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Submit a Hybrid Training for Approval 

 

1. Once logged into GaPDS, click the “GA Approved Trainer” navigation tab.  

a. Select “My Training” Tab.  

 

 

 

2. Click on the “Submit New Training" button 

 

 

 

3. The Submit New Training  page displays 

a. Select the type of training you will be submitting for.   

b. Enter the Training Name  
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c. Enter a Training Description  

 

 

 

 

4. Notice Training Level is defaulted to “Beginner” – The data in this field is based on the 

trainer designation assigned to the trainer.  This drop down field cannot be changed.  

a. Enter Format < Hybrid>  

b. Enter Language  

c. Enter Clock Hours  

d. Enter Training Focus  

 

 

5. Click “Add Component” button.  

a. Enter Component Name 

b. Select Format type 

c. Enter Clock hours  

d. Click “Save” button 

Notice: Once you have selected “Hybrid” as your training format a new selection will appear 

below. Here you will enter the two different training formats you will have for this Hybrid 

training.   
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e. Click the “Add WKC’s” button.  

 

a. Select WKC’s that apply to this session  

b. Click the “Save” button  
 

 

 

 

 

 

Please complete these steps for each component that make up the hybrid training. 

Upon doing so page should display all the components you have entered. 
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f. Upload training documentation.  <Training Approval Instructional Plan> 

NOTE: This field is grayed out.  
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g. The user must first click the “Save without Submitting” button to save the record 

 

 

 

 

h. Upon doing so, the “Upload File” button will become active and the user will be 

permitted to upload their training documentation. 
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6. After uploading the required documents, click the “Submit Training for Approval” button.  
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7. The status of the training just submitted can be found on the My Trainings page. 

a. Click the “Ga Approved Trainer” Tab  

b. Click the “My Trainings” Tab  

c. Scroll down to “In progress Training” section to view training submittal status.  

 

 

8. Once the “Approval Admin” approves the training request, the status will change to 

“Approved” as shown below.  Sessions can now be scheduled for the training.  

 

 

 

 

 


