Canon

Partner Portal Login - Frequently Asked Questions

How do I request access to the Canon Partner, CNA & Pinnacle Club Portals?
Whom can I contact for assistance if I have trouble logging into a Canon Partner Portal?
As a Canon partner, what do I enter in the Username field on the Login screen?
As a Canon employee, what do I enter in the Username field on the Login screen?
What do I enter in the Password field on the Login screen?
As a Canon Partner, what do I do if I am locked out of the system after entering a Login Password three times unsuccessfully on the Login screen?
As a Canon internal user, what do I do if I forget my Login Password?
As a Canon Partner, Reseller or Retail Partner, what do I do if I forget my Login Password?
As a Canon America, Inc. employee, how can I request access to the Canon Partner portal?
As a Canon America, Inc. employee, how do I use SAR to request access to the Canon Partner portal?
When does my Login Password expire?
As a Canon Reseller or Retail Portal user, how can I change my Portal Login Password?
As a Canon Partner, how can I change my Partner Portal Login Password?
As a Canon internal user, how can I change my Portal Login Password?
As a Canon partner or internal user, what do I do if I get an error and I am locked out of the site after attempting to login into the portal multiple times?
What web browsers does the Canon Partner Portal support?
As a Canon Network Access (CNA) user, how can I access the CNA site?
As a Canon partner, how can I become a member of the Canon Pinnacle Club?
Q – How do I request access to the Canon Partner, CNA & Pinnacle Club Portals?
A – To request access to the canon partner portal, follow these steps:

1. Log into the Canon U.S.A., Inc. intranet using the following URL:

http://canonusa.cusa.canon.com/main/welcome.asp
The Canon U.S.A., Inc. Intranet Home screen displays.

2. On the Intranet Home screen, select System Access Request (Add/Remove).

The System Access Request screen displays.

3. Select Canon Partner Portal in the left pane.
The Canon Partner Portal screen displays in the Canon Request Center.

4. To identify the person to be given portal access, click the Search icon ([image: image1.png]


) next to the Requested For field.

The Search pop-up window displays.

5. In the last Name field, enter the last name of the person who the report is for (beginning with a capital letter), and then click Search.

The Search pop-up window displays the Name and User ID of the requested user.

6. Select the name of the person for whom you are requesting portal access.

The Canon Request Center screen displays with the name of the selected person in the Requested For field.
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Note: After landing on this screen, if the selected user only needs access to the Canon Partner portal, no other option needs to be selected on this screen. Skip to Step 12 and submit the request.

On this Canon Request Center screen, you select one of the following options for access at a time:

· Access to one type of information on the BICG Marketing & Service Site

· Access to Canon Admin functions

· Access to the CNA portal, or

· Access to the Pinnacle Club portal

Note: To request additional roles or access to other sites, you need to make a separate request for each role or site that you want to request by repeating this entire procedure.

7. To request access to any information on the BICG Marketing & Service Site, select one of the first six roles in the Roles section of the screen using the following information.

	This role …
	Is assigned to …
	Enables users to …

	General Marketing Content
	Dealers who can view marketing information.
	view general marketing information on the Marketing & Service site.

	Canon Principal
	Canon VPs, Field Sales, Select Canon High Level Management who have access to Dealer Principal content.
	view Dealer Principal information on the Marketing & Service site.

	Canon Marketing Information
	Canon employees with any job title and function.
	view marketing materials on the Marketing & Service site.

	Canon Pricing Information
	Canon employees with any job title and function who have access to pricing information including state and GPO contract information.
	view pricing information including State, Federal and GPO contract information on the Marketing & Service site.

	Canon Promotion Information
	Canon employees with any job title and function.
	view promotion information (sensitive) on the Marketing & Service site.

	Canon Service Information
	Canon employees with any job title and function who can access service information.
	view service information (sensitive) on the Marketing & Service site.

	Field Sales Information (CSM/TSE)
	Channel Sales Manager, Technical Sales Executive, Field Sales personnel and internal employees who can view field sales information.
	view field sales information on the Marketing & Service site.


8. If the selected user is a Site Administrator, Regional Administrator, or System Administrator, select Canon Admin to give the person access to the required functions.

