - See page 40 

Business Addresses – See page 43 

Experience – See page 46 

Notes – See page 27 
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Other Services Screen Layout  

 

 
 

Related Objects on Other Services Record: 
Licenses - See page 49 

Attached Files – See page 34 

Languages - See page 40 

Business Addresses – See page 43 

Experience – See page 46 

Notes – See page 27 
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Private Investigator Screen Layout  

 

 
 

Related Objects on Private Investigator Record: 
Licenses - See page 49 

Attached Files – See page 34 

Languages - See page 40 

Business Addresses – See page 43 

Experience – See page 46 

Notes – See page 27 
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Create an Expertise 
An Expertise is created when an application is submitted online or can be manually created.   

1. Click the action arrow by the Expertise tab and select New Expertise or, when viewing the 
Expertise tab, click the New button in the upper right corner.  The New Expertise – record 
type screen will display. 

 

2. Click the radio button beside the desired expertise record type and then click the next 
button.   

NOTE: There may be different fields and related lists depending on the record type selected. 

 
 

 

 

 

 

 

 

 

The “Expert” record 
type includes 

Behavioral Health 
Specialist, Medical 

Specialist, and Other 
Experts. 

The “Other Services” 
record type includes 

Transcriber, 
Interpreter, Service of 

Process, and Copy 
Shop. 
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3. Fill in the New Expertise record form fields with the information known about the 
expertise.  When the form is completed, click the Save button or the Save & New button 
to continue creating additional Expertise records.  Other information can be added later if 
desired. 

NOTE: To check the BBO number, select Click here.  The system will open a new tab for 
the Massachusetts Board of Bar Overseers website.  Admitted to the Bar must have a 
value in order to send the application to the Insurance Review status. 

 

 

 

 

 

 

 

 

 

  

Click the arrow on 
picklist fields to select 

the desired value 

Begin typing 
text in Look-up 
fields to locate 

the desired 
record 

Use the calendar to 
select a date or type 
the date in the fields. 

 

Click the i icon 
to display help 
text bubbles 
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Edit an Expertise 

1. Click a pencil icon on the expertise detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 

 
 

 

 

 

This section is not 
required but will be 

updated if the 
information is 

entered. 

There is 
validation in 

place to check if 
there is 

"License" File 
before allowing 
the status to be 
changed from 

Application 
Review status. 
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Related Lists 
Related Lists show objects associated with the Account, Contact, or Expertise record and offer 
the ability to review and add records. Based on the object and record type, different related lists 
will be available.  The following related lists are available on the object noted in the parenthesis. 

Contact (Account) 
A Contact can be viewed or created from the account. 

1. With the account displaying, view the current contacts on the Contacts related list.   

 

2. Hover over the contact name to view details or Click the link to open the contact records. 

 
3. To create a new contact, click the down arrow on the right side of the contacts related list 

and then select the New button.    
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4. Click the radio button beside the desired contact record type and then click the Next button. 

 

5. The New Contact record form (based on the record type selected) will display.  Fill in the 
New Contact record form fields with the information known.  When the form is completed, 
click the Save button or the Save & New button to continue creating contacts.   

 

 

6. A green bar will display to indicate that the Contact has been created. 

 

7. The new contact will display on the Contacts related list. 

NOTE: Select View All to see all the contacts displayed in a list view.   
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Edit a Contact 

1. Click a pencil icon on the contact detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Cases (Contacts) 
Cases are created to send secure messages to the portal.  Incoming cases are sent from the 
vendors on the portal. 

1. To view the details of the Case, click the Case link in the related list.  The detail screen will 
display.   

 

2. The case details will display. Click on the Message Number to open the message sent 
from the vendor.  
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3. To return to the Case record, click the Case link.   

 

4. To respond to the message, click on the New button.  The New Message screen will 
display.  

 

5. The New Message form will display.  Enter a message in the Body field, click the Save 
button or the Save & New button to continue creating messages.   

NOTE: The case subject will automatically populate based on the initial message.  

 

6. A green bar will display to indicate that the Contact has been created. 

 

Case Subject 
will be 

calculated 
upon save 
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7. The response will display for the internal CPCS team on the case record and will sent to 
the vendor via the portal.  

