TraiNet Users Guide
Entering US Training Data

Participants Attending US Programs
Introduction

This document provides instruction on how to use the TraiNet/Web system, USAID’s internet-based tool for reporting USAID-funded training programs and maintaining visa compliance. It is divided into a number of sections describing different common scenarios, with each section explaining what you will need to get started, coupled with step-by-step data entry instructions.

This document is not a policy document. For information concerning policy and requirements related to USAID-sponsored training, please refer to ADS Chapters 252 (http://www.usaid.gov/policy/ads/200/252.pdf) and 253 (http://www.usaid.gov/policy/ads/200/253.pdf). For more information on how to utilize VCS please reference The Complete Guide to USAID Visa Compliance Systems (VCS).

To Get An Account

To obtain an account on TraiNet/Web, you must first contact the TraiNet/VCS Helpdesk either by phone at +1.703.879.8611 or by email at trainet-vcs@sraprod.com. You will need to provide your full name, organization, USAID-funded program or project you are implementing, email address, and contact information for your USAID AOTR/COTR.  
With this information, the Helpdesk will seek confirmation from your USAID AOTR/COTR that your organization is an active USAID implementing partner and will then create a site ID for your organization and corresponding user account s in TraiNet.

Getting Started in TraiNet/Web
This section describes the information you will need, as well as the steps you must take, in order to utilize TraiNet in managing the information for a participant attending a training course in the USA. 
Following the steps below will begin the process of requesting a DS-2019 form to enable the participant to gain J-1 Visa eligibility. Without this approved DS-2019 form and visa interview, the participant will not be able to gain entry to the US for to attend their training program. You must use the TraiNet system to keep the participant information up-to-date throughout the time period of his or her program.

What you will need:

Before you begin to enter information about your participant, you should have the following information at hand:

· A copy of the participant’s passport (at least the face page of the passport);
· The participant’s employment position (job title and sector of employment);
· Address where the participant will stay in the U.S.;
· Training provider name and address of the training location;
· The estimated budget for the USAID funded portion of the training program;
· The dates of training;
· The subject/field of training (also known as the field of study); and
· Finally, the visa category for the participant. You can find this information with the ADS253.  

Note that for J-1 visa requests, TraiNet data must be submitted to the VCS. If the participant will attend USAID-funded training while using an A or B visa, the data about the training must still be entered into TraiNet, however there is no need to submit the information to the VCS as no visa is being requested.
It is very important to collect all the above information before to begin entering in actual program and participant information in TraiNet!
Step 1: Logging in to TraiNet
The first screen you will see is the TraiNet/Web “Welcome” screen, which provides introductory information in using the system. This screen also includes important dates for TraiNet and VCS training events held at the USAID offices in Washington, DC.
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Welcome to Trailiet Wb, the U.S. Agency for International Development’s internet-based tool for gathering and reporting data on
USAID exchanges, training and education, and for maintaining complianca vith U.S. Government Visa requirements.

Entering information in Traillet Web will create a racord of USAID-sponsored exchangs visitors in USAID's database, and it is the
fist step in the process of requasting a DS-2019 visa raquest form So that your exchange visitor can secure a USAID J-1 visa.
Traifiet Web also allows users to keep information about = particpant up-to-date throughout the life of his or her program.
With Trailist Web you can:

+ Report any number of exchange programs consisting of one or mors visitors attending one event or training site in the United
States;

+ Submit requests to gt DS-20155 for USAID-sponsorsd sxchange visitors;

+ Update information a5 required by USAID, the Department of State, or the Department of Homeland Security.

Traifist Wab is USAID's diract link to the Departmant of HomaLand Sscurity’s SEVIS system, and a USAID J Viss DS-2015 form vill
be ganerated as 2 result of the data that is entered. Onca the data is entered into Trailiet Web, users will not have to enter the
ame data & sacond fma into SEVIS.

Traifist Web also allows you to report in-country and third-country svents.

Once you have assembled the required information, expect that it will take less than 10 minutes to enter and submit a complate
training/exchange program through Trailiet Web.

Contacts

The USAID Participant Training website (http://swww.usaid.qov/pelicy/2ds/200/) contins links to Agancy policy diractives and
guidance.

