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Guidelines: Hosting an Online Course
Using the TRAINAIR PLUS Electronic Management System (TPEMS)

Introduction

ICAO Global Aviation Training (GAT) is committed to addressing the training needs of aviation
professionals working remotely. GAT's goal is to provide greater access to training solutions that are
cost-effective and user friendly.

To encourage TPP Members to promote ICAO online courses to potential national and regional
trainees, a collaboration framework was proposed, including a fee-sharing mechanism. This
collaboration framework is applicable to online courses developed by ICAO or in partnership with
other academic institutions and industry organizations. For every enrolment to an ICAQ online course
undertaken by a TRAINAIR PLUS Member through the TRAINAIR PLUS Electronic Management
System (TPEMS), 25% of gross revenues will be retained by the TPP Member.

These guidelines were created to assist TPP Members focal points in using the TPEMS to
implement this collaboration framework.

Contact us

If you have any additional questions, please don't hesitate
to contact us at TRAINAIR(dicao.int
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Step 1: Login

Login with your Username and Password at https://igat.icao.int/portal/Account/Login

,@.‘M [{GAT PORTAL

LOG IN
Please enler yowr GAT credentzls
* Yeur Emall
JrFa r

Forgot passwicrd?

Once kegged, you wil 2e redirected o TPEMS.

If this the first ime you kog in through the IGAT

Portal, please reset your password,
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Step 2: Deliver an ICAO Course

On the Home page, click on “Deliver an ICAO Course”, under the Quick Links menu
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Step 3: View Course Details

e On the TPEMS Library page, click on the tab at the top of the page to select the type of Online
Training Packages that you wish to host (ITPs, RTCE ITPs, and PTPs).

e Select the Online Training Package you wish to host, from the list.

e Click on "View Details” for more information about the course.
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Step 4: Request to Host

On the Course page:

» Navigate the course information, click on the different tabs to learn more about the course
(Description, Objectives, Target Population, Requirements, References, Instructors, Training
Sessions)

e Click on “Request to Host".

iy TRAINAIRPLUS £ TPEMS LIBRARY

« Back to Lbrary
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Maximum Participants: 2000
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Step 5: Set up Training Session
e Fillin the required information. All required fields (*) are mandatory.
e Click on “Save”.

<l | TRAINAIR PLUS

e Click on “Set up training session” to continue to the next step

Hosting Request
by Hong Kang Intemational Avaton Azademy (HKLAA) (Chima)
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Step 6: Training session
e Fill in the required information. All required fields (*) are mandatory.
e Click on “Save”.

g TRAINAIR PLUS

Hosting Request
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Step 7: Instructors
e Instructor selection is not required
Click on “Proceed to Next Step”

- TRAINAIR PLUS

Hosting Request

by Hong Kong Internatonal Avistion Academy (HKAA] (T hina)
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Step 8: Set up training Session

¢ Review Course Delivery Requirements and Terms and Conditions

e Check the box “| have read the Course Delivery Requirements and have all of the necessary
facilities and equipment to conduct this course”

e Check the box “| agree to the course hosting Terms and Conditions”.

e Click on the “Submit Request” to send your request for approval from the TRAINAIR PLUS
administrator.

Note: You may cancel your Course Hosting Request at any time by clicking on the “Cancel” on the top right corner of the page.

RAINAIRPLUS

[ Hesting Request

Hesting Reguest

by Hon Ky Irkerrsaticnial Awdaion Acsdemy {IRIRAD (Chins

L v rosd ho Courss Dufecry Ruguirsmunds s e oF ol tho mowoscry Factilios and cauipmond Lo conducd i oo e,
* O | zgresto the cowrss ws=ing Terms end Conditions.

Mode: Avcess fooouwze maknalval be granied once e Couse Budgel Agreement slep ias been compeled.

* Submit Heguest

Contact us

If you have any additional questions, please don't hesitate
to contact us at TRAINAIR(dicao.int
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