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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: Access TPEMS Library 
• �Access the TPEMS Library page to view the list of all available  

Standardized Training Packages (STPs).
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Step 3: Select an STP 
• �On the TPEMS Library page, scroll to the STP you wish to order.
• Click on “READ MORE” to learn more about the STP.
• �Click on “View Cost Matrix” to see details on corresponding pricing to you based on your 

membership category.
• Once you select an STP you wish to order, click on the “ORDER PACKAGE”. 
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Step 4: Place an Order for an STP 
• �Complete the information requested.
• Click on “PLACE ORDER”. 
• �An automatic email notification containing your STP purchase request will be sent  

to the STP owner. 
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Step 5: See Pending STP Order(s) and Order Status
• �On the Training Package Orders page, view the status of your request(s) in the “Your Pending 

Training Package Orders” section.
• Under the “Status” column, view the status of your order (e.g. Submitted waiting for approval).
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Step 6: View STP Order Details
• �On the Training Package Orders page, under “Your Pending Training Package Orders”,  

click on the “order number (e.g. 4516)” to view order details.



Copyright © 2019, International Civil Aviation Organization. 8

How to Order a Standardized Training Package (STP) from Other TRAINAIR PLUS Members

Step 7: Communicate with STP Owner
• � Under Order Details page you can view your order details submitted.
	 - �Use the “Training Package Owner Approval Discussion” textbox to exchange  

communication with the STP owner and click “Submit message”.
	 - �If you wish to cancel the STP order at any time before your STP order is approved,  

click on “CANCEL ORDER”.
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Step 8: Invoice Download.
Once the STP owner approves the order, the STP requestee is notified by email. After the invoice is 
uploaded in the system by ICAO, the requestee is notified by email.

• On the Invoice page, click on “DOWNLOAD” to view invoice.
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Step 9: Access to STP Content Material
• �Once the payment is received by ICAO, the STP package will be released through  

the TPEMS. 
• �The STP requestee can find the STP on their Member Dashboard “Home” page, and can then 

access content material by clicking on the STP. 
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Step 10: Host a STP Training Session
• The STP requestee can create a training session for the newly purchased STP. 
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• ����Please see how to host an STP  
by clicking on the following guide
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If you have any additional questions, please do not hesitate to contact us at TRAINAIR@icao.int 

— END —
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