@Home Infroduction

1 Visit our website. (www.canatear.com/cana/login)

2- There are 3 login messages. The first message Is general

to confirm your user account. Second is Cana's system message
1o give you regular updates from Cana about our web services,
The third message is your co-op's message. It s updated by your
co-0p dedicated volunteer as needed.

3 - Co-op Calendar. This calendar is for viewing any co-op events.
You can select any of the avalable views (ist, month, week, day).
Your designated volunteer creates events as needed.

4- Co-0p Forms. You can access forms specifc to your co-op.
Instructions on how to submit a form s covered in separate PDF file.

5 - Co-op Information. This section includes your co-op specific
information for the "Current Year" and "Previous Year". Please note,
some co-ops may have "Previous Year" disabled on request. The
“Current Year" displays several sub-categories. These sub-categories
are organized by your co-op and uploaded by Cana. Each category
has files attached. For example “Financial Reports” includes reports
of every month of the current year:

6 - This section provides links to external websites or emal
addresses specific to your co-op. For example, an emall to
your coordinator or link to CHF BC.

7 - Form submissions provides historical record of your submitted
forms including date and status. If you would like to view the form
you submitted, click on the small PDF Icon to open the PDF In new
tob window.
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