 

8. To return to the Contact or Account records, click the Account or Contact link.   

 

  



 

  

27 
 

Notes (Contacts and Expertise) 
Notes are used by the CPCS staff to record internal notes and are not visible to vendors. Notes 
can be attached to the Contact or Expertise record.   

1. On the Notes related object, select the down arrow and the NEW button. The new note form 
will display on the bottom right of the screen.  

 

2. On the New Note screen, type a Subject.  Enter a Note text applying the formatting as 
desired.  The Related To will automatically populate with the Expertise/Contact name. To 
save the note on the record, click the Done button. 

Note: If the same note needs to be added to another record, please see the next step listed. 

 

 

 

 

 

 

 

 

 

 

Subject 

Note text 

Related to 
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3. To save the same note on another record, click the Add to Records button. Begin typing the 

Expertise/Contact name in the lookup field and select. Click Add to return to the note. 
 

 

 
 

 

4. Both Records will be noted in the Related to section. Click the Done button to save the note 
on the record. 
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5. The new note will now appear on the Notes related list. Select the View All to see all the 
notes in a list view.   
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Panels (Expertise) 
Panels are connected to an expertise record (Attorneys Only) and is created from the 
application.  Panels can be manually entered. First the Panel must be created and after the 
panel is created, any additional Panel Details can be filled in. 

1. With the Expertise displaying, click the down arrow on the right side of the panels related 
list and then select the New button.    

 
2. Fill in the New Panels record form fields with the information known about the panel.  When 

the form is completed, click the Save button or the Save & New button to continue creating 
panels. 
 
NOTE: Based on the panel option selected, additional fields will display after the record is 
created.  

 
3. A green bar will display to indicate that the Panel has been created. 

 

 

Expertise record 
number will 

automatically 
populate 

Multi-Select picklist  
Select the desired 

values and click the 
arrow  
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4. The new panel will now appear on the panels related list. Select the View All to see all the 
panels in a list view.   

 

5. To view the details of the Panel, click the Panel Name link in the related list.  The detail 
screen will display.  

NOTE: The record can be edited and the additional fields will display based on the panel 
selected. 

 

 

Fields will be specific 
based on the panel 

selected 
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6. Click a pencil icon on the panel detail screen to enter additional information on the Panel or 
edit a field. 

 

7. Enter the necessary data change and click the Save button on the bottom of your screen. 
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8. To return to the Expertise record, click the Expertise number link.   
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Attached Files (Expertise) 
Files are uploaded with the application wizard or can be added to an Expertise record in 
Salesforce.  

Create an Attached File  
1. With the Expertise displaying, click the down arrow on the right side of the Attached Files  

related list and then select the New button. 

 
2. Fill in the New Attached File record form fields with the information known about the 

Business Address.  When the form is completed, click the Save button or the Save & New 
button to continue creating Business Addresses. 
 

  
 

3. A green bar will display to indicate that the Attached File record has been created. 

 

 

Use the 
calendar to 

select a date or 
type the date in 

the fields. 

Red Asterisk 
indicates field is 

required 

The Expertise record will 
automatically populate 

Click the arrow 
on picklist fields 

to select the 
desired value 
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4. The new experience will now appear on the Attached Files related list. Select the View All 
to see all the attached files records in a list view.   

 

Attach a File 
1. To view the details of the Attached File, click the link in the related list.  The detail screen 

will display and the file can be attached.  

 

2. The attached file record will display.  On the right side of the screen, the files related list will 
display.  Click the Upload Files button to select a document or drop the file in the related 
list. 

 

3. Navigate to the file’s location, Select the file, and then click the Open button. 
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4. Click the Done button on the Upload Files dialogue box. 

 

 
5. A green bar will display to indicate that the File was added to the Attached File record has 

been created. 

 

6. The uploaded file will now display on the Files related list. 
 

 

7. To add additional files, click the Add files button.  

 

8. To upload a document from your computer, click the Upload Files button on the Select Files 
dialogue box.   
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9. Navigate to the file’s location, Select the file, and then click the Open button. 

