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How to Upload a New Training to GaPDS  

 

1. Log in to GaPDS  

2. The My Profile page displays 

a. Scroll to Training Information  

b. Click ‘Update’ 
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3. The Training Information page displays 

a. Click ‘Add New Training’  
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4. The Training Information page still displays.  

a. Enter the following training into the system: 

i. Training Type 

1. This will default to Home Visitors. Click drop down arrow to 

change selection. 

ii. Training Category 

1. Click drop down arrow to make the appropriate selection  

iii. Training Name  

1. Type in the appropriate training name 

iv. Date  

1. Use calendar to select the Training date  

v. Trainer’s Name (optional) 

 

b. Click ‘Save’ 
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5. Training has been successfully saved. 
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6. To upload the trainings’ certificates. 

a. Click the upload icon located under the “Evidence” column. 

b. Select the appropriate file. 

c. Click ‘Upload’. 
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d.  Once file has been uploaded, the user will receive the message: 

 

 

 

 

 

 

 

 

7. The Training Information page display with the uploaded certificate attached.  

a. Click ‘Close’ to return to the Training Information page.  
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b. Click the ‘My Profile’ icon to return to the profile page.  

 


