
How to fill in the application in  
Learning Management System (LMS) 

Short instruction 

 

 

After clicking the button “Apply for an exchange program” on our website, you 
will be transferred to the LMS. You need to log in. After that you will see all 
application forms which are available for you. 

 

Picture #1. Homepage of Single window service. 

 

 

 

 

 

 



1. Before you start to fill in the application, please check your personal 
information and documents for your application. Note please that all 
documents must be saved as one pdf document. For more information please 
check the link. To apply for Exchange Programs, click the “Submit” button. 

 

 

 

 

Picture #2. The Application for International Exchange Programs. 

 

 

 

 

 

 

 

 
 

https://studyabroad.hse.ru/en/submission/


Picture #3. The section “List of your files”.  

2. In the beginning, the list is empty. The user should use personal file storage 
(“My Files” on the top of menu).  

a. To upload a file click the “My files” button; 
b. Then – “Add new file”. 

 

 

 



Picture #4. The form for adding files. 

c. You need to fill in the form. Pay your attention to the ‘Description’, 
because the application will be attached to the name, written in this field. 

d. Press the “Upload” button. 

 

 

 

 

 

 

 

 

 

 

 



Picture #5. Information about the file 

e. After uploading the file User will be transferred to the page with 
information about the file. 

f. Afterwards, User can edit “Description” and “Additional information” 
fields by clicking the “Edit file” button. 

g. User can download the file by clicking the “Download” button.  
h. User cannot edit the pdf file in this form. 
i. If a file is not used for any of applications User is recommended to delete a 

file, because the storage size is limited. 
j. In the picture #5 you can see “The file is used in 0 documents” and the 

button “Delete file” is active. 

 

 

 

 

 

 

 

 



Picture #6. List of your files 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. After the documents are uploaded and the application form is filled, User 
can submit the Application. The process is divided in two parts:  
a. Fill in the form and save it by clicking the “Save” button.  
b. Check the filled in information in the saved application, if it is correct – 

send it by clicking “Submit”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Picture #7. Information about saved request. 

Here you can see the status of your application. It is not submitted. Before 
submitting the application you can edit the information. After clicking the 
“Submit” button, you cannot edit anything. 

 

 



4. After clicking the “Submit” button the status of request will be changed into 
“Request submitted”.  The User will be notified about all changes via e-mail. 

 

Picture #8. Changed status. 

 


