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Step 1: Login
Login with your Username and Password at https://wwwé.icao.int/TPEMS/

......

-7,

* Member Log In

Username/Email:

Password:

Forgot Password? %

NEW: You can now log in using your email address
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Step 2: Deliver an ICAO Course

e On the Home page, click on “Deliver an ICAO Course”, under the Quick Links menu

(
% Member Dashboard

Your Training Packages

I Training Package Orders &

s¢ Participation

WO ICAD  GLOBAL AMTION TRAINING

@ CATC Focal Points

D AN TN DI A

Management Certificate in
Civil Aviation

PTPMCCA/0ME
Duration: 6 Weeks

* 3 Training Sessions

ECCAIRS - European Co-
ordination Centre for
Accident and Incident
Reporting Systems
(ECCAIRS) End User
Course

ITP/FSM/ECCAIRS/010E
Duration: 5 Days

* 1 Training Sessions

Quick Links

TPEMS Tools and Guidelines /

% TPSC Material

iSTARs Statistics
! Develop a Training Package

| £% Deliver an ICAO Course I*

Regional Centre of Excellence

Pending Tasks

L7 Please complete the Integral
Course Evaluation
Questionnaire for all completed
2019 training sessions

View Training Sessions

A\ Pending participant applications:

* International Air Law Course

+ Safety Management for Practitioners
(SMxP)

+ Training Instructors Course (TIC)
Part2

* Training Developers Course (TDC)

= Managing Aviation Training
Intelligence (MATI)

* Aviation Data-driven Declslon
Making

= Management Cerificate in Civil

Aviation J
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Step 3: Request to Host

e Onthe TPEMS Library page, scroll to the Training Package you wish to host.
e Click on “READ MORE” for more information about the course.

e Click on “REQUEST TO HOST".

@ /
',\ Member Dashboard

@ — TRAINAIR PLUS Training Package Library Search TPEMS Library...
)

— 5TPs ICAD ITPs RTCE ITPs m PTPs Under Development J
l-_} Assessment

Safety Management for Practitioners (SMxP)

CTP/FSM/SMP/OO1E

\;f Training Package Orders

f? Course Participation
Interest

% TPSC Elections
[j Job Catalog

Issuing Institution: ICAC
Duration: 1 Week Max Participants: 20

The SMxP Course focuses on Safety Risk Management and Safety Assurance. It
aims to provide qualified Safety Management System (SMS) staff with a
comprehensive application of operational safety management processes and practical
examples on the use of IT tools to enhance efficiency and effectiveness of safety
management activities.

vs for Members Administrative Fee: $400.00 USD per participant

) CATC Focal Points

Aviation Security Practice for Screening Checkpoint
Supervisors

CTP/ASFISCSIO02E

e s

S:fﬁ"l: - Issuing Institution: Civil Aviation Training Centre of Korea Airporits Corporation
B Sy ™ = (KAG). Cheongiju . Republic of Korea
= —

Duration: 1 Week Max Participants: 30

IEAD TRAINAIR PLUS /

Aepart Security Praces for Sowening -

Chchpeint Supervian This refresher course will provide screening checkpoint supervisors with the

= necessary knowledge, skills and sttitude to continue the sdminisirative and
operational oversight of their teams to effectively and efficiently implement procedures

AL e TR

in accordance with NationallAirport Security Programme.

@&y oo

Note: The hosting process explained in this guideline is applicable to all ITPs, RTCE ITPs, and CTPs.
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Step 4: Course Info

On the Course Info page:

e Fillin the required information. All required fields (*) are mandatory.
¢ Review the Terms and Conditions

o Check the box “I Agree to the Terms and Conditions”.

e Click on “SAVE”".

| TRAINAIR

ﬁ Safety Management for Practitioners (SMxP) [+ Back Home

Safety Management for Practitioners (SMxP)
CTPFSM/SMPRDIE

Duration: 33 Hours

The SMxP Course focuses on Safety Risk Management and Safety Assurance. it
aims lo provide qualified Safety Managemen! Sysiem (SMS) staff with a

comprehensive: application of operational safety management processes. and
practical examples on the use of IT tools fo enhance efficiency and effectiveness of

W (ICAD TRABAIR PL SENASA safety management activities.
Pending Request
Name " Title Email *
Focal Point: [g)

Will this course be local or

i |:_'.‘_| O
regional? * ﬂ Local ' Regional

Do you have all of the necessary
facilities and equipment you require O ves O No
to conduct this course? "

Host on behalf of Training Center: .
Training Center logo and info will show None (default) ﬂ
in certificate

Enquiries and Comments:

* [ 1 Agree 1o the Terms and Conddions
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Step 5: Add New Training Session
e On the Training Sessions page, click on “ADD NEW”.

