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How to Search for an ASO Training Email

1. Login to GaPDS as an ASO Admin, ASO Trainer Admin, or ASO Trainer, click on the
“ASO” tab, and select “Training Emails”.
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2. On the ‘ASO Email’ screen, complete one of the following options to locate a training email
or emails:

a. Click on the “Subject” dropdown, select a subject, and click “Search”.

Search Email Records -
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| Subject: I
Custom Email

GaPDS Confirmation of Training Completion
GaPDS Registration Cancellation

GaPDS Registration Confirmation

GaPDS Training Reminder

GaPDS Training Seat is now Available

GaPDS Training Seat is now Available for Director
GaPDS Training Seat now Available (Admin/Trainer)
No Credit Granted for Training (Director)

No Credit Granted for Training (Individual)

Reserved Seats for Training Session
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b. Enter one or more of the search criteria (i.e., First Name, PDS #, etc.) and click
‘Search”.
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3. The search result(s) display in the grid.

a. Click on the “View Message” (mail) icon.
b. The View PDS Email’ popup displays.

c.  You can Resend or Forward training emails sent by your ASO.

Search Email Reco".I" S —— I -
Approved Sponsor Orgar T0: jane.doe@decal.ga.gov
Subject: GaPDS Registration Confirmation
DFCS [TR-ASO-2]
Name: Jane Doe
Subject: PDS# 7469
Email: jane.doe@decal.ga.gov
GaPDS Registration Confirrj Date Enrolled: 2/8/2021
R You have been registered for the following training:
First Name:
Training Title: Child Care Training
Training Format: Webinar
Confirmation #: 698504
Last Name:
1. Training Format: Webinar (Live) Training Date: 02/11/2021 10:00AM - 11:30AM
If you have any questions related to the session or would like to change the session(s), please contact:
Contact Phone: (678) 321-7654 bird
Cancellation Statement: Please cancel within 24 hrs
Please click the link below to view and download any documents needed for the training. If there are no
- documents uploaded, the documents list will be empty.
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