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How to Add a Participant to an ASO Training Session Roster 

 
1. Log in to GaPDS as an ASO Admin, ASO Trainer Admin, or ASO Trainer, click on the 

“ASO” tab, and select “Sessions”.  
 

 
 

2. On the ‘My Sessions’ page, enter a search criteria to locate the training session or click on 

the “Approved Sponsor Organization” dropdown, select your ASO, and click “Search”. 
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3. In the search results, click on the “View/Edit Roster” ( ) icon next to the desired 

training session. 

 

 
 

4. On the ‘Roster Information’ page, click “Add Participants” and select “Open Seats”. 
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5. The ‘Search PDS for Participants’ screen displays. Enter a search criteria to locate a 

participant and click “Search”. 

 

 
 

6. Check the box next to the Participant to be added and click “Add Selected Participants”. 
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7. Click “Confirm Registration”.  
 

 
 

8. A confirmation popup displays. Click “OK”. 
 

9. The newly added participant displays on the roster. 
 

 
 


