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THE ADMISSIONS OFFICE (TAO)
APPLICATION MANUAL FOR HUSTEP



v Application Deadline: Feb 7t", 2025 (JST)
/Application Link : https://admissions-office.net/ja/applicant/university_recruitments/9419

- This link is shared only with partner universities. Please DO NOT share it with other universities.
- Your application will not be completed unless all steps, including the submission of documents
by the exchange coordinator at your home university, are finished within the Application period above.

Application System *PCis recommended
*Recommended System Requirements
*The Admissions Office (TAQO) - Microsoft Edge Latest Version

- Google Chrome Latest Version
- Safari Latest Version
- Firefox Latest Version

"P2-18 & P30- 35 P19 - 29
Student’s (Applicant’s) Manual Administrator's Manual
How to use TAO system to apply for HUSTEP How to upload referential documents to

TAO system to support student’s application.


https://admissions-office.net/ja/applicant/university_recruitments/9419
https://admissions-office.net/en/site

‘ Students ‘

Offering the choice of colleges from the world map

ﬁﬁ; The Admissions Office - G O tO

Applicants lecommenders/Requestees

. . .
An entrance exam system for the new era, convenient for both university and applicants.
The Admissions Office is a consortium system that covers online entrance exams in general. e l I l I S S I O l I S I ‘ e

aaaaaaa@oia.hokudai.ac.jp|

Login

I Account registration I

Create your account
from Applicants tab by

If you already have an account with The Admission Office, please login
with your email address and complete linking with Feelnote ID from the

registering your
.
personal email address.



https://admissions-office.net/en/applicant/sign_in
https://admissions-office.net/en/applicant/sign_in

ﬁmm The Admissions Office

Offering the choice of colleges from the world map

Students

Create an applicant's account ==

* Required fields

Email address =

Create your account by

registering your
S personal email address.

*Make sure to register
frequently used email address.

Middle name

Date of birth/gender

Male Female Other

Display language «

B#&:# English




Students

—

#4# [The Admissions Office] Acoount Activation URL
BEE no-reply@admissions-office.net
Dear Sasaki Tomoe2 ,
Thank wou for registering an account with The Admissions Office. CheCk your registe red
Please access the link below to complete your registration.

email inbox
This link is valid for 24 hours (0B-27-2024 10:09:08).

to complete the
Comp lete wvour registratiun . .
hitps:/ adnissions-office.net Jensapplicant /confirmat ion?conf irmat ion token=g44Tobkt VwPBGgHRmk W reglst ratlon

[ ! Attention ']

The account activation email may be
recognized as a spam mail. If you do
not receive the email, please check
your spam folder as well.




Before starting your HUSTEP application

v Make sure to prepare information and documents at hand.

v Always ‘Save’ information before moving to the next section.

v/ After you finished filling in your sections, you still need to make

a request to your home university administrator to upload official documents.
After the administrator uploaded the documents, you also need to finalize the
whole application.

¢/ You can only make application ONCE.

¢ You CANNOT amend or replace information after completion,
make sure all the information is correct before submission.



Students

ﬁ The Admissions Office

Entrance exam system Ior!he new era, convenient for botl h umniversity an pga icants,

Log in with Feelnote ID

Enter the email address and
password you registered and
log in to TAO from the link
sent by the university
exchange coordinator.




‘ Students ‘

Notice English Sasaki Tomoe2

ﬂm The Admissions Office Search schoals A;':::':: Profile Applications  Favorites Message

Search schools > Details > Department/Course > Program/Major > Admission category

=

Hokkaido University | SS#EH M | HUSTEP | (Test run) Hokkaido
University Short Term Exchange Program (HUSTEP) Spring 2025 Application

 tatndents HUSTEP Application
Beginning of application 06-24-2024 12:00:00(JST) F ro nt p a ge

Days left before the deadline 2 days left
Maximum quota 50

Click
Month and year of entrance 2025/04

‘Start my application’.

The date format for the following item(s) is "MM-DD-YYYY" :Beginning of application

7 Favorites + Start my application

—— HUSTEP Administration office

Email
E—
hustep@oia.hokudai.ac.jp




‘ Students

Search schools Air:i::‘is: Profile Applications Favorites Message I . k
Hokkaido University | SESEHEERE -
# | HUSTEP | (Test run) Hokkaido ARpicationin pTgEss
University Short Term Exchange - > >
Program (HUSTEP) Spring 2025 (Test run) Hokkaido University Short Term Exchange Program (HUSTEP)
Applicatian Spring 2025 Application
Progress 1
0/5 Deadline notification
Progress of required fields « You have 2 days left before the Application Deadline.
0/5 « To start online application by PC, please click the left sidebar. {
* ndicates a required field. To start online application by smartphone, please click the menu at the top. H U ST E P

Prepared by applicant

A I i i F
HUSTEP Application Form I —  Cancel my application B2 Message p p I cat I o n o r m

1
2025 Spring (updated) *

_— 2025-2026 Fall

Proof of English Proficiency *

Study Plan in Hokkaido
[z

[ [ )
University * Beginning of application 06-24-2024 12:00:00(JST) Ap p I I cat I o n

Prepared by person other than

applicant Application Deadline 06-28-2024 17:00:00{JST} at t h e I eft S i d e b a r.

1. Recommendation Letter, 2.
Certificate of Enrollment,
Official Transcript of Month and year of entrance 2025/04

Academic Record, 3.

