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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

¥ ICAO GLOBALAVIATIONTRAINING ™~

About ICAO Global Pnonties Meetings and Events Information Resources Careers Subscnbe

¥ ICAO  GLOBALAVIATION TRAINING

TRAINAIR PLUS

THE SAFETY MANAGEMENT
TRAINING PROGRAMME

Safety Management Systems [SMS]

.......

and State Safety Programme (SSP)

chTHeme G| OBAL AVIATION TRAINING

About GAT
:
Member Login Welcome to ICAO's Global Aviation Training (GAT) homepage
Programme Descnption
Membership Categories The Global Aviation Training Office (GAT) aims to lead Human Resources Development strategies established by
Training Packages Member States and the aviation community to ensure they have access to a sufficient number of qualified and
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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/

e ; /

Member Log In

Username:
Password:
Forgot Password? LOGIN y
N
International Civil Aviation Organization (ICAQ) 999 University Street, Montréal, Quebec « H3C 5H7 - Canada
Air Navigation Bureau Tel: +1 514-954-5219 (& ext. 6762 - Fax: +1 514-954-6077 (&
TRAINAIR PLUS Programme E-mail: trainair@icao.int
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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:

% Member Dashboard

Assessment

C@ Develop Training

Package

k’."f Training Package
Orders

! _;, Deliver an ICAO

Course

A Regional Centre of
Excellence

G Job Catalog

4\ !
./> News for Members

CATC Focal Points

Your Training Packages

m Completed

- TRAINAIR

Training Instructors Course
M2/02/¢A0 NE

NET S

TPEMS LIBRARY >

7

Training Instructors Course
Part 2

212/02/ICAO TIC

Duration: 1 week

Pending Request

Safety Management for
Practitioners Course

CTP/FSM/SMP/O01E

Pending Tasks

4\ Pending participant
applications
« Safety Management for
Practitioners Course
« Safety Management for
Practitioners Course

A\ Please complete the Validator
Evaluations

+ GAT generic STP -
instruction

A\ Complete your RTCE
Application

News for Members

Recently Validated
Standardized Training
Package (STP) -9
November 2016

Nov 10, 2016 by TRAINAIR PLUS

Dear TRAINAIR PLUS
Members, We are pleased to
inform you that STP
(052/141/ATC TWR EME) has
succ ...
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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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TRAINAIR PLUS Training Package Library viewcostvar  Clickheretoview pricingdetails. S

Member STPs For Sale STPs Under Development ICAO ITPs RTCE ITPs CTPs PTPs

CURSO OFERADOR DE BUSQUEDA. - o
oS e Curso Operador de Busqueda, Salvamento y Rescate - SAR (Basico)
057/099/SAR OPR

Issuing Institution: Instituto Nacional de Aeronautica Civil (INAC), Asuncién, Paraguay
Duration: 1 week Max Participants: 100

Implementar los servicios que se realizan en la Operacion SAR, abarcan do todas las personas que intervienen durante esta

actividad al producirse una emergencia aeronautica

& TRAINAR  meeem Aircraft emergencies for Aerodrome Controller Refresher Course
= ; 052/141/ATC TWR EME
ig Issuing Institution: Saudi Academy of Civil Aviation (SACA), Jeddah, Saudi Arabia
;h\-, Duration: 2 weeks ~ Max Participants: 10
;‘.‘;‘,‘;‘;"j':,‘,f This course will ensure that the knowledge and skills of the Aerodrome controllers are maintained and updated to effectively
manage traffic in an aircraft emergency situation in accordance with KSA Air traffic services procedures section 29.12 & KSA

SALDEACADEMY OF CIVIL AVIATION
A TRANNG (VIR GACAR Section 11 & 12

ATRCHAFT EMERGENCIES FOR AERODROVE

CONTROLLES NEFRESHER COURSE
STANRARIS S ERAINING PACKAGE (17}

SEVUATC TWR EME
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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

‘.. Manager Korea (Incheon Airport Aviation - T RAI N Al R Profile | Help | Feedback | Log Out

Academy (IAAA))

\ Air Cargo Acceptance & Handling
\&, 271/001/CARGO

Issuing Institution: Gulf Centre for Aviation Studies (GCAS), Abu Dhabi, United Arab Emirates
Duration: 1 week Max Participants: 20

This course will provide air cargo agents with necessary knowledge and skills required to accept and
handle cargo appropriately in a safe & efficient manner according to The Air Cargo Tariff (TACT) Rules,
Dangerous Goods Regulations (DGR), Live Animals Regulations (LAR) & ADCC Cargo Manual.

