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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.

Welcome to Salesforce!

Click below to verify your account.

Verify Account

To easily log in later, save this URL:
https://cpcs-—-dev sandbox my. salesforce. com

Username:
st+arbolatester@arbolainc.com.macpcs

Again, welcome to Salesforcel

@ Tips

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

v" 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.

salesforce

Username

sf+arbolatester@arbolainc.com.macpcs

Password

Log In to Sandbox

[] Remember me

Forgot Your Password?

Logging Out

Click the Avatar button in the upper right corner of any Salesforce screen and then click the

Log Out link.
BN -3

I Arbola Tester
cpcs--dev.sandbox.my.salesforce.com 1

Settings Log Out
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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

Dea22a @

pcs

BH Vendor Mgmt IHcme Accounts ~  Contacts v  Expertises v  Cases

E Dashboard
CPCS Dashboard

Last refreshed 2 days ago. Refresh this dashboard to see the latest data.

As of Jan 2, 2024, 3:32 PM Viewing as Arbola

Pending App with Non-Active Contacts

Record Count

View Report (Pending App by Status)

Active Vendors by Type

Entity Type.
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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.
e The top section shows the account name and Record Type.

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

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

e 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

Detail Section See page 9

Account
Sample Account ()

| |

ange Record Type Delete J

Phone Account Record Type,
Business Accounj

E Contacts (0) E]

Related Details

v Fields Activity

Account Name E

Sample Account e

Parent Account Filters: All time « All activities « All types
4

Refresh « Expand All « View All

Email

sf+sampleaccountmacpcs@arbolainc.com s ing & Overdue

javascriptvoid(0) No activities to show.

Activity Panel
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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.

1ppcs Search: All v Search Accounts and more... ([ A?20 A4 ‘\8‘

222 Vendor Mgmt Home  Accounts v  Contacts v Expertises \ Cases v  Reports v  CPCSVendor Handbooks \  FAQArticles ~  Notification ~  Files \  Dashboards » More ¥ &

+ New Account
Accounts i ol
] | New | Discover Companies

Recently Viewed
| [Ssommm [T E

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

oor |

50+ items = Updated a minute ago

New Account

Select a record type
® Business Account

lO Individual Account

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.

New Account: Business Account

Fields

Asterisk

* Account Name 2

Indicates field is
. l Sample Account ]
Required
Parent Account
l Search Accounts... Q]
Email 9

l sf+sampleaccountmacpcs@arbolainc.com ]

Cancel Save & New I Save
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Edit an Account

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

Account -
& Sample Account [

' Phone Account Record Type
Business Account

Related Details

v Fields
Account Name
Sample Account 4

Parent Account

Email

sf+sampleaccountmacpcs@arbolainc.com

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

Related Details

v Fields

* Account Name

[ Sample Account

Parent Account

Search Accounts... Q

Email f

l sf+sampleaccountmacpes1@arbolainc.com

Cancel Save
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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.

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

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

o 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.

e 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.

Related Object
Expertise See page 12
Cases See page 24

Notes See page 27
Detail Section

E Contact
Sample Contact (=)

Title Aceount Name Phone Email
] Sample Account sf+samplecontactmacpes@arbolainc.cgg

Relsted  Details [ expertises (0) =
v Processing ﬂ Cases (0) ®
Follow Up Needed Vendor Since

s s Notes (0) &3]
« Contact Information

Activity

Account Neme Phone
Sample Account s e
Name Fax
Sample Contact ’ L4 Filters: All time » Al activities - All types

Email Refresh = Expand All + View All

sf+samplecontactmacpcs@arbolainc.com rd

v Address Information No activities to show.

ing an emi, scheduling a task, and more.

d tasks marked as done show up here,

v Demographic

Gender

Activity Panel

Rollup Arrows Collapse and Expand the Contact Details
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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.

— &
1ppcs Search: All v C Search Contacts and more... ‘* v" :'\‘— ? $ ; ‘\,:'/H
35 Vendor Mgmt Home  Accounts v  Contacts \  Expertises \/ Cases v Reports v  CPCSVendorHandbooks ~ ~ FAQArticles v  Notification \/  Files \»  Dashboards v More ¥ &

+ New Contact

Contacts

Recently Viewed v ¥

New

[ Q_ Search this list.. ]E]Dj

Recent records

50+ items  Updated 25 minutes ago

Expert T James

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

New Contact

Select a record type

' ® Individual Contact

Business Contact

Next

3. Fillin 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.

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

New Contact: Individual Contact

Follow Up Needed Vender Since
Asterisk —
indicates field
|S reCIUIred Contact Information
* Account Name
la Sample Account Xl
*Name &
Salutation
[[~Hore- -] : 1
Fs e Begin typing
[ sempie text in Look-up
Middle Name .
[ e e fields to locate
*Last Name the desired

Contact

record

Suffix

I Suffix

Email 5]
I sf+samplecontact@arbolainc.com| ]

Cancel Save & New Save

10
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Edit a Contact

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

I Related Details I

v Processing

Follow Up Nesded Vendor Since

~ Contact Information

Recount Name Phona

Sample Account s i
Name Fax

Sample Contact s i
Emad

st+sampiecontact@arbolainc.com s

+ Address Information

Mailing Address
e
~ Demographic
Gender Other Gender
e rd

Race Other Race. .

 System Information

Created By Last Mocifid By
19 Arbola, 1/8/2024, 8:55 PM B9 Arbola, 1/8/2024, 855 PM
Comact Recerd Type Contact Owner
Individual Contact £ B ol £
Acive Date Appicarion Approved
s s

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

~» Demographic

Gender Other Gender
one- ] ]
Race 9 OtherRace
Available — Chosen [ ]
Asian D White
Black or African American Other (please state) . . .
“ Multi-Select picklist
Hispanic or Latino - "
Select the desired

Native American or Indigenous

values and click the
arrow

s System Information

Cancel Save

11
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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.

Statuses Visual Path

earcn

Related Objects

[E BN I (o)

Details

s ‘

Languages (0)

Business Addresses (0)

B bperience ©

B o=

Activity Panel

Rollup Arrows Collapse and Expand the Expertise Details

12




Attorney Screen Layout

Expertise

E-001036

Details Related

Status: In Progress

v Processing

Entity Type
Attorney
Contact

Sample Contact

v Business Information
BBO #
Check BBO

Click Here

Vendor code @

Submitted  Resubmitt..  Applicatio..  Insurance..  Panel Revi..  DocuSign..  Comptroll...

Status
4 In Progress

Sub-status

Application Step

Contact Email
sf+samplecontact@arbolainc.com

Website

Printed Name of Vendor

Vendor Code format is VC
followed by 10 digits. This

field is required prior to a user
being active.

Billir E]E]

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

13

Printable View

Attached Files (0)

Languages (0)

Business Addresses (0)

B Experience (0)

Notes (0)

,‘ y
=
5]
5]
=
£

Activity
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Agency Direct Services Screen Layout

E-001037 it rintable View

Returned ... Submitted Resubmitt... Applicatio..  DocuSign... ~ Comptroll..  Billing Set.. Active Closed g References (0)

Status: In Progress
ﬂ Agencies (0)

Related Details

Business Addresses (0)

~ Processing

Attached Files (0)

N BON NON NON NCON

Entity Type Status
Agency Direct Services 4 In Progress 4
Contact Sub-status

, ’ Notes (0)

Application Step

Sample Contact

Activity
v Business Information
Vendor code @ State Vendor Or Contract
s ’ Filters: All time » All activities « All types
Contact Email Printed Name of Vendor Refresh « Expand All « View All
sf+samplecontact@arbolainc.com 4 v

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

14
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Expert Screen Layout

Expertise S
E-001040 it rintable View

Returned ... Submitted Resubmitt..  Applicatio..  Counsel R..  Credentia... DocuSign... Comptroll..  Billir E]E] Licenses (0)

Status: In Progress

Attached Files (0)

Details Related

Languages (0)

~ Processing

N NON NON NON

Business Addresses (0)

Entity Type Status
Other Expert 4 In Progress 4
Contact Sub-status 3
’ ’ B Experience (0)

Sample Contact

License Missing Application Step

©

Notes (0)

v Business Information

Activity
Vendor code @ State Employee
Contact Email Key Employee
<fscamnlacantact@arhalaine cam ra - %

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

15
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Other Services Screen Layout

B ] it v

Retumed..  Submitted ~ Resubmitt..  Applicatio.. ~ CounselR..  Credentia..  DocuSign..  Comptrol.. B\H\r‘q H;‘ Activity

Status: In Progress

Licenses (0)

Details Related

Attached Files (0)

v Processing

a Languages (0)

Entity Type Status
Other Services 4 In Progress e
Contact _ Subsstatus N Business Addresses (0)

Sample Contact

License Missing Application Step

B Experience (0)

O 08 08

v Business Information
Notes (0)

Vendor code @ Key Employee

z z
Contact Email

State Employee
sfreamnlarantact@arhalaine com e -

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

16
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Private Investigator Screen Layout

- 7 T e - = ] . - —rrr — = & o Y £ e (i > W -' 4 " )

In Progr... Returned ... Submitted Resubmitt... Applicatio... Counsel R... Credentia... Docusign... Comptroll... Billir | 4 H> ‘ Licenses (0)

Status:

Attached Files (0)

Details Related

a Languages (0)

v Processing

Business Addresses (0)

Entity Type Status
Private Investigator s’ ’
Contact Sub-status "
P 2 E] experience (0)

Sample Contact

License Missing

QN jON gan ol gan goi

Notes (0)

v Business Information

Activity
Resident Manager First Name Vendor code @
Resident Manager Last Name Website
# Ve = i

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

17
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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.

ippcs searceAll = Search Experties and more.. FE PR R A=)

i35 Vendor Mgmt Home Accounts v, Contacts \  Expertises v Cases v Reports ~  CPCSVendorHandbooks v  FAQArticdes ~  Notification v Files v  Dashboards v/  Agencies v Languages v

+ New Expertise

Recent records — F——p—
o Qemmme - me)[e][# )] ")

Contact v | status

Expertises

Recently Viewed v ¥

50+ items + Updated 10 minutes ago

[[] Expertise Name E-000471 v

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.

New Expertise

Select a record type

~

Attorney
Agency Direct Service Vendor
Expert

Other Services

O000®

Private Investigator

=

The “Expert” record
type includes
Behavioral Health

The “Other Services”

record type includes v :
Specialist, Medical

Specialist, and Other
Experts.

Transcriber,
Interpreter, Service of
Process, and Copy
Shop.

18
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3. Fillin 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 BEO 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.

Begin typing
text in Look-up
fields to locate :
the desired New Expertise: Attorney
record
iy Type [ Attorney v I Status --None-- v
View all dependencies
Contact Search Contacts... Q]
Sub-status —-None-- L 4
View all dependencies
Business Information
88O # [ ] Contact Email This field is calculated gaaaes
Clck e e B Click the arrow on

This field is calculated upon save
Printed Name of
Vendor

] picklist fields to select
the desired value

Vendor code @ [

Click the i icon | — }

Omitted to the

to display help Mass Bar
text bubbles

Billing and Payment

Mother Maiden

[ ] eBill Document D
Name

Confirmation

Insurance Info

e

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

19



Edit an Expertise

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

Expertise
E-001005

| Details Related

There is
validation in

bered St

Status: In Progress
+ Processing
Entity Type
Attorney

Contact

Sample Contact

~ Business Information
880 %

Check B8O

Click Here

Vendor code @

Admitted to the Mass. Bar

Resubmitt..

Applicatio...

Insurancy

PanelRevi..  DocuSign..  Comptroll..

In Progress

Sub-status

Application Step

Contact Email
sf+samplecontactmacpcs@arbolainc.com

Website

Printed Name of Vendor

Billing Set..

place to check if
there is
"License" File
before allowing
the status to be
changed from

aoe (<]

Application
Review status.

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

! ~ Additional Questions
&

Willing to Accept Emergency Probate Cour

[ Yes

Willing to Accept Emergency Assignments

Yes

Counties/Courts willing to work
Available

Chosen

Barnstable / Barnstable

Barnstable / Falmouth

This section is not
required but will be
updated if the
information is
entered.

20

/ Orleans
Berkshire / Adams

Berkshire / Gt. Barrington o

Add'l Info for forensic resource listing

Have you been published?

[ --None--

Cancel Save
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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.

B Account t
| Sample Account |4)

Phone Account Record Type
Business Account
Related Details B contacts ) -
. sample Contact v
v Fields
T
Email sf+samplecontactmacpcs@arbolainc.com
Account Name Phone:
sample Account 4
Parent Account View All
rd
Email
sf+sampleaccountmacpcs@arbolainc.com Id Activity
[ o— —

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

y N X
E Sample Contact: | & |

E Contacts (1)

(J

Title Account Name
Sample Account

Sample Contact +]
Phone Ernail e )
itle:
f+ | tacts
SlenEEeniatacpe s Email: sf+samplecontactmacpcs@arbolainc.com
Phone:
Cases
View All

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.

B Contacts (1)

S

‘

Sample Contact ™
Title:

Email: sf+samplecontactmacpcs@arbolainc.com
Phone:

View All

21
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4. Click the radio button beside the desired contact record type and then click the Next button.

New Contact

Select a record type
® Individual Contact

/ O Business Contact
[om

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.

New Contact: Individual Contact g

Processing

Follow Up Needed Venger Since

Contact Information

*Account Name Phone

IB Sample Account xl [ l
*Name 5 =

Salutation [ l
[t n

First Name

[ |

Middie Name

l Middle Name l

*Last Name

[smm |

Suffx

l Suffix l

Email 9

I sf+johnsmithmacpcs@arbolainc.com l

Address Information

Mailing Addrace

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

° Contact Iohn Smith|” was 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.

B contacts 2) 8]

Sample Contact [E]
Title:

Email sf-samplecontactmacpcs@arbolainc.com

Phone:

John Smith =

Title
Email sf+johnsmithmacpes@arbolainc.com

Phone:
View Al *

22
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Edit a Contact
1. Click a pencil icon on the contact detail screen.

Contact .
John Smith (&)

s Processing

Follow Up Needed Vendor Since

+ Contact Information

Account Name Phone
Sample Account ’ s
Name Fax

. s 4
John Smith 4
Email

sf+johnsmithmacpcs@arbolainc.com

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

Contact o
John Smith (]
= L ;i =
First Name

John }

Middle Name

{ Middle Name }

* Last Name

e |

Suffix

{ Suffix }

Email 9

sf+johnsmithma@arbolainc.com

Cancel Save

23
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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.

[ cases (1)

Status: New
Subject: Application Status?
Inquiry Type: Application / Intake

View All

2. The case details will display. Click on the Message Number to open the message sent
from the vendor.

ﬂ Case
Application Status?

Priority Status Case Number
Medium New 00001039
Inquiry Messages Case Comments

Inquiry Messages (1)

1 item - Updated a few seconds ago

[l Message Number [l Case Subject v | Created Date ~ | Created By

1 O} m-0000032 Application Status? 2/29/2024, 417 PM Arbola &3]

View All

Messaq

ge -
22 i Siouess

I Related Details I [E) Attached Files (1) ] I

. sample Document ®
v Inquiry Message

View All
Case
00001039 i
Case Subject Activity
Application Status?

Body
? e
What is my application status? Filters: Alltime - All activities - All types
§ Refresh « Expand All « View All
v System Information
~ Upcoming & Overdue
Created By Last Modified By

No sctiities to show.
o) . 2/29/2024, 4:17 PM 2] . 2/29/2024, 4:17 PM
D Arbola. /297 D Arbola- 2/29. Get started by sending an email scheduling 2 task, and more.

No past activity. Past meetings and tasks marked as done show up here.

24
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3. To return to the Case record, click the Case link.

Message
IM-0000032

Delete | Edit
Relasted  Details l [AttachedlEde=(0) &)
X | sampte pocument ® !
v Inquiry Message
View All
Case
00001039 4
Case Subject Activity
Application Status?
Body
2 e

What is my application status? Filters: All time - All activities - All types

. Refresh + Expand All  View All
« System Information

 Upcoming & Overdue

Created By

Last Modified By

B8 Arbola. 2/29/2024, 4:17 PM B Arbola. 2/29/2024, 417 PM

show.
heduling 2 task, and more,

Noa
Get started by sending ar

No past activity. Past meetings and tasks marked as done show up here.

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

Case
Application Status?

Priority Status Case Number
Medium New 00001039
a1
Inquiry Messages Case Comments

Inquiry Messages (1)

1item - Updated a few seconds aga

[] Message Number | Case Subject v | Created Date v | CreatedBy

1 [J IM-0000032 Application Status? 2/29/2024, 417 PM Arbola 3]
«

»
View All

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.

New Message

* = Required Information

Inquiry Message

D x]

Case Subject
This fieldiscalculated upon save

Body / o

Enter message here.

System Information

Created By Last Modified By

Case Subject
will be | ..
calculated
upon save ar will display to indicate that the Contact has been created.

° Message |I M—000003?,|" was created.

25
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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.

Fr

i

Inquiry Messages

Case Comments

Inquiry Messages (2)

2 items » Updated a few seconds ago

[] Message Num... 1

1 [] IM-0000032

IM-0000033

Case Subject

Application Status?

Created Date

2/29/2024, 417 PM

‘Crea‘tedBy ~ |

<

Arbola

Application Status?

View All

2/29/2024, 5:03 PM

)
(-]

Arbola

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

ﬂ Case
Application Status?

Priority Status Case Number
Medium New 00001039
|
Inquiry Messages Case Comments

o

Details  Case History

<

Inquiry Messages (2)
2items - Updated » few seconds ago

B

2

[] Message Number
[J m-0o00032

[0 IM-0000033

Case Subject
Application Status?

Application Status?

v | Created Date
2/29/2024, 4:17 PM

2/29/2024,5:03 PM

CreatedBy v ‘

Arbola

Arbola

View All

26

v Case Information

Case Owner
3 Arbola
Case Number
00001039

Contact Phone
§ (555 555-1212
Contact Email

sf+johnsmith@arbolainc.com

Contact Name
John Smith
Account Name

Sample Account

Inquiry Type
Application / Intake

Case Origin

¢ | portal 4
s
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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.

Notes (0) = ()

2. Onthe 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.

»

e Sample Note - x X

Sample Note @ Visibility Set by Record
M[B [« [s[][=[e]e]e]=]

4

Enter Text here

Related to E Sample Contact
Delete [ Share

Related to

Add to Records ]I Done I
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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.

& sample Note

Sample Note @ Visibility Set by Record

([ [+[5) (=le = [+)a)

Enter Text here

Related to | [B] sample Contact
Delete [ share | Add to Records [| Done

Add Note to Records

5 It, a note on a record is visible to anyone with access to the record

Search Telated records...

B oo

Q  “tom jones" in Contacts

Tom Jones
Individual Contact

4+  New Contact
Add Note to Records

By default, a note on a record is visible to anyone with access to the record

Search related records...

E Tom Jones X

Prevent note from being viewed by other users with access to this record. @
> Records with this note

Cancel Add

4. Both Records will be noted in the Related to section. Click the Done button to save the note

on the record.

& sample Note —

Sample Note @ Visibility Set by Record

[ [o[5) =l [+]m)

Enter Text here

B om jones | [B] sempte Conta((l

Delete [ Share

Related to

AddtoRecords |l Done |
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5. The new note will now appear on the Notes related list. Select the to see all the
notes in a list view.

Notes (1) [+

Sample Note
1/14/2024, 9:14 AM by Arbola
Enter Text here

View All < —
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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.

‘ Panels (0) \ |ZJ
Attached Files (0) (]

2. Fillin 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.

d
New Panels

= = Required Information

Information

Panels 2 Expertise

[ Mary Moe-Parental Consent for Minors Panel - l la E-001012 X

Panel Review Passed

B -]

Rejection Reason

s -]

Additional Rejection Notes to Vendor

Expertise record

number will
automatically
populate

Assignments

Counties accept assignments =)

Multi-Select picklist N
Select the desired samsae ‘

Berkshire

Bristol

(]
values and click the

arrow

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

0 Panels '1:P—1044J" was created.
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4. The new panel will now ap
panels in a list view.

pear on the panels related list. Select the View All to see all the

' EJ Fanels (2) &) !

District Court Panel &2]
Panel Membership Date:

Panel Review Passed: Yes

Last Modified By: Arbola

Mary Moe-Parental Consent for Minors Panel E]

Panel Membership Date:
Panel Review Passed:
Last Modified By: Arbola

View All - <f—

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
selected.

edited and the additional fields will display based on the panel

' B3 Panels (2) ) !

District Court Panel ~]
Panel Membership Date:

Panel Review Passed: Yes

Last Modified By: Arbola

Mary Moe-Parental Consent for Minors Panel h &2
Panel Membership Date:

Panel Review Passed:

Last Modified By: Arbola

View All

Panels
2 P-1044

Details

+ Information

Panels
Mary Moe-Parental Consent for Minors Panel
Panel Review Passed

Rejection Reason

Additional Rejection Notes to Vendor

Expertise
g

Panel Membership Date

Date of Recertification

“ Mary Moes-Parental Consent for Minors Panel

v Assignments

Counties accept assignments

Barnstable;Bristol

v System Information

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.

Panels

P-1044

Details

v Information

Panels Expertise
Mary Moe-Parental Consent for Minors Panel £ E-001012 rd
Panel Review Passed
e
Rejection Reasen
s
Additional Rejection Notes to Vendor
' 4

v Mary Moes-Parental Consent for Minors Panel

Panel Membership Date
'

Date of Recertification

v Assignments

Counties accept assignments
Barnstable:Bristol rd

v System Information

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

Panels

P-1044

Details

~ Information

Panels Expertise

[ Mary Moe-Parental Consent for Minors Panel vl [ﬂ E-001012 X

Panel Review Passed

= 7]

Rejection Reason

Additional Rejection Notes to Vendor

A
v Mary Moes-Parental Consent for Minors Panel

Panel Membership Date o
[ 31172023 L l
Date of Recertification 9
[ 3/31/2025 8 l

| we Accinnmante |

Cancel Save
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8. To return to the Expertise record, click the Expertise number link.

