
1. Login to the DDS Gateway 
 



2. Select Provider Administrator  
 



3. Click Add a New User 



4. Enter the Email, First Name and Last Name of the user (All other fields are 
optional) 
 



5. Click Save, then the Apps/Roles Assigned box will appear on the top right of the screen. 
Click Manage App/Role assignments. 



6-1. Chose the application to grant a role for 
6-2. Click the box next to the role 
6-3. Make the role active 
6-4. Make it the default role if it is the first role you are assigning in that 
application 
6-5. Save your changes 



7. At this point, you have setup the user. The user will receive an 
email that will allow them to create a password. 
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