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Introduction

Background

After the attack on the World Trade Center in 1993 and again after the coordinated attacks
of September 11, 2001, legislation was passed that resulted in the creation of the Student
and Exchange Visitor Information System (SEVIS) by the Immigration and Naturalization
Service (INS) and the Department of State (STATE) to monitor the issuance of F, M and J-
Visas, and information relative to students and exchange visitors in the U.S. from entry to
exit. In complying with the SEVIS requirements, over 70,000 institutions and organizations
must now adhere to a uniform standard of procedures and participant data transfer.

In early June 2002, USAID simultaneously received word from the Department of State and
INS” data management contractor of a pending change in INS and Department of State
regulations regarding the issuance of J-Visas and the monitoring of exchange visitors.

Beginning February 15, 2003 all Exchange Visitor program sponsors, including USAID, must
use SEVIS to print DS-2019 J-Visa applications electronically and must update SEVIS with
information on all participants in the United States within specific guidelines and
deadlines. Only approved U.S. citizens, located in the U.S., will be able to use SEVIS. The
use of SEVIS eliminates a number of paper-based processes, collects more timely and
accurate data, and results in a better informed INS with enhanced enforcement and
decision-making ability.

A J-Visa obtained improperly or fraudulently, through compromised USAID information
systems or procedures could cost the Agency immensely. USAID intends to minimize its risk
of J Visa misuse.

Purpose

Approximately 6,000 people a year are brought to the United States and enrolled in
training programs managed by USAID implementers. Previous USAID participant training
policies and procedures supported a highly decentralized process of each USAID Mission
individually initiating visa applications and tracking participants.

Under the new SEVIS requirements, however, only a small number of centralized U.S.-
based USAID staff are granted access to SEVIS to issue visa applications and track
participants.

Therefore, agency policies, as well as supporting procedures and systems, have changed to
address this necessary need for U.S.-based centralization. This document provides an
overview and specific guidance regarding new procedures and systems required for J-Visa
processing for USAID sponsored participants. Detailed instructions for the utilization of
supporting computer systems are provided in accompanying appendices.
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Overview

The new procedure for processing J-Visa applications requires changes to 3 components
involved in the process:

e Computer Systems - a new system (USAID Visa Compliance System or VCS) now
automates the process of receiving J-Visa applications and approvals before
they are electronically transferred to SEVIS. The initiation of this process still
originates through data entry in the TraiNet system.

e Roles and Responsibilities - in general, most existing roles remain the same,
however, corresponding responsibilities are altered to fit the new processes.
One of the main differences is how people in their current roles utilize the
respective systems. Also, there is a major new U.S.-based role in the process
that manages the submitting of applications to SEVIS.

o Workflow Processes - Agency policies and workflow have been realigned in
light of the new requirements to move information on a frequent basis to
SEVIS. The change in workflow process is greatly affected by the new systems
that automate the J-Visa application process.

Implementing the changes to these main process components provides a complete solution
to meeting SEVIS requirements and provides:

e Central control of a decentralized process.

e A more secure process to execute DS-2019s and issue J visas.

e Easier & more accurate accountability.

e Improved visibility of the entire visa application and participant monitoring
process.

e Streamlined reporting of USAID's DS-2019 usage.

e Elimination of the multi-copy DS-2019 form.

e Transparent process built upon current Agency systems, processes and
workflows.

A system-hybrid approach has been developed that uses TraiNet for initial data collection
and the USAID Visa Compliance System (VCS) for approval workflow. VCS builds on current
Agency training data collection efforts. Enhanced security control is maintained through a
clear approval process that is separate from the data collection. VCS implements the
USAID-specific approval process, and the printing and tracking of the DS-2019. The VCS is a
secure Web based application. VCS users must be approved centrally and assigned a role
with the appropriate security precautions addressed. VCS provides adherence to all USAID
password and logon procedures, including password length, character sets, and password
expiration.

All USAID participants traveling to the U.S. must use the J-1 visa exclusively. USAID
Missions and implementers currently use TraiNet to track and report participants to
USAID/Washington. USAID’s approach for complying with the INS requirements is to
leverage the existing worldwide usage of the TraiNet system. TraiNet will be the sole
source of all information on USAID participants bound for the U.S. Complete information
about participants on U.S. training events must be in TraiNet no later than 6 weeks prior to
the anticipated date of consular filing. VCS is fed with data collected and verified via
TraiNet.

Page 2 of 68



USAID Visa Compliance The Complete Guide

Computer Systems

USAID's J-Visa application process utilizes 3 integrated computer systems. This approach
was specifically designed to take advantage of current data systems already in use by
USAID to meet SEVIS participant data requirements. The new integrated system includes a
new application, USAID Visa Compliance System (VCS) that acts as an interface between
the existing TraiNet system and SEVIS. The new system includes the process and protocols
necessary to interact with the SEVIS system.

The 3 systems utilized in the process are:

e TraiNet: Contractors & Mission continue to use TraiNet to capture and update
all training data. TraiNet is the point of entry for all required data for the new
J-Visa application process. In addition, TraiNet will be utilized to update the
information available to the INS as required during the training. Most of the
data fields required by the INS are already collected in previous versions of
TraiNet. New TraiNet version 2.1 includes all required data.

e USAID Visa Compliance System (VCS): A new secure web-based system that
tracks the approval process of the DS-2019 applications and participant
information. VCS facilitates data interchange between TraiNet and SEVIS.
VCS performs three functions: First, it implements a process to verify data
from TraiNet. Second, it translates TraiNet data to the format required by
SEVIS and manages its transmission. Lastly, it provides approval management
of requests for applications as they move through the workflow process.

Requiring no instructor-led training on its usage, VCS is a role-based system
containing onscreen directions, prompts, and menu structures built specifically
for each role. This dynamic approach only shows a user what is required of his
role and for that particular transaction.

VCS users must be approved centrally and assigned a role with the appropriate
security precautions addressed. The system resides on a network that has
undergone an independent network penetration test and where the
architecture has been deemed highly secure. VCS adheres to all USAID
password and logon procedures, including password length, character sets and
password expiration.

e Student and Exchange Visitor Information System (SEVIS): The new tracking
system created by the INS to monitor student and exchange visitors in the
United States. It creates a means for information collection and reporting via
the Internet, with a time-saving, concurrent reduction in paper record
maintenance and prevention of data being out-of-date. VCS communicates to
SEVIS DS-2019 information, where SEVIS produces DS-2019 visa application
forms. SEVIS also reports back errors and alerts related to exchange visitors.
All automated processes are handled through VCS; however, there are
instances that require the USAID/W Responsible Officers (ROs) to utilize the
real-time interface to handle particular situations.

Data Flow

The integration of data between the three systems allows the following major tasks to be
centrally managed and controlled:

e Issuance of DS-2019 - In order to create a Form DS-2019, information about the
prospective participant is entered in TraiNet and transferred to VCS for
verification and approval. Authorized USAID personnel electronically transmit
data from VCS to SEVIS. The Form DS-2019 is generated by SEVIS, downloaded,
printed and signed in Washington before being expeditiously sent to USAID
Missions.
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e Participant Status Changes - Throughout a participant’s stay in the United
States, USAID is required to transmit changes in the participant’s status to
SEVIS via the internet. From within SEVIS this information is made available to
the INS and the Department of State. SEVIS also provides system alerts and
basic reports to USAID operators in the United States and INS field offices.
Participant records in SEVIS are accessible to USAID Responsible Officers in
Washington. Status changes flow through the systems in the same manner as
initial data entry: first entered into TraiNet, approved through VCS, and then
transferred to SEVIS by an RO for processing.

Data integration between the 3 computer systems is linear. Data originates in TraiNet and
is transferred to VCS. After approvals, the data is then submitted to SEVIS. Data that does
not pass VCS approvals is corrected directly in TraiNet. When SEVIS completes processing
of data, it sends a data file back to VCS with the results of its processing. This hybrid
approach of TraiNet client for initial data collection and the J Visa Compliance System
(VCS) for approval workflow offers a number of advantages: It assures a logical
implementation path from previous procedures and builds on current Agency training data
collection efforts; Security is maintained through a clear approval process that is separate
from the data collection (in TraiNet); By implementing the approval workflow process as a
web application, flexibility and adaptability are ensured as the approval process is most
likely to see rapid change in the near future.

How the Systems Work

Initiate Verify Approve Submit
A »
a¥h ] [ M
2 E
|
1 =
Ao A

/CS J-Visa Compkance Server
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Initiate: R1-TraiNet operators enter Exchange Visitor application into TraiNet. Data is
automatically uploaded into VCS.

Verify: R2-TraiNet Supervisors* utilize the VCS system to verify the data imported from
TraiNet. Any corrections are re-submitted into TraiNet by the Operator.

Approve: R3-USAID Mission utilizes VCS to approve applications that have been verified.

Submit: R4-USAID/W Responsible Officer (or Alternate) utilizes VCS to submit qualified
information to the INS. Requests for DS-2019s are electronically submitted to, and
processed by, the INS and returned to VCS. Part of the information returned is printable
forms for approved DS-2019 J-Visa applications that are printed through VCS. ROs may
also directly utilize SEVIS to receive alerts and provide manual operations that cannot
be performed through VCS.

* In those cases where the R1 role is performed by USAID staff, the R2 role cannot be
performed by a USAID contractor or centrally funded organization. R2-Verifiers may not
supervise R1-Initiators where such relationship would be contrary to U.S. law or USAID

policy.

Roles and Responsibilities

There are four roles for stakeholders involved in USAID's J-visa process:

R1-Initiator (TraiNet Operator): Using TraiNet, is responsible for entering all required
information for initiating visa applications and tracking participants. (See Appendix 1)

R2-Verifier (TraiNet Supervisor): Using VCS, verifies participant data as transferred into
VCS from TraiNet. (See Appendix 2)

R3-Approver (USAID Mission): Using VCS, provides Mission confirmation of the legitimacy of
each participant and training interventions; approves participant data after being verified
by R2: (See Appendix 3)

R4-Submitter (USAID/W Responsible Officer): Using VCS and SEVIS, is responsible for
validating each participant and relevant data. Submits approved Participant data to SEVIS
for processing. (See Appendix 4)

Every participant candidate must be deemed appropriate by each of these roles before a
DS-2019 form can be produced. If a candidate is rejected by any of these roles at any time
during the process, the candidate is sent back to the R2-Verifier (TraiNet Supervisor) for
final disposition.
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Role

Responsibilities

R1: Initiator - TraiNet Operator

This role is performed by the employee
responsible for data entry in TraiNet. All
participants nominated for training in the
U.S. must be entered in TraiNet.

Does not have to be a U.S. Citizen. Role can
be served by a USAID Contractor, Centrally
Funded Organization, or USAID Mission. There
is no limit to the number of individuals who
may be assigned to the R1 role.

Utilizes TraiNet System:

® Data Entry in TraiNet to create new
Participants and Programs.

® Transmit TraiNet data to Washington

® Updates data in TraiNet during the
course of a program.

® Corrects data in TraiNet to resolve
data errors.

R2: Verifier - TraiNet Supervisor

This role is performed by the Supervisor of
the TraiNet Operators. They are
responsible for ensuring that data entered
into TraiNet is complete and correct when
imported to VCS.

Does not have to be a U.S. Citizen. Role can
be served by a USAID contractor, centrally
funded organization, or USAID Mission, but
cannot be served by the same individual(s) in
the R1 role. In those cases where the R1 role is
performed by USAID staff, the R2 role cannot
be performed by a USAID contractor or
centrally funded organization. A maximum of
only two individuals may be assigned the R2
role for each R1.

Utilizes VCS System:

@ \Verifies TraiNet Data that is imported
to VCS.

® Communicates data errors to TraiNet
Operator for correction in TraiNet.

® Determines disposition of participant
by either removing nomination or moving
to USAID mission for approval through
VCS.

® Communicates with R3 and R4 roles
to determine status of questionable
applications.

® Receives signed DS-2019 forms from
the Approver.

R3: Approver - USAID Mission

This role is performed by a US Citizen at a
USAID Mission to approve applications
forwarded by their reporting offices and
centrally funded programs with participants
from their country.

Must be USAID staff and a US Citizen. The
number of individuals assigned the R3 role is
determined by the Mission Director or USAID
Representative.

Utilizes VCS System:

® Provides Mission confirmation of the
legitimacy of each participant and training
intervention.

® Approves applications from field
offices and sends to USAID EGAT
through VCS.

® New applications approved by
entering last 4 digits of passport number
and country of citizenship of applicant.

® Can send disapproved applications
back to field office for correction or
removal.

® Communicates potential problems to
TraiNet Supervisors in field offices.

® Nominates people to fill the Verifier
(R2) Role.
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Role

Responsibilities

R4: Submitter - USAID EGAT
Responsible Officer and Alternate

This role is performed by the Responsible
Officer (RO) or Alternate Responsible
Officers (AROs) at the USAID EGAT office
approved by DOS to access SEVIS.

Utilizes VCS and SEVIS Systems:

® Submits approved VCS applications to
SEVIS through batch transfer function.

® Can send disapproved applications
back to Approver for correction or
removal.

® Receives and processes alerts from
SEVIS (RTI and batch).

® Communicates potential problems to
TraiNet Supervisors in field offices and
Officers at USAID Missions

® RO Serves as User Manager
assigning permissions in VCS

® Manages Signing, Printing, and
Shipping of DS-2019 forms back to Field
Offices

® Manages VCS access of R2, R3 &
R4.

® One R4 performs the role of
Responsible Officer (others are Alternate
Responsible Officers).

Workflow Process

USAID policies, as well as supporting procedures and systems, have changed to address the
SEVIS requirement of U.S.-based centralization. The workflow process has been modified so
that those involved in the previous process can maintain similar roles and responsibilities,
without having to incur wholesale changes to their work procedures. Essentially, the new
workflow utilizes the previous process as a basis and builds upon current and new systems
to provide an easy transition toward meeting SEVIS requirements. In this respect, the new

process is an evolution of the previous one.

As can be seen in the diagram below, the new workflow process introduces only one new
role into the scheme. Further, the new process that is introduced is linear, starting from
initial data entry through acceptance in SEVIS and the production and signing of the DS-

2019 form.

Page 7 of 68



USAID Visa Compliance The Complete Guide

New Role, New Process

New Way

(R4) Responible Officer/
Alt Resp Officer/
'\ Sevis Data Entry Clerk 7
\ ’

(R3) USAID Mission/ \
Designated Contractor

N ’

What is the same?

Contractors or Missions continue to enter and update training information in TraiNet (the
Initiate role). Someone verifies that the potential participants are appropriate for training
(the Verify role). Local Mission staff can approve or deny requests for visa applications
(the Approve role).

What Changes?

DS-2019 forms are produced, signed and distributed from Washington, not the
field.

Data must be entered into TraiNet, Verified & Approved in the VCS, and
processed by SEVIS ahead departure.