Panels

P-1044

Details

~ Information

Panels

Mary Moe-Parental Consent for Minors Panel
Panel Review Passed

Rejection Reason

Additional Rejection Notes to Vendar

~ Mary Moes-Parental Consent for Minors Panel
Panel Membership Date
3/1/2023

Date of Recertification

3/31/2025

~ Assignments

Counties accept assignments

Bamstable;Bristol

~ System Information

Created By
B Arbola, 2/27/2024, 4:24 PM

Expertise
¢ Reooiz s

Last Modified By
¥4 Arbola. 2/27/2024, 4:25 PM
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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.

Attached Files (0) \E]

=

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.

New Attached File Use the
calendar to

Information select a date or
* Attached File Name ©  Expiration Date type the date in
I Certification File ] I 12/19/2024 the fieldS

File Type 9
I Certification(s) - ]

Click the arrow

Asterisk Related
indicates field is . on picklist fields
required (B cwoe x] [ seorcn pperince.. to select the
Case FAQ Article desired value

Search Cases... Q]

Search FAQ Articles... Q]

Inquiry Message Handbook

carch Messages... Q] Search CPCS Vendor Handbooks... Q]
The Expertise record will _ e
. rch Licenses... Q] Search Contacts... Q]
automatically populate
Information
Created By Last Modified By

Cancel Save & New I Save

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

O Attached File "{Certification Filg" was created.
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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.

Attached Files (1) )
Gertification File (]
File Type: Certification(s)

View All h

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.

Attached Files (1) =
Certication Fie  “dmm—n 3
File Type: Certification(s)

View All

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.
1

Or drop files

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

File name: | Sample Doc for Matter - Upload pal E o
Cancel
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4. Click the Done button on the Upload Files dialogue box.

Upload Files
Certificate.pdf
B ©

1 of 1 file uploaded

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

been created.
o 1 file was added to the Attached File. >

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

oo !

. Certificate
© Jan 17,2024 « 7T7KB » pdf

View All

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

[5 o =|

. Certificate
+ Jan17, 2024 - 777KB » pdf

Wiew All

8. To upload a document from your computer, click the Upload Files button on the Select Files
dialogue box.

Select Files

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

=

SRECYCLEBIN
15 Matesials
D5 Stev
B Drepbas (Mac) ocalized
e GoOgle Orive {5} ¥ O Legal Sratus Cyche Times QRCdocy
& Documentaten

4 Felocied nemsnesyne
R1-OLA Downstate & OLA Upstate

Training
Training

5 iCloud Orive

File name: | Sample Doc for Matter - Upioad pal

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

Upload Files

h Certificate - page 2.pdf
TTTKB

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

o 1 file was added to the Attached File.

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.

l [0 Files 2) Add Files I
h Certificate - page 2

. Certificate
Jan 17, 2024 - 777KB - pdf © Jan 17,2024 « T77KB » pdf

view All h

13. To return to the Attached Files record, click the Attached Files link.

Attached Filesl} Certification File
Files

2 items » Sorted by Last Modified » Updated 2 minutes ago

Title v | Owner | Last Modified 4 v | Size v |
1 & Certificate - page 2 Arbola 1/17/2024, 6:39 PM 777K8 =
2 & Certificate Arbola 1/17/2024, 6:34 PM TTTKB E]
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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.

E_J Files (2) Add Files
Certificate - page 2 Certificate h
Jan 17, 2024 - 777KB - pdf - Jan 17,2024 - T77KB - pdf
View All
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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.

© View File Details

2, Upload New Version

CERTIFIED . caneous

& Delete

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.

Delete File?

Deleting a file also removes it from any records or posts it's attached to.

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

° Content Document “Certificate” was deleted. X

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

e S Y R N Y s e W s, ™ WY S\ Y ¥ el W I N ||
| | |

0 Files (1) Add Files
Certificate - page 2
Jan 17, 2024 « 777KB - pdf
View All
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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.

a Languages (0)

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.

New Language

Information

Language o) Expertise
[ Spanish v ] [a E-001012 X
2 Proficiency 9
V' --None-- )
one ( Professional v ]
Elementary
Limited Working System Information
Professional
Created By Last Modified By

Native / Bilingual

Reading writing

Conversational
Cancel Save & New Save

Proficient

3. Agreen bar will display to indicate that the Language has been created.

° Language was 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.

a Languages (1)

Spanish E]

Proficiency: Professional
Other Language:

View All <fjmm—

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.

a Languages (1) E]
Spanish P E]
Proficiency: Professional

Other Language:

View All

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

\J Language
A L1353

Related Details

v Information

Language Expertise
Spanish < 1 E001012
Proficiency

; "
Professional '
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Edit a Language

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

Language

=
Al 11353

| Related Details

v Information

Language Expertise
Spanish 4 Eoot012 4
Proficiency

Professional E

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

Language

L-1353

,

"~ Related Details

v Information

Language Expertise

Spanish - [ﬂ E-001012 X
Proficiency 5)
[ Conversational v ]

~ System Information

Created By Last Modified By
7% Arbola, 1/16/2024, 9:53 AM #4 Arbola. 1/16/2024, 9:53 AM

Cancel Save
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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.

Business Addresses (0) \E]

New

2. Fillin 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.

New Business Address

Information

Street S Expertise
[ 75 Federal Street 6th Floor ] [a E-001012 X
City 3
Boston ]
State )
[ o
Postal Code 9
l 02110 ]
G 5

Suffolk ]

System Information

Created By Last Modified By

e e

3. Agreen bar will display to indicate that the Business Address has been created.

° Business Address "aOB3R000000x6M3|" was created. X
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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.

Business Addresses (1) E]

75 Federal Street 6th Floor E]

View All h

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.

Business Addresses (1) E]
75 Federal Street 6th Floor h
View All

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

Business Address
a0B3R000000x6M3

Related Details

w Information

Street Expertise

75 Federal Street 6th Floor s E-001012 4
City

Boston 4

State

MA s

Postal Code

02110 s

County

Suffolk s
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Edit a Business Addresses

1. Click a pencil icon on the Business Address detail screen.

; Business Address
a0B3R000000x6M3

Related Details

~ Information

Street Expertise
75 Federal Street 6th Floor E E-001012 4

City

Boston 4
State

MA s
Postal Code

02110 s
County

Suffolk 4

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

}' Business Address
a0B3R000000x6M3

Related Details

~ Information

Street 5) Expertise
[ 123 Federal Street 6th Floor ] [a £-001012 X
]

= )
State

[ -]
Postal Code

[ 02110 ]
County

[ Suffolk ]

~ System Information

o |
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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.

B Experience (0) \ E]

2. Fillin 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.

New Experience

Information

Date 5 *Expertise

[ 1/1/2024 F ] [a E-001012 x]

Case Name €  Docket# o

[ Sample Case Name ] [ CR-12345-23 ]

Hiring Attorney H Court L)
[ John Smith ] [ Supreme Court ]

Service Provided Hiring Attorney BBO#

[ || !

System Information

Created By Last Modified By

T -

3. Agreen bar will display to indicate that the Experience has been created.

o Experience was created. X
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4.

6.

The new experience will now appear on the Experiences related list. Select the View All to
see all the experience in a list view.

B Experience (1) E]

Xp-022
View Al <

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.

a Experience (1)

Xp-022 E]

View All

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

Experience

Xp-022

Related Details

v Information

Date Expertise
1/1/2024 <  NMe-001012 4
Case Name Docket #
Sample Case Name s CR-12345-23 ’
Hiring Attorney Court
John Smith s Supreme Court s
Service Provided . Hiring Attorney BBO#

s s
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Edit an Experience

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

Experience

Xp-022

Related Details |

v Information

Date Expertise
14172024 £ E001012 4
Case Name Docket #
sample Case Name £ CRi1234523 s

Hiring Attorney

Court
John Smith E Supreme Court 4

Service Provided Hiring Attorney BBO#

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

Experience

Xp-022

 Related Details |

v Information

Date *Expertise
[ 1/1/2024 & ] [ﬂ E-001012 X ]
Case Name Docket #
[ Sample Case Name l [ CR-12345-23 l
Hiring Attorney Court

Juthbmilh [ Supreme Court ]
Service Provided Hiring Attorney BBO#

[ || ]

v System Information

Created By Last Modified By
# Arbola, 1/17/2024, 10:26 PM ¥ Arbola, 1/17/2024, 10:26 PM

Cancel Save
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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.

Licenses (0) ‘E]

New

2. Fillin 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.

New License
Information

*License Type Lo Expertise
Sample License ] [a £-001015 X ]
* Agency ‘2) *Number 5
[ MA Board of Registration in Pharmacy v ] [ 12345 ]
* Expiration io)
[ 1/31/2026 & ]

System Information

Created By Last Modified By

=T e -

3. Agreen bar will display to indicate that the License has been created.

o License was created. b4
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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.

Licenses (1) E]
Sample License E]
Number: 12345
Agency: MA Board of Registration in Pharmacy
Expiration: 1/31/2026

View All h

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.

Licenses (1) E]
Sample License h E]
Number: 12345
Agency: MA Board of Registration in Pharmacy
Expiration: 1/31/2026

View All

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

License
I L-000327

Related Details

v Information

License Type Expertise
Sample License s E-001015 4
Agency

Number
MA Board of Registration in Pharmacy s

12345 s
Expiration
1/31/2026 s

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.

E Expertise
E-001015

7

Status: Submitted

Details Related

 Processing

Entity Type
Other Services

status
Submitted ’
Contact

Sub-status

v Business Information
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Edit a License

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

License

# L-000327

. Related Details

+ Information

License Type

Expertise
Sample License £ E-001015 4
Agency Number
MA Board of Registration in Pharmacy 4 12345 e

Expiration

1/31/2026

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

License
}’ L-000327

| Related Details

v Information

*License Type

Expertise

[ Sample License ] [ﬂ E-001015 x]

*Agency * Number

[ MA Board of Registration in Pharmacy v ] [ 12245 ]
* Expiration 5

[ 1/30/2026

s System Information

Created By Last Modified By

#3 Arbola. 1/17/2024, 10:38 PM i Arbola, 1/17/2024, 10:38 PM

Save

Cancel
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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. Fillin 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.

B References (0)

New Reference

Information

First Name 9 Expertize
[ John ] [a £-001033 x]
Last Name 9

= ] _ _
S 6 Begin to Type in

[ 7811234567 ] LOOk-U fields to
° locate the desired
[ sf+johndoemacpcs@arbolainc.com ]

Attorney with Above Firm records Or Create a

Search Contacr a New Contact
Q,  Show All Results for “john doe” )
System Information

|+ New Contact I

{ john doe Q

Created By Last Modified By

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

o Reference was created. X
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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.

I ™
B References (1) E]
John E]
Email: sf+johndoemacpcs@arbolainc.com

View All  <fm—

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.

F B
B References (1) ()
John h E]
Email: sf+johndoemacpcs@arbolainc.com

View All

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

Reference

REF082

s Information

First Name Expertize
John ¢ | 001033 e

Last Name
Doe rd
Phone Number

7811234567 s

Email

st+johndoemacpcs@arbolainc.com

Attorney with Above Firm
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Edit a Reference

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

Reference

REF082

bt v Information

First Name Expertize

John 4 eomos /
Last Name

Doe ’

Phone Number
7811234567 4

Email
sf+johndoemacpcs@arbolainc.com E

Attorney with Above Firm

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

Reference

REF082

~ Information

First Neme Expertize
[ John ] [a E-001033 x]

Last Name S
[ Doe ]

Phone Number

[ 7811234567 ]

Email o

sf+johndoe@arbolainc.com ]

Attorney with Above Firm

Search Contacts... Q ]

> System Information

Cancel Save
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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.

Agencies (0) \E]

New

2. Fillin 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.

New Agency

Information

Agency Expertise

)
[ Attorney General's Office v ] [a E-001033 X
)

Point Of Contact

[ Jane Doe ]

System Information

Created By Last Modified By

[ Cancel

I Save & New |

3. Agreen bar will display to indicate that the Agency has been created.

° Agency was created.
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4. The new agency will now appear on the Reference related list.

all the references in a list view.

Agencies (1)

Attarney General's Office

View All

Select the View All to see

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.

Agencies (1)

Attarney General's Office h

View All

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

8 Agency
il A-001037

Related Details

~ Information

Agency

Attorney General's Office
Point Of Contact

Jane Doe

56
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Edit an Agency

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

3 Agency
A-001037

Related Details

~ Information

Agency

Attorney General's Office 'd
Point Of Contact

Jane Doe '4

Expertise
E-001033 4

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

= Agency
il A-001037

Related Details

~ Information

Agengy

Expertise

‘ Attorney General's Office v ‘

‘ﬂ £-001033 x

Point Of Contact 5

| Jane tofnson |

~ System Information

Created By
#4 Arbola, 1/17/2024, 11:06 PM

Last Modified By
# Arbola, 1/17/2024, 11:06 PM

| Cancel Save

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.

a Expertise History (2)

Date Field User

1/14/2024, 9:01 AM Status Arbola

1/8/2024, 9:02 PM Created. Arbola

Original Value New Value

In Progress

View All «
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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.

ippcs Search: All ¥ Search FAQ Articles and more. (x[¥) 2272604 l‘_\'
K

33 Vendor Mgmt  Home Accounts v Contacts v  Expertises ~ Cases v Reports \  CPCSVendorHandbooks \~  FAQAricles /| Nofificaton , Files \/ Dashboards \  Agencies \ - Sample File|Attached File v X More ¥

+ New FAQ Article

FAQ Atides
Recently Viewed v ¥ Recent records.

2. Fillin 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.

New FAQ Article

Information

Question bl

*FAQ Article Name Al

[ Sample FAQ ]

Format options are
available for the
Answer field == Click the i

icon to

display help
text bubbles.

Multi-Select picklist

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

& raQ Anticle “Sample FAQ" was created.
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4. To edit a field, click a pencil icon on the FAQ Article detail screen.

PN oaaride
Sample FAQ

Related Details

+ Information

Question

How do | create a new FQA Article? '
FAQ Article Name

Sample FAQ s
Answer

Enter the answer here
Expertises @

General £
Owner

B8 Arbola &
Category

New Vendor Setup 4

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

u FAQ Article
Sample FAQ
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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.

P
1ppcs Search: All Search €PCS Vendor Handbooks and more. (% |+ 2?2604

see R
222 Vendor Mgmt Home  Accounts v  Contacts \  Expertises v  Cases v  Reports v  CPCSVendor Handbooks “  FAQArticles v  Notification v  Files ~  Dashboards ~ More ¥ &

—+ New CPCS Vendor Handbook

CPCS Vendor Handbooks
endor Handbool | I new B import ‘ Change Owner ]

Recently Viewed v ¥ Recent records
ek it =l 4]

2. Fillin 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.

New CPCS Vendor Handbook

* = Required Information
Information

*CPCS Vendor Handbooks Name 9 Owner

Sample Vendor Handbook #% Arbola

Visible for

Available Chosen

Transcriber > | Atomey Multi-Select picklist
Traditional Expert . .
« " Selected options will
Private Investigator have access tO the
S handbook on the

portal

I Save & New |

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

° CPCS Vendor Handbook "Samle Vendor Handboo" was created. X
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4. To edit a field, click a pencil icon on the CPCS Vendor Handbooks detail screen.

B CPCS Vendor Handbook
Sample Vendor Handbook

Details

CPCS Vendor Handbooks Name Owner

Sample Vendor Handbook k4 3 Arbola Iy

Visible for

Created By Last Modified By
# Arbola. 1/16/2024, 1:12 PM ¥ Arbola. 1/16/2024, 1:12 PM

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.

B CPCS Vendor Handbook
Sample Vendor Handbook

Details |

* = Required Information

* CPCS Vendor Handbooks Name Owner
¥ Arbola

Sample Vendor Handbook

Visible for 9
Available Chosen

Transcriber Attoey

Private Investigator Expert

Traditional

General

Created By Last Modified By
5 Arbola, 1/16/2024, 1:12 PM # Arbola. 1/16/2024, 1:12 PM

Cancel Save
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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.

Attached Files (0)

=

2. Fillin 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.

New Attached File Use the
calendar to
select a date or
# Attached File Name Aa] Expiration Date .
[ sample Vendor Handbook ] [ & type the date In
[FileType the fields.

Information

Asterisk
. . . . Expertise Experience
indicates field is [ s epeier Q) [seroer al
required Cose FaQ vtk
[ Search Cases.. q} [ Search FAQ Articles... QI
Inquiry Message Handbook
Seaich Messages.. q] [B Sample Vendor Handbook X l
License Contact
[ Search Licenses... Q] [ Search Contacts... Ql

Begin typing text in Look-up System Information
fields to locate the desired L M £y
record

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

0 Attached File "tSamIe Vendor Handboc—_" was created. X
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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.

l‘ Attached Files (1) (+) !

Sample Vendor Handbook E]

View Al <—

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.

I Attached Files (1) a !

Sample Vendor Handbook h E]

View All

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.

&, Upload Files
Or drop files

3. Nauvigate to the file’s location, Select the file, and then click the Open button.

= « 4 B » This B » Dusktop » . o

File name: | Sample Doc for Matter - Upload pal - X =
Cancel
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4. Click the Done button on the Upload Files dialogue box.

Upload Files
- Sample Vendor Handbook.pdf
a 28 KB °

1 of 1 file uploaded

5. Agreen bar will display to indicate that the File was added to the Attached File record has
been created.

o 1 file was added to the Attached File. @

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

l, T Files (1) | Add Files !

Sample Vendor Handbook h

Jan 17,2024 - 28KB » pdf

View all

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

[ o !

Sample Vendor Handbook
Jan 17, 2024 - 28KB - pdf

View All

8. To upload a document from your computer, click the Upload Files button on the Select Files
dialogue box.

Select Files

Owned by Me
Shared with Me
Recent
Following
Libraries

Related Files

0.0f 10 fles selected Cancel
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9. Navigate to the file’s location, Select the file, and then click the Open button.

SRECTCLERIN
L Materisls
DS Suew
B Dropba (Mac)
< Google Crive {5}
& Documentaten

ocalized
¥ O Legal Sratus Cyche Times QRCdocy

J Relocated nemgnegyne
R1-OLA Downstate & OLA Upstate

Training
Training

5 iCloud Orive

File name: |Sample Doc for haatoer - Upicad ot

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

Upload Files

& Sample Vendor Handbook part 2.pdf
28 KB

1 of 1 file uploaded

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

o 1 file was added to the Attached File.

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.

|! [0 Files 2) I

Sample Vendor Handbook part 2

Sample Vender Handbook
Jan 17, 2024 » 28KE « pdf

Jan 17, 2024 « 28KB » pdf

View Aﬂh

13. To return to the Attached Files record, click the Attached Files link.

[aries
AR A [#-)(e]
Title v | Owner | Last Modified + v | Size v
1 . Sample Vendor Handbook Arbola 11772028, 5152 oM 268 ®
o [y somotevendor anabock prtz Arbola 11772028, 42070 258 ®

65



ARBOLA

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.

= .
g} Files (2) Add Files l
Sample Vendor Handbook part 2 Sample Vendor Handbook «
Jan 17, 2024 » 28KE » pdf Jan 17, 2024 « 28KB = pdf
View All

share @ publictink  [¥)
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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.

Delete File?

Deleting a file also removes it from any records or posts it's attached to.

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

° Content Document "Sample Vendor Handbook™ was deleted. Undo X

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

5 —" ¢ s e cn, =
[0 Files (1) [ add Fites |

Sample Vendor Handbook part 2
Jan 17,2024 « 28KE + pdf

View All

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

Attached Files (3) (+)
Sample Doc.pdf [zl
File Type: Liability Insurance
Signature-Review pdf (v
File Type: Signature
Application Form.pdf ’z]
File Type: Application Form

View All
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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.

ippcs Searchi All v \  Search Notification and more... [*[+) A P20 A [E’::\

More v ’

2% VendorMgmt  Home Accounts v Contacts v  Expertises  Cases ~ Reports ~  CPCSVendorHandbooks v FAQAttides ~  Notification v Files v Dashboards ~  Agendes v

Notification
Recently Viewed v ¥ Recent records

2. Fillin 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.

New Notification

Information .
Multi-Select
*Subject 2] Send To plelISt

I Sample Notification Available

Attorney

Select the desired

Ll groups to receive

Published will Private Investigator the Notifications

appear on the Tseciibes
portal

Body 2]

Enter information tg display on the Dach d here Expert

--None--

v --None--

Click the arrow on
picklist field to

Draft

System Information Published

select the desired
value

Canceled

Created By

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

° Notification "Sample Notification” was created. »

68



ARBOLA

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.

Notification
Sample Notification

Related Details |

v Information

Subject Send To
Sample Notification 4 All s
Body Status
Enter information to display on the Dashboard here 4 Draft E
Owner
& Arbola £

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

Notification

Sample Notification

Related Details

v Information

*Subject Send To
l Sample Notification ] Available Chosen
Body RN
Enter information to display on the Dashboard here Expert
4
2 B .
Private Investigator
Transcriber v
Status 5
Published v
Owner
# Abola
« System Information
Created By Last Moified By
¥ Arbola 1/17/2024, 11:25 PM ¥ Arbola 1/17/2024,11:25 PM

Cancel Save
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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.

Activity

=13

Filters: All time « All activities + All types ‘ o |

Refresh « Expand All = View All

~ Upcoming & Overdue

No activities to show.

Get started by sending an email, scheduling a task, and more.

No past activity. Past meetings and tasks marked as done show up here.

