
New CEMS Internship
Online Evaluation Process
User Guide

1 |  CEMS Global Office 09.2019 



01

For Student

2 |  CEMS Global Office 09.2019



3 | CEMS Global Office 09.2019

Student Private Zone “How to Register the Internship”

1) Go to “International Internship” menu
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Student Private Zone “How to Register the Internship”

2) Click here to add an internship

Student can see a list of his/her internships
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Student Private Zone

1) Fill all the fields

2) Click on the “Add” button

Student needs to agree that they are providing the 

genuine information.

Important notes are listed here.
- Starting date and ending date of the 

internship

- Supervisor of the internship
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Student Private Zone

Possibility to modify the internship when the status is 

“pending”. After “confirmed”, the student won’t be able to 

modify. If needed, the student needs to contact the 

manager.

1) The internship has been added and waiting to 

be confirm by the manager.

2) The internship has been confirmed by the 

manager. Next step will be an evaluation. 

3) The internship has been evaluated. By clicking here, 

student can check his/her evaluation result.

Student can view the detail information about his/her own internship.
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Student Private Zone

When the student click on “modify”, the numbers 

of weeks of the internship is displayed.
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For Company Supervisor
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Message sent to the Supervisor

3 possibilities for the supervisor to evaluate the student:

1) Use the CEMS online evaluation form

2) Upload an official evaluation document from the company

3) The student didn’t begin or complete the internship, please provide the 

reason

If the supervisor changed, he/she will contact Manager. The manager can 

modify the contact information of the supervisor and re-send the message. 

(Click “Manually send the survey to the supervisor” to re-send the 

message). 
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Supervisor Evaluation
1) CEMS Online Form

When the supervisor submit 

the evaluation, the internship 

of the student is validated.

Once the supervisor submit 

the form, the evaluation is 

non-modifiable. 

Question 1 to 18 are mandatory.

Question 19 to 22 are voluntary.
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Supervisor Evaluation
2) Upload Official Document

The supervisor can choose to upload a document 

and put some comments.

When the supervisor submit the form, the 

internship of the student is validated.
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Supervisor Evaluation
3) Student did not begin or complete the internship

The supervisor can notify the manager that the 

student didn’t attend the internship.

When the supervisor submit this form, the status 

will be kept as “Confirmed” not “Validated”. 

Manager needs to contact directly the student to 

discuss to solve the issue.
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After the Evaluation
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Result is Available 
(With Student and Manager)

The student automatically receives an email to notify that the supervisor evaluated the student. The manager is in 

CC and the evaluation result is visible in the private zone of the student and the manager.
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Student Private Zone

Student can view the result of the evaluation by 

clicking on the link.
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Student Private Zone

Student can only view the survey result 

from question 1 to 19.

It shows the following information.

- Name of the student

- Name of the school

- Name of company

- Period of the internship

- Date of the evaluation
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Result is Available with Supervisor

When the supervisor submitted the evaluation 

form or uploaded the official document, he/she 

will be redirected to this Thank You Message with 

the link to the survey result.

(The survey result will be the same one as 

Manager can see.)