Mission personnel indicate their approval or denial of participants in the VCS.
The amount of lead time required to get a DS-2019 is increased.

Information in TraiNet must be updated throughout the training intervention.
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New Workflow, Policies and Procedures

The new workflow process is detailed in the following diagram. A point to note is the step-
by-step actions taken by the various individuals who are assigned roles (R1-R4) in the
process. This progressive level provides assurances that data passed from one level to the
next is correct and does not raise any red-flags.

(10) Signed DS-20

y 0 P 00000
099 (I w1 Ry geep

(R1) TraiNet (R2) TraiNet (R4) Responible Officer/

Operator Supervisor Alt Resp Officer/
, Sevis Data Entry Clerk 2009 ,Ddg
et ) oroveg e
A\?a‘“‘" Articipant Ne
\
k ettt

Organizatio
n

Submission
Processing

Initiate
Processing

Verification
Processing

Approval
Processing

(P5) Alert

upporting Docs

Processing

(13) J-Visa

Trainee US Consulate

The new J-Visa Process is summarized by the following steps:

R1-Initiation: Sponsoring Unit (or Implementer as designated) submits requests for J-
visas, including full training intervention and participant bio-data information, to the
TraiNet Operator who enters the request into TraiNet. Similarly, a Sponsoring Unit (or
Implementer as designated) reports participant changes to the TraiNet operator to
update the system. Data from TraiNet is automatically Transferred to VCS (VCS provides
some automated data validation.)

R2-Verification: TraiNet Supervisor verifies information transferred to VCS (from
TraiNet) on a daily (or as needed) basis. The Supervisor can either: (1) communicate
any error to the TraiNet operator for correction in TraiNet, (2) reject the application
outright, or (3) verify that the information is correct and send the application forward in
the process.

R3-Approval: USAID Mission receives verified application data from TraiNet Supervisor
and can: (1) Approve that data is correct and that the participant and intervention is
legitimate; or (2) reject the application and send it back to the R2-TraiNet Supervisor.

R4-Submission: USAID Responsible Officer (or Alternate) in the U.S. receives the
application and can: (1) review and submit the approved application to the INS or (2)
reject the application and send it back to the TraiNet Supervisor.

Page 9 of 68



USAID Visa Compliance The Complete Guide

Responsible Officer (RO) in U.S. is notified that DS-2019 is approved or that there are
errors. If errors exist, the RO communicates the error to the R3-Approver for
correction. If approved, RO prints the DS-2019 and ships the form to the appropriate
R2-TraiNet Supervisor.

Signed DS-2019 is provided to R3-USAID Mission.

Signed DS-2019s must be kept in the control of the Sponsoring Unit (or Implementer, as
designated). Signed DS-2019 and supporting documents are taken to U.S. Consulate,
where a J-Visa is issued.

Issuance of DS-2019

Issues in the new regulations drive the need to change Agency training data collection
policies. Preparation of the DS-2019 form (previously IAP-66a) must now be centralized.
Preparing the DS-2019 is a critical step in the process of obtaining a visa for an Agency
participant. This controlled form is the application that is presented to the Consular
officer, along with supporting documents, to obtain a J-Visa prior to travel to the United
States. Completed documentation supporting the prospective participant’s application for a
visa must be verified prior to preparation of the DS-2019. Before February 15, 2003 the DS-
2019 could be prepared and signed by authorized personnel in the U.S., or practically any
USAID office overseas. Under the new regulations the DS-2019 forms must be prepared and
signed by only a small number of authorized USAID personnel working within the borders of
United States, though the supporting documentation can only be prepared in a
participant’s home country. Agency procedures and information flow have been modified
to accommodate this required U.S.-based centralized authority with worldwide primary
sources of supporting documentation.

In order to request a Form DS-2019, the following information about the prospective
participant must be entered in TraiNet, and verified and approved in VCS:

Trainee Information, Overview Tab:

e Trainee Last Name (First and last name MUST match the first and last name as they
appear on the passport)

e Gender
e Birth Date
e Birth City

e Birth Country
e Residence Country
e Citizenship Country

e Trainee US School Address

o Linel
o City
o State

0 Zip Code (must be five digits)
o Country
Trainee Information, Details Tab, Visa Grid:
e Position Code

e Visa Type
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e Category (Category selection is based on professional background, education level
and purpose of visit, however Short-Term scholar must be used in cases where
training is less than three weeks)

e Passport Number
Program Information, Overview Tab
e Field of Study
Program Information, Details Tab, Training Component Grid
e US Training Component Start and End Dates
e Training provider (facility) name

e Training provider (facility) address

o Linel
o City
o State

0 Zip Code (must be five digits)
o Country
Program Information, Details Tab, Trainees Enrolled in Program grid

e Trainee Status (For new trainees the status must be Planned, Candidate or
Alternate)

Program Information, Details Tab, Attendance grid

e In US Component, Trainee’s name must have a check next to it to indicate they are
attending the portion of the program held in the US

Program Information, Funding Tab, USAID funding grid
e Budgeted Funding amount (Must be greater than zero)
Program Information, Funding Tab, Other funding grid (non-usaid)

e If a line exists here the amount must be greater than zero, however this is not a
required field

Authorized USAID/W personnel electronically transmit data from VCS to SEVIS. The Form
DS-2019 is generated by SEVIS, downloaded, printed and signed in Washington by a
USAID/W Responsible Officer before being expeditiously sent to the USAID Mission. There is
no longer a need for multiple-copy forms. Beginning February 15, the multi-copy Form DS-
2019 is no longer valid.

USAID/W Responsible Officer expeditiously sends all signed DS-2019 forms to the cognizant
USAID Mission R3-Approver.

Signed DS-2019s must remain in the control of the USAID Sponsoring Unit (or Implementer,
as designated) until they are submitted with supporting documents to the U.S. Consulate,
where a J-Visa is issued. The USAID Sponsoring Unit (or Implementer, as designated) must
ensure that, if a participant does not depart for training as planned, the DS-2019 form is
expeditiously returned to the Responsible Officer for disposal. DS-2019 forms may not be
destroyed outside the borders of the United States and must be accounted for by the
USAID/W Responsible Officer.
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Lead Time

Requests for J-visas, including full training intervention and participant bio-data
information, must be provided to the R1-TraiNet Operator, to initiate the visa process, no
later than 6 weeks prior to the anticipated date of consular filing. (Please note: The lead
time referred to above relates only to the process of obtaining a J-visa; Lead time
required for complete training implementation remains 12 weeks.)

Tracking Participants

The Agency’s previous requirements were to track visas and non-returnees on a quarterly,
historical, basis. To meet new requirements, information must now be tracked and
reported via TraiNet in real-time (same day information is known) and as a prerequisite for
training. This shift to required up-front information gathering represents a significant
departure from the way training information has been used in the past. It also requires that
multiple stakeholders participate in the information gathering process.

USAID Sponsoring Units (or implementers, as designated) are responsible for tracking the
whereabouts of their participants at all times while they are in the United States. Current
contact information must be provided to USAID/W Responsible Officers at any time upon
request.

USAID Sponsoring Units (or implementers, as designated) are also responsible for tracking
their participants for timely return to the workplace or professional settings in their home
countries.

Participant Status Changes

Throughout a participant’s stay in the United States, USAID is required to transmit changes
in the participant’s status to the INS and STATE via SEVIS. SEVIS also provides system alerts
and basic reports to USAID staff in the United States and INS field offices. Participant
records in SEVIS are accessible to USAID/W ROs only.

USAID Sponsoring Units (or implementer, as designated) are required to provide the
following information, via TraiNet entry, during a participant’s program:

e Within 3 business days of the start of a program, Sponsoring Units (or
implementers, as designated) must confirm that each participant has begun
training, or the participant is automatically considered a “no-show’ and is
reported to the INS via SEVIS.

e During the course of a participant’s program, the following information must be
updated in real-time (same day information is known) if there are changes or if
errors are discovered:

0 Current U.S. Address*

0 Last Name

0 Birth Date

o Gender

o0 Country of Birth

o City of Birth

0 Country of Residence

o Position Code

0 Current Site of Activity [current training provider's name and address]**
o0 Field of Study

0 Program Start and End Dates

0 USAID or Other funding contributions

o0 Participant Completion - Update Participant Status to Completed

0 Participant Termination - Update Participant Status to Terminated and

update Termination Reason
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*For short-term technical training with multiple site visits, where the participant’s
current address will change frequently, the U.S. address of the implementer
administering the training program may be used. However, USAID Sponsoring Units
(or implementers, as designated) are responsible for tracking the whereabouts of
their participants at all times while they are in the United States. (Also see
“Tracking Participants™)

**|f the training provider has not yet been identified at the time of initial data
entry, the implementer's name and U.S. address may be used until such time as
the training provider is known. Once known, training provider information should
be provided as a site of activity update via TraiNet.

Participant Documentation

USAID Sponsoring Units (or implementers, as designated) must keep the following
documentation related to USAID visa compliance on file.

training request

nomination/participant selection documentation
participants' bio-data information

face page of participants' passport

participant security risk assessment documentation
TOEFL English Language Test

CEPA English Proficiency Score

medical clearance confirmation

signed stakeholder/training agreement

signed conditions of training form

training implementation plan (TIP)

pre-departure orientation checklist

participant tracking documentation

all other documentation/correspondence related to visa compliance

Sponsoring units and implementers must NOT make or keep copies of the DS-2019 form.

Participant Security Risk Determination

A determination of security risk must be made on all USAID participants traveling to the
U.S. USAID Missions must establish a process of determining that participants are not
expected to pose a security threat to the United States. The established process must be
contained in the Mission Order for Participant Training, and must address:

a) how the process of determination will be carried-out, by whom, and when
b) types of acceptable evidence to be relied on to make determinations, like:

o a formal background check
0 apolice report
o personal knowledge of the participant's character
o0 other evidence the Mission determines is sufficient in the local
environment
c) requirements for documenting specific evidence relied on to make each
determination
d) timely information flow to R3-Approvers and Mission management

Documentation is required of each Participant Security Risk Determination and the specific
evidence used to make that determination. Sponsoring Units (or implementers, as
designated) must keep this documentation on file with other participant documents.
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Other U.S.G. Participants

USAID Missions may no longer process participant visas for other U.S.G. agencies,
organizations, or departments.

Where to get help

USAID Mission staff may contact Jim Nindel, Responsible Officer, at jnindel@usaid.gov , for
information regarding available mechanisms designed to help USAID Missions meet the new
visa requirements, as well as provide other participant training procedures and technical
services.

Inquiries regarding USAID Policies related to visa compliance may be direct to Ms. Marina
Gelles, Esq., Visa Specialist, EGAT/ED at mgelles@istiinc.com .

The J-Visa helpdesk is available to answer, technical and usability questions:

Email: jvisa@devis.com
Phone: +1 703 525 6485
Website: http://www.usaidtraining.net

Website References:
USAID Visa Compliance System website: https://VCS.usaid.org

TraiNet Support website (via USAID Training Website): http://www.usaidtraining.net

Authorization Process

R4-Submitters who are designated as VCS User Managers are responsible for assigning user
access to VCS. There is a manual process that is utilized in order to select and authorize
potential VCS users. Since it is impossible for one person to physically know every
potential world-wide user of the system, the process requires that each VCS role authorize
and verify the roles that report to them. The process provides a mechanism for
communicating User IDs and passwords to prospective users. The processes for authorizing
VCS users are detailed below:
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R4- Submitter Authorization Process

1.

R4-Submitters are the SEVIS-approved USAID/EGAT/ED Responsible Officer (RO) and
Alternate Responsible Officers (AROs).

The RO is responsible for assigning access to other R4-Submitters.

R4-Submitters, as designated by the USAID RO, can be set-up as a VCS User
Manager. VCS User Managers can assign access to other VCS users.

The RO is responsible for removing access of R4-Submitters.

R3-Approver Authorization Process

1.

R3-Approvers are nominated by the Mission Director or Aid Representative via email
or fax.

R3-Approvers must be US citizen AND mission staff.

R3-Approvers must submit US citizenship certification form to USAID, Washington
via fax on 202-789-7349.

EGAT/ED ensures Mission Director nomination of each nominated R3-approver.
Then, EGAT/ED provides the USAID contractor responsible for TraiNet and VCS
development and maintenance with names and Mission information of nominated
R3-Approvers.

The USAID contractor responsible for TraiNet and VCS development and
maintenance contacts the nominated R3-Approvers to provide further verification
of their contact information and to provide their VCS User ID. Passwords will be
assigned and communicated by separate means. User ID and password must not be
conveyed in the same communication to a user.

R3- Approvers are then entered as VCS users by EGAT/ED User Manager.
R3-Approvers will be asked to change their password upon first login.

Mission Directors must request the removal of R3-Approvers in writing to EGAT/ED
at jnindel@usaid.gov .

R2-Verifiers Authorization Process

1.

(o]

R3-Approvers must nominate R2-Verifiers by sending list of names and contact info
by email directly to the USAID contractor responsible for TraiNet and VCS
development and maintenance at trainet@usaid.gov .

The USAID contractor responsible for TraiNet and VCS development and
maintenance ensures that R2-Verifer nominations are received from current R3-
Approvers only.

The USAID contractor responsible for TraiNet and VCS development and
maintenance then contacts the R2-Verifiers to verify contact information and to
provide their VCS User IDs. Passwords will be assigned and communicated by
separate means. User ID and password must not be conveyed in the same
communication to a user.

Next, the USAID contractor responsible for TraiNet and VCS development and
maintenance provides EGAT/ED with R2-Verifiers information, including training
site.

R2-Verifers are then entered as VCS users by EGAT/ED User Manager.

R2s will be asked to change their password upon first login.
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7. R3-Approvers are responsible for requesting the removal of R2-Verifers by sending
their request in writing to EGAT/ED at jnindel@usaid.gov .

R1-Initiator Authorization Process
1. R1l-Initiators are never allowed access to VCS.

2. Ril-Initiator’s access to TraiNet is set by each TraiNet site administrator (individual
designated when TraiNet site ID is assigned).
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Appendix 1: R1-Initiator (TraiNet Operator)

The initiator is the first person involved in the J-Visa application process. This person is
responsible for entering required information for the participant into TraiNet. For each
participant, the Initiator is responsible for both the initial input of data for the J-Visa
application as well as any required status changes related to the participant during the
program duration as follows:

A summary of the Roles and Responsibilities for the R1: Initiator (TraiNet Operator) is as
follows:

Role Responsibilities
R1: Initiator - TraiNet Operator Utilizes TraiNet System:

® Data Entry in TraiNet to create new
This role is performed by the Participants and Programs.

employee responsible for data ® Transmit TraiNet data to Washington
entry in TraiNet. All participants 9

nominated for training in the U.S. ® Updates data in TraiNet during the
must be entered in TraiNet. course of a program.

Does not have to be a U.S. Citizen. | @ Corrects data in TraiNet to resolve
data errors.

