
Managing Users in Georgia Procurement Registry (GPR) 

Step # Action 
1 Login to Georgia Procurement Registry (GPR).  

Link: https://ssl.doas.state.ga.us/GPRBuyerPortal 
 
 

 
 
 
 

2 Select ‘Manage Users’ to: (Click the links below to go directly to activity) 
• Create 
• Update Profile Information 
• Reset Password 
• Deactivate Users 
• Reactivate Users 
• Unlock User Account 

 
 
 

 
 
 
 
 
 

https://ssl.doas.state.ga.us/GPRBuyerPortal


3 Select ‘Create New User’ to add user. 
 
 

 
 

 
 
 

4 Enter the user profile information. (* denotes required fields) 
User Name AND Email Address must be unique, the ‘Check Availability’ button must 
clicked after entering User Name before you can proceed  
  
After filling in the Email Address, press the enter key to move forward. 
 
 
 

 

 
 
 
 
 

 



5 Select the entity to which the user will have access. 
 
 
 

 
 
 
 
 

 
6 Select the appropriate ‘Security Role’ for the User. A security role cannot be 

selected until an Entity has been chosen. 
 
 
 

 
 

 
 
 
 



7-A The Security Role(s) and associated details will appear at the bottom of the screen. 
Confirm the role and details; and click the ‘+Add User’ button if there are no 
changes.  
 
 
 

 
 
 
 
 
                 

7-B If the Effective Date needs to be changed, click the Edit link. Select ‘Delete’ if you 
need to remove the assigned Security Role. 
 
 
 

 
 
 
Selecting the ‘Delete’ link will remove the associated security role. 
 
 



 
When the ‘Edit’ link is selected 
 

 
 
 

7-C Once updates to security role(s) have been completed, click the ‘+Update User 
button. 
 

 
 

 
8 The update a user profile, click on the User Name. 

 
 

 
 
 
 



9 When you have completed editing or updating the user profile, click the ‘+Update 
User’ button. 
 

 
 
 

10 
Under the Action column click  to reset the user’s password. 
 

 
 
 
 

11 After selecting the reset password icon, the GPR will display this message. Verify the 
email address is correct for the user and click ‘OK’. 
 
 

 
 
 



12 The user will receive their temporary password. 
 
 

 
 
 
 

13 
Under the Action column click  to deactivate the user’s profile. 
 
 
 

 
 
 
 

14 Click the ‘Deactivate’ button to confirm the user account’s deactivation. 
 
 

 
 
 
  



15 
To reactivate a user account, under the Action column click   
 
 
 
 

 
 
 
 
 

16 Click the ‘Reactivate’ button to confirm the user profile’s reactivation. 
 
 

 
 
 
 

17 Afterwards, the user will receive an email confirming the reactivation. 
 

 
 
 



18 
To unlock a user account, under the Action column click  
 

 
 
 

19 Click the ‘Unlock’ button to unlock the account.  
 
 
 

 
 
 
 
 
 

20 Afterward the user will receive an email with a temporary password. 
 

 
 
 



 

 

 

 

 

 

 

 

 

 

 

 


