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INTRODUCTION

This quick guide provides step-by-step guidance for external user’s registration.

Step 1: Login to elearning.un.org
1. Login to elearning.un.org
2. Click ‘Register now’
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Login
Register now
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3. Enter your First Name.

Enter your Last Name.

Your User ID will be automatically generated once you enter both your First Name and Last Name.
Enter your Password.

Confirm your Password.

Enter your Email Address.

Specify your Date of Birth.
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Click on “Register”.
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Notice to United Nations Secretariat staff members

United Nations Secretariat staff members with regular appointments, including field staff
members, are not required to register. Please click on https://inspira.un.org and log in with
the User ID and password that are provided to you.

UN Volunteers, associate experts, consultants, individual contractors, military/police
personnel and interns must register as a learner using the form below. Please fill out all
fields and observe that the User ID is generated automatically. Please note down the
User ID for login to inspira LMS.

External Learner Registration

Enter Registration Information

[*First Name: [abe
“Last Name: |abc
User ID: Ims.abc.abc
L password: [sssesees
“Confirm Password: |""""
“Email Address: [abc@un.org x
Date of Birth: [o511211985 |5 osiDECH985

Return to previous page

* Required Information

10. A confirmation page will appear showing that you have successfully registered, and notification will be
sent to you registered email, Click on Return to the sign in page and sign in again.

Registration Successful

You have been successfully registered as a user 'Ims.abec.abe'.

MNote down the User ID 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

LMS External Learners User Guide Version 1.0.0
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Step 2: Submit a request for Learning
Please, remember that your User ID starts with LMS.xxx.

1. Go to elearning.un.org and log in with your account created in stepl.

IMPORTANT: You must submit a Request for Learning first in order to get access to the
learning catalogue.

Ir arner Home

My Leaming Request For Leaming

Learning Request

Learning Request

To submit a Learning Requesi, seleci a Learning Type and fill in the reguired information’s, if any. When complete
press the Submit Request bution.

Request Details

*Learning Type: I "I -

Submit Request

3. Click on dropdown list box to see the Learning Type categories available.

Request Details

*Learning Type:

Language Proficiency Examinafion
Mandatory Courses

NY Language programme
Santiago Language Frogramme
Umoja Courses

Vienna Language programme

Submit Request

4. After selecting Learning Type, you will be prompted to fill up an additional form. Forms are different,

as eligibility to different Learning Types are different.

For example, for UMOJA and Mandatory Courses are restricted to those with official UN

email address. This includes official UN domain @un.org, as well as domains of many other UN

entities and domains of consulting companies working with UN.
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Note: If your email domain name is not on the list of approved domain names, please contact
your learning administrator or learning focal point for assistance with registration. This is also
applicable to all UN uniformed personnel who do not have UN email address.

5. Enter your Index Number, Position Title, Mission/Department and Duty Station.

6. Select your Employee Type from the drop-down menu

4 InSpWO Learning Request

Learning Request

To submit a Leamning Request, select a Learning Type and fill in the required information’s, if any. When complete
press the Submit Request button.

Request Details

*Leaming Type: Umaja Courses w
Email Address: surangrak_sutiworwan@un.org
*Index Number: 12345
Post Title: Military Observer
*Mission/Departmen| United Nations Office in Burundi A
*Duty Station: BUJUMBURA Q
*Employee Type:
Comments: Advisor
Committee/Commission member
Consultant
Submit Request E:Ipigﬁm person

Government civilian personnel
Government military personnel
Government representative
High Level expert

High-level expert

Individual contractor

Intern

International contract personnel
LCD representative

Medical personnel

Meeting representafive

Military observer

Others

Folice monitor -

Please, note that for language related requests use of official UN email address is not
required

We strongly advise you to double-check your information before submitting your request.
After checking all items, click on Submit Request.



Step 3: Email Confirmation

Automatic email will be sent to the e-mail address you have provided with further instructions on
how to complete your registration.

e Check the Inbox (and if needed the Junk folder) of the mailbox identified on the previous
screen in order to find the confirmation email.

¢ Open the confirmation email and then click on the link provided in our email to confirm your

request for learning. If nothing happens when you click on the link, copy and paste the link
into the address bar of your Internet browser.

You will see the following message on your screen.

Confirm Learning Request

To process your reguest, kindly confirm by pressing the Submit Confimation button.
|| Submit Confirmation I -

Click on Submit Confirmation.

Confirm Learning Request

You have successfully confirmed the Learning Request.
You can find the course(s) on https:/elearming.un.org under 'Find Learning” Tile.

In a few moments, the page will confirm your learning request with the above message.

That’s it! Now you can search for courses in our catalogue. Next, you will learn how to search and
register for courses.



Step 4: Enroll into courses/classes

Go to elearning.un.org

1. Enter search criteria and hit Enter.

) IﬂSper] v Learner Home

My Learning "Find Learning

@ Enter Search

Advanced Search

Request For Learning

Mandatory Learning

g

2. If you are searching for a specific course or class, please enclose course code or class code with

double quotes, for example “LMS-1234" for a course or “LMS-1234-1" for a class.
You can also further refine your search criteria by using Advance Search link

3. Click the course name to view offerings.

1 search resulis for ""LMS-1335™"

moja Uverview (LM>-1335) I
-
1 Cffering matching criteria

Umoja Overvisw is designed fo be infroductory in nature. This course will discuss the benefits, g

. and changes ing as a result of Umoja. <LMS-1335=
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4. Click the desired offering and click on Enroll.

Umoja Overview

£ Course
Add to Learning Plan

Course Description

Umoja Overview is designed to be introductory in nature. This course will discuss the benefits, governance structure, and changes occurring as a result of Umoja. <LMS-
1335=

View additional details about the course such as objectives met and equivalents
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Enroliment Options
To complete this course, enroll in one of the following offerings:

~ Self-paced Offering

Self-Paced Learning Activities
(3 1 Hour 30 Minutes Duration
Enrcliment is open

Code LMS-1335-6

Enroll

5. After enrolment and can Click ‘Go to course’ for more details.

Enroliment Confirmation

You have successiully enrolled into the course.

Continue Search

|n5plr0 My Course Progress

Umoja Overview
£ Course
Status Enrolled

Course Description

Umaja Overview is designed to be introductory in nature. This course will discuss the benefits, governance structure, and changes occurring as a result of Umoja. <LMS-
1335+
View additional details about the course such as objectives met and equivalents.

My Progress
Review and complete the sections to complete this course

Umoja Overview CBT (Required)
\Web-based learning | Mot Aftempied (® Launch

Computer based training in Umoja Overview is designed to be infreductory in nature. This course will discuss the benefits, governance structure, and changes occurring as
a result of Umoja.

Umoja Overview Assessment (Required)
Assessment | Not Aftempted (® Launch

Umoja Overview Survey
Survey | Mot Aftempted (® Launch