University Grading System *
Examination fee (JPY)

Some document(s) have not been filled The date format for the following item(s) is "MM-DD-YYYY" :Beginning of application, Application Deadline

yet.

content confirmation

*Temporary saving is not available on this page. We recommend preparing all the
required information in advance before you begin filling in the form.




‘ Students ‘

Notice English Sasaki Tomoe2

{1[] The Admissions office Searchschools o " profie  Applications  Fouorites  Message Fi | | i N th e fo rm an d
upload required forms.

i# | HUSTEP | (Testrun) Hokkaido

University Short Term Exchange HUSTEP Application Form 2025 Spring (updated)

Program (HUSTEP) Spring 2025

Application

Progress o .

As for “Handling of
How we handle your personal data * Required r n I n

Progress of required fields

0/5 The personal information provided in this form will be collected and handled as described in "6. Privacy Policy " in "Guidelines for

Applying to HUSTEP" and "How We handle Your Personal Data". Pe rSO n a I I n fo r m ati O n ”’

P> Guidelines for Applying to HUSTEP

please download the

HUSTEP Application Form .
2025 Spring (updated) * 1. Personal data handling

consent * | understand the purpose of collecting and using my personal information, and hereby consent to the t I t f' I I 1 d
handling and use of my personal information as described above. e I I l p a e ) I I n ) a n
.
2. Please upload the Censent file here. (PDF) * u p I O a d I t .

* indicates a required field

Digital ID photo *

Study Plan in Hokkaido
University *

Proof of English Proficiency *

Prepared by person other than
applicant

Drag and drop a file here or click to browse Q ft fl I I . I I t h
1. Recommendation Letter, 2. e r I I n g a e

Certificate of Enrollment,
Official Transcript of

cademichecors. U —. information, click on
“Save and go to next”

University Grading System * C t f t | t
| onsent form template

Some document(s) have not been filled

yet.

content confirmation Save and go to next




Notice English Sasaki Tomoe2

‘ Students ‘

Al i
um The Admissions Office Search schools Asdc:‘s;':; Profile Applications  Favorites Message
s ot

Hokkaido University | SE#iEHEa U p I O a d

& | HUSTEP | (Testrun)Hokkaido

University Short Term Exchange Digital ID Photo
Program (HUSTEP) Spring 2025

Application

Progress
075 Digital ID photo

Progress of required fields

0/5 - Please upload a color photo taken within 3 months of the application date
(headshot, front-facing, without a hat, no background).

[ [
- Please do not edit or retouch the photo. D Ig I ta I D p Oto °
- The photo will be used for the application for the Certificate Of Eligibility (COE) for student visa and for your student ID.
Prepared by applicant
HUSTEP Application Form Please upload your digital ID photo here. a S a J P E G fo rI I | a t
2025 Spring (updated) * .

Digital 1D photo *

* indicates a required field.

Proof of English Proficiency *

Study Plan in Hokkaido Drag and drop a file here or click to browse
University *

Prepared by person other than

Click on “Save and g0
applicant ”
1. Recommendation Letter, 2. tO n eXt
Certificate of Enrollment,
Official Transcript of

Academic Record, 3.

University Grading System *
Some document(s) have not been filled Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center
yet.

content confirmation

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

© 2019 TAO Inc. All rights reserved

[ ! Attention ! ]
Please upload a color photo taken within 3 months of the application date (headshot, front-facing, without
a hat, no background). Please do not upload the same photo as your passport.




Hokkaido University | SS#EHER
& | HUSTEP | (Test run) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
0/5
Progress of required fields

0/5

* indicates a required field

Prepared by applicant

HUSTEP Application Form
2025 Spring (updated) *

Digital ID photo *

Study Plan in Hokkaido
University *

Proof of English Proficiency *

Prepared by person other than
applicant

1. Recommendation Letter, 2.
Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

Some document(s) have not been filled
yet.

content confirmation

A L Admi
ﬂ The Admissions Office Search schools missten Profile
e e rleges i i Schemes

Study Plan in Hokkaido University

Notice English Sasaki Tomoe2

Applications Favorites Message

Please fill in the HU Study Plan and upload it here.
*You need to list at least 7 classes.

Template link

Study Plan in Hokkaido University

I PHU Study Plan (template) *the link under construction

Please upload the file here. (PDF)

Drag and drop a file here or click to browse

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

Save and go to next

Terms and conditions  Recommended environment Handling of personal information  White paper  Deactivate your account with The Admissions Office

help center

‘ Students ‘

Upload

Study Plan in HU.

Download the template of “Study
Plan in Hokkaido University”.

Fill out the form and upload the
PDF format of it.

*When converting to PDF, please
make sure to check carefully for
any cut-off sections.

Click on “Save and go to next”




Hokkaido University | S%HE#ER
i& | HUSTEP | (Testrun) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
0/5

Progress of required fields
0/5

* indicates a required field

Prepared by applicant

HUSTEP Application Form
2025 Spring (updated) *

Digital ID photo *

Proof of English Proficiency I

Study Plan in Hokkaido
University *

Prepared by person other than
applicant

1. Recommendation Letter, 2.
Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

Some document(s) have not been filled
yet.

content confirmation

Notice

Admission

English Sasaki Tomoe2

ﬂm e Admissions Office Search schools Profile Applications Favorites Message

Schemes

Proof of English Proficiency

Please upload the score record of the English language proficiency test (TOEFL, IELTS or CEFR).

Applicants who have not taken these tests should upload the official certificate from your home