2. Click the drop-down next to from and select the correct email address.

W Email _ et X

. &
*From Arbola Support <sf+macpcs@arbolainc.com> v
To --None--
Bcc + Arbola Support <sf+macpes@arbolainc.com>
Subject CPCS Vendor Info <vendorinfo@publiccounsel.net >
[Fou -|[siee -][B I W |A-[@-][= 2 = = =

v

& U B

@

Related To | 8 Sample Account .
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3. Begin typing the contact name in the To field and select the desired contact.

¥ Email — " X
. 4
*From Arbola Support <sf+macpcs@arbolainc.com> v
To sample contl
Bec
E Sample Contact
Subject sf+samplecontactmacpcs@arbolainc.com

o o8 1w A@fi =

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

' & Email _ X
*From Arbola Support <sf+macpcs@arbolainc.com> Ad -
To |E Sample Contact X | | # Cc
j Bcc | sf+macpcs@arbolainccom X |
Subject Enter Subject...
Email — X
rom Arbola Support <sf+macpcs@arbolainc.com> v N
E Sample Contact X .
Cc john smith
o E John Smith =
Subject sf+johnsmithmacpcs@arbolainc.com

5. Confirm your email address is in the BCC field.

¥ Email — " X
*From Arbola Support <sf+macpcs@arbolainc.com> - N
To |E Sample Contact X |

e ([ o st x| |

Bce | sf+macpcs@arbolainc.com X |

Subject Enter Subject...
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6. Click in the Subject box and type the desired text.

¥ Sample — X
*From Arbola Support «<sf+macpcs@arbolainc.com> v “
T ([ sermpe Cortect x|

«  [Eemsminx]

Bce [sf+macpcs@arbolainc‘com x]
ISubject Sample I

A@l= = =

| Font '][Slze -” B I

7. Confirm the Related to field is populated with the record
logged on the activity panel of this record.

& Sample

*From Arbola Support <sf+macpcs@arbolainc.com>

To |E Sample Contact X I

[ John Smith x
Isf+macpcs@arbolainc.com X

Sample

Cc
Bcc

Subject

A~

[row Jfse | B 1 0 A-][e]|

Type information here

& s e

&~

Related To E Sample Account

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

paperclip icon.

Formatting

&% Sample — X
*From Arbola Support <sf+macpcs@arbolainc.com>

To |E Sample Contact X I

Cc |E John Smith x

Bec Isf+macpcs@arbolainc.com X

Subject Sample

A-

[row Jfse | B 1 0 A-][e]|

options

Type information here

S

Click to attach
files

8] (o)

@ B,

Related To E Sample Account
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9. the Upload files button to select a document from your computer.

Select Files

&, Upload Files Q  SearchFiles..

| Owned by Me
Shared with Me
Recent
Following
Libraries

Related Files

0 of 10 files selected

10. Navigate to the file’s location, Se

w Open

= 4 B ThPC » Dusktop »

New feldar

B Drcpbas (Mac)
- Google Orive (G
% Cocumentaton
RI1-OLA Downstats & OLA Upstate

Training

» %%

Training
¥ iCloud Drrve
» Ol
> TN pc

* ¥ Nework

File name: Sample Doc far Matter - Upload pdf

Application Form.pdf

»

# Relocated Remsnosne

Jan'8, 2024 + 30KB + pdf

Signature-Review.pdf
"7 Jan8,2024 « 21KB - pdf

ethics email with greeting.png
Jan 82024 - 104K8 - png

ethics email with greeting.png
Jan 8, 2024 + 104K8 + png

Application Form pdf
Jan 8, 2024 - 38KB - pdf

Signature-Review.pdf
Jan 8, 2024 + 20KB - pdf

i
¥

Sample Doc for Other Expert UAT Testing.docx
Jan 8, 2024 - 13KB - docx

O o o o o o o g

Sample Doc for Attorney UAT Testing.docx
Jan 8, 2024 - 13KB - docx

Cancel

lect the file, and then click the Open button.

=
v b
e
SRECYCLERIN
15 Masesisle
DS Steen
localized

Legal Stratus Cycle Times GRCdoc

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

¥ Sample

17

Type Information Here.

Click the “X” to

delete the file

| a Sample Doc for Matters X r

@

1B ©

Related To Sample Account
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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.

¥ sample — X

*From Arbola Support <sf+macpcs@arbolainc.coms v

.
Cc Insert a template...
Bec RECENTLY USED TEMPLATES

Subject Sample Screen Message After Application Wizard Submission Traditional
l B I U A'I = = E E = Case Confirmation Message
E Welcome Letter; after application is approved and setup in all system...

Type Information Here.
Welcome Letter; after application is approved and setup in all systems

Ethics Questionnaire

¢ 1B ©

Related To m Sample Account 2

Save as new 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.

Insert a templa

RECENTLY USED TEMPLATES

Screen Message After Application Wizard Submission Traditional

Case Confirmation Message

Welcome Letter; after application is approved and setup in all system...
Welcome Letter; after application is approved and setup in all systems

Ethics Questionnaire

Save as new template...

Insert Email Template

sciect atempiete for: @ cantacrs B Leass @ aceounts

Templates Temphats Folders

Al Classic Templates - Al

classic email templates in Setup

“  Description v Template Folders

Automzted Alerts
Automated Alerts
Your CPCS Vendor Applicaticn has Passet) the Review Process Automated Aleits
Application Passed Review Automated Alerts

Automzted Alams

Automated Aleits
Automzted Alans

Automated Alers

Automsted Alerts
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14. When the email is completed, click the SEND button.

&4 Your CPCS Vendor Application has Passed the Review Proc... __ " X

*From Arbola Support <sf+macpcs@arbolainc.com>

To E Sample Contact X
Cc EJohn Smith X

Bec [sf+macpc5@arbolainc.com X]

Subject Your CPCS Vendor Application has Passed the Review Pt

B I U A@]:

Dear Sample Contact,

Size - .

Your CPCS vendor application has passed the review process and
we can now set up vour billing information. -

3 B,

15. The email will be displayed in the Activity Panel. Click the link to access the details
screen of the email.

Activity

Filters: All time + All activities « All types a
Refresh + Expand All « View All

~ Upcoming & Overdue

No activities to show.
Get started by sending an email, scheduling a task, and more.

v January s ZDY This Month
> E Samplé 831PM| Today (¥)
% Unopened
sf+macpcs@arbolainc.com sent an email to Sample Contact and 1 oth...

No more past activities to load.
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16. To return to the Activity Panel, click the Related to link.

o o > e

Es""l*v

Message Details Related

From: Arbola Support 53150 Today
To: sample Contact Cc: John Smith Attachments (1) ]

©

‘sample Doc
1an 82024 + 26K + pof

Type information here

View All

[E) sender and Recipients (2)

B somsmin

e Contet
B somprecona ®

Tpe: contact

View All

[ Other Related People (0) °

Related To (1)

Sample Account e
hecount
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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.

ippcs Search: Al w | QU Search.. (]~ a2n P @\

e TR
222 Vendor Mgmt Home Contacts v  Expertises Vv  Accounts v  Cases v  Reports \  Dashboards v  Languages “ ’

Expertise

E-001057

2 Credentia..  DocuSign..  Comptroll..  BilingSet..  Active Closed | 4 H» || Licenses (1)
Status: Counsel Review Sample License Type @
Number: 012345

2. The Counsel Review form will be displayed.

NOTE: The Counsel Review Passed field is required as indicated by the red asterisk.

Counsel Review

If No is selected ;
o ol If Yes is selected
*Counsel Review Passed

Review Passed, [Lore- fo_r Counsel
Counsel Review Rejection Reason ReVIeW Passed,

be selected in L a reason can't be
be selected in ddtional Rejection Notes to Vendor .
Counsel Review selected in
Rejection \ Couns.el Rewew
Rejection
Reason.

Reason.

v --None--

Other. Rejection notes
will be included

in the email to
the vendor.
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3. Agreen bar will display to indicate that the Counsel Review has been updated.

° Counsel Review Updated Successfully! X

4. The Status will update to “Credential Review” and the answer will display in the Expertise

History.

Status: Credential Review

by

Active Closed ‘ 4 H

Details Related

v Processing

Entity Type

Contact

License Missing

Behavioral Health Specialist

a Expertise History (6+)

Date

Field

User

d I Status

Credential Review I

e Sub-status

Original Value

New Value

2/13/2024, 9:23 AM
2/13/2024, 9:23 AM

Counsel Review Passed

Status

Counsel Review

Yes

Credential Review

2/13/2024, 9:21 AM
2/13/2024, 9:19 AM
2/13/2024, 9:19 AM
2/13/2024, 9:19 AM

Status
Counsel Review Passed
Status

Counsel Review Passed

View All
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Returned to Vendor
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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.

ippcs Search: All w Q  Search... f-_\ 7 @ E @
eee
:ss  Vendor Mgmt Home  Contacts Expertises v  Accounts v Cases “ Reports ~  Dashboards v  languages “ v

Expertise . . .
E-000866 [ Edit ‘ Printable View I Credential Review I

| . DocuSign... Comptroll... Billing Set... Active Closed ‘{ H » ‘ | Activity |

Status: Credential Review

Licenses (1)

2. The Credential Review form will display.

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

If Yes is selected
If No is selected for Credential
for Credential Review Passed,
Review Passed, Credential Review a reason can't be
a reason must be selected in
selected in Credential
Credential credentsl Rextew Refecton Hesson Review Rejection
Review Rejection ~None-- Reason.
Reason. Rejection Description

*Credential Review Passed

--None--

Cancel Save

Rejection reason

P will be included
Expired License |n the emall tO
Incorrect document the VendOF

Document is unreadable

Document not accepted
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3. Agreen bar will display to indicate that the Credential Review has been updated.

O Credential Review Updated Successfully!

4. The Status will update to “Docusign Work” and the answer will display in the
Expertise History.

Status: DocuSign Work \

Details Related

~ Processing

Entity Type Other Services 4 ISlatus Docusign Work I

Contact 4 Sub-status Send DocuSign

License Missing

a Expertise History (6+)

Date Field User Original Value New Value
1/26/2024, 3:48 PM Credential Review Passed Yes
1/26/2024, 3:48 PM Status Credential Review DocuSign Work
1/26/2024, 3:48 PM Sub-status Send DocuSign
12/6/2023, 3:03 PM Status Liz Malone Counsel Review Credential Review
12/4/2023, 2:54 PM Status Liz Malone Application Review Counsel Review
12/4/2023, 1:52 PM Status Liz Malone Submitted Application Review
View All
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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.

1ppcs "Ssarch Alv | Q Search [x[+) A28 P @

33 Vendor Mgmt  Home Contacts v  Expertises v  Accounts v Cases v  Reports v Dashboards v  Languages v s

Expertise

E-001085 | insurance Review | printable view |

" Details  Related "B paneisy | |

District Court Panel )

Panel Review Pa...

Status: Insurance Review Last Modified By:  Arbola

2. The Insurance Review form will display.

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

Insurance Review

*Insurance Review Passed

If Yes is selected

nsurance Reecton Reason for Insurance
Available Chosen e
Proof of nsurance inadequate. Quotes offers, binders.. [ > Review Passed,

Attorney name not listed. List attorney's name on cert... E)
; a reason can'’t be
« --None-- Coverage amounts inadequate or limits not listed. Sta.
Deducible amount ot shown o over $10000, Erur. selected in
Insurance

No Review Rejection
' Reason.

Yes

Rejection

Description will
be included in

the email to the
vendor.
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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.

Insurance Rejection Reason

Available

Chosen

Proof of insurance inadequate. Quotes, offers, binders...

Attorney name not listed. List attorney’s name on cert...

Coverage amounts inadequate or limits not listed. Sta...

Deductible amount not shown or over $10,000. Ensur..

Insurance Review

Attorney name not listed. List attorney’s name on cert. 4
Deductible amount nat shown r over §10,000. Ensur...

q
Policy dates missing r expired. Ensure effective dates..

Certificate holder missing. Attomeys contracted with ...

Rejection Description *visible to vendor

Enter Rejection Description Here

Chosen

Proof of insurance inadequate. Quotes, offers, binders, o.

Coverage amounts inadequate or limits not listed. State ..

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

° Insurance Review Updated Successfully!
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5. The Status will update to “Panel Review” and the answer will display in the Expertise

I‘ Details Related

History.

Status: Panel Review

DocuSign... Comptroll... Billing Set...

v Processing

Entity Type Attorney 4 | status

Panel Review |

Contact John Smith rd Sub-status

a Expertise History (6+)

Closed ‘4 || 14 ‘

Date Field User Original Value New Value
[2/2/2024, 10:57 AM Insurance Review Passed Arbola Trainer Yes ]
2/2/2024, 10:57 AM Status Arbola Trainer Insurance Review DocuSign Work
2/2/2024, 10:57 AM Sub-status Arbola Trainer Send DocuSign
2/2/2024, 10:57 AM Status Arbola Trainer DocuSign Work Panel Review
2/2/2024, 10:57 AM Sub-status Arbola Trainer Send DocuSign
1/30/2024, 1:50 PM Status Arbola Insurance Review

View All
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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.

l B Panels (1) r!

District Court Panel ’ E]

Panel Members...
Panel Review Pa...
Last Modified By:  Arbola

View All

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

ippcs Search: All w Q  Search [* v fé 9 ¢ _f @

EEE Vendor Mgmt Home  Contacts v  Expertises v  Accounts v  Cases Vv Reports v Dashboards v languages v  *P-998|Panels v X a
Panels

) ploos

3. The Panel Review form will be displayed.

|f N . | d Panel Review
o is selecte .
P —— If Yes is selected
for Panel [ ore- ;

. o for Panel Review
Review Passed, ===
— [ e Passed, a reason

a reason must ===

can’t be selected

in Rejection
Reason.

be selected in

Rejection
Reason.

v --None-- Rejection notes
will be included

in the email to
Other the vendor.

Training not complete
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o Panel Review Updated!

5. The Status will update to “DocuSign Work” and the answer will display in the Expertise
History.

! IJ
D Related i

etails

Status: DocuSign Work \

WV Processing

Entity Type Attorney 4 Status DocuSign Work

Contact John Smith 4 Sub-status Send Docusign

a Expertise History (6+)

Date Field User Original Value New Value
2/20/2024, 9:56 AM Status Panel Review DocuSign Work
2/20/2024, 9:56 AM Sub-status Send DocuSign
2/2/2024,10:57 AM Insurance Review Passed Yes
2/2/2024,10:57 AM Status Insurance Review DocuSign Work
2/2/2024, 10:57 AM Sub-status Send DocuSign
2/2/2024, 10:57 AM Status DocuSign Work Panel Review
View All
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Email Notifications

Application Submitted

From: noreply@salesforce com <noreply@salesforce.com> On Behalf Of CPCS Vendor Info
Sent: Thursday, January 18, 2024 1:05 PM

To: Liz Malone-0O'Hara <mmalone-ohara@publiccounsel net>

Subject: Sandbox: Application Submitted: CPCS NewAttorney

Hello Vendor Maintenance Team
Avendor application has been submitted/resubmitted to CPCS and Is ready for review. Please move this application to Application Review status. The application for CPCS NewAttorney can be accessed by dlicking on the link below:

https J/icpes—dev. sandbox. my salesforce com/a0F 3R000000r3FbUAI

Thank you.

Sandbox: CPCS Vendor Application Received! /o x X8 n
CPCS Vendor Info vendorinfopubliccounselnet yia okcridnyBlrdotzl axyet andb 1 a " ® &« i
Dear CPCS NewAttomney.

Thanks for completing the initial part of the CPCS vendor application process. We have successfully received your application and will begin our review process

The application review process typically takes 4 weeks. Members of our team will review your application information and supporting documents. If we identify any issues, we will ask you to update your application so that we may continue our review
Once your application is approved, we will proceed with setting up your billing information via DocuSign. We will send you more information about DocuSign later in the review process

You may use the Vendor Portal 1o submit any questions to us, and to check the status of your application

Vendor Portal (hitps://uat

ndorportal publiccounsel net/)
Thank you for applying to be a vendor for the Commonwealth of Massachusetts.

CPCS Vendor Maintenance Team
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Insurance Review Request

From: poreply@salesforce com <noreply@salesforce com> On Behalf Of CPCS Vendor Info
Sent: Thursday, January 18, 2024 1:10 PM

To: Jorge Aviles <javiles@publiccounsel net>; Bill Shay <wshay@publiccounsel net>; Denise Torraco <dtorraco@publiccounsel.net>: George Earley <gearley@publiccounsel net>
Subject: Sandbox: Insurance Review Request CPCS NewAttorney

Hello Insurance Review,

There is an attorney liability insurance pending your approval. Please review the information submitted by following the link below:

https./icpcs—dev sandbox my,_ salesforce. com/alF3R000000r3FbUAI

- Attorney: CPCS NewAttomey
-BBO # 599715
- Insurance Exp Date: January 31, 2024

- Panel(s): [District Court Panel]

Please let us know if you have any questions or if you need any additional information

Thank you,

CPCS Vendor Maintenance Team
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Counsel Review Rejection
Sandbox: There is an Issue with your CPCS Vendor Application nsex

CPCS Vendor Info vendorinfo@publiccounsel.net via czgfddasyyScoghd.oguasvut25beg3gl.okbyz. 3r-8f0huaa.cs132.bne.sandbox salesforce.com
to agile.steve.smith+cpcsnewattorney@gmail.com v

Dear CPCS NewAttorney,

We have encountered an issue with your CPCS vendor application. Your application did not pass our insurance review process for the following reason(s):

« Coverage amounts inadequate or limits not listed. State coverage amounts and list limits (per claim and aggregate).

+ Please re-submit with adequate insurance coverage.

Please visit the Vendor Portal to upload cormrected or additional insurance information so that we may continue to process your application.

You may check the status of your application or contact us using the Vendor Portal. If the CPCS Vendor Team has any questions, they will reach out to you directly
Vendor Portal (hiips/fuat-vendorportal publiccounsel.net/)

Thank you for applying to be a vendor for the Commonweaith of Massachusetts.

CPCS Vendor Maintenance Team
One attachment « Scanned by Gmail ©

& The Commamunnieh of Mamchanrss

— o

 ror] Insq.lrancei:enifi...#

Insurance Review Complete

From: noreply@salesforce.com <noreply@salesforce.com> on behalf of CPCS Vendor Info <vendorinfo@publiccounsel.net>
Date: Tuesday, January 16, 2024 at 10:47 AM

To: james sharpe@arbolainc.com <james sharpe@arbolainc com=

Subject: Sandbox: Insurance Review Completed: Steve AttorneyDocusignEmail

Dear Rita,
The insurance review for Steve AttorneyDocusignEmail was successfully completed by Jorge Aviles on 1/16/2024, 10:47 AM.

» Attorney Name: Steve AttorneyDocusignEmail
» BBO: 599715
« Panels: [District Court Panel]

Thank You,

Audit & Oversight Team
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Panel Review Request

From: noreply@salesforce com <noreply@salesforce com> On Behalf Of CPCS Vendor Info
Sent Thursday, January 18, 2024 1:08 PM

To: Denise Torraco <dtorraco@publiccounsel net>

Subject Sandbox: Insurance Approved, Panel Review Required: CPCS NewAttormey

Dear Panel Head,

CPCS has successfully completed its review of insurance information for the attorney applicant CPCS NewAitomey.
*  Attorney Name: CPCS NewAttorney

*  BBO: 599715

Insurance Exp Date: January 31, 2024

*  Panels: [District Court Panel]

You may view and complete the panel approval of this application by clicking on the link below:

https /lcpes—-dev sandbox my salesforce com/a0F 3IR000000r3FbUAI

Thank you,
CPCS Vendor Maintenance Team

Panel Review Complete

From: poreply(@salesforce.com <poreply@salesforce. com> On Behalf Of CPCS Vendor Info
Sent: Thursday, January 18, 2024 1:11 PM

To: Liz Malone-O'Hara <mmalone-ohara@publiccounsel net>

Subject: Sandbox: Panel Review Completed: CPCS NewAttorney

The Panel Review for CPCS NewAttorney was successfully completed by Donny Jee on 1/18/2024, 1:10 PM. This application is ready for DocuSign work.
hitps.//cpes—dev.sandbox my.salesforce. com/alF 3R000000r3FbUAI
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Ready for DocuSign Work

From: poreply(@salesforce com <noreply@salesforce com> On Behalf Of CPCS Vendor Info
Sent: Thursday, January 18, 2024 1:09 PM

To: Liz Malone-O'Hara <mmalone-ohara@publiccounsel.nel>; sf+macpcs@arbolainc.com
Subject: Sandbox: Ready for DocuSign Work:

Dear Vendor Maintenance,

The panel review for was successfully completed by Donny Jee on 1/18/2024, 1:08 PM. This application is ready for DocuSign work.

https /icpcs—dev sandbox my salesforce com/al73R000001XzGAQAD

Agency Head Request

Sandbox: State/Key Vendor Applying for CPCS  nbex x B o

CPCS Vendor Info I netyia i3ysxvuhks. k6 03z glé.nq39nog. 3r-8fOhuaa.cs132bne sandbox salesforce.com Thu Jan 18, 119PM (1dayage) ¢ @ 4
to agile. steve.smith+cpcsnewexpert@gmail.com »

Hello Test Title,

« The following employee, CPCS NewExpert, who is the Test Title at Executive Office for Administration and Finance has applied to become a Court Cost Vendor for the Committee for Public Counsel Services (CPCS) where they will be able to provide
expert services to cases on a part-time basis Here is the info disclosed by your employse:| am a state employee. The Committee for Public Counssl Services (“CPCS’) provides representation and services to persons with regard to various matters in
the state courts and assigns attomeys and personnel to work on the matters. In connaction with these matters, | expect to provide representation or services to, or on behalf of, such persons, attomeys or personnal. | respectfully request written approval
of the arrangement from CPCS and (if | am not an elected state employee) from my appointing authority in my state pesition.