How to Get Help

Both the TraiNet (trainet@usaid.gov) and J-visa (jvisa@devis.com) helpdesks are available
to answer questions.

If your question relates to the general use of TraiNet, such as running reports, please
address it to the TraiNet helpdesk. If you wish to request a copy of TraiNet or ask about
onsite support, please contact the TraiNet helpdesk. Please send email to
trainet@usaid.gov. The TraiNet Support website can be found at
http://usaidtraining.devis.com.

If your question is about using TraiNet specifically as part of the J-Visa application process,
then please contact jvisa@devis.com.

Using TraiNet

All Participants requiring a J-Visa must be initially entered into TraiNet by the Initiator.
TraiNet provides the only access for initial data entry in the J-Visa approval process (see
the sections titled “Computer Systems” and “Workflow Process” for more details). TraiNet
2.1 must be used for USAID visa compliance.

Initial Steps

Before you can enter data about your programs and participants into TraiNet, you must
load in the Top Tier data of the USAID Mission or Office that sponsors the contract, grant,
or cooperative agreement funding the training. If the USAID Mission or Office is also using
TraiNet, this data can be sent to you electronically and will be automatically loaded into
your copy of TraiNet. If the Mission or Office is not using TraiNet, you will have to request
the Top Tier data and enter the appropriate SO and Activity into your copy of TraiNet.

Page 17 of 68



USAID Visa Compliance Appendix 1: Initiator (TraiNet Operator)

Required Data

The following information is required for U.S. participants before data can be submitted to
the INS to request a DS-2019. This lists the data and the screen on which it is found:

Trainee Information, Overview Tab:

e Trainee Last Name (First and last name MUST match the first and last name as they
appear on the passport)

e Gender
e Birth Date
e Birth City

e Birth Country
e Residence Country
e Citizenship Country

e Trainee US School Address

o Linel
o City
o State

0 Zip Code (must be five digits)
o Country
Trainee Information, Details Tab, Visa Grid:
e Position Code
e Visa Type

e Category (Category selection is based on professional background, education level
and purpose of visit, however Short-Term scholar must be used in cases where
training is less than three weeks)

e Passport Number
Program Information, Overview Tab
e Field of Study
Program Information, Details Tab, Training Component Grid
e US Training Component Start and End Dates
e Training provider (facility) name

e Training provider (facility) address

o Linel
o City
o State

0 Zip Code (must be five digits)
o Country
Program Information, Details Tab, Trainees Enrolled in Program grid

e Trainee Status (For new trainees the status must be Planned, Candidate or
Alternate)
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Program Information, Details Tab, Attendance grid

e In US Component, Trainee’s name must have a check next to it to indicate they are
attending the portion of the program held in the US

Program Information, Funding Tab, USAID funding grid
e Budgeted Funding amount (Must be greater than zero)
Program Information, Funding Tab, Other funding grid (non-usaid)

o If a line exists here the amount must be greater than zero, however this is not a
required field

Required Updates during the Program

During the course of a participant’s program, the following information must be updated if
there are changes or if errors are discovered:

o Current U.S. Address*

o0 Last Name

o Birth Date

o Gender

0 Country of Birth

o City of Birth

0 Country of Residence

o Position Code

0 Current Site of Activity [current training provider's name and address]**
o Field of Study

0 Program Start and End Dates

0 USAID or Other funding contributions

o0 Participant Completion - Update Participant Status to Completed

0 Participant Termination - Update Participant Status to Terminated and

update Termination Reason

*For short-term technical training with multiple site visits, where the participant’s
current address will change frequently, the U.S. address of the implementer
administering the training program may be used. (Also see “Tracking
Participants™)

**|f the training provider has not yet been identified at the time of initial data
entry, the implementer's name and U.S. address may be used until such time as
the training provider is known. Once known, training provider information should
be provided as a site of activity update via TraiNet.
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Using TraiNet: Creating a U.S. Training Program

Step 1: Creating a Training Program Get Started

Click the Create a Training Program Icon to

enter a new program. ﬁ

Create a Training Program

9]

Create a Strategic Objective

&~

Create an Activity

bManage Top Tier Data

kanage Training Data

Fun Feparts

Tranzfer Drata

banage Liztz

Other
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Step 2: Using the Training Program Wizard

x

o e Training Program Wizard
A Training Program iz a learming activity designed to improve the performance of

participants by developing khowledge, skills, or attitudes. Training programs are funded
zeparately from technical azziztance.

Long-term degree programs, non-degree technical raining, seminars, conferences,
workshops, and study tours are just a few

Instiuctions [* Indicates required data entny]

*1 Select the Activity that will fund this training.

* 2 Enter a Mame far thiz training program. The narme will identify thiz program in your training repaorks.

*3 Select the Training Type. |n rare cazes you may need ko create a new training type by choozing
<odd Mew [terms from the list.

* 4 Select the Training Location. In-County, Third-Country, or LS. Training.

* B Select the bMethod of Training. |f training takes place in a way ather than first hand select
Distance Learing [example; On-Line College Courze], othensize select Traditional.

* tchivity

* I ae

* Training Location

|
|

* Training Type | |
|

* bethod of Training |

Cancel < Back Mext »

Fill out the following fields in the Training Program Wizard:
*Required TraiNet field

*Activity: Select the Activity Name

Example: Start Albania

*Name: Enter the name of the Training Program

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

*Training Location: (Training Venue) Select U.S.

*Method of Training: Select Traditional.

The Training Location must be “U.S.” if the participants attending this program need to
get DS-2019 visa applications.

Click the Next Button
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eate a Training | ram E}

i a4 = ,

S Training Program Wizard
A Training Program iz a learming activity designed to improve the performance of
participants by developing knowledge. skillz. or attitudes. Training programs are funded
separately fram technical assizstance.

Long-term degree programs, non-degree technizal braining, seminarg, conferences,
workzhops, and study tours are just a few

Instructions

1 TuepeaDeszcrption of what thiz program iz, who it benefitz ete.

2 Select the Field of Study. If the proper FOS iz nat in the lizst, zelect <Add Mew [bems: . Add new
itemnz only in zpecial cazes.

3 Select the Training Provider, including the school, firm, or institution that delivered the training.
Select <Add Mew [tem: if the training provider iz not in the list,

4 Select the Program Status from the list,

5 |ndicate if thiz iz full tirme or part time training by selecting the appropriate Full Tire Equivalence value.
B Usze the calender bo zelect the Start and End Dates of thiz program.
Dezcription | |
Field of Study | |
Training Provider | | E
Full-time Equivalence | | Priogram Status | |
Start [rate | | End [ate | |

Cancel | ¢ Back |

Fill out the following fields in second page of the Training Program Wizard:
Description: Enter a description of the training program.
Field of Study: Select the category that this training program falls under.

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
participants. 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 must be either ‘Potential’ or ‘Planned’. 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 because of either a delay or an extension, you must update
the dates in TraiNet and transmit the new data to Washington.

Click the Next button
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/7 £3

e Training Program Wizard
A Training Programm iz a learming activity dezigned ta improve the perfarmance of
participants by developing knowledge, zkillz, or attitudes. Training programs are funded

zeparately from technical azsistance.

Long-term degree programs, non-degree technical training, seminars, conferences,
warkzhopsz, and study tours are several examples of twpes of Training Programs.

Instructions
1 The Facility Addresz iz the the lacation af the facility vau zelected on the previouz page.

Thiz addresz i= reguired by both the WCS and SEYIS spstems. [F pou will be sending trainees to the S pleaze
make zure the Street, Citp, State, Country and Poztal Code are filled out,

Facility Address:

Street | | Phone | |

| | Fax | |

| | cell | |

City | | E-mail | |

State | | Web | |
Caurtry | |
Postal Code | |

Cancel | | <Back | [ e

Fill out the following fields in third page of the Training Program Wizard:

Facility Address: this is the physical location of the facility for the Training Provider.
This information must be completed.

Required Fields: Street, City, State, Country, Postal Code
Click the Next button

You will now see a summary page of the information that you just entered. If this
information is correct, click the Next button to enter Training Components. If it is not
correct, click the Back button to edit the information that was entered incorrectly.
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L Create a Train

ing Program x|
ut S

Training Program Wizard

& Training Program iz a learning activity designed to improsve the performance of
participants by developing knowledge, skillz. or attitudez. Training programs are funded
zeparately from technical azzistance.

Long-term degree programs, non-degree technical training, seminars, conferences,
wiorkzhopz, and study bours are just a few

What are Training Componentz? TraiM et [ets you divide a training program into 'parts’
called training componentz. 'ou may need to uze training components if;

A hraining program conzizts of seres of events that occur at different times. Far
example, a zenez of workzhopz. Uze training components in this case anly if you wank to
track the workshops separately.

Diifferent parts of the training occur at different locations (a local workshop in-counky
followed by an international workzhaop in a third county)

Diifferent training providers deliver different partz of the training [ESL training ocours at
one uhiverzity mazters degree training at a different university]

The training pragram cangiztz of several training types: far example, a workzhop
followed by a ztudy taur -ar- Exnglizh training followed by a PhD.

Ciaes thiz Training Program have more than one training component?

™ ez - there are more training components

f* Mo - there are no ather braining components

Cancel < Back MHest »

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/study tour). 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 3.
If No, click the No button and click Next to finish adding your program.
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Step 3: Adding additional components

— Component Wizard
"ﬁj- & Training Component iz a TraiNet design element that allows vou [if you wizh) to
o

subdivide a training program into smaller ‘parts.'

If different partz of a training program are of different Training Types, take place at
difterent Training Locations, are offered by different Training Providers, or take place

on different dates, then o mayp wizh to zubdivide the training program into components
according to thoze differences.

Instructionz [* Indicates required data entiy)
*1 Select the Training Tepe for this component. Example: Workzhop, Internszhip ete.
* 2 Select the Training Location where thiz component took place.

* 3 Select the Method of Training. If training takes place in a way other than first hand zelect
Diztance Learning [example; On-Line College Courze], othenwize zelect Traditional.

* Training Type | |

* Training Location | |

* Method of Training | |

Cancel < Back Mest »

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.

The Training Component wizard will ask you to enter more information about each
component. When there is more than one component for the program, the following
determinations are made in VCS and SEVIS:

Training Type: When a matriculation level is selected, VCS and SEVIS will select the
highest level among all components. For example, if there is a program has one
component as a ‘2-year degree’ and a second component as a ‘4-year degree’, VCS and
SEVIS determines that the participant’s type is the ‘4-year degree’, as it is the highest
level.

Training Location: You must select “U.S.”
After you click Next you will see the first page of the component wizard.

Fill in the required component information: Training Type, Training Location and
Method of Training.

The VCS sends the Start and End dates of components with a “U.S.” location to the INS
as the start and end dates of the DS-2019. When there is more than one component
with a “U.S.” location or venue, the earliest of all the start dates and the latest of all
the end dates are sent.
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X
Component Wizard

& Training Component iz a TraiMet dezsign element that allows pau [IF pou wizh] to
gubdivide a raining program into smaller ‘parts.’

Instructions

1 The Component Mame defaults to the training location and the training type from the presious
goreen. Tou may change this to a more deszcrptive title of pour choozing.

2 Usze the calender ta zelect the Start and End Dates af this companent,

3 Indicate i this ig full time or part time training by selecting the appropriate Full Time
E quivalence value.

4 Select the Training Provider or inztitution that iz providing the training. [f it iz not in the list, you
may add a new one by selecting <Add Mew ltemn:.

Companent M ame |L|5-I:|:|nferen|:e |

Training Provider | HE'
Start Date | | End Date |

Full Time E quivalence | |

Cancel < Back

The second screen on the Training Component Wizard allows you enter information
about the Training Provider and component dates for this component.

Component Name: The name is a default name that you can change if desired

Training Provider: Either select a provider from the list or add a new Training Provider
from the menu.

Start Date and End Date: These are the starting and ending dates of this component.
The VCS sends the Start and End dates of components with a “U.S.” location to the INS
as the start and end dates of the DS-2019. When there is more than one component
with a “U.S.” location or venue, the earliest of all the start dates and the latest of all
the end dates are sent.

Full Time Equivalence: Select the appropriate Full Time Equivalence value from the
list.

Click the Next Button to move to the next screen.
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X
Component Wizard

& Training Component iz a TraiMet dezsign element that allows pau [IF pou wizh] to
gubdivide a raining program into smaller ‘parts.’

Instructions
1 Please enter the address of the Facility wou selected on the previous page.

Thiz addresz iz required by both the WCS and SEYIS systems. [F you will be zending trainees to the US pleaze
make zure the Street, City, State, Country and Postal Code are filled out.

Facility Address:

Shreet | | Fhone | |

| | Fax | |

| | cell | |

City | | E-mail | |

State | | web | |
Country | |
Pastal Code | |

Cancel < Back | [T Newt >

The next screen allows you to complete the address of the Training Provider for this
Component. Fill out the following fields in third page of the Training Component Wizard
if they are blank:

Facility Address: this is the physical location of the facility for the Training Provider.
This information must be completed.

Required Fields: Street, City, State, Country, Postal Code
Click the Next button
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X
Component Wizard

& Training Component iz a TraiMet dezsign element that allows pau [IF pou wizh] to
gubdivide a raining program into smaller ‘parts.’

Training Component Name  J5-Conference
Training Type  Conference
Method of Traiming  Traditional
Training Provider  Sample Training Provider
Venue L5
Full Time Equivilency Full-Tirne
Training Component Start Date  5/1/2003
Training Component End Date  £/1/2003

Add Another Cancel < Back Finizh

You will now see a summary page of the information that you just entered.

If this information is correct, click the Finish button to save and stop entering Training
Components.

If it is not correct, click the Back button to edit the information that was entered
incorrectly.

If the information is correct and you wish to enter another Training Component, click on
the Add Another button.
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Select a Strategic Objective from the SO list.

File Edit Top Tier Training Lisks Other Actions Help

Proaram Infarmation

Name [‘women in Bysiness I TCT/B&H-CRO+R From [5/5/2002

=10] x|
Actions Actions ~
| - by Traitdet
=1 | Programs

L ]
ﬁ 50 [50 1.3 Accelerated Development of the | To [5/16/2002

|Women in Businezs [1:TCT /B&t

Bctivity |5T.-'1\HT BiH | Slatuz |Enmpleted

Trainees - Individuals

Field af Study |Entrepreneurial Developrment | Exchange Rate |D

Trainees - Groups

— Dezcription

Strategic Objectives

Ew Site: Romania/Bucharest - 5/28/02

Activities

Target Groups

— Evaluation

“what are the objectives of this program?

‘were the objectives for thiz program met? Please explain.

| = The objectves were met i~ The objectives were partially met £ The objectives were not met

Are there any success stories related to thiz program?

Are there any leszong leamed related to thiz program?

