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Guidelines: Managing 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: Course Hosting Requests

e On the home page, scroll through the Training Packages listed under “Your Active Courses” and

select the course that you wish to manage; OR

e Click on “Course Hosting Requests” on the left side menu if you wish to access all requests. This
includes sessions that are still in the hosting process [not yet submitted by the TPP Member) or

completed training sessions

wF [RANAIRPLUS LI DASHBOARD

P -,
| Yo Trabing slllutiun b perdiog zsesnnel ( Vizw Deile > )
3 J ‘
Your Aclive Courses as Training Institution
Mew courses with upcoming or angaing Fraining sessions. View all your courses » + Browse TPEMS Libwary »

Aviation Data-driven Decision Making |A D3m)
ITRYFSMIADOMOTSE

International Air Law Course
TRIATRAM D HE

ICAD TR

1 upaming | engaeg seamon

Safety Management for Practitioners [SMxP)
CINFEWSNNYOIE

ICAQITE + Flioht Safety and Satsty Manaoement - English

upmsmeg | sngseg issken

Training Developers Course [TOC]
HAMICAD TR

ICADITP + Triifing Compelency Devopimen + Frgish

Quick Links

» Tool

= Deuglon 8 Course

» Deliver an ICAD Course

Pendmy Tasks

2,25 -3 M,

T PRIETCIPANT

Training ars Course (TOCL 23 Nov -4 Dec.
2020

Panzing Acpni By Training Ftision
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Step 3: Course Hosting Requests
e Under the “Course” column, click on the course name to access the course hosting request
e Under the “Session Dates” column, click on “Online” in order to manage the training session

48 TRAINARPLUS 3 COURSE HOSTING REQUESTS

Your Hosting Requests Hosting Requesis of your Coursas

COURSLC SLOSI0N DATCS LOCATION DATC SUDMITTCD CTATUS

Aviation Data-driven Decision Making (AD3M) - Part <
{Onling) Onlne 13Apr 2020 Fendng moce
ITP/FSMADIMIDSE

Tralning Insruciors Coursz (TIC) Part 1- Instructiona
Competentiss Online 12ApT 2020 Fendng Approval by Linmer
211/009/NS TECH IN

Y

Avigtion Data-driven Decision Making (ADIM) - Part *
{Omiing) Onlinc 12 Apr 2020 Cancolicd
ITFFGMYADW NS0

Tialining Insrucors Gourse (TIC) Pan 1 - Instructiona
Competencies Onling 12 Apr 2020 Ganceded
211000 NS TEGH IN

Periormance-Hased Navigabion (FEN ) tor Air Irathc
CanToilers Online 12 Ape 2020 Panding Inunice
ITPIANSPEN ATCIOZIE

A
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Step 4: Course Marketing Kit
e Click on “Course Info” to access and download the course Marketing Kit. The course Marketing Kit
contains digital and print promotional collateral material to assist with promotion of the course.

@ TRAINAIR PLLI "% COURSE DELIVERY

(<) m Safety Management

Online

Farbomants can regeter at ths address: e i gal £a0 ndtpemaCourselisgemsbon? | anngsessionid 515, 10 e able ragsralons. you can updaie the Laiing Sesson sefings

NAME JOBTMLE COUNTRY DATE ADDED WVOICE

oo Be of Drop and Deop it ko

miree b OF Vg 30 Drop 1L here

o i or Drag @ Drop ft o

s e O Unag e Lecp it peve

Safety Management
ITP/FSM/SM Online/018E

Duration: 5 days / 13 hours
Developed by: International Civil Aviation Organization (Canada)

Course Material

MARKETING MATERIAL

Safety Management Marketing Kit Safety Management Marketing Kit zip *
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Step 5: Manage Participants Registration
Share Online Registration Link for Participant(s):
o Use this link to share with prospective course participants so they can self register to the course.

8 | TRAINAIRPIUS £ COURSE DELIVERY

Mnlina

Paadicipants can ragistar o thz sddmes: bine-linaticas imtperns CourssRagistration M TrainncSessical 45618, T deabls rgisirabans, you can spdste fie frairing sassior setings

HaME JOBTITLE COUNTRY DATE ADDED INYOCE

Choos: i o1 Dvag and Drop it here

Chaoss filc orDrag and Drog & hare

Choosz fie or Drag and Drop it here

Chans= fiie r Drag and Drop it here

4] 5 parficipanis added

Manually Add Participant(s):
e Individual Participant: Click on “+Add” to manually add and register a new individual participant.
All added participants will appear directly under the Participants list.
e Group Upload: Click on “Import”, to upload your own list of confirmed participants.
- Please follow the format indicated in the system and click on “Choose File” and
select your own excel file

Online sting Reque B

Import Participants from Excel [.xlsx)

Please use an Excel fle with the columns as lsted below. Cells marked with * are mandatory, Do not use a header row

CPEET  LAST  EMANL -'f“_ ORGANIZATION
NAMF *  MAMF " * - N

Choose File  No file chosen *

POSTAL COUNTRY [NAMEORISO CALLING
SODE  3164-1 ALPHA- CODF

ADDRESS CITY STATE/PROVINCE conF ELEFHONE

To export the participants list in an excel format, T B h
click on “Export” R
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Step 6: Manage Participant Applications

When participants use the registration link provided in step 5, their online application will appear
under “Pending Registration Requests”.

¢ Click on the participant's name to view each pending application.

Partcipants can register a1 this address: hitps.iigat icao intipems/CourseRegistration ?Training Sessionid=3078. To disable registrations, you can update the raining session seiings.

Pending Registration Requests

Chck on the parbcipant’s name 1o reveew their information and approve of decline thesr request

=

- Review application, then select “Approve” or “Do not Approve”. Click on “Submit Decision”.

o Pani : Regissranicn Request Details.
o 71

ey e ‘

e e

¢ When pending applications are accepted, they will automatically appear under Participants.

Parlicipants '

HAME JOB TiImLE COUNTRY NVOICE

Chocse Sie or Drag and Drop 2 here

hoose e or Drag and Drop L here
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Step 7: Invoice [if applicable)

e Drag and drop or click on “Choose file” to upload participant invoice

Participants

NAME JOB TITLE COUNTRY NVOICE

4 [ 14 participants added

- Add

Contact us

If you have any additional questions, please don’t hesitate
to contact us at TRAINAIR(@icao.int

Copyright © 2020, International Civil Aviation Organization.