« Office Email: agile steve smith il.com

» Nature of services: Description of the nature of the representation.

+ The following entity will pay for the services:

« Financial Interest. 1000

Please reply to this emai indicating that you have reviewed the facts that the state employee has disclosed above and approve the arrangement proposed by the state employee
Thanks for your prompt response, CPCS Vendor Maintenance Team
hitps-/lwww publiccounsel.net/
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Ethics Questionnaire

Sandbox: Ethics Questionnaire /e « s @

CPCS Vendor Info vendorinfos publiccounsel net via obt2zq30ixpylrryyirdasmeagye9624 fdaeiwé 3r-Bf0huas.cs132 bne sandbox. salesforce com @ Thu Jon 18, 19PM(1dayage) ¢ @ & i

1o agile steve smith+cpesnewexpert@gmail. com w

Dear CPCS NewExpert,

Thanks for completing the initial part of the CPCS vendor application process. Since you have indicated on your application that either you are a stale employee, a key employee on state contract, of currently provide services 1o the
Commonwealth, the State Ethics Commissions requires some additional information be completed as part of your application
Please reply to this email and provide responses fo the two questions below:

1. Are there any conflicts with your current job and the CPCS client and if not, what will you do to prevent any conflict going forward?

2. Describe your current state work in terms of hours worked per day, and how you plan on providing forensic expert services for CPCS while being employed by another state agency?

In addition to the two please the form and attach it to your email response.

Once your application is approved, we will proceed with setting up your billing infermation via DocuSign. We will send you mere informatien about DocuSign later in the review process
You may use the Viendor Portal to submit any questions to us, and to check the status of your application.

Vendor Portal (https://uat-vendorpontal publiccounsel net/)

Thank you for applying to be a vendor for the Commonwealth of Massachusetts

CPCS Vendor Maintenance Team

One attachment - Scanned by Gmail (& &

Ins. Review Rejection

Sandbox: There is an Issue with your CPCS Vendor Application ibex x

CPCS Vendor Info net yig u 25bcg3gl okbyz 3r-8#0husa.cs132.bne. sandbox salesforce.com

10 agie steve smiths cpcsnewattomey @gmail.com v

Dear CPCS NewAttorney.

We have encountered an issue with your CPCS vendor application. Your application did not pass our insurance review process for the following reason(s)

« Coverage amounts inadequate or limits not listed. State coverage amounts and list limits (per claim and aggregate)

+ Please re-submit with adequate insurance coverage.

Please visit the Vendor Portal to upload corrected or additional insurance information so that we may continue lo process your application

You may check the status of your application or contact us using the Vendor Portal. If the CPCS Vendor Team has any questions, they will reach out fo you directly
Vendor Portal (htips //ual-vendorportal publiccounsel net/)

Thank you for applying to be a vendor for the Commonwealth of Massachusetts.

CPCS Vendor Maintenance Team

One attachment - Scanned by Gmail ©

B Insurance Certifi.. r
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Credential Review Request

From: noreply@salesforce.com <noreply@salesforce.com> on behalf of CPCS Vendor Info <vendarinfo@publiccounsel.net>

Date: Friday, January 26, 2024 at 4:17 PM

To: ntamulis@publiccounsel.net <ntamulis@publiccounsel.net>, cdunne@publiccounsel.net <cdunne@publiccounsel.net>, igant@publiccounsel.net
<igant@publiccounsel.net>, jterrasi@publiccounsel.net <jterrasi@publiccounsel.net>, mgrant@publiccounsel.net <mgrant@publiccounsel.net>,
odubois@publiccounsel.net <odubois@publiccounsel.net>, kdame@publiccounsel.net <kdame@publiccounsel.net>

Ce:; . . |

Subject: Sandbox: Credential Review Request for State Employee: Jamie Steward

Dear Expert Review Team,

Please click on the hyperlink below to view the vendor application and supporting documents of vendor Jamie Steward:

https://cpes--dev.sandbox.my.salesforce.com/a0F3R000000rPE7

Please review at your convenience and let us know once everything has been approved for vendor set up. If you need anything else, please don't hesitate to reach out. Thank you!

Thank you,
CPCS Vendor Maintenance Team

Credential Review Rejection

From: noreply@salesforce.com <noreply@salesforce.com> on behalf of CPCS Vendor Info <vendorinfo@publiccounsel.net>
Date: Friday, January 26, 2024 at 4:25 PM
To: < >

Subject: Sandbox: Th_ere is‘an I-ssue with‘ your CPCS Vend;vrApﬁlicaltion

Dear Jamie Steward,

We have encountered an issue with your CPCS vendor application. Your application did not pass our insurance review process for the following reason:

Document is unreadable. Please upload your document using a darker text setting; the text is too light, we cannot read the dates.

Please visit the Vendor Portal to upload corrected or additional insurance information so that we may continue to process your application.

You may check the status of your application or contact us using the Vendor Portal. If the CPCS Vendor Team has any questions, they will reach out to you directly.
Vendor Portal (https://uat-vendorportal.publiccounsel.net/login)

Thank you for applying to be a vendor for the Commonwealth of Massachusetts.

CPCS Vendor Maintenance Team
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Credential Review Complete

From: noreply@salesforce com <poreply@salesforce com> On Behalf Of CPCS Vendor Info
Sent: Thursday, January 18, 2024 1:30 PM

To: Liz Malone-O'Hara <mmalone-chara@publiccounsel nef>
Subject: Sandbox: Panel Review Completed: CPCS NewExpert

The Credential Review for CPCS NewExpert was successfully completed by Arbola on 1/18/2024, 1:29 PM. This application is ready for DocuSign work.
https://cpcs—dev sandbox my salesforce com/a0F 3R000000r3H3UAI

Vendor Account Closed

Sandbox: Your CPCS Vendor Account has been Closed inbex x

CPCS Vendor Info vendorinfo@publiccounsel net via c2rrat2aatzbTewl.awf 4prdyktleid3v.uTxjdio. 3r-8fOhuaa.cs132 bne sandbox salesforce.com
to agile.steve smith+cpesnewattorney@gmail.com

Dear CPCS NewAttorney,

CPCS has closed your vendor account. Thank you being a vendor with us.

If you would like to re-apply as a vendor, please create an account and complete the vendor application on the vendor portal
Vendor Portal (hitps://uat-vendorportal publiccounsel netogin)<

Sincerely,

CPCS Vendor Maintenance Team

Secure Message Received
Sandbox: Case Confirmation inbex x

Arbola sf+macpcs@arbolainc.com via roc31zg53rnzg 171.gszt.3r-8f0huaa.cs132 bne.sandbox. salesforce.com
to agile.steve.smith+cpesnewexpert@gmail.com »

Hello,
MA CPCS has received your received your message. The reference number is below.
00016779

Thank you!
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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

Home Contacts v Exper

q . . Expertises
Display List Views Recently Viewed v ¥

[ Q, Search lists...

RECENT LIST VIEWS
Click View to select ‘

Active

All

Applications

5 Comptroller Review
Counsel Review
Credential Review
DocuSign Work

10 Insurance Review

11 + Recently Viewed (Pinned list)

Submitted
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Using List Views

Search a List View

Search a List View using the list search box.

icpcs =T

Search Contacts and more.

333 Vendor Mgmt  Home Contacts v  Experties v Cases v FAQArticles »  CPCSVendorHandbooks Notification -

Expertises

Recently Viewed v ¥

50+ items + Updated a minute ago

Expertise Name v | Entity Type

Files ~

Type Search Text and
Press Enter

=\
a )l
Q

Dashboards ~  Accounts v~ More v &

New | Change Owner

2, Search this (Y. I:av B-|C|

\ | Contact

NOTE: Salesforce limits this search

Files ~- Reports v

Dashboards ~~ Accounts s

w | status v

=

*x @222 ®

>

More ¥ §

Q ISearch this list...

Contact isn't searchable. Use filters or

sort on this field instead.

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.

icPCS

Vendor Mgmt Home  Contacts v  Expertise

Expertises
Active v ¥
43 items .
Q |search lists..
| | RECENT LIST VIEWS
1
I " Active (Pinned list) I
2
All
3
4 Applications
5 Comptroller Review
6 .
Counsel Review
7
Credential Review
8
DocuSign Work
9
10 Insurance Review

Recently Viewed
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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.

Mew Change Owner Printable View
LIST VIEW CONTROLS ~
New i =
=
.
Rename

Sharing Settings
Edit List Filters
Select Fields to Display

Delete A4

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

Clone List View

*List Name (
Submitted Applications

*List APl Name @

Click the
radio
button to
select who

Submitted_Applications

can see Who sees this list view?
the list ® Only | can see this list view
VieW All users can see this list view @

Share list view with groups of users @

Cancel Save
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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.

Mew Change Owner Printable View

g-|m-lal s e

Filters

Filter by Cwner
All expertises

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

New Change Owner Printable View

Search this list... @~ | E~ || C £ €
Filter by Owner Filters x
@ All expertises
My expertises Filter by Owner
Queue owned expertises All expertises
Add Filter Remaove All
|

5. Click the link Add Filter

MNew Change Owner Printable View

B || Ex||C| G

Filters *

Filter by Owner
All expertises

Add Filter ‘ Remaove All
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6. Select the desired field from the picklist.

7.

Jate

Field

“ | Created Date 4 v

Statu:

Filters x
&
| Filter by Qwner
: & All expertises
a
.

Matching all of these filters

Sub-status
New Filter™

Superior Court list
Systems Experience

Add Filter Remove All

Ar

Al

Al

Al

Title
Add Filter Logic
Title of Appointing Autharity
Title of Approver
Vendor code
Vendor Code and V Bill

Verify BBO; enter Admit Date '

View

Select the filter Operator from the picklist.

Field

Status -

+ .
~ | Created Date ~ Filters

Filter by Owner
All expertises

Operator latching all of these filters
ETN Eal

u

Al

Al

Al

9L

2F

not equal to Add Filter

less than Add Filter Logic
greater than

less or equal

greater or equal

contains

does not contain

starts with

Remove All

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.

Date ~ | Created Date + v
1 Cancel Save v
AM Q23,2023 A:22 AM o
Field
Filter by Owner
Status x: All expertises
Matching all of these filters
Operator
equals » New Filter*
Valie Add Filter Remove All
1 option selected

Add Filter Logic
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9. Add as many additional filters as needed and then click the Save button.

Cancel

Filter by Owner
All expertises

Matching all of these filters

=
J

Status™
equals Submitted

Add Filter

Add Filter Logic

Remove All

10. Close the Filters panel by clicking the “X” in the upper right corner.

Filters

Filter by Owner
All expertises

Matching all of these filters

Status
equals Submitted

Add Filter

Add Filter Logic
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Selecting Fields (Columns) to Displ

ay

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.

Expertises

Submitted Applications v #

50+ items = Sorted by Created Date « Filtered by All expertises - Status + Updated 30 minutes ago

| Contact v | View v
1 petra perez Attorney
2 Denise Behavhithspeccc Behavioral Health Specialist
3 Denise Behavhithspecc Medical Specialist
4 Liz E Malone Transcriber
5 Alex A Alexander Transcriber
6 Bob CoonsTEST Attorney
7 Julia TESTER Medical Specialist
8 fgh d dfgh Behavioral Health Specialist
9 James Q Attorney Attorney

Status

Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted
Submitted

Submitted

arrow to add it to the Visible Fields column.

Available Fields

Cinan rIon STU
Employ or contract others
Entity Type

Ethnic Background

New Change Owner Printable View
Search this list... FoR ~[|C| 2 €T
v | Sub-status v | Last Modified Date LIST VIEW CONTROLS b v
|

9/23/2023, 7:02 AM New AM v H
9/22/2023, 1151 AM Clone 3AM v
9/22/2023,11:31 AM 3AM v

Rename
9/22/2023, 8:26 AM AM v

Sharing Settings
9/22/2023,7:29 AM AM v

Edit List Filters
9/20/2023, 8:34 AM AM v
9/20/2023, 8:20 AM AM v
9/19/2023,12:52 PM Delete 2PM v
9/19/2023, 4:51 AM AM v

Click on one or more fields in the Available Fields column and click the right-pointing

Select Fields to Display

Expertise Name

Federal Purchasing Agreement

Financial Interest

3. Reorder the fields using the up/down arrows.

Available Fields

Cian FronT Seu
Employ or contract others
Entity Type

Ethnic Background

Visible Fields
Contact -
View
v
Status
Sub-status

Last Modified Date

Created Date

Cancel Save

Select Fields to Display

Federal Purchasing Agreement

Financial Interest

First Name
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4. Remove unwanted fields from the Visible Fields column by clicking the left-pointing arrow.

Select Fields to Display

Available Fields Visible Fields

CITEN FTonT ST o Expertise Name a
-

Employ or contract others Contact
Entity Type View v
Ethnic Background [} Status
Federal Purchasing Agreement I
Financial Interest Last Modified Date
First Name Created Date

v v

Cancel
5. When completed, click the Save button.

Select Fields to Display

Available Fields Visible Fields
CHTEn TTOTT ST
a
> Expertise Name -
Employ or contract others
Contact
Entity Type P v
View
Ethnic Background []
Status

Federal Purchasing Agreement

Last Modified Date
Financial Interest

Created Date
First Name

Cancel Save

6. The new list view will appear on the list view picklist and can be Pinned so that it becomes
your default view.

Expertises

Submitted Applications v *

50+ iten )
Q, Search lists...
] Credential Review
! DocuSign Work
2
Insurance Review
3
4 Recently Viewed
5 Submitted
6 +/ Submitted Applications (Pinned list)
7

ALL OTHER LISTS
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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.

ippcs | seorchal v Search, i E\ 2720 A ‘@‘

231 VendorMgmt  Home Contacts v Expertises v  Cases  FAQAtides \  CPCSVendor Handbooks v  Nofification v Files v, Reports » Dashboards v Accounts v More ¥ o

Recent Items

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

Simply Click In Box for

Recent Items

Search Expertises and more...

Recent Items

E CPCS Dashboard
Dashboard

# of Active Contacts
Report

E-000487
Expertise

E-000452
Expertise

Bill T Test
Contact = Bill Test
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Global Searching

Begin typing to begin

search

Search: All w

attorney

v Cases v~

ita

a
=
=

Fa

=
-

&

“attorney”

James Attorney
Contact » James Attorney

James Q Attorney
Contact + James Attorney Firm

James Attorney
Account

Search Matches Display

James Attorney Firm
Account

How do | update my attorney profile?
FAQ Article

Specific Searches for Expertise, Contacts, Etc.

Click Arrow, Select Desired

Option
Search: Contacts v
CPCS Vendor Handbooks
Campaigns

Case Comments

Cases

Change Requests

Chatter

Contacts

Contract Line ltems

attorne

att

Q
=
I =]

“attorney”

James Attorney
Contact » James Attorney

James Q Attorney
Contact = James Attorney Firm

James Attorney

@
Account

James Attorney Firm
Account

8

How do | update my attorney profile?
FAQ Article

&

™
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Advanced Searching

Invoke advanced search options by typing search text in the search box and then pressing

Enter.

Search Results

Top Results

Accounts

Expertises

Contacts

Attached Files

Files

Cases

FAQ Articles

Email Messages
Chatter

Authentications

Panels

Credentials

Type Search Text and Press Enter for

Advanced Options

Click a Category to Search it
Further

Search Results

| Top Results |
Expertises 43
Expand List
Refine By
Refine Searches by Fields Bperte Name
Entity Type
Choose.. -
Contact
Status
Choose.. v
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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.

‘ippcs SearchiAll v | QU Search. *x[+ A 20 A

CPCS Vendor Handbooks v FAQArticles v Notification v Files v fDashboards V| Agencies

Vendor Mgmt Home Accounts v  Contacts “  Expertises v  Cases v/

Choose from
Categories Search Displayed List

k@228 a

bards v Agencies v 3

Sear v | Q search

Accounts v Contacts v Expertises v Cases v Reports v CPCSVendorHandbooks v  FAQArtides v Notification v Files v

Reports
Recent
26 items

Q Search recent reports... New Report | New Folder

Subscribed ‘

REPORTS Report Name v | Folder v | Created By v | Created On v | Description v

»

How many contacts do we have in

Recent

# of Active Contacts Public Reports Arbola 9/18/2023, 8:16 AM [&2]
Salesforce? =
Created by M —
reated BYME T Expertises Private Reports Arbola 10/27/2023, 10:55 AM =)
Private Reports All Contacts Private Reports Arbola 10/27/2023, 10:52 AM El
H tacts do we h —
Public Reports Sample Report: # of Contacts Public Reports Kevin Lucchetti 11/11/2021, 451 PM oW many contacts dowe have n =
Salesforce? =
All Reports Pending App by Status CPCS Reports Arbola 9/17/2023, 11:01 AM Pending Applications by Status (&
FOLDERS year of birth Private Reports Arbola 9/28/2023, 1:36 PM E|
Vendor Since Private Reports Arbola 9/28/2023, 9:35 AM =
All Folders =
Number of Days in Current Status CPCS Reports Arbola 9/17/2023, 11:22 AM &
Created by Me
Pending Applications with Non-active
Pending App with Non-Active Contacts  CPCS Reports Arbola 9/17/2023, 10:46 AM =
Shared with Me Contacts
Active Vendors by Type CPCS Reports Arbola 9/17/2023, 11:26 AM Active vendors by vendor type &
FAVORITES
Which flows run, what's the status of
All Favorites Sample Flow Report: Screen Flows Public Reports Automated Process 11/11/2021, 451 PM each interview, and how long do users &)

take to complete the screens?

Click Name to Run
Report
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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

Report: Contacts with Expertise

. Edit v
Active Vendors by Type !
Active vendors by vendor type
Total Records.
61
&
Record Count Entity Type

Agency Direct Service Vendor @
Atomey @

Behavioral Health Specialist
Medical Specialist @

Other Expert
Private Investigator @
61 Transcriber @
Report: Contacts with Expertise
R L - A
Active Vendors by Type !

Active vendors by vendor type

Entity Type © = | Full Name | Expertise Name |~
Behavioral Health Specialist (8) | Steve Securemessagetesting  £-000748
il T TestocvichEgorovich £-000487
Lidiia s Kriuchenkova £-000420
Steve smithee £-000747
Social Sharpe 000764
Steve AttyTestingagain £-000726
Denise Behavhithspecc £-000630
Alexis M Murphy £-000218
Subtotal
private Investigator (7) il T TestocvichEgorovich £-000471
Cathy Jacobs £-000745
Lidiia s Kriuchenkova 000507
Denise PI £-000794
Liam Grenier £-000787
Donny A Private Investigator il | £-000703
Lidiia Jones £-000737
Subtotal
Medical Specialist (4) Lidiia s Kriuchenkova £-000564
‘
Row Counts Detail Rows Subtotals Grand Total
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Creating Reports
Choose a Report Type

1. From the Reports tab, click the New Report button.

‘ippcs search: All ¥ Search. \EE\ - N IRl 1§ ‘6‘

23 VendorMgmt  Home Accounts v Contacts v Bpertises v Cases v CPCS Vendor Handbooks v FAQ Articles v Noification v Files v  Dashboards ~  Agencies P

Reports

Recent Q Search recent rpors.. New Folder

86 items

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

Category _ Select a Report Type

Recently Used Search Report Types...
| All -
Report Type Name Category
Accounts & Contacts Accounts Standard v
Opportunities Contacts & Accounts Standard -
Contacts & Accounts and Default Expertize Standard v
Customer Support Reports
Accounts with Partners Standard v
Lead:
e Account with Account Teams Standard v
Campaigns Accounts with Contact Roles Standard v
N Accounts with Contact Roles and Default Expertise Standard v
Activities
Accounts with Assets Standard v
Contracts and Orders
Contacts with Assets Standard v
Price Bocks, Products and Contacts with Assets and Default Expertise Standard v
Assets
Accounts with Billing Standard v
Administrative Reports Accounts with Billing and Contact Standard -
File and Content Reports Contacts with Desired Suppart Areas Standard v
Account History Standard v -
Quotes -

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

Details X

Expertises
Standard Report Type

Start Report b

Select Fields

1. Select the Fields (columns) for the report by clicking the arrow button on the Fields panel.

iFPCS

:EE Vendor Mgmt Home A

REPORT ¥
New Expertises Report #  Expertises

> I = outline Y Filters )
i
v
iC Groups
B croup ROWS
Add group...
Columns v

Add column...
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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.

Type Text to REPORT ¥
Begin Search New Expertises Report #  Expertises
name e Q- x

“ Ml Expertise: Info (19)
A Expertise: Expertise Name
A Agency Appointing Autherity Name
A Case Mame
A Company Mame {if applicable)
A Contact First Name
A Contact Last Name
A First Name

A Last Name

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

name e Q-

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
4 Sort Ascending

J Sort Descending

Expertise: Expertise Name N E Group Rows by This Field
E-000396

[# Show Unique Count
E-000433

E-000432

E-000435

X Remove Column
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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.

= Outline Y Filters )

Groups

E GroOUP ROWS
type ’

EXPERTISE: INFO

Doctoral Type Of Evaluation
Entity Type

Masters Types Of Assertments
Record Type Developer Mame

Expertise: Record Type

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

Columns E
Add column... \ Add Bucket Column

. . Add Summary Formula
Expertise: Expertise Mame X i

Add Row-Level Formula
Contact First Name *
Remove All Columns
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Adjust and Add Filters
1. Click the Filters tab.

= Qutline Y Filters
v

Filters

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

Filters
Add filter...

Show Me
All expertises

i

Admitted to the Mass, Bar
All Time

3. Select an option to filter by from the picklist.

= Qutline ¥ Filters & Previewing a limited number of records, Run the report
Entitv Tvpe T ¥ | | Expertise: Exnertise Na
Filters hd 1 o
Edit Filter X
Add filter... Q
Show Me Show Me

All expertises All expertises "

Admitted to the Mass, Bar 1
All Time

My expertises I
My team's expertises

Sul User owned expertises

ke Queue owned expertises

I v All expertises I
LT
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4. To add a filter, begin typing the desired field in the Filter search box.

