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Training Documentation – 

Adding External Training 
An external training is any training that you completed for credit towards your 
certification or licensing that is not already in PDS Online. 

1. Log into PDS Online.
2. View your transcript. See next page for instructions on how to view your 

transcript.
3. Click the ellipsis in the upper right corner of your transcript
4. Click “Add External Training

5. Enter the Training Title
(including the start date in
the title is useful for
viewing later), the
Description, the
Agency/Institution that
provided the training, the
training start date and end
date, and the number of
Actual Training Hours
Earned.

6. Click Submit.

You will be taken to the 
Active tab of your transcript 
where you will see the training 
you just added is listed as 
registered. The training must 
be marked completed by the 
person listed as the manager in 
your PDS Online User Profile 
(usually your supervisor or 
licensing worker). See following pages for manager’s 
additional steps. 
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Registration Management – 

View Your Transcript 
To manage your registrations and/or view your training completion, please click the button on your 
homepage. 

Tip:  Your transcript is sorted into three separate pages: Active, Completed, Archived. To 
view the separate transcript pages, click on the appropriate option from the dropdown menu. 
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PDS Online Manager Functionality – 

Approving External Trainings 
1. From your staff/caregiver’s

transcript, click “View Training
Details” next to the appropriate
external training.

2. Click “Mark Complete”

3. You can verify that the training is now marked complete by finding it on the staff/caregiver’s
completed transcript tab.