— User Defined Fields

Ligt 1 List 2
| | |
Cusztom Fields |
rTIE Budgst | ] TIRF Budget 0 ;l
il Owerview Detail Funding Likks ‘
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Step 5: Adding Participants (Detail Tab)

+F TraiNet 2 1l i =] S
File Edit TopTier Traiming Lists Other  Actions Help
Program Information Actions = Actions =«
Compaonents in current Program Actions = || Tff!l_f‘iﬁf
- - — - - [=] | Progranz
Component Mame | Location | StatDate | End Date | Provider | Training... | Full Tirne: E quiv :
Ek_l'u:umen in Elusinesé TC Si5i2002 SMA52002 ROSA-Women's Self-Empl Tailored Pr Full Time
Wiomen in Business TC 51172002 SME2002  ASOAF-BOWY Tailared Pr Full Time . e
Trainees - Groups
Strategic Objectives
Activities
Trainees currently enrolled

| Actions = | | Target Groups

Full Mame [Last, First] | Birthdate | Gender | Residence Country | Status Create Trainee and &dd To Program
[Spaho. Lea 1041721957 F Achieve Atk Traine=eTe Praaran
Cikic, Aida E/17/1960 F Achieve e b e,
Ducic, Evelina 5/5/1957 F Cancelle dp :
Hajdarovic, Dzenana 3/13/1953 F Achigye DO Tranee
fram = Delete Trainee From Program
Groups currently enrolled BCEions ~
Group Mame {#of  |#ofF  |Group Status

Attendance For Trainees in current Program

[Comporert /|

Trainee | Attended?

|C0m|:u:|nent wiomen in Businesz II/BEH-CRO
Component : Women in Businezs [1/B&H-RO

Overigm [retail Funding Linksz
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o x|

L] Trainee Wizard
l Huost-country national(z] taking part in a U540 -funded training progranm.

Instructions [* [ndicates required data entry]
*1 Enter the trainee's Title, First Mame and Lazt Mame.
2 Select the Gender of the trainee.

3 Enter Birth Infarmation for the trainee, including Date, City and Country. O ptional
for In-Country Trainees.

4 Select the Residence County where the trainee cumently resides.

Trainee MName Birth Infarmation

Tile [ ] Date | |

* Firgt Mame | | % City | |
* Last MName | | Country | |
fﬁﬁzdd;; & Female Residence Country | |

Cancel % Hach

To add participants who do not exist in the system already click Create Participant and
Add to Program from the Participants Currently Enrolled Action Menu.

To add a participant who is already in the TraiNet database click Add Participant to
Program from the Participants Currently Enrolled Action Menu. You will be given a list
of all Participants in the system and you can select a participant to attach to the
program. Enter the correct data for all the fields on the screen. If you are attaching
more than one Participant to the program using this method you can use the Add
Another button at the bottom of the wizard to continue adding other Participants.
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/7 E3

o i Trainee Wizard

Hozt-country national(z] taking part in a USalD-funded training progran.

Instructions

1 Select the participant's Current Status in thig braining program.

2 If the cument rainee ztatuz iz Terminated then select the termination reason.
3 Upon completion of the training program select the participants Return Status.
4

Return ta YWork Date: Select the Beturn to'wark Date on which the Trainee iz
expected ko return to their job.
5 Select the Role of the participant. The default Role iz TRAIMEE.

Curment Trainee Status | Employrment At Time of Training

|
Temination Reason | | Emplayer | |
Return Statuz | | Position | |
Return to Whark D ate | |
Role [TRAINEE |
Cancel Mext >

The wizard will ask you to complete the Trainee’s status in the program.
Current Trainee Status: This field by required in VCS.
Click the Next Button to enter the US School Address.
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¥ X

'! i Add Trainee To Program Wizard

Hozt country resident or national taking part under USAID sponzoship in a structured
learning activity conducted within the 1.5, a Third Country ar [n-Caurtny

Instructions
1 Please enter the US School Address of the Trainee vou selected an the previous page.

Thiz addresz iz required by both the W¥CS and SEYIS systems. [F you will be zending trainees to the US pleasze
make zure the Street, City, State, Country and Poztal Code are filled out.

Tranee 1.5, School Address:

Street | | Fhone | |

| | Fax | |

| | cen | |

City | | Emai | |

State | | web | |
Country | |
Postal Code | |

Add Ancther | | Cancl < Back | |i Finish

The next screen allows you to complete the address where the Trainee will be residing.
Fill out the following fields in third page of the Training Component Wizard:

US School Address: This is the physical location where the trainee will be staying. This
information is required in VCS (Note, if the address in not currently known, you may
supply the address of the monitoring organization for this trainee. However, this
address must be corrected in TraiNet and verified/approved in VCS when the US address
is known.)

Required Fields: Street, City, State, Country, and Postal Code.
Click the Finish button when complete.

If you are adding existing Trainees to the Program, you may click the Add Another
button to select a new Trainee.
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Step 6: 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 component action menu and selecting Add Component. Look at the instructions
for Step 3 for important information about how dates are used when there is more than
one component.

If you wish to edit any existing components select the line you wish to edit and click the
component action menu. Select Edit Component and edit the information that has
changed.

Step 7: Adding Funding (Funding Tab)
7 =13

File Edit TopTier Training Listz Other Actions Help

Program Information Actions * Actions =
US40 Budget Infarmation Actions = r:1-'?' Trailet
Line Mame Category Budget U5, Budget Local Actual U5, Actual Lod
gistics Course -
ls
da
Shariff. Omar
Daria, durora
Trainees - Groups
Strategic Objectives
-] Activities
DELIWER
Target Groups
Other Funding Contributions Actions =
D'escription Type Categorny LS. Amount Local Amount
USAID Contract Funding |nformation Actions =
Contract Funding LL.5. Funding Local

Overview Dretail Funding Lirks

To add a budget line, Click on the Funding tab at the bottom of the Program screen.
Then select Add Budget Line Item from the Action list on the USAID Budget Information
Section.

The Funding Wizard will open and allow you to enter Funding information for the entire
program.
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x
§$ . USAID Cost Tracking Wizard

Cozt control principles must be emploped wherever possible in all phazes of
participant training [U.5.-bazed, third country, ar in-cauntny training).

Instructions [* [ndicates required data entry]
*1 Select the type of cost you are entering.
* 2 Select the type of curency you will be entering.

Which type of cost would you like to enter at this time?
% Budget - Estimated cost of a planned Training Program

{~ Final - The cost of a completed Training Program

What type of currency will you be using?

= Local Cumrency %
{~ Both

Cancel % Hach Medt >
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x|
= USAID Cost Tracking Wizard

y 5 e
%—T; "}3 Cost control principles must be employed wherever pozzible in all phazes of
. participant training [L.5.-bazed. third countmy, or in-countmy training).

Ingtuctions 1  Instuction Costs: Includes those costs directly incurred bo convey knowledge or
impart training
- Bookz, equipment, supplies, courze handouts;
- Seminar/ConferenceM arkzhop reqgiztration fees;
- Published academic tuition and fees;

2 Trainee Costz: Includes thoze costs directly incured to meet the perzonal needs
and pragran requirements of the individual participant.

- Per Diem rates; Medical examinations; Wiza fees
- Health and accident inzsurance premium;
- Income taxes: Federal, State. Local;

3 Travel Costs: Includes thoze costz directly incurred transporting the
participant fram the home country to the raining country and back as well
az costs related to travel within the training countmy.

Line Item Mame U.5. Dollars
Instruction | | L 1 | |
Trainee | | % | | %
Travel | | L | |
Cancel | ¢ Back |

USAID Budget Information: Budget vs. Actual

Budget: Budget funding amounts are added together in the Checkbook report to equal
the TIP amount. These amounts can be added by going to the USAID Budget Information
grid Action menu and selecting Add Budget Line Item. TraiNet 2 breaks USAID funding
into three categories—Instruction, Participant and Travel. The TraiNet2 USAID funding
wizard explains what each category means.

Actual: Actual funding amounts are added together in the Checkbook report to equal
the FINAL amount of funding, in other words, what the program actually cost.

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. 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. No actual funding amount needs to
be entered.
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Step 8: Adding Participant US School address

Note: if this trainee was entered in TraiNet using the Trainee Wizard in Service Pack 2B,
then you will find that the US School address has already been entered and you can skip
this step.

On Participant Information screen, in the Address box for Type, select US School. Enter
the relevant address and contact information for the Trainee. This is the physical
location where the trainee will be staying.

This information is required in VCS (Note, if the address in not currently known, you may
supply the address of the monitoring organization for this trainee. However, this
address must be corrected in TraiNet and verified/approved in VCS when the US address

Trainees - Groups
Strateqic Objectives

— Birth Infarmation

is known.)
A TraiNet 2 - 10| x|
File Edit TopTiet Training Lists ©Other Actions Help
Trainee Information Ackions Actions ~
; : by Trait et
L ] Title E sternal Link. | | P
ograms
First Mame |Saadat Ihayat | ~ Gender [=1| Trainees - [ndividuals
" Male * Female Khaii Khiatia Saouaf
LastName|Baktashi | e Sl TNgHl 32 apba
Residerice |Azerbaijan | & Yes " No

TIN |

Date [3/25/1960 |

— Current Employer [=] | Activities
Name |Azerbaiian Local Economic Court | City |B.~'1'~KU | START - dzerbaijan
Puositicr |Ehairman | Colntny |.~'1'l.zerbaiian | Ta[E;FG|:‘1;E;r;atlonal
— Address
Tyupe |U5 School |
Street [1137 North Highland Street | Phaone | |
| | Fax | |
| | Cell | |
City [ARLINGTON | Email | |
State [VIRGINIA | wieb | |
Cauntry |United States |
Postal Code |222EI1 |
— Uszer Defined Fields
Ligt 1 Text1
| | | |
List 2 Text 2
| | | |

Overview Dretail
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Step 9: Adding Visa Information

+[f TraiMet 2

File Edit TopTier Training Lists Other Actions Help

Trainee Information Actions =

Program Mame;  “Women in Businezs [ TCT/BH-CRO+RO

Employment &t Time of Training

Emplayer |F'er$|:|ekti\-'a |

Current Traines Status |.~'l'n.|:hieved

Return Status |Heturned

|
| .
Return towork Date  [5/18/2002 | Pasition | Director |
|
|

=10l x|

Actions =

Py T rait et

=1 Programs
|W|:|men in Buzineszs . TCT/B&H

=| Trainees - Individualz

Trainees - Groups

Strategic Dbjectives

Bictivities

Target Groups

It Terminated |
Fole |
Trainee Programs Ackions =
Frogram Mame 4 | StatDate | EndDate |Status
[#/omen in Business ILTCT/B&H-CRO+RO 5/5/2002 51842002 Completed
Yisa Information Actions -
Viga Control Nurmber | Category 4 | Status | T..| Program Mame

| Working J1 Women in Buziness I TCT/B&H-CRO+R0D

HAC Information Ackions -

Proveider [Insurance 1D | Start Diate |Ernd Diate |Plan  |waiver  |[MedCert | Pragram Mame

Overview Dretail
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A TraiMet Wizard B

:@ Visa Wizard

ztudy program and certifies ta 15AI0'% financial sponzorzhip of the participant.

X

Form wzed to apply for & J-1 wisa for a sponzored program, The form identifies a participant's

Instructions [¥ Indicates required data entmy)

*1
2

®

(B I o Y s Y U

Select the Program Mame.
Enter the Position Code ar the occupation categaony this participant fallz under.
Enter the Control Mumber.

Enter the Status of the viza. Example: Azzigned

Uze the calendars to select the Start and End Dates faor the wviza, as well az the Passport Expiration D ate.

Select the Tupe of wiza you are entering. J1 ar B1
Enter the Paszport Humber of the Trainee
Select the Categony of viza, Example; Student

* Program Mame | |

Position Code | |

* Cantrol Mumber | | Status | | %
Start Date | | EndDate | |
PasspnrtExpirEtg:ty | Type | |
Passport Number | | Category | |

To enter VISA information for any participant within a program, find their name in the
Participants Currently Enrolled grid and double click their name. This takes you to the
Participant Information Page for that participant. Click the detail tab at the bottom
and add any Visa information you have available using the appropriate wizard. For Visa
Information use the Visa Action menu and select Add Visa Information. Enter Program
Name, Position Code, Passport Number, Category and Type (enter “J1”).

You must choose one of the following visa types or there will be errors generated when
the participant’s record is read by the VCS:

Student

Trainee (sends 2A - Trainee Specialty to the INS)
Government Visitor

Research Scholar

Specialist

When you select “Student” it gets combined with the component Training Type and sent
to the INS as follows:

Student and 2 Year Degree = 1B - Student Associate
Student and 4 Year Degree = 1C = Student Bachelors
Student and Masters Degree = 1D - Student Masters
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Student and Doctorate Degree = 1E - Student Doctorate

To return to the program with which you were previously working, click the name of the
program in the bookmark list on the right hand side of the screen.

All that remains is to send your data to the Repository. To do this, go to the File menu
and choose Data Transfer and then Send Data...

In the dialog box that opens, select HCDTRN as the location to send your data and click
Next.

o[ TraiNet Wizard |

Data Transfer Wizard
The data tranzfer feature in Traibet allows pou to zhare your data with other Traiflet sites.

To zend data to another gite pou will need to know their gite id. The site id zerves like an
email addrezs when transfering data through the Traitet system.

Instructions [* [ndicates required data entry]
*1 Select the site you wizh to zend data. Type in the site id or zelect ane fram the list.

HCDTRM ar

Site Id Site Mame [«]
HaaMIS LSAID/HAITI

‘HCOTRM  [HCD Training Staff

HOAMIS USaD/HOMDURAS %

HUAMIS — AID REPAHUKGARY [l
D& USalDANDONES]A

IMAMIS LIS&IDANDIA

JMAMIS LISAID ALAMAICA,

JOAMIS USAIDAIORDAN

KEAMIS LSAID AREMY L‘

Cancel % Hach | Medt > |

In the second screen of the wizard, choose to send All Data, and click Next.
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o[ TraiNet Wizard 1 |

Data Transfer Wizard
The data transfer feature in Trailet allows pou to share pour data with other TraiMet sites.

To zend data to another zite pou will need to know their gite id. The site id zerves like an
email addrezs when transfering data through the TraiMet system.

Sending the following data to HCDTRH
o Al Data

£ Al Data that has been changed orupdated since the last data transter toothis site

£ Farlial D ata

{ Partial Data that has been changed or updated since the last data transker ta this site
[¥ Top Tier Data
[¥ Target Groups

[¥ Training Programs
&l Training Programs

& Al Bnukmark%ﬂaining Frograms

£ Training Progfa3n: for the fallowing Schiviies

Carnicel < Back

You will now see a summary page of the information that you just entered.
If this information is correct, click the Finish button to send your data.

If it is not correct, click the Back button to edit the information that was entered
incorrectly.
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Step 10: 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. Further, a program can take place
in the US, a third country or in a participant’s home country (some programs take place
in several venues 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 into a number of
individual programs.