USAID Missions and partners can contact the folloving for assistance:

+ To obtain 2 userame and passord or for assistance using Trailiet Web - Trailiet Helpdesk (trainet-ves@sraprod.com, phone:
+1 703 879-8611, https//trainathelp.usaid.gov).

+ Other questions, including ntarpratation of Agancy policy - James Nindsl, EGAT/ED (inindel@usaid.qov, phons +1 202 712-5317).

USAID

FROM THE AMERICAN PEOPLE

Announcements

2009-03-20

New Exchange Visitor Compliance and TraiNet
Workshops Announced

USAID vill continue to sponsor one-day vorkshops in Washington,
DC on I visa compliance, using Trailiet Web and the Visa
Compliance System (VCS). The next date is April 22-23. Sign up
novi Tha vorkehops are held in the Ronsld Reagan Building from
5100 AM to 3:30 PM snd are offered st no cost ta USAID and
partner staff. Contact Travis Walden at travis_valdan@srs.com to
ragister.

2008-08-01
Effective July 28, 2008, EGAT's contract vith Development
Infostructura (Devls) for Traillst and VCS support expired. On

3uly 30th, EGAT avarded a new followon contract to SRA
Intérmational for il Traiist and VCS support.

Below is new contact information, to be used immadiately:
The new smail address to be used for all inquiriss Trailist or VCS
is trainst-ves@sraprod.com.

The help desk phone number has been changed to (703) 875~
811,

The services provided by SRA International vill be substantially
similar to the services provided by Devls, and although ve are
entaring = transition phase, 1 do not expact any lapse in service.
That said, if it would make you feel comfortable, do not hesitate
to cc me or Linda Walker of my office on any corespondance
that you send to SRA in the near future.

Plasse let me know if you have any questions.

Thank you. Jim Nindel, EGAT/ED

About | Accessibility | Privacy Policy | Contact Helpdesk

Have a question or comment about USAID or the USAID vebsite?
Visit our contact page t find the sppropriste resource.
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To login into the system, click on the Login link located on the left side of the navigation.
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Next, enter your case-sensitive Login ID and Password that were assigned to you and click on the Submit button in order to login into the system.

1.1
Forgotten your Password?

If you have misplaced or forgotten your password, you can always reset your password by selecting the “I forgot my password” link located on the left side of the screen.  This link will display the following password reset page:
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To reset your password, you must first enter your Login ID and press the Submit button. This will automatically generate a new password that will be sent to your email address. If you do not receive your new password or experience problems with this functionality, contact the TraiNet/VCS Helpdesk for follow up and resolution at email: trainet-vcs@sraprod.com.
1.2
Initial Screen
Understanding the TraiNet Web Page Interface

The TraiNet/Web system runs in your internet browser and follows the same navigation logic familiar to web-users. Each of the web pages in the system is structured similarly, and understanding this structure can help you fully utilize all the features of the system. 

A sample TraiNet/Web page is presented below, with boxes highlighting the important sections of a typical screen. Note: some pages may not contain all the screen elements presented below.
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Additional information about these elements, as follows:
· Logged In User Information – This area provides information about you (your log-in/user ID), and lists the TraiNet site ID that you have been granted access to. You should contact the help desk if any of this information appears incorrectly in the system. The Help Desk may ask you to provide the information in this area if you are experiencing a problem, particularly if you have access to more than one organizational site ID.
· Searches/Reports – This area provides a list of actions that are available for Administrators and Users. By clicking on one of the listed actions will open a new web page and provide instructions on how to complete the selected action. 
· Icon Legend – This informational area provides a quick reference on the icons that are presented on the web page.

· Program Tabs – These links allow you to switch between the different programs that your organization has entered in the TraiNet system: in-country, third country or trainings conducted in the U.S.
· Program Options – Selecting one of these links will initiate the type of program specified within that program tab.

· Programs – This area provides a listing of all the programs that have been entered in TraiNet. By clicking on a program Icon, a page will display detailed information about the item that you selected.
· Admin Tasks List – This section is only available to Site Administrators. Selecting a link will create custom fields, view shared data, and manage the site preferences.