 

10. Click the Done button on the Upload Files dialogue box. 

 

 

11. A green bar will display to indicate that the File was added to the Attached File record has 
been created. 

 

12. All of the uploaded files will now display on the Files related list.  Select the View All 
to see all the files in a list view.   

 

 
13. To return to the Attached Files record, click the Attached Files link.   
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View a File 
To view a file preview, click the File Name link. The document will display a preview.   

NOTE: A file can be downloaded to your computer if needed.  Select the Download button on 
top center of your screen.   
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Delete a File 
1. With the file preview displaying, click the down arrow on the top center of the screen and 

then select the Delete button.    

 

2. The system will confirm the file should be deleted, click Delete to proceed.    

NOTE: Deleting a file also removes it from any records or posts it’s attached to. 

 

3. A green bar will display to indicate that the File has been deleted. 

 

4. The File will be removed from the Files related list.   
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Languages (Expertise) 
Language records are created/updated from the online application or can be manually entered.   

1. With the Expertise displaying, click the down arrow on the right side of the languages 
related list and then select the New button.    

 
2. Fill in the New Language record form fields with the information known about the language.  

When the form is completed, click the Save button or the Save & New button to continue 
creating languages. 
 

  
 

3. A green bar will display to indicate that the Language has been created. 
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4. The new language will now appear on the Language related list. Select the View All to see 
all the panels in a list view.   

 

 

5. To view the details of the Language, click the Language link in the related list.  The detail 
screen will display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   
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Edit a Language 

1. Click a pencil icon on the language detail screen. 

 

9. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Business Addresses (Expertise) 
Business Address records are created from the online application or can be manually entered.  

1. With the Expertise displaying, click the down arrow on the right side of the Business 
Addresses related list and then select the New button.    

 
2. Fill in the New Business Address record form fields with the information known about the 

Business Address.  When the form is completed, click the Save button or the Save & New 
button to continue creating Business Addresses. 
 

 
  

 
3. A green bar will display to indicate that the Business Address has been created. 
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4. The new language will now appear on the Business Address related list. Select the View 
All to see all the business addresses in a list view.   

 

 

5. To view the details of the Business Addresses, click the Address link in the related list.  
The detail screen will display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   
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Edit a Business Addresses  
1. Click a pencil icon on the Business Address detail screen. 

 

10. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Experience (Expertise) 
Experience information is additional information requested after they are approved.  The 
information can be entered on the Vendor Portal or manually entered in Salesforce by CPCS. 

1. With the Expertise displaying, click the down arrow on the right side of the Experience 
related list and then select the New button.    

 
2. Fill in the New Experience record form fields with the information known about the Business 

Address.  When the form is completed, click the Save button or the Save & New button to 
continue creating Experiences. 
 

 

3. A green bar will display to indicate that the Experience has been created. 
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4. The new experience will now appear on the Experiences related list. Select the View All to 
see all the experience in a list view.   

 

5. To view the details of the Experience, click the link in the related list.  The detail screen will 
display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   
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Edit an Experience  
1. Click a pencil icon on the experience detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Licenses (Expertise - Other Record) 
License information is additional information requested after they are approved.  The 
information can be entered on the Vendor Portal or manually entered in Salesforce by CPCS.  

1. With the Expertise displaying, click the down arrow on the right side of the licenses related 
list and then select the New button.    

 
2. Fill in the New License record form fields with the information known about the License.  

When the form is completed, click the Save button or the Save & New button to continue 
creating License. 
 

 
 

3. A green bar will display to indicate that the License has been created. 
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4. The new license will now appear on the License related list. Select the View All to see all 
the licenses in a list view.   

 

5. To view the details of the License, click the link in the related list.  The detail screen will 
display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   

 

7. When an Expert is required to submit a license and hasn’t attached a license, the 
License Missing checkbox on the Expertise record will be populated.     

NOTE: The system is NOT requiring any experts to submit licenses during the vendor 
application wizard. 
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Edit a License  
1. Click a pencil icon on the license detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 
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References (Expertise - Agency Direct Services) 
Reference records are created from the online application or can be manually entered. Files can 
be attached to Reference records (See Attach Files on page 33) 

1. With the Expertise displaying, click the down arrow on the right side of the references 
related list and then select the New button.    

