
Using TraiNet:
Creating a Training Program for In-Country Training
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HELPFUL TIP:  No matter what main screen you are on in TraiNet, you can always return to the main TraiNet screen (below), by selecting the My TraiNet Bookmark from the top right of the TraiNet screen.
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Step 4: Using the Training Program Wizard
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Fill out the following fields in the Training Program Wizard:

*Required TraiNet field


*Activity: Select the Activity Name (See Step 2, above. Remember, this must either electronically transferred to you by the Mission, or the Mission must instruct you on what Activity to enter and link your programs to)
Example: Start Albania

*Name: Enter the name of the Training Program

*Training Type: Select the type of training this program falls under

Examples include: Ceremony, Short Course, Conference, Seminar
*Venue:  (where?) Select In-country, Third Country, or US.
*Method of Training: Select Traditional.

Click the Next Button
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You should at least fill out the following fields on the second page:

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.
Program Status: Select the current status of the program.  When you first enter a program, the status should be either ‘Potential’ or ‘Planned’, if you are entering the data before the training program starts.  Once the program begins, change the status to ‘Active.’  Update the status of the program to ‘Cancelled’ or ‘Completed’ at its conclusion.
Start Date/End Date: Select the beginning and ending dates for the program.  If the dates of the program change at a later time, you can update them from the Program Information screen.
Fill out information in the following fields if you wish to provide more detail:

Description: Enter a description of the training program.
Field of Study: Select the category that this training program falls under.

Full-time Equivalence: This indicates the actual amount of time spent in training as a percentage of a full-time day.
Click the Next button
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You will be presented with a screen that summarizes the data you entered on pages 1 and 2.  If you need to make any changes, select the <Back> button, make the change, then move forward to this screen by selecting <Next>.
If all data is correct, click the Next button
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Answer this 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/seminar).  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 5.

If No, click the No button and click the Next button to finish adding your program. Proceed to Step 6.
Step 5: 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.

Fill in the required component information: Training Type, Venue and Method of Training.
Click the Next button
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Enter a Component Name, Training Provider, Start Date, End Date and Full Time Equivalence.


Click the Next button
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You will be presented with another Summary screen. Select <Back> to make any changes, <Add Another> to add a third component, or <Next>, if you are finished.

When you click the <Next> button you will be taken to the main Program Information screen (see picture, Step 6, below).  Proceed at this point with making the link to the Strategic Objective.  If you do not have Strategic Objectives entered into your system at this time you can make the link at a later time.

Step 6: Link the Program to an SO
Select a Strategic Objective from the SO list.
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Step 7: Creating Additional Links
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You have already linked a program to a Strategic Objective in Step 6 and this link will appear in the Linked Strategic Objectives grid as well as on the Training Program Overview Tab.

To add other Strategic Objective Links, from the Links Tab click the Actions Menu and select Add Strategic Objective Link. Select the SO you wish to link and click <Finish>. This will be beneficial for cross cutting programs that support several Strategic Objectives.

To add Intermediate Result links click the Actions Menu and select Add Intermediate Result Link.  Select the IR you wish to link to from the list and click <Finish>.
Step 8: Adding Trainees or Groups (Detail Tab)
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For in-country training, trainees can either be entered individually, or as a group.

Groups:  This is the most common way to track in-country training participants.  Groups track numbers of trainees by gender.  Select the Actions Menu associated with the Groups Currently Enrolled grid, then select Create Group and Add to Program (see Action Menu items, below).
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In the Trainee Wizard, page 1, enter a Group Name, then click <Next>.
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- Enter Employer and Residence Country (these fields are not required). If you wish to enter an Employer that is not in the list, select <Add New Item>.  Click <Next>.
- On page three of the wizard, review what you’ve entered up to this point. If you need to make changes, click <Back>. If everything looks OK, click <Next>.
- On page four of the wizard (below), enter Current Trainee Status, Number of Males, and Number of Females in the group.  Click <Finish>.
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Trainees (Individuals)
This is a less common way of entering in-country trainees.  By entering each trainee into TraiNet, you can track each person’s name, status, birth date, various addresses, gender, etc.  Select the Actions Menu associated with the Trainees Currently Enrolled grid, then select Create Trainee and Add to Program (see Actions Menu items, below).
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NOTE:  To add trainees who do not exist in the system already click Create Trainee and Add to Program from the Trainees Currently Enrolled Actions Menu. 

