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Course Registration Instructions for NEW External Learners

Check your eligibility first.

Not eligible persons will not be able to find courses and/or register at all.
If not eligible, your registration will be rejected by the administration team.

STEP | Create an account at https://elearning.un.org
STEP Il Register for language and communication courses

"External learner" refers to everyone outside the UN Secretariat who is eligible to take our language and communications skills courses, including Secretariat
Volunteers (UNVs); staff/delegates from Permanent Missions; staff from selected Agencies, Funds and Programmes; spouses; and retirees. External learners
should verify their eligibility and any applicable restriction before using https://elearning.un.org to register for a course.
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STEP I - Create an account

Goto http://elearning.un.org and click on
“Register now”.

Forgot User ID

User ID b &
Forgot Password
Password a

Login

Contact us
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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 |D and password. They will be
required to login into http:/elearning.un.org
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*First Name: | |
“*Last Name: \
<::| User ID will show
User ID:
up here.

*Password: I

*Confirm Password: [

*Email Address: [

*Date of Birth: B pommyyYy

..an-hr Return to previous page

* Required Information

Enter your e-mail address and date of birth.
Use a work-related or professional e-mail. The e-
mail address will be needed to access your
account at http:/elearning.un.org

Click on “Register”.

" Enter Registration Information I



https://elearning.un.org/psp/PUNATQ/?cmd=login
http://elearning.un.org/
http://elearning.un.org/
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STEP I - Create an account

A confirmation page will appear with your Under “Learner Home”, click on “Request Click on the arrow to see the “Learning Type”
user ID. Click on “Return to sign in page”. for learning”. categories.
Select “New York Language Programme”, then select

Sign into your account with your user ID your “UN Entity” from the dropdown menu.

and password.

v Leamer Home

NOTE: If an entity is not listed, this means that
affiliated persons to that staff that entity are not
eligible for language and communications
courses. More details can be found in the
section “Eligibility and Registration”.

You have been successfully registered as a user 'Ims. My Learning My Profile Request For Learning

Note 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
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STEP I - Create an account

Enter the index number (UN
staff members only).

Leave this box blank if you do
not have an index number or
if you are not a UN staff
member.
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Click on “Submit request”.

“Learning Type
*UN Entity:
*Email Address:

Index Number:

Learning Request

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

Raise Request

‘ NY Language programme v ‘

The Office_of Human_Resources
_Management@un.org will send
an automatic e-mail to confirm the
request for an elearning.un.org
account creation.

Click on the link in the email.

Delegate of a Permanent Mission to the UN

Delegate of a Permanent Mission to the UN

Submit Request ’

" Delegate of an Intergovernmental organization
G

Funds & Programmes staff (not listed here)

ICSC ataff

earning Request Confirmation - NY Language programr]

loffice_of_Human_Resources_Management@un.org
0 me =

[pear
| new learming request has baen raised for NY Languags programme using your smail address.

[To confirm your request, please go to this web address:
un.orgipscl ANDINGEMPLOYEE/ELM/G/UN LMS MENU.UN LMS CONFIRM

=UN LMS CONFIRM REQ:! ENCODEID=CGD

in most mail programs, this should appear as a blue link which you can just click on. If that doesn]
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Click on “Submit confirmation”.
The https://elearning.un.org
account set- up is now complete.

Tnspira Learning

To process your request, kindly confirm by pressing the Submit Confirmation button.
I~ Submit Confirmation >
SN—
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STEP Il — Register for courses

Goto http://elearning.un.org and enter your user ID Check the New York Brochure or the Global
(e.g., Ims.abc.efg) and password. Brochure for the course(s) you want to
register for.

If you have forgotten either of these, click on “Forgot ~ Note down the LMS code and the title of the
User ID” or” Forgot Password”. course Checkthe current brochure for the
course(s).

NSpPIro
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Goto “Find learning”. Inthe “Enter Search
Keyword” box, type the title or keywords of the
course.

Important: do not use accents or non-English
characters.

The LMS Code can be used to find a course, as
well.



http://elearning.un.org/
https://hr.un.org/page/language-programmes-unhq
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STEP Il — Register for courses

The name of the course you are
searching for should appear.
Click on it. Select the section you
prefer (if there is more than one)
and click on “Enroll”.
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Select your affiliation group from
the available options and click on
“Continue”.

Affiliation groups not listed are not
eligible to take language and
communications courses.

. |

C @
) A
"~
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Under the “Personal
Information” section, confirm
and/or reintroduce your work-
related e-mail. Under
“Location”, type New York and
choose any of the options
from the drop down menu.

Read the “Class Information”
section, verify the course details.
Double-checkthis is the course
you want to sign up (enroll) for.
Eligible participants with a course
fee will also see the price ofthe
course.

Verify the LMS Code and the
delivery mode

&
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STEP Il — Register for courses

Under the “My Attachments” section, click on “Add attachment” to
upload a copy of your UN grounds pass.

A box will pop up. In this Description box, type “UN grounds pass”. Click
on “Browse” and “Choose file”. Select the UN grounds pass file and click
on “open”, then on “upload”.

The name of the file will appear on the see the “Select file” box.
Click on “OK”.
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Description File Name Uploaded

View

View

Delete

Delete

e

Oy TIES WITT e ToMoWITg EXEnsIons can De addaed.
PDF,BMP DIB,JPG JPEG, JPE,JFIF,GIF, TIF, TIFF,PNG

The file attachment can be uploaded with size upto 2mb.

“Description: UN pass
“Select File: testjpg
1

,

L - ==
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STEP Il — Register for courses

04 Jan. 24

Steps 9 and 10 apply only to eligible participants
who need to pay a course fee on registration. Click
on “Pay with credit card”. A new window will open:
follow the instructions to make the payment.

Description File Name Uploaded View Delete

19/11/20

UN-ground pass testjpg 11:37:57AM

View Delete

|
| e | R (s

[ S
Affiliation groups that are eligible and free of charge
go to step 11.
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Take a screenshot or create a PDF file of your
payment receipt for proof of payment.

Upload the proof of payment, following the same
procedures in step 8 as for uploading your UN
grounds pass.

Description File Name Uploaded View Delete

19/11/20

UN-ground pass testjpg 11-37°57AM

I L "= T L -

View Delete
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STEP Il — Register for courses

If a placement test is required*, upload the
placement test results, following the same
procedures in step 9 as for uploading the
UN Pass.

*Placement test requirements can be found
in the New York Brochure and Global
Brochure under “Description and
prerequisites”.
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Click on the button “Submit enrollment”. A
new window will pop up to confirm the
submission. A confirmation e-mail will be
sent.

Read the “Information verification
statements” and check the corresponding
box for each statement you meet.

This information will be verified later by our
administration team.

If the information is not accurate, the
registration will be rejected.

Registrations (enroliments) are subject to
verification.

Your has been

L4l



