
To add a user to your organization: 
 
Log in to the TGS system with an organizational level log on and password – these are 
generally held by the Executive Director or their designee. 
 

 
 
Choose “agency information” from the drop down list. 

 
 



Once the agency information page appears, scroll to the middle of the page where users 
are displayed. 
 

 
 
Below the table of users, click on “add user” 
 
A new line will appear in the user table where the new user’s name, password, user level, 
and types of uses can be set.  The instructions on the screen give additional information 
about each field. 
 

 
When finished, click “update” to the left of the line where the new user has been added. 
 



Scroll back to the top of the screen and click “submit” for the changes to be saved. 
 

 
 
 
 


