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User’s guidelines

For the application procedure for prospective
students of the Preparatory School
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Authorization

To log in for accessing the application form a prospective student of the Preparatory School
should follow the link: https://shelly.kpfu.ru/e-ksu/portal _podfak_site.login

Then the applicant is to enter the corresponding username (e-mail address used for the
registration) and password

ABTOpHM3aUMA

Upon entering correct username and password, the application form for prospective students of
the Preparatory School will appear

(|_\]

JNuuneie AaHHbIE

Mon  Myxckoii | Xewckuii @

01.03.2010
Y3BEKMCTAH
+79872378896

NONA O6R3aTENbHbIE A5 SANONHEHHE
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Registration

If the user has not been previously registered, it is necessary to follow the link:
https://shelly.kpfu.ru/e-ksu/portal_podfak_site.login and to choose the ‘“Registration”/

«Peructpanus» button

AsTopusauma
3abelnv napons?

The registration form shall be accordingly completed, all the sections marked with an asterisk*
being mandatory. It is possible to choose the language (Rus/Eng) of the registration form

!'l(lnummi
Gearpamiiil O e Mocymenwe  Boarmmacrs coyser  Crymeecran moams M

Perucrpaums

.....

The applicant should click the “Save”/ «Coxpanutby» button after filling in the registration form
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The applicant will get an e-mail from noreply@kpfu.ru for the registration confirmation. In case
there is no confirmation e-mail in the “Inbox” folder, it is recommended to check “Spam” folder
of the e-mail box. The e-mail shall contain instructions for finishing the registration procedure.
The user is to follow the link that is in the e-mail

MoaTeepxaeHne faHHbIX. PerucTpauns B K@Y

noreply@kpfu.nu

3. Pororpadua 34

Baiu noram

Baw napons

C yBameHHenm
Kaaancknil (Mpusoncsuil) henepansHedl yrisepcyTeT

In the pop-up window the user is to click “Go to the KFU portal”/ «Ilepetitu Ha mopran KOVY»
button

Perncrpanms Ha mopran KOV epefita 52 noprar KBV I

Upon successful registration completion the application form for prospective students of the
Preparatory School will appear

W Kasancknii

0 penepansHbli O gakymiere  Mocryniewve  BO3MOXHOCTA OOyuewus  CTyAewueckas

YHUBEPCHTET

JlndHbie panHbIe

01011959
ABCTPANMA

888888888
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Completing forms

“Personal data” form

This form contains the information that was used upon registration. In case all the data is correct,
it is necessary to click the “Save”/«Coxpaunuth» button and pass on to the next form.

In case some data is not correct, modifications can be made in the form and then it is necessary
to click the “Save”/«CoxpanuTh» button and pass on to the next form. All the fields in the form
are available for editing.

JnuHble panHble

Mon  MyxckoRi @ Kewciit

01011993
ABCTPATIMA

383888888
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“Questionnaire” form

This form shall be accordingly completed, all the sections marked with an asterisk* being
mandatory.

O ncasea country for obtaining visa was chosen by the user in “The place of application for
the Russian visa”/ «Mecto noayuenus Poccuiickoii Bu3bl» Section, but the required city is absent
at the “City of application for the Russian visa”/ «opoa mosay4enus Busbl» catalogue, it is
necessary to contact KFU International Office.

Upon completing all the mandatory fields, the user is to click “Save”/«Coxpanuts» button and
pass on to the next form.

“Education” form
The applicant is to enter the information on education into this form.

If the applicant independently completes the form, the option of “Individual application”/
«MunuBuayanpHas 3asBka» should be chosen in “Additional information”/ «J{omomHuTENbHAS
uHopmanus» section

JononHuTeneHas HHhopMauma

%

©OMWHanenayansHas saseka AreHTCTBO

If the applicant completes the form via “Agency, the “Agency”/«Areuatctso» option should be
chosen in “Additional information”/ «/{ononxurensras nadopmarwsi» and the information about
Agency should be completed section.

LononHuTensHaa MHDopMaumsa

=

WHauemnyaneHas zaseia [@ArenTcreo

U PuK

Upon completing all the mandatory fields, the user is to click “Save”/«Coxpanuts» button and
pass on to the next form.
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“Files” form
The files should be attached to the forms marked with an asterisk*

One file in pdf-format shall be attached to one form and then the “Save”/«Coxpanuts» button
should be clicked.

If the user has attached a wrong file, it is necessary to click “Delete”/«Y nanmuTts» button next to
the corresponding form and to attach the required file.

Upon attaching all the mandatory files, the user is to click “Save”/«Coxpanuth» button and pass
on to the next form.

