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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: 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: 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.

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)
• Click on “Request to Host”.
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Step 5: Course Info
• Fill in the required information. All required fields (*) are mandatory.
• Click on “SAVE”.

• Click on “Set up training session” to continue to the next step 
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Step 6: Training session (add settings description)
• Fill in the required information. All required fields (*) are mandatory.
• Click on “SAVE”.

• Click on “Set up instructors” to continue to next step 
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Step 7: Instructors 
• Click on “+Add” 
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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
	 • Indicate if your training centre is providing the instructor with the air ticket
	 • Indicate if your training centre is providing the instructor’s accommodation

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

availability to deliver the course.
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Recruitment options Option 2
1. �ICAO 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
	 • Click on “ View Schedule” to view instructors’ availabilities  
	 • �Click on “Select” to generate an automatic request email for the instructor to confirm 

availability to deliver the course.

•	 Click on “Proceed to next step” to continue the process
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Step 8: Submit
• Review Course Delivery Requirements and Terms and Conditions
• �Check the box “I have read the Course Delivery Requirements and have all of the necessary 

facilities and equipment to conduct this course”
• Check the box “I agree to the course hosting Terms and Conditions”.
• �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.

Your request was successfully submitted
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Scenario 1: Request for Revision 

Step 9: Course hosting request require revisions
• �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.
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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

• Click on “Submit Request” to re-submit your modified request for the approval by GAT
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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
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Step 12: Budget Estimate email 
• �The training organization focal point will receive an email notification of the availability of the 

estimated budget for their review 

Step 13: Budget Review  
• Review budget estimate provided my GAT administrator.

Note: The air ticket price is an estimate and Daily Subsistence Allowance Rates are updated on 
monthly bases 
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Step 14: Budget Agreement 
• �Click on “Budget Agreement” to entre the “Fees per Participants” you wish to charge each 

participant for registering to this course 
• Click on “Submit” to complete the process 
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Step15: Course Hosting Requests 
• �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 
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Step16: Pending Tasks  
• �On the Home page, view “Pending Tasks” section to view or access a Pending Request.

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

mailto:TRAINAIR%40icao.int?subject=