9. To request access to the CNA or the Pinnacle Club portal, select CNA or Pinnacle Club in the Roles section of the screen.

10. In the Justification field at the bottom of the screen, enter the reason why the selected user should be given access to the portal (i.e., “The person is a new Canon Dealer and needs access to the Partner Portal.”).

11. After you select the required role or portal access, click Submit in the top-right, or the bottom-right of the screen to submit your request to the approver.

While your request is being submitted, the message [image: image3.png]


 displays.

The confirmation message, “Successfully submitted request” then displays.

12. To exit this screen, click Logout at the top right of the screen.

The message “You have successfully logged out” displays.

13. To exit this screen, click Close window at the bottom of this window.

Q – Who can I contact for assistance if I have trouble logging into a Canon Partner Portal?
	For assistance logging into this site …
	Use this contact …

	BICG Marketing & Service Site
	canonportalsupport@cusa.canon.com

	Canon Network Access (CNA)
	cw_order-prg_mgmt@cusa.canon.com 
(for Central and Western regions)

se_order-prg_mgmt@cusa.canon.com 
(for Southern and Eastern regions)

	Retail Business Support System (RBSS)
	Dealers: Contact your Partner Portal Administrator at your dealership.

Partner Portal Administrators: Contact your Canon U.S.A. Regional Administrator

	My Cannon Connection
	canonretailportal@cusa.canon.com

	Reseller PartnerNET
	imageFORMULA Scanner Field Sales & Support Team: Click here to view contact information for this channel 
imageCLASS Printing Products Reseller: Click here to view contact information for this channel 
LFS Reseller Field Channel Sales: Click here to view contact information for this channel 

	Canon Business Services Platform (CBSP)
	cbsp_inquiries@cusa.canon.com

	Learning Zone
	Helpdesk at (866) 262-0683 or LZSupport@cusa.canon.com (for users in the U.S.A.)

LATAM_spt@canon.com.pa (for users in Latin America / Para los usuarios de América Latina)

	Prisma Portal
	canonportalsupport@cusa.canon.com

	Canon Account Partner (CAP)
	Canon Site Administrator

	Strategic Accounts Dispatch Portal (SADP)
	Partner Portal Administrator at your dealership.

Partner Portal Administrators: Contact your Canon U.S.A. Regional Administrator

	Swag Shop
	Program Customer Care at (800) 468-4332

ProgramCustomerCare@halo.com


Q – As a Canon partner, what do I enter in the Username field on the Login screen?

A – Enter your email address.
Q – As a Canon employee, what do I enter in the Username field on the Login screen?

A – Enter your User ID.
Q – What do I enter in the Password field on the Login screen?
A – The first time you log in, enter the temporary password that was assigned to you. Any time you log in after that, enter your permanent password that you create.
Q – As a Canon Partner, what do I do if I am locked out of the system after entering a Login Password three times unsuccessfully on the Login screen?
A – If Canon Partners enter their password three times incorrectly, they are automatically locked out of the system for 15 minutes. Partners should wait at least 15 minutes, and then attempt to login again. If they have forgotten their password, they should follow the procedures for resetting a forgotten password described in the following FAQ.
Q – As a Canon internal user, what do I do if I forget my Login Password?

A –If you forget your Network Login/Portal Login Password, you need to contact the Canon Help Desk to request to have your password reset.
Note: Keep in mind that your Canon Partner Portal Login Password is the same as your Network Login Password and that if you reset your Portal Login password, you automatically reset your Network Password.
Q – As a Canon Partner, Reseller or Retail Partner, what do I do if I forget my Login Password?
A – If you forget your password, you can use the following steps to reset your password:
1. Using your browser, go to the following URL:
http://partners.usa.canon.com
The Canon Partner Portal Login screen displays.
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2. Click the Forgot Password? link on the Canon Partner Portal Login screen.

The following screen displays.
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3. Enter your Email Address in the field provided, and then click Next.

The following message displays.
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4. Click BACK TO LOGIN to close this message and return to the Login screen.

The following email is also sent to your inbox.
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5. Open the system generated email, and then click the Partner Portal Password Reset link in the email notification.