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 all other data for that program
must be deleted. Participants should be deleted, funding amounts should be deleted
and links to SO’s should be deleted.

Program Status list: Potential, Planned, Cancelled, Active, Completed, Terminated, and
Final (financially-closed).

Update Participant Status

To do this, open the program that the participant is enrolled in. Find her or his name in
the Participants 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 Participant Status.

Participant Status list: Candidate, Not Selected, Alternate, Planned, Cancelled, In-
Training, Terminated (by USAID), Achieved, and Not Achieved (by participant).

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.
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Changes to data

There are a few special situations which need to be handled a certain way in TraiNet to
ensure that the correct information is sent to the BCIS. When you postpone a program,
cancel or terminate a participant or have a non-returnee, please keep the following
guidelines in mind.

Postpone a Program - To postpone a program and request a new DS-2019 with updated
dated program dates, simply update the dates in the training component and submit your
updated data. You do not need to enter a new program or change the status of the
participants in the program. Just updates the dates. When you send the new data to
Washington, please also send an email to the helpdesk (jvisa@devis.com) identifying the
program and participants and saying that you need to receive a new DS-2019 with updated
dates.

Cancel a Participant - A participant who drops out of a program or is removed from a
program before it begins is a cancelled participant. Update the Current Trainee Status of
the participant to Cancelled in TraiNet. Transmit this updated data to the TraiNet
repository (Site ID HCDTRN). If you have received a DS-2019 form for this participant,
return it to USAID/Washington along with a cover memo stating that the form will not be
used because the participant has been cancelled.

Terminate a participant - A participant who drops out of a program or is removed from a
program after it begins is a terminated participant. Update the Current Trainee Status of
the participant to Terminated and specify the termination reason in TraiNet. Transmit this
updated data to the TraiNet Repository (Site ID HCDTRN). Send an email to the helpdesk
(jvisa@devis.com) indicating that you have terminated a participant.

Dealing with a Non-returnee - A participant who does not return to his or her home
country at the conclusion or termination of a program is a non-returnee. Update the
participant’s Current Trainee Status to an appropriate value (usually either Achieved or
Terminated) and the Return Status to non-returnee. Transmit this updated data to the
TraiNet repository (Site ID HCDTRN). Notify USAID/Washington in writing that you are
reporting the participant as a non-returnee and include his or her full name, passport
number, and the last known address of the participant.

Things to Remember

Enter the training program and participants into TraiNet well ahead of the program start
date. Complete information about participants on US training programs must be in TraiNet
no later than 6 weeks prior to the date of anticipated consular filing. It is important to
maintain up-to-date Program and Participant status data in TraiNet.

If you have long term (academic) participants, make a separate program for each
participant. This allows you to easily accommodate changes to an individual course of study
without potentially skewing the data for other participants.

Update a participant’s status within three (3) days of a change. For instance, change a
trainee’s status from Planned to In-Training within 3 days of the start of their program. If
a trainee terminates (does not successfully complete their program), change the status
from In-Training to Terminated within 3 days of the termination. Likewise, if a trainee
successfully completes the program, change the status from In-Training to Achieved within
3 days of the end of the program.
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Appendix 2: R2-Verifier (TraiNet Supervisor?*)

Role Responsibilities

R2: Verifier - TraiNet Supervisor Utilizes VCS System:

® \Verifies TraiNet Data imported to

This role is performed by the VCS.
Supervisor of the TraiNet S
Operators. They are responsible for
ensuring that data entered into
TraiNet is complete and correct ® Determines disposition of participant
when imported to VCS. by either removing nomination or
moving to USAID mission for
approval through VCS.

Communicates data errors to TraiNet
Operator for correction in TraiNet.

Does not have to be a U.S. Citizen.

® Communicates with R3 and R4 roles
to determine status of questionable
applications.

® Can, if designated by Approver,
receive signed DS-2019 forms from
approver.

* In those cases where the R1 role is performed by USAID staff, the R2 role cannot be performed by a USAID
contractor or centrally funded organization. R2-Verifiers may not supervise R1-Initiators where such relationship
would be contrary to U.S. law or USAID policy.

How to Get Help

The J-Visa helpdesk is available to answer technical and usability questions. The helpdesk
can be contacted by email jvisa@devis.com, or by phone at +1 703 527 4340. The USAID
Participant Training website is available at http://usaidtraining.net. The support website
for USAID’s TraiNet and Visa Compliance System (VCS) is available at
http://usaidtraining.devis.com.

How to Use the VCS

The USAID Visa Compliance System (VCS) is used to review data that has been received
from TraiNet 2.1 Service Pack 2B. Within the VCS you can accept a participant’s data,
thereby allowing it to progress to the next step, or reject it, thereby removing it from the
process. If there are errors in the data, you should communicate with the TraiNet
Operator to correct the data and re-transmit it to Washington so the VCS can be updated.

When the VCS has received data from TraiNet that is ready for review, you will receive an
email notification. You should then use a web browser to go to the VCS website
(https://VCS.usaid.org) and log in using your username and password. On your first login
you will be asked to change your password.
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When you first log into the VCS you will be presented with a screen like this, listing the
participants who are queued up for your action.

JFlIe Edit Wiew Favorites Tools  Help

43 USAID Visa Compliance System - Microsoft Internet Explorer

| wpak - = - @D &4 | @search GaFavortes Eiveda & |- S = EH B D

| Address [ &1 hitp: staging ves. usad.orglépprovali

| @eo |JLinks &) Amphetabesk Subscribe & ] Windows & ]Post ba MT Blog & ]BlogrollThis

USAID Visa Compliance System |

Verify Trainees
You have trainees with Traibet Data Errars! Click on Correct TraiMet Data,

verify Trainees Dizplaying 1 - 20 of 92
Correct TraiNet Last Name First Name Date of Birth Program Name Program Start Date Action Trainet Site
Data Abdallah Dasder Moataman 05/04/1974 MBA - Moataman 08/12/2002 Update IIE-DT2, Cairo
Abdallah Daader
Yerify Abdel sziz Nadia 01/16/1965 Advanced Student 11/29/2003 Update IIE-DT2, Cairo
Dependents Mohamed Saved Center Training
Correct Ahmed
Dependent Data Abdel Halim Sherif 01/10/1964 USPTO Visiting Scholars  05/08/2003 Update IIE DTZ Training
Mahmoud El [% Program Team 2
Saved
Participant ) .
Dashboard Abdel Halim Eawezy 01/30/1960 RFO40 - air Quality 01/15/2004 Update IIE-DT2, Cairo
. Mohamed Information & Commun
Participant Wahmoud
Search " "
h Abdel Hamid &li EIl Samia 12/30/1963 Advances in Health 05/29/2003 Update IIE-DT2, Cairo
Change My Shafie Communication & Advoc
Password . .
Abdel Hamid Saleh Emad 12/11/1960 Primary Dealer System 11 06/19/2003 Update IIE DT2 Training
Mohamed Maorzpa Team 1
Logout Abdel Samad Tarek 06/20/1964 RFO33 - Journalist 10/24/2003 Update IIE-DTZ2, Cairo
Sites: Ahmed Aglan Program - (Dummy $600
uUsIves Asbdel Sattar Moheeb 02/13/1953 RFO40 - Air Quality 01/15/2004 Update IIE-DT2, Cairo
EGXTO1 Ebrahim ElSayed Information & Caommun
EGXTO2 Emara
EGXTO3 e
ECXTO4 Abdel Wahed Soha 01/03/1978 RFO033 - Journalist 10/24/2003 Update IIE-DT2, Cairo
Ahdel kader Abdel Program - (Dummy $600
EGXTOS Wahed
EGXTEL —
EGXDTZ Ahmed Amin Roaa 06/20/19379 RFO43 - Environmental 11/01/2003 MHew 1IE-DT2, Cairo
EGAEGX Hamza Finance & Credit
IDXNAM Ahmed El Sayed Sahar 01/08/1970 RFO43 - Environmental 11/01/2003 New IIE-DT2, Cairo
Hassan Finance & Credit
Ahmed Mahmoud  Mohamed 09/14/1975 Journalist Program - 10/24/2003 Update IIE-DT2, Cairo
Taha Hassan (Durmmy $6000/part.
Ahred Moharmed  Nahila 01/16/1946 Advances in Health 05/29/2003 Update IIE-DTZ2, Cairo
El Wakil Communication & Advoc
Ahmed Mohamed  abdel Had 02/10/1972 Journalist Program - 10/24/2003 Update IIE-DT2, Cairo
1brahim (Dummy $6000/part., |
7] [ [ 4 weernet 7

The first 20 participants to be reviewed will be displayed. You can use the buttons First
and Last to go to the top and bottom of the participant list. Use the Previous 20 and Next

20 links to page through all of the queued up participants 20 at a time.

To review a participant and then accept or reject the information, click on the
participant’s name.

You may see a notice at the top of the screen in red displaying the words: “You have
trainees with TraiNet Data Errors! Click on Correct TraiNet Data.” This indicates that data
has been sent to VCS containing errors. These error must be corrected in TraiNet and
resent before they can be Verified. To view the error click on the Correct TraiNet Data
link from the menu on the left (see Correct TraiNet Data Section.)

Page 45 of 68




USAID Visa Compliance

New Participants

If this is a new participant, one whose data is being submitted for the first time, you will

see the Verify New Exchange Visitor screen

Appendix 2: Verifier (TraiNet Supervisor)

/2§ USAID Visa Compliance System - Microsoft Internet Explorer . (=] ]
| Fle Edt vew Favortes Tooks Help ‘
| wpack ~ = - @ [H) & Doeach GaFavorices Pveda | By S 2 H H D
| address [ hitp: fstaqing ves.usaid.ralépprovaliDraft Trainees [EGKDT 2002936 /EditDraft TrainesForm | @ |Jun>s &) Amphetabesk Subscribe & Windows & ]Post ko MT Blog & BlogrolThis
Verify New Exchange Visitor
—Visitor Information
verify Trainees YISA Type 1-1 Previous [AP66 or DS2019
Correct TraiNet Last Name Ahmed Amin Hamza First Name Roaa
Data Gender F Birth Date 0f/20/1979
Birth City Al Taef Birth Country Saudi arabia
Yerify Gitizenship Gountry Residence Country Egypt
Dependents Position Code 1139 Position OTHER CENTRAL GOVERMMENT
gnrrec:l t Dat US Address Institute of International Education
Dependent Data 1400 K St. M. W,
WASHINGTON, District Of Columbia 20005
Participant
Dashboard . -
. —Training Information
Participant L
Search Exchange Yisitor Category SHORT-TERM SCHOLAR
Change My Us Start Date 11/01/2003 Us End Date 11/10/2003
Password Subject/Field 03.0101 - Matural Resources/Conservation General
Subject/Field Remarks
Logout
sites: —Sites
gg;’(\_’rg? Site of Activity Name Institute of International Education
EGXT02 Address Line 1 Address Line 2 City State Zip code
EGXTO3 Institute of International Education 1400 K St. N, W, WASHINGTON DC 20005
EGXTD4
EGXTOS
EGXTEL . [%
EGXDT2 —Funding
EGAEGX
IDXNAM us Government Agency AID
US Government Funds § 62.00
Exchange Visitor § 0.00
Government Funds
Other Organization Funds § 0.00
Total Funds % 62.00
—Action
Please review all of the INS required information about the participant. This includes biographical information about the
participant, information about the program she or he is attending, including the training providers, and information on the funding
for the program.
e If this participant is, in fact, to go to the US aon this program and attend these training providers and all the information an
screen is correct, you should click the verify button at the bottom of the screen.
» If this participant is MOT ta go to the US on this program, or if the information presented on screen is incorrect, you should
enter a Rejection Reason in the area provided and then click the Reject button,
Rejection Reason
“Werify | Reject =
[&] pene [ [ [ meernet 7

On this screen you can review all of the information about the participant that USAID is
required to report to the INS. This includes biographical information about the participant,
information about the program she or he is attending, including the training providers, and

information on the funding for the program.

If this participant is, in fact, to go to the US on this program and attend these
training providers and all the information on screen is correct, you should click

the Verify button at the bottom of the screen.

If this participant is NOT to go to the US on this program, or if the information
presented on screen is incorrect, you should enter a Rejection Reason in the

area provided and then click the Reject button.

Page 46 of 68




USAID Visa Compliance Appendix 2: Verifier (TraiNet Supervisor)

If the start date of the participant’s program is between 2 and 4 weeks away, you will
receive a warning that there may not be sufficient time to receive the requested DS-
2019 form and complete any additional required processing (i.e. consular interviews).

If the start date of the participant’s program is less than or equal 2 weeks away, you
will receive a warning that the request for a DS-2019 will not be sent to DHS because
there is insufficient time to request the form, send it to the Mission, and complete any
additional required processing (i.e. consular interviews).