Zation
CATC Focal Point

2_ Cynthia Alkhori (Intemational Civil Aviation T -l' \ | N A | R

=] Safety Management for Practitioners (SMxP)

Course Info Training Sessions

approval by TRAINAIR PLUS

o

Imemational Civil Aviation Crganization (1ICAD)

Global Avistion Organizabon

k TRAINAIR PLUS Programme

Please set up the training sessions you are planning to conduct for this course. Once ready, you will have to submit the request for

Profile | Feedback = Log Out

+ | Back Home

999 Robent-Bourassa Boulevard, Montréal. Quebes H3G 5HT, Canada
Tal: +1 514-9‘54-8219\:--::! B440
E-mad. trainaiphis@icsoint
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Step 6: Edit Training Session

e Fillin the required information. All required fields (*) are mandatory.
e Select an Instructor: See Step é.a: How to “add from Roster”.

e Click on “SAVE".

L Cynthia Alkhori (International Civil Aviation = ._ = T RA' N Al R Profde | Feedback | Log Out

CATC Focal Point

H B Safety Management for Practitioners (SMxP) +| Back Home
ot ko Edit Training Session
Training Sessions From: * * SeSS|On Sta rt date
To:* <= Session end date
Regietration Deadine: <= Registration deadline

Objectives for hosting
this course:

City of course

City: * <= delivery

Coenty g Country of
Language: * EN:J course de|.|Very

Expected Number of
Participants: *

20 participants require 1 InStructo

See step 6.a for details
= "

Instructor: * Add from roster “ 4
on how to "Add from roster

Instructor Costs: v (UsSD) “

P th h -

i oy 8 o <fmm Participants Fees

Total ICAO

Administrative Fees: $0.00

$400.00 per parbcipant

Cancelled: O

- . G
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Step 6.a: How to “Add from roster”.
e Click on “Add from roster” to activate the “Search ICAO-Qualified Instructor Roster” window.

21 - 30 parcipants réques J nSuctons

Instructor: * Add from roster *
Instructor Costs: v {usD) -

e Select Option 1 or Option 2.

e Select the instructor you would like to recruit.

e Click on “Request Service” to generate an automatic request email for the instructor to confirm
availability to deliver the course.

7 \

Search ICAO-Qualified Instructor Roster *®

For the recruitment of an instructor, you have the following two options:

O Option 1: Contract an instructor through ICAQ

The recruitment of the instructor is performed under the responsibility of ICAD. Upon confirmation of her/his availability, the GAT Office will
provide the instructor with relevant contractual terms and documents for her/his agreement. A quotation, followed by an invoice, covering
instructor costs (including salary, daily subsistence allowance, terminal allowances and air icket) will be provided to the host training #
organization. Payment of the invoice is expected within 15 business days prior to the start of the course

* O Option 2: Instructor on staff

TRAINAIR PLUS Member fraining centre has within its staff an ICAD qualified instructor for the ITP it wishes to host. Contract through ICAD
is not necessary

To complete process, you may search and select an instuctor from the list below:

Location Language Subject Matter
Name/Location Languages Subjects
. . Request
R ENGLISH AIR TRAFFIC CONTROL * .
Service
\ _J

Note: The pop up window will close automatically after “Request Service” is complete.
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Step 7: Additional Training Session
e On the Training Sessions page, click on “ADD NEW” to add a new training session.
 Repeat steps 5 and 6 to add a new training session.

o After you've added the required training session(s), click on “SUBMIT” to send your request for
approval from the TRAINAIR PLUS administrator.

Log Cut

' NAIR
Alkhon (Intermational Civil Aviation T RA | [ Frofila | Feedback

= Safety Management for Practitioners (SMxP) (+] Back Home

Coms bifa Training Sessions

Please sel up the Iraining sesions you are planneng 1o conducl for this course. Once ready, you will have 1o submil the request for
appraval by TRAINAIR PLUS.

Adimin.

Dates/Location Lang  Instructor(s) Status Parcipants Eiis

Once you have set up the fraining sessions you are planning to conduct far this course, click SUBMIT fo submif your request for
approval by TRAINAIR PLUS:

= D
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Step 8: Course Hosting Request Review

8a) Acceptance email:
e The training organization focal point will receive an email notification of acceptance, upon approval by

the TRAINAIR PLUS administrator.

