J Visa Processing: Getting Started in TraiNet
The TraiNet Data-Entry Process
The following instructions will take you step-by-step through each of the screens and fields in TraiNet in order to complete the date-entry process for your US-bound participant.  Keep in mind that TraiNet marks required fields with an asterisk; however, these “required” fields are for minimum data-entry requirements only, not US-bound participants.  The following list outlines required fields for US-bound participants:
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Trainee Information, Overview Tab:

· Trainee Last Name (Note: First Name is NOT required, but TraiNet first and last name MUST match the first and last name as they appear on the passport)
· Gender 

· Birth Date

· Birth City 

· Birth Country 

· Residence Country 

· Citizenship Country 

· Trainee US School Address (This is NOT the school address, but the place where they reside, or sleep, while in the US).
· Line 1 

· City 

· State





· Zip Code (must be at least five digits) 

· Country 
Trainee Information, Details Tab:

· Return Status (upon program completion)
Trainee Information, Details Tab, Visa Grid: 

· Position Code 

· Visa Type 

· Visa Category 

· See these links from the USAID/devIS support site for more information on how to select appropriate Category Codes:
· Newsletter – TraiNet Vol. 1 No. 8, July 21, 2003
· Newsletter – TraiNet Vol. 1 No. 6, June 12, 2003
· Passport Number 

· Form Number 

· For continuing trainees only

Program Information, Overview Tab 
· Field of Study 
· Program Name

· Activity

· Program Start and End Date

· Status 
Program Information, Details Tab, Training Component Grid

· US Training Component Start and End Dates 

· Training provider (facility) name 

· Training provider (facility) address

· Line 1 

· City 

· State 

· Zip Code (must be five digits) 

· Country 
NOTE: If you cannot edit the Training Provider information, please go to Appendix 1 to learn how to enter a Training Provider. 
Program Information, Details Tab, Trainees Enrolled in Program grid

· Trainee Status 

· For new trainees the status must be Planned, Candidate or Alternate

Program Information, Details Tab, Attendance grid

· In US Component, Trainee’s name must have a check next to it to indicate they are attending the portion of the program held in the US

Program Information, Funding Tab, USAID funding grid

· Budgeted Funding amount 

· Must be greater than zero

Program Information, Funding Tab, Other funding grid (non-usaid) 

· If a line exists here the amount must be greater than zero, however this is not a required field
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Step 1: Log into TraiNet
Log into TraiNet:
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▪ Double click on the TraiNet icon to start the program.

▪ Enter your user id and password. If you don’t know your user id and password, contact the USAID/devIS Help Desk at jvisa@devis.com.
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Upon logging into TraiNet, you will see the main TraiNet screen:
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Step 2: Create the Activity (or electronically receive the Activity from your mission)


Enter the following data on the Activity Wizard screen (see Activity Wizard screen, next page):

▪ Activity Name

▪ Organization: If centrally-funded, select “USAID”.  If mission-funded, enter your mission.

▪ Status
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Step 3: Create the Program





Step 4: Using the Training Program Wizard
Fill out the following fields in the Training Program Wizard (*Required field for US training):

*Activity: Select the Activity Name (either the one you just created, or one from the list of Activities sent to you by your USAID mission.

*Name: Enter the name of the Training Program
*Training Type: Select the type of training this program falls under (Examples include: 4 Yr Degree, Conference, Study Tour, etc.)

*Venue (Training Location):  Select U.S.
*Method of Training: Select Traditional for US-based training.
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Click the Next Button
Fill out the following fields in the Training Program Wizard (*Required field for US training):

*Field of Study: Select the academic category that this training program falls under.
*Training Provider: Training Provider is a general term for any university, school, firm, or organization that delivers courses, seminars, workshops, and other training events to trainees. If the Training Provider is not in the list click <Add New Item> and add it. When you are adding new Training Providers be sure to correctly list the city and country of the Provider.  For more instructions on how to add a Training Provider, see Appendix I – Adding a Training Provider

Full-time Equivalence: Indicate if this is full or part-time training.


*Program Status: Select the current status of the program.

