
A USER GUIDE FOR STUDENTS AND FREE MOVERS ON HOW TO DRAW UP, 

SIGN, MODIFY AND TERMINATE STUDY INTERNSHIP CONTRACTS 

Students (free movers), who wishes to draw up study internship contract, must log in to 

their http://studentas.vdu.lt account with the login credentials provided to them by VMU 

(the same credentials as when logging in to Outlook and other VMU systems), and in the 

menu bar, under the section "Studies", find the section "Internship agreement“. 

 

Study internship agreement is drawn up in the following steps: 

 

Study internship agreement can be: 
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CREATING A NEW INTERNSHIP AGREEMENT 

 

To create new internship agreement, click Form new internship agreement: 

 

 

Choose internship type and click Next: 

 

Template contracts will be provided according to the chosen type of internship. Select the 

appropriate template and click Next: 

 



  

In the next step, one must write down the requested details about the company, the internship 

supervisor, the location of the internship, etc. Once finished with filling in the form, click on 

the Create Internship Agreement: 

 

 

You can see the status of the contract you have submitted for conclusion in My Agreements. 

Agreement status - Unverified: 

 

Wait until you receive an email informing you that the internship contract is ready to sign. 



SIGNING AND CONFIRMING THE AGREEMENT 

Once the agreement is prepared and signed by an authorised representative of the university, 

you can find it in the section Upload signed internship agreement: 

 

The agreement needs to be downloaded, reviewed, signed and taken to the internship 

supervisor for signature. 

IMPORTANT: It is recommended to sign the agreement with a physical signature rather 

than an e-signature! 

Once the agreement is signed by all three parties, the agreement needs to be scanned and 

uploaded into the system:  

 

It is mandatory to tick a box indicating that the signatures are authentic. 

After clicking the Upload button, the agreement will be reviewed by the internship 

coordinator and either approved or rejected. 

If the agreement is rejected, please contact your internship coordinator. 

 

 

CHANGING THE AGREEMENT 

 



You can initiate a change to your agreement.  

Under the section Request to cancel or change agreement choose Change: 

 

 

Once selected, a drop-down list of all active agreements is displayed. Select the agreement you 

want to change: 

 

Click Create request.  

In the Modification window you will see formed request that can be viewed.  

If the request is not suitable, it can be deleted. 

If the request is suitable, contact your internship coordinator ir provide them reasons why the 

agreement should be changed.  

 



After the internship coordinator has reviewed your request, you will receive an email informing 

you that your request has been approved and you can sign it.  

The request needs to be downloaded, reviewed, signed and taken to the internship supervisor 

for signature. 

IMPORTANT: It is recommended to sign the agreement with a physical signature rather 

than an e-signature! 

Once the agreement is signed by all three parties, the agreement needs to be scanned and 

uploaded into the system:  

  

It is mandatory to tick a box indicating that the signatures are authentic. 

After clicking the Upload button, the agreement will be reviewed by the internship 

coordinator and either approved or rejected. 

If the agreement is rejected, please contact your internship coordinator. 

If the agreement is confirmed, you will see it under the section Request to cancel or change 

agreement and Change subsection. Request status – Approved: 

 



TERMINATING THE AGREEMENT 

You can initiate the termination of the agreement.  

Under the section Request to cancel or change agreement choose Terminate: 

 

Once selected, a list of all active agreements is displayed. Select the agreement you wish to 

terminate. Enter the date from which you want to terminate the agreement: 

 

Click Create request. 

In the window Terminate you will be able to see the request. Status – Unverified:  

 

 

If the request is not suitable, it can be deleted. 



After the internship coordinator has reviewed the request, you will receive an email 

informing that your request has been approved and you can sign it. 

The request needs to be downloaded, reviewed, signed and taken to the internship supervisor 

for signature. 

IMPORTANT: It is recommended to sign the agreement with a physical signature rather 

than an e-signature! 

Once the agreement is signed by all three parties, the agreement needs to be scanned and 

uploaded into the system:  

 

It is mandatory to tick a box indicating that the signatures are authentic. 

After clicking the Upload button, the agreement will be reviewed by the internship 

coordinator and either approved or rejected. 

If the agreement is rejected, please contact your internship coordinator. 

If the agreement is confirmed, you will see it under the section Request to cancel or change 

agreement and Change subsection. Request status – Approved. 