Step 2: Creating a Single Participant US-based Program

The TraiNet/Web system provides a step-by-step interface to simplify the task of entering data in the system, known as wizards. This organizes the task of entering data into logical subsets, and provides detailed instructions on the screen about how you will need to enter data. Data is saved only when you complete all screens provided; however, you may cancel your session at any time. Note: the system will “time out” if it is not used in a timely basis. Once the system has logged you off, you will have re-log into TraiNet.
It is highly recommended that you use a Single Participant Program versus a Multiple Participant Program, particularly if it is a long program, or if there is any chance that one or more of the participants will either be cancelled or arrive later or leave earlier than the rest of the group.

A sample wizard interface is presented below:

[image: image5.png]-[ofx]

GO~ (B[] 5]
[ v |t x ]
S EI T
~-#.5.8

Program Information
Create Single Participant Program Wizard

jend

[ Reasired field
in Traifiet Wab

Required field
in ves “Basheer Majead - Interational Trade Seminar’
. Enter the date the training will bagin and end.

Nots: for forsign nationals the the dates should g event, not the dates of departure from, or return to, the home country.

. Choose = Training Type from the Training Type List.
the Help button beside the Training Type List for an explanation of the different Training Types.

program vill support. This sslaction vill detarmine which top tier data this program can use.
vizard vill not be saved untl the final page. Clicking the cancel button will remove all data praviously entered during the course of the vizard.

. Selact the Mission site that t
information snterad into

g

Which Region do they come from

_cancel | [inst |

About | Accessibility | Privacy Policy | Contact Helpdesk
Have 3 quastion or commant about USAID or the USAID website?
Visit our contact page t find the sppropriste resource.

! o o o W Y- S 7 EN T





Additional information on the above sections:
· Program Name – In the Program Name field, enter a very descriptive name for the This name . 
· Icon Legend – This informational area provides a quick reference to the meaning of the icons that are presented on the web page.

· Wizard Graphic – This graphical element and text identifies the Icon and area you are currently entering data for. 

· Data Entry Instructions – The area on each page will provide detailed instructions on how to enter information related to the area you are currently working on.
· Data Entry Areas – This is the area where your data will be entered according to the instructions provided.

· Navigation Buttons – The buttons at the bottom of the screen will allow you to navigate to the next web page when the current one is complete or navigate backward to modify the previous screen, or even to cancel all the data entry from this wizard entry.
2.1
Understanding Top Tier Data

All projects or programs that are funded by USAID must be associated with the specific USAID Mission/Office or Bureau that is funding the project/program. This is known as top tier data. 
When you request a site ID to be created in TraiNet for your USAID-funded program, the Helpdesk will ask you which USAID Mission/Office or Bureau is funding your program so that they can link your organization to the correct top tier data of the specific USAID Mission/Office or Bureau. The top tier data not only involves linking your organization to the correct USAID funding entity, but also allows you to select the appropriate Activity and Strategic Objective.
Note that there exists an alternate structure to Top Tier Data called the Foreign Assistance Model (FAM) which consists of Program Elements and Subelements.

Top Tier Data
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You will now be asked about the Top Tier Data and specifically for which Activity and Strategic Objective you wish to choose. Once this has been completed select the Next button to continue to the next screen. Click the Cancel button to abort data entry for this program and close the wizard. Click the Previous button to return to the prior screen.

Activity – Select the Activity from the dropdown list. If your activity or strategic objective is not found, you will need to contact the helpdesk to get this information added to your site ID. 

Strategic Objective – Select the Strategic Objective using the list displayed by the dropdown menu.

Display Intermediate Results – Select the button to display any Intermediate Results that are associated with the strategic objectives above. Note that there may not be any information to choose from.

2.2
Entering Training Provider Data
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The Training Provider Address screen will allow you to enter in any training provider you require by selecting from a list of preloaded providers by using the drop-down list. Once a provider has been selected, you may search for an existing address or add a new address for that provider. If you do NOT see your provider in the list, then select the Create Provider button. You may Note: All new providers will need to have an address initially entered in TraiNet.
To Create a new Provider if the Provider Does Not Already Exist in the List:

Training Provider Address – Use this drop-down menu to display the list of providers.  If the provider is not listed, select the “Create Provider” button to display the next Screen. If you have selected a provider from the existing list, then the next few paragraphs do not apply.
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The Create New Training Provider screen is a 40-character field that will allow you to enter in any description for a provider name you wish. Once the information has been entered into the Training Provider Name, select the Training Provider Type drop-down menu to select the type of provider you are putting in.
Training Provider Name – Enter the name of the entity that is providing the training for your participants. 