 
2. Fill in the New Reference record form fields with the information known about the 

Reference.  When the form is completed, click the Save button or the Save & New button to 
continue creating References. 
 

 
 

3. A green bar will display to indicate that the Reference has been created. 

 

Begin to Type in 
Look-up fields to 

locate the desired 
records or create a 

New Contact 
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4. The new reference will now appear on the Reference related list. Select the View All to see 
all the references in a list view.   

 

5. To view the details of the Reference, click the link in the related list.  The detail screen will 
display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   
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Edit a Reference  
1. Click a pencil icon on the reference detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Agencies (Expertise - Agency Direct Services) 
Agency records are created from the online application or can be manually entered by CPCS. 

1. With the Expertise displaying, click the down arrow on the right side of the agencies  
related list and then select the New button.    

 
2. Fill in the New Agency record form fields with the information known about the Reference.  

When the form is completed, click the Save button or the Save & New button to continue 
creating References. 
 

 
 

3. A green bar will display to indicate that the Agency has been created. 
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4. The new agency will now appear on the Reference related list. Select the View All to see 
all the references in a list view.   

 

5. To view the details of the Reference, click the link in the related list.  The detail screen will 
display and the fields can be edited.   

 

6. To return to the Expertise record, click the Expertise number link.   

 

 

 

 

 

 



 

  

57 
 

Edit an Agency  
1. Click a pencil icon on the agency detail screen. 

 

2. Enter the necessary data change and click the Save button on the bottom of your screen. 

 

Expertise History (Expertise) 
Expertise History is located below the Additional Questions section and above the System 
Information Section.  The system tracks certain fields for any changes and displays Date/Time, 
Field, User, Original Value, and New Value will be listed. Select the View All to see all line 
items. This is the audit trail for many of the changes that occur in the Expertise record. 

NOTE: Only specific fields selected are tracked.   
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FAQ Articles 
FAQ Articles display on the portal.  Articles are organized by Expertise and Category.  

1. Click the action arrow by the FAQ Articles tab and select New FAQ Article or, when 
viewing the FAQ Articles tab, click the New button in the upper right corner.  The New FAQ 
Article screen will display. 

 

2. Fill in the New FAQ Article record form fields with the information known about the FAQ 
Article.  When the form is completed, click the Save button or the Save & New button to 
continue creating FAQ Articles. 

 

NOTE: The FAQ Article Name field is required as indicated by the red asterisk. Other 
information can be added later if desired. 

 

 

3. A green bar will display to indicate that the FAQ Article has been created. 

 

Click the i 
icon to 

display help 
text bubbles. 

Format options are 
available for the 

Answer field 

Multi-Select picklist  
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4. To edit a field, click a pencil icon on the FAQ Article detail screen. 

 

5. Enter the necessary data change and click the Save button on the bottom of your screen. 
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CPCS Vendor Handbooks 
CPCS can upload handbooks for the portal users.  

Create a CPCS Vendor Handbooks Record 
1. Click the action arrow by the CPCS Vendor Handbook tab and select New CPCS Vendor 

Handbook or, when viewing the CPCS Vendor Handbook tab, click the New button in the 
upper right corner.  The New CPCS Vendor Handbook screen will display. 

 
2. Fill in the New CPCS Vendor Handbook record form fields with the information known 

about the CPCS Vendor handbook.  When the form is completed, click the Save button or 
the Save & New button to continue creating CPCS Vendor Handbooks. 

 

NOTE: The CPCS Vendor Handbook Name and Visible For fields are required as 
indicated by the red asterisk. Other information can be added later if desired. 

 
 

 

 
3. A green bar will display to indicate that the CPCS Vendor Handbook has been created. 

 

Multi-Select picklist  

Selected options will 
have access to the 
handbook on the 

portal 
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4. To edit a field, click a pencil icon on the CPCS Vendor Handbooks detail screen. 

 

5. Enter the necessary data change and click the Save button on the bottom of your screen. 

NOTE: Any Vendors listed in the Chosen column will have access to the CPCS Vendor 
Handbook via the portal.   
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Attached Files (Related List) 

Create an Attached File  
1. With the CPCS Vendor Handbook record displaying, click the down arrow on the right side 

of the Attached Files related list and then select the New button.    

