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Lingnan University 
Office of Global Education (OGE) 

Lingnan Online Nomination System for Coordinators 
System User Guides 

 
Browser Support  

Internet Explorer version older than or equal to 7 is not supported. We recommend you upgrade your browser to the 
latest Internet Explorer, Google Chrome, or Firefox. 
If you are using Internet Explorer 8 or higher, please make sure the "Compatibility View" feature is turned off. 
 
STEP 1.  
Refer to the email from Lingnan University for the hyperlink to the online nomination system for Institution 
Coordinator, the username and password for coordinator user account of your institution. 
 
STEP 2. Login to the nomination page for institution coordinator.  

 
 

Please enter the 
username and password. 

 

Please click this 
hyperlink if you fail to 
login your account. 

http://windows.microsoft.com/en-US/windows7/webpages-look-incorrect-in-Internet-Explorer
http://webapp.ln.edu.hk/sys/ex/exchange/coordinator
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STEP 3. Update the profile of your outgoing coordinator and set a new password for initial login. 

  

 

 

Please update your profile and change 
the password before nominating 
students. 
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STEP 4. Nominate your students to Lingnan Student Exchange Programme  
 

 

 
  

Please make a new student nomination by choosing “New 
Nomination” under the tab “Student Nomination”.  

Please fill in the basic information 
of your student(s). 

Please click “Save Nomination” to 
save the record.  
 

 

Please select the Study Term and Study Session that 
your students intend to come. 
 
Please be reminded that full year exchange will be 
open in the 1st (Fall) Term Recruitment only. 
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STEP 5. Confirm and Submit student nomination  
Once you enter your students' basic information, make sure to submit pending nominations in the system by selecting 
"Manage Nomination" under the "Student Nomination" tab. Otherwise, your students will not have access to the Online 
Application System. 

 
STEP 6. Nominated students will then receive an email regarding her/his login information for her/his online 
application for Lingnan Student Exchange Programme.  

 

 

A similar email will be 
received by the 
nominated student.  

 

 

Please check the box next to your nomination and click “Submit Pending 
Nomination(s)” to confirm your nominations. 

Please confirm your student nomination by choosing “Manage 
Nomination” under the tab “Student Nomination”.  
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Part B – Endorsement from home institution  
 
When your student completes his/her online application, he/she will be asked to print a copy of the application form 
and ask for an endorsement from home institution.  
 
Please endorse and sign Part K (P.4 of the application 
form) and submit the student application along with all 
documents by email* with subject line:  
 
[Application Reference Number]_[Student Full 
Name]_[Home University]. 
e,g,: I013_John Smith_University of ABC 
Email Address: exchange@ln.edu.hk  
 
 
*Effective from the Spring 2027 application cycle, all 
student applications must be submitted by email. Paper 
submissions are no longer required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please endorse in Part K 
of the application form 
after the student has 
completed the online 
application form  

LINGNAN UNIVERSITY 
Office of Global Education  

 

mailto:exchange@ln.edu.hk
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Part C – Withdrawal case 
 
If your nominated student decides to withdraw from Lingnan University Student Exchange Programme, please click 

“Withdrawal” under the tab  next to the corresponding student.  
 

 
You will then be asked to confirm the withdrawal: 

 
 
Remarks: Student’s account will be deactivated once the withdrawal is confirmed and reactivation is not allowed. 

 

 

 

 

 

 

 


