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How to Renew ASO Status 

 
1. Log in to GaPDS as an ASO Admin. The ‘ASO Dashboard’ page displays. 

 

 
 

Note:  If the ASO Dashboard does not display, click on the “ASO” tab, and select 

“Dashboard”. 
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2. On the ASO Dashboard, scroll down and click on the “Renew ASO Status” button.  
 

 
 

3. The ‘Renew ASO Status’ page displays.  
 

 
 

4. Review the information on the page. 
 

5. If your contact information needs to be updated, click “Edit”. 
 

 
 

6. If the contact information is updated, click “Save” to keep the changes. 
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7. Review the ASO Trainers section. If a trainer is not displayed, click on “ASO”, select 

“Users”, and add the missing trainer. Refer to the help document How to Add an ASO 

User for additional assistance. 

 

8. If you managed your ASO training sessions using GaPDS for registration and attendance, 

the trainings will display in the ASO Trainings Delivered in GaPDS section. 

 

 
 

9. If you did not manage your ASO training sessions using GaPDS for registration and 

attendance, you will need to upload required documentation in the ASO Training NOT 

Delivered in GaPDS section. 

 

a. Click “Upload File”. 

b. Select a file to upload. 

c. Enter a description of the document uploaded. 

d. Click “Upload”.   
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e. The uploaded document(s) display. 

 

 
 

10. For Accredited ASOs, the Accredited Certification Documentation section displays. If 

your certification has expired, you will need to upload the current certificate and enter the 

new expiration date.  

 

a. To upload a new certificate, click “Edit”. 

 

 
 

b. Enter a new “Expiration Date”. 

 

c. Click “Upload Document”. 

 

d. Select a file to upload. 

 

e. Click “Upload”.  Once the file is successfully uploaded, click “Close”.   
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f. Click “Save”. 

 

 
 

11. When you are ready to submit the Renewal Application, click the “Submit” button. 

 

 
 

12. Upon clicking Submit, the system will take you back to the ‘ASO Dashboard’ page where the 

status of the ASO Renewal Application can be viewed in the Applications section. 

 

 
 

After successful submission of the ASO Renewal Application, a confirmation email will be sent to 

the Primary Contact. 

 

 

Note:  ASO Trainer Admins and ASO Trainers cannot submit the ASO Renewal Application. 

 