(O The files already approved by the KFU International office shall not be available for editing.
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“Application” form

This form shows the unique Application 1D

3anBka

| #101940 |

ormpase

"~ QTMEUEKEl NONA ODAIATENEHEIE ANA 33NONHERIS.

In order to submit the Application form to the International Office for the subsequent revision, it
is necessary to click “Submit”/«Ornpasute» button. The applications submitted to the
International Office shall not be available for editing.

3aneka

# 101940

"~ OTMEUEKEI NONR OGAIATENEHIE A7 IAMONHEHHA.

The user may get the application back for modification, if the International Office has not yet
accepted the application and its current status is “New applicant”/ «HoBbIil TpeTeHIEHT»

The user should click “Get back for modification”/ «Bepuyth Ha mopaboTky» button in the
“Application” form

© 000 ¢

3ansra
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After submitting the application to the International Office, the statuses table is to appear in the
“Application” form. This table contains information on the active statuses of the application.

Cranye Data AKTHEHOCTS

Hoes i 020321 v
nperespesT

3asekanpunsTa 020321 W/
Skcnepriza 020321
npofnexa

Zakniouen 020321 v

norosop

Mocrymnesse
BeHEXHsIX
cpeacte

O ifan applicant to the students of the Preparatory school is less than 18 years old, he/she will
be required to upload additional documents, as soon as his/her application gets the status of
“Revision completed”/«Dxcneprusa npoiiaenay». Those should include the electronic copies of
the following document of the Customer (Sponsor/Parent):

e Passport/ID document scan
¢ Notarized translation of the passport
e Registration address

[NakeT pokymeHTOB *

[pukpennenue daiinos

The documents approved by the International Office are not available for editing.

Mpukpennenme daiinos

MakeT JoKyMeHTOs |

CKaH OMNaUeHHOM KBUTEHLWM MNATHbIX
06pa3osaTeNsHBIX Yoy

CKaH NOANMCAHHOTO AOTOBOPA 06 OKa3aHUU
NNaTHBIX OBPa30BATENLHBIX YCIYT

Coxparrs

If the Contract for studies is to be signed, the “Application” form shall contain two documents
required for effecting payment for the educational services:

e Contract for paid educational services - scan
e Bank receipt —scan

Dorosop

CkaH noroeopa 00 OKa3aHKM NNaTHbIX
ofpa3oBaTenbHbIX yanyr

CKaH KBMTAHLMM Ha OMNaTy NNaTHbIX
obpasoBaTentHsIX yanyr
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The following files shall be wuploaded to the “Application” form, “Attached
files”/«IIpukpernnenue Qaiinos» section after the necessary payment for educational services
was made:

e Signed Contract for paid educational services - scan
e Payment confirmation — scan

Tpukpennenue haiinos

Ckar MoanMcanHoro Aorosopa o6 okasanui
MRaTHbIX 06Pa3OBATENLHbIX YCNYT *

Mpukpennenne darinos

CKatt OMLIGHEHHOI KENTaHWAN MAGTHEIX
oGpaz0EATeAHBIX yCnyT *

Mpukpennenme darnos

CoxpanuTs

If the payment reached KFU, the “Payment”/«Ilocrymienue neHe)HbBIX cpeicTBy» Status
becomes active and shows the payment data.

3aneka
#101939
Crary Dava Axm en
Hoeuit 250221 v
peTeHae
5.02.21
Incnepri 0221
npoinea
3aunoven 50221 v
s0p
Mocrynnewwe  01.03.21 v
DeHERHEX  ONAETE
cpen 0
01.05.2021
aumc 30321 v

If the applicant got enrolment, the “Enrolled” status becomes active and shows the enrolment
date.

3aneka
#101939

Craryc Data AKTMBHOCTS
Hogsliid 25.02.21 v
npetenent
3anBKa 25.02.21 v
npursTa
3KkcnepTuza 25.02.21 v
npoiineHa
3aknigHeH 25.02.21 v
norosop
Moctynnenwe  01.03.21 v
pevexHsix  onnata
cpencrs 5000 ot

01.03.2021
3aumcnen 03.03.21 v
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Password recovery

To recover the password it is necessary to choose “Forgot password?”’/«3a0pui mapoiib?»
section in the Authorization form.

ABTOpH3aUKWA

Then it is necessary to enter the e-mail address that was used upon registration and click
“Send”/«OtnpaButh» button

BoccTaHoBneHue naponsa

ivanov@mail.ru

PerncTpaums | AeTopuaaums

The user is to receive an e-mail from noreply@kpfu.ru with the information on the password
recovery upon condition that the indicated e-mail address was previously used for the

registration. In case there is no such e-mail in the “Inbox” folder, it is recommended to check
“Spam” folder of the e-mail box
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