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GUIDELINE: HOW TO ORDER STANDARDIZED TRAINING PACKAGES (STPs)  

FROM OTHER TRAINAIR PLUS MEMBERS 

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: Browse the TPEMS Library  

 On your “Home” page, Click on the button “TPEMS Library” to browse and view the list of available STPs to place an order: 
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Step 4: Select and Place an Order for an STP  

 Browse the TPEMS Library and click on the “Order Package” button once you decide which STP to order.  
 You can also click “Read more” to see more information about the STP: 
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Step 5: Order STP and Find Out More 

 Click on Different Tabs for More Information  
 Click on the “Order STP” button to order the Training Package 
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Step 6: Complete the order form and click on the “Place Order” button to place your order: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9 | P a g e  
 

 

Step 7a: Approval Process  

 In the “STP Orders” section you will find the list and status of all your STPs (both ordered and sold by you).  

 Status: “Submitted (Waiting for approval)” shows when your purchase has to be approved by the STP owner 

 The STP owner will be notified by email of your request to purchase (right image) 
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Step 7b: Approval Process  

 The STP owner can then log into the system to review the order, ask a question, and/or approve the order.  

 In the case below, the STP owner wants more details on the request, so enters a question in the discussion box to “Submit Message” 

 The STP owner will be notified by email of your request to purchase (right image) 
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Step 8: Status Check 

 Check your messages and “Pending Tasks”  in your TPMES Home page 

 Below, you can see that there is a message waiting from the STP owner to be answered: 
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Step 9: View Order Details 

 Once you click on the order number you can view the requested  information; 

 You can answer the request by entering your response and clicking the “Submit Message” button.  

 You can also “cancel order” at any time. 
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Step 10: Approval 

 Once the discussions are complete (if any) the STP owner can approve the order by clicking on the “Approve Order” button:  
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Step 11: Approval Notification 

 Once your order has been approved, you will be automatically notified by email 

 

 

 

 

 

 

 

 

 

 Your pending tasks now show that the next step is to submit payment. Click on the order number to proceed  
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Step 12: STP Invoicing 

  In most cases, invoice has not been generated, and a the system will notify you once invoice is ready for download. 

 
 You can go to “STP Orders” section and click on the order number to see the order details and download your invoice when ready: 
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Step 13: Training Package Evaluation 

 Once you click on the order number, the orders detail page will open where you can see all the details of your order. 

 Download your invoice from here. Please note that the invoice will have all the information you need for payment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once the payment has been received by ICAO, the 

transaction is complete and you will now have access to 

the STP.  

 You can now see the purchased STP (no star) on your 

home page and are able to create a training sessions for 

your newly purchased STP.  

 Please see Attachment #2: Guideline on how to host your 

own STPs 
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Step 14: Explore content of your own STP 

 Go to your TPEMS home page, click on your own STP, and view all the  STP material 

 You will be able to host (add) training sessions, participants (students),  assign grades, request certificates, and evaluate the STP (all this 

to be shown on Attachment #2: Guideline on how to host your own STPs). 

 
Note: Some files may be digital (in which case you have immediate access to them in the system) while others may be sent by courier (in which 

case, the send date and waybill number, if known, will be posted)
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