
 

 

How to complete the Information 

Security Awareness mandatory course 

 

 

 
Unlike other mandatory learning activities, the Information Security Awareness – Foundational 
course is divided into two parts. 
 
a. Course Modules: This part consists of all learning material, separated into seven modules, 

to be completed at your own pace. Once all seven are completed, the course status will 
change to “Complete”. 
 

b. Certification Assessment: This part consists of an assessment that is based on what you 
learned in the Course Modules. Passing the assessment will earn you the status 
“Complete” and fulfill all requirements for the course. You must have first completed the 
Course Modules to access the Certification Assessment. 

 
While your completion of the Course Modules will be permanently valid, the Certification 
Assessment must be taken on an annual basis. On April 1st of every year, your status for the 
Certification Assessment will reset, and you will need to re-take it in order to fulfill your 
mandatory learning requirements. In other words, the Certification Assessment is only valid 
for the period of April 1st to March 31st of every year. 
 
This document will guide you through the process of enrolling and completing each part of the 
Information Security Awareness – Foundational course via Inspira.  
 
Please note that if you access your learning through an account you created, rather than an 
account assigned to you and which uses your index number as ID when logging in, you may 
need to first enable Mandatory Learning in your account. More information on this process can 
be found here. 
 
 
 

https://hr.un.org/sites/hr.un.org/files/2023_External%20User%20Access%20to%20Inspira%20Learning.pdf
https://hr.un.org/sites/hr.un.org/files/2023_External%20User%20Access%20to%20Inspira%20Learning.pdf


 

 

1. Find the Mandatory Learning page. 
 
After logging into Inspira, on the top right corner, there will be a “Main Menu” button. Select it and 
follow this menu path: 
 
Main Menu > Navigator > My Career and Learning > My Learning > My Mandatory Learning 

 

 
 

2. OPTION 1: Enroll directly into Information Security Awareness – Course Modules. 
 
From My Mandatory Learning, you will see the following page: 
 

 
 
You can now scroll down to display all mandatory learning courses, including Information 
Security Awareness. The courses are listed alphabetically. 



 

 

 
 

You will first find the Assessment Certification, but will not be able to enroll until you have 
finished one of the Course Modules classes.  
 
Attempting to enroll without fulfilling this prerequisite will prompt the system to display a list 
of all classes valid prerequisites. Please see Section 3 if you wish to learn more. 
 
Below the Assessment Certification will be the Course Modules: 

 

 
 

When selected, a pop-up window will appear to confirm your registration: 
 

 
 

Select Submit Enrollment. You will then be automatically returned to the Mandatory Learning page. 

 



 

 

3. OPTION 2: Enroll into “Information Security Awareness – Course Modules” via prerequisite 

list. 

While less direct, you can also enroll into the Course Modules from the Assessment Certification 

class. 

 

If you attempt to enroll directly to the Assessment without having first completed the Course 

Modules, a pop-up will appear which displays all the valid prerequisites for this course: 

 

Selecting any of the courses in blue will allow you to enroll directly into them from this page. 



 

 

 

 

4. Complete “Information Security Awareness – Course Modules”. 

You are now able to launch the course you enrolled into by clicking on the “Launch” button.  

 

When selecting “Launch”, you will first come across a pop-up with the course information: 

 

If you scroll down, under Class Syllabus, you will find all modules for the course. For this course, 

there will be seven different modules that you need to fully go through to complete. 

Select “Launch” next to the module name. 



 

 

 

Finally, on the next page, you will be able to launch the module you selected by clicking on 

“Launch” again, as indicated below: 

 

5. Enroll into “Information Security Awareness: Foundational – Assessment Certification”. 
 
Once you have completed the Course Modules, you can return to Mandatory Learning and see that 
the course status will have changed: 
 

 
 
This signals that you are ready to take the assessment. Scroll up and select “Enroll” next to the 
Assessment class of your choice, and when the pop-up appears, select “Submit Enrollment”. 

 

 



 

 

6. Complete “Information Security Awareness – Assessment Certification”. 
 

Upon enrolling, you will automatically be returned to the Mandatory Learning page. The status for 
the selected class will have changed to “Enrolled”. 
 

 
 
Select “Launch” and a pop-up will appear, displaying the Assessment module under “Class 
Syllabus”. 
 

 
 

You are only required to complete the Assessment to fulfill all requirements for this course. The 
learning modules here have been included for your reference and in case you wish to consult the 
class materials for a refresher. They are optional and you will not need to interact with them. 
 
 
 
 
 
 
 
 
 
 



 

 

7. Resuming a course. 
 

You can exit a course at any point and resume your learning later. From the Main Menu, follow this 

path: 

Main Menu > Navigator > My Career and Learning > My Learning > My Courses 

 

This will display the My Learning page, in which you can find all courses you have enrolled into, 

regardless of your current status. 

 

Select the course name or on the arrow button under “Launch” to launch the course and resume 

your learning. 

 