Training Provider Type – Use this drop-down menu to display the list of types that best describe your provider.  Select the most appropriate from the drop-down list and then select the “next” button to go to the “Training Provider Validation” screen. 

[image: image9.png]TraiNet Web - Microsoft Internet Explorer provided by SRA International, Inc. =[ofx]

G e D O ——
@i e | @romve <1

User: JuneTraining1 | Site: USXTR | Logout

Training Provider Validation

Required field
in ves

About | Accessibility | Privacy Policy | Contact Helpdesk

Have a question or comment about USAID or the USAID vebsite?
Visit our contact page t find the sppropriste resource.

. - 0 00 e (R





The Training Provider Validation screen allows you to select the provider you just entered and then save this provider to your site ID list.  Once you select the provider you have just entered, you can then select the Save Provider button to go back to the Training Provider screen to add in the address for this provider.
Use a Similar Provider Already in TraiNet – Select a provider that is similar to the one that you have just entered. 

Create A New Provider – Select the provider name that you have just entered into the system, and then select the Save Provider button to move back to the “Training Provider Address” web page above.  Once on this web page, select the Add new Training Provider address option and then click on the Next button to move onto the Training Provider Address screen below.
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This Training Provider Address screen allows you to enter in the specific address for your new provider.  Once you have finished entering in the required fields, select the Next button to go on to the Program Subject screen below.
Address Line 1 – This is a required field and allows a maximum of 40-characters to be entered.  Note: The address line 2 is not required. 

City – Enter in the name of the city where the participant will take the initial training session. 

State – Select the state that participants will be training by using the drop-down list.

Postal Code – Enter in the 5-digit postal code for the address of the training session that participants will attend.  Once this has been done, select the Next button to move on to the Program Subject Fields below. Note: The phone number is not requirement and is optional.
2.2
Program Subject Field Code
The Next screen will allow you to select the Program Field Code Category by using the drop-down menu.  Once you have selected the appropriate category, you can use the Display Subject Field Codes button to select the most appropriate code for the training that you are conducting.  Note: Both of these fields are predefined selections approved by USAID and are not subject to change in any way. Simply select the most appropriate code for your program. 
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Select the most appropriate Subject Field Code Category and then click Display Subject Field Codes for your training. Select the one that best applies. Click the Next button to continue onto the funding screen.
Subject Field Code Category - Subject Field Codes are arranged in categories. You can select the most appropriate Subject Field Code from the drop-down list after you have selected the category. Select the category that is most similar and appropriate to the program that you are implementing.
Display Subject Field Codes – Once the appropriate Subject Field Code Category has been entered, selecting the Display Subject Field Codes button will allow you to further define the type of training that you are associating the program with.  Note: The list used by TraiNet has been revised and adopted by the Department of Education and the State Department and can not be modified. You therefore must choose from options available on this list!
2.3
USAID Funding
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This screen will ask you about USAID funding. Note: Do not use commas or dollar signs ($) when entering amounts (and decimals are optional). The amount that is indicated will only serve as budgeted information.  To enter actual amounts, you will have to enter the program funding tab for your program, and then select the most appropriate edit command. Also, note that you only need to enter a monetary amount for one of the three categories to continue on to the Non-USAID Funding screen.
Enter USAID Funding Amounts as follows:

USAID Instruction - Enter the USAID-funded amount in US dollars for all costs of instruction, such as an instructor or instruction materials.
USAID Trainee - Enter the USAID-funded amount in US dollars for all costs that meet the personal needs and requirements for the participant such as per diem or insurance costs.

USAID Travel - Enter the USAID-funded amount in US dollars for costs associated with travel related items, such as taxi or airfare.

2.4
Non-USAID Funding
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This screen will seek information about non-USAID funding costs, for example if the training is funded by sources other than USAID.

