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Introduction to Salesforce & AdvoLogix 

OITMS is the tool used by the State of Ohio DODD team to track MUIs and related information.  OITMS is 

based on Salesforce & AdvoLogix. 

Salesforce.com is a cloud-based CRM (Customer Relationship Management) platform that helps organizations 

to effectively streamline their business operations. 

AdvoLogix is built and runs on Salesforce.com as an application that centralizes all Matter information and 

adjusts to your processes, workflows, and standards. 

Terminology 

When using OITMS, you may hear new terminology.  Definitions for the most commonly used terms are below. 

When we say We mean this 

Record An item you are tracking in your database; if your data is like a spreadsheet, then a record is a row 

on the spreadsheet 

Field A place where you store a value, like a name or address; using our spreadsheet example, a field 

would be a column on the spreadsheet 

Object A table in the database; in that spreadsheet example, an object is a tab on the spreadsheet 

Org Short for “organization,” the place where all your data, configuration, and customization lives. You 

log in to access it. You might also hear this called “your instance of Salesforce” 

App A set of fields, Objects, permissions, and functionality to support a business process 

Related List Objects can be associated with (related to) each other.  For example, an Account may have Contacts 

associated to it.  Related Lists allow you to see the relationships established between the Objects. 

List View A collection of records within an object displayed in a list format and customized with filters 

 

OITMS Portal for Provider Users 

The OITMS Portal for External Users provides users the ability to: 

● View previously created MUI records in which you were the provider 

● Search the Abuser Registry 

● Run reports 

 

Depending on the role of the user accessing the Portal, they may have the ability to do all of the actions or only 

those that apply. 
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Accessing the OITMS Portal for External Users 

 

Logging in as a Provider into the Ohio Incident Tracking System (OITMS).  

Step 1: Go to OhID Sign in Page at https://ohid.ohio.gov/wps/portal/gov/ohid/login 

Step 2: Enter your Ohio ID and password 

 

Your user ID, also known as your Federation ID, can be found when you click on Log Out in the upper right 

corner from ohid.ohio.gov. Sometimes it displays next to OH|ID. Sometimes the OH|ID shows the name, ex 

bendermar. 
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If you are new to the system, you will need to go to the App Store  

 

Downloading the OITMS Application Tile 

Step 1: Go to the App Store located at the top banner 

  

Step 2: Search for DODD-OhioITMS in the Search by Keyword box 

Step 3: Select the DOD-OITMS Tile  

  

 

Step 4: Request Access  

Step 5: Go to My Applications and the tile is now listed in your Apps. Please note it may take a few minutes to 

update and get approval.  

Step 6: Open Application  
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Accessing OITMS Application   

 

Home Page 

The Home Page gives users a quick view to items to help them manage their day. The Home Page also includes 

navigation tabs to guide you around the tool.   

 

Global Search  

 

Salesforce Global Search gives you the power to find information faster.  With Global Search, you can easily 

find any record available within Salesforce. 

1. Click into the Search bar 
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2. Type in the MUI Number.  Optionally, you can specify the object to search within by selecting it from the 

dropdown list or keep the option as ‘All’ to search all objects. 

Search the Abuser Registry 

The Abuser Registry is available to be searched within the OITMS External Portal.  To search the Abuser 

Registry, click on Abuser Registry tab.  Enter your search criteria, click ‘Search’, and view the results. 

 

Parameterized Search 

A parameterized search can be used to search and find information related to MUI records within the OITMS 

system. 

When entering a name or number for your search parameter, do not leave any empty spaces before or after as 

this could impact your search results. When you would like to complete a search using the date fields, you 

must first select the date type. Once you choose your Date Type, the Start and End Dates fields will turn from 

grey to white and you can add the dates in. Once you have completed these steps, you will select Find MUI.  

