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GUIDELINE: HOW TO HOST YOUR OWN  

STANDARDIZED TRAINING PACKAGES (STPs)  

 

USING  

THE TRAINAIR PLUS ELECTRONIC MANAGEMENT SYSTEM (TPeMS) 
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Step 1: Visit the ICAO Global Aviation Training website 

 Click on MEMBER LOGIN: http://www.icao.int/Training/Pages/default.aspx 

   

 

http://www.icao.int/Training/Pages/default.aspx
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Step 2: TPeMS Member Login 
 

 Log in to the TRAINAIR PLUS Electronic Management System (TPeMS) at https://www4.icao.int/tpems/  
 

  

https://www4.icao.int/tpems/
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Step 3: Select the Training Package/ Training Sessions on your Homepage  

 On your “Home” page, you will find a list of all your Training Packages and STPs that you own or have purchased. 
 You will also find here the status notification of the Training Packages that you have requested to host. 
 Chose the STP you wish to view and click on the “Training Sessions”.  
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Step 4: Add a New Training Session  

 Once you are on the Training Sessions page, click on the “ADD NEW” button to add a new training session: 
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Step 5: Complete Training Session Information  

 Fill out the session information (the fields marked with an asterisk are required)  
 Once information is completed, click on the “SAVE” button: 
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Step 6: Enter Training Session Participants  

 To enter the participants (students) that will attend your training session, click on the participants tab on the left hand panel.  

 Select the correct training session you wish to enter (using the dropdown menu) 

 Click on the “ADD NEW” button to add new participant names and information 

 Use the dropdown menu to add existing participants that you have already entered for past training sessions. 
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Step 7: Complete the Participant Information  

 Enter all required fields  

 click on the “SUBMIT” button once complete  
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Step 8: Add Additional Participants to the Training Session 

 Repeat steps 6 and 7 for all other participants attending this session 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

10 | P a g e  
 

 

Step 9: View Participant Registration Details 

 In the event that participants apply directly to register to the course, click VIEW DETAILS of each participant. 
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Step 10: Review Participant Registration Information 

  In the Decision box at the bottom of the Participant Application Review form, click on the “ACCEPT” or “REJECT” button. 

  Once accepted, the participant will directly be added on the list of participants to the specific training session. 
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Step 11: Training Completion and Grading of the Participants 

  Following the completion of a training session, you can record the completion and grade of each participant.  

 Select the “Grades section” from the left hand panel.  

 Select the training session (in the drop down menu).  

 Check the box for each participant who has completed the training session, and assign a grade to each participant.  

 Click on the “SAVE” button to save the results.  
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Step 12: Generation Training Certificates for Participants 

  Once the training session is completed and grades have been assigned, TPEMS will automatically generate the certificates to be given 

to the participants for the Training Centre Manager to print and sign as well as maintain in their records. 

  Any errors can be described in the message box and sent to ICAO by clicking on the “REPORT ERRORS” button. 
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Step 13: Training Package Evaluation 

  Once the Training Session is finished, use the evaluation section to evaluate the STP, then click on the “SUBMIT” button. 
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