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How to Complete and Submit an Approved Sponsor 

Organization Application ð Other 

 
1. Launch the GaPDS website and click on òLogin / Registeró. 

 

2. Enter your login credentials and click òLog Inó. 
 

 
 

 

Note:  If you do not have a GaPDS account, click on òCreate new account for GaPDSó to 

create an account. Refer to the help document How to Create a GaPDS Account - ASO for 

additional assistance. 
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3. Click on the òTrainersó tab and select òBecome an Approved Sponsor Organizationó. 
 

 
 

4. The ôBecome an Approved Sponsor Organizationõ page displays with a completed Step 1. 
 

 
 

5. Click on òApproved Sponsor Organization Requirementsó or the òNot Startedó status 

button.  
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6. Read the òApproved Sponsor Organization Requirementsó.  
 

7. Click the check box acknowledging: òI have read and understand the Approved Sponsor 

Organization Requirementsó. 

 

8.  Click òSubmitó.  
 

 
 

9. The ôBecome an Approved Sponsor Organizationõ page displays with a completed Step 2. 

 

10. Click on òApproved Sponsor Organization Applicationó or the òGet Startedó status 

button.   
 

 
 

11. The Approved Sponsor Organization Application displays with four (4) tabs:  

 

¶ Organization 

¶ Contact Info 

¶ Application 

¶ Review 
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12. On the Organization tab, complete the following Organization Information fields: 

¶ Organization Name (required) 

¶ Street Address (required) 

¶ Suite or Unit # (optional) 

¶ City (required) 

¶ Department or Unit (optional) 

¶ Website (optional) 

¶ State (required) 

¶ Zip Code (required) 

 

 
 

13. Click òSaveó. A saved successfully message displays. 

 
14. Click òNextó to proceed to the Contact Info. 

 

 

 

Note:  As you complete each screen, click Save. You can always return to a previous section and 

edit or add more information before you submit the application for approval. 
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15. On the Contact Info tab, complete both the Primary Contact Information and the 

Secondary Contact Information required fields: 

¶ First Name 

¶ Last Name 

¶ Email ð application correspondence will be sent to the Primary Contactõs email  

¶ Primary Phone Number 

¶ Position or Title 

 

 
 

16. Click òSaveó. A saved successfully message displays. 

 

17. Click òNextó to proceed to the Application. 
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18. Select òNoó for the MOU Questions 1 and 2.   

 

19. Click òSaveó. 

 

 
 

20. Click òNextó to go to the next screen. 

 

21. Select òNoó for the Accredited Questions 3 and 4.  

 

22. Click òSaveó.  
 

 
 

23. Click òNextó to go to the next screen. 
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24. The ôApproved Sponsor Organization Application - Otherõ section of the application 

displays.  

¶ Thoroughly read the question(s) as they appear on the screen. 

 

¶ Complete the questions by filling in a response in the text field and/or uploading a 

document with the information requested. 

 

¶ Required questions are marked by an asterisk (* ). 

 

¶ To upload a document, complete the following steps: 

a.  Click on the òUpload Documentó icon. 

b.  Select a file to upload. 

c.  Click òUploadó.   

 

 
 

d. Once the file is successfully uploaded, click òCloseó. 
 

 

Note:  As you complete each screen, click Save. You can always return to a previous section and 

edit or add more information before you submit the application for approval. 

 