= Qutline Y Filters

Filters A

record , Q

EXPERTISE: INFO

Record Type Developer Name

Expertise: Record Type

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.

= OQutline Y Filters . )
Filter by Expertise: Record Type X
Filters v
Operator
Add filter... Q
Show Me
All expertises
Walue
Admitted to the Mass, Bar 1 [ Q ]
All Time
Expertise: Record Type o All
Expert

Private Investigator

Traditional

-

Locked @ Cancel Apply
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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.

ippcs ‘ search: All ¥ Search. E\ A28 A ‘?:“"‘

:  Vendor Mgm ome  Accounts v Contacts v  Expertises v Cases v  Reports v fendor Handbooks v rticles v Notification ~  Files v  Dashboards v  Agencies v ’
HH fe] H A C B C Re CPCS Vendor Handbook: FAQ Articl Notifi Fil Dashboard: A P
REPORT w PY

; . @ add Chart Save &R
New Expertises Report #  Expertises o har ave & Run

a limited number of records. Run the report to see everything.

> = Outline Y Filters @) © Previey

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

{ppcs [Cseweeat ~ seoren Nea’ea®

oee

23 Vendor Mgmt  Home Accounts v Contacts v  Expertises \ Cases v  Reports \/  CPCSVendorHandoooks v  FAQAtticles v/  Notification ~  Files v  Dashboards v/  Agencies v s
REPORT v .

New Exprtses Report #  pries o ¢ | & mscm e [+ e B

> = Outline Y Filters @) @ Previewing a limited number of records. Run the report to see everything. Update Preview Automatically

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

{ppcs R Searen Nea’ea®

222 Vendor Mgmt  Home Accounts v Contacts v  Expertises v  Cases v Reports v  CPCSVendorHandbooks » FAQArticles v Nofification v/  Files \ Dashboards v  Agencies v s

Report: Expertises

New Expertises Report Q|| ®addchat || Y| C f Edt | v

Save the Report

1.

To save the report, click the Edit action button to select Save.

‘ippcs ‘ Search: All ¥ Search. E\ A?20 A ‘;;?"

#33 VendorMgmt  Home Accounts v Contacts v Eipertises v Cases v Reports v CPCSVendorHandoooks v FAQAMices v Notffication v Fils v Dastboards v Agencies ’

Report: Expertises

New Expertises Report Q|| ®adichat | Y

Total Records

101
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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.

Save Report

* Report Name

New Expertises Report

Report Unique Name @

New_Expertises_Report_IMi

Report Description

Folder

e
Private Reports Select Folder
o E

Select
All Folders

‘ Q search folders..
All Folders » B .CPCSReports »
Created by Me » B -Dashboard Reports - Adoption >
Shared with Me » M -Getting Started - Company KPI >
Private Reports » BB -Getting Started - Executive Sponsor 3
SeIeCt or Public Reports » B -Getting Started - Sales Manager >
C t Ml - Getting Started - Sales Representative 3
M - Sales & Marketing Dashboards Reports »
NeW BB - Sales and Marketing Reports 4
Folder 8 -Serice Dashbords Reports 8
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Exporting and Printing the Report

1.

Click the dropdown arrow next to the Edit button and select Export.

‘ippcs ‘ Search: All ¥ Search. E\ A2 60 A ‘;;“."

233 VendorMgmt  Home Accounts v Contacts v Epertises v Cases v Reports v CPCSVendorHandoooks v FAQArides v Notficstion v Fies v Dastboards v Agencies

o
Report: Expertises P -
New Expertises Report Q|| ®addchat || Y | C || it E

save

Total Records

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.

Export Export
Export View Export View

Formatted Report Details Only Formatted Report Details Only

Export the report, including Export only the detail rows. :"F"" ‘"Ehf?Pm including Export 0:\“ !hedd:tawl rows.
the report header, groupings, Use this to do further H !'Epuﬁnea'def groupings, U‘se_l is to (:\ uﬂﬂe;

and filter settings. caleulations or for uploading and e s etiings, calculstions or for uploading

to other systems. to other systems.

Format Format Encoding

Excel Format .ds . 1S0-8859-1 (General US & Western Europez 3

>

Excel Format .xdsx

il e
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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

Account &
Contact

Pcs Committee for Public Counsel Services
Defending the Paple of Massachuserts

CPCS Vendor Application

Create an account to get started.

‘FIRST NAME

= |

‘LAST NAME

o |

*PHONE NUMBER

l (212) 123-2567 ‘

"EMAIL

l sf+jasonsmithmacpes@arbolain.com ‘

PASSWORD

)

You will use this
account to:

« Complete your application
« Securely upload documents
« Check the status of your application

Already registered? Login

CREATE MY ACCOUNT

Committee for Public Counsel Services
£PCS st toaout

ATTORNEY

Business Information

[ *1 AM APPLYING AS AN
INDIVIDUAL:

[4 “I AM APPLYING AS A BUSINESS
ENTITY:

“FIRST NAME

“LAST NAME

“COMPANY NAME / BUSINESS NAME

Jason Smith

“MAILING ADDRESS

1 Main Street

“MAILING CITY

Boston

“MAILING STATE

MA ~
“MAILING ZIP
12345

222333404

SAVE & CONTINUE

3z
%

1

[EEN

Submit Your Application

6

BUSINESS INFO
() panEL seLECTION
() BILLING AND PAYMENT

INSURANCE INFORMATION

() meview anp suerT

@ SECURE
SSLENCRIPTION
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Committee for Public Counsel Services
tpc Defending the Paople of Massachusetts LOG OUT

ATTORNEY Submit Your Application

Business Information

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

BUSINESS INFO

I TR ‘ PANEL SELECTION
BILLING AND PAYMENT

‘BBO #

I 000000 ‘ (") INSURANCE INFORMATION

ADMITTED TO THE MASS. BAR A L

01/04/2020

MM/DDAYYY

WEBSITE

I I

Languages LanGUAGE(S]

I

SPANISH

FLUENCY: READING WRITING,
CONVERSATIONAL, PROFICIENT, FLUENT,
NATIVE SPEAKER

Proficient ~ ]

SAVE & CONTINUE

SECURE

SSLENCRIPTION

cpc Committee for Public Counsal Services DASHBOARD | LOG OUT

Dsalianding thi Peosbs of M thusatis

ATTORNEY Submit Your Application

Panel Information

If you HAVE been certified for one of the
Panels below, please check all that apply
and indicate membership date on the

@ BUSINESS INFO

PANEL SELECTION
following screen.

District Court Fanel PANEL DETAILS

BILLING AND PAYMENT

[ superior court Panel

[ #ppesis.cniidren & Family Law Fans! INSLIRANCE INFORMATION
[ Appests Mereal Healin Pancl ") REVIEW AND SUBMIT

[ #ppesiz.pest conicrion pane:

[ childiren and Family Lonw Fanes

[ juveniie Delinquency Pans

[ mary moes Panet

[ mental Heaich Pane

[ mMurder Trial Panel

[ RogersMursing Hames Panel

[[] 5ex offerder Registration Panel
[ senusaity Dangeraus Persans Pancl

[ Youthtul offender Pane!

[ you hawe HOT been cerified for ane af the

Fanels abave, cick here.
SECURE
E & CONTINUE SSL ENCRIPTION
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CPCS oy for ublic Counsel services DASHBOARD | LOG OUT
ATTORNEY Submit Your Application

Panel Details

Certification Information for BUSINESS INFO
District court trial panel

PANEL SELECTION

COUNTIES IN WHICH YOU ACCEPT
ASSIGNMENTS FOR THIS PANEL

-

‘BAR ADVOCATE PROGRAMS IN WHICH
YOU ARE A MEMBER

‘ PANEL DETAILS

BILLING AND PAYMENT

INSURANCE INFORMATION

‘ _- REVIEW AND SUBMIT

‘EXPIRATION DATE(S) OF BAR ADVOCATE
PROGRAM CONTRACTI(S):

I 12/31/2026 ‘

“WHEN DID YOU FIRST BECOME A MEMEER
OF THE PANEL?

I 01/01/2020 =} ‘

ASE SELECT THE FIRST

SECURE
SAVE & CONTINUE @ SSL ENCRIPTION
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DASHEDARD

P Committee for Public Counsed Sonioes
Cafanting tha Pecpls of suchunem

T Submit Your Application EXpemse

Billing and Payment

Prevate ALy Ebill 20 A0

i ARTeEmEIE
BUSIRESS IO

PANEL S5 ECTION

Ehaill 2.0 Systsmn throasgh mry imdivadual

parcvecrd, | haerubry agres Lo abide Ly Lhe b PANEL DETALS

andd condblionm of i mgoesment, sl fo

LN ANID PAYMENT

sk

INELANCE INFORMATION

wt perewerd aanggrmd B o ] b e

wmthunrewly by e fur iy € t kg

. | iy absw bill for my

surwices | pr

vl skt

eapawdsond
wuuchwrs in keeping with CCS polcy,

amgrarer Lhat | b aper g iate sacutity

unautharized

sl in place b pra

accwns b he Bl 20 Syshemn and shall be

by vl for wafuguardng the

by of rirp pasaword

icwnd aci I

ure Lk wu. | will mectify S

rwsiiataty of any susprcted

brwach

oo, Lirs nesords

ol el o fiken

i thas hours

i accordan o mith A0S bil

g, aned
recandbavping poliy ard te A g

Counmul Manual as ammdid, in addton,

frainan recaipbs supperling al e e
ncurmd E “EEILL DOCUMENT
CONFIRMATION

"HUTHEHS MAIOEH HAME

vy L ssaras presebin for
|l

paricd of ¥ yua nuri

S| agrew bz produ,

docsmentation Lo LS or bil

Lo b Sl
reguEL
i oriddur i and gl of parjury
Ehal Far all oy il Flid with € ugh

et i i L

s provvidued Lhi

s and for the

s b | baew providid nepreantation

consinbent with C
and Sanderds, o

sttt reflintid on w s un my

Eenlumg i L

s

el

@

0 wilh CPTS Aaaigrnd Consr

Manuafs policen and precedere.

I *EEILL DOCUMENT
CONFIRMATION

"W THER'S MAIDEN HAME

SECURE

A, BNEAIPT H

119




A%

ARBOLA

. Commistes for Public Counsel Servioes n
fcpes S BAsnEORES

ATTORNEY Submit Your Application

Profeszional Liability Insurance
e

It ancs Infosmatios & osnEsneo

Fiease review and acknewledge the & s sneenon

rotice bodaw:
PAREL DETAILS

Irsurance Holice

EILLINKG A PAYMENT
TCE MW ASSESNED COURSEL
BRI PVILLUAM £ S, S0

‘ IHELMANCE INPCIMATION
PE: PROPESSIOMAL LISHILITY INSUWENCE L

) EaEw AND ST

*Please click the box to acknowledge that you have
reviewed and understand the above notice; then
proceed to upload your proof of insurance:

‘INSURANCE EXPIRATION DATE

12/31/2024 2]

MM/DDAYYYY

Attached Files

‘INSUHARLCE EXPIHATION DATE

RETEITEE 5]

e

‘LIABLITY INSUHANCE URLEWD

=cluding P, PEG, HEIC

s "LIABILITY INSURANCE UPLOAD :

YOUH UPLOADED DOCUMENTS

All file formats are accepted, including PNG, |PEG. HEIC,
TIFF, PDF, and DOCX.

SAVE & CONTINUE ﬂ&i!{vgﬂ!" ) )
Max file size - 10MB

Sample Doc. pdf F—
IB.ESKE —Z)

YOUR UPLOADED DOCUMENTS

Sample Doc.pdf REMOVE@
28.85 KB
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. Committee for Public Counsd Sorvices 5 BT
cp — " - DASHEDARD LG Ou

ATTORNEY Submit Your Application

Review and Submit

& Ese nrn

& PanE SRETION
v LSS FG (=)
PANEL DETALS

T nzpkying a1 o Gesirear Erriy: Ve

Fira Mamw: [uaan LN ANID PAYMENT

Law: - Snich
INELANCE INFORMATION

* EVIEW ARID SUBLAT

Errad: ot uazramichme cpu artisine com
Mading Acdrece: § Main Smeec

Mai g Oy Baman

Wi iny

Mading T

Faa 2232234444 MPORTANT

v ADDTIONAL BUSIMESE HFORMATION [im: )

Languageisic Spanish

Spuriint: Froficknt

v  PARELDSTALS =0

Distret Court

Whan dd you
i O A48

w  GILLING AHD PAYMENT (=)

“VEHIDOH SIGNATURE

) o) ()

WHINTED MAME OF AT TORMEY

(=

SECURE

A, BNEAIPT H

Attached Files
Application-Form
.PDF

Attached Files
Signature- Review

.PDF

‘VENDOR SIGNATY

ouse to sign below OR click “Generate Signature” to create a

Jasen Smith

(Clear] [Generate Signature] [ Save ]

‘PRINTED NAME OF ATTORNEY

Jason Smith
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Private Investigator

pcs Committee for Public Counsel Services
Defending the People of Massachusetts

Account &
Contact

CPCS Vendor Application

Create an account to get started.

“FIRST NAME
I Michael . .
You will use this
ML account to:
I = Complete your application
i o Securely upload documents
LAST NAME » Check the status of your application
I Smith

‘PHONE NUMBER

I (555) 555-5555

“EMAIL

Already registered? Login
I sf+michaelsmith1@arbolainc.com

Login username
and password

PASSWORD

YOUR PASSWORD SHOULD
CHARACTERS, CONTAIN Uf
LETTERS,

*required fields

CREATE MY ACCOUNT

Committee for Public Counsel Services
LPCS sommesionpnie ouns LG ouT

EXPERT Submit Your Application

Business Info

[ *I'M APPLYING AS AN INDIVIDUAL: BUSINESS INFORMATION
*I'M APPLYING AS A BUSINESS SERVICE OFFERING
ENTITY:
CREDENTIALS
FIRST NAME

PROFESSIONAL

Michael
CERTIFICATION

LAST NAME BILLING AND PAYMENT

Smith

ACKNOWLEDGEMENTS

‘COMPANY NAME / BUSINESS NAME REVIEW AND SUBMIT

Michael Smith

MAILING ADDRESS

123 Washington St

MAILING CITY

Boston

MAILING STATE

MA v

MAILING ZIP
02112

5555555555

z
%

SAVE & CONTINUE @ ?stchv'v‘mEN

1

N

2
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rp Committee for Public Counsel Services LoG ouUT

Detending the People of Massachusecs

EXPERT Submit Your Application

Business Info

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

s Pl
VC0000000000 STATE EMPLOYEE

SERVICE OFFERING

BUSINESS INFORMATION

RESIDENT MANAGER FIRST NAME AS
'STATED ON PI LICENSE
CREDENTIALS

ROFESSIONAL
CERTIFICATION

RESIDENT MANAGER M. BILLING AND PAYMENT
ACKNOWLEDGEMENTS

RESIDENT MANAGER LAST NAME AS REVIEW AND SUBMIT
STATED ON PI LICENSE

“DOES ANYONE PERFORM INVESTIGATIONS
OTHER THAN THE RESIDENT MANAGER
NAMED ABOVE

O YES
@ No

‘LAST 4 OF SOCIAL SECURITY NUMBER /
INDIVIDUAL TAXPAYER IDENTIFICATION
NUMEER

0123

‘APPLICANT YEAR OF BIRTH

1973

I

weBSITE

www.samplewebsite.com

“ARE YOU A STATE EMPLOYEE?
@ YES
OnNo

*ARE YOU A KEY EMPLOYEE UNDER STATE
CONTRACT?

@ YES
O no

“DO YOU CURRENTLY PROVIDE SERVICES
TO THE COMMONWEALTH?

® YES
ONo

LANGUAGE(S)

Languages

SPANISH

FLUENCY: READING WRITING,
CONVERSATIONAL. PROFICIENT, FLUENT,
NATIVE SPEAKER

SAVE & CONTINUE @) SECURE
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tp Committee for Public Counsel Services LOG OUT

Defending the People of Massachusetts

EXPERT Submit Your Application

State Employee

Since you acknowledged on the previous o BUSINESS INFORMATION
screen that you are either a State Employee

or a Key Employee under a State Contract STATE EMPLOYEE

you must complete the following disclosure

information as required by 30 CMR 6.06(2) SERVICE OFFERING

or c.268A s. 7(2). Any questions should be

addressed to the State Ethics Commission. CREDENTI

| am a state employee. The Committee for

Public Counsel Services (“CPCS’) provides PROFESSIONAL LICENSE
representation and services to persons with

regard to various matters in the state courts PROFESSIONAL

and assigns attorneys and personnel to EERTEACA IO

work on the matters. In connection with BILLING AND PAYMENT
these matters. | expect to provide

representation or services to. or on behalf ACKNOWLEDGEMENTS
of, such persons, attorneys or personnel. |

respectfully request written approval of the REVIEW AND SUBMIT

arrangement from CPCS and (if | am not an
elected state employee) from my
appointing authority in my state position.

“TITLE / POSITION

I Sample Title I

"AGENCY

| Attorney General's Office v |

‘AGENCY STREET ADDRESS

I 123 Sample Street I

"AGENCY EMAIL ADDRESS

sf+sample.agency@arbolainc.com I

"AGENCY APPOINTING AUTHORITY NAME

I Sample Agency I

‘APPOINTING AUTHORITY TITLE

I Sample Title I

"APPOINTING AUTHORITY EMAIL ADDRESS

sf+sample.agency@arbolainc.com I

"APPOINTING AUTHORITY PHONE NUMBER

I&Q%M%S I

‘DESCRIBE THE NATURE OF THE
REPRESENTATION OR SERVICES YOU
EXPECT TO PROVIDE TO OR FOR CPCS,

Enter Text Here.

A

“WHO WILL PAY YOU FOR YOUR SERVICES?
CPCS or an attorney or personnel N |

assigned by CPCS

“WHAT IS YOUR FINANCIAL INTEREST IN
PROVIDING THESE SERVICES? PLEASE
INCLUDE BOTH OBLIGATIONS AND
COMPENSATION, ETC.

I Enter Text Here. I

SAVE & CONTINUE

SECURE

SSL ENCRIPTION
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Attached Files

Expertise

q lor Public Counsel Services -
cpcs D oo "PLEASE. PROVIDE DOCUMENTATION:

All file formats are accepted, including PNG, JPEG, HEIC,
TIFF, PDF, and DOCX.

EXPERT

Submit Your Application

. . Max file size - 10MB
Service Offerin

“DO YOU HAVE AN Al PUWED MOTION FOR
@ BUSINESS INFORMATION

Fups? YOUR UPLOADED DOCUMENTS
@ YES STATE EMPLOYEE
O NO . SERVICE OFFERING Sa m p ‘ e

* —unIIALS Document.pdf REMOVE @
§ PROFESSIONAL LICENSE 28.64 KB

“PLEASE, PROVIDE DOCUMENTATION

All file formats are accepred, including PNG, JPEG, HEIC,
TIFF, PDF, and DOCK.

SECURE UPLOAD

Max file size - 10MB

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEDGEMENTS

"REQUESTED HOURLY RATE

| $75.00 | REVIEW AND SUBMIT

PRIVATE HOURLY RATE

| 575.00 |

Certain vendors may bill for travel time and
expenses. Please refer ta the Vendor Billing
Manual for the vendor types and current
reimbursement rates

SAVE & CONTINUE @ ssstﬁEpEuE
SAVE & CLOSE
Committee for Public Counsel Services
tp Defending the People of Massachusetts LOG ouT

EXPERT Submit Your Application

Credentials

Please submit as much information and BUSINESS INFORMATION
documentation to help validate your
experience and expertise in the applied SERVICE OFFERING
area. This will help match your skills to the
needs of our clients. CREDENTIALS

‘DEGREE(S) HELD
|
‘DO YOU HAVE A PROFESSIONAL LICENSE?

@® YES

O NO ACKNOWLEDGEMENTS

PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

i X REVIEW AND SUBMIT
Allvendors have a continuing duty to inform

the Committee for Public Counsel Services
of license terminations. suspensions,
revocations or other disciplinary actions in
Massachusetts or other jurisdiction.

SECURE

SSL ENCRIPTION

SAVE & CONTINUE

SAVE & CLOSE
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Attached Files

tpc Committee for Public Counsel Services LoG oUT
Defending the People of Massachusetts
EXPERT Submit Your Application

License
Since you indicated you have professional

licenses, please fill in the details below.

LICENSE #1

"LICENSE TYPE

| Sample License Type |

"LICENSING AGENCY

MA Office of Public Safety and
Inspections

‘LICENSE NUMBER

| 012345 |

"EXPIRATION DATE

01/07/2030 iz] |

MM/DDATHYY.

"PLEASE UPLOAD LICENSE
DOCUMENTATION HERE:

All file formats are accepted, including PNG, JPEG, HEIC,
TIFF, PDF, and DOCX

Max file size - 10MB

YOUR UPLOADED DOCUMENTS

Sample

Document.pdf REMOVE e
28.64 KB

ADD LICENSE @®
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SAVE & CONTINUE

BUSINESS INFORMATION

STATE EMPLOYEE

SERVICE OFFERING
CREDENTIALS
PROFESSIONAL LICENSE
PROFESSIONAL
CERTIFICATION
BILLING AND PAYMENT

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

SECURE

SSLENCRIPTION
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icpcC

Defending the People of Massachusetts

Committee for Public Counsel Services

LOG OUT

EXPERT

Professional Certification

"DO YOU HAVE ANY PROFESSIONAL
CERTIFICATIONS?

@® YES
QO NO

"PLEASE LIST YOUR PROFESSIONAL
CERTIFICATION(S)

Enter Certifications Here.