In both cases, it will be recommended that you reschedule the program to allow
sufficient lead time for processing the DS-2019 request. Submit requests for DS-2019s
no less than 6 weeks prior to the anticipated date of consular filing.
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Correct TraiNet Data

When you click on the Correct TraiNet Data link, you will see a list of Trainee that have
been entered and transmitted from TraiNet to VCS, but contain data validation errors.
This data can not be verified until it has been corrected in TraiNet and transferred back to

VCS.

isa Compliance System - Microsoft Internet Explorer

Appendix 2: Verifier (TraiNet Supervisor)

| File Edt view Favortes Tools Help
| wpack & - @D [H] & Qoearch GlFavorites @veda (H | BN S =1 E B D
| nddress [ heepsistaging ves usaid. orglépprovaliviewErrars =] @eo |JLinks &]Amphstabesk Subscribe & ]Windows 4 |Post ta MT Blog & BlogrollThis
B
USAID Visa Compliance System
Correct TraiNet Data
Displaying 1 - 20 of 92
Last Name Eirst Name Date of Birth Program Mame Program Start Date Trainet Site
Abbas Sayed Genidi shrmed 10/18/1971 advanced Student Center 11/29/2003 1IE-DT2, Cairg
Training
Abd ELSabour Abd Adel 01/30/1971 adel Abdel Sobour Abdel 11/01/2003 IIE-DT2, Cairo
. Ellatif Rezk Latif Rizk USAID
Yerify .
Dependents Abd El Khalek shmed Maglaa 04/01/1970 RFOG2 - Private Sector 10/12/2003 IIE-DT2, Cairo
Correct El Sherbiny Health Care
Dependent Data Abd Elaziz Moustafa Hamida 08/26/1966 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Youssef Training
. Abdel Azim Mahmoud Moharmed Mour El 01/15/1955 RFO63 - Improving the 10/25/2003 IIE DT2 Training
Participant Hussein Din Quality of Health Team 3
Dashboard
. Abdel Azim Tawfik Salwa 05/23/1947 RFOGS - APHA-131ST Annual 11/13/2003 IIE-DT2, Cairo
%&"t Ghoneima Mesting
earcl
Ahdel Fattah Aly Hoda 01/01/1973 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Change My i
Hassan Training
Password .
Abdel Gawwad Abouel  Ahmed 09/22/1963 Strawberry Post Harwest - 03/21/20032 IIE-DT2, Cairo
[Magd Mohamed check history
Logout Abdel Kawy shmed 41 shmed 03/07/1953 Judicial Inspection Issues 03/15/2002 IIE DT2 Training
Sites: Beil (judicial man Team 3
usives Ahdel Mohsen Magia 07/30/1955 Training For Food Safety 02/27/2003 1IE-DT2, Cairo
EGXTO1 Mohamed Attia Officials - Che
Egggg Abdel Monem Abdel  Yasser 03/15/1973 Quality Contral 07/03/2003 IIE-DT2, Cairo
EGXT04 Ghany
EGXTOS5 Abdel Monem Hussein  Hussein 02/08/1947 Strawberry Post Harvest - 03/21/2002 1IE-DT2, Cairo
EGXTEL El Aguizy check history
EGXDT2 Abo Zaid Elian ahmed 10/02/1966 Training For Food Safety 02/27/2003 IIE-DT2, Cairo
EGAEGX Mohamed Officials - Che
TDXNAM Abouel Hadid Al Hamada 01/01/1976 Quality Control 07/03/2002 E-DT2, Cairo
Ibrahim
Aboul Futuh El Sayed  Mohamed 06/22/1945 Training For Food Safety 0z/27/2003 IIE-DT2, Cairo
Ahdel Hamid Officials - Che
Adeb abd Elsayed Erengss 12/10/1951 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Ealtakous Training
Adel Tawfik Nagy Ashraf 06/25/1977 RFO33 - Journalist Program - 10/24/2003 IIE-DT2, Cairo
(Durnmy $600
Ahrmad Moharmed Mostafa 10/27/1969 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Ramadan Training
Ahmed Abd Elaal Abou  Salah Eldin 04/03/1965 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Ahmed Training
Ahmed Ahmed Hesham 02/22/1068 Advanced Student Center 11/29/2003 IIE-DT2, Cairo
Moustafa Training
First Prev20 MNext20 Last
About WCS | Privacy | Cookie Palicy | Site Disclosure | Contack Us
The United States Agency for International Development
E
|&] Done [ [ [ |4 mternet v

To see the data errors for a particular trainee, click on the trainees name from the list.
This will open a new screen with detailed information about the trainee.
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2} USAID ¥isa Compliance System - Microsoft Internet Explorer o [m] 4
| Fle Edt wew Favortes Toos Help ‘
| ek & - @D [H] & Qoearch GlFavoites @veda H | BN S =1 E B D
| nddress [ heepsistaging ves usaid. orglépprovaliEror Traines(EGADT 2002862 EdiErTor TraneeForm =| @eo |JLinks &) AmphetaDesk Subscribe 4 | Windows & ]Post ko MT Blog & ]BlogrollThis ‘
:@ Tt |l 4 |
Correct TraiNet Data for Adel Abd ELSabour Abd Ellatif Rezk I
—TraiNet Data Irregularities
Verify Trainees The field(s) below contain errors that will need to be fised befare this trainee can he verified. Please notify your TraiNet Operator
. of these problems. The TraiNet operataor will need to correct these in TraiNet and resubmit the data to Washington,
Correct TraiNet
Data Error Table Field Error Description
Exchange Visitor The fields that were updated cannot be submitted until the participant is
: traineestatus .
verif (Participant) validated,
Dependents
Gorrect —Visitor Information
Dependent Data
VISA Type 1-1
L. Last Name Abd ELSabour aAbhd Ellatif First Name aAdel
Participant Razk
Dashboard )
Gender M Date of Birth 01/30/1971
Participant . . R
Search Birth City GIZA Birth Country Egypt
Change My Citizenship Egypt Residence Egypt
Password Country Country
Position Code 335 Position PROFESSIONAL OR SCIENTIST EMPLOYED BY CORP.,
INST., ETC.
Logout US Address Plant Pathology Department
Sites: 284 Russell Labs, 1630 Linden Drive
uUsIves MADISCOM, Wisconsin 53706
EGXTO1
EGXT02 o :
EGXT03 r—Training Information
Egggg Exchange Visitor Category TRAINEE (SPECIALTY)
EGXTEL Us Start Date 11/01/2003 Us End Date 04/30/2004
EGXDT2 Subject/Field 26.0305 - Plant Pathology/Phytopathology
EGAEGX
IDXNAM -
—Sites
Site of Activity Name UNIY OF WISCONSIN, MADISON
Address Line 1 Address Line 2 City State Zip code
GRAD SCHOOL ADMISSIONS OFFICE 750 UNIVERSITY AVENUE MADISOM WI 53706
—Funding
us Government Agency AID
US Government Funds 11600
Exchange Visitor 1200
Government Funds
Other Organization Funds 0
Total Funds 12800
—Action
Rejection Reason
|
[& [ [ [ |4 mternet v

At the top of this screen you will see a list of data validation problems for this trainee. In

addition, you will be able to review the data that has been entered into TraiNet for this
trainee. Please communicate these data problems back to the appropriate TraiNet
Operator for correction and have them re-submit the corrected data back to VCS.
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Updated Participants

Appendix 2: Verifier (TraiNet Supervisor)

If this participant has already been reported to the INS, you will be presented with the
Verify Updated Exchange Visitor screen.

/2§ USAID Visa Compliance System - Microsoft Internet Explorer (=] ]
| Fle Edt vew Favortes Tooks Help ‘
| wpack ~ = - @ [2) & Qeach GaFavorites Pveda 8| By S 2 H H D
| address [ hitp: fstaqing ves.usaid.ralépprovaliDraft Trainees [EGKDT2000921 fEditDraftTrainesForm | @ |Jun>s &) Amphetabesk Subscribe & Windows (& ]Post ko MT Blog & | BlogrolThis ‘
14 Lud e LI
—Visitor Information
Verify Trainees Previous Data Updated Data
Correct TraiNet YISA Type J1-1 -1
Data Previous [AP66 or 345698 842257 [UPDATED]
DS2019
Verify Trainee Status ‘Validate Malidate
Dependents Last Name abdallah Daader sbdallah Daader
Correct First Name Moataman Moataman
Dependent Data Gender M M
Birth Date 05/04/1974 05/04/1974
Participant . .
Dashboard . hBIrth City GIZa& GIZ4
Particinant Birth Country Egypt Egypt
Search Citizenship Country Egypt Egypt
Change My Residence Country Egypt Egypt
Password Position Code 315 315
Position PROFESSIOMAL OR SCIEMTIST EMPLOYED BY PROFESSIOMAL OR SCIEMTIST EMPLOYED BY
FRI¥ATE BUSIMESS FRI¥ATE BUSIMESS
Logout
sites: Us Address Babson College, Woodland Hill 20 Glenwood Ave.
USJVC.S Room 10, Building & Cambridge, Ma
Bahson Park, Massachusetts CAMBRIDGE, Massachusetts
EGXTO1
02457 02139
EGXTO2 [UPDATED]
EGXTO3
EGXTO4
EGXTO5 —Training Information
EGXTEL . . .
EGXDTZ Official Information Changed Information
EGAEGX Exchange Visitor Category STUDENT MASTERS STUDENT MASTERS
IDRNAM US Start Date 08/12/2002 08/12/2002
US End Date 06/15/2004 06/15/2004
Subject/ Field 52.0301 - Accounting 52.0301 - Accounting
Subject/ Field Remarks
—Official Sites
Site of Activity Name BABSON COLL
Address Line 1 Address Line 2 City State Zip code
Office of International Programs Babson College, Hollister Hall Babson Park Ma 02457 -
—Updated Sites
Site of Activity Name BABSON COLL
Address Line 1 Address Line 2 City State Zip code Add/ Del
QFFICE OF UNDERGRAD ADMISS MUSTARD HALL WELLESLEY Ma 02157-0901 Mo
—Funding
Official Information Changed Information
US Government Agency AID alD
US Government Funds § 100809.00 $ 100809.00
Exchange Yisitor Government Funds: § 72.00 §72.00
Other Organization Funds: § 0.00 $0.00
Total Funds % 100881.00 $ 100861.00 _I
[&] pene [ [ [ meernet 7

On this screen you can review all of the information about the participant that USAID is
required to report to the INS. This includes biographical information about the participant,
information about the program she or he is attending, including the training providers, and
information on the funding for the program. This screen is different from the New
Exchange Visitor screen in that it shows you both the original information already in the
VCS and the NEW information that is to be verified for submission to the INS.

On this screen you can review all of the information about the participant that USAID is

required to report to the INS. This includes biographical information about the participant,
information about the program she or he is attending, including the training providers, and
information on the funding for the program.

o |f the new information on this participant is correct, you should click the Verify

button at the bottom of the screen.
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e |f the new information for this participant is NOT correct, you should enter a
Rejection Reason in the area provided and then click the Reject button.

Dependents

Dependents have their own section of the VCS. In the menu on the left of the screen are
two dependent options: Verify Dependents and Correct Dependent Errors.

Click Correct Dependent Errors to see a list of dependents with data errors. Like with
participants, these errors must be corrected in TraiNet before the dependent can be
verified.

Click Verify Dependents to see a list of dependents in your queue awaiting action.

[®f USAID Yisa Compliance System - Mozilla {Build ID: 2003082704} = | Ellil

;Eﬂe Edit Wiew Go Bookmarks Tools Window Help Debug QA |

i = 3&“ \a ‘§§ http: f/staging, ves.usaid, orgfdpprovalviewDependents < Searchl [':i = m
Back Farward Reload  Stop I& piflstaging afiep / a J 2 Print

% Home | ,,!Bnnkmarks A The Mozilla Organiza... 4 Latest Builds GBitter Pills

“E] P USAID Visa Compliance System | 2 velowPages.cam: Seek And You Will.. | 4 YCS CGI Helpdesk Tool o USAID Visa Compliance System | X

USAID Visa Compliance System

Verify Dependents

Displaying1 -1 of 1

. . Dependent Exchange Visitor
¥Yerify Trainees
Correct TraiNet Data Last Name First Name Action Last Name First Name Birth Date Program Start Date
Alkhatib Raahda Mew Alkhatib Mairn M, 10/26/1968 12/31/2001

Verify Dependents

Correct Dependent

Date About WS | Privacy | Cookie Policy | Site Disclosure | Contact Us

The United States Agency for International Development
Participant Dashboard
Participant Search
Lhange My Password

Logout %

Sites:
UsIweCs
EGHTOL
EEHTOZ
ESRTOZ
EGHTO4
EGHTOS
ESHTEL
ESRDTZ
EGAEGH
ICE AR
USRAED

e £ 2 C3D o3 | | o[ [

To review a dependent and either verify or reject his or her information, click the
dependent’s name.
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As with participants, this will open a screen where you can review dependent information
and either verify or reject it.

B USAID ¥isa Compliance System - Mozilla {Build ID: 2003082704} - | Dlll

EEi\e Edit Yiew Go Bookmarks Tools Window Help Debug QA

B?-lk - Fo%avrd Rﬁd ‘S%% IJ‘ http:,I’J‘staging.vcs.usaid.org,l’ApprovaI,l’DraftDependentsIUSXAEDDD‘l?l?fEditDraftDependentFj é‘_Searchl ;—ﬁ -

% Home | .,tBUUkmarks ‘The Mogzilla Crganiza... A‘Latest Euilds L‘iBitter Fills

& ‘USAID Visa Compliance System | ‘ ‘ellowPages.com: Seek and You Wil | _‘ Y25 C5I Helpdesk Tool ‘US-"\ID Visa Compliance System | x

USAID Visa Compliance System

Verify New Dependent

rDependent Information
Verify Trainees VISA Type 1-2
Lorrect TraiNet Data Last Name Alkhatib First Mame Raghda
¥erify Dependents Gender F Birth Date 01/01/1973
Comrect Dependent Birth City RAFAH Birth Country Gaza strip
Data Citizenship Country Gaza strip Residence Country Gaza strip
Participant Dashboard Relationship to  Spouse
Exchange Visitor
Participant Search
thange My Password rExchange Visitor Information
Logout YISA Type J1-1
Last Name Alkhatib First Name Mairm M.

Sitas: Gender M Birth Date 10/26/196%
Eéi‘_f,gf Birth City RAFAH Birth Country Gaza strip
EGHTOZ Citizenship Country Gaza strip Residence Counbry Gaza strip
EEHTO US Start Date 13/31/2001 U5 End Date  05/31/2004
ESRTO4
EGHTOS - -
EGHTEL Action
ESHDTZ
EGAEGH Flease review all of the INS required information about the dependent,
IDHMNAM
USHAED This includes bicgraphical information about the dependent.

+ If thiz dependent is, in fact, to go to the US and all the
inforrnation on screen is corect, you should click the Verify buttan
st the bottamn of the screen.

* If thiz dependent is HOT to go to the US or if the
information presented on screen is incarrect, vou should enter a
Rejection Reason in the area provided and then cick the Reject butkon,

Rejection Reason
“erify Feject
About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us
The United States Agency for International Drevelopment
% &b 2 EA o3 | Done | o= [

Click the Verify or Reject button to proceed. If you reject a dependent you must provide a
rejection reason. Rejected dependents are removed from the VCS.

What Happens Next?

e Whenever you click “Verify’ for a participant, her/his status is changed to
‘Verified” and the record is queued up to be reviewed by the Approver. The
Approver can also accept or reject the participant’s information.

e Whenever you Reject a participant, her/his status is set to ‘Rejected’ and
she/he is removed from the system. Be sure to communicate the status of the
rejected participant to the TraiNet operator to update the participant record
in TraiNet.
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Other Features

Participant Dashboard

The Participant Dashboard gives you an overall view of the status of all of your participants
in the VCS.

2} USAID ¥isa Compliance System - Microsoft Internet Explorer o [m] 4

| Fle Edt wew Favortes Tools Help ‘
| wrak - & - @ (2] B Qoeach GaFaveres Gveda BBy S 21 H B D
| Address [ &7 hitp:staging.ves.usaid.arg/Dashboard; | @eo |JLinks &) AmphetaDesk Subscribe ] Windows 4 ]Post bo MT Blog €] BlogrolThis ‘
USAID Visa Compliance System
Participant Dashboard
Statuses
Verify Trainees
Correct TraiNet Site ID Rejected (22) DataError {92) Draft {(92) Verified {(6) Approved {(0) Submitted {(214)
Data USIVCS O a 0 a a g
EGXTO1 8 2 z a a 45
Verify EGxTOZ 3 il 10 o o 2f
Dependents
EGXTO3 6 kS 3 a a 4
Correct
Dependent Data EGxTD4 0 o e o o 4
EGXTOS O o o o o 2
Participant EGxTEL O o 1 il o 0
Dashboard EGXDT2 5 81 71 3 o 113
Participant EGAEGK 0O o o o o o
Search IDXNAM O o o a o 19
Change My
Password About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us
The United States Agency for International Development
Logout
Sites:
usivcs
EGXTO1
EGXT02
EGXT03
EGXT04
EGXT0S
EGXTEL
EGXDT2
EGAEGX
IDXNAM l%
T -]
& [ [ [ meernet 7

The dashboard shows you a list of all of your sitelDs and the number of participants in each
stage of action. Click on a number below any status name to show all the participants in
that status.
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The VCS allows you to search for participants by name, by country, or by name and
country. To search for a participant, click the Participant Search link on the left side of the

screen.