*Start Date/End Date: Select the beginning and ending dates for the program.
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Click the Next Button
Add or edit information on page 3 of the Training Program wizard, as needed:
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Click the Next Button
On the next page of the wizard you will be presented with a screen that shows an overview of the data you have entered. If any information needs to be edited, added, or deleted, press the <Back> button to edit the information before continuing.
When you press <Next> on the Overview page, you will be presented with the question: Does the Training Program have more than one component?

Definition of a Training Component: Sometimes a training program takes place in several different places or has two different types of training (workshop/study tour).  When this occurs you can add additional components to reflect the different types of training.

If Yes, click the Yes button and proceed to Step 4b.
If No, click the No button and click <Next> to finish adding your program.

Step 4b: Adding Additional Components
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If you answered yes to the above question about having more than one component, make sure you’ve clicked Yes and the <Next> button to proceed.

After you click <Next> you will see the first page of the component wizard (below).

Fill in the required component information: 
*Training Type
*Venue (Training Location)

*Method of Training
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Press the Next button and enter:

*Training Provider

*Start Date

*End Date

Full Time Equivalence (not required)
You can continue to add as many Training Components as needed.  After you’ve completed adding Components you will be taken to the Program Information main screen (Overview Tab). 
There are four Tabs located at the bottom of this screen, as seen in the graphic, below:
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In order to complete data entry you will need to add information in the Detail and Funding Tabs.
Step 5: Adding Trainees (Detail Tab)

[image: image10.jpg]MEX]

Y Trailet 2

Fle Edt Top Ter Traning Lsts Other Aciorsbelp

Frosom Information et~ sctons -
Components i curtent Program actons +|_[M Trablet

Conporentame [Venue | SiatDats | EndDale [ Provider [ Tranng Tope | Full T Equiv /|- [1ogas 2
Ervronmertal semner_Us 1260004 1802004 AMER U Sermner Steve Test

Erronmertl CarierUS 206 20 WURRAYSComerence FulTne B s

Stuategic Dbjectives

_——— At
Trainees currently enrolled Actions ~ Test

Full Name (Last, Frst) Bithdate. Gen..|Residence Countyy|Status [ HasVE g Trines To Program
Create Traines and Add Ta Pragram

_——m . AddTrenesVse

Groups currently envaled

Group Name Hof . [#ofF.. |Group Stalus





To add trainees that do not exist in the system already, click Create Trainee and Add to Program from the Trainees Currently Enrolled Action Menu (above). 

To add a trainee that is already in the TraiNet database, click Add Trainee to Program from the Trainees Currently Enrolled Action Menu.  You will be given a list of all Trainees in the system and you can select a trainee to attach to the program.  If you are attaching more than one Trainee to the program using this method you can use the Add Another button at the bottom of the wizard to continue adding other Trainees.

On the first page of the Trainee Wizard, fill-in the following *required information:
* Trainee Last Name (Note: First Name is NOT required, but TraiNet first and last name MUST match the first and last name as they appear on the passport)
*Gender 
*Birth Date
*Birth City 
*Birth Country 
*Residence Country 
*Citizenship Country 
Information on the second page of the Trainee Wizard is NOT required, but you may choose to fill it out if you wish.  Review the information on the third page.  Click the <Back> button if you need to edit any information, or <Next> to finish and move to the fourth page of the wizard.
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Enter a Current Trainee Status from the dropdown list.  Other information is not required on this page – enter it if you want to record it for your Trainee.

On the next page, fill out the US School address.  The address on this page is the residence address of the participant in the U.S. This is the address that will be reported to the BCIS (formerly the Immigration and Naturalization Service). For very short-term programs, it is acceptable to use the address of the monitoring organization in the United States.  Make sure you fill out the following required fields:
*Address Line 1 

*City 

*State

*Zip Code (must be five digits) 

*Country 

After you have filled out the required information, press the <Finish> button.  You will be returned to the Detail Tab of the Program Information screen.  Add other Trainees to this program, if there is more than one participant attending this program. If not, proceed to Step 6, Adding Visa / HAC Information.
Step 6: Adding Visa / HAC Information
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For participants traveling to the U.S.:
To enter HAC or VISA information for any participant within a program, find their name in the Trainees Currently Enrolled grid and double click their name.  This takes you to the Trainee Information Page for that trainee.  
Click the detail tab at the bottom and add any HAC or Visa information you have available using the appropriate wizard (see next page).  For HAC information, click the HAC Action menu and select Add HAC information.  For Visa Information use the Visa Action menu and select Add Visa Information.  
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- Enter *required information in the Visa Information Wizard:

* Passport Expiration Date

* Passport Number
For Dependent, J-2 visa processing, refer to Appendix II for instructions on how to process dependent visas.