PLEASE UPLOAD CV/RESUME HERE:

Max file size - 10MB

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf
28.64 KB

REMOVE e

PLEASE UPLOAD COPY OF
TRANSCRIPT/DIPLOMA HERE!

If your degree confirms your diploma, you do nat have
to upload transcripts/diploma here.

Max file size - 10MB

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf
28.64 KB

zenove (5)
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Submit Your Application

BUSINESS INFORMATION

STATE EMPLOYEE

SERVICE OFFERING

CREDENTIALS

PROFESSIONAL LICENSE

PROFESSIONAL

CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

SAVE & CONTINUE . ifgfcgp'}.gﬁ
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tpc Committee for Public Counsel Services

LoG ouT

EXPERT

Billing and Payment
Ownerrprncipa Employee Form

In order o actiate your Vbl accourt, CPCS
S e G
prncioal emeleyea's nformation- Qe
entaredyou may signint Vbl and selec the
Vil Manage Employees page where you can
20d acionl employees/contractors o your
Vhilsccount.

“COMPANY NAME / VENDOR NAME

Wichael smith

“OWNER'S FULL LEGAL NAME

“DATE THE COMPANY BEGAN OPERATION

05/11/2000

{OUNER/PRINCIPAL EMPLOYEE'S YEAR OF

1973 v

*OWNER/PRINCIPAL EMPLOYEE'S LAST 4
‘OF SOCIAL SECURITY NUMBER

1234

In consideration of the gran of access to the
Committee for Public Counsel Services (CPCS)
Vbill ystem, through my individual password, |
am applying for and agree to abide by the.
terms and conditions of this agreement, as set
forth below and a5 may be amended from time.
o time by CPCS:

+Tne Passwrd asigned t e vill e e
el by o o CFCS bilin orseces

& felore t0 do s | il notity CPCS immediely of
iy suspecied securiy bresin,

I have reviewed the Court Cast Vendor Nanual

270 V-l Manusl s mey be amended from time

95me nd g 0 b1 y e ol s
and conditions cantaines the

agee oy sumiing e v vl o
siging the princed V-oi form, | am accst

rices were del i
performed as bild, and that | maincl
contemporanous time records and case fles

ping
policyand the Court Cost Vendor Manual 25

 sgree o i  opy e Vel s
SR
o, cortamporsnea.s e rcarce st 1

osimrai g e e
e fara o o o

41 agree o produce any requested documencation
5 o iling recercs o tne Stace Autor

Submit Your Application

BUSINESS INFORMATION
STATE EMPLOYEE
SERVICE OFFERING
CREDENTIALS
PROFESSIONS"

AL
CERTIFICATION
BILLING AND PAYMENT
ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

Expertise

cp Commitee for Public Counse) Services LocouT

EXPERT Submit Your Application

Acknowledgements

“ acknoiedge my ongoing dutyto the Commicee
for Publc CounselSerces 5 epors e Audl
and Oversigh Deparsment i iformation
Fegaring complaws ofary kind made o ary T
Reening sxharky o ageney witia3 daysof my
Knowledie threot and | (seectone Selom)

BUSINESS INFORMATION

SERVICE OFFERING
[0 #1 empoy or consactceners o provise
S T e TS
o v compled i he mancetes of G L
< 147528 and petormed s review of the
e PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

S LG AND PAENT

REVIEW AND SUBMIT
doret sl cortas o e s
e e
e e
e

<Ay services| provid are as an Incependent
conractr and ot n employesof S or the
P

1 ave received and reviewed the CPCS Court
Cost Vendor Manus) P ces 3na Procedures and
Saree o shce by th polces and procedures
herein

1o s agee o e by v s
oo nd e o e Comise
Publc Counsl Serices ncoding thoe found o
e e e ey
Court Cost Vendor

1 agreetha being approved fo paymens
purposes 5 3 vencor 5 nox & guaraniee of wrk

1 nereby crcty under te pins and penties o
ey ha the subrmiie nformation  true and
SCcurte o th bestof my nformation nd bee.

SAVE & CONTINUE ' St 5&9 '.LE
SAVE & CLOSE

Immeistey upan request
SAVE & CONTINUE s
SAVE & CLOSE
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Submit Your Application

Attached Files
Application-Form
.PDF

Attached Files
Signature- Review
.PDF

‘SIGNATURE OF APPLICANT
Plee gn Exclowy OR click “Gener:
sigrualu

Michael Smith

‘PRINTED NAME OF APPLICANT

Michael smith

@ sEcune

!a
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Behavioral Health Specialist

icpc

Defending the People of Massachusetrs

Committee for Public Counsel Services

Account &
Contact

CPCS Vendor Application

“FIRST NAME

= |

“LAST NAME

ED |

“PHONE NUMBER

| (123) 456-7890 |

“EMAIL

sf+allisonmsmith@arbolainc.com |

PASSWORD *

CREATE MY ACCOUNT

Defending the People of Massachusetss

cpPcs

Committee for Public Counsel Services

Create an account to get started.

You will use this
account to:

* Complete your application
« Securely upload documents.
 Check the status of your application

Already registered? Login

Login username
and password

LOG ouUT

EXPERT

Business Info
[ *I'M APPLYING AS AN INDIVIDUAL:

*"M APPLYING AS A BUSINESS
ENTITY:

“FIRST NAME

Allison |

“LAST NAME

Smith |

“COMPANY NAME / BUSINESS NAME

Allison Smith |

“MAILING ADDRESS

| 123 Washington Street |

MAILING CITY.

Boston |

"MAILING STATE

MA

“MAILING ZIP

[ |

FAX

| 555.555.5555 |

SAVE & CONTINVE

130

Submit Your Application

BUSINESS INFORMATION

SERVICE OFFERING

CREDENTIALS

PROFESSIONAL

CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

SECURE

SSLENCRIPTION
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ARBOLA

Languages

P SO S services tog out
EXPERT Submit Your Application

Business Info

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

STATE EMPLOYEE
VC0000000000

SERVICE OFFERING

BUSINESS INFORMATION

*ARE YOU A STATE EMPLOYEE? ::’;’;ﬁa‘ﬁ‘:’:
@® YES BILLING AND PAYMENT
QO NO

ACKNOWLEDGEMENTS

*ARE YOU A KEY EMPLOYEE UNDER STATE
CONTRACT?

@® YES
O No

“DO YOU CURRENTLY PROVIDE SERVICES.
TO THE COMMONWEALTH?

® YES
QO NO

LANGUAGE(S)

REVIEW AND SUBMIT

SPANISH

FLUENCY: READING WRITING,
CONVERSATIONAL, PROFICIENT, FLUENT,
NATIVE SPEAKER

@ sseuns

SAVE & CLOSE

fepes conismnmiiese

EXPERT Submit Your Application

State Employee

Since you acknowledged on the previous (@ BUSINESS INFORMATION
screen that you are either a State Employee

or a Key Employee under a State Contract STATE EMPLOYEE

you must complete the following disclosure.

information as required by 30 CMR 6.06(2) SERVICE OFFERING

or c:268A 5. 7(2). Any questions should be

addressed to the State Ethics Commission. CREDENTIALS

1am a state employee. The Committee for

Public Counsel Services (‘CPCS") provides PROFESSIONAL
representation and services to persons with SERCRE

regard to various matters in the state courts BILLING AND PAYMENT
and assigns attorneys and personnel to

work on the matters. In connection with ACKNOWLEDGEMENTS
these matters, | expect to provide

representation or services to, or on behalf REVIEW AND SUBMIT

o, such persons, attorneys or personnel. |
respectfully request written approval of the
arrangement from CPCS and (if 1 am not an
slected state employee) from my
appointing authority in my state position

“TITLE / POSITION

Sample Title

‘AGENCY

Developmental Disabilities Council v/

123 Main Street

%
2
2
8
2
ol
A
i}
=
3
H

*AGENCY EMAIL ADDRESS

sfesample.agency@arbolainc.com

*AGENCY APPOINTING AUTHORITY NAME

Sample Agency Name

‘APPOINTING AUTHORITY TITLE

Sample Title

“APPOINTING AUTHORITY EMAIL ADDRESS

sfesample.agency@arbolainc.com

*APPOINTING AUTHORITY PHONE NUMBER

(123) 4567890

*DESCRIBE THE NATURE OF THE
REPRESENTATION OR SERVICES YOU
EXPECT TO PROVIDE TO OR FOR CPCS,

Enter Text Here.

“WHO WILL PAY YOU FOR YOUR SERVICES?

‘CPCS or an attorey or personnel
assigned by CPCS

Enter Text Here.

Erc
@ SECURE
SSLENCRIPTION

SAVE & CLOSE
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Committee for Public Counsel Services
Defeneing the Peaple of Massachusetts

cPC

LOG OUT

EXPERT

Service Offering

“DO YOU HAVE AN ALLOWED MOTION FOR

FUNDS? BUSINESS INFORMATION

STATE EMPLOYEE

@® vES
O No

SERVICE OFFERING

CREDENTIALS

EASE. PROVIDE DOCUMENTATION,

Al ile formats are accepreg, including NG, JPEG, HEIC,
TIFF, FDF. 3nd DOCX

SECURE UPLOAD

Max file size - 10MB

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEw ..

REVIEW AND SUBMIT

:
:
3

“CATEGORY OF SERVICE

| Licensed Mental Health Counselor |

“REQUESTED HOURLY RATE

[ steo |

PRIVATE HOURLY RATE

| 5100 |

Certain vendors may bill for travel time and
expenses. Please refer to the Vendor Billing
Manual for the vendor types and current

reimbursement rates,
SAVE & CONTINUE

SECU

SSLENCRIPTION

Submit Your Application

Attached Files

*PLEASE, PROVIDE DOCUMENTATION:

All file formats are accepted, including PNG, JPEG, HEIC,
TIFF, POF, and DOCX.

Max file size - 10MB

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf
28.64 KB

REMOVE e

icpc

Committee for Public Counsel Services
Defending the Peaple of Massachusetts

LOG OUT

EXPERT

Credentials

documentation to

‘DEGREE(S) HELD

Please submit as much information and

experience and expertise in the applied
area. This will help match your skills to the
needs of our clients

Submit Your Application

@ BUSINESS INFORMATION

é STATE EMPLOYEE

é SERVICE OFFERING

help validate your

CREDENTIALS

DO YOU HAVE A PROFESSIONAL LICENSE?

@ YES
QO NO

Allvendors have a continuing duty to inform
the Committee for Public Counsel Services
of license terminations, suspensions,
revocations or other disciplinary actions in
Massachusetts or other jurisdiction.

PROFESSIONAL LICENSE

PROFESSIONAL

CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

SECURE

SSLENCRIPTION

SAVE & CONTINUE
SAVE & CLOSE
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tPC SO s et services Losout
EXPERT Submit Your Application
License

since you indicated you have professional
licenses, please fil in the details below. BUSINESS INFORMATION
STATE EMPLOYEE
LICENSE #1

SERVICE OFFERING
*LICENSE TYPE

Sample License Type

*LICENSING AGENCY

CREDENTIALS

PROFESSIONAL LICENSE
PROFESSIONAL

Mental Health and Human Services v

—_— CERTIFICATION
*LICENSE NUMBER BILLING AND PAYMENT

012345 AACKNOWLEDGEMENTS

*EXPIRATION DATE

08/01/2035 -}

REVIEW AND SUBMIT

*PLEASE UPLOAD LICENSE
DOCUMENTATION HERE

Allfile formats are accepred, Including PNG, IPEG, HEIC,
TIFF, PDF, and DOCX.

Max file size - 10MB.

Attached Files

Document.pdf sewove )
2

ADD LICENSE

®

SECURE
SAVE & CLOSE
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tpc Committee for Public Counsel Services Loc ouT
Detening e People of Massachusetrs

EXPERT Submit Your Application

Professional Certification

“DO YOU HAVE ANY PROFESSIONAL
CERTIFICATIONS?

@ YES
Q NO

“PLEASE LIST YOUR PROFESSIONAL
GERTIFICATION(S)

BUSINESS INFORMATION

STATE EMPLOYEE

SERVICE OFFERING

CREDENTIALS

Enter Certifications Here.

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

*PLEASE UPLOAD GERTIFICATION
DOCUMENTATION HERE

ADDITIONAL UPLOAD

Max file size - 10MB

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

(]
&
&
6
§ PROFESSIONAL LICENSE

YOUR UPLOADED DOCUMENTS

Sample
Document. pdf reuove (O
28.64 KB

PLEASE UPLOAD CV/RESUME HERE:

Miax file size - 10ME

Attached Files YOUR UPLOADED DOCUMENTS

Sample
Document.pdf
28.64 KB

e ©

4SE UPLOAD COPY OF
TRANSCRIPT/DIPLOMA HERE:

If your degrea confirms your diploma, you do not nave
10 upload transcripts/diploma here.

Miax file size - 10ME

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf =emove (2)
28.64 KB

SAVE & CONTINUVE ssgfgscgn-l}gi

SAVE & CLOSE
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cpcs Committee for Public Counsel Services 06 oUT

EXPERT Submit Your Application

Billing and Payment

Owner/Principal Employee Form
BUSINESS INFORMATION

In order to activate your Vbill account, CPCS
must,in the first instance, enter the owner or STATE EMPLOYEE
principal employee's information. Once
entered, you may sign into Vil and select the
Vbill Manage Employees page where you can
30 additional employess/contractors to your
Vbill account.

SERVICE OFFERING

CREDENTIALS

“COMPANY NAME / VENDOR NAME

Allison smith

“OWNER'S FULL LEGAL NAME

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

ACKNOWLEDGEMENTS
Allison smith

REVIEW AND SUBMIT

(]
o
o
o
§

“DATE THE COMPANY BEGAN OPERATION

01/0612020

I

“OWNER/PRINCIPAL EMPLOYEE'S YEAR OF
BIRTH

1981

I

“OWNER/PRINCIPAL EMPLOYEE'S LAST 4
OF SOCIAL SECURITY NUMBER

123

In consideration of the grant of access to the
Committee for Public Counsel Services (CPCS)
Vbill System, through my individual password, |
‘am applying for and agree to abide by the
terms and conditions of this agreement. as set
forth below and as may be amended from time.
to time by CPCS:

e Pasemord g o e i he e
kel by o CPCS il o srves

ety CPCS immedtisely of
any suspecced securiy breach.

1 hve resteved the Court Cost Vendor Manusl
Sna v it Ml 55y ¢ améne romeime
 on oo st oy e e, erms

B —

performed as biled, and that | mainiain

CostVendor Manualzs

= sgree o maan  copy of e Ve, sn sl
e upmring e ca e
Socuments, oo o S rcorcs s sl
S e
Sroves o s paran 1 yews

<1 sgree 2 procuce any requested documensatian
S or iling recarcs o the Sesce Auscor

Immedistely upan request
SAVE & CONTINUE SECURE
SAVE & CLOSE

tpc Committee for Public Counsel Services LOG OUT
Defending the Peaple of Massachusetts

EXPERT Submit Your Application

Acknowledgements

*Any services | provide are as an independent
cantractor and not an emaloyes of CFCS or the
Commonweaith

BUSINESS INFORMATION

STATE EMPLOYEE

#1 have received and reviewed the CRCS Court
Cost Vendor Manual Paiicies and Procedures and
agree 1o abide by the palicies and procedures
hersin

SERVICE OFFERING

CREDENTIALS

# am subject to and agree to abide by the rules,
regulations and procedures of the Committes for
Public Counsel Services including those found at

www.publiccounsel.net and as stated in the CPCS
Court Cost Vendor Manual.

PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

<

& #1 zgre= that being spproved for payment
purposes as a vendor is net a guarantee of wark

BILLING AND PAYMENT

~ ACKNOWLEDGEMENTS
*1 hereby certify under the pains and penalties of

perjury that the submitted information is true snd

accurate to the best of my information and belief. REVIEW AND SUBMIT

o
o
o
é
o
o
o
:

PREVIOUS SAVE & CONTINUE @ SSSLEE&E,EOE
SAVE & CLOS

135



ARBOLA

EPCS o inmiccmasaes

EXPERT Submit Your Application Attached FI|eS
Application-Form
e Sy e SUSNESINFORMATION : P D F

ewpLovee
peprr——— D)

 AoDIIoNAL BuSIESS IFORMATION (g )

¥ s eion ()]
Agency- Deviopmentai issiesCounc

pieagencygarbolinccom
e

P

* aomas (D]

opr———— @
Lot Ty Sample e Type

Lt umpeanzs

gt s asnaos

Uplosoes Lcnse:Sample Documer

LInLE Attached Files

e Signature- Review
.PDF

Uplosa Dlpom: ssmpe Document ot

S awncmemmey ()

‘SIGNATURE OF APPLICANT

P n wr OR click "G

Allisen Smith

[Clear] [Generate Signature] [SaveJ

‘PRINTED NAME OF APPLICANT

Allison Smith

[ -

SIGNATURE OF APPLICANT

g 2
Allisen Smith

(o) (D) (@)

PRINTED NAME OF APPLICANT

Alison smith

suamT SESNRS
swEsclose
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Medical Specialist

tpc Cumminee for Public Counsel Services
ACCOU nt & CPCS Vendor Application
Contact Create an account to get started.

“FIRST NAME
| e
You will use this
M. account to:
| A | » Complete your application
« Securely upload documents
AT L » Check the status of your application
| Smith |

“PHONE NUMBER

| (123) 456-7890 |

“EMAIL

Already registered? Login

| sf+janesmith@arbolainc.com |

] Login username
and password

PASSWORD

*required fisids

CREATE MY ACCOUNT

cpc Committee for Public Counsel Services LocouT
Defening e Peopie of Massachuserss

EXPERT Submit Your Application

Business Info

[ *I'M APPLYING AS AN INDIVIDUAL: TR T
*I'M APPLYING AS A BUSINESS SERVICE OFFERING
ENTITY:
CREDENTIALS

‘FIRST NAME

e PROFESSIONAL

. CERTIFICATION

UG BILLING AND PAYMENT

Smith | ACKNOWLEDGEMENTS
‘COMPANY NAME / BUSINESS NAME REVIEW AND SUBMIT
(e s |

‘MAILING ADDRESS

[z wasogonsrem |

“MAILING CITY.

= |

“MAILING STATE

" ]

“MAILING ZIP

| 02112 |

FAX

| 555-555-5555 |

SECURE
SAVE & CONTINUE SSLENCRIPTION
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tp Committee for Public Counsel Services LOGOUT

Defending the Peopie of Massachusects

EXPERT Submit Your Application

Business Info

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

STATE EMPLOYEE
VC0000000000

SERVICE OFFERING

BUSINESS INFORMATION.

WEBSITE

www.samplewebsite.com CREDENTIALS

PROFESSIONAL

*ARE YOU A STATE EMPLOYEE?

CERTIFICATION
@® YES BILLING AND PAYMENT
QO NO

ACKNOWLEDGEMENTS

‘ARE YOU A KEY EMPLOYEE UNDER STATE

CONTRACT? REVIEW AND SUBMIT
@ YES
O No

“DO YOU CURRENTLY PROVIDE SERVICES.
TO THE COMMONWEALTH?

® YES
O No

LANGUAGE(S)

SPANISH

FLUENCY: READING WRITING,
CONVERSATIONAL, PROFICIENT, FLUENT,
NATIVE SPEAKER

SECURE
seLgnenpTion
SAVE & CLOSE
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pp Committee for Public Counsel Services
EXPERT Submit Your Application

State Employee

Since you acknowledged on the previous (@ BUSINESS INFORMATION
scraen that you are either a State Employee

ora Key Employee under a State Contract STATE EMPLOYEE

you must complete the following disclosure

information as required by 30 CMR 6.06(z) SERVICE OFFERING
or 2684 5. 7(2). Any questions should be

addressed to the State Ethics Commission. CREDENTIALS

1am a state employee. The Committee for

Public Counsel Services (‘CPCS") provides PROFESSIONAL
representation and services to persons with EENFTIET

regard to various matters in the state courts BILLING AND PAYMENT

and assigns attorneys and personnel to
work on the matters. In connection with ACKNOWLEDGEMENTS
se matters, | expect to provide
rePRsentation or sarvices to, or on behalf REVIEW AND SUBMIT
o, such persons, attorneys or personnel. |
respectfully request written approval of the
arrangement from CPCS and (if 1am not an
slected state employee) from my.
appointing authority in my state position.

=
3
3
3
2

Sample Title

‘AGENCY

Chief Medical Examiner

1 Main Street

sfisampleagency@arbolainc.com

b3 B3
2 2
AH
A HH
g (2]
3 [z
> n
5 9
ANE
gl [z
2l 8
<

“AGENCY APPOINTING AUTHORITY NAME

sample Agency

%
$
El
z
H
s
z
g
4
8
2
2

Sample Title

‘APPOINTING AUTHORITY EMAIL ADDRESS

sf+sampleagency@arbolainc.com

*APPOINTING AUTHORITY PHONE NUMBER
(555) 555-5555

‘DESCRIBE THE NATURE OF THE
REPRESENTATION OR SERVICES YOU
EXPECT TO PROVIDE TO OR FOR CPCS.

Enter Text Here.

“WHO WILL PAY YOU FOR YOUR SERVICES?

‘CPCS or an attorney or personnel
assigned by CPCS

Enter Text Here.

ION, ETC.

, SECURE
SAVE & CONTINUE @ SsLencaiTion

SAVE & CLOSE
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ARBOLA

blic Counsel Services

LOG OUT

EXPERT

Service Offering

“DO YOU HAVE AN ALLOWED MOTION FOR
FUNDS?

