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About the ASO Dashboard Page 

 
1. Log in as an ASO Admin. 

 

• If you belong to a single organization, the ‘ASO Dashboard’ page displays. 

 

 
 

• If you belong to more than one organization, the ‘ASO Information’ page displays. 

To launch the ASO Dashboard for one of the ASOs, click on the folder icon   

next to the Organization Name. 
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2. The ASO Dashboard contains the following sections: 

 

• Organization Information – this section displays the current organization 

information. 

 

a. To update, click “Edit” next to the Organization Name. 

 

 
 

b. You can change the following: 

• Organization Name 

• Department or Unit 

• Street Address 

• City 

• Website 

• Suite or Unit# 

• State 

• Zip Code  

 

c. If any fields are updated, click “Save”. 
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• Contact Information – this section displays the organization’s contact information 

provided when the ASO Application was submitted. 

 

a. To update, click “Edit” next to the Contact Information. 
 

 
 

b. The Primary Contact and Secondary Contact fields can be edited:   

• First Name 

• Last Name 

• PDS # 

• Email 

• Primary Phone Number 

• Position or Title 

 

c. If any fields are updated, click “Save”. 
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• ASO Status – this section displays the ASO’s Approved On date, Expiration date, 

and Current Status. 
 

a. ASOs can apply to “Qualify for 40 Hour Director Training” or “Qualify 

for CDA Training” by clicking on the buttons. 
 

 
 

• Renew ASO Status – this section displays the ASO’s renewal information. 
 

a. Click on the “Renew ASO Status” button to complete and submit the 

renewal application. 
 

 
 

• Cancellation Statement 
 

a. Add:  Enter verbiage into the cancellation statement field provided and click 

“Save”. 
 

b. Update:  Click Edit Cancellation Statement, enter changes, and then click 

“Save”. 
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• Applications – this section displays the ASO’s applications.  

 

 
 

 

Note (1):  ASO Trainer Admins can only Add and Edit the cancellation statement.  All other 

sections are read-only.   

 
 

Note (2):  ASO Trainers have a read-only view of the ASO Dashboard.  

 

 


