Creating a Training Program in TraiNet
for

US-bound Participants
(Follow these steps to enter data for a US-bound Trainee)
1. Log into TraiNet using your assigned username and password.

2. From the Taskbar, select <Create a Training Program>.

3. Select an Activity (note: if the Activity is not in the system, please contact the appropriate USAID Mission personnel in order to have it entered so it can be chosen from the list).

4. Enter the name of the Program (Subject of training).

5. Enter a Training Type from the pick list.  Training types include 4 Year Degree, Conference, Internship, Doctoral Degree, Masters Degree, On-the-job Training, Seminar, Workshop,  Professional Degree, etc.

6. Select Venue (U.S.).

7. Select Method of Training (Traditional or Distance Learning).

8. Select the <Next> button.

9. Enter a Field of Study from the pick list (Note: Do not add a new Field of Study to this list. Select an item from the list that most closely describes the subject area of study).
10. Select a Training Provider from the pick list.  If you cannot find the Training Provider, select <Add New Item>.

11. Enter a Program Status from the pick list (Planned).

12. Enter a Start Date and End Date.

13. Select the <Next> button.
14. Enter the Training Provider (Facility) address (Include at least one street line, city, full state name, 5-digit postal code, and country).
15. Select the <Next> button.

16. If the information listed on this page is correct, select the <Next> button again.  If you need to make corrections, select the <Back> button.

17. If there are no additional Components for this Program, select <Next> again. If there is an additional Component, select the <Yes> button and then select the <Next> button (Add the additional component at this time).
18. Select the <Finish> button.

19. You will now be on the main Program Information screen (Overview Tab). At the top of the screen, select the SO that you wish to connect to this Program. 
20. Detail Tab: Select the Detail Tab at the bottom of the Program Information screen.
21. Create the Trainee record to add to the Program you just entered – Select the Actions Menu from the Trainees currently enrolled grid.

22. Select <Create Trainee and Add to Program> (Note: If this Trainee previously attended a training program, select <Add Trainee to Program> and select their name from the list – skip to step 29, below).
23. Enter the Trainee First Name and Last Name EXACTLY as it appears on their passport.
24. Select Gender – Male or Female.
25. In the second column, enter all Birth Information, including Date, City, Country, Country of Residence, and Country of Citizenship.

26. Select the <Next> button.

27. Select whether the participant is married, or not.  There is nothing more you need to enter on this page of the Wizard.  Select the <Next> button.

28. If the information listed on this page is correct, select the <Next> button again.  If you need to make corrections, select the <Back> button.

29. Enter Current Trainee Status.  All other fields are optional.
30. Select the <Next> button.

31. Enter the Trainee U.S. School Address. Enter at least one Street line, City, full State Name, five-digit Postal Code and Country.  All other information is optional.
32. Select the <Finish> button.

33. Funding Tab: Select the Funding Tab at the bottom of the Program Information screen.
34. In the top grid, USAID Budget Information, select the Actions Menu and select <Add Budget Line Item>.
35. Select the button <Budget> and <U.S. Dollars>.
36. Select the <Next> button.

37. Type “Total Cost”.  Enter a US dollar amount in the next field.
38. Select the <Next> button.
39. If the information listed on this page is correct, select the <Finish> button.  If you need to make corrections, select the <Back> button.

Items 40-42 are OPTIONAL.  Only do this if the Program is connected to more than one Strategic Objective:

40. Links Tab: If you want to connect this training program to another SO, select the Links Tab, then select the Actions Menu from the Linked Strategic Objectives grid.

41. Select <Add Strategic Objective Link>.

42. Select from the Available Strategic Objectives list, and then click <Finish>.
43. Add Visa Information for your Trainee(s):  Select the Detail Tab at the bottom of the Program Information screen.
44. Double click with your mouse on the name of the Trainee.  You will now be on the Trainee Information screen, Overview Tab.
45. From the Address Type pick list, select US School.  In the Trainee Information screen, this address is where the Trainee will be living while in the US, and NOT the address of the school they will be attending.  Enter at least one Street line, City, full State Name, five-digit Postal Code and Country.  All other information is optional.

46. Select the Detail Tab at the bottom of the page.
47. From the Visa Information grid, select the Actions Menu.
48. Select <Add Visa Information>.
49. From the Program Name pick list, select the Program they will be attending.

50. From the Position Code pick list, select a Position Code that most closely describes the position they currently hold.
51. From the Type field, select J1.
52. Select a Category Code (For specific Category Code instructions, please go to the J Visa Help Desk web site at http://usaidtraining.devis.com/Newsletters and refer to the following Newsletters for detailed information on how to select Category Codes): 
· Newsletter, Volume 1, No 6

· Newsletter, Volume 1, No 8
Three of the most commonly used Category Codes include:
· Short-Term Scholar: for any participant studying up to 21 days in length.

· Trainee: for a period of 22 days up to 18 months.

· Student: for as long as the participant pursues a full course of study towards the following degrees:

1. Associate’s Degree

2. Bachelor’s Degree

3. Master’s Degree

4. PhD
5. Technical, Non-degree
** NOTE: If you select Category Student, you will also need to select and Education Level.
53. Select the <Next> button.

54. In the right column, enter the Passport Expiration Date and Passport Number.

55. Select the <Finish> button.

You have completed entry of the minimum data-entry requirements for US-based training.
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