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How to host a training session for ICAO ITPs, RTCE ITPs, and CTPs

Step 1: Login 
Login with your Username and Password at https://www4.icao.int/TPEMS/

https://www4.icao.int/tpems/ 
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Step 2: Deliver an ICAO Course
• On the Home page, click on “Deliver an ICAO Course”, under the Quick Links menu
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Step 3: Request to Host 
• On the TPEMS Library page, scroll to the Training Package you wish to host.
• Click on “READ MORE” for more information about the course.
• Click on “REQUEST TO HOST”. 

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:
• Fill in the required information. All required fields (*) are mandatory. 
• Review the Terms and Conditions 
• Check the box “I Agree to the Terms and Conditions”. 
• Click on “SAVE”. 
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Step 5: Add New Training Session 
• On the Training Sessions page, click on “ADD NEW”.
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Step 6: Edit Training Session 
• Fill in the required information. All required fields  (*) are mandatory. 
• Select an Instructor: See Step 6.a: How to “add from Roster”.
• Click on “SAVE”.

Session start date

Session end date

Registration deadline 

City of course 
delivery  

Country of 
course delivery  

See step 6.a for details 
on how to “Add from roster”

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

• Select Option 1 or Option 2.
• Select the instructor you would like to recruit.
• �Click on “Request Service” to generate an automatic request email for the instructor to confirm 

availability to deliver the course. 

Note: The pop up window will close automatically after “Request Service” is complete. 
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Step 7: Additional Training Session 
• 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.
• �After you’ve added the required training session(s), click on “SUBMIT” to send your request for 

approval from the TRAINAIR PLUS administrator.
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Step 8: Course Hosting Request Review
8a) Acceptance email: 
• �The training organization focal point will receive an email notification of acceptance, upon approval by 

the TRAINAIR PLUS administrator.
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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.
• �Click on the hyperlink at the bottom of the email to return to the Training Session page, to amend 

and re-submit your request.
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Step 9: Amend and re-submit Training Session request 
• �On the Training Sessions page, click on the edit icon (      ) to edit the training session details (repeat 

Step 6 to edit).
• �Click on “SUBMIT” to re-submit your modified request for the approval of the TRAINAIR PLUS 

administrator.
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Step 10: View Pending Request
• On the Home page, click on the Course Icon to view or modify a Pending Request.

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

— END —
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