How to Transfer Data: Bookmarked Information
(and background on how to use Bookmarks)

What is a Bookmark? 

	Bookmarks:  
Click a Bookmark Heading to see:


	Bookmarks are always in view on the right side of the TraiNet screen.
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	▪ My TraiNet – the main TraiNet screen.  Also reveals the TraiNet Taskbar, which allows you to perform other tasks in TraiNet.
	

	▪ Programs –shows a Browse List of Training Programs. The list will appear empty initially.  Along the top of the screen, click a status value to show programs that have that status, or click All to view all programs. 


	

	▪ Trainees –shows a list of individual Trainees. The list will appear empty initially.  Along the top of the screen, click a letter to display trainees whose last name begins with that letter, or click All to view all trainees.


	

	▪ Groups –shows all Trainees you’ve entered as Groups in your data. The list will appear empty initially.  Along the top of the screen, click a letter to display Groups whose name begins with that letter, or click All to view all groups.


	

	▪ Strategic Objectives – shows all Strategic Objectives in your data.


	

	▪ Activities – shows all Activities in your data.


	

	▪ Target Groups – shows all Target Groups in your data.
	

	▪ Personalized Bookmarks
As you view or work with data from the Bookmark categories, TraiNet keeps track of where you have been and displays personalized bookmarks in outline form as shown below in Figure 1.  Bookmarks are stored for each individual user, so what you see in the list will depend on the user name you used to log into TraiNet.

Just click the Bookmark (the item in white – see Figure 1) to re-open that data object.
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Figure 1
You can close personalized Bookmarks by selecting the record you wish to close and choosing the Actions Menu associated with that record (see Figure 2).   In the example below, you would close the personalized Bookmark for Andry Asmoro. 
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Figure 2
You can open and close Bookmarks as needed. 

It is convenient to use Bookmarks to transfer specific trainee or program data to another TraiNet site. By opening the personalized Bookmarks you want to send, you can transfer just that data.  Follow the steps below to transfer Bookmarked data:
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Figure 3
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Figure 4
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Figure 5
TraiNet2 will allow users to send data in the following ways:

-
All Data: All data in your TraiNet2 system will be sent.

- 
All Data that has been added or updated: TraiNet2 will send any records that have been added or changed since the last time you sent data to the site you selected on page 1 (It is not recommended that you use this option).  

-
Partial Data: Selecting partial data allows you to decide which categories of data you wish to send.  It separates TraiNet data into three categories:

-
Top Tier Data : Includes Strategic Objectives, Intermediate Results, Activities, Vendors and Contracts.

-
Target Group Data: Includes Target Groups and Performance Targets

-
Training Program Data: Includes all information relating to a training program. Components, trainees, visas, HAC, funding, and related items are all a part of training program data.

-
Partial Data that has been added or updated: Selecting this option will allow you to send specific categories of data, as described above, that have been added or updated since the last time you sent data to the site you selected on page 1 (It is not recommended that you use this option). 
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Figure 6
When selecting to send Partial Data with the category of Training Programs checked you will be given several options about which programs you would like to send.  

-
All Training Programs: This option will send all training program related information

-
All Bookmarked Training Programs: Selecting this option will send all training program related information for those training programs that are currently open on your bookmark list.
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Figure 7
· Training Programs Associated with Specific Activities: This option allows you to send all related program information for specific activities.  Once you select this option you will be allowed to choose the relevant activities from the boxes marked Activities. 
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Figure 8
Select these items:


Partial Data


Training Program Data





Select All Bookmarked Training Programs, then select the <Next> button.





From the Transfer Data tab on the Taskbar, select <Send Data>





Enter the Site ID you wish to transfer your data to. If you are transferring to the VCS, enter HCDTRN, or select it from the list.





In the final screen, select the <Finish> button and data will be transferred.  If you receive an error message, notify your TraiNet Administrator, or contact the USAID Help Desk at jvisa@devis.com





If you wish to close ALL personalized Bookmarks, select the Actions Menu above the Bookmarks section and select Close.