Course Hosting Request Review - Message (HTML)

Message Adobe PDF

& X A & Bee - [Be (6 Q GEERET

E@Reply All T+ () To Manager = @ Phish
&- Delete g - — | Move Tags |Editing Zoom = Spam Not )
i Forward % | [Ad Team E-mail - - B~ - - Spam L@ Marketing

Delete Respond Quick Steps ’ Move Zoom Cisco Email Reporting

From: Trainair Mailer Sent: Tue 05/03/2019 10:30
To: (® Alkhori, Cynthia

Cc

Subject: Course Hosting Request Review

Your request to host the course "Safetv Management for Practitioners (SMxP)" was accepted. The course has been
activated in vour account. A wavbill number will be added to the course once the material (if anv) has been
shipped. An invoice will be uploaded at the beginning of each training session.Follow the link below to log in to
vour account and access your course:

https://wwwd icao int/tpems/Member/STP/Details/ 2699

Tramair Plus Electronic Management System | https:/wwwd icao mt'tpems | tramasr@icao int
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Step 8: Course Hosting Request Review
8b) Non acceptance Email:

« If you receive a non-acceptance email, the reason will be explained in the “Comment:” section of
the email.

o Click on the hyperlink at the bottom of the email to return to the Training Session page, to amend
and re-submit your request.

E | d9 0 e % |5 Course Hosting Request Review - Message (HTML) - m] X\
Message Adobe POF s @
; . [ - (r S — o
o x h P u i a R Meeting 3 Moveta:? 53 ,3 Rules 1_5 Mark Unread aﬁ 4 Fina q L:a Ej a Wirus
@ IM - e_; To Manager > ‘—I .'Il OneMote =; Categorize = ~.h Related = 2@ Phish
& Junk = Delete  Reply Reply Forward B F ) Mave . Translate Zoom  Spam  Net .
All 2 More ~ (34 Team E-mail v - '_1 Actions * | W Follow Up = - wp Select - Spam @ Marketing
Dielete Respond Quick Steps [ Maove Tags [ Editing Ioom Cisco Email Reporting
From: Trainair Mader Sent: Thu 21/03/2019 15:07
\ To: ® Abdhori, Cynthia J
Cc
Subject: Course Hosting Request Review .
e N lix]
Your request to host the course "Safety Management for Practitioners (SMxP)" was not accepted. 2
Comment:
Kindly change the dates of the course as there is another training session in your region which falls on the same dates.
TRAINAIR PLUS Team
Follow the link below to log in to vour account and submit the reguest again:
hups/wwwd icao.inttpems/ Member/ STP/Details 2723 &
Tramazir Plus Electronse Manazement System | itps.wreowd jeaio inttpems | trainairiicao it
\o See more about: Trainair Mailer. EIE ~
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Step 9: Amend and re-submit Training Session request

e On the Training Sessions page, click on the edit icon ( #') to edit the training session details (repeat
Step 6 to edit).

e Click on “SUBMIT" to re-submit your modified request for the approval of the TRAINAIR PLUS
administrator.

Course Info Trainirlg Sessions
Please set up the training sessions you are planning to conduct for this course. Once ready, you will have to submit the request for
approval by TRAINAIR PLUS.
&) Comments from TRAINAIR PLUS J
Kindly change the dates of the course as there is another training session in your region which falls on the same dates.
TRAINAIR PLUS Team
i e Admin.
Dates/Location Lang Instructor(s) Status Participants o
13 May 2019 - 17 May 2019 OJT Instructor . 15 >
Montreal, Canada oo eolalquiagaDican int Upcoming $6,000.00 & @
Once you have set up the training sessions you are planning to conduct for this course, click SUBMIT to submit your request for
approval by TRAINAIR PLUS:
* SUBMIT
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é N
Step 10: View Pending Request
¢ On the Home page, click on the Course Icon to view or modify a Pending Request.

4 ‘x Member Dashboard )

o Your Training Packages Quick Links

Completed

= TPEMS Tools and Guidelines

(5} TPEMS Library %) TPSC Malerial

iISTARs Statistics

1_.' J Assessment

1 Develop a Training Package
2 Deliver an ICAD Course
Safety Management for ". Regional Centre of Excellence
Practitioners (SMxP) ')
CTP/FSM/SMP/001E Pending Tasks

Duration: 33 Hours

T_:":':J' Training Package Orders |2

rlicipation

~

B3 1Psc Elections

C] Job Catalog

) Please complete the Integral
Course Evaluation
Q i ire for all leted
2019 raining sessions

Pending Request

48 ICAD TRAINAIRPLUS SENASA

View Training Sessions

7 News for Members

A\ Pending participant applications:
Validacién de la instruccion

| ICA0 TRAINAIR PLUS + Intemational Air Law Course
basada en competendas + Safety Management for Practitioners

& A ‘: ITRTCONVCT/04SP (SMxP)
SR ol :
CATC Focal Points | - Duration: 5 Days Training Instructors Course (TIC)
s . o Part 2

> 2 Training Sessions + Training Developers Course (TDC) J

If you have any additional questions, please don’t hesitate to contact us at TRAINAIR@icao.int

— END —

Copyright © 2019, International Civil Aviation Organization.


mailto:TRAINAIR%40icao.int?subject=

