Creating an In-Country Training Program in TraiNet
(Follow these steps to enter data for an in-country training program)
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 Conference, Internship, On-the-job Training, Seminar, Workshop, etc.

6. Select Venue (In-Country).

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

8. Select the <Next> button.

9. Enter a Program Status from the pick list (Planned or Completed).

10. Enter a Start Date and End Date.

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

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

15. 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. 
16. Detail Tab: Select the Detail Tab at the bottom of the Program Information screen.
17. Create the Training Group and add it to the Program you just entered – Select the Actions Menu from the Groups currently enrolled grid.

18. Select <Create Group and Add to Program>.

19. Enter a Group Name, like “Accountants”, or “Coffee Growers”.

20. Select the <Next> button.

21. There is nothing you need to enter on the second page of the Wizard. Select the <Next> button again.

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

23. On the last page, enter the number of Males and the number of Females that attended this training program.
24. Select the <Finish> button.

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

29. In the Instruction box, type “Total Cost”.  Enter a US dollar amount in the next field.
30. Select the <Next> button.
31. If the information listed on this page is correct, select the <Finish> button again.  If you need to make corrections, select the <Back> button.

Items 32-34 are OPTIONAL.  Only do this if the Program is connected to more than one Strategic Objective:

32. 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.

33. Select <Add Strategic Objective Link>.

34. Select from the Available Strategic Objectives list, and then click <Finish>.

You have completed entry of the minimum data-entry requirements for In-country training.

Development InfoStructure



2
August, 2004