® vES
O No

*PLEASE, PROVIDE DOCUMENTATION:

Al ile formats are accepted, including NG, JPEG, HEIC,
TIFF, PDF, and DOCX

SECURE UPLOAD

Max file size - 10MB

5

*CATEGORY OF SERVICE

| Medical Dactor

*REQUESTED HOURLY RATE

| 5150 |

PRIVATE HOURLY RATE

| $150 |

Certain vendors may bill for travel time and
expenses. Please refer to the Vendor Billing
Manual for the vendor types and current

reimbursement rates,
SAVE & CONTINUE
SAVE & CLOSE

Submit Your Application

BUSINESS INFORMATION
STATE EMPLOYEE
SERVICE OFFERING
CREDENTIALS
PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

s WLEDGEMENTS

REVIEW AND SUBMIT

SECURE

SSLENCRIPTION

Attached Files

‘PLEASE, PROVID

EPOOCUMENTATION:

All file formats are accepted, including PNG, JPEG, HEIC,
TIFF, POF, and DOCX.

Max file size - 10MB

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf
28.64 KB

REMOVE e

cpc

Committee for Public Counsel Services
Defending the People of Massachusets

LOG QUT

EXPERT

Credentials

Please submit as much information and
documentation to help validate your
experience and expertise in the applied
ea. This will help match your skills to the
of our clients

*DEGREE(S) HELD

F MEDICINE £ OSTEC

DO YOU HAVE A PROFESSIONAL LICENSE?

@ YES
Q nNO

All vendors have a continuing duty to inform
the Committee for Public Counsel Services
of license terminations, suspensions,
revocations or other disciplinary actions in
Massachusetts or other jurisdiction

Submit Your Application

°
o
%

SAVE & CONTINUE
SAVE & CLOSE

140

BUSINESS INFORMATION

STATE EMPLOYEE

SERVICE OFFERING

CREDENTIALS

PROFESSIONAL LICENSE
PROFESSIONAL
CERTIFICATION
BILLING AND PAYMENT

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

SECURE

SSLENCRIPTION
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CPCS e fo publc counselsenices Loseur
EXPERT Submit Your Application
License

Since you indicated you have professional
licenses, please fillin the details below. USRS I DRMATON
STATE EMPLOYEE
LICENSE #1

SERVICE OFFERING
*LICENSE TYPE

sample License Type

*LICENSING AGENCY

MA Board of Registration in
Medicine (BORIM)

CREDENTIALS

PROFESSIONAL LICENSE
PROFESSIONAL

CERTIFICATION

*LICENSE NUMBER BILLING AND PAYMENT

012345

*EXPIRATION DATE

01/02/2045 ::}

AACKNOWLEDGEMENTS

REVIEW AND SUBMIT

*PLEASE UPLOAD LICENSE
DOCUMENTATION HERE

Al file formats are accepted, including PNG, IPEG, HEIC,
TIFF, PDF, 30 DOCX.

Max fie size - 10MB.

YOUR UPLOADED DOCUMENTS

sample
Document.pdf rewove Q)
28.64 KB

ADD LICENSE ®

SECURE
SAVE & CONTINUE SSLENCRIPTION
SAVE & CLOSE
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tpc Committee for Public Counsel Services oG ouT
Defenting the People o7 Massachusetrs

EXPERT Submit Your Application

Professional Certification

“DO YOU HAVE ANY PROFESSIONAL
CERTIFICATIONS?

@® VES
Q No

\DLEASE LIST YOUR PROFESSIONAL
TIFICATION(S)

BUSINESS INFORMATION

STATE EMPLOYEE

SERVICE OFFERING

CREDENTIALS

=
Enter Certifications Here.

PROFESSIONAL
CERTIFICATION

BILLING AND PAYMENT

*PLEASE UPLOAD CERTIFICATION ACKNOWLEDGEMENTS

DOCUMENTATION HERE

ADDITIONAL UPLOAD

Max fle size - 10M8

REVIEW AND SUBMIT

(]
)
o
o
§ PROFESSIONAL LICENSE

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf remove ()
28.64 KB

Attached FiIeS PLEASE UPLOAD CV/RESUME HERE:

M fle size - 10M8

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf remove ()

PLEASE UPLOAD COPY OF
TRANSCRIPT/DIPLOMA HERE

If your degree confirms yaur diploma, you do ot have
to upload transcripts/diploma here.

Max fle size - 10M8

YGUR UPLOADED DOCUMENTS

Sample
Document.pdf rewove
28.64 KB

SECURE
SAVE & CONTINUE SSLENCRIPTION

SAVE & CLOSE
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LPCs s

EXPERT Submit Your Application

Billing and Payment
Owner/Principal Employee Form @ susiess wromaTon
In order to activate your Vbill account, CPCS
must in the first instance, enter the owner or STATE EMPLOYEE
rincipal employae's nformation. Once
e " SERVICE OFFERING
entered, you may sign into Vbill and select the
Vil Manage Employees page where you can CREDENTIALS
add additional employees/contractorsto your

Vbill sccount. PROFESSIONAL LICENSE

Pc Committee for Public Counsel Services LoG ouT
“COMPANY NAME / VENDOR NAME PROFESSIONAL Defending the People of Massachusets

Jane Smith

BILLING AND PAYMENT

‘OWNER'S FULL LEGAL NAME
ACKNOWLEDGEMENTS
Jane Smith

EXPERT Submit Your Application

o
o

REVIEW AND SUBMIT
*DATE THE COMPANY BEGAN OPERATION

0110412017 ]

Acknowledgements
{OWNER/PRINCIPAL EMPLOYEE'S YEAR OF
A *any services | provide are as an independent

contractor and net an employee of CPCS or the

Commonwealth,

BUSINESS INFORMATION

*OWNER/PRINCIPAL EMPLOYEE'S LAST 4

OF SOCIAL SECURITY NUMBER STATE EMPLOYEE

*I have received and reviewed te CPCS Court
Cost Vendor Manual Palicies and Procedures and
In consideration of the grant of access to the agree 10 abide by the policies and procedures CENREWAELS
Committee for Public Counsel Services (CPCS) herein
Vil System, through my individual password, CREDENTIALS
S B L Sl s *I am subject ta snd agree to abide by the rules,

terms and conditions of this agreement. as set
forth below and a5 may be amended from time
to time by CPCS:

regulations and procedures of the Committee for
Public Counsel Services including thase found at
wynw.publiccounsel.net and as stated in the CPCS
e pessword ssigned o e wil o used Court Cost Vendor Manual.

Expertise

PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

#| agree that being approved for payment
purposes as a vendor is not a guarantee of work

BILLING AND PAYMENT

afelure t0 40 5. | il noefy CPCS immediately of

ACKNOWLEDGEMENTS

e | hereby certify under the pains and penalties of
e et e o ot et perjury that the submitted information s true and
an V.t Vsl a oy b smended rom e accurate to the best of my infarmation and belief. REVIEW AND SUBMIT

o
)
o
&
o
o
o
$

0 time and sgree to abide by the palicies,terms
ana conditions contained therein

ot agree et by submicing the leconc Vi or
g e priea vl o am atesing
e e pars s pnalies ofperry s the
e whr G o g
Pt o oies and e s
Coempotancous e recores and case isin
Seardanc whth CPC3 lingand recordkepng
oy an he our Cox Vendor Mol o5

SeEmE e (IS SAVE & CONTINUE
o
SAVE & CLOS

SECURE

SSL ENCRIPTION

proviced for  period of 7 years

4 agree o procuce any request
S or biling records o
Immedicey upon request.

documeration
ate Auditor

SAVE & CLOSE

8
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CPCS Sonmslornuts cousetsenics

EXPERT Submit Your Application

Attached Files
Application-Form

STATE EMPLOYEE

o .PDF

CREDENTIALS

Review and submit

Please review your applcation dta and cick
eoit o make changes f necessary.

ompany Name:sne st
e (O, i, Home) (129 4567890

(]
o
¢
o
o
)
o
o
¢

REVIEW AND SUB? 1

Areyoua e empioyee ves

IMPORTANT

e
Aasress: stesampleagencyearbolancom
pa— I

iy e Sampl Tite

et of e Resreseaton: Enter Tewt e,

! gy or s s oS o an comey o
per

Sequestes Houry Tte 5150

e Houry ace 5150

B T e—

o _—
O proressonas ucevse

7 Sampl e e

rse Sgency WA Bord f Regisuaton n Mecicne
o)

e umoer 012345

Siaton Date 01022045

Upio3sea Licerse:Sample Documencpat

tyes, plese s
UpionsCerifcnon Sample Document
Upi033 v SampieDocument pt-

0510330 plo: Somple Decument ot

g Ao saviEnT
CormpenyNer Jone st

‘Owners il Lot Name Janesmitn

nery sty undr s s na stz
ey s ne sued ot v 370

SIGNATURE OF APPLICANT.

‘@
Jane Smith

()| (svereesomrs) (o)

PRINTED NAME OF APPLICANT

Jane smith

@ sECURE

PREVIOUS

SAVE & CLOSE

Attached Files
Signature- Review
.PDF

‘SIGNATURE OF APPLICANT

v OR click

Jane Smith

[Clear] [Generate Signature] [Savej

‘PRINTED NAME OF APPLICANT

]ane Smith




ARBOLA

All Other Experts

tpc gu'm:p‘lt;eifur P‘rJ:“c C:unsel Services
ACCOU nt & CPCS Vendor Application
Contact Create an account to get started.

‘FIRST NAME
= | .

You will use this
M.l account to:
| S | + Complete your application

s Securely upload documents
LS LIAE « Check the status of your application
| McGee |

‘PHONE NUMBER

| (123) 456-7890 |

‘EMAIL

Already registered? Login
| sf+johnmcgee@arbolainc.com |

PASSWORD - Login username

and password

tpc Comnmittee for Public Counsel Services LocouT
Defending the Peosle of Mazsschuserss

EXPERT Submit Your Application

Business Info

[ *'M APPLYING AS AN INDIVIDUAL: A
*I'M APPLYING AS A BUSINESS SERVICE OFFERING
ENTITY:
CREDENTIALS
“FIRST NAME
[ PROFESSIONAL
CERTIFICATION
LAST NAME BILLING AND PAYMENT
McGee | ACKNOWLEDGEMENTS
“COMPANY NAME / BUSINESS NAME REVIEW AND SUBMIT
John McGee |

“MAILING ADDRESS

“MAILING CITY

| Boston |

MAILING STATE

- 3

“MAILING ZIP

| 02112 |

FAX

== |

SECURE
SAVE & CONTINUE SSLENCRIPTION

145



a''w.

ARBOLA

Languages

tp Committee for Public Counsel Services LOGOUT

Defending the Peopie of Massachuss

EXPERT Submit Your Application

Business Info

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

STATE EMPLOYEE
VC0000000000

SERVICE OFFERING

BUSINESS INFORMATION

“ARE YOU A STATE EMPLOYEE? zzgrﬁﬁgﬁw
@® YES BILLING AND PAYMENT
QO NO

ACKNOWLEDGEMENTS

*ARE YOU A KEY EMPLOYEE UNDER STATE
CONTRACT?

® VES
O No

“DO YOU CURRENTLY PROVIDE SERVICES.
TO THE COMMONWEALTH?

® YES
O No

LANGUAGE(S)

REVIEW AND SUBMIT

SPANISH

FLUENCY: READING WRITING,
CCONVERSATIONAL, PROFICIENT, FLUENT,
NATIVE SPEAKER

SECURE
SAVE & CLOSE

tp Committee for public Counsel Services LocouT

Detending e People of Massachuses

EXPERT Submit Your Application

State Employee

Since you acknowledged on the previous (@ BUSINESS INFORMATION
screen that you are either a State Employee

or a Key Employee under a State Contract STATE EMPLOYEE

you must complete the following disclosure

information as required by 30 CMR 6.06(2) SERVICE OFFERING
or c:268A 5. 7(2). Any questions should be

addressed to the State Ethics Commission CREDENTIALS

13m a state employee. The Committee for

Public Counsel Services (*CPCS) provides PROFESSIONAL
representation and services o persons with EEIALNEL

regard to various matters In the state courts BILLING AND PAYMENT
and assigns attorneys and personnel to

work on the matters. In connection with ACKNOWLEDGEMENTS
these matters, | expect to provide
representation or services to, or on behalf REVIEW AND SUBMIT
o, such persons, attorneys or personnal. |

espectfully request written approval of the
arrangement from CPCS and (if 1am not an

elected state employee) from my

Sample Title

4 8
2%
El
3 3
-
3

g

‘AGENCY

Executive Office of Technology )
Services & Security

‘AGENCY STREET ADDRESS

1 Main Street

*AGENCY EMAIL ADDRESS

sfesampleagency@arbolainc.com

*AGENCY APPOINTING AUTHORITY NAME

‘sample Agency

‘APPOINTING AUTHORITY TITLE

Sample Title

“APPOINTING AUTHORITY EMAIL ADDRESS

sf+sampleagency@arbolainc.com

*APPOINTING AUTHORITY PHONE NUMBER

(555) 555-5555

‘DESCRIBE THE NATURE OF THE
REPRESENTATION OR SERVICES YOU
EXPECT TO PROVIDE TO OR FOR CPCS.

Enter Text Here.

L

*WHO WILL PAY YOU FOR YOUR SERVICES?
'CPCS or an attomey o personnel
assigned by CPCS.

“WHAT IS YOUR FINANCIAL INTEREST IN

PROVIDING THESE SERVICES? PLEASE

INCLUDE BOTH OBLIGATIONS AND
COMPENSATION, ETC.

Enter Text Here

SECURE

SAVE & CLOSE
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Attached Files

pc Committee for Public Counsel Services
Defending the People of Massachusetts

EXPERT Submit Your Application

‘PLEASE, PROVIDE DOCUMENTATION:

All file formats are accepted, including PNG, JPEG, HEIC,
TIFF, POF, and DOCX.

Service Offering

‘DO YOU HAVE AN ALLOWED MOTION FOR

FUNDS? @ BUSINESS INFORMATION

@ YES STATE EMPLOYEE

NO .
9 frvercrappllcaton, s vl e SERVICEOFFERING Max file size - 10MB

CREDENTIALS.

‘PLEASE, PROVIDE DOCUMENTATION: PROFESSIONAL

A1 forms e scegied, Incung AING, PSS, FEC, CERTIFCATION YOUR UPLOADED DOCUMENTS

TIEE, PDF, 3nd DOCX.
BILLING ANP =

SECURE UPLOAD ACKNOWLEDGEMENTS

Maxfile size - 10MB

Sample
Document.pdf zzwove (O
28.64 KB

REVIEW AND SUBMIT

‘CATEGORY OF SERVICE

| Audio / Video Forensics v |

‘REQUESTED HOURLY RATE

| $75.00 |

PRIVATE HOURLY RATE

| 575.00 |

Certain vendors may bill for travel time and
expenses. Please refer to the Vendor Billing
Manual for the vendor types and current

reimbursement rates,
SAVE & CONTINUE sssl.EEE:lnl,pgnE
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cpc Committee for Public Counsel services LOG OUT
Defending the Peaple of Massachusetts

EXPERT Submit Your Application

Credentials

Please submit as much information and ° BUSINESS INFORMATION
documentation to help validate your

experience and expertise in the applied STATE EMPLOYEE

area. This will help match your skills to the
eeds of our clients. SERVICE OFFERING

DEGREE(S) HELD CREDENTIALS

PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

@ YES BILLING AND PAYMENT

O NO

DO YOU HAVE A PROFESSIONAL LICENSE?

ACKNOWLEDGEMENTS

All vendors have a continuing duty to inform REVIEW AND SUBMIT
the Committee for Public Counsel Services
of license terminations, suspensions,
revocations or other disciplinary actions in
Massachusetts or other jurisdiction

SAVE & CONTINUE ' SSSLEENCCEPEOEN
SAVE & CLOSE

CPCS Commes forpublc Counsel senvies Loseut
EXPERT Submit Your Application
License

Since you indicated you have professional

licenses, please fillin the details below. BUSINESS INFORMATION

STATE EMPLOYEE
LICENSE #1

SERVICE OFFERING
“LICENSE TYPE

Sample License Type

LICENSING AGENCY

CREDENTIALS

Other PROFESSIONAL

I

CERTIFICATION
BILLING AND PAYMENT

OTHER AGENCY.

Sample Agency ACKNOWLEDGEMENTS

“LICENSE NUMBER REVIEW AND SUBMIT
123456

“EXPIRATION DATE

041012030

I

“PLEASE UPLOAD LICENSE
DOCUMENTATION HERE:

Al il formars are accepred, inciuding PNG, JPEG, HEIC,
TIFF, PDF, and DOCX.
Max fle size - 10M8

YOUR UPLOADED DOCUMENTS.

sample
Document.pdf rewove O
28.64KB

>
3
g
5
z
4

®

e
SAVE & CLOSE
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HEPCS s ot camseisevis - P Commtesfor 2ublc Counsl sevices -

ExpERT Submit Your Application ExpeRT Submit Your Application

Professional Certification
Billing and Payment

‘Swner/princlpl Empleyse Ferm

/U HAVE ANY PROFESSIONAL

CERTIFCATIONS? SusNES IFORMATION

BUSINESS INFORMATION
®ves STATEEMPLOTEE i oeder to activate your VBil account. CPES

Ono . st n the first instance, enter the owner o A
“PLEASE LIST YOUR PROFESSIONAL e SERVICE OFFERING
CERTIFICATION(S) CREDENTIALS ‘entered, you may sign into VBill and select the.

Enter Certfications Here, ol Manage Employees page where you can

add additional employsesicontractors to your

CREDENTIALS
PROFESSIONAL Wil account

CERTIFICATION

BILLING AND PAYMENT ‘COMPANY NAME 7 VENDOR NAME

Iohn McGee
ACKNOWLEDGEMENTS

‘OWNER'S FULL LEGAL NAME

Jebn Megee

DATE THE COMPANY BEGAN OPERATION

oin2Eoe ;]
Frie s

CERTIFICATION

PLEASE UPLOAD CERTIFICATION
DOCUMENTATION HERE:

ADDITIONAL UPLOAD

[E——

BILLING AND PAYMENT

REVIEW AND SUBMIT

(1
s
s
&

ACKNOWLEDGEMENTS

REVIEW AND SUBMIT

(]
!
!
!
"
g

YOUR UPLOADED DOCUMENTS

sample
Document pdf reuove ©
2864K8

OWNER/PRINGIPAL EMPLOYEE'S YEAR OF
IRTH

‘CWNER/PRINCIPAL EMPLOYEE'S LAST 4
OF SOTIAL SECURITY NUMBER

PLEASE UPLOAD CV/RESUME HERE

[ —

YOUR UPLOADED DOCUMENTS.

sample ®
Document.pdf reove
2864K8 23

i comsideration of he grant of access o the
TRANSCRIPT/DIPLOMA HERE: ‘Comimitas for Publc Counsel Services (CPCS)
it s conin your o, you g s v il syscem. througn my individuzl password. |
o upeas rarscrpr/apioma nere am 3pplying for and agree to abid by the

PLEASE UPLOAD COPY OF

Naxiesize- 10w tarms 3na conditions of ths agresment, 35 set

forth below 2nd 25 may be amended from time
YOUR UPLOADED DOCUMENTS.

Sample o
Document.pdf senove.
28,64 KB

SAVE & CONTINUE kL
save scLose

I
2 me Bt agree =z abise oy
a0 tonatans cevaned ten

oty sumiing e stecran
Vo anes

aezcrdance witn CPCS biling s recorcceeaing
Py ans the Caue oy encar Manas 32

ol zapy ot e 1, 2o
——

b dszumaration suggartng
praced ot » oeriod of 7 ears.

72 1 produce sy requeseg dsumeniadn
2 CPE% oo g oo
immeg steyupen requsse

SAVE & CONTINUE SECURE

tpc Committee for Public Counsel Services LOG OUT
Defending the People of Massachusstes

EXPERT Submit Your Application

Acknowledgements

“#Any services | pravide are as an independent
contractor and not an employee of CPCS or the
Commanwealth

BUSINESS INFORMATION

STATE EMPLOYEE

I have received and reviewed the CPCS Court
Cost Vendor Manusl Policies and Procedures snd
agree 1o abide by the policies and procedures
herein

SERVICE OFFERING

CREDENTIALS

+| am subject to and agree to abide by the rules,
regulations and procedures of the Committee for
Public Counsel Services including those found at
wwew.publiccounsel.net and as stated In the CPCS
Court Cost Vendor Manu:

PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

<]

I agree that being approved for payment
purposes =5 3 vendar is not a gusrantes of work

BILLING AND PAYMENT

ACKNOWLEDGEMENTS

a

I hereby certify under the pains and penalties of
perjury that the submitted information is true and

aceurate to the best of my information and belief. REVIEW AND SUBMIT

O-€-0-0-0-0-0-0-0

SECURE

SSL ENCRIPTION

PREVIOUS SAVE & CONTINUE
SAVE & CLOSE
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epes: - Attached Files
- Application-Form
;fview and submit . ; . P D F

IMPORTANT

Attached Files
Signature- Review

.PDF

‘SIGNATURE OF APPLICANT

Ples gn kxelews OR click “Gene:

[Clear] [Generate Signature] [Savej

‘PRINTED NAME OF APPLICANT

“SIGNATURE OF APPLICANT

e John McGee
John MeGee

PRINTED NAME OF APPLICANT

PrREVIOUS suamT SECUR N
save & cLose
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Transcriber, Interpreter, Copy Shop, Service of
Process

pcs Committee for Public Counsel services
Defending the People of Massachusatts

‘CPCS Vendor Application

Create an account to get started.