Note: The link on this screen is only active for four hours. If you do not use this link within this time, you will need to restart this procedure again and click the Forgot Password? link on the Canon Partner Portal Login screen.

The following dialog displays.
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6. In the fields provided, enter a new password 8 to 20 characters long including at least one letter and one number (upper and lower case characters are allowed) and then click Submit.

The Canon Partner Portal Login screen displays.

Q – As a Canon America, Inc. employee, how can I request access to the Canon Partner portal?
A – Canon America, Inc. employees can request access to the Canon Partner portal by using the Canon System Access Request (SAR) System.
Q – As a Canon America, Inc. employee, how do I use SAR to request access to the Canon Partner portal?
A – Canon employees can request access to the Canon Partner portal by using the Canon System Access Request (SAR) System. 
To request access to the Canon Partner portal using SAR:
1. Log onto the Canon, U.S.A., Inc. intranet.

2. On the Canon intranet home page, select System Access Request (Add/Remove).

3. On the next SAR screen, click System Access Request in the right pane.

4. On the next SAR screen, select Canon Partner Portal in the left pane.
5. On the next screen that displays in the Canon Request Center, enter the name of the person requesting access in the Search field and then click the Search icon.

6. Select the requestor’s name on the pop-up window.

7. In the Justification field at the bottom of the screen, enter the reason why the selected user should be given access to the portal.
8. Click Submit in the top-right, or the bottom-right of the screen to submit your request.

Q – When does my Login Password expire?
A –Login Passwords are permanent and do not expire after they are created.
Q – As a Canon Reseller or Retail Portal user, how can I change my Portal Login Password?
A – Canon Resellers, and Retail Portal users cannot change their Login Password directly. You must contact your System Administrators to request to have your Login Password reset.

Q – As a Canon Partner, how can I change my Partner Portal Login Password?
A – To change your portal Login Password follow these steps:

7. Open the Canon Partner Portal.

The BICG Marketing & Service Site Home page displays.
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8. Click MY PROFILE in the right-corner of the header on the Canon Partner Portal Home Page, and then select Change Password from the drop-down.

The Change Password screen displays.
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9. In the Current Password field, enter the password that you want to change.

10. In the New Password field, and the Verify Password field, enter a new password of 8 to 20 characters, including at least one number and one letter.

11. Click SAVE.

Q – As a Canon internal user, how can I change my Portal Login Password?
A – Canon internal users cannot change their Login Password directly since their Password is the same as your Network Login Password and that if you reset your Portal Login password, you automatically reset your Network Password. You must contact the Canon Help Desk to request to have your Login Password reset.

Q – As a Canon partner or internal user, what do I do if I get an error and I am locked out of the site after attempting to login into the portal multiple times?
A – Try resetting your password by following these steps:

1. Click Forgot Password? on the Canon Partner Portal Login screen.

2. Enter your Email Address when you are prompted.

The system sends you an Authorization Code you can use to login to the system and then create a new permanent password.
Q - What web browsers does the Canon Partner Portal support?

A – The Canon Partner portal is supported by the following web browsers:
· Google Chrome (version 60 and above)

· Firefox (version 55 and above)

· Internet Explorer (IE) (version 11 and above)

· Safari (version 10 and above)

Q – As a Canon Network Access (CNA) user, how can I access the CNA site?
A – You can access the CNA site through the Canon Partner Portal by following these steps:
12. Using your browser, access the Canon Partner Portal at the following UR:
https://partners.usa.canon.com
The Canon Partner Portal Log In screen displays.
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13. In the Username field on the Log In screen, enter your Email Address.

14. In the Password field, enter your Canon Partner Portal Password.
Note: For Canon internal users, this is the same password as their Network Login Password.
15. Click SIGN IN.

The Canon Partner Portal Welcome screen displays links to all the sites that you are authorized to use. 
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16. Click the Canon Network Access link on the portal Welcome screen.

The CNA Home screen displays.
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Q – As a Canon partner, how can I become a member of the Canon Pinnacle Club?
A – Contact the Canon Site Administrator within your dealership.
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