
Confirm addresses are current. 
If  licenses are mailed to the 
wrong address, the company 

will have to pay for  
replacement cards.

Review the list of 
Registered  

Employees carefully! 

Any who do not 
have a check by 

their name are not 
eligible & will not be 

renewed. 

The cancelled  
categories will be 

listed for any  
employee that did 

not meet the renewal 
requirements in all 

categories

Remove employees 
who no longer work 

for your company 
prior to renewal. 

The GDA cannot 
issue refunds if an 

employee is renewed 
accidently.

If a Registered  
Employee re-tested 

for renewal, their new 
exam score must be 

submitted to the SPD. 

If they are not listed as 
eligible but you believe 
they should be, ensure 
their exam score was 

submitted.

At least one DCO must 
be renewed prior to 

or at the same time as 
the company license. 

Select the “Renew?” 
box next to any you 
would like to renew.

Companies may 
also select any 

Certified Operators 
they would like to 
renew by select-

ing the “Renew?” 
check box next to 

their name.

Like Registered 
Employees,  
any already  

renewed will be  
indicated with  
“Already Paid.”

Remember to 
submit payment 
to complete your 

renewal.