L JOESIE ¢ | Click here o order

Click here for mere
information

Course Objectives | Target Population | Requirements | Training Sessions | Reviews

Upon completion, the trainee will be able to
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9 Manager Korea n Airport Aviation Profile | Help | Feedback | Log Out

Academy (IAAA)

? Order STP Air Cargo Acceptance & Handling ¢ | Back to Orders

B 1 Order Detaile Air Cargo Acceptance & Handling
271/D01/CARGO
2. STP Owner Issuing Institution: Gulf Centre for Aviation Studies (GCAS), Abu Dhabi, United Arab Emirates
Approval Duration: 1 week  Max Participants: 20

. 3. Invoice

Purpose of the Course:

Do you have a senior instructor on
staff to conduct the course?

Do you require any additional
instructors to conduct the course? Wenesd 0 E additional instructors
How many?

Number of Training Sessions:

£ach a 3 slon co

We wish an estimate based on using the material,| 0 E] times

The estimated cost of the STP you
requested will be:

[Z] 1 have read the STP raquirements and have all of the necessary facilities and equipment to conduct this course

(g accept this estimate and wash to order the STP. | agree to abide by 3l of the specified Terms and Conditions
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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)

"_ Manager Kore eon Airport Aviation T RA I N A | R Profile | Help | Feedback | Log Out

P “Ga do049 )5 A New STP Order #4503 requires your approval - Message (HTML) =it
\ Message @
AT | ) H Find
2 N SRR fsatelitsr S ¥
ember Dashboard _J . v Safe s ‘
X AN S - @I
Reply Reply Forward | Delete Moveto Create Other | Block | ot jyni | Categorize Follow Mark as o
" toAll Folder~ Rule Actions~ || Sender — Y Upv Unread 5 Select™
1 Show Orde =
@ Home Your Pendmg STP Orders AhoROdeckisios Respond Adions Junk E-mail & Options i Find
s 7 ™ Order# st Date Status From:  ICAO Trainir P a0 @gleamingcampus, con] Sent: Tue 240112930 AM
R - ; To: Serge
Air Cargo Acceptance & Handling Submitted Bl Seg
Ca _ - 4513 271/1001/CARGO 03-Jul-2012 {Wiiting for (e
DS LANLIEE approval) Subject A New STP Order #4503 requires your approval
i Air Cargo Acceptance & Handlin Submitted ; i 3 5 5 &
@ ;:’;’r":’;i Developec 4517 :7,“:,:? B ARGZ = 03-Jul-2012 (Waiting for An Order for STP Aerodrome Inspection requires your approval. Please log in to your account and click on the Pending Approval Orders
approval) link:
@ News from Members ey Air Cargo Acceptance & Handling sz Submitted : 4
il 271/001/CARGO Shh20s2 {Wailing for http:/www.gleamingcampus com trainair
approval)
Air Cargo Acceptance & Handling Submitted
4515 271/001/CARGO 03-Jul-2012 (Waiting for
approval)
Your STP Sales
Order#  STP Date Buyer Status %
Aerodrome Inspection Manager UAE
4514 5 OD0AGA/AIR INGP 04-May-2012 gy Kosi
d SD0ZAGAAIR INSE % May-2012 Gulf Centre for Aviation Studies (GCAS) fpproved
= Aerodrome Inspection = e Mzanager DR
4513 150/D0AGA/AIR INSP 18-Apr-2012 NMS‘TLIIJ(EI"/ ASCA Approved
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» 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)

& Order STP ] Bkt Ores
g G
5 WAITING OWNER APPROVAL
e Order #4515 | 03 Jul 2012
. i Air Cargo Acceptance & Handling
, 271/001/CARGO
Issuing Institution: Gulf Centre for Aviation Studies {GCAS), Abu Dhabi, United Arab Emirates
. 3. Invoice Duration: 1 week  Max Parficipants: 20
Buyer: Incheon Airport Aviation Academy (LAAA), Incheon, Repubiic of Korea
Order Status: Submitted

Course Purpose: To teach Air Cargo Acceptance
Expected Number of Participants: 1
Senior instructor on staff: Yes

Additional instructors required: (1

Necessary facilities and

Yes
equipment:

Full license (unlimited use): No, 1 Traming Sessions

Cost: $3.000uUs

STP Owner Approval Discussion

1§ you require additional information from the CATC, please use the text box below to request this information. When finished,
ciick the Approve Order button to approve this order.