 
2. Fill in the New Attached File record form fields with the information known about the 

Business Address.  When the form is completed, click the Save button or the Save & New 
button to continue creating Business Addresses. 
 

 
 

3. A green bar will display to indicate that the Attached File record has been created. 

 

 

Use the 
calendar to 

select a date or 
type the date in 

the fields. 

Red Asterisk 
indicates field is 

required 

Begin typing text in Look-up 
fields to locate the desired 

record 
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4. The new experience will now appear on the Attached Files related list. Select the View All 
to see all the attached files records in a list view.   

 

Attach a File 
1. To view the details of the Attached File, click the link in the related list.  The detail screen 

will display and the file can be attached.  

 

2. The attached file record will display.  On the right side of the screen, the files related list will 
display.  Click the Upload Files button to select a document or drop the file in the related 
list. 

 

3. Navigate to the file’s location, Select the file, and then click the Open button. 
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4. Click the Done button on the Upload Files dialogue box. 

 

 
5. A green bar will display to indicate that the File was added to the Attached File record has 

been created. 

 

 

6. The uploaded file will now display on the Files related list. 
 

 

7. To add additional files, click the Add files button.  

 

8. To upload a document from your computer, click the Upload Files button on the Select Files 
dialogue box.   
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9. Navigate to the file’s location, Select the file, and then click the Open button. 

 

10. Click the Done button on the Upload Files dialogue box. 

 

 

11. A green bar will display to indicate that the File was added to the Attached File record has 
been created. 

 

12. All of the uploaded files will now display on the Files related list.  Select the View All 
to see all the files in a list view.   

 

 
13. To return to the Attached Files record, click the Attached Files link.   
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View a File 
To view a file preview, click the File Name link. The document will display a preview.   

NOTE: A file can be downloaded to your computer if needed.  Select the Download button on 
top center of your screen.   
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Delete a File 
1. With the file preview displaying, click the down arrow on the top center of the screen and 

then select the Delete button.    

 

2. The system will confirm the file should be deleted, click Delete to proceed.    

NOTE: Deleting a file also removes it from any records or posts it’s attached to. 

 

3. A green bar will display to indicate that the File has been deleted. 

 

4. The File will be removed from the Files related list.   

 
Files Attached to an Expertise 
After an application is submitted via the portal, the system will automatically generate the 
following two documents: Signature-Review.pdf and Application-Form.pdf 
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Notifications 
Notifications are a way to broadcast a message to a group of users that display on the portal.   

1. Click the action arrow by the Notifications tab and select New notifications or, when 
viewing the Notifications tab, click the New button in the upper right corner.  The New 
Notification screen will display. 

 

2. Fill in the New Notification record form fields with the information known about the 
Notifications.  When the form is completed, click the Save button or the Save & New button 
to continue creating Notifications. 

 

NOTE: The Subject field is required as indicated by the red asterisk. Other information can 
be added later if desired.   

  

 

3. A green bar will display to indicate that the Notification has been created. 

 

Multi-Select 
picklist 

Select the desired 
groups to receive 
the Notifications Published will 

appear on the 
portal 

Click the arrow on 
picklist field to 

select the desired 
value 
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4. To edit a field, click a pencil icon on the Notification detail screen. 

NOTE: The Status field options: Draft, Published, and Cancelled.  Published will appear on 
the portal.     

 

5. Enter the necessary data change and click the Save button on the bottom of your screen. 
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Activity  
An email can be sent and logged in the activity timeline.  Automated emails sent from the 
application will display on the Expertise record.  Emails will be logged on the record they are 
sent from.   

 

1. Select the Envelope icon on the activity tab to display the new email screen.   
 

 
2. Click the drop-down next to from and select the correct email address.  
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3. Begin typing the contact name in the To field and select the desired contact. 

 

 
4. To add an email address in the CC field, click Cc. Begin typing the contact name in the 

CC field and select the desired contact 
 

 
 

 
 
 

5. Confirm your email address is in the BCC field.   
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6. Click in the Subject box and type the desired text. 

