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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

Yeur Passwors

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

&35 | TRAINAIRPLUS ] DASHEDARD
—yg '
our Trahing Insttutizn Is pnding azscssmark / fiew Desais 2 Quick Links

+ Didiven an ICAD Cuwes

Your Active Courses as Training Institution ~ VRS %
Wew courses wih upcoming or ongolng fraling sesslons. Wew all your courses » = Browse TPEMS Ubrary » *

* Aviation Data-driven Decision Making [AD3M]
IToYESA TN SR Pending Tasks

LRSS HOS UG HELAIES
Hlaty Mansgamant T Peadifanar (5]

e ]

GOLRSE DA TIGARANT REGESTIATICN

nternational Air Law Course B S A R
Tan NSy UGS Coiks (TI0) Pad 7,75 31 Mar,

- ITRRAT AL A AE 2020
451 1TH = Axiation Law « English Pancip taprwal Dy Tralring inshuilas

1 isaming i arpang resEn
coum \FEHT RCGETRATION

vy Developers Gourse (TOG), 23 How 4 Dec

- Safety Management far Practitionars [SMxP| Easting Aapirsa = Irarng i

FTRFEMEMFION F

AR AL MR e

LR ILAEHITH - Figl y and Satey Managamant - English
£ 2020

= 1 ipamien ( argaing eacden
: " Paselg Iricks Fayman

. . i D ol
e Training Develapers Course [TDC] T :
Baseing S o Tesring mshton

!!i S MANATAD LG

Copyright © 2020, International Civil Aviation Organization.



GLOBAL AVIATION TRAINING
‘ ICAO TRAINAIR PLUS

Guide to host ICAO Training Packages (ITPs) in both classroom and virtual formats
Using the TRAINAIR PLUS Electronic Management System (TPEMS 2.0)

Step 3: Request to Host

¢ On the TPEMS Library page, click on the tab on top of the page to select the type of training
packages desired (ITPs, RTCE ITPs, and CTPs).

« Scroll to the Training Package you wish to host.

» Click on “View Details” for more information about the course.

& TRAINAIRPLUS = 1rEms LIBRARY

TP (215} 1CAD [TRa [42) * CTPa |2} PP (1)

Moy Langasgs - 41 ® Cuwsluped 2 Usdor Dovadopmenl

Universal Sataty Overcight Audit Pragramme
Continuaus Manitaring Agproach [USOAP CMA]
(15 LS -.-

ITRF SIS

- Avistion Data-driven Decision Making (AD3M| -
Part 1 [Online)
ITRFShY =

Coa

[

Dumation 4 days

Control ez L2 autznticidad yvalidez de
gl documentos de vigje en fronteras
gerpportuarias — Nivel 1

s—

Note: The hosting process explained in this guideline is applicable to all ITPs, RTCE ITPs, and CTPs.
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Step 4: Course Hosting Request

On the Course page:

« Navigate the different taps to learn more about the course (Description, Objectives, Target
Population, Requirements, References, Instructors, Training Sessions)

e Click on “Request to Host".

‘@g TRAINAIRPLUS  F= TPEMS LIBRARY s ke

Airport Authorty
- e

o Aviation Data-driven Decision Making (AD3M) ADMINISTRATIVE FEES PER PARTICIPANT

ITP/FSM/AD3M/015E

Course Type: ICAO TP+ Delivery Mode: Blended
Issuing Insfitution: International Civil Aviation Organization , Canada
Request to Host
Training Area: Flight Safety and Safety Management = Language: English + Duration: 4 days / 24 hours
Maximum Participants: 16 (20 with two instructors)

Pre-requisite Course: Aviation Data-driven Decision Making (AD3M) - Part 1 (Online)

- Description Objectives Target Population Requirements References Instructors Training Sessions
TPEMS Library =

Training Forum

The AD2M Programme is designed to prepare aviation professionals to generate reports and interpret results for making effective decisions, managing risk and setting priorities for different civil aviation activities, operations,
or procedures. The AD3M Program consists of two parts, a prerequisite online course, Part 1. Fundamentals of Aviation Data-driven Decision Making (AD3M), to explore the fundamental concepts behind data-driven

er Directory decision making, followed by a classroom course, Part 2: Application of Aviation Data-driven Decision Making (AD3M), to apply the concepts to practical scenarios and real-life situations. Classroom deliveries scheduled in
the calendar below may include both Part 1 and Part 2 Should you wish to complete Part 1 only, you may click on the Online Course Registration below. Note that Part 1 remains a prerequisite for atiending the Classroom
0 Qualified Instructor course:
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Step 5: Course Info
e Fillin the required information. All required fields (*) are mandatory.
e Click on “SAVE".