Account &

‘FIRST NAME

Contact [ vy |

You will use this

M.l account to:
| & | s Complete your application
« Securely upload documents
(LA WA » Check the status of your application
o |

‘PHONE NUMBER

| (555) 555-5555 |

"EMAIL

Already registered? Login

sf+mary.a johnson@arbolainc.com |

passwORD Login username
and password

CREATE MY ACCOUNT

p Committee for Public Counsel Services oG ouT
Deferding the Peopie of Massachusewss o

TRANSCRIBER, INTERPRETER... Submit Your Application

Business Info

0 *I'M APPLYING AS AN INDIVIDUAL ? BUSINESS INFORMATION
*I'M APPLYING AS A BUSINESS () sERVICE OFFERING
ENTITY: I
() reDENTIALS
'FIRST NAME Y
Man, () PROFESSIONAL
- CERTIFICATION
LAST NAME () BILLING AND PAYMENT
ohnson | () ACKNOWLEDGEMENTS
"COMPANY NAME # BUSINESS NAME () REVIEW AND SUBMIT
[ Mary johnson I

"MAILING ADDRESS

[ 122 Main Street I

"MAILING CITY

Boston I

"MAILING STATE
‘ MA ~ |

"MAILING ZIP

02112 I

FAX

SECURE
SAVE & CONTINUE @ SsCEncriPTion

151
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Languages

tpc Committee for Public Counsel Services LoeouT
Befensing the People of Massochusetts

TRANSCRIBER, INTERPRETER... Submit Your Application

Business Info

IF YOU ALREADY HAVE A VENDOR CODE,
PLEASE ENTER THE 10 DIGITS BELOW
(INCLUDING THE ZEROS)

BUSINESS INFORMATION

STATE EMPLOYEE
VC0000000000
SERVICE OFFERING
WEBSITE
| www.samplesite.com | CREDENTIALS
‘ARE YOU A STATE EMPLOYEE? ERUEESSIGHEAT
CERTIFICATION
@® YES BILLING AND PAYMENT
QO NO
ACKNOWLEDGEMENTS
*ARE YOU A KEY EMPLOYEE UNDER STATE
CONTRACT? REVIEW AND SUBMIT
@® YES
O NO

LANGUAGE(S)
]

FRENCH

FLUENCY: READING WRITING,
CONVERSATIONAL, PROFICIENT, FLUENT,
NATIVE SPEAKER

proficient v |

SAVE & CLOSE
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tpc Committee for Public Counsel Services LOG oUT
Derencing e Peapie of Massachuserts
TRANSCRIBER, INTERPRETER... Submit Your Ap pli cation

State Employee

Since you acknowledged on the previous @ BUSINESS INFORMATION
screen that you are either a State Employee

or a Key Employee under a State Contract STATE EMPLOYEE

yeu must complete the following disclosure

information as required by 30 CMR 6.06(2) SERVICE OFFERING

or c.268A 5. 7(2). Any questions should be

addressed to the State Ethics Commission. CREDENTIALS

I am a state employee. The Committee for

Public Counsel Services ("CPCS’) provides PROFESSIONAL
representation and services to persons with EERREGRE
regard to various matters in the state courts BILLING AND PAYMENT
and assigns attorneys and personnel to

work on the matters. In connection with ACKNOWLEDGEMENTS
these matters, | expect to provide

representation or services to, or on behalf REVIEW AND SUBMIT

of, such persons, attorneys or personnel. |
respectfully request written approval of the
arrangement from CPCS and (if | am not an
elected state employee) from my
appointing authority in my state position.

‘TITLE / POSITION

| Sample Title |

"AGENCY
Executive Office for Administration |

and Finance

‘AGENCY STREET ADDRESS

| 1 Main Street |

*AGENCY EMAIL ADDRESS

sf+sampleagency@arbolainc.com |

*AGENCY APPOINTING AUTHORITY NAME

sample Agency |

*APPOINTING AUTHORITY TITLE

| sample Title |

‘APPOINTING AUTHORITY EMAIL ADDRESS

sf+sampleagency@arbolainc.com |

*APPOINTING AUTHORITY PHONE NUMBER

| (555) 555-5550 |

‘DESCRIBE THE NATURE OF THE
REPRESENTATION OR SERVICES YOU
EXPECT TO PROVIDE TO OR FOR CPCS.

Enter Text Here.

y

*WHO WILL PAY YOU FOR YOUR SERVICES?

CPCS or an attorney or personnel
assigned by CPCS

~

*WHAT IS YOUR FINANCIAL INTEREST IN
PROVIDING THESE SERVICES? PLEASE
INCLUDE BOTH OBLIGATIONS AND
COMPENSATION, ETC

| Enter Text Here.

SECURE

SSL ENCRIPTION

SAVE & CONTINUVE

SAVE & CLOSE
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pcs Committee for Public Counsel Services
Dafending the People of Massachissetts

TRANSCRIBER, INTERPRETER... Submit Your Application

Service Offering "PLEASE. PROVIDE DOCUMENTATION

"DO YOU HAVE AN ALLOWED MOTION FOR

& BUSINESS INFORMATION Al lile Tormats are accepted, inchuding PNG, JPLG. HEIC,

FuNos? TIFF, POF, and DOCK.
@ YES STATE EMPLOYEE
Max file size - 10M0B

SERVICE OFFERING

Qwno

Q) coeoetmns ¥OUR UPLOADED DOCUMENTS
PLEASE, PROVIDE DOCUMENTATION O e

28.64 KB

Mass il Lz () REVIEW AND SUBMIT

"CATEGORY OF SERVICE

Interpreter v ‘

"REQUESTED HOURLY RATE

| $75.00 ‘

Attached Files

PRIVATE HOURLY RATE

| $75.00 ‘

Certain vendors may bill for travel time and
expenses. Please refer to the Vendor Billing
Manual for the vendor types and current

reimbursement rates
SECURE
& CONTINUE SSLENCRIPTION

tp Committee for Public Counsel Services LOG oUT

Defending the Peaple of Massachusets

TRANSCRIBER, INTERPRETER.. Submit Your App[ication

Credentials

Please submit as much information and o BUSINESS INFORMATION
documentation to help validate your
experience and expertise in the applied STATE EMPLOYEE
area. This will help match your skills to the
needs of our clients SERVICE OFFERING

"DEGREE(S) HELD CREDENTIALS

PROFESSIONAL LICENSE

"DC YOU HAVE A PROFESSIONAL LICENSE?
(ABILITY TO ADD MULTIPLE LICENSES) ") PROFESSIONAL
CERTIFICATION

®) YES ) BILLING AND PAYMENT

O wno

) ACKNOWLEDGEMENTS

Allvendors have a continuing duty to inform
the Committee for Public Counsel Services
of license terminations. suspensions,
revecations or other disciplinary actions in
Massachusetts or other jurisdiction

SECURE
E & CONTIR S5L ENCRIPTION

REVIEW AND SUBMIT
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tp Committee for Public Counsel Services LOG ouT

Defenting the Peopie of Messachusetss

TRANSCRIBER, INTERPRETER...

Submit Your Application

License

Since you indicated you have professicnal

licenses, please fillin the detzils below. @ BUSINESS INFORMATION

Licence #1 @

"LICENSE TYPE

STATE EMPLOYEE

SERVICE OFFERING

‘ Sample License Type ‘ CREDENTIALS

R E B ATTIE PROFESSIONAL LICENSE

‘ \‘!ArE:.:;dulRegwsiraimn ofSocial ‘ € FROFESSONAL
CERTIFICATION

"LICENSE NUMBER ) BILLING AND PAYMENT

‘ 012345 ‘ () ACKNOWLEDGEMENTS

"EXPIRATION DATE () REVIEW AND SUBMIT

02/01/2035 -] ‘

"PLEASE UPLOAD LICENSE
DOCUMENTATION HERE.

AN Bl formats are aceepted, including PNG, JPES, HEIE,
TIFF, PDF, and DOCK.

SECURE UPLOAD

hax e size 10M

ADD LICENSE (O]

P Committee for Public Counsel Services
g the Prapie of Messachusetss

TRANSCRIBER, INTERPRETER

Submit Your Application

Professional Certification

YOU HAVE ANY PROFESSIONAL

‘DO
CERTIFICATIONS? @ BUSINESS INFORMATION

[ONES ‘STATE EMPLOYEE
NO

© SERVICE OFFERING

PLEASE LIST YOUR PROFESSIONAL

CERTIFICATIONIS! CREDENTIALS

List Certifications Here. PROFESSIONAL LICENSE

PROFESSIONAL
CERTIFICATION

() BiLNG AND PRYMENT

PLEASE UPLOAD CERTIFICATION () ACKNOWLEDGEMENTS

DOCUMENTATION HERE
() REVIEW AND SUEMIT

SECURE UPLOAD § ~

Ma e size - 10MB

PLEASE UPLOAD CV/RESUME HERE:

SECURE UPLOAD &

Ma e size - 10MB

PLEASE UPLOAD COPY OF
TRANSCRIPT/DIPLOMA HERE

1 your degsee confisms yous diplarma, you do not have
10 uplaad iranseIpLA/EIRIoMa here.

SECURE UPLOAD §

[ET———
vi SECURE
AVE & CONTINUE SEL ENCRIPTION
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"PLEASE UPLOAD LICENSE
DOCUMENTATION HERE:

All file Tormats are aceepted, induding PNG, JPEG, HEIC,
TIFF, PDF, and DOCK.

Max file size - 10M0

Y¥OUR UPLOADED DOCUMENTS

Sample
Document.pdf remove (2)
28.64 KB

Attached Files

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf REMOVE e
2B.64 KB

PLEASE UPLOAD CV/RESUME HERE
Max file size - 10MBE

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf REMOVE e
28.64 KB

FLEASE UPLOAD COPY OF
TRANSCRIPT/DIPLOMA HERE:

IF yeur desgree eonfinms your dighsma, you o nat have
1 upksad ranscripts/diploma here.

Max file size - 10MBE

YOUR UPLOADED DOCUMENTS

Sample
Document.pdf REMOVE e
2B.64 KB

Attached Files
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P Committee for Public Counsel Services LoG ouT
Deferding the Pessie of Messechusetts N

TRANSCRIBER, INTERPRETER Submit Your Application

Billing and Payment

OwnarfPrincipal Employea Form
@ ousivess iNFoRMATION

D P (e GRS

must, in the first instance, enter the owner or STATE EMPLOYEE

Vel Mznags Employees page whers you can CREDENTIALS

principal employee's information. Once.
‘encerad. you may sign into Vhill and sslect the.

‘2dd sdditional employees/contractors to your
Voill sccount. PROFESSIONAL LICENSE
*COMPANY NAME / VENDOR NAME ST

CERTIFICATION
Mary Johnson

BILLING AND PAYMENT
*OWNER'S FULL LEGAL NAME

() ACKNOWLEDGEMENTS

Mary Aa. johnson

() Review anD sugmT

‘DATE THE COMPANY BEGAN OFERATION

11/04/2008 -]

‘OWNER/PRINCIPAL EMPLOYEE'S YEAR OF
BIRTH

1973 ~

‘OWNER/PRINCIPAL EMPLOYEE'S LAST 5
OF SOCIAL SECURITY NUMBER

0123

I consideration of the grant of access to the
Committes for Public Counse! Sanices (CPCS)
Vil System, thraugh my indiidus passuers, |
am applying for and agree to sbide by the
terms snd conditians o this sgreemert, =% set
forth below and 25 may be amended fram time:
o time by CPCS

+The Pasimord assigned i me wil be used

exchusively by me for CRCS billing for services
provided by me, or my CPCS sted employees. |

il e salely esparsible for

ity of my
 access that

‘any suspected security breach,

83 1 e reviamet th Court Cost varedor Man
il Manu 23 may be o
16 e and ageee 1o abide oy the i, Lrrs

e from tin

and condilions cantined therein.

Pelicy and the Court Cost Vendor Manual as
amended

1 agre o maintsin a copy of the Vb, ang ai
atachime: orting recards, case fle
Hacuents, contemporangaus tme records and
il other 4o camentation supporing the services
provided for a pericd of 7 years

“1agree 1o produce any equsied documeniation
10 CPCS o g records i the Sute Aucice

immedioely upon request
c i@; SECURE
SAVE & CONTINUE SSL ENCRIPTION

cp Committee for Public Counsel Services LoGouT
Duterssg e Feopie of Massachusetss -

TRANSCRIBER, INTERPRETER... Submit Your Application

Acknowledgements

Ay services | provide are as an independent

contractor and not an employee of CRCS or the LSS R

Commanwean
STATE EMPLOYEE

1w e s eviemed i COCS Court
Cost Ve Mamul Polies and Procedures snd SERVICE OFFERING

S5ree 1 e by the i amd rcedares

CREDENTIALS

B0 +1m subct 0 and agree o abide by che rles,
egulacions nd procedures of he Comitee or

Public Counsel Servicas including
o publiceounselnet and a5
‘Court Cost Vendor Manual

hose found at
el in the CPCS

PROFESSIONAL
CERTIFCATION
e ey BILLING AND PATMENT

ACKNOWLEDGEMENTS

1 heraby certily under the pains and penakies of

(]
°
o
°
é PROFESSIONAL LICENSE
°
°
!

cjury st Ihe SubTLE infaralion s Lrue and

s !
accurate o the best of my infarmation and beli REVIEW AND SUEMIT

& CONTINUE SECURE

v
sav SSLENCRIPTION
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LPCS cmmsioimtcam sovies

TRANSCRIBER, INTERPRETER .

Review and submit

Please review your application data and cick
edit to make changes if necessary.

st otnson

Company Name: MoryJohnsen

Maling Aceres: 122 Maln Serast
sing - saston

weingZp:02112

. AobimionaL usiess wromATioN (i)

mpiopee Yos

R ——

rancn rofcient

Trposton:sampi e

Sppeinung utnorty s

Agsress: susampleagency@arbolainecom

Appelning Authriy Phane Number: 355 555.3350.
Natur of th Reprasentstion: Enar Tt Hare.
st our fnanil st n groing s

vt Houty R 37300

Tamnms @)

Degrets) i Mastor n Socil Work

[ —

P a—— )
ucausen

s sample cense Type

5 Agency MA Board of Regitraton of Sacsl

Uoad Dislma: Sampl Documentpal

T emcmoramen (@)

Company Name: MaryJohnsen

S Manuat a5 may e amense -

agree 0 abide b e polcis arms and condtions

e any reauestd documentatonte
racost o e sexe Autor
immesiaeyupon request: Yes

e |

PRINTED NAME OF APPLICANT

Mary A Johnson

PREVIOUS.

Submit Your Application

PROFESSIONAL

REVIEW AND sUBMIT

IMPORTANT

SECU

Attached Files
Application-Form
.PDF

157

'SIGNATURE OF APPLICANT

Attached Files
Signature- Review
.PDF

52 to sign below OR click *Generate Signature” to create a
/e.

Many Johnsen

®

'PRINTED NAME OF APPLICANT

| Mary A. Johnson




ARBOLA

Agency Direct Service Vendor

ipcs

Committee for Public Counsel Services
Defending the People of Massachuserts

CPCS Vendor Application

Account &
Contact

*FIRST NAME

= |

M.

“LAST NAME

| Allen |

“PHONE NUMBER

| (123) 456-7890 |

“EMAIL

| sf+jamesallen@arbolainc.com |

PASSWORD *

‘CREATE MY ACCOUNT

Committee for Publ
Defending the Peopie of .

cpPcs

unsel Services

Create an account to get started.

You will use this
account to:

« Complete your application
« Securely upload documents
+ Check the status of your application

Already registered? Login

Login username
and password

LOG OUT

TRADITIONAL

Business Info

[ *I'M APPLYING AS AN INDIVIDUAL:

*I'M APPLYING AS A BUSINESS
ENTITY

“FIRST NAME

James |

LAST NAME

[ |

*COMPANY NAME / BUSINESS NAME

James Allen |

“MAILING ADDRESS

| 123 Washington Street |

“MAILING CITY

Boston |

“MAILING STATE

MA

MAILING ZIP

[ |

FAX

[ |

SAVE & CONTINVE

Submit Your Application

BUSINESS INFO

SERVICE OFFERING

SUBMIT REVIEW

@ SECURE
SSLENCRIPTION
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ARBOLA

Committee for Public Counsel Services
Defending the People of Massachuserts.

LOG OUT

Business Info

IF YOU ALREADY HAVE A VENDOR COCDE,

Submit Your Application

PLEASE ENTER THE 10 DIGITS BELOW BUSINESS INFO

(INCLUDING THE ZEROS)

SERVICE OFFERING

*ARE YOU CURRENTLY STATE VENDOR OR
ON A STATE CONTRACT

SUBMIT REVIEW

www.samplesite.com |

SAVE & CONTINUE @ ?SFEE:EPE‘:E
SAVE & CLOSE

tPC SO s serees Losour
TRADITIONAL Submit Your Application
Services

“WHAT PRODUCTS OR SERVICES DO

YOU WISH TO PROVIDE CPCS? e

Enter Text Here 'SERVICE OFFERING

‘SUBMIT REVIEW

IF YOU ARE PART OF ANY FEDERAL
PURCHASING AGREEMENT, COOPERATIVE
PURCHASING AGREEMENT, ENTER THAT #
BELOW.

0101010

WHAT OTHER COMMONWEALTH AGENCIES
Al ORKING WITH?

2
2

Other

POINT OF CONTACT WITHIN OTHER

Enter Point of Contact

IF YOU HAVE ANY CONTRACTING
PARTNERS, PLEASE ENTER THEM BELOW.

Enter Contracting Partners

“WHAT DO YOU EXPECT THE ANNUAL COST

S
@
@
3
2
a
3
4
3
@
?

520,000

Please list business references:

Business Reference
#1

‘FIRST NAME

[}

John

‘LAST NAME

Smith

sf+johnsmith@arbolainc.com

(123) 4567899

3 m
2 2
) >
z 7
z
&
2
a2
5

ADD REFERENCE ®

4 agree nat eing spproved fo payment
Purposes 83 8 vendar 1o  gubrancee of vark.

R
SAVE & CLOSE
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tp Committee for Public Counsel Services LocouT

Defending the People of Massachuserss

TRADITIONAL Submit Your Application

Attached Files
Application-Form
.PDF

Review and Submit

Please review your application data and click @ susiessineo
edit to make changes If necessary.

Attached Files
Signature- Review
.PDF

SERVICE OFFERING

¥ susessivro

1am applying as a Business Entit: Yes

SUBMIT REVIEW

First Neme James
Last Name: Allen
Company Name: James Allen

Preferred Prone (Office, Cel, Home): (123) 456.7890

Email st-jamesallen@arbolainc.com

Malling Address: 123 Washington Street

Maling Ciey: Boston

Maling State: MA

Mailing Zip: 02112 IMPORTANT

Fax: 555.555.5555 The decision of the Committee for
Public Counsel Services (CPCS) to
allow a vendor to billfor services in

< AODITIONAL BUSINESS INFORMATION R

endorsement of the vendor or

Are you currently sate vendor or on a state
Services and the name "Commiziee

‘“WEND

OR SIGNATURE

W

contract: Yes

Wessite: wwaw.samplsite.com for Public Counsel Services' or the 1 w OR dlick

acronym “CPCS” should not be:

- e used in any business ad
v ELECGTERS communicstians it he
exception that a vendor may
indicate they bill CPCS directy.
Additionaly
vendors to hold themselves outas

ingor
ed

What products or services do you wish to provide
CPCS: Enter Text Here.

Are you s part of any federal purchasing x no time are

agreement: 0101010

Wha other Commonweaith Agencys are you working. CPCS "cerified or "approved,” 25

with: Other this may imply that CPCS s
vouching for the credentals of the

Have you any contracting partners: Enter Contracting. o

Partners

What do you expect the annual cost of services to

be: 520,000

BUSINESS REFERENCE 1

First Name: john [Clear ] (Generate Signature ] [Save ]

Last Name: Smith

Email sf-johnsmith@arbolainc.com
Pnone: (123) 4567899

I agree that being approved for payment purposes as 3
vendor is not a guarantes of work: Yes

OchrEner o ofCotact ‘PRINTED NAME OF VENDOR

*VENDOR SIGNATURE

‘ James Allen

James Allen

‘PRINTED NAME OF VENDOR

James Allen

SECURE
SAVE & CLOSE
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Portal Dashboard

tpcs DASHBOARD = LOG OUT

Welcome

Jason Smith

1 Main Street Boston, MA

Notifications

Notification

> Maintenance hours

Sep 21. 2023, 5:55 PM

> In search of the Creole speaking Attorney

Sep 21. 2023, 5:52 PM

> CPCS Vendor Application Received!

Jan 19, 2024, 6:26 AM

Secure Message Center Need Help?

CPCS Vendor

» CPCS Vendor Handbooks Handbooks

HAVE QUESTIONS?
CPCS Home Contact us: Send a secure message
FAQ Phone: (617) 482-6212
Vendor Dashboard

Disclaimer | Privacy Palicy | 3 Massachusetts Committee for Publ | Services

161
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ARBOLA

Portal My Profile

LOG OUT

tpcs DASHBOARD

MY PROFILE

MY VENDOR PROFILES

| Attorney v |

Welcome

MEIanie (@1{“\ Profile Tip
Smith Complete your profile to

get better matches.
123 Fake Street Boston. MA

Vendor since 1/19/2024 ° Add supplemental profile info

Your profile helps us match your expertise and
interest to CPCS cases.

Profile Info Additional Info Documents on File
~  BUSINESS INFO .
Want to Users can edit
I am applying as & Business Entity: Yes add

fields on the
portal.

First Name: Melanie

Last Name: Smith

Company Name: Melanie Smith typ ~
Preferred Phone (Office, Cell, Home}: (123) 456-7890 your .
7
Email: sfrmelaniesmithmacpes@arbolainc.com profile? Fields that
Mailing Address: 123 Fake Strest See list of CPCS can 7t be
Mailing City: Boston vendor types ) .
Mailing 5tate: MA edlted WI” be
APPLY TODAY
Mailing Zip: 02112 grey OUt and

Fax: 555-555-5555

need to be
Wendor & V(1234567890 Submitted to
BEBO#= 111111 MA CPCS

Admitted to the Massachusetts Bar: 01/01/2020

“ ADDITIONAL BUSINESS INFORMATION

Language(s): English, Spanish
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