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How to Add an ASO User 

 
1. Log in to GaPDS as an ASO Admin, click on “ASO”, and select “Users”.    

 

 
 

2. On the ‘Manage ASO Users’ page, click “Add ASO User”.   
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3. On the ‘ASO Add User’ page, enter a First Name, Last Name, PDS #, and/or State 

Approved Trainer Code, and click “Search”. 

 

 
 

4. The search results display along with the ASO Admin, ASO Trainer Admin, or ASO Trainer 

check boxes. 
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5. Select the user’s role(s) and then click “Add selected User(s) to the Organization”. 
 

 
 

6. Click “Back”.   
 

 
 

7. The new user displays on the ‘Manage ASO Users’ page. 
 

 

Note:  ASO Trainer Admins and ASO Trainers cannot add ASO Users. 
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