UN COMMON SYSTEM STAFF MEMBERS

(External, non-UN Secretariat Staff)

HOW TO REGISTER FOR LPE IN INSPIRA AS AN EXTERNAL APPLICANT

IMPORTANT NOTES:

e If you are a non-UN Secretariat staff member, but you are a staff member of the UN
Common System, you must register using your existing EXTERNAL inspira account.
If you need to create an inspira account, please refer to the separate instruction on
“How to Create an Inspira Account for External Applicants”.

e If you are a UN Secretariat staff member, you must register through your internal inspira
account! (Please refer to the separate instruction on “How to Register for the LPE in Inspira
as an Internal Applicant”.)

o External candidates are advised not to use Internet Explorer for registration. Mozilla Firefox
and Google Chrome are the web browsers that are recommended for this purpose.

1. Go to elearning.un.org and log into the Inspira Learning Management System (LMS)

- If you created your account in Inspira LMS before 4 December 2016, please add "LMS" in
front of your old USER ID while logging into elearning.un.org. If your User ID in Inspira LMS
was "abc', enter "LMS.abc" into the user ID section along with the password you have been
using for the Inspira LMS and click on "Login".

- After clicking on "Login", if you receive an email notification, click on "Forgot Password" and
follow the instructions on the screen to reset your password. The reset email will be sent to
the email address you used at the time of your registration in Inspira LMS.

- If you are not sure whether you have used the Inspira LMS in the past, click on Forgot User

ID and follow the instructions on the screen. If you cannot locate yourself, go back to the
Login page and click on "Register" to register and start using the Inspira LMS.

For registration procedures, please continue to the next page.



. Log on to elearning.un.org
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2. Click on My Learning

My Learning [ [=]

(=) My Learning
r.-;-:.;_.__: View a summary of your learning activities, certification status,
..=. and objectives.

3. Click on Browse Catalog

inspira
Learning Management System

My Learning

You can view five of your most current activities. You can search for learning using a keyword search or browse
catalog by selecting the corresponding link. Submit a learning reguest by selecting the Request for Learning link.

Search Leamning Catalog

My Leaming Tools
All My Learning Request for Learning Category: [An v|
Course Code: | G@
Pending Fee
_— Keywords: |
Search | I Browse Catalog I

My Learning Activities

You do not have any learning activities.

My Registrations
Title Type Status PR Submission Date Comments
Action D5/04/2017 -
10:45-28AM —

i Il i -
Language Proficiency Examination - SPANISH |Exam Requested




Click Working for the UN

Favovr'rtesél'l-‘lainldenu > Self Service > Learning > My Learning

Browse Catalog

Select a category to view the associated related categories, programs, and catalog items.

Categories

Norking for the LN
e UN™ includes all programmes which provide information on the specific requirements and
expectations of international civil servants and the unique nature of the UM work environment. These

programmes are generally relevant to all staff.

Click on Languages

(

Related Categories
Total Categories: 1

Languages
i age-related activities, training and cerification can be found here. This includes all language
training courses offered in the UM Secretariat and the opportunity for staff members to register for Language

Proficiency Examinations.

and Click on Language Proficiency Examination

Browse Catalog

Select a category to view the associated related categories, programs, and catalog items.

Categories Click here

Language Proficiency Examination
Language Froficiency Examination (LFE} is to test the written and spoken knowledge of staff members in
ane of the six official languages ofthe United Mations. The 2012 LPE will be held on 4 and 5 Septemberin

exam centres around the world.




4.

Select the corresponding language for which you wish to register.

Catalog ltems Previous Next

Language Proficiency ExaminatioQ - ARABIC (UMN-LME)1065) Select

The LPE - Arabic is to test the written and spoken knowledge of staff members in Arabic, which is one ofthe
six official languages of the United Mations. The 2015 LPE will be held on the 15th and 16th of Septemberin
exam centres around the world.

Language Proficiency ExaminatioNg CHINESE (UMN- -1061) Select

The LPE - Chinese is to test the written and spoken knowledge of staff members in Chinese, which is one
of the six official languages ofthe United Mations. The 2015 LPE will be held on the 15th and 16th of
Septemberin exam centres around the world.

Language Proficiency Examinatioq - EMGLISH (UMN-LWE-1075) Select

The LPE - English is to test the written and spoken knowledge of staff members in English, which is one of
the six official languages of the United Mations. The 2015 LPE will be held on the 15th and 16th of
Septemberin exam centres around the world.

Language Proficiency Examinatio(— FREMCH [UN—Lr&—mEE} Select

The LPE - French is to test the written and spoken knowledge of staff members in French, which is one of
the six official languages of the United Mations. The 2015 LPE will be held on the 15th and 16th of
Septemberin exam centres around the wor

The LPE - Spanish is to test the written and spoken knowledge of staff members in Spanish, which is one of
the six official languages of the United Mations. The 2015 LPE will be held on the 15th and 16th of
Septemberin exam centres around the yorld

Language Proficiency Examination—m?d-

The LPE - Spanish is to test the written and spoken knowledge of staff members in Spanish, which is one of
the six official languages of the United Mations. The 2015 LPE will be held on the 15th and 16th of
Septemberin exam centres around the world.

5. Test sites are listed by country and city. You may sort the list in alphabetical order by clicking
on the column heading. You can also view test site details by clicking on View details. Exam
date and local start times can be viewed by clicking Schedule. Note that exact exam centre
addresses will be emailed prior to the exam day. Select the Location where you wish to take

the exam, then click Enroll.

[ VETTTY TV [ IER
Click here to 5o

Activity Options for Language Proficiency Examinati:i - SPANISH

Activity Code Type Start Date

Live Classroom

A

UN-LMS-1074-3 France, Lyon Instruction 06/09/2012 | View Details Enroll \

UNLIS-1074-5 Germany, Bonn Ve CBSSIOON. o5oomnta  view Detals  Emal | Selestyvirtestsiteere
UN-LIS-1074-30 Gresce ATHENS | o Css0M gengpnia v Detls el

UN-LIS-1074-18 Russian Federation, Live Classroom View Details Enval

Moscow Instruction




6.

Carefully read the information/instructions and provide any documents required of you.

Documents must be uploaded as Select Attachments, under item 8 below.

INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED!

Language Proficiency Examination - CHINESE

,d} Instructions:

1. At the time of LPE registration, each applicant must demonsirate they will have a valid UN contract
on the date of the LPE written exam.

2. M you are UN Internal staff member and your inspira profile indicates you will not have a valid
contract on the date of the LPE ¢xam, you must provide the relevant documentation.

3. M you are non-UN Secretariat staff, you must provide the relevant documentation listed below fo
demonstrate you will have a valid UN contract at the time of the LPE written exam,

4. Every applicant must provide documentation which supports their source of language knowledpge.
For accepted options, see the eligibility requirements posted on the LPE website under item no. 2,
Determining Eligibility.

5 M applicable, applicants who have paid a fee must attach prool of payment,

m‘:‘ﬂﬁ‘;ilﬁ:’:‘lﬁq.ﬁ;ﬁ:bl:;ﬁ E'J"t'-'?'ff'?@&&.'-'-vf-'r:"_—i
Example of valid Professional Status supponing documenis
= UM Secretanal staff members. Personned Action, Letter of Appoiniment, UN ground pass, contract, or a Letter
of Extension of Contract (for template, see LPE website)
* UN Speciaiized AgenciesiFunds/Programmes stafl members/Coniraciors: Letter of Appointment. confract, ora
Letter of Extension of Contract (for tempdate, see LPE wabsie). Mus! also include in the comment Box the namsa
and email address of thair Executive Officer of Cheel of Personnel
= Parmarnent Mission staff member, Contract or UM ground pass
= Spouse/Dependent of stafl member: Stal member Personal Action or Letier of Appointment or UN ground
pass of contract and prootf of relatonship.
= Retinee: Retires UN 1D
= Affiliate of an UN Eniity. Confract stating current employment with 3 company which ts contracted by an UN

entity
Activity Mame: Langiage Proficiency Examingtion - CHINESETypa: Exam
Activity Code: LIS-1042-640 Contact: LPE Sechion
Enrollment Status: Pending Submission Confirmation o
Numiber

Start Date: O5mSeR2017T End Data: -

Last Enrollment Date: D305/2017 Last Drop Date: 04/0872017
Language: SChinesa

Local LPE Admin:  New York USA Local LPE Contact:  unipeny@un org
Appointment Type: Appointment Expliry:

-ontractual status: .:'AI"II:-E'."_"'-QT a'1 L.'\'r:"L'., o

ompany Name:

Entity: | |

Paying Entity; w|

Externals must select their Contractual Status from the drop-down menu. (If you are an
internal UN Secretariat staff member, please do not continue with this application. Log out and
register using your internal inspira login/account!)

You must choose one status:

- Affiliate of a UN Entity

- Contractor of a UN Specialized Agency/Fund/Programme
- Retiree of a UN Entity

- Spouse/Dependent of a UN staff member

- Staff of a UN Specialized Agency/Fund/Programme

Then select from the dropdown menus your Entity (parent organisation) and Paying Entity.
PLEASE READ CAREFULLY as errors in the selection of entity and/or paying entity may result
in the automatic rejection of your application. ALL SUCH REJECTIONS ARE FINAL!

a) If you are a staff member of the UN Common System (ex. UNDP, UNHCR, UNV, etc.) you
must select your UN common system Fund, Programme or Agency as both your “entity” and
“paying entity”, regardless of which agency administers your contract. ETS/OHRM will seek the
endorsement from the respective financial focal point of the paying entity for approval of your
LPE registration fee.



b) Eligible spouses or dependents of staff members, and UN retirees, must select the UN entity
and name of the staff member under “company name”. Contractors and affiliates must select the
UN entity your company is affiliated with and the name of the company.

On an exceptional basis ONLY, non-UN Secretariat staff who have sought and received prior
approval from a separate “paying entity” that its headquarters will be responsible for payment of
the LPE registration fee, may select a “paying entity” which is different from their “entity”.