@ TRAINAIR PLUS

Nrport hathartty

Hosting Request

by Hong Kong International Aviation Academy (HKIAA) (China)

1. Info 2 Training Sessicn 3. Instrucions 4. Submit

- Aviation Data-driven Decision Making (AD3M)

ITRFSMADIMIO15E

O Lecal O Regional
Yes o
es N

=

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

Hosting Request

by Hong Kang Intarational Asaton Academy (HKAA) (Chna)

1 Infa 2. Irarning Sessan . Insineciars, & sunmmit

@ Success
Tirse Heeling Respiest infinowas <aeern

shuessily,

St Up rAIng 585500 —
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Step 6: Training session (add settings description)
e Fillin the required information. All required fields (*) are mandatory.
e Click on “SAVE".

TRAINAIR PLUS

Hosting Request

by Intemational Civil Aviation Organization (Canada)

1. Info 2. Training Session 3. Instructors 4. Submit
e~ e
Participant Registration Deadline
Monireal canada PR

Close session [

Disable panmicipant registrations

1 - 16 participants require one instructor.
17 - 20 participants require two instructars

You will be able fo change these seftings af a lafer ime.

Participation Interest

5 people have expressed interest for this course and will be
notified

e Click on “Set up instructors” to continue to next step

Hosting Request

by International Chil Aviation Organization (Canada)

1. ety 2. Training Session 3 Mstnactons 4. Submit

@ Success
Sa4800 M0 Wad Lineed SUctEsafily.
S&t up INSUUCINS =
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Step 7: Instructors
e Click on “+Add”

losting Request

Hosting Request

by Inbemational Civil Aviation Organization (Canada)

1. infe 2. Training Session 3. Instructons 4. Sutmit
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Recruitment options Option 1
1. Contract an instructor through ICAO - The recruitment of the instructors is performed under the

responsibility of ICAO

2. Instructor travel and accommodation information
e Indicate if your training centre is providing the instructor with the air ticket
e Indicate if your training centre is providing the instructor’'s accommodation

3. Select instructor from ICAO Qualified Instructor Roster
e Click on “ View Schedule” to view instructors’ availabilities
e Click on “Select” to generate an automatic request email for the instructor to confirm
availability to deliver the course.

Hosting Request

by Intemational Civil Aviation Organization (Canada)

1. Info 2. Training Session 3. Instructors 4. Submit

1. Recruitment options

® Option 1: Contract an instructor through ICAO (B *
Optien 2! ICAQ Qualified Instructor on stafl [E)

2. Instructor travel and accommodation information
Yes Na

Yes OMNo *

3. Select instructor from ICAO Qualified Instructor Roster

Instrucior will be notified by email

Viiw
Schedule
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Recruitment options Option 2
1. ICAQ Qualified Instructor on staff - TPP Members training centre has within its staff an ICAO
qualified instructor for the ITP it wishes to host. Contract through ICAO is not necessary

2. Select instructor from ICAO Qualified Instructor Roster
e Click on “ View Schedule” to view instructors’ availabilities
e Click on “Select” to generate an automatic request email for the instructor to confirm
availability to deliver the course.

Hosting Request

by International Chvil Aviation Organtzation (Canada)

1. Info 2. Training Session 3. Instruciors 4 Submit
1. Recruitment options

Option 1: Contract an instructor through ICAQ ()

® Option 2: ICAO Qualified Instructor on staff (@) *

2. Select instructor from ICAO Qualified Instructor Roster
Instructor will be notified by emal

. Click on “Proceed to next step” to continue the process

1. Info 2. Training Session 3. Instructors 4. Submit

171 instructors added

Ir_‘\
o

iy
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Step 8: Submit

¢ 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.