Pleaze give me more details about the teacher....[

Enter Message

=

(o H HDYew s STP Order #4503 - New Message - Message (HTML) i - L
~ ‘ Message | ©

:& ‘;)J _g x _‘i“ J jj %Q,Safeustsv Y ‘ 2:::““

Reply Reply Forward | Delete Moveto Create Other | Block | Not Junk Categorize Follow Mark as

to All Folder~ Rule Actions~ | Sender v Up~ Unread || i Select~
Respond Adtions Junk E-mail ] Options \F] Find
From: ICAQ Trainair Plus [icao @glearningcampus. com] Sent: Tue 24/01/129:44 AM
To: Elgaly, Serge

Co
Subject: STP Order #4503 - New Message

The STP Owner requires additional information regarding the STP Order #4503: M

Please give me more details about the teacher.

Follow the link below to log in to Trainair Plus, then click on View Order Details link to reply to the message:

http://www.gleamingcampus.com/trainair

{111}

\ Emalll Notification
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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:

PN
Academy (IAAA))

0 Manager Korea (Incheon Airport Aviation Profile | Help | Feedback

% Member Dashboard

£ Home Your STP's Pending Tasks .
A\ Reply to STP owner's message
& STP Orders A for pending Order(s) STP owner’s message
. . & o

Aerodrome Inspection Order #4515 to be answered.
159/002/AGA/AIR INSP \

@ Create Additional STP : & : Click on order
HUEStion: 1, wodk News from Members AUmbEr.

» 1 Training Sessions
DR Test News

May 14, 2012 by NMS - Library
ASCA

@ Training Developer
Courses
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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.

w Order STP 4| Backto Orders
1 Orddes Deisis Order #4515 | 03 Jul 2012 WAITING OWNER APPROVAL
@ 2z 57 owner Air Cargo Acceptance & Handling

271/D01/CARGO
Issuing Institution: Gulf Centre for Aviation Studies (GCAS), Abu Dhabi, United Arab Emirates
Duration: T week Max Participants: 20

Buyer: Incheon Airport Aviation Academy (LAAA), Incheon, Repubiic of Korea
Order Status: Submitted
Course Purpose: To teach Air Cargo Acceptance @[?dl@[f @@[m
E N f Partici : 1
i o cancelled by
Senior instructor on staff: Yes [b)
uyer at any
Additional instructors required: 1} ﬁ
time beffore
Necessary facilities and Yes
equipment: approval
Full license (unlimited use): No . 1 Training Sessions
Cost: $3.000 US

STP Owner Approval Discussion

If the STP owner requires some additional information, please use the text box below to provide the required information.

7, Manager UAE

03-Jul-2012 07:57

Please give me more details about the teacher...

NIP buyer can view the question from the owner and submit an answer
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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:

w Order STP +| Backto Orders
e Tt Order #4515 | 03 Jul 2012 WAITING OWNER APPROVAL
@ 2 577 owne Air Cargo Acceptance & Handling

271/001/CARGO
Issuing Institution: Gulf Centre for Aviation Studies (GCAS), Abu Dhabi, United Arab Emirates
Duration: 1 wesk Max Participants: 20

Buyer: Incheon Arrport Aviation Academy (IAAA), Incheon, Republic of Korea
Order Status: Submitted
Course Purpose: To teach Air Cargo Acceptance

Expected Number of Participants: 1

Senior instructor on staff: Yes

Additional instructors required: 0

Necessary facilities and Yes

equipment:

Full license {unlimited use): No, 1 Training Sessions S'TP owner appl'oves the Order
Cost: $3,000US

L omom m

STP Owner Approval Discussion

If you require additional information from the CATC, please use the text box below to request this information. When finished,
click the Approve Order button to appeove this order.

,_ Manager UAE

03-J18-2012.07.57

Please give me more details about the teacher....
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Step 11: Approval Notification

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

‘/:.13 H9 0«9 )5 STP Order #4503 was approved by STP Owner - Message (HTML) S~ <
Message '@
g ; % T, 4 5y = | 34 Find
o x Bl AR jj % Safelists~ | Y ¥
—= e B = A 2 Related ~
Reply Reply Forward  Delete Moveto Create Other Block ] Not Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender ~ Up~ Unread | W Select~
Respond Actions Junk E-mail {F] Options (P Find
From: ICAO Trainair Plus [icao @glearningcampus. com] Sent: Tue 24/01/12 9:58 AM
To: Elgaly, Serge
Cc
Subject: STP Order #4503 was approved by STP Owner