 

 
7. Confirm the Related to field is populated with the record displayed.  The message will be 

logged on the activity panel of this record.   
 

 
 

8. Type in the body of the email and apply the format as desired.  To attach files, click the 
paperclip icon. 

 

Formatting 
options 

available 

Click to attach 
files 
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9. the Upload files button to select a document from your computer. 

 
 

10. Navigate to the file’s location, Select the file, and then click the Open button. 

 
 

11. The attached file will display below the text box. 
 

  
 

Click the “X” to 
delete the file 
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12. To insert a template to the email, click on the add template button. Select from a recently 
used template, insert a new template, or save the current email as a template. 

 

 

13. To use an existing template, select Insert Template and then select from the list of 
available templates. Click on the template name to insert it in the email. 
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14. When the email is completed, click the SEND button. 

 

15. The email will be displayed in the Activity Panel.  Click the link to access the details 
screen of the email.  
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16. To return to the Activity Panel, click the Related to link.   
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Review Buttons 
Buttons are available for certain users to complete their part in the process and change the 
status of an application after review.   

Counsel Review 
This button is available on the expertise object.  The user record role and profile must 
be Counsel Reviewer to have this available. 

1. With the Expertise displaying, click the Counsel Review button. 

 

2. The Counsel Review form will be displayed.   
 
NOTE: The Counsel Review Passed field is required as indicated by the red asterisk.   

 

 

If No is selected 
for Counsel  

Review Passed, 
a reason must 
be selected in 

Counsel Review 
Rejection 
Reason. 

Rejection notes 
will be included 
in the email to 

the vendor. 

If Yes is selected 
for Counsel  

Review Passed, 
a reason can’t be 

selected in 
Counsel Review 

Rejection 
Reason. 
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3. A green bar will display to indicate that the Counsel Review has been updated. 

 

4. The Status will update to “Credential Review” and the answer will display in the Expertise 
History.  
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Credential Review 
This button is available on the expertise object.  The user record role and profile must be 
Credential Reviewer to have this available.     

1. With the Expertise displaying, click the Credential Review button.    

 

2. The Credential Review form will display.   
 
NOTE: The Credential Review Passed field is required as indicated by the red asterisk.   

 

 

 

 

 

If No is selected 
for Credential  

Review Passed, 
a reason must be 

selected in 
Credential 

Review Rejection 
Reason. 

If Yes is selected 
for Credential  

Review Passed, 
a reason can’t be 

selected in 
Credential 

Review Rejection 
Reason. 

Rejection reason 
will be included 
in the email to 

the vendor. 
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3. A green bar will display to indicate that the Credential Review has been updated. 

 

4. The Status will update to “Docusign Work” and the answer will display in the 
Expertise History.  
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Insurance Review 
This button is available on the expertise object. The user record role and profile must be 
Insurance Review to have this available. 

1. With the Expertise displaying, click the Insurance Review button.   

 

2. The Insurance Review form will display.   
 
NOTE: The Insurance Review Passed field is required as indicated by the red asterisk.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rejection 
Description will 
be included in 

the email to the 
vendor. 

If Yes is selected 
for Insurance   

Review Passed, 
a reason can’t be 

selected in 
Insurance  

Review Rejection 
Reason. 
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3. If the Insurance Review Passed field selected is “No”, an Insurance Rejection Reason 
must be selected from the multi-select picklist. 

 
NOTE: Both the Rejection Reason and Rejection Description are visible to the vendor.    

 

 
 

 

 

 

 
 

 

 

4. A green bar will display to indicate that the Insurance Review has been updated. 
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5. The Status will update to “Panel Review” and the answer will display in the Expertise 
History.  
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Panel Review 
This button is available on the expertise object.  The user record role and profile must be Panel 
Reviewer to have this available. 

1. With the Expertise displaying, click on the Panel in the Panel Related List. 

 

2. After Reviewing the Panel, click on the Panel Review button. 

 

3. The Panel Review form will be displayed. 

 

 

If No is selected 
for Panel 

Review Passed, 
a reason must 
be selected in 

Rejection 
Reason. 

If Yes is selected 
for Panel Review 
Passed, a reason 
can’t be selected 

in Rejection 
Reason. 