To add a trainee who 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. Enter the correct data for all the fields on the screen.  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.
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Starting with the first page of the Trainee Wizard (previous page), enter all required information – any field with an asterisk (*) next to it – and any other information you wish to track for each Trainee.  Like the other Wizard screens explained in earlier sections, select the <Next> or <Back> buttons depending on whether you wish to move to the next screen to add additional information, or go back to correct data.  

When you get to the end of your data entry in the Trainee Wizard, click <Finish>.
Step 9: Adding Components (Detail Tab)

You already added components with the Training Program wizard; however, if you have additional components to add to this program in the future you can do this by clicking the Components Actions Menu, and then selecting Add Component.

If you wish to edit any existing components, double click on that component line from the Components grid. The Edit Component Wizard will open up, and you can make any changes to the component at that time. 

Step 10: Adding Funding (Funding Tab)
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The THREE Funding Grids:

USAID Budget Information 
Budget: Budget funding is the estimated amount for a training program – usually before a training happens and expenses are incurred. 

TraiNet 2 breaks USAID funding into three categories—Instruction, Trainee, and Travel.  The TraiNet2 USAID funding wizard explains what each category means.  

Final: A Final budget is the actual costs after all expenses from the training have been added up. Enter Final only when the expenses from the training are completed.
Other Funding Contributions
These funding items are used to record funding that is neither USAID related nor Contract related.  Types of funding collected here include Host Country Government funding, Anonymous donations, etc. 
Contract Funding
Programs need to be linked to a funding allocation block to produce the Checkbook report.  It is not required data entry, however.  You need to decide what your reporting needs are. To do this, select Add Contract Funding Item from the USAID Contract Funding Information grid.  In the first list box select the name of the contract (Example FY 02 Romania 1.4).  Then click <Finish>.  

Entering USAID Budget Information:

From the USAID Budget Information grid, select the Actions Menu, then click on Add Budget Line Item.
[image: image22.jpg]‘Add Budge Line Item




The following screen appears (next page).
Select the appropriate Radio button that applies to the type of budget you are creating, then click <Next>.
On page 2, enter the line item description and amount. A detailed explanation for each line item category is provided in the Wizard screen.  Click <Next>, then <Finish>.
To add additional line items, from the USAID Budget Information Actions Menu, select  Add Budget Line Item.  Enter the Line Item Name, Category and Amount.  

You may continue to add as many line items as necessary. To delete a line item, click once on the item in the grid, select the Actions Menu and select Delete Budget Line Item.
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Step 11: Adding or Editing Trainee Information
Once you have entered Trainees into TraiNet you may add or edit information from the Trainee Information screen.  You can go to a Trainee record in one of two ways:


1. Click on the Trainee name from the Bookmarks section on the right side of the screen if the name appears in white under the Trainees-Individuals Bookmark title (in grey).


2. Click on the Trainees-Individuals Bookmark title, then select one of the alphabetical hyperlinks at the top of the screen to list Trainees whose last names start with that letter. Find your Trainee in the list on the main screen and double click on that name.
Adding or editing addresses:

On the Trainee Information screen in the Address section, for Type you may enter up to 5 different address types. Address types include, Contact, Permanent, Work, Home and US School (for US-bound Trainees only).  

