How to create a Canopy log-in:
· Go to homepage

· [On the left-hand side] Select Applications-Web based.

· Find where it says Canopy, and select it.

· Log-in

· Select Admin, in the upper left-hand corner.

· Select plus sign where it reads Provider Information. Select Providers.
· Do a search for the user to see if there is an existing account.

· Go to the Account Management tab (on the side).
· Select Add, in upper left-hand corner.

Useful Notes:
· User must choose a password that is at least six characters long, and has to have a number in it.

· The password lasts for 120 days.

· After 10 days, if user does not change temporary password, the account will lock itself and will then need to be reset.
· Social Workers need Utilization Management, and Discharge privileges.

· Case Workers and Social Workers need Data Entry Personnel, Discharge Planner, Forms Personnel, and Search User Privileges.
· Must have State ID number.(For Case Managers or Social Workers)

