HOW TO ADD 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.
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