Rejection notes 
will be included 
in the email to 

the vendor. 



 

  

85 
 

4. A green bar will display to indicate that the Counsel Review has been updated. 

 

 

5. The Status will update to “DocuSign Work” and the answer will display in the Expertise 
History. 
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Email Notifications 
Application Submitted 
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Insurance Review Request 
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Counsel Review Rejection 

 

Insurance Review Complete 
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Panel Review Request 

 

Panel Review Complete 
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Ready for DocuSign Work 

 

Agency Head Request 
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Ethics Questionnaire 

 

Ins. Review Rejection 
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Credential Review Request 

 

Credential Review Rejection 
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Credential Review Complete 

 

Vendor Account Closed 

 

Secure Message Received 
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View and Locate Records 
List Views 
Objects display using List Views.  The actual list view options will be based on your department 
role.  The different list views allow you to group by categories to locate specific records more 
easily.  The default List View is Recently Viewed. 

 

 

 

 
  

Pin Preferred view 

Display List Views 

Click View to select 
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Using List Views 

Search a List View 
Search a List View using the list search box.   

 

NOTE:  Salesforce limits this search 

 

Pin a List View 
The List View that is pinned will be the default view.  To select a different List View, select the 
list name from the dropdown and click the pin. 

 

Type Search Text and 
Press Enter 
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Creating Custom List Views 
You can create your personal list view quickly and easily by Cloning (i.e., copying) an existing 
list view, and tailoring your new view to your specific needs by following these steps: 

NOTE:  A List View can be for private or public view. 

Clone and Filter a List View 

1. With the list view to be copied displaying on the screen, click the gear icon in the upper 
right corner of the screen and select Clone from the LIST VIEW CONTROLS list. 

 

2. Click in the List Name field, type the name for your view, and click the Save button  
NOTE:  The List API Name field will auto-populate. 

  

Click the 
radio 

button to 
select who 

can see 
the list 
view 
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3. The new list view will display, the Filters panel will display on the right side of the screen 
displaying the existing filters, and the filters button will display in blue and white. 
 
There are links below the existing filters to Add Filters and Remove All. 

 

4. Click on any existing filters, adjust the desired value(s), and then click the Done button.  

 

5. Click the link Add Filter 
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6. Select the desired field from the picklist. 

 

7. Select the filter Operator from the picklist.  

 

8. Enter the desired field Value from the picklist and click the Done button.  

NOTE: Picklist fields will require the user to select the value from the available options.   
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9. Add as many additional filters as needed and then click the Save button. 

 

10. Close the Filters panel by clicking the “X” in the upper right corner. 
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Selecting Fields (Columns) to Display 

You can add/adjust/remove columns in your custom list view as desired by following these 
steps: 

1. Click the gear icon in the upper right corner and click Select Fields to Display. 

 

2. Click on one or more fields in the Available Fields column and click the right-pointing 
arrow to add it to the Visible Fields column. 

 

3. Reorder the fields using the up/down arrows. 
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4. Remove unwanted fields from the Visible Fields column by clicking the left-pointing arrow. 

 

5. When completed, click the Save button. 

 

6. The new list view will appear on the list view picklist and can be Pinned so that it becomes 
your default view. 
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Global Search Box 
Search for all items using the Global Search Box, which appears on all Salesforce screens. 

Pressing enter after search text enables advanced searching options. 

 

Recent Items 

The search box also allows quick access to recently viewed items. 

 

 

 

 

 

 

 

 

 

Simply Click In Box for 
Recent Items 
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Global Searching 

  

Specific Searches for Expertise, Contacts, Etc. 

 

 

 

 

 

 

Begin typing to begin 
search 

Search Matches Display 

 

Click Arrow, Select Desired 
Option 

Results 
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Advanced Searching 
Invoke advanced search options by typing search text in the search box and then pressing 
Enter. 

  

 

 

Click a Category to Search it 
Further 

Type Search Text and Press Enter for 
Advanced Options 

Refine Searches by Fields 
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Reports 
There are numerous Reports that Salesforce provides that can be configured to output the 
information you need. 

Dashboards that comprise data from several different reports displayed as charts are also 
available. 

