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How to Allocate Reserved Seats 

 

Step 1:  

A. Hover over ‘GA Approved Trainer’ 

B. Select ‘My Trainings’ 
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C. Locate the correct training  

 

 

D. Select ‘Manage Session’ or the calendar icon.  
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Step 2: Select the ‘Edit’ or the pen and paper icon. 
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Step 3:  

A. Add ‘Location’ 

B. Enter location information 

C. Select ‘Save’ 

D. Select ‘Close’ 
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E. Select ‘Add Training Date’  
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F. Select ‘Registration Start Date’ 

 

 

G. Select ‘Registration End Date’ 
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H. Select ‘Yes’ or ‘No’ as to whether the general public is allowed to attend.  

** Notice: The system will default to ‘No’ 

 

 

 

 

Step 4: Under the Seat Allotment section: 

A. Enter the Max capacity for the training. 

** Notice: System will auto-fill 10% of the Max Capacity into Waitlist Seats. 
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B. Enter in number of ‘Reserve Seats’. 

 

 

 

 

 

C. Select ‘Allocate Reserve Seats’ 
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Step 4: Search Employer Information page displays: 

A. Trainer may search by: 

1. Provider number 

2. Name or  

3. Location  

B. Select ‘Search’ 
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Step 5:  

A. Select facility 
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B. Allocate the number of Reserve Seats  
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C. Click ‘Select’  
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Step 6: Notice the Allocated Reserve Seats are now reflected in the session window.  
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Step 7: Provided is an example of what the trainer will see for their review. 

 

A. Ensure Training Status is set to Open. 
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B. Select ‘Save’ 
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C. Select ‘Back’  

 

 


