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How to: Set Up a Case Manager Account in Therap 

Steps that will be used in this How-To process 

1. Create Super Role for Case Manager

2. Create Case Manager User account

3. Add Profiles and Privileges

Create Super Role for Case Manager 

1) Log in to Therap. https://secure.therapservices.net/auth/login 

2) From the Admin tab of your
Therap dashboard, click the
Manage link located in the
Super Role section.

2.1) - Please check your list of 
super roles and do the 
following to create a Case 
Manager Super Role if you do 
not already have on created. If 
you have one created proceed 
to the Create Case Manager 
User Account section on page 
2.  

3) Click Create New Super Role.
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4) Name the super role 
“Case Manager.” 

 

 
 

5) Check the appropriate 
privileges (shown 
right). 

 

 
 

6) Scroll to the bottom of 
the page and click 
Save. 

 

 
 

Create Case Manager User account  

1) From your Therap 
dashboard with the 
Admin tab selected, 
click the New link in the 
User section. 
 

 

 
 

2) At a minimum, enter 
required fields and 
ensure the User Type 
shows as Case Manager 
in the User Information 
section. 

 

 

3) Scroll to the bottom of 
the page and click the 
Save button. 

 

 
4) On the following 

Personal Details page, 
you may enter desired 
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information and Enable 
Notifications by 
checking that option. 

 
5) Scroll to the bottom of 

the page and click the 
Save button.  

 

 
 

6) Return to the 
dashboard then click 
Assign External System 
ID option under the 
General section next to 
User from the Admin 
Tab.  

 

 
 

7) From the User List 
page, click on the new 
user name.  

 
7.1) - Name is removed 
due to HIPAA 
compliance.  

 

 
 

8) Enter in their CDSS 
login Id in a case 
sensitive manner then 
click Save.  

 

 
 

Note: This attaches the CDSS Login ID to the established Therap User's Login ID. 
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9) From the success pop 
up window, click 
Dashboard.  
 
9.1)- On the same 
screen click the  Admin 
Tab then click Assign CM 
By External ID option 
under the Care section 
next to Batch Case 
Manager Assignment.  

 

 
 

10) Enter the CDSS ID then 
click Assign.  

 

 
 

Note: This pulls the caseload from CDSS into Therap. 

Add Profiles and Privileges  

1) From the Admin tab of 
your Therap dashboard, 
click the Manage link 
located in the User 
Privileges section. 
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2) From the User List page, 
click on the new user 
name.  
 

 

 
 

3) Click on the text Initial: 
Regular and rename the 
profile “Internal” then 
click Change.  

 

 
 

4) Click on the text Super 
Role. 

 

 
 

5) Choose the “Case 
Manager” super role. 

 

 
 

6) Click Add Caseload.  

 
 

Note: If the user’s caseload does not appear in this list, see the Therap user guide for Assigning an External System 
ID to Case Managers. 

7) Add the appropriate 
caseload (s) for the Case 

 

https://www.therapservices.net/resources/southcarolina/Part1-AssigningExternalSystemID.pdf
https://www.therapservices.net/resources/southcarolina/Part1-AssigningExternalSystemID.pdf
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Manager then click the 
“X” to close screen.  

 
 

8) Click Add Profile.  

 
 

9) Name the profile 
“External” and select 
Case Manager as the 
Profile Type. 

 

 
 

10) Under your newly 
created profile, click on 
the text Super Role. 
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11) Choose the “Case 
Management – 
Shareable super role. 

 

 
 
 
 

12) Click Add Caseload.  

 
 

13) Add the ACMC: user 
– (user’s name) 
caseload, then close 
the popup window.  

 

 
 

Note: If the user’s caseload does not appear in this list, see the Therap user guide for Assigning an External System 
ID to Case Managers. 

14) Scroll to the bottom 
of the page, check 
“Enable SComm 
“and “Multi Provider 
SComm”, then click 
the Save button. 

 

 

https://www.therapservices.net/resources/southcarolina/Part1-AssigningExternalSystemID.pdf
https://www.therapservices.net/resources/southcarolina/Part1-AssigningExternalSystemID.pdf
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