TraiNet Site ID Configuration Guide 

The first time you run TraiNet, you will be asked to configure your Site ID.  Every TraiNet site in the world has a unique Site ID that is assigned by devIS when you request your copy of TraiNet.  Your Site ID is always six characters in length – for example UGAMIS, or IDXTAF.  

▪ The first two characters represent the country code (for example, US=United States if you’re a US-based contractor, or ID=Indonesia if your mission or organization office is in Indonesia).  By selecting the country from the first field in the Site Wizard, TraiNet automatically inserts these two letters into your Site ID.  

▪ The third character, either an X or an A, is inserted automatically by TraiNet when you choose your Site Type in the second field of the Site Wizard.  If you are a USAID mission you would choose USAID Organization (A).  If you are a training contractor or grantee who receives training funds from USAID you would choose Vendor (X).

▪ The last three characters are your TraiNet unique code assigned to you by devIS.  Before you installed TraiNet you should have been given a three-character unique code by a devIS Help Desk staff member.  Insert this code in the Site Wizard field.

Please follow the directions below to correctly configure TraiNet for your Site Id.  

When you first run TraiNet, you will see the following window:

[image: image1.png]Trailet Wizard

S N Site Wizard
( ’ Site: A Trset st s a Trable intlton used by USAID progrmming agen.

Instructions (“Incicates requied data enty)

*1 Select the Counly where this TraiNet insallaion islocsted

*2 Select your argarizalion's ype fiom the Site Type s

*3 Select the name of your Orgarization.

*4 Enter three aohanumeric characters that will make up your Urique Cod.
5 (Read D) n alphanumeric code which uriquel dentifes a USAID programing agent.
6 Youmay change the Site Name to a more desciipive name of your chaoseing

“Courty [ganda

“Site Type [Vendor

II

Digarizaton [devS

“Unique Code [DEV
“Siteld [JE0ET
Site Name [FESEITEIEE ]

e || [ || [





1. Choose your country from the Country list.
2a.
If you are a USAID Mission or Office:
a. Choose USAID Organization from the Site Type list.

b.
Choose your Mission or Office name from the Organization list.  If your Mission or Office does not appear in the list, contact the TraiNet help desk.
2b.
If you are a contractor or grantee:

a. Choose Vendor from the Site Type list.

3.
In the Organization field, select <add a new item>.  The Vendor screen will pop up (see below).  Add your organization’s name in the Vendor Name field, and enter your U.S. Tax Identification Number and CEC number (if applicable).  Click OK to return to the Site Wizard.
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4.
Unique Code: Enter your three letter unique code in the Unique Code field.  Your unique code is given to you by devIS.  Hit the tab key to move to the next field.

4. Using the example above, on page one, you should see your site ID, UGXAWF (this is an example only!) in the Site ID field.  If you do not, please make sure you have entered the information correctly in steps 1, 2 and 4 (your country name, organization type, and unique code).  If you have correctly entered this information, please contact the TraiNet helpdesk (jvisa@devis.com) for assistance.

5. If everything is fine, click Finish and answer Yes when the system asks if you want to use the current record.

6. TraiNet suggests a name for your site in the Site Name field.  You can change this to something more appropriate if you wish.
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It is not necessary to enter anything in these two boxes if you do not have the information available.





From this dropdown list, select your country.





Select USAID Organization if you are a Mission; Vendor if you are a contractor or grantee.





This field is disabled – Read-Only
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