You will have to answer the following question: Is this program funded by Non-USAID sources (this may include personal expenses, host government or private contributions)– If so, select the option “Yes” and follow the below steps that focus deal on “other” funding sources. If there your program is not being funded by “other sources”, select the “No” option. This is only if USAID is the sole funding source for the program.
Select Next to continue to the screen below, to identify funding details for the Non-USAID sources.
Details for Non-USAID Funding 

You will only see this screen if you selected the “Yes” option to enter non-USAID funding for the program. This will allow you to enter in the non-USAID funding source details. Note: Do not use commas or dollar signs ($) when entering amounts (decimals are also optional).
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Create Single Participant Program Wizard

Non-USAID Funding Instructions:
[ Reasired field 1. Enter the amount of money budgated for this Program that comes from non-USAID funding sources. Enter the amounts in U.S. Dollars.
in Traitit wee Non-USATD funding sources can bet

e ] « Host Country Government funding is money made available by the Particpant’s governmant;
= Reauie - Private funding is money made available from private sources (such =5 the Participant’s employer);
- Provider funding s monay made avalable by the antity providing the rining.
- Other funding s made available by other non-USAID sourcas that do not fit In another category.
Budget amounts must be identified using the folloving expanse types:

Instruction expenses include those costs diractly incurred to convey knowledge or impart training, such as:

« Books, squipment, supplies, course handouts;
- Saminar/Confarance/ Warkehop ragistration fass
- Published scadamic tuition and faes.

Traines expenses include those costs directly incurrad to meet the personal needs and Program requirements of the individual Particpant, such as:

« Per diem, medical examinations, visa fees;
- Heslth and sccident insurance premium;
+ Federal, state and local income taxas.

Travel expanses include those costs diractly incurred transporting the Participant from the home country to the training country and back, 2 vell as costs ralated to travel vithin the training
country.

Funding format example: 1400.00 Plesse note that commas and dallar signs are not sllowed, and decimal places are not required. Negative funding amounts are not permitted and the maximum
funding amount for each line item is 4000000,

Name. Amount

Host Country Government Instruction

Host Country Government Trainee

Host Country Government Travel

private Tnstruction

private Trainee

private Travel

Provider Tnstruction

Provider Traines

brovidr Travel

Other Instruction —— -

Other Traines

Other Travel

eravoss] _Cancel
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The non-USAID funding options, as follows:

Host Country Government Instruction, Participant, and Travel – Enter the amounts funded in each category by the government of the participant’s country.

Private Instruction, Participant, Travel – Enter the amounts funded in each category by private sources.

Provider Instruction, Participant, and Travel – Enter the amounts funded in each category by provider sources.

Other Instruction, Participant, Travel – Enter the amounts funded in each category by any sources other than those identified above.
Note: None of these categories are mandatory.  Select the Next button to continue to the Participant Biographical Information screen below.

2.5 Participant Biographical Data

The Participant screen allows you to enter biographical information about the participant that is scheduled to attend the program.
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e . Select Male or Famsle gender.
. Enter the Participant's birth date (ex. MM/DD/YYYY).
. Enter the ity and Sslect the country where the Participant vas born.
7. Selact the country of lagal permanent rasidence.
8. Selact the country which issued the Particpant’s passport.
5. Selact an option from the ist that most closaly matches the Participant's position in his or her home country.
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Note: you can select a participant that is already in your US programs tab by clicking on the “Search for an Existing Participant and Add to Program” link.  Otherwise, entering biographical data about the participant for this program as follows:

First Name, Last Name, Middle Name, Gender, Birthdate, City of Birth, and Country of Birth - Note: The last name is the only required field for the ‘name’ portion.  Any passport that contains only one name should be entered on this line.  The gender and birth information from the passport needs to be entered exactly as they appear on the participant’s passport.
Country of Residence – This is the participant’s country of legal permanent residence. In most cases, it will be the same as their country of citizenship; however, be careful to differentiate between the permanent and temporary residence. For example, a Moroccan student studying for two years in Egypt may be a temporary resident of Egypt, but he is still a legal permanent resident of Morocco.

Country of Citizenship – The country of citizenship is the country where the participant is a citizen and is likely the country that issued the passport. Choose the appropriate country from the country drop-down menu.

Position – Select the closest option to the participant’s current position from the drop-down menu.

US Contact Information 
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Participant Address Instructions

. Enter the address whers the Participant can be contacted while in the U.S.
| You must snter 3 strast addrass. Post office boxes or other addrass typss are not allowed.
. Enter the ity name.
. Salact the State from the dropdown lst.

Note: If the address is Washington D.C.. enter "Washington” ss the City and sslact "District of Columbia” from the State dropdovn i
. Enter a postal code (zip code in the U.S.)
. Optionally, antar the talephons number vhare the Participant can be contactsd vhils in the U.S.