Access Reports and Dashboards by clicking on their respective tabs. 

 

 

 

 

 

 

 

 

 
 

 

Choose from 
Categories Search Displayed List 

Click Name to Run 
Report  

Choose from 
Folders 
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Viewing Reports 
Reports typically display with a chart at the top while Dashboards show a collection of charts. 

Click the Toggle Chart button to hide and display the chart that displays in a report. 

 

 

  

 

 

 

 

 

 

Toggle Chart 
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Creating Reports 

Choose a Report Type 
1. From the Reports tab, click the New Report button.  

 

 
 

2. All Report Types will display.  Filter the list by choosing one of the displayed Categories on 
the left and/or type matching text in the search field to further refine the list. Select the 
desired objects for your report.  

 

 

 

Type Text to 
Search Types 

Select Report 
Category 

Select Type 
from the List 
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3. Click the Start Report button. 

 

 

Select Fields 
1. Select the Fields (columns) for the report by clicking the arrow button on the Fields panel. 
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2. Use the search box to type part of the field name to refine the list.  Double-click the 
desired field to add it to the report.  The field selected will be added to the report. 

 

3. Close the panel by clicking the “X” to the right of the search box. 

 

 

4. Use the Action Button to Sort, Group rows or columns by this field, Show unique Count, 
Move Left or Right, or Remove this Column. 

 

 

 

 

Action Button 

Type Text to 
Begin Search 
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Use the Outline Panel to Group and Add Columns 
1. Type in the Groups search box to find a column to group the report.  

 

 

2. Add additional columns by searching and selecting them using the Columns search box.  
Click the action button for additional options. 
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Adjust and Add Filters 
1. Click the Filters tab.  

 

2. To show additional opportunities matching the report criteria, click the Show Me filter. 

 

3. Select an option to filter by from the picklist.  
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4. To add a filter, begin typing the desired field in the Filter search box. 

 

5. After selecting the filter, select the Operator of your choice and select the status from the 
picklist values. Click the Apply button to continue creating the report.   
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Preview and Run the Report 
1. To preview the changes you are making in the fields and filters, enable Update Preview 

Automatically (upper-right of the Report Builder).     

NOTE: The report will show a limited number of records while previewing the report. 

 

2. Click the Run or Save & Run button to preview the report with full data.  The report will 
display.  

NOTE: If you select Save & Run, please refer to the next section for saving a report 

 

3. To make changes to the report, click the Edit button to return to the report building screen. 

 

Save the Report 
1. To save the report, click the Edit action button to select Save. 
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2. Name the report.  Optionally, add a Report Description, and/or select Folder; and press 
the Save button. 

NOTE: The Report Unique Name will automatically populate after the Report Name is 
entered. 

 

 

 

 

Select or 
Create a 

New 
Folder 
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Exporting and Printing the Report 
1. Click the dropdown arrow next to the Edit button and select Export. 

 

2. The Export screen will display. Select either Formatted Report or Details Only and click 
the Export button. The report will download in MS Excel format. 
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Vendor Applications – Portal 
Applications are submitted via the portal. There are seven paths with specific information related 
to each vendor type. The user has the option to Save and Continue the application on each 
screen.  

Attorney 
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Contact 

Login username 
and password 

Contact 
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Expertise 

Languages 

Panels 
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Panels 
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.PDF 
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Private Investigator 

 

 

Contact 
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Contact 
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Licenses 

Attached Files 
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Application-Form 

.PDF 
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Behavioral Health Specialist 
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Attached Files 
Signature- Review 
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Medical Specialist 

 

 
 

 

Account & 
Contact 

Login username 
and password 

Contact 
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Expertise 



 

  

140 
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License  
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All Other Experts 
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Attached Files 
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Transcriber, Interpreter, Copy Shop, Service of 
Process 
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Contact 
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Attached Files 
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Agency Direct Service Vendor 
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Portal Dashboard 

 
 

 

 

 

 

Notifications 

FAQ 

CPCS Vendor 
Handbooks 
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Portal My Profile  

 

 
 

Users can edit 
fields on the 

portal.   

Fields that 
can’t be 

edited will be  
grey out and 
need to be 

submitted to 
MA CPCS 


