
Quick guide on generating report in 

UMOJA BI 

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

Click on the Skip to Log on button to 

move to the next window

2. If the CITRIX XenAPP window will show, Click the Skip to Log on button
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Click the Umoja

Production Icon

3. UMOJA Production Dashboard will be shown.

4. UMOJA Production Dashboard will be shown.

Click the Open button
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5. Wait for a few minutes

6. UMOJA security question will appear. 

Type your Answer in the box

Click the Continue 

button
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Click on the BI Portal icon

7. Umoja Production window

2. Double click the 

eLearning folder
1. Click the 

UMOJA BI folder

8. The UMOJA window will appear. See below
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3. Double click the 

DFS_eLearning icon

9. DFS_eLearning icon

3. Add the 

End Value 

2. Add the 

Start Value 
1. Click on 

the Completion 

Date Range

10. UMOJA BI Prompt window

Note: 

Don’t press the OK 

button without selecting 

your mission
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4. Click the 

Mission link

6. Select your 

Mission in the 

list

8. Click the OK button

7. Click the 

Greater than icon

5. Click the Refresh Values icon to show the list of Missions

Retrieving data dialog box will appear 

and wait until the data generates from 

the system

Note:

Make sure that you have provided the 

date range of the data that you want to 

generate and the mission before you 

click the OK icon.
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11. Congratulations! You have successfully generated your first report. 
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11. Congratulations! You have successfully generated your first report. 

Click on this << icon to see the full mode of 

the report
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Navigate the UMOJA BI 

Types of report templates that 

could be generated in the system

Document Summary

Zoom

Page 

Mode
Quick Display 

Mode

Filter Bar

Refresh

PrintSave

Export

Page 

Navigation

Note: 

Here you could see the range of dates for the 

data that you want to generate and the name of 

the Mission
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Navigate the UMOJA BI 

Document Summary

Document 

Navigation Map

User Prompt Input
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Types of Reports

List of Participants by 

Type of Training

List of Training by 

Region or Location

Number of Participants

by Staff Categories

Report by Type of 

Training

Staff Development

External Learning 

for Mandatory and 

Induction Courses
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Printing the Report

1. Click on the Print icon

2. Select on the selection 
if you want to print All 
Reports or the Current 
Report

3. Click Print
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1. The dialog box 
below will appear.

2. Click on the 
Save icon

Printing the Report
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Printing the Report

1. Click on the Print icon
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1. Click on the Export icon

Exporting Report to other Format

3. Select which format 
you want to use in 
exporting

2. Select the box on 
which report should be 
exported

4. Click OK
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Exporting Report to other format

1. The dialog box 
below will appear.

2. Click on the 
Save icon
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Exporting Report to other format

All the reports will then be 
exported in an Excel format

Integrated Training Service



Using the Filter 

Function for the 

Types of Training
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List of Training by Staff Member

2. Click on the Filter Bar icon

1. Select the tab for List of Training 

by Staff Member

3. Click the link 

to add simple 

filter
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4. You can select which 

type of parameter you 

want to filter. 
5. Select the last 

name of the staff 

member you 

want to check
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List of Training by Staff Member

6. The data below shows the list of 

course/s that the selected staff 

member attended for the period of 1 

July to 15 October 2017
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List of Participants by Course

1. Select the tab of List of Participants by Course 

2. Click on the Filter Bar icon
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3. Click the link to add simple report filter

5. Click Course 

Name on the list

List of Participants by Course

4. Click 

Course Name 

on the list
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4. Select the course on

the list

List of Participants by Course
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List of Participants by Course

Note: 

The data below shows the list of participants for a 

specific course, including the summary of the staff 

composition
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List of Participants Type of Training

1. Select the List of Participants by 

Type of Training tab

2. Click on the Filter Bar icon
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3. Click the link to add simple filter

5. Click 

TRAINING_TYPE 

again

4. Click on the 

TRAINING_TYPE
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6. Select the TYPE of TRAINING 

that you want to filter
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List of Participants Type of Training

Note: 

The data below shows the list of participants for a 

specific course, including the summary of the staff 

composition
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