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How to Submit a Conference for Approval 

1. Once logged into GaPDS, click the “Conferences” Navigation tab.  

A. Select, “Submit Conference”.  

 

2. The Submit Conference for Approval page displays. 

 

a. Review all the information displayed on the screen 

b. Click “Begin Application” button. 
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3. The Conference Application page displays.  
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a. Enter Name of Organization 

b. Enter Coordinator 

c. Enter Email 

d. Enter Website 

e. Enter Daytime Phone 

f. Enter Fax Number 

g. Enter Conference Title  

h. Enter Conference Theme  

i. Enter Clock Hours ** Note: No more than 6 clock hours will be approved. 

j. Select Language  

k. Select Conference Type ** Note: There are three different Conference types they are 

as follow: 

1. Short Conference: One time, Half or full day event 

2. Regular Conference: 100 or more participates/ multiple days.  

3. Large, Peer Reviewed Conference: Multi-day, multi-session event, which is open 

to the public and anyone can attend to create this training it would need to be 

approved (Karen) Ga Training Approval.  

l. Enter Cost  

m. Select Training dates/ Time  

n. Select Yes/ No if you would like to display on the “Find Conference” page search. 

o. Select Target Audience  

p. Enter Conference Description  

q. Enter Registration Instructions 
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r.  Enter Location  
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s. Enter Additional Scheduling Information 

t. Enter Keeping Attendance Information 

u. Enter Certificate distribution information  

v. Enter Conference Evaluation  

w. Click Continue button 

4. The Conference Application page displays again  

**Notice: Status of application displays on top of the page  
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a. Review the information entered on the application  

b. Scroll down to bottom of page  

c. **Notice the upload Documents section appears.  

a. Click the “Upload File” button 

b. Select Document Type  

c. Select file to upload  

d. Enter Document description 

e. Click “Upload” button  

 

d. Read the Coordinator Agreement section 

e. Select the check box to “Agree” 

f. Click Save button  

g. Click Submit button  
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Once the application is submitted, a message will displays at the bottom of the page. This message 

communicates the application review time and revision process. 

 

 

 

 

 

 

 

 