Enter the relevant address and contact information for the individual.
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Step 11: Maintaining Good Data

What constitutes a Training Program?
A training program is a learning activity designed to improve the performance of participants by developing knowledge, skills, or attitudes. Training programs are funded separately from Technical Assistance.
Training programs can be long-term degree programs (MBA, PhD, Bachelor’s degree), or non-degree technical training like seminars, conferences, or workshops, to name just a few types.

Training programs can be delivered traditionally, with the students and instructors in the same location, or by distance learning methods, such as the internet.  Further, a program can take place in the US, a third country or in a trainee’s home country (some programs take place in several locations, as well).

A program has defined start and end dates, and there are very few, if any, gaps between its components.  Hint – if you have a program where there are long gaps between components you should probably break the program apart and consider making each component a separate program.
A training program is not a project or an activity that has a training component.  Projects and Activities may, however, provide funding for training programs.
Projects and Activities are entered in TraiNet under the Activities screen.
Update Program Status
To do this, open a program and change the status from the Status list.  If a program has ended change the status to Completed.  If a program has been cancelled change the status to Cancelled. When a program has been cancelled you should also consider changing your funding amounts to 0, if you entered a budget. 

Program Status list: Potential, Planned, Cancelled, Active, Completed, Terminated, Final.
Update Trainee Status
To do this, open the program that the trainee is enrolled in.  Find her or his name in the Trainees Currently Enrolled grid on the Detail Tab.  Select the name (you can select more than one name at a time if you are changing the status for more than one person) and go to the Actions menu.  Select Update Trainee Status. 

Trainee Status list:  Candidate, Not Selected, Alternate, Planned, Cancelled, In-Training, Terminated, Achieved, Not Achieved 
Adding new items to lists (Training Providers, Employers, Fields of Study etc)

Adding new items to lists is now very simple.  If you don’t see the item you are looking for in a list you can click <Add New Item> and create the entry you want.  Please use caution when adding new items.  You may want to double check the list and make sure that the item you are about to enter isn’t already there.  These lists are a compilation of all the field offices’ lists, so if you are adding a new item try to be as specific as possible in the title.  For example, there are several Booze-Allen offices entered in the Training Provider list.  There are Booze-Allen offices in Washington and several abroad.  If all the field offices enter their own Booze-Allen training providers and do not specify in the title where the office is located the list in Washington will have five Booze Allen offices listed with no distinction about what country the office is located in.  Perhaps the best way to enter a new training provider in this case would be Booze-Allen, Washington as the title.

Appendix I: Receiving TraiNet Data via the Transfer Data Feature 
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Make sure you are connected to the internet when doing a data transfer.

From the main TraiNet screen, select the <Transfer Data> button from the Taskbar on the left side of the screen.

Click the <Receive Data> button.  A window will appear telling you that data is being received. When it is complete, click the <OK> button to clear the status window.  Check your Activities and Strategic Objectives from the Bookmarks section on the right side of the screen to make sure the data was imported into your TraiNet.
Step 3: Create a Training Program


Click the Create a Training Program Icon to enter a new program.





Step 1: Log into TraiNet


Launch TraiNet from the TraiNet icon, then logon to the system.





Step 2: Make sure you have an Activity and Strategic Objective (top-tier data)


Top-tier data is usually maintained by the USAID Mission, while program-level data is entered by contractors/implementing partners.  Before you enter your first training program, make sure you communicate with your Mission TraiNet Administrator and request that top-tier data be sent to you.  This can be done using the Transfer Data feature of Trainet.  If you have not yet received Strategic Objectives and Activities via data transfer from your Mission, you will need to do that first.  Contact your TraiNet Administrator and provide them with your six-letter unique TraiNet site id.  See Appendix I, Receiving TraiNet Data, for step-by-step instructions on how to do this.


If your Mission does not maintain top-tier data, your Mission should instruct you regarding what Strategic Objective and what Activity to enter into TraiNet.  Select the Create a Strategic Objective, and Create an Activity button from the Taskbar at the left side of your TraiNet screen to get started (see the graphic in Step 3, below).
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