Address Line 1

Participant Visa Instructions
1. Select the Visa Type for the Participant. Only those participants with a J Visa vill be processed in VCS.
2. Select the Visa category for the Participant.
Click the Help button besida the Visa Category List for an explanation of the differant Visa Categories.
3. Enter the Participant’s complate passport number.
4. DS-2015 Remarks are 3 vay to include additional information on 3 participant’s DS-2019. An example of this field would be to indicate that a particpant is 3 Fulbright Scholar’ on thair DS-201.
WARNING - Changing the Visa Category can make the salactad Training Typs for 3 companant incorract. Please doubls chack to ensurs the Training Type iz tll valid vith the nevly selected Viss
Category.

Visa Type

Select viss Type 5

2
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Enter in the Contact Address located in the U.S. for the participant.  If another address is not known at the time of entry, you should enter in the address of the organization or where the training will be held. Once the permanent address is identified, you should update the participant’s record to reflect their real-time address. 
Participant Address – Enter at least one Address Line, City, State, and Postal Code for the location the participant will be staying and can be contacted, while in the U.S. Note: Post office boxes are not allowed to be listed in the address field. If you do not know where the participant will be staying, enter in the organizational or university address.
Visa Information
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Postal Code

Participant Visa Instructions
1. Select the Visa Type for the Participant. Only those participants with a J Visa vill be processed in VCS.
2. Select the Visa category for the Participant.
Click the Help button besida the Visa Category List for an explanation of the differant Visa Categories.
3. Enter the Participant’s complate passport number.
4. DS-2015 Remarks are 3 vay to include additional information on 3 participant’s DS-2019. An example of this field would be to indicate that a particpant is 3 Fulbright Scholar’ on thair DS-201.
WARNING - Changing the Visa Category can make the salactad Training Typs for 3 companant incorract. Please doubls chack to ensurs the Training Type iz tll valid vith the nevly selected Viss
Category.

Visa Type
Select viss Type 5

Visa Category Help

[Select visa C:ksguvi T

Passport Number

_pravous| _cancel | [ rinsh |
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· Visa Type– Click on the drop-down menu to select the appropriate Visa Type.  The following choices will appear: J-1, A-2, B1/B2, and Other. Participants in U.S.-based programs will fall into any of these visa categories. Select the Visa that the participant will be using to attend USAID-funded training in the U.S.  If travelling on a B or A visa, there is no nee to submit the participant to VCS, only to record the training in TraiNet.
· Visa Category – Select the drop-down menu for the Visa Category.  Review USAID’s policy directive ADS 253 in order to select the correct visa category for your participant. This is important so as to ensure that they have the necessary time allotted to obtain their visa.  
· Passport Number – Enter the passport number exactly as it appears on the participant’s passport.
· DS 2019 Remarks – This is a 40-character line that can be used to attach a note for the participant. Note that this information is not passed to VCS.
Click Finish to complete entry of the participant and save all data entered.

2.6   Creating a Multiple Participant US Program

TraiNet provides a step-by-step interface to simplify the task of entering data in the system. You can begin the process of entering a Multiple Participant US Program by selecting the link in the US Programs Tab. Note: Most of these screens will appear and work the same as a “Single US Program” entry.
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This user guide skips the steps for creating a Multiple Participant US Program until the program data entry is complete. At that point, there is a slight difference in the screens as described below.

Confirmation Instructions
Note: This page is the first difference between the ‘Single’ and ‘Multiple’ participant program pages:
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Save & Exit vill save =il of the information you have entered up to this point in the wizard. After the save has complated you il ba retured to the Manage Programs page. You can add

participants to this program at a later date by clicking the Manage Program Participants icon and using tha Add Participant link.
on thoss description of your options, plesse click the appropriste button at the bottom of the page.

523°009 Strangthen the Institutuonal Base for Sustainable ME
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End Date
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Training Type
2 Vear Degree
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Training Provider Name
'ABRAHAM BALDWIN AG COLL
Address Line 1
3434 vashington bivd
Address Line 2

Subject Field Code Category Name
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Program Information, Component Information, Training Location, Program Subject, Funding ‘Edit’ Commands - This screen allows R1 user to review the information that has been entered into the system for your program.  In addition, the R1 can save the program without entering in the participant information by selecting the Save & Exit button, or continue on by selecting the Save & Continue button. 
The ‘Edit’ command to the right of each of these headers will also allow the R1 to re-enter that particular area to ‘edit’ the information if it is not correct. Once finished, select the Save & Continue button to enter into the Manage Participants screen below.