 

mailto:itscallcenter@dodd.ohio.gov


 

 

DODD OhioITMS 

User Guide 

June 2023 

EXTERNAL 

 

 

Division of Information Technology Services 

ITS Call Center 800.617.6733 option 4 

itscallcenter@dodd.ohio.gov Page 6 of 20 

 

 

 

Adding a Provider User through Admin Tab    

 

Step 1: Select the Admin Tab on banner 

Step 2: Enter the OhID (8-digit number) of the person you would like to give access 

Step 3: Click next  

Step 4: Select Create new user 

 

 

Step 5: Complete new user information section  

Step 6: Assign a role 

Provider -access provider’s MUI records and reports 

Provider Admin-access provider’s MUI records, reports and add/revise users 

Step 7: Verify  

Step 8: Select Finish 
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Changing a user’s permissions  

Step 1: Select the Admin Tab on banner 

Step 2: Enter the OhID (8-digit number) of the person you would like to review/change access 

Step 3: Select Change 

Step 4: Go to next  

Step 5:  Finish 
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Provider Reports – Locating, filtering, and exporting.  

Locating Reports 

Step 1: Starting in home screen – Locate “reports” and left click.   

 

 
Step 2: User left click in "ALL folders (left panel)  

 
Step 3: User left click on “ITS – MUI, Providers, CB, DC and COGS.”    
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Step 4:  Select a report      
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Filtering Reports  

 

 

Step 3: Modify filter using available selections. Select APPLY when finished.   

  

Step 1:  Locate filter button and select.   

  

  
Step 2:  Locate a filter  
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 Exporting Reports 

 Step 1: Locate drop down arrow next to “edit” button. 

 

Step 2: Select export.  

 

 

 

 

 

 

 

 

 

 

Step 2: Select export.  

 

Step 3: Select format and click export. *Information will be saved in excel format.   
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Provider Report – MUI Client Grid by Category  

MUI’s are grouped by incident category. Report information includes MUI #, individual(s) associated, DODD # 

and findings (as applicable).  

 

This report allows user to see ALL MUI categories by incident provider and allows user to filter information by 

county/DC, incident date/time, County board discovery date/time, MUI category and more.   

 
 

Provider Report – Provider Analysis 1  

MUI’s are grouped by incident category. Report information includes MUI #, MUI category with details and 

County board Discovery Date/Time   

This report allows users to see ALL MUI categories by incident provider to review trend/patterns.   

Users can filter information by County board discovery date/time to assess potential patterns of categories.    
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Provider Report-Provider Analysis 2 Category Detail 

Total # of incident per category for a calendar year.  

 This report allows users to see compassion information from previous years if selected.  

 
 

Provider Report- PCS Report 
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MUI’s are displayed by county and individual. Report information includes MUI #, individual(s) associated, 

DODD # and findings (as applicable).  

This report allows users to see ALL MUI categories by incident provider and allows users to filter information by 

county/DC, incident date/time, County board discovery date/time, MUI category and more.   

 

Provider – List Views 

Similar to reports – List view allow quick access to information for MUI(s) associated with provider agency.  

Locate MUI tab. User can drill down by various statuses by selecting drop down arrow next to Active MUIs. 

 

User can clone existing list views to create custom views.  To complete this, user can navigate to gearbox and 

select clone.  
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User can NAME LIST VIEW (i.e., Open MUI’s, MUI’s with pending Questions, Closed MUI’s, etc.) 

 

User can modify fields of cloned listed to further customize. Locate GEARBOX and click SELECT FIELDS TO 

DISPLAY *Gearbox allows you to clone, rename, modify fields, delete list view, etc.  
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User can modify filters after creating a clone list view, much like reports. Filters can be saved/customized to 

your needs or user preference.  
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NOTE: Do not “X” the filter’s box out till you are comfortable and filters have been finalized for your needs. You 

can save filters as you change them but closing out (“X”) filters will remove ability to edit further. To get this 

function back, you would need to clone list view.  

If you need to delete a list view created in error – go to that list view, locate gearbox, and select delete. 
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