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Administrator Accessibility: Home Visitor 

 

Step 1: To create a GaPDS account, go to www.gapds.decal.ga.gov  

Step 2: The GaPDS Home Page displays: 

A. Click Login/ Register 

 

 

 

 

 

 

 

 

 

 

 

http://www.gapds.decal.ga.gov/
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Step 3: The Login page displays: 

A. Enter GaPDS Admin credentials  
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Step 4:  The Manage Users page displays: 

**Note: The Home Visitors Administrator has the ability to view Home Visitor registrants’ profile, 

as well as Reports. To search User Records, Admin may search by: 

a. First Name 

b. Last Name 

c. Maiden Name 

d. Email 

e. GaPDS number 

f. Username 

g. GaPDS Status or 

h. Last four of SSN 
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Step 5: While still on the Manage Users page, the Search User Records section will display: 

A. Enter accurate information  

B. Click ‘Search’ 

 

 

Step 6: The Search User Records results display: 

A. Click ‘View User Profile’, or the icon resembling a person.  
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Step 7: The user’s PDS profile displays: 

 

 

**Note: The Home Visitor Admin has the ability to view all credentials entered into the user’s 

profile; however the Home Visitor Admin does not possess the authority to edit credentials in the 

user’s profile.  

 

 

b. Click the Back to Manage Users button to return to the Manage Users search page.  
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The Home Visitors Administrator also has the ability to view ‘Reports’ 

 

 

Step 8: In order to access ‘Reports’:  

A. Click ‘Reports’  
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Step 9: The GaPDS Reports page displays: 

A. From the Select Report drop down box, select the appropriate report. 
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Step 10: To view Home Visitor Summary Report: 

A.  Enter the appropriate: 

a. From Date 

b. Home Visitor Site 

c. Home Visitor Model(s) 

d. Credentials 

e. To Date 

f. Home Visitor Roles(s)  

g. Training Report  

 

 

B. Click ‘View Report’ 
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Step 11: The Home Visitors Training Report results displays: 

 

 

 

 