- Here are some resources that will be helpful for you in getting started with HAC insurance:

http://usaidtraining.devis.com/HACIns/  

has FAQs about enrollment

http://usaidtraining.devis.com/HACIns/USAIDTraining/Documents
will get you a copy of the text enrollment template or the text template, both of which are fine to use. It also has the medical standards document which will be of interest

http://usaidtraining.devis.com/HACIns/USAIDTraining/Downloads
has the excel enrollment template

To return to the program you were previously working with, click the name of the program in the bookmark list on the right hand side of the screen.
Step 7: Adding Funding (Funding Tab)

From the Program Information screen, select the Funding Tab.   You will see the screen, below.
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USAID Budget Information: Budget vs Actual


Budget: These amounts can be added by going to the USAID Budget Information grid Action menu and selecting Add Budget Line Item. TraiNet 2 breaks USAID funding into three categories.  Instruction, Trainee and Travel.  The TraiNet2 USAID funding wizard explains what each category means.  
For US training, you should enter *BUDGET amounts, not ACTUAL.


Actual: Actual amounts can be entered to show what a program actually cost.  Do this at completion of the program when you know final costs. 

Other Funding Contributions:


These funding items are used to record funding that is neither USAID related nor Contract related.  Types of funding collect here include Host Country Government funding, Anonymous donations etc.  This is optional.
USAID Contract Funding Information: When Activity and Contract data have been entered or imported from a USAID mission, you can allocate funding for a training program from a particular contract.  You can enter split funding by adding more than one Contract Funding Item.  Use the Actions menu to Add, Edit, or Delete Contract Funding Items.  This is optional.
You have completed all the necessary data entry in TraiNet for J visa processing.  If you have any question, contact the Help Desk at jvisa@devis.com.
Appendix I.
Adding a Training Provider
To add a new Trainer Provider in TraiNet:

 

From the TraiNet Main Menu, select Lists, then select Training Providers
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Or, from the Taskbar on the left side 

of the TraiNet main screen, select the Manage Lists button, 

then select the button Training Providers.

From within the Training Provider Wizard, from the Actions Menu, select "Add Training Provider" 
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 Follow the wizard, step by step: 

 Training Provider Wizard, page 1
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Training Provider Wizard, page 2
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Keep these points in mind:

- If the Training Provider already exists try to differentiate your record from the name already there by putting a special character in the name, so you will know which one to select when coming back to the list in the Program Information screen.  For example, if you are entering "ADRIAN COLL" that is already there, you may type "ADRAIN_COLL". 

 

- The second screen in the wizard is very important; make sure you at least fill out the Street, City, State and Postal Code. It is best to use a full state name for the state field.

 

After you have completed entering the new Training Provider, open the Training Program Information screen.  Go to the Training Components section on the Detail Tab, add or edit your Component record and attach the Training Provider you just created.

Appendix II.
Dependent, J-2 Visa Processing
The latest release of TraiNet, v. 2.1, features the ability to process and track Dependent (J2) Visas, among other changes.  An overview of changes and additions include:

(
A new field, Country of Citizenship: found on the Trainee Information, Overview Tab
(
Dependent Information: a new Tab on the Trainee Information screen
(
The Visa Wizard is broken into two pages

(
A new field in the Visa Wizard called Education Level: activated when category=Student       Choices = Bachelors, Masters, Doctorate

Figure 1, below, shows the new, required Citizenship field and the new Dependents Tab.
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Figure 1
Figure 2 displays the details of the Dependent Information Tab
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Figure 2


To add a dependent to a visa, first enter the Visa information on the Detail Tab of the Trainee Dashboard as done in the prior release of TraiNet.
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Figure 3


New to TraiNet 2.1 in the Trainee Visas Wizard is the Visa Education Level.

