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Step 1: Login 
Login with your Username and Password at https://www4.icao.int/TPEMS/
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Step 2: Select an Approved Training Session 
• �On the Home page, scroll to the Training Package you wish to manage.
• Click on “Training Sessions”.
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Step 3: Access Course Info
• �On the Course Info page, click on the zip files to download:
• �“Material for Trainees.zip”: Use these materials to provide to course trainees.
• �“Marketing Kit.zip”: Use this material to help you advertise this course training session. 
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Step 4: Edit Training Session
4a) �Select Training Session: On the Training Sessions page, click on the edit icon (      ) to review any 

training session details.
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Step 4: Edit Training Session
4b) �On the Edit Training Session page, modify the training session information  

as required. All required fields  (*) are mandatory. 
    • Click on “SAVE”. 

Note: �All  training session changes are sent for approval from the TRAINAIR PLUS administrator before 
they are updated in the system
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Step 5: Manage Training 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: Manage Participant Application(s). 
4. Manually Add Participant(s): 
     a. �Individual Participant: Click on “ADD NEW” to manually add and register a new individual 

participant. All added participants will appear directly under the Registered Participants list. 
     b. �Group Participants: Click on “ADD GROUP”  to manually add and register a group of participants. 

Click here to refer to the Group Price Structure (GPS) for more information.
     c. Click on “Import Participants from Excel”, to upload your own list of participants. 
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Step 6: Manage Participant Applications
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. 
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Step 7: Manage Participant 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”.
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Step 8: Manage 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 (eg. 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).
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Step 9: Manage e-Report for Completed Training Packages
• �•On the eReports page, click on “eReports” to view course report. 


