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How to become a Secondary Trainer 

 
1. Once logged into GaPDS. Click the “GA Approved Trainer”  

a. Select “My Training” Tab.  

 

2. The My Training page displays  

a. Scroll down to “Approved Trainings”  
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b. Click the “Secondary Trainer” icon  

 

 

 

3. The Secondary Trainer Information page displays  

a. Click the “Add Secondary Trainer” icon  

 

 

 

b. The Add Secondary Trainer(s) section displays revealing the following fields. 

a. First Name / Last Name  

b. Email  

c. PDS# Trainer code  

d. Approved Training Level **Keep in mind the trainer you select must have the 

correct credentials in order to deliver this training.  

e. Enter search criteria 

f. Click “search”  
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Notice trainer information will appear at the bottom of the page.  

g. Click the “Select” check box next to the trainer name  

h. Upon doing so the “Add Secondary Trainer” button will appear at the bottom 

i. Click the “Add Secondary Trainer  
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4. The Trainer Agreement page displays 

a. Click the box after you have read and agree to the Trainer Agreement  

b. Click “Submit Secondary Trainer List” Button  

  

 

c. Screen will display Secondary Trainer Information and the “Proposal Status” will display 

“Pending”  

The proposal status will change once the secondary trainer accepts the request.  

 

 

 

 

 

 

 


