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Quick guide for using Mass Enrollment for 
TCCs and PCCs in the LMS  

 

 

 

 

 

1. INSPIRA Admin should log on to the system using the link: https://inspira.un.org 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Accessing the DPKO-DFS Mass Enrollment feature 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: DPKO-DFS Mass Enrollment is for TCCs and PCCs while Mass Enrollment is for UN 

staff members 

1. Click on Main Menu 

2. Click on 

Learning 

Administration 

3. Click on Learner Tasks 
4. Click on DKO-DFS 

Mass Enrollment 

Note: Make sure that you have 

already cloned an activity prior 

to the uploading of the 

participants list in the LMS 

https://inspira.un.org/
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3. Uploading the participants list 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click on the Add a New Value tab 

6. Select the Activity Code 

using the Look up icon 

7. Select your mission on the list 

8. Select the location of the training 

8. Click Browse to 

upload the participants 

list 
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4. Upload the participants list 

 
 

 

 

5. When you have uploaded the excel file, but the list is not showing in the system, click the Refresh 

button until the list shows up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

3. Fill up the form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Browse the location of 

the excel file 

9. Click Upload  
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IMPORTANT: 

Always remember to use the attached excel file when uploading the participants list and always 

save the excel file in a .cvs format.  

 

 

DPKO-DFS_Mass 
Enrollment Template.csv

 