The STP Owner approved your STP Order. Follow the link below to log in to Trainair Plus, then click on View Order Details link to see the =
Invoice:

http://www.glearningcampus.com/trainair

» Your pending tasks now show that the next step is to submit payment. Click on the order number to proceed

== Manager Korea (Incheon Airport Aviation

Profile | Help | Feedback | Log Out
Academy (IAAA))

% Member Dashboard

£} Home Your STP's Pending Tasks

A\ Submit payment for the

& STP Orders following STP Order(s)

Aerodrome Inspection %

* Order #4515
159/002/AGA/AIR INSP

Duration: 1 week News from Members
> 1 Training Sessions

& create Addtional STP

a Training Developer

DR Test News
Courses
May 14, 2012 by NMS - Library
ASCA
\@ News from Members #? OnrannOLAtNgL hon
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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.

|
w Order STP |E| Back to Orders

o Invoice for Order #4515

0 The invoice has not been issued yet. You will be notified by email once the invoice gets uploaded by TRAINAIR PLUS.

2. STP Owner

Approval

» You can go to “STP Orders” section and click on the order number to see the order details and download your invoice when ready:

% Member Dashboard

Your Pending STP Orders [T] Show Order History
Order # STP Date Status
Air Cargo Acceptance & Handling Submitted
4518 J001/CARG 03-Jul-2012 {Waiting for
@ Create Additional STP 2LIVUCARGA Sprovi)
. i i Submitted
Training Developer Air Cargo Acceptance & Handling o
@ cou,sei & 4517 271/001/CARGO 03-Jul-2012 (Waiting for
approval)
News from Members Air Cargo Acceptance & Handling Submitted
> 4516 271/001/CARGO 03-Jul-2012 {Waiting for
approval)
Air Cargo Accepiance & Handling
4515 _ 371/001/CARGO 03-Jul-2012 Approved
Your STP Sales STP erder approved ane ‘
Order#  STP reaely for payment Status
Aerodrome Inspection Menager-UAE
451 1EQINNTIA N Z
514 {50/002/AGA/AIR INSP | 04-May-2012 Gulf Centre for Aviation Studies (GCAS) Anproved
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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.

Academy (IAAR))

LManagerKorea(lntheonA\rponAwatxon E\A ? ’ TRAlNAIR Profile | Help | Feedback | Log Out
LS

-é“é Order STP E[ Back fo Orders
, Invoice for Order #4515
1. Order Details 8 Manager Korea (Incheon Airport Aviation - TRA' N Al R Profile | Help | Feedback | Log Out
2. STP Owner W _ Gk 7
Approval
% Member Dashboard
@ Home y Pending Tasks
@ STEOners Aerodrome Inspection %
150/002/AGA/AIR INSP News from Members
[ Create Additional STP o
Duration: 1 week DR Test News
Q Z?;?;r;i Developer £ e i > 1 Training Sessions i;”;(r:: 2012 by NMS - Library
= & ScreenShot044.bmp
» Once the payment has been received by ICAO, the & News from Members S
transaction is complete and you will now have access to ﬁ:n%f;i:g; Acceptance & il
the STP. 271/001/CARGO Test News
Duration: 1 week ;"E{'J;J 2012 by TRAINAIR
> You can now see the purchased STP (no star) on your T o
igndfgndign
home page and are able to create a training sessions for e
dindfgndfgndin
your newly purchased STP. .
Air qugo Acceptance & Gidiiiseis
» Please see Attachment #2: Guideline on how to host your flandiing
271/001/CARGO
OWn STPS Duration: 1 week
- - <
> raining Sessions
New STP
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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).

y TRAINAIR

Log Out

4| Back Home | Order Detats

Air Cargo Acceptance & Handling

« Training Sessions

Duration: 1 Week

This course will provide air cargo agents with

* Participants A - 4 necessary knowledge and skills required to accept
i P and handle cargo appropriately in a safe & efficient

manner according to The Air Cargo Tanff (TACT)

Rutes, Dangerous Goods Regutations (DGR), Live

Animals Regulations (LAR) & ADCC Cargo Manual

* Grades

* Certificates

« Evaluation STP Material

Material Description Type

Test GCAS STP Digital Flie test fie Digital
STP materialin

digital foormready
foruse

GCAS Test Word Document Test of document to be delivered Physical

he material has been shipped

Date shipped: 03 Jul 2012 Shipping information for
Waybill Number 123455 US| materialto be shipped

STP materialto be
shipped to buyer

We have received the STP material we require

Check to notify whenall
materialhasbeenreceived

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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