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How to Complete a GaPDS Profile 

 

Step 1: After logging in, the landing page will resemble the screenshot below.  example of what 

would appear when you have logged into your personal account 

** NOTICE: Your profile will be under an ‘incomplete’ status.  

 

An “incomplete” profile status is required to be set to “active” for prospective trainers to apply and 

submit an application for trainer designation.  This means that the user must complete some 

additional forms and then submit their profile to the “Professional Standard Commission”, the PSC 

for verification. 

 

The required forms that must be completed for verification are: 

1. Education 

2. Employment  

3. Training 
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The remaining two tabs are optional and not required for profile submittal 

** For Bright from the Start Approved and prospective Trainers, The Professional Standards 

Commission will verify educational credentials only. 

 

 

 

Step 2: Complete all tabs before profile submission  
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Step 3: After the “Post-Secondary Education Degree” form is completed, then click the “Save” 

button 
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Step 4: After clicking the “Save” button, this line item will appear adding the education information 

to the trainer’s record. 

 

From this screen, two forms of “ACTION” can take place. 

 1.  The entire record can be deleted 

 2.  The record can be edited 
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Step 5: Complete this form providing at minimum the required information. 

 

** Trainers: Be sure to click “No” for the question; Is this employer a BFTS licensed program, 

Georgia’s Pre-K program, or program with an approved exemption? 
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Step 6: After completing the required employment information on the previous screen, a direct care 

role and/or an indirect services role must be selected. 

 

** A Primary Role must be selected before clicking the “save” button. 
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Step 7:  After clicking the “Save” button, the employer information is returned to the page and is 

displayed like this. 
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Step 8:  

A. At the bottom of the Education Tab, there is a section titled “Early Care Education 

Experience” 

B. If the user wishes to add “Direct Care Experience or ECE Administration Experience”, that 

information is captured here. 

C. Select ‘Save’  

D. Select ‘Next’ 

 

 

 

 

 

 

 

 

 

Step 13:  

A. After completing the Employment Tab, the system will advance the use to the Training tab. 
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B. If there are trainings and/or additional coursework to be added to the profile, the 

information is captured within the training tab. 

 

C. Click the “Add New Training” button to begin 
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Step 9: To add a “State Approved Training”, select the “State Approved Training” from the 

Training Type drop down list. 
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Step 10:  

A. The code selected should be “TG-BFTS” followed by a number or series of numbers 

 

B. Enter the numbers in the field and then click “FIND BY CODE” 

o Training information appears: 

o Training Title 

o Trainer  

o Clock Hours 

o Date Field 

 

C. Enter the date the training was taken and click “SAVE” 
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Step 11:  

A. After clicking the “Save” button, the training information is returned to the page and is 

displayed like this. 

 

B. The “Action” column on the right allows the record to be “deleted” or “edited” 

 

C. Click the “Evidence” button to upload a copy of the training certificate. 

 

 

** Tabs “Other Career Data” and “Demographics” are not required for Profile verification.  

However, information within these tabs can be entered and added to the GaPDS profile. 
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Step 12:  

After completing the EDUCATION, EMPLOYMENT, and TRAINING tabs, it is finally time to 

submit the profile to the Georgia Professional Standards Commission. 

 

• The RED message at the top of the screen gives instructions to the user as to what to do 

next.   

 

• This message indicates that the profile is INCOMPLETE and instructs the user to go “MY 

PROFILE” 
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Step 13: User must read and provide acknowledgement for by checking the box.  Click the “submit’ 

button to ensure the record will be sent to PSC for verification. 
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Step 14: 

 ** NOTICE: Back on the My Profile landing page, the users’ profile status has changed from 

“Incomplete” to “Pending”. This means Professional Standards Commission now has this record as a 

pending task in their work queue to verify. 

 

 

 

 

 

 

 

 