The education level is only used when the visa category has been marked as Student.  You will then have to select the level of education the trainee will be acquiring while in the U.S.
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Figure 4


Once you have added the Visa information for the Trainee, click on the Dependent Info Tab at the bottom of the screen.  Click on the Visa/Program details in the Visa Programs Grid to display your visa information at the top of the page.
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Figure 5
Click the Actions Menu on the Visa Dependents Grid and select Add Dependent.  This will take you to the Dependents Wizard (See Figure 6).


After arriving at the Dependent Wizard you have the option of creating a new dependent or using an existing one.  Make that selection using the buttons above the grid.
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Figure 6
If you are using a dependent that has already been entered into the system, select that dependent from the grid that will appear on your screen.  You may select 1, and only 1 dependent at a time.

Click Next

If you are creating a new dependent, please enter their biographical data on this page.  Required fields are marked with an asterisk.

If you selected to use an existing dependent, you should see their biographical data already filled in on this page.
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Figure 7
Once you have finished filling in and/or reviewing this data, click Next.



On the second page of the Dependent Wizard (Figure 8) you will enter any visa-specific items relating to this dependent.  The Dependent Visa Start Date is pre-populated with the Visa Start Date you entered on the Visa Wizard for the Trainee.
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Figure 8
If the dependent’s visa ended, or if their visa was terminated, you would enter that information in the Dependent Visa Status - this status is not used for new dependents.  

Click Finish
The dependent you just added will now be shown in the Visa Dependent Grid.

To edit the dependent, select one of the edit options from the Action Menu.  


You can choose Edit Dependent Bio Information or Edit Dependent Visa Information.

Figure 9 shows the Edit Wizard for Dependent Visa details.  

If the dependent has been terminated from the visa or if their visa has ended, you will need to change the Dependent Visa Status.  
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Figure 9
Once the visa has a status listed, you will be required to enter a Dependent Termination Date to indicate when the dependent’s visa is no longer valid.

If you choose the Visa Status, Ended-Other or Terminated-Other, you will be required to enter remarks under the Other Status Explanation.


Figure 10 shows the Edit Dependent Bio Wizard. All items marked with an asterisk are required.
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Figure 10

Other new items in TraiNet v. 2.1

1.
Country of Citizenship on the Trainee Wizard
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Figure 11

2.
The visa wizard is now broken into two pages.  

There is also a new field called Education Level (See Figure 4, Page 4).  This level is available when the Category = Student.  The choices are Bachelors, Masters and Doctorate.

Figure 12 shows the second page of the Visa Wizard.  Figure 4, Page 4, displays the first page of the Visa Wizard.
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Figure 12
Key: 





Bold lettering: 	Screen location in TraiNet


Regular lettering: 	Fields within each screen





If you are a centrally funded institution, click the “Create an Activity” icon to enter a new Activity.





▪ If you are a mission-funded project, you should speak with your USAID mission TraiNet Operator so they can electronically send you their top-tier data, which includes Activities.  In this case you will not need to enter an Activity. After you receive an electronic download of top-tier data from the mission you will already have an Activity loaded into your system. Skip to Step 3.





▪ If you are a centrally-funded project, you should enter your Activity as the name of your project.
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▪ Main Menu across the top








▪ Taskbar on the left side of the screen








▪ Bookmarks on the right side of the screen
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NOTE: After you complete the Activity Wizard you will see the Bookmark section on the right side of the screen (below). Select “My TraiNet” in order to return to the main TraiNet screen. where you can then make a selection from the Taskbar (see below).
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From the main TraiNet screen you can then make a selection from the Taskbar, at right, to create a new Training Program.





Double click on a name to go to that Trainees record in order to add Visa and HAC information.





Visa Action Menu





HAC Action Menu





New Dependent Info tab on the Trainee Dashboard to capture data on dependents of trainees traveling to the US.





New Trainee Citizenship Country box 





Displays the details, above





Information highlighted on this grid  
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Click on the Actions Menu and select “Add Visa Information”











Education Level, here, becomes activated





By selecting Student, here 











Displays the details at the top of the page





Clicking on the Visa Programs Grid





Dependent Info Tab
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