@r TRAINAIR PLUS

Cancel | | Activitylog |

[] Hosting Request HOSting ReqUeSt

by International Civil Aviation Organization (Canada)

1. Info 2. Training Session 3. Instructors 4. Submit

Kindly ensure that you receive a confirmation from the selected instructor regarding his'her avai , for the proposed training session dates, before you submit your request to be approved by GAT

2 I have read the Course Delivery Requirements and have all of the necessary facilities and equipment to conduct this course.

| agree to the course hosting Terms and Conditions.

ifl be granted once the Course Budget Agreement step has been completed

* Sk ot

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

Your request was successfully submitted

Course Hosting Requ

/] Hosting Request Hosting Request Stepwas compieted on

by ional Civil Aviation Org ion (Canada)

1. Info 2. Training Session 3. Instructors 4. Submit

@ Success
Your request was submitted. GAT will have to

approve your request before it's final. You wil
be notified by email once the request is
approved
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Scenario 1: Request for Revision

Step 9: Course hosting request require revisions

e If you receive a Request for revision email, the reason will be explained in the “Required Revision:”
section of the email.

» Click on the hyperlink “View Details” in the email to return to the Training Session page in order to
amend and re-submit your request.

Fri 14/02/2020 15:41
TRAINAIR
Training Developers Course (TDC) hosting request requires revisions

To B . - L L - L] - L]
Cc TRAINAIR

Course hosting request requires revisions. To revise and re-submit your request, please log in to your TPEMS account by following the link below.
Course: Training Developers Course (TDC)

Host: International Civil Aviation Organization (Canada)

Dates: 15 - 19 Jun, 2020

Location: Montreal, Canada

Required Revisions:

Kindly amend course dates in the system.

Thank you!

View Details *

TRAINAIR PLUS Electronic Management System (TPEMS) « https:/figat.icac.int/tpems + trainair@icao.int

Copyright © 2020, International Civil Aviation Organization.
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Step10: Change and re-submit Training Session request

¢ On the Hosting Request page, you may edit your hosting request as suggested by GAT in the
Request for Change/Clarification email

ing Request

Hosting Request

by Intemational Civil Aviation Organization (Canada)

Please review the comments below and re-submit your request *

Comments by GAT

] Host ing Request

Kingly amend course dates in the system.

Thank yout

1 Info 2 Training Session 3 Instructors. 4 Submit

) Auviation Data-driven Decision Making (AD3M) You are the owner of this course Go to the course page to
g manage its sessions.
ITPIFSMADIMIOMSE

Course Type: |
Issuing Institution:
Training Area: Flight

ITP + Delivery Mode: Blanded

ation . Canada
* Language: Engiish + Duration: 4 days / 24 hours

- Maximum Participants:

Pre-requisite Course: Aviation Dat: jon Making (AD3M) - Part 1 (Online]

e Click on “Submit Request” to re-submit your modified request for the approval by GAT

Hosting Request
by International Civil Aviation Organization (Canada)
Please review the comments below and re-submit your request

Comments by GAT:
Kindly amend course dates in the system.

Thank youl
1. Info 2_Training Session 3 Instructors 4. Submit

I have read the Course Delivery Requirements and have all of the necessary facilities and equipment to conduct this course

I agree to the course hosting Terms and Conditions

Note: Access to course material will be granted once the Course Budget Agreement step has been complsted.

Submit Request *

Copyright © 2020, International Civil Aviation Organization.
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Scenario 2: Approval of Course Hosting Request

Step 11: Approval email
The training organization focal point will receive an email notification of acceptance, upon approval by
the TRAINAIR PLUS administrator

Fri 14/02/2020 16:46
H TRAINAIR
Training Developers Course (TDC) hosting request was approved by GAT

To

Ce TRAINAIR

Course hosting request was approved by GAT. For more details please log in to your TPEMS account by following the link below.
Course: Training Developers Course (TDC)

Host: International Civil Aviation Organization (Canada)

Dates: 15 - 19 Jun, 2020

Location: Montreal, Canada

This training session is approved.

