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How to Submit a Trainer Designation Renewal 

 

1. Log into GaPDS Account  

 

 

2. The Trainer Information page displays  

 

 

a. Click the “Renew Trainer Designation” button.  
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3. The Renew Trainer Designation page displays  

 

a. Review evidence of Trainings delivered in GaPDS. 

 

4. Scroll down to “Evidence of Training Not Delivered in GaPDS” 

a. Click the “Add Training” button  

 

 

 

 

 

 

NOTE: Trainings that are delivered in GaPDS will automatically display in the above 

section. However, Trainings not delivered in GaPDS will require documentation to be 

added.  
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a. “Add Training” pop up displays  

                 

b. Select Training Code  

c. Enter Training Date  

d. Enter Training Name  

e. Select State  

f. Select City  

g. Select County  

h. Click “Save” button  

i. Click the Evidence icon to upload a copy of the certificate 
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The “Upload Documents” pop up displays. 
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a. Click the “Select File” button to upload Certificate  

b. Enter Description  

c. Click the “Upload” button  

5. Scroll down to the “Continuing Education” section. For this section you will need to add 

your clock hours of continuing education. This information will have to be entered on the 

user’s profile.  

 

 

 

 

 

 

a. Click the “My Profile” tab up at the top of the page 

b. Scroll down to “Training Information”  

 

a. Click the “Update” button 

b. Click the “Add Training” button  

 

Notice the “Submit” button is grayed out. You will not be able to submit your 

Trainer Designation Renewal until you add hours of continuing education. 

Depending on what type of trainer you are.  
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a. Select Training Type <Other-Continuing Education> 

 

 

Additional information will need to be provided. In the required fields enter: 

b. Training Title  

c.  Training Title/Sponsor 

d.  Date Completed 

e. Select Hour Type 

f.  Hours 

g. Click the “Save” button 

Upon clicking save, the training list displays revealing the continued education Training just entered.  

 

h. Click the Evidence button to upload verification evidence of the trainings.  

NOTE: If the continuing education is BFTS-approved, trainers should select 

the appropriate Training Type, such as “state approved training.” If the 

training is not BFTS-approved, select Training Type <Other Continuing 

Education>. Trainers may upload any type of non-BFTS approved 

continuing education that they would like reviewed for their continuing 

education requirement, including workshops, trainings, conferences, or 

college coursework. 
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a. The “Upload Documents” pop up displays 

b. Click the “Select File” button  

c. Select file. ***Upload evidence that the continuing education was completed. 

For workshops, trainings and conferences, upload certificates. For college 

coursework, unofficial transcripts may be uploaded. 

d. Click the “Upload” button  

e. Click close  
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a. Click the “My Profile” tab on the top of the page  

b. Click the “Review and Submit Pending Items” button located at the top of 

the page.  

 

c. Click the “Continue to Submission” button  

 

d. Check the acknowledgement box and then click the “Submit” button  
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6. Click on the “GA Approved Trainer” tab 

a. Select “Trainer Information”   

 

 

b. Click the “Renew Trainer Designation” button  

 

NOTE: Your account status will read pending until PSC verifies your 

training.  
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7. After you have clicked the “submit” button, the screen will display “Trainer Information” 

page. 

**Notice the trainer designation date changes.  

NOTE: The “Submit” button is grayed out. You will need to wait until all training renewal 

requirements are fulfilled. Once they are fulfilled the “Submit” button will be available.  
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a. Scroll down to “Applications” section and you should see your Renewal Trainer Designation 

listed and status should read “Submitted” 

 

 

 


