
1. Login to the DDS Gateway 
 



2. Select Provider Administrator  
 



3. Click Find a User 



4. Search by either First Name, Last Name or Email Address 



5. Check the Is Active box and click save 



6. At this point, you have unlocked the user. If the user needs a new 
password they can click the Forgot your Password? Button. 



Note you can reverse the steps in this guide to deactivate a user.  
1. Find the user 
2. Uncheck their is active box  
3. Enter a reason (Such as they have left the agency) 
4. Click Save 
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