TPP Team

View Details

TRAINAIR PLUS Electronic Management System (TPEMS) « https://igat.icao.int/tpems « trainair(@icao.int

Copyright © 2020, International Civil Aviation Organization.
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Step 12: Budget Estimate email
e The training organization focal point will receive an email notification of the availability of the
estimated budget for their review

TRAINAIR - - - - . L - - ' 14/02/2020
Training Developers Course (TDC) Approval and Budget Estimate

v

The course hosting request below has been approved and the estimated budget is now available for your review. To view and agree on the estimated budget,
please log in to your TPEMS account by following the “View Details” link below.

Course: Training Developers Course (TDC)
Host: International Civil Aviation Organization ()
Dates: 15 - 19 Jun, 2020

Location: Montreal, Canada

View Details

TRAINAIR PLUS Electronic Management System (TPEMS) - https://igat.icac.int/tpems < trainair@icao.int

Step 13: Budget Review

¢ Review budget estimate provided my GAT administrator.

Budget Estimate (o ) St was complated on 31 Jan 2020

Instructor Services

FEE [USD) TOTAL DAYS SUBTOTAL
Course delivery (B s 1

Course preparation and reporting 2 f

Subtotal

Instructor Travel for Rolanda Tamayo
FEE lUsD] TOTAL DAYS COMMENTS SUBTOTAL
Air Ticket (estimated)

Daily Subsistence Allowance {course
aetivery) €3

Terminal Allowance { -]

Subtotal

Course Fees

TOTAL

FEE LS BARTICIPANTS SUBTOTAL

ICAD Course fee [classroom] 15

Subtotal

Total:

Note: The air ticket price is an estimate and Daily Subsistence Allowance Rates are updated on
monthly bases

Copyright © 2020, International Civil Aviation Organization.
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Step 14: Budget Agreement
e Click on "Budget Agreement” to entre the “Fees per Participants” you wish to charge each
participant for registering to this course
e Click on “Submit” to complete the process

[] Budget Agre
Participant Fees
P

TOTAL

B

f the budget estimate and might nat

0 uUsD

Copyright © 2020, International Civil Aviation Organization.
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TRAINAIR PLUS

Step15: Course Hosting Requests

e Once the course in approved by GAT, you may access it through the “Course Hosting Requests”
page.

» Click on “Course Hosting Requests” to navigate Your training centre hosting request and hosting
requests of your courses

- TRAINAIRPLUS £ COURSE HOSTING REQUESTS

‘Your Hosting Requests Hosting Requests of your Courses
COURSE SESSION DATES LOCATION DATE SUBMITTED STATUS

= =1 Post-Training Evaluation (PTE
I&}i TRITCOPTE/OSE *
Fe ) Safety Managen oners (SMF.
= CTPIFSMISMP!
=g Aukation Data-amven Decsion Makng (ADIM]
b TPIFSM/ADIMO15E
—T:l 12

1

re for Accident and Incident Reporting Systems (ECCAIRS) End User

Safety Management for Practitionars (SMxP)

4

B OH B

Copyright © 2020, International Civil Aviation Organization.
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Step16: Pending Tasks

« On the Home page, view “Pending Tasks” section to view or access a Pending Request.

%= TRAINAIR PLUS

[} DASHBOARD

Vour Training insttution is pending assessmant ( View Detals > ) Quick Links
= Tools and Guidelines
Your Active Courses as Training Institution SR EIARE Sititcy
» Develop a Course

vith upcoming or ongoing training sessions. View all your courses > « Browse TPEMS Library » = Deliver an ICAD Course

Aviation Data-driven Decision Making (AD3M] :
i (TRFSMAD3MIO1SE Pending Tasks
lety Management « Englist c QUEST
1 upcoming f sngeng session
International Air Law Course

ITPIATRAALD11E
ICAD TP ~ Aviation Law » English

1 upeming | engeng seasen

* Safety Management for Practitioners (SMxP)
CTPIFSMW/SMP/001E
B 2R ICAQ TP » Flight Safely and Safety Management + English
=" 1 upsoming | ongeng sess.on

Training Developers Course (TDC)
_  21401MCAO TDC

ICAQ ITP + Training Compatency Development - English

1 upsaming | sngeing sessen

If you have any additional questions, please do not hesitate
to contact us at TRAINAIR(icao.int
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