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How to Complete a GaPDS Profile: Home Visitor  
 

Step 1: To complete a GaPDS profile, go to www.gapds.decal.ga.gov  

Step 2: The GaPDS Home Page displays: 

A. Click Login/ Register  

  

 

 

 

 

 

 

 

 

http://www.gapds.decal.ga.gov/
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Step 3: The Login page displays: 

A. Enter GaPDS username 

B. Enter password  

C. Click Log In 
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Step 4: The user’s GaPDS profile page displays:   

 

** Notice: The GaPDS profile is in “incomplete” status. 

Your profile status will read “Incomplete” upon initially logging in. Profile status is 

required to be set to “active” for DHP-Home Visitors.  

 

**Note: Once the user has completed and saved the required information on the two 

mandatory tabs: Education and Employment, the account will automatically be set 

to ‘Active’ status. 
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Step 5: The Education and Credentials page displays: 

A. Select the most appropriate answer for the following question: High 

School Diploma/GED? 

B. Click ‘Save’ 
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Step 6: Enter any Post-Secondary degrees that the user has completed. 
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Step 7: Post-Secondary Education has been saved successfully. 
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Step 8: Scroll to the sub-section: Credentials.  

A. If user has additional credentials, enter them here. 

B. Click ‘Save’ 

C. Click ‘Next’ 
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Step 9: The Employment Information page displays 

A. Indicate user’s Current Employment Status 

 

** Notice: the *Employment Status is autofilled with the information: Employed as 

Home Visitor 
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Step 10: Select the name of the Home Visitor Site 
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Step 11: While on the Current Employment page, enter the: 

A. Roles Performed in Current Position 

B. Home Visiting Models 

C. Home Visitor Experience 
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Step 12: After entering current Employment Status 

A. Click ‘Save’ 

B. Click ‘Next’ 
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Step 13: The Training page dispalys: 

A. Click ‘Add New Training’ 

  

Step 14: The Training Information page displays: 

A. Enter the following information into GaPDS  

a. Training Type 

b. Training Category  

c. Training Name  

d. Date 

B. Click ‘Save’  
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** Notice: the *Training Type is sutmatically populates: Home Visitor  

 

 

Step 15: To upload supporting documentation: 

A. Select Upload, or the icon indicated by the hard drive and up arrow. 

B. The Upload Documents pop-up page displays: 

a. Click ‘Select File’ 

b. Click ‘Upload’ 
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Step 16: After upload is complete, click ‘Next’ to proceed to the next screen: Other 

Career Data.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Home Visitors: How to Complete a GaPDS Profile  

15 | P a g e  
 
Bright from the Start: Georgia Department of Early Care and Learning  

 

Step 17: The Other Career Data page displays:  

A. Enter in Other Career Related Credentials. 

B. Click ‘Save’ 

C. Click ‘Next’  
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Step 18:  The Demographics page displays:  

A. Select Gender 

B. Select Race 

C. Select Age Range 

D. Indicate whether Hispanic/ Latino 

E. Select Languages Spoken  
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F. Select the appropriate *benefit(s) in which you receive.  

 

**Note: In the event benefit is not listed, click ‘Add Benefit Not Listed’  

 

G. Click ‘Save’ 

 

 

 

 

 

 

 

 

 