JFiIe Edit Wiew Favaorites Tools  Help

3 USAID Visa Compliance System - Microsoft Internet Explorer

=101 x|

| wBak - & - @ [F] @] Breach GilFavores Tveda BB S =l H B QD

i

| Addvess [ hitp:ffstaging ves.usaid crg/Dashboardviensearch

~| P |JLinks &) pmphetabesk Subscribe @] Windows  &]Post ta MT Blog & ]BlogrollThis ‘

=l
USAID Visa Compliance System

Participant Search
Last Mame | jghudi
First Name

Country

About UGS | Priy
The United State|

Yerify Trainees
Correct TraiNet
Data

|Any

Afghanistan
Albania

Algeria
Ametican samoa

Verify
Dependents
Correct
Dependent Data

Participant
Dashboard

Participant
Search

Change My
Password

Logout
Sites:
UsIvGCs
EGXTO1
EGXTO02
EGXTO3
EGXT04
EGXTO5
EGXTEL
EGXDT2
EGAEGX
IDXNAM

&

LE

[ [ [ |4 mternet

Enter all or part of the name of the participant you want to find in the Last Name or First
Name fields. You can also select a country from the pick-list. Click the search button and
the VCS will return a list of participants who match your criteria. Note that you will only

see information about participants that you have authority to verify.
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Change Password

You can change your password at any time by clicking on the Change My Password item in
the menu on the left of the screen.

/2§ USAID Visa Compliance System - Microsoft Internet Explorer . (=] ]

| Fle Edt vew Favortes Tooks Help ‘

| wBack - & - @ 2] & Doeach GaFavories veda BBy S 2 H HB D

| address [ hitp: 1staqing.ves.usaid.cralChangepassword ~| @ |JL|n)5 &) pmphetabesk Subscribe & Windows & Post o MT Blog & | ElogrolThis ‘
i . =l

USAID Visa Compliance System

Change your Password

This screen allows you to change your existing password, Please follow the guidelines at the bottam of the page when choosing a new password.
Passwaords that do not meet minimum requirements will not be accepted,

Verify Trainees
Correct TraiNet Current Password

Data IM

) New Password
Yerify
Dependents
gnrrec‘; ¢ Dat Confirm Password
Dependent Data [}

Participant

Dashboard Gz
Participant R )
Search Password Guidelines

Change My

Password s At least 7 character passwords,

e Passwords must contain characters from 3 of the following 4 classes;
o English uppercase.
Logout o English lowercase,
e o Westernised Arabic Numerals,
Sites: o Special characters e.g. punctuation,
Egi‘_’;ﬁ? e Password may not contain any portion of the user's name in part or in full

EGXTO2
Eextos About WVCS | P Cookie Poli Site Dizel Contack L.
EcxTos AR AR A Ry
EGXTEL
EGXDT2
EGAEGXK
IDXNAM

1
7] [ [ 4 weernet

KX

You must enter your current password, and then enter your new password twice for
confirmation. Do not hit the Enter key on your keyboard, but instead use your mouse and
click on the Change button to submit your new password. Note that your new password
must match the Password Guidelines shown on screen.
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Appendix 3: R3-Approver (USAID Mission)

Role Responsibilities
R3: Approver - USAID Mission Uses VCS System:
® Provides Mission confirmation of
This role is performed by a US the legitimacy of each participant
Citizen at a USAID Mission to and training interventions.
approve applications forwarded by ® Approves applications from field

their reporting offices and centrally
funded programs with participants
from their country.

offices and sends to USAID
EGAT through VCS.

® New applications approved by
entering last 4 digits of passport

Must be a USAID hire and a US number of applicant

Citizen.

® Can send disapproved
applications back to field office for
correction or removal.

® Communicates potential problems
to TraiNet Supervisors in field
offices.

® Nominates people to fill the Verify
(R2) Role.

How to Get Help

The J-Visa helpdesk is available to answer technical and usability questions. The helpdesk
can be contacted by email jvisa@devis.com, or by phone at +1 703 527 4340. The USAID
Participant Training support website is available at http://usaidtraining.net. The support
site for USAID’s TraiNet and Visa Compliance System (VCS) is available at
http://usaidtraining.devis.com.

Nominating People for the Verifier (R2) Role

It is the responsibility of the Approver (USAID Mission) to recommend appropriate people to
fill the Verifier (R2) role. A Verifier should be the supervisor of people entering training
information into TraiNet. A Verifier may be in the Mission or in a contractor office. They
do not need to be a U.S. citizen.

To nominate an individual to be a Verifier, email the candidates name, contact information
(be sure to include an email address and telephone numbers) to jvisa@devis.com. Please
identify your Mission and that you are the designated Approver. Shortly thereafter you will
be contacted to confirm the contents of your email and be given a user id for the new
Verifier. Please communicate this user id to the candidate. Without this information, the
new Verifier will not be able to log into the VCS to help process participants.

How to Use the VCS

The USAID Visa Compliance System (VCS) is used to review data that has been received
from TraiNet. Within the VCS you can accept a participant’s data, thereby allowing it to
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progress to the next step, or reject it, thereby removing it from the process. If there are
errors in the data, you should communicate with the TraiNet Operator to correct the data
and re-transmit it to Washington so that the VCS can be updated.

When the VCS has received data from TraiNet that is ready for review, you will receive an
email notification. You should then use a web browser to go to the VCS website
(https://VCS.usaid.org) and log in using your username and password. On your first login

you will be asked to change your password.

When you first log into the VCS you will be presented with a screen like this, listing the
participants who are queued up for your action.

3 USAID ¥isa Compliance System - Microsoft Internet Explorer

JFiIe Edit  View Favorites Tools  Help

| wBak - % - @[] & | Doearch GFavories veda 8| By S 2 H B D

| address [ hitp:ystaging ves. usaid.crgléppravalj

| pa |Jun>s &) pmphetabesk Subscribe & Windows  &]Post o MT Blog & ElogrolThis

=l
USAID Visa Compliance System

Trainees
Displaying 1 - 4 of 4
Approve Last Name First Name Date of Birth Pragram Name Program Start Date Action Trainet Site
Trainees Abd aAlla abd Mahrnoud 10/31/1969 RFO40 - Air Quality 01/15/2004 Update  IIE-DTZ2, Cairo
Elkader Gharib Information & Cammun
EApgruve Adel Rophail [% Shenouda 08/03/1978 RFO043 - Environmental 11/01/2003 MNew 1IE-DTE, Cairo
Dependents Gayed Finance & Credit
Frm————— Ali Mahmoud Abdel Rahman 10/14/1973 RFO043 - Environmental 11/01/2003 Mew 1IE-DT2, Cairo
. Talaat Finance & Credit
Participant .
Dashboard Atallah Ruba 11/10/1966 Project Management: 12/09/2003 Mew USAID/IORDAN
. Competencies and
Participant Structure
Search
Change My About WGS | Privacy | Cookie Policy | Site Disclosure | Contact Us
Password The United States Agency for International Development
Logout
Countries:
Jo
MO
8G
EG
& [ 1 | |a mternet 4

The first 20 participants to be reviewed will be displayed. You can use the buttons: First
and Last to go to the top and bottom of the participant list. Use the Previous 20 and Next

20 buttons to page through all of the queued up participants 10 at a time.

To review a participant and then accept or reject her information, click on the
participant’s name.
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New Participants

If this is a new participant, one whose data is being submitted for the first time, you will
see the Approve New Exchange Visitor screen.

/§ USAID visa Compliance System - Microsoft Internet Explorer l (=] 4]
| Fle Edt wew Favorbes Tools Help ‘
| <k - = - D it | @search CaFavortes Ehveda (| EN- S E W D
JAddrass |@ hitp: fjstaging. ves.usaid. org/ApprovalierfiedTrainess [EGXDT2002930/EditYer fisd TraineeFarm j e |Jun>s &]Amphetabesk Subscribe &) Windows @& ]Post o MT Blog  &]BlogroliThis ‘
USAID Visa Compliance System
Approve New Exchange Visitor
—Visitor Information
Approve YISA Type 1-1 Previous IAP66 or DS2019
Trainees Last Name Adel Rophail Gayed First Name Shenouda
Gender M Birth Date 08/03/1978
Approve Birth City Alex Birth Country Egypt
Dependents Gitizenship Gountry Residence Country Egypt
. Position Code 119 Position OTHER CEMTRAL GOVERNMENT
Barticipant Us Address Institute of International Education
Dashboard 1400 K St M. W
Participant WASHINGTON, District Of Columbia 20008
Search
Change My o P -
Password Training Information
Exchange Yisitor Category SHORT-TERM SCHOLAR
Us Start Date 11/01/2003 Us End Date 11/10/2003
Logout . . .
N Subject/Field 03.0101 - Matural Resources/Conservation General
Countries:
10 Subject/Field Remarks
MO
8G o
ro Sites
Site of Activity Name Institute of International Education -
Address Line 1 Address Line 2 City State Zip code
Institute of International Education 1400 K St. N, W, WASHINGTON DC 20005
—Funding
us Government Agency AID
US Government Funds § 62.00
Exchange Visitor § 0.00
Government Funds
Other Organization Funds § 0.00
Total Funds % 62.00
Verified
’7 verified By Test Verifier, devIS Yerified Date 10/22/2003
—Action ! |
[&] Done [ [ 4 weernet 7

On this screen you can review all of the information about the participant that USAID is
required to report to the INS. This includes biographical information about the participant,
information about the program she/he is attending, including the training providers, and
information on the funding for the program. USAID policy requires that you confirm the
legitimacy of each participant and the training invention using all of the following three
documents: 1) passport face page; 2) training request (TIRF); and 3) participant selection
document. Scans or faxes of these documents may also be used.
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/4 USAID Yisa Compliance System - Microsoft Internet Explorer

Jﬁle Edit  Wiew Favorites Tools  Help

Appendix 3: Approver (USAID Mission)

| wpack - & - @ (2] & Qoeach GaFavories Gveda BBy S =1 H VB D

| address [ hitp: stagingves. usaid.orglépprovaljverifiedTrainees JEGHD 2002930 Edit Ver fied TrainesForm

j @G0 “Lin)@ &) AmphetaDesk Subscribe @] Windows & ]Post to MT Blog €] BlogralThis ‘

T =
—Funding
US Government Agency AID
US Government Funds $ 62.00
Exchange Visitor § 0.00
Government Funds
Other Organization Funds § 0.00
Total Funds $ 62.00
Verified
verified By Test Werifier, devIS VYerified Date 10/28/2003
—Action
Please review all of the INS required information about the participant. This includes biographical information about the
participant, information about the program she/he is attending, including the training providers, and information on the funding
for the program. USAID policy requires that you confirm the legitimacy of each participant and the training intervention using all
of the following three documents: 1) passport face page; 2) training request (TIRF); and 3) participant selection document.
Scans or faxes of these documents may also be used.
= If this participant is, in fact, to go to the US on this program and attend these training providers and all the information an
screen is correct, you must enter in country that issued the participant's passport the last 4 digits of the passport number
and click the Approve button at the bottom of the screen.
» If this participant is MOT to go to the US on this program, or if the infarmation presented on screen is incorrect, you should
enter a Rejection Reason in the area provided and then click the Reject button,
* Required
Choose Gountry of Citizenship *
Egypt
Choogse Country %
Confirm Last 4 Digits of Passport Number *
Rejection Reason
Approve Reject
About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us —
The United States Agency for International Development i
& [ 4@ meernet 7

o |f this participant is, in fact, to go to the US on this program and attend these
training providers and all the information on screen is correct, you must enter
in country that issued the participant’s passport the last 4 digits of the passport

number and click the Approve button at the bottom of the screen.

e |f this participant is NOT to go to the US on this program, or if the information
presented on screen is incorrect, you should enter a Rejection Reason in the

area provided and then click the Reject button.

If the start date of the participant’s program is between 2 and 4 weeks away, you will
receive a warning that there may not be sufficient time to receive the requested DS-
2019 form and complete any additional required processing (i.e. consular interviews).

If the start date of the participant’s program is less than or equal 2 weeks away, you
will receive a warning that the request for a DS-2019 will not be sent to DHS because
there is insufficient time to request the form, send it to the Mission, and complete any

additional required processing (i.e. consular interviews).

In both cases, it will be recommended that you reschedule the program to allow

sufficient lead time for processing the DS-2019 request. Submit requests for DS-2019s

no less than 6 weeks prior to the anticipated date of consular filing.
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/2§ USAID Visa Compliance System - Microsoft Internet Explorer (=] ]
| Fle Edt vew Favortes Tools Help ‘
| wpack - & - @ (2] & Qoeanh GaFavories Gveda BBy S =1 H B D

| Address [ hitp: fstaging ves. usaid.orglépprovaljverifiedTrainees JEGHDT2002930{20peEditver fied Traines

j @G0 “Lin)@ &) AmphetaDesk Subscribe @] Windows & ]Post ko MT Blog €] BlogralThis ‘
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USAID Visa Compliance System

Approve Created Exchange Visitor

—Visitor Information

Approve Full name Shenouda adel Rophail Gayed
Trainees Gender M Date of Birth 08/03/1978
Birth City alex Gountry of Gitizenship Egypt
Approve Birth Country Egypt Gountry of Residence Egypt
Dependents US address Institute of International Education US City WASHINGTON
Line 1
Participant US Address 1400 K St. N, W, US State District Of Columbia
Line 2
USs Postal Code 20005
Search VISA Type -1 Position 119
Change My .
Password Exchange Visitor Category 09
—Action
Logout
Countries: Country of Citizenship
10 Egypt
MO By clicking the "Certify" button, I am certifying that:
8G
EG #+ lam a U5, Citizen,
s 1 am a USAID Mission staff member.
e [ am authorized by my Mission Director to approve requests for DS-2019 forms for my Mission's participants.
+ [ have verified the \eg\tima:y:[nf this training intervention and participant.
Certify | Cancel
AboutVCS | Privacy | Cookie Palicy | Site Disclosurs | Contack Us
The United States Agency for International Developmant
] 4

After you click the Approve button, you bill be required to certify your credentials as an
approver. Read the text and click Certify if the statement is true. Click Cancel if it is not

true. The trainee will be approved only after you submit your certification.
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Updated Participants

If this participant has already been reported to the INS, you will be presented with the

Approve Updated Exchange Visitor screen.

