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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: View STP Order Received
• �On the Training Package Orders page, under “Your Training Package Sales” section, you can view 

the order description and order status. 
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Step 3: Access STP Order Details
• �On the Training Package Orders page, you may  follow up on the status of the received order.
• �Under “Your Training Package Sales”, click on the “order number” (e.g. 4513) to view  

order details.
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Step 4: Review STP Order Details
• �Under Order Details page, you can review order details.
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Step 5: Approve STP Order
• �On the Owner Approval page, click on “APPROVE ORDER” or “REJECT ORDER” to action the order 

request.
	 - �You can use the “Training Package Owner Approval Discussion” textbox to exchange 

communication with the STP requestee if you require more details or have questions before 
approving the order. 

	 - �Click “Submit message” when you are ready to send the message.

• �An email notification will be sent to the STP requestee, containing your feedback (i.e. your approval, 
rejection or request for more information). 
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Step 9: Invoice issuance and STP package release
• �Once approved, an invoice will be issued by ICAO. An email will be sent to the requestee of the STP  

prompting to process payment.
• �Once the payment is received by ICAO, the STP package will be released though  

the TPEMS. 
• �ICAO will communicate with the STP owner regarding the transfer on this STP order fund.
• �The STP content will be available on the requestee Member Dashboard “Home” page for 

subsequent download.
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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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