Manage Participants

Note: This page is the second difference between the ‘Single’ and ‘Multiple’ participant program pages:

[image: image20.png]TraiNet Web - Microsoft Internet Explorer provided by SRA International, Inc.

& e

=[o]x]
D —

T P —— e P s

User: JuneTraining1 | Site: USXTR | Logout

Manage Participants

E.=.5.[8
Create Multiple Participant Program Wizard
Manage Participants Wizard Instructions
[ Reaured eid b

To add a participant to this program, click on the Create Participant Link.
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. 1f you are entering information for  rapaat participant and vould like to re-us the participant’s biographical data for

; . After you have complated entering the participants for this program, dlick the Finish button to return to the Manage Programs page.
v Required field

in ves

brogram, click the Search for an Existing Partiipant link.

© create a Participant

© search for an Existing Participant and Add to Program

Participant Full Name (Family Name, First Name)

Mo participants have been addd to this program. To begin adding participants click on the Add Participant
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Create a Participant – This link will allow R1 user to move on to the participant biographical information screen below.  This option is for participants who have not yet been entered.  Once you have selected this option, you will need to proceed the 
Participant Biographical Information screen - but will return to this page each time you have entered all the participants for your program.  

Search for an Existing Participant and Add to the Program – This link will allow the R1 user to search for the participant who already exists in the US programs tab. Once you have selected this option, you will proceed to a screen that will allow you to query the specific participant (as indicated below) but will return to this page each time until you have selected the Finished button to complete entering all participants for this program.
[image: image21.png]TraiNet Web - Microsoft Internet Explorer provided by SRA International, Inc. =[o]x]
GO 8] x )

S P P P et

User: JuneTraining1 | Site: USXTR | Logout

Clone Participants

.=, 5.8

Create Multiple Participant Program Wizard
Repeat Participant Wizard Instructions

1. Enter in some or all of the last name of the participant that has attended 3 pravious tra
2
3!

ing program and dlick the Go button.
Select the participant that you would like to copy by clicking the radio button to the Isft of the participant’s name.

. After you have selacted tha desired participant, click the next button and you vill be sble to review snd changa any of the participant’s
Required field

formation. ot all of the participants information vl be copisd
forvard. Information for U.S. Contact Address, Health and Accident Covrage, Return Status, Dependants and Visa Category vill not be copied to the participant you are adding to this program.
s . To return to the list of participants for this program, dlick tha cancel button.

Participant's Last Name:

Participant Full Name (Family Name, First Name)
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Click Finish to complete entry and return to the Manage Participants screen above.

Entering /Submitting A Program
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Editing Program Data

You can edit any of the information entered, for the Participant and/or Program, at any time after it has been input. There are five icon links that allow you different actions for each section of the US program data:

· [image: image23.png]


Edit Programs Tab – Program information including start/end dates, training provider, and provider location.

· 

 Edit Funding Tab – All funding information including USAID and non-USAID source funding.
· [image: image25.png]


Edit Participants Tab – Biographical information including name, birth and address information.
· [image: image26.png]


Submit Information to the Visa Compliance System (VCS) – The most essential button for US Programs.  This button will allow the R1 to ‘submit’ program entries to the VCS system.  See just below.
· [image: image27.png]


Move To Program Trash Can– This will allow any program NOT submitted to VCS to be moved to the Trash Can Tab.

Submitting to VCS
To submit a request for visa eligibility to the VCS system, click the Submit Request icon: [image: image28.png]


.  This will allow you to access the Submit new information or updates to the Visa Compliance System (VCS) screen. Select the Submit Request button to submit the application to VCS, otherwise, select Cancel to return to the US Programs screen without submitting the request.
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Lst

If o errors are raturned your submission has been sent to the VCS system.
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The Submit Request button will validate that the Program meets all VCS validation rules. If you receive validation errors, you must return to the program to fix the errors before resubmitting. Or you will receive a message that the submission has successfully been sent to the VCS system. Click OK to continue.
Logged In User Information
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