International Admission for 2024

TAO Recommender’s Manual

1. Receive arequest email
(1) An applicant will send a request for Letter of Recommendation to the recommender through the online
application system, "The Admissions Office (TAQ)", by filling in the recommender’s email address.
(2) You will receive a request email to the email address the applicant has provided on TAO.

[The Admissions Office] Letter of Recommendation Contact us to request / Request for Letter of Recommendation

® no-reply@admissions-office.net
® - -
Recommender’s Email Address
Applicant's Name & 103 BEFRAF School of International Studies Department of International Studies Intemational Admission for 2024 (First Examination): [CHETFOANSAS - EE0—REUT. UTOSS0REFEIEVTSDET.
[&2£] : Letter of Recommendation
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Applicant’s Name an applicant to Kwansei Gakuin University School of International Studies Department of International Studies International Admission for 2024 (First Examination) has requested you to submit the following document for him/her as part of the

admissions / selection process.

Click this link.

n the link below, and follow the prompts to submit the document.

- Document: Letter of Recommendation

your email client does not allow you to click the link, please copy and paste the link into your web browser address bar and press enter.
*To begin the submission procedure, you will firstly need to create an account with “The Admissions Office” (TAO). Please click on Account registration button if this is your first time to use TAQ

Z M A—)LIZ"The Admissions Office” (TAO)D'SEEREZTNTEDET.
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School of International Studies Office
<kgusis@kwansei ac.jp>

2. Creating an Account and Login
(1) Please access the link shown in the request email.
(2) Click "Account registration".
(3) Create a Recommenders/Requestees account.

Recommenders/Requestees English
Create an account

* Required field

Emall address «

@kwansei.ac.jp
The recommender should register a recommender’s account Fasswards
with an email address to which the request email was sent. If
the registered email address for a recommender’s account is
not the same as the one you received the request email, the
recommender cannot open the request on TAO.
Last name « First name «
Gender +
@ Male Female Other

Please be sure to select "English" when you
receive a request for this entrance examination.

|splay language «

(® English

Check the boxes E JAgree with the terms and conditior

VA ree with the Handling of personal information

Creating an account

‘ Back ‘




(4) After entering the required information, a confirmation email will be sent to your registered email address.

International Admission for 2024

Please click "Complete your registration” in the email. (The link is valid for 24 hours.)

® © -

® no-reply@admissions-office.net

Dear Recommender’s name

This link is valid for 24 hours (06-29-2023 13:32:39).

Complete your registration

[The Admissions Office] Account Activation URL

Thank you for registering a recommender account with The Admissions Office.
Please access the link below to complete your registration.

https://admissions-office.net/en/recommendersiconfirmation?confirmation_token=jFrLkPxexyGUzoKRab21
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(5) Please login.

3. Submit Letter of Recommendation

(1) The "List of requests you have received" displays a list of requests from the requestor.

ﬁtﬁ The Adm'"s‘figﬁ Elfﬁce

List of requests you have

Olbring e ckcr otesliy received
| List of requests you have received
When the
Submission What has been Who has request was Application
status School and Admission Scheme requested requested made Deadline
Kwansei Gakuin University |
School of International Studies
m Department of International
o Studies | International Letterof Name 0028203
submitted Recommendation 13:28:36

Admission for 2024 (First
Examination)

~ Close
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(2) Please open the request and fill in the prescribed “Letter of Recommendation” form.

[} The Admissions ofice

List of requests you have received > List of documents requested > Prepare q

Letter of Recommendation

Letter of Recommendation

Name of Applicant

Date of Birth of Applicant

Please describe why you recommend the applicant to the School of International Studies at Kwansei Gakuin University. *

Recommender's Information

Name of Institution *

Address of Institution

Phone *

Fax

Email *

If for some reason you do not have an institutional email address, such as having already retired, please attach any
documentation showing that you are/were employed at the school.

Drag and drop a file here or click to browse

Only files with the extension of .png jpeg..jpg .pdf can be uploaded. Files need to be no larger than 20MB

Name *

Confirmation *

(3) Click "Save".
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(4) Be sure to click "Submit" button to complete the submission.

List of requests you have recelved > List of documents requested
Not submitted

Letter of Recommendation

Attention

« This form is not yet submitted. “Submit” button must be clicked on.

Document name Completion Status
Letter of Recommendation Please submit >

— Decline this request D View prepared by applicant + Submit

(5) Make sure to confirm that the submission status has been changed from "Not submitted” to "Submitted."

igi List of requests v
ﬂ The Admissions Office ist of requests y
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| List of requests you have received

When the
Submission What has been Who has request was Application
status School and Admission Scheme requested requested made Deadline
Kwansei Gakuin University
School of International Studies
Department of International
Studies | International Lettero] Name S - >
Admission for 2024 (First fecommendation Laess
Examination)
~ Close

Note:

The online application forms can be viewed and filled in only during the application period below.
First Examination: Wednesday, August 23 — Friday, September 1, 2023
Second Examination: Wednesday, November 8 — Wednesday, November 15, 2023

If you have you any trouble operating TAO, please refer to the help page below.

TAO Help Center
https://admissions-office.net/en/fag/top

School of International Studies
Kwansei Gakuin University
Phone: +81-798-54-6072
Email: kgusis@kwansei.ac.jp


https://admissions-office.net/en/faq/top

