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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 ICAO 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.

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

Contact us
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Step 1: Login 
Login with your Username and Password at https://igat.icao.int/portal/Account/Login 

https://igat.icao.int/portal/Account/Login
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Step 2: Course Hosting Requests
• �On the home page, scroll through the Training Packages listed under “Your Active Courses” and 

select the course that you wish to manage; OR
• �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 
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Step 3: Course Hosting Requests
• Under the “Course” column, click on the course name to access the course hosting request 
• �Under the “Session Dates” column, click on “Online” in order to manage the training session
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Step 4: Course Marketing Kit
•  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.
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Step 5: Manage Participants Registration 
Share Online Registration Link for Participant(s):
• �Use this link to share with prospective course participants so they can self register to the course.

Manually Add Participant(s):
• �Individual Participant: Click on “+Add” to manually add and register a new individual participant.  

All added participants will appear directly under the Participants list.
• �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

To export the participants list in an excel format, 
click on “Export” 
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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.

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

• When pending applications are accepted, they will automatically appear under Participants. 
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Step 7: Invoice (if applicable)

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

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

Contact us


