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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: Select Your Standardized Training Package (STP)
¢ On the Home page, scroll to the STP you wish to host.

e Your STPs are indicated by a *.

e Click on “Training Sessions”.

Your Training Packages [ ' cnding Tasks

Fiy Training Packages Under

Development
Completed

= No Title

» Approval of Training /

Organizations

Air Navigation Services A\ Please complete the Validator
MET Inspector % Evaluations

= Aur Navigation Services CN
159/030/CAA INS ANSMET Inspector
Date Created: 09 Oct 2014 * Air Navigation Services AT
Duration: 30 Hours Inspecior
» 4 Training Sessions A\ Submit payment for the

following conducted courses

= 21401NCAQ TDC, 3 Oct -
14 Oct, 2016

« ITPFSM/IGS] AIR/DOTE, 13
Jun - 30 Jun, 2016

A\ Complete your re-assessment

News for Members

C Focal Po

Air Navigation Services Recently Validated

CNS Inspector Standardized Training
Package (STP) -9

159/005/CAA INS ANSICNS November 2016

Date Created: 19 Dec 2012 Nowv 10, 2016 by TRAINAIR PLUS

Duration: 1 Week Dear TRAINAIR PLUS

Members, We are pleased to
inform you that STP
(052/141/ATC TWR EME) has
Suce ..

* 13 Training Sessions
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Step 3: Training Sessions
e On the Training Sessions page, click on “ADD NEW”.
~\
o ko Training Sessions Export o Bxcel
Dates/Location Instructor(s) Status Participants
Participants T d r 4 @
Grades R - ‘,‘ @ #
Certificates Completed : S ®
eReports — - —— Upcoming 5 / @
Integral Course Evaluation
J
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Step 4: Add Training Session

e Complete the information requested.
e All required fields (*) are mandatory.
e Click on “SAVE".

Add Training Session

From: J«
Participants To: ™ ‘

Grades Flease describe the training seasion
Objectives for hosting details briefly ...
this course:

Certificates

eReports City: *

Integral Course Evaluation Country: l]
Language: EN[v|
Instructor: Select existing ... (] - OR - Add New
Co-instructor: Select existing ... [w] |- OR -~ Add New

Participant fee you have
chosen to charge:

- o RN

§ usp
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Step 5: Participants

On the Participants page, complete the information as follows:
1. Use the drop down menu to select the training session.
2. Online Participant Application:

a. Use this link to promote registration. This link appears on the course calendar of the
GAT website.

b. You can click on “Disable” to close the training session applications.

3. Pending Applications: When participant applications are received, each application will appear here.

a. Click on “View Details” to view each pending application.

b. When pending applications are accepted, they will automatically appear under Registered
Participants. See Step 6: Review Pending Applications to Accept/Reject.

4. Manually Add a Participant:

a. Click on “ADD NEW” to manually add and register a new participant. All added
participants will appear directly under the Registered Participants list. See Step 7:
Manually Register Participants.

b. Click on “Import Participants from Excel”, to upload your own list of participants.

~

Course Info Parti Cipa nts

Complete the list of participants for the Training Session you intend to conduct.

Training Se:
15 Sep - 19 Sep, 2012 | abu dhabi, United Arab Emirates :EI Max

Participants: 16 (16 seats left)

Grades Online Participant Application ?
share the link below with participants to all em to register to this traini ion:
Certificates hitps:/iwwewd.icao.intftpems/ParticipantApplication/index/3179 I¢
eReports {4 New participant applications are currently: Enabled $ Disable

Integral Course Evaluation
Pending Applications « Export list to Excel file |

Name Title Organization  Application Date

- $ View Details
Registered Participants ¢

Name Title Organization Application  Invoice
S — - View No Invoice Uploaded
. Details

¢ ¢ | Import Participants from Excel
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Step 6: Review Pending Applications to Accept/Reject
1. Under Pending Applications, click on “View Details”.
2. Review application, then select “Accept” or “Reject”.
3. If you “Accept”, you have the option to click on “Browse” to upload the invoice (PDF).
4. Click on “Submit”. The invoice will automatically be sent to the participant in the confirmation email.
Note: If you do not upload an invoice at this stage, you may “Submit” and upload the invoice at a later date.
fPending Applications Export list o Excel file |
Name Title Organization  Application Date
\.J - — = e — . = -q>\ﬁewoetaﬂs .
\_
r
Participant Application Review s]
Qualifications A

Upload your CV (optional):

! N/A
PDF or Word file, Max size 2MB
Decision: ® Accept O Reject
Attach invoice: ﬁ—
A link to the invoice will be included in the 10W30- - ¢

notification email to the participant (optional)

Send TPEMS log-in credentials to
participant:

Allows the user to log in and view information about
their registered courses (optional)

