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How to Manage Roster/ Submit Attendance 

 
If you use GaPDS to manage training attendance and to produce certificates, you will be able to 

mark attendance for participants on the roster once the training date has arrived or passed. Follow 

the steps below to submit attendance for the session. 

 

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

“ASO” tab, and select “Trainings”. 

 

 

*Note:  ASO Trainers can only manage the GaPDS roster for trainings they are assigned to. 

 

2. Under Approved Trainings, click the “Manage Session” calendar icon next to the training 

for which you wish to mark attendance. 
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3. The Training Session Information screen displays.  

 

 
 

4. Click on the “View/Edit Roster” (folder) icon. 

 

 
 

5. The Roster Information screen displays.  
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6. Click the “Attendance” button.  
 

 
 

Note:  The “Attendance” button activates after the training session date has passed. 

 

7. To mark attendance, select the radio button that correctly identifies the status of the person 

whose attendance is being recorded. 

• Attended (A) – participant has completed the training for the selected training date 

and will receive credit. 

• No Credit (NC) – participant will not receive credit for the selected training date. If 

No Credit is selected, select the reason from the dropdown shown: No Show, 

Arrived 15 mins. or later, Left 15 mins. or earlier. 
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Note:  The “Submit Attendance” button is grayed out until attendance has been marked for all 

registered participants for all the training dates for the session. You may click “Save Attendance” 

as many times as needed until all registered participants have their attendance marked.  

 

8. Once you are ready to finalize the training session, click the “Submit Attendance” button. 
 

 
 

9. The “Submit Attendance” pop up window will display. 

a. If a trainer has been assigned to the session, the trainer’s name auto populates in the 

Select Trainer field. If a trainer has not been assigned to the session, click on the 

“Select Trainer” dropdown, and select a trainer.  

b. Review the Submit Attendance Agreement and then click the checkbox. 

c. Click “Save & Submit Attendance”. 
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10. A message displays that the attendance has been successfully submitted.    

 

 
 

Note:  Once attendance has been submitted for a session: 

• The training automatically appears in the training history for participants who 

attended all days of the session.  

• You will not be able to make any changes to the roster attendance.  If changes are 

needed, contact GaPDS at gapds@decal.ga.gov or 404-267-2760 to have the roster 

updated. 

 

 


