For new students or those new to Inspira, or as an ‘external’ learner (e.g. retirees)

Step 1: Register for an account

Step 2: Request access to see our courses

1. Go to http://elearning.un.org

User ID 3

Forgot Password

Password a8

| Register now I

2. Click on “Register now” to create an account.

3. Enterall requested information. Wait for the User ID to be generated on the

screen, choose a password easy to remember, and click on “Register”.

Enter Registration Information

“First Name: |

“Last Name: |

“Password: |

User ID will appear here.
Please note it down for login
to Inspria LMS.

*Confirm Password: |

“Email Address: |

*Date of Birth: B pDmMYYYY

‘ Register | | Return to previous page

4. A confirmation page will appear. After noting down your User ID and
Password, click on “Return to sign in page”.

You have been successfully registered as a user 'Ims.abc.abc’.

Note down the User 1D and Password you entered. This information will also be
mailed to you shortly

If you have any questions regarding your registration, please contact inspira
Support Centre

‘ Return to Sign in page

1. Go to http://elearning.un.org and enter User ID and P
Password to login. For an account created before 4 e 2]
December 2016, please add “LMS.” before your user . Emm

] 8
name.

! Can’tlog in? Click on “Forgot User ID” and/or
“Forgot Password”. Enter the requested

information and check your e-mail.

2. Click on “Main Menu”- “My Learning”- and then “Request for Learning”.
3. Click on the search symbol to see the Learning Type categories.

| Raise Reg
“Learning Type:

4. Click on “NY Language programme” and then choose your UN Entity from
the drop-down menu.

5. After selecting your UN Entity, two more items will appear on the screen.
Check that if your email listed is correct. Enter your index number if you
have one. Leave it blank if you don’t have one. Click on “Submit Request”.

6. Check for your confirmation e-mail and click the link in the message.

Office_of_Human_Resources_Management@un.org IN
atome [+

Dear

A new leaming request has been raised for NY Language Course using your email address
To confirm your request, please go to this web address:

nttps //elearning,un org/psc/LANDING/EMPLOYEE/ELM/C/UN_LMS_MENU.UN_LMS_CONFIRM_REQ.GBL?Page=UN_LMS_CONFIRM_REQ&Action=U&RLENCODEID=
CGDeyPNMmu7v0pkpBKAIBCYnwiIFKRGGho2qQbhao%3d

your web browser window.
If you need help, please contact Inspira Support Centre

Best regards,
inspira LMS

7. Click on “Submit Confirmation”.

@ ttps//eleaming unorg/psc/LANDING/EMPLOYEEELWAA O ~ @ &
Inspira Learning

To process your request, kindly confirm by pressing the Submit Confimation button
Submit Confirmation

Done! You can search and register for courses by following the instructions below.



Register for a placement test or course

5. Enter your UN ID expiration date. Click on the calendar icon and then

Step 3: Get Ready choose the year — the month — and the day (in that order) and click enter.
1. Check if you have to pay at https://hr.un.org/language-programmes-unhg
2. Choose up to 2 courses (or up to 3 if two or more are short-term courses). 6. ;ou will nteed tohattac: a copy of your UN pass and perhaps other
“" ” m n Wn r .
You may study two languages, but only one “Level course” per term. o‘cu € ”s assho ere . Attach
Click on “Add Attachment”. Al Copy of UN pass
Paying Copy of receipt for cost of
3. Make a PDF or JPG copy of: Please clarify your relationship with the UN: [Delegate of a Perm Mission to the UN v| students course(s).
‘Please enter your UN ID Expiration Date: 31122017 |5 Oweafee?  Receipt f0r$_125, oraletter
e Your UN ground pass. R U S S
— ee to be walveq; or a
e (Only if your pass expires before the end of the course) a signed letter Doseiption Document Type  Fie Name Uploaded  View  Delote medical note.
. . . S To sh Copy of e-mail or |
from your supervisor or EO confirming your contract extension. e [ Senis e chali s
. . . . ion? indicating that it i
e (For paying student or if you owe a fee) your receipt from the cashiers AR eenson 'erl,,fif';g&;tx,f, contract
office, S-20*" floor. Any questions? Contact languages@un.org e e oo
Select the document type from the drop-down menu. Choose “Justification of...”
Step 4: Search and Register for Courses Add a description to your document (e.g. pass or letter)
1. Go to http://elearning.un.org and enter User ID and Password to login. and click on “Browse”.
Note: For account created before 4 December 2016, please add “Ims.” PET—
before your user name. (e.g. Ims.abc.def). “Documnent pe
2. Click on “My Learning”. -

Save Cancel

3. Inthe “Keywords” field, you can:
e Enter the first four digits of the course number without “Ims”,
or
e The course name or “placement” (for a placement test).

Find the document on your computer, then click on open - or double-click
on the document to choose it. The document name will appear in the search
bar. Click on “Upload”. It may take a few minutes to upload. Be patient.

Click on “Search”. 7. Click on “Save”. Repeat the process above if you have other documents to
ck on “Searc
be uploaded.
All My Leaming Request for Leaming Category: Al v
Course Code: - . . .
Pending Fee # W — | 8. Next, click on the checkbox and click on “Submit Enrolment”.
—— pr—— ittt o oo T ey et e vy e s
Language and Communications Programme at
4. Click on “Enroll” i o ——— P Qasstin e wue, complese a0 cortect o the best of
“ ” Save - Submat Envoliment
5. Select the session you prefer, and click on “Enroll” again. Reumosea
e e 9. DoneI You will receive a confirmation e-mail within a few days.
Activity Code Location Type Start Date

S T TR P (R Repeat for each course you want to take.

Nations Learning Centre  Instruction

United States, United Live Classroom

LMS-1132-21 Nations Learning Centre  Instruction

03/10/2016 View Details

Didn’t get a confirmation e-mail or have other questions?
LMS-1132:22 United States, United Live Classroom 05012017 View Detais Enrol .
Nations Learning Centre  Instruction ContaCt us at languages@un Org