All applicants please check with your Local Administrator regarding applicable local
administration fees. If you have made any payment, attach a scanned copy of proof of payment.
(If you are a UN Secretariat (UNS) internal staff member, you MUST register for the LPE with
your internal inspira account. UNS staff members do not pay the LPE registration.)

7. For Source of Language Knowledge, you must select only one of the four options
regarding how you acquired knowledge of the language. Please provide the requested
information and documentation.

Please select how you have acquired the knowledge of the language for which you are applying.
(Ifthe applicant is not a staff member of a UN entity, the only eligible source of language knowledge is
completion of the highest level in the UM Language and Communications Programme or Language
Programme endaorsed by the UM,

Ifthe applicantis a staff member of a UM entity, all four options below are valid sources of language
knowledge.)

@ Completedthe highestlevelin the UM Language and Communications Programme or Language
~ Programme endorsed by the UN{Attach certificate if one was issued)
Institution:
Eg: UM Language and Communications Programme, InterLingua Language School

Course Name:
Eqg: UMLCP Spanish Level 8 English CERF-1

Completion Date: [#]

Completion Location:
Eqg: Geneva, Beirut

Studied the language outside the UM for at least 2 years (Attach most recent language course
certificate)

Usedthe language on a regular basis for work (Attach scanned copy of work supemnvisor letter
stating language is used on a regular basis)

sedthe language on a regular basis for school (Attach scanned copy of school curriculum or
cerificate indicating language used)

8. External applicants MUST, at the time of registration, demonstrate they will have a valid UN
contract on the date of the LPE written examination. A copy of your current contract or the
equivalent must be uploaded to your application.

To attach contract documentation, please make sure to click Add Attachment, then select
Contract Extension as Document Type. You may also make a note in the comment box to the
Local Administrator that the correct expiry date is shown in your attachment. Please attach a
copy of your contract which states the correct expiry date. It is important that you choose
Contract Extension and NOT Contractual Status as Document Type in order to avoid an error
message when submitting your enroliment.



To attach any type of document to your application:

Description Document Type File Hame Uploaded View Delete

View Delete

| Add Attachment__————Click here

Click Add Attachment.

Select from the drop-down menu, the Document Type to be attached.

Then type a brief Description of the attachment.

Click Browse -> select the file -> click Upload -> Save.

Repeat the steps until you have uploaded all the required files.

Please note that you may only upload an image file types and the maximum file size is
1Megabyte. If you have various documents of the same type, you may combine them into one
document.

Select Attachment \‘:Vhat information d oes the document support?

| ument Type:

scription: Contract Extension

e blact File: Contractual Status
Language Knowledge CE—

! Payment Proof — LPE Fee
W\ Save | Payment Proof— Local Fee

Mandatory fields

1. Look for document

/

' Upload || Cancel |




If you get the below message, it indicates that there’s a problem with the file you uploaded.
Please make sure the file you are uploading is an image file (ex. PDF) and not too large.

- Message X

Any of the below mentioned items are missing. Kindly fill them befeore clicking
save

1. Document Type
2. Description
3. Attachment

Please note below the type of files inspira will accept for upload.

This file cannot be added.

Only files with the following extensions can be added.
PDF.BMP.DIB.JPG JPEG,JPE.JFIF.GIF, TIF, TIFF.PNG

NOTE: Some test sites charge registrants a local fee to cover the cost of local expenses.
If you have made any such payment, please attach a scanned copy of the proof of payment.
Specify the type of fee paid, either LPE fee or local fee.



9. You may use the comment box to include other information relevant to your application.
Review your application for completeness and accuracy.
Click on the certification check box.
Click Save if you have not completed your application and would like to submitted at a later
time.
Otherwise, click Submit Enrollment. Check for error messages and verify that you have
successfully submitted your application.

Comments

By checking this box | certified that:

= | understand that submission of my registration does not guarantee my enrolment in the LPE; failure to attach
required documents, meet eligibility criteria or to provide additional information when requested, will result in my
registration being delayed or rejected.

« | have read and understood the eligibility documents as posted on the LPE website, under item no. 2,
determining eligibility:

https://hr.un.org/page/language-proficiency-examination-lpe

« | confirm that statements made by me are true, complete and correct to the best of my knowledge and belief;

= | understand that any misrepresentation or material omission made on this form or other documents requested
by the Organization may result in the rejection of my registration;

« | confirm the email address in my inspira profile is current;

« | understand that | will receive an email confirming receipt of my application.

Save Submit Enroliment

Note that once you submit your application, you cannot make any changes or attach additional
files.

You will receive an automated email notification from inspira confirming receipt of your application.
Please make sure you receive this notification, and save it, as this is your only proof of you
registration.

If you encountered technical problems during the LPE registration process, click on “Contact Us”
in Inspira, and submit a request for assistance. You will receive an email from the Inspira Support
Team. Save your case number for your future reference.

For LPE related questions, please refer to our FAQs posted on our LPE website:
https://hr.un.org/page/language-proficiency-examination-lpe.

If you cannot find the answer to your query, then contact your local LPE Administrator.



