
Revised October 2016  Page 1 of 10 
 

 

 

How to Complete a New or Modify an Existing Personnel Data Inventory or Agent Permit Application 

A Personnel Data Inventory  is required of any individual that interacts with and/or engages 

in the instruction or support of students from Georgia, and an Agent Permit application is 

required of any individual whose role or job it is to enroll or seek to enroll a resident of 

Georgia for education offered by a nonpublic postsecondary educational institution.   

 

Please complete each application to its fullest.  Each application will be evaluated and 

approved or denied individually.  Please note that a Personnel or Agent Permit Application 

being approved before the institutional application is approved does not mean that the 

Application for Initial or Renewal Authorization is complete. 

 

 

1. Log into the system at http://ga.edvera.com. 

 

 

 

 

http://ga.edvera.com/
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2. To begin an application for new personnel or agents or to modify previously approved personnel 

or agents, select the “Documents” tab at the top of the screen. 

 

 

 

 

 

3. Click the “+ New Document” drop down menu to the right to create a new document. 
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4. You will then see the documents listed that you can create (as seen in the screenshot below).  
Once you choose which document to create, Personnel Data Inventory application, New Agent 
Permit application, Personnel Data Inventory Change application, or Agent Permit Change 
application, you will be brought to that document's introduction page.  For the purpose of these 
instructions, first, screenshots for Personnel Data Inventory applications and then Personnel 
Data Inventory Change applications will be provided.  The process for applying for new or 
modifying existing agents is the same. 
 

 

 
 
 

5. To create a new personnel, you must add him/her as a “user” by selecting the “+” icon. 
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6. Enter the email address of the new personnel for which the application is being submitted, and 

select “next”. 

 

7. Fill out the requested information and save.   

 

 

8. Now that you have added the user, you can select his or her name from the dropdown list and 

click “continue” to fill out and submit the Personnel Data Inventory form.  

 

9. Please fill out all contact, licensure, education, employment, and disclosure information to its 

fullest and submit.  Application forms lacking information will be reverted. 
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10. To edit an existing personnel, select “Personnel Data Inventory Change” application under the 

“+New Document” tab. 

  

 
 

 

 

11. Select the name of the personnel for whom changes need to be made, and then select 

“Continue”. 
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12. Please fill out all contact, licensure, education, employment, and disclosure information to its 

fullest and submit.  Application forms lacking information will be reverted. 
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NOTES:  

New Agent Permit and Agent Permit Change Applications 

The process for completing New Agent Permit Applications or Agent Permit Change applications is the 

same as the process outlined above for personnel.   

Removing Previously Approved Personnel and Agents 

To remove previously approved personnel or agents, please contact your Standards Administrator with 

the names of the individuals who are no longer associated with your institution.   

Reviewing Previously Approved Personnel and Agents 

During each year’s Renewal of Authorization application, it is the responsibility of the individual 

completing the application and making the attestations to review the information provided regarding 

previously approved personnel and agents to ensure that all the information provided from the previous 

years’ applications is still current.  