Appendix 3: Approver (USAID Mission)

] =
| Fle Edt vew Favortes Tools Help ‘
| wpack ~ = - @ 2] & Qearch GaFavorites Pveda | By S 2 H E D
| Address [ hitp: fstagingves. usaid.orglépprovaljverifiedTrainees JEGHD 2002846 Edit Ve fied TrainesForm | @eo |Jun>s &) Amphetabesk Subscribe @] Windows & ]Post to MT Blog €] BlogralThis ‘
USAID Visa Compliance System
Approve Updated Exchange Visitor
—Visitor Information
Approve Official Information Changed Information
Trainees VISA Type J-1 11
Previous IAP66 or DS2019
Approve Trainee Status Reguest Request
Dependents Last Name 4bd Alla abd Elkader Gharib &bd Alla abd Elkader Gharib
. First Name Mahmoud Mahmoud
% Gender M M
Participant Birth Date 10/31/1969 10/31/1969
Search Birth City SHARKIA SHARKIA
Change My Birth Country Egypt Egypt
Password Citizenship Country Egypt Egypt
Residence Country Egypt Egypt
Logout Position Code 612 612 ||
Countries: Position RADIO OR TW JOURNALIST RADIO OR TV JOURNALIST
Jo US Address Institute of International Education Institute of International Education
MO 1400 K St M. W, 1400 K St N W,
8G WASHINGTORN, District Of Columbia WASHINGTON, District Of Calumbia
EG 20005 20005
—Training Information
Official Information Changed Information
Exchange Visitor SHORT-TERM SCHOLAR SHORT-TERM SCHOLAR
Category
Us Start Date 12/11/2003 01/15/2004 [UPDATED]
Us End Date 12/25/2003 01/29/2004 [UPDATED]
Subject/ Field 03.0101 - Natural Resources/Conservation 03.0101 - Natural Resources/Conservation
General General
Subject/ Field Remarks
—Official Sites
Site of Activity Name Institute of International Education
Address Line 1 Address Line 2 City State Zip code
Institute of International Education 1400 K St. M. W, WASHINGTON DC 20005
=
& [ [ [ meernet 7

On this screen you can review all of the information about the participant that USAID is

required to report to the INS. This includes biographical information about the participant,

information about the program she/he is attending including the training providers, and
information on the funding for the program. This screen is different from the New
Exchange Visitor screen in that it shows you both the original information already in the

VCS and the NEW information that is to be verified for submission to the INS.
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/2§ USAID Visa Compliance System - Microsoft Internet Explorer
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=gl x|

Tools  Help

| wpack - & - @ (2] & Qoeach GaFavories Gveda BBy S =1 H VB D

| Address [ hitp: fstagingves. usaid.orglépprovaljverifiedTrainees JEGHD 2002846 Edit Ve fied TrainesForm

i

j @G0 “Lin)@ &) AmphetaDesk Subscribe @] Windows & ]Post to MT Blog €] BlogralThis

Address Line 1 Address Line 2 City State Zip code Add/ Del =]
Institute of International Education 1400 K St. M. W, WASHINGTON DC 20005 Mo
—Funding
Official Information Changed Information
USs Government Agency AID AlD
US Government Funds § 600000 4 7000.00 [UPDATED]
Exchange VYisitor Government Funds: § 1228.00 + 1422.00 [UPDATED]
Other Organization Funds: § 0.00 $0.00
Total Funds % 7228.00 % 8433.00 [UPDATED]
Verified e
’7 verified By Test Werifier, devIS Verified Date 10/28/2003
—Action
Please review all of the BCIS required information about the participant. This includes biographical information about the
participant, information about the program she or he is attending, including the training providers, and information on the funding
for the prograrm.
Correctness of Information
e If the new information on this trainee is correct, you should click the Approve button at the bottom of the screen.
« If the new information for this trainee is NOT correct, you should enter a Rejection Reason in the area provided and then
click the Reject button.
Status Updates
If the status has changed to "In-Training", this is a validation of program participation. If the participant has, in fact, registered
at their program, then click the "&pprove" button. If the participant has not registered at their program, enter a "Rejection
Reason" and click the "Reject" button,
Rejection Reason
Approve Reject
About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us —
The United States Agency for International Development i
& [ [ [ meernet 7

o |f the new information on this participant is correct, you should click the

Ap

e |f the new information for this participant is NOT correct, you should enter a

prove button at the bottom of the screen.

Rejection Reason in the area provided and then click the Reject button.

Dependents

Dependents have their own section of the VCS. In the menu on the left of the screen is the

selection Approve Dependents.
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Click Approve Dependents to see a list of dependents in your queue awaiting action.

£ LISAID ¥isa Compliance System - Mozilla {Build ID: 2003082704} ] 4
v File Edit “ew Go Bockmarks Tools ‘Window Help Debug QA |
* ‘§§f http: f/staging. ves. usaid. orgf ApprovalviewDependents = Searthl d = Mm
i Back Forward Reload  Stop I & piflstaging afiep / P J 2 Print

ﬂHome| \,,!Bookmarks tThe Mogzilla Organiza... lLatest Builds L‘iBltter Pills

& UsSAID visa Compliance System | A vellowPages.com: Sesk and ou will,. | 4 23 Cal Helpdesk Taal

tUSAID Visa Compliance System

| x

USAID Visa Compliance System

Dependents
Displaying1 -1 of 1

A N Dependent Exchange Visitor
pprove Trainees
Last Name First Name Action Last Name First Name
Approve Dependents . .
Alkhatib Faghda Hew Alkhatib Mairm M,

Participant Dashboard
Participant Search
Change My Password

About WCS | Privacy | Coockie Policy | Site Disclosure | Contact Us
The United States Agency for International Drevelopment

Logout

Countries: %
1o
Mo

Birth Date
1042671968

Program Start Date
12/31/2001

3 i 2 D & |

[ Fo-[=

To review a dependent and either verify or reject his or her information, click the

dependent’s name.
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As with participants, this will open a screen where you can review dependent information
and either verify or reject it.

Appendix 3: Approver (USAID Mission)

' USAID ¥isa Compliance System - Mozilla {Build ID: 2003082704} - | Dlll

- File Edit “ew Go Bockmarks Tools ‘Window Help Debug QA |
ﬁ ~ \a ‘gg http: ffstaging, ves,usaid, orgfépprovalYerifiedDependents /LISXAEDOO47 1 7/EditVerifiedDepend Searchl r_:i A
Back. Forward Reload Skop IJ‘ piflstaging afhep / o ! ! P J 2 Print

% Home

.,tBUUkmarks ‘The Mozilla Crganiza.. . A‘Latest Builds L‘iBitter Fills

USAID Visa Compliance System

Participant Search
Lthange My Password

Citizenship Country

Relationship to
Exchange Visitor

Approve New Dependent
rDependent Information

Approve Trainees YISA Type J1-2
Approve Dependents Last Mame Alkhatib First Mame Raghda
- Gender F Birth Date  01/01/1973
p. - - - .
Participant Dashboard Birth City RAFAH Birth Country Gaza strip

Gaza strip Residence Country

Spause

Gaza strip

Logout
rExchange Visitor Information
Countries:
10 VISA Type J-1
g‘lg Last Name Alkhatib First Mame Mairn M.
EG Gender M Birth Date 10/26/1968
3«25 Birth City RAFAH Birth Country Gaza strip
Citizenship Country Gaza strip Residence Country Gaza strip
US Start Date 12/31/2001 US End Date 05/31/2004

—Verified

Verified By Verifier, Test Verified On 11/07/2003

—Action

Please review all of the INS required information about the dependent,
This includes biographical infarmation about the dependent.

USAID policy requires that you confirm the legitirmacy of each dependent
Using the passport face page.

Scans or faxes of this document ray also be used.

« If this dependent is, in fact, to go to the US and all the

infarmation on screen is correct click the Approve button at the bottom
of the screen.

If this dependent iz HOT to go to the US, or if the information
presented on screen is incotrect, you should enter a Rejection Reaszon in
the area provided and then dick the Reject button,

Bejection Reason

Approve Reject

About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us
The United States Agency for International Developrment

W D 2 ) B |

Fo-[=a &

Click the Verify or Reject button to proceed. If you reject a dependent you must provide a
rejection reason. Rejected dependents are removed returned to the Verifier for
reconsideration.

What Happens Next

o Whenever you click ‘Approve’ for a participant, her/his status is changed to ‘Approved’
and the record is queued up to be reviewed by the Submitter. The Submitter can also
accept or reject the participant’s information.

o Whenever you Reject a participant, her/his status is set to ‘Draft’ and participant is
remanded back to the Verifier for reconsideration.
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Other Features

Participant Dashboard

The Participant Dashboard gives you an overall view of the status of your participants in
the VCS.

¥ USAID ¥isa Compliance System - Mozilla {Build ID: 2003082704} - | Dlll

- File Edit “ew Go Bockmarks Tools ‘Window Help Debug QA |
ﬁ - ’Q« - \3 ‘gg http: ffstaging, ves, usaid, orgfDashboard, T Searchl 7 .DEB
Back Forward Reload Skop IJ‘ piflstaging of / J 2 Print
4 Home | .,tBUUkmarks ‘The Mozilla Crganiza... A‘Latest Builds L‘iBitter Fils
‘&l P USAID Visa Compliance System | # weather Underground: Arlingtan, ¥i... | 4 ¥CS CGI Helpdesk Tool P USAID Yisa Compliance System | =
USAID Visa Compliance System
Participant Dashboard
Statuses
Approve Trainees
Country Rejected (36) DataError (95) Draft(117) Verified (4) Approved (0) Submitted (269)
Approve Dependents
Jordan O 1 o 1 o 48
Participant Dashboard Morocca 14 a 1 a a o4
Participant Search Seneasl O 2 o o o 4
Lhange My Password Equpt 22 32 116 2 I 195
Logout About WCS | Privacy | Cookie Policy | Site Disclosure | Contact Us
The United States Agency for International Development
Countries:
pls)
Mo
G
EG
46 b 2 E& & | Done | o= & 4

The dashboard shows you a list of all of your countries and the number of participants in
each stage of action. Click on a number below a status name to show all the participants in
that status.
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Searching for Participants

The VCS allows you to search for participants by name, by country, or by name and
country. To search for a participant, click the Participant Search link on the left side of the
screen.

B LISAID ¥isa Compliance System - Mozilla {Build ID: 2003082704} ] 4

;Ei\e Edit Yiew Go Bookmarks Tools Window Help Debug QA |

B?’lk - Fn’%avrd R:%d S%% I\& http: f/staging. ves. usaid. orgfDashboardfviewSearch j&archl pf.i -

f.'iHome| \,,!Bookmarks tThe Mogzilla Organiza... lLatest Builds L‘iBltter Pills

& USAID visa Compliance System | 4 weather Underground; Arlingtan, vi... | 4 3 Cal Helpdesk Taal 4 USAID Yisa Compliance System | x

USAID Visa Compliance System

Participant Search

Last Mame IJahudi
Approve Trainees First Marme I

Approve Dependents Country EAI’] =

Participant Dashboard o =
bariciant search _sencn
Change My Password Albania —
Absutwes | p 2l0BME
Lodout The United State AMErican samoa
i Andorra
Caountries: Angola
1o
Mo Anguilla
2‘2 Antarctica.
Antigua and barbuda
Argenting
Armenia
Aruba
Ashmmore and cartier islands
Australia
Austria
Azerbaijan
Bahamas
Bahrain
Bakerisland hd
ige Y L EE) &2 \ Dane | @EE 4

Enter all or part of the name of the participant you want to find in the Last Name or First
Name fields. You can also select a country from the pick-list. Click the search button and
the VCS will return a list of participants who match your criteria. Note that you will only
see information about participants that you have authority to approve.
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Change Password

You can change your password at any time by clicking on the Change My Password item in
the menu on the left of the screen.

%f USAID Yisa Compliance System - Mozilla {Build ID: 2003082704} = | Ellll
EEi\e Edit Wiew Go Bookmarks Tools  Window Help Debug QA |

B?’lk - Fuf%‘;rd Rﬁd S%% I& http: //staging. vcs.usaid. orgfChangePassword j é‘Searchl Lﬁz -

% Home | .,!Bookmarks lThe Mozilla Organiza... A‘Latest Builds GBitter Pills

] IUSAID Visa Compliance Systemn | 4 Weather Underground: Atlington, Yi... | ‘ WS CiI Helpdesk Tool -‘USMD Visa Compliance System | b4

USAID Visa Compliance System

Change your Password

This screan allows you ta change your existing password. Please follow the guidelines at the battarn of the page when chonsing = new
password, Passwords that do not meet minirmum requirernents will not be accepted.

Approve Trainees

Approve D dent: Current Password

Participant Dashboard I

Participant Search New Password

Lthange My Password I
Logout Confitm Password
T
Countries: I
hle)

EG

Mo
s Cancel | ChanEe |

Password Guidelines

+ At least 7 character passwords,
+ Passwords rust contain characters from 3 of the following 4 dasses;
@ English uppercase,
o English lowercase,
o Westernised Arabic Murmerals,
o Special characters e.g. punctuation,
+ Passzword may not contain any portion of the user's name in part or in full

About WCS | Privacy | Coockie Policy | Site Disclosure | Contact Us
The United States Agency for International Drevelopment

e % 2 GO o8 | | Fo-[=a [F

You must enter your current password, and then enter your new password twice for
confirmation. Do not hit the Enter key on your keyboard, but instead use your mouse and
click on the Change button to submit your new password. Note that your new password
must match the Password Guidelines shown on screen.
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Appendix 4: R4-Submitter (USAID/W Responsible Officer)

Appendix 4: Submitter (USAID/W)

Role

Responsibilities

R4: Submitter - USAID EGAT
Responsible Officer and
Alternate

This role is performed by the
Responsible Officer at the USAID
EGAT office approved by DOS to
access SEVIS. It may also be
performed by any of 10 alternates
provided with authority to serve
the role as needed.

Must be an authorized US Citizen
at the USAID EGAT office.

Utilizes VCS and SEVIS Systems:

Submits approved VCS applications
to SEVIS through batch transfer
function.

Can send disapproved applications
back to field office for correction or
removal.

Receives and processes alerts from
SEVIS (RTI and batch).

Communicates potential problems to
TraiNet Supervisors in field offices
and Officers at USAid Missions

RO Serves as User Manager
assigning permissions in VCS

Manages Signing, Printing, and
Shipping of DS-2019 forms back to
Field Offices

Manages VCS access of R2, R3 &
R4.

One R4 performs the role of
Responsible Officer (others are
Alternate Responsible Officers).

How to Use the VCS

USAID Visa Compliance System (VCS) computer systems instructions are provided to R4-

Submitters in separate documents.
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