LANGUAGE AND COMMUNICATIONS TRAINING UNIT

Registration Instructions

for NEW External* Learners

*“External” refers to everyone outside the global UN Secretariat, including UNVs; staff/delegates from
Permanent Missions and AFPs; spouses; and retirees.
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Before you start, please . If you are not eligible, you
will not be able to register at all, or your registration will be rejected by
the admin team.


https://hr.un.org/page/eligibility

Contents

- Create an elearning account if you do not already have one

- Register for courses or a placement test



LANGUAGE AND COMMUNICATIONS TRAINING UNIT

STEP | - create an elearning account

Go to hitp://elearning.un.org

and click on “Register now”.

Forgot User ID

User ID 1
Forgot Password

Password 8

Contact us

Enter your first and last name.
The system will create a user ID
for you that will start with “Ims.”
Create a password.

Save your user ID and password!
You will need them every time
you login. If you forget it, you will
have to start this process from
the beginning.

Enter your email address and
date of birth. Remember which
email address you use because
you will need it later to access
your elearning account. Click on
“Register”.

Enter Registration Information

“First Name: I |

*Last Name: |

r 1D will show
usero: < Use sho

up here.

*Password: [

*Confirm Password: [

“Email Address: [

“Date of Birth: B pommryyyy

\ Retum to previous page

* Required Information
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https://elearning.un.org/psp/PUNATQ/?cmd=login

STEP | - create an elearning account

A confirmation page will Under “My Learning”, click on Click on the arrow to see the
appear with your user ID. “Request for learning”. “Learning Type” categories.
Click on “Return to sign in Select “New York Language
page”. Sign into your account Programme”, then select your
with your user ID and “UN Entity” from the dropdown
password. = menu.

NOTE: If your entity is not listed,
that means you are not eligible

You have been successfully registered as a user 'Ims.

Note down the User ID and Password you entered. This information will also be
mailed to you shortly.

gz:;omaéi:‘%quesﬁons regarding your registration, please contact inspira for Ianguage Courses. YOU Can
also check the eligibility list.
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LANGUAGE AND COMMUNICATIONS TRAINING UNIT

STEP | - create an elearning account

Enter your index
number (UN staff
members only).
Leave this box blank
if you do not have
one or if you are not
a UN staff member.
Click on “Submit
request”.
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Click on “Submit request”.

Learning Request

To submit a Learning Request, select a Learning Type and fill in the requiret
complete press the Submit Request button

‘ NY Language programme v ‘

*Learning Type

“UN Entity: Delegate of a Permanent Mission to the UN

*Email Address:

Index Number:

Delegate of an Intergovernmental organization
Submit Request § Ref
Funds & Programmes staff (not listed here)

ICSC ataff

Delegate of a Permanent Mission to the UN

Go to the email
account that you used
to register and find an
email from the Office
of Human Resources
Management. Click
on the link in the
email.

Learning Request Confirmation - NY Language programr

Office_of_Human_Resources_Management@un.org
tome

Dear

Anew leaming request has been raised for NY Language programme using your email address.

lease go to this web address:
/LANDING/EMPLOYEE/ELM/G/UN_ LMS MENU.UN LMS CONFIRM
EQ&Action=U&RLENCODEID=CGDcyPNMmu7vOpkp8KAIbEGTBMSJ

Inmost mail programs, this should appear as a blue link which you can just click on. f that doesn’

Click on “Submit
confirmation”. Your
elearning account
set- up is now
complete.

Inspira Learning

To process your re

uest, kindly confirm by pressing the Submit Confirmation button.

ation
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STEP Il - Register for courses or a placement test

Go to hitp://elearning.un.org and

enter your user ID (e.g., Ims.abc.efg)

and password. If you have
forgotten either of these, click on
“Forgot User ID" or” Forgot
Password”).

@) Inspira

Check the current brochure for
the course (s) you want to
register for. Note down the title
of the course(s).

Please make sure you are
checking the most recently
updated current term brochure
by clicking on the link right
above (do not check any
brochure you might have saved
in your computer or received by
e-mail; we update our brochure
often and the most recent
version is always the one on our
website).

Go to “Find learning”. In the “Enter
Search Keyword" box, type the title
of the course (or the key words of
the title). Important: do not use
accents or non-English characters.

For example: the course CoOmo
poner acentos en espanol would
be Como poner acentos en
espanol (without the accent and
the letter n).

Click on the on the “>>" icon.
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http://elearning.un.org/
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https://hr.un.org/page/language-programmes-unhq

LANGUAGE AND COMMUNICATIONS TRAINING UNIT ‘

i
STEP ” - Register for courses or a placement test
The name of the course Select your relationship Enter your personal Read the “Class
you are searching for to the UN from the information. In Information” section to
should appear. Click on it. available options and “Location”, type New double-check this is the
Select the section you click on “Continue”. If York. You will see a course you want to sign
prefer (if there is more your UN relationship is drop-down menu- up for. If you are a
than one) and click on not listed, it means you choose any of the paying student, you will
“Enrol”. are not eligible to take a “New York” options; it also see the price of the
course. doesn’t matter which course.
one.
- &%
) M &/

— N’
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STEP Il - Register for courses or a placement test

a. Go to “My Attachments” and click on “Submit

" ==
attachment” to upload a copy of your UN grounds = _ |
pass. (Get ready: have a photo of your pass on peseripten Fietiame Uploaded Vw Dsive
your desktop for ease of access). Vew  Delte

b. A box will pop up. In the Description box, type “UN
pass”. Click on “Browse” and “Choose file". Select

uniy Ties witn e 1olnowing exiensions can De aaaed.
PDF.BMP,DIB,JPG,JPEG, JPE, JFIF,GIF TIF. TIFF, PNG

‘the UN grounds paSS flle and CIle on "Open", -then on The file attachment can be uploaded with size upto 2mb [\
"u p I Oad"- *Description: UN pass ¢
*Select File: testpg Eé'}éﬁéé” ———
. . . Cancel
c. You will see the name of your file on the right of ‘g’

the “Select file” title. Click on “OK".
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LANGUAGE AND COMMUNICATIONS TRAINING UNIT

STEP Il - Register for courses or a placement test

If you are NOT a paying student, you
can skip steps 9 and 10 and direclty
gotostep 11.

If you are a paying student, follow
every step here. Click on “Pay with
credit card”. A new window will open:
follow the instructions to make the
payment.

Description File Name Uploaded View Delete

19111120

UN-ground pass test jpg 11-37-57AM View Delete

| [ Add Attachment ] |
‘ Save ‘ [mj G Pay with Credit Card | >

Take a screenshot or create a PDF
file of your payment receipt for proof
of payment. Upload your proof of
payment, following the same
procedures in Step 8 as for
uploading your grounds pass.

A

™
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LANGUAGE AND COMMUNICATIONS TRAINING UNIT

If a placement test is required*,

upload your placement test
results, following the same
procedures in step 9 as for
uploading your UN pass.

*To know if you need a
placement test, look in the
brochure under “Description
and prerequisites”.

N

™

STEP Il - Register for courses or a placement test

Read the “Information
verification statements” and
only if you meet all of them,
check all the boxes. Keep in
mind that this information will
be verified later by our admin
team, and if it is not correct,
your registration will be
rejected.

'—
v
v

Finally, click on “Submit
enrolment”. A message will
pop up to confirm your
submission. Click on “submit
application”. Your enrolment
has been submitted! (Your
submission will be checked. If
any of the required
documentation is missing
your application will be

rejected.)
@
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