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How to Register a Participant into a Training Session 

 

Step 1: User will need to gain access to www.gapds.decal.ga.gov 

A. Login with GaPDS credentials 

 

Step 2: Registering participant via My Trainings  

A. Hover over ‘GA Approved Trainer’ 

B. Select ‘My Trainings’ 

 

 

 

 

 

 

 

 

http://www.gapds.decal.ga.gov/
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Step 3: My Trainings page displays 

A. Enter Training Name 

B. Select ‘Search’ 

C. Select ‘Manage Sessions’ or the calendar icon.  
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Step 4: Select ‘View or Edit Roster’ or the file folder icon.  
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Step 5: The Roster Information page displays 

A. Select ‘Add Participants’  

B. Select ‘Open Seats’ 
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Step 6:  

A. Enter your participants search criteria in one or more fields  

B. Select ‘Search’  

 
 

Step 7:  

A. Check the box next to the participant(s) you wish to register. 

B. Click ‘Add Selected Participants’ 
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Step 8: Training Confirmation page displays 

A. Ensure the correct user is registered  

B. Select ‘Confirm Registration’  
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Step 9: GaPDS Confirmation page displays:  

A. Participant(s) enrolled successfully will display. 

B. Select ‘Ok’ 

 

 

 

 

 

 

 

 

 

Step 10: Participants(s) will receive an e-mail confirmation like the one depicted below.  

 

 

 

 