O

- suear
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Step 7: Manually Register Participants [/ emmersal Farsconnte
1. Under the Registered Participants list, click on “ADD NEW”. — Hed ke e
From Step 5, 4a. — - =

2. Complete the Contact Information page with

required information (*). AN ¢

3. Click on “SUBMIT” to save participant information.

Contact Information )

Personal Title: * v

First name: *

Last name:*

) valid email address Do not enter

Email: * falo 2 o .
Take or ofher peopie s email
address

Telephone:

Address:

Postal Code:

City:

Country: ZI

Employment Information

Job Title:

Organization:

Organization Type: :EI
Supervisor's Name:

Supervisor's Job Title:

Supervisor's Email: ManagernSupenisors may be

contacted for the purpose of an On-

tha- ) st traming evaluabon
Supervisor's Phone: va-Job post traning evaluatio

Login Credentials
Username:

Password: 87061d05

Email credentials to

Participant:
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Step 8: Grades

1. On the Grades page, select a training session using the drop down menu to view the list of
registered participants.

2. Under the “Completed Session” column check the box next to every participant who has
completed the training session.

3. Under the “Grade” column, assign a numerical value in percentage (%).

4. Click on “SAVE”.

Course Info Grades
Please indicate which participants successfully completed the course and the grades achieved by each individual so that we can retain this J
Training Sessions information for our records.
Parficipants 04 Nov - 08 Nov, 2018 | abu dhabi, United Arab Emirates i] «
Registered Participants Export list to Excel file |
Certificates Completed
Name Title Organization g Grade

eReports
90 %

Integral Course Evaluation

¥ 93 %
;| 93 %
80 %
88 %
¥ 93 %
80 %

Participants with grade % or more will receive a certificate stating that the Course was Successfully completed, otherwise that the
participant Attended the Course.

J
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Step 9: Certificates: Generate & Download

1. On the Certificates page, select a training session using the drop down menu.

2. Click on “Generate” to automatically generate [PDF] certificates for each participant.

3. Click on the certificate number (e.i. 5716324) to download individual certificates.

4. Click on “DOWNLOAD ZIP” to download all certificates into a [ZIP] folder.

5. “Error in Certificate”
a. If an error is viewed or reported, enter the correction in the text box under “Error in Certificate”.
b. Click on “Report Errors” to submit. The TPEMS Administrator will receive an automated

notification to enter the corrections.
6. Once the corrections are applied, you will receive an automatic notification. Click on “Generate”
to produce the corrected certificates. (See 2 above).

N

Course Info Certificates

Here you can generate and download the participanl certificates for the selacted training sessions. Please kindly note that afler the
Training 5 5 completion of a validaled Training Package, the official certificate is generaled via TPeMS with an unique identifier, no other type of

Training Package cerificate is recognized by ICAD TRAINAIR PLUS. If there are efmors, please indicale the emoneous certificates and click /
Report Errors to report them

Participants

For more detailed instructions refer to the Help seclion

Grades -
04 Nov 2018 - 08 Nov 2018 | abu dhabi, United Arab Emirates _\:] «

Name Title Organization Grade  Certificate  Error in Certificate

eReports
716324

Integral Course Evaluation
93 % 57116370

93 % 5716323

B0 % 5716325

B8 % sT16321

93 % 5716326
% % 80% 5716322

e oomsowzn o usors <y
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Step 10: Integral Course Evaluation

e On the Integral Course Evaluation page, click on “Fill out” to complete the STP evaluation
questionnaire

e The “Integral course evaluation” questionnaire will open in a separate page

(

Integral Course Evaluation
Compiete e Integral Course Evaluaton guestonnare for each traming sesson
Dates/Location

11 Feb - 15 Fels, 2010
Banghos. Thaskanad
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Step 11: Complete the Questionnaire
e Click on “DONE” to save and submit the questionnaire.

( =3 )
i  TRAINAIR PLUS Integral Course Evaluation
b
This Queianruire s proweie SeeDalt 0 [Ose Deybiopers 1 COMNwslirdy FTQiTes M (s
Pledris duri | T swarmiaer Trad Besd ik oy oo x' e pisrmeen] wilh 1] i fegfrsd iatad 1 in el Plednier pecwicks ey cormrmennhy in T B Esmices
. o =

Traimire] Efrev penernr ¥ g "

st

L1 Py ol Pl ¥ F 1 i

IFronrsdesd e L LT Ot I:] ¥ E F (1 g i

Logeal viruchon " B F

Traimirg materials. ¥ B I 1 i ¥

FuPlied o pest Ly ¥ B ¥ i
Methods

s — B T [ ! '] ¥

[ETHTEY B T

Trarminsg Meovibeh [ 'l

Your cooperation in completing this questionnaire is appreciated
DONE
\_ J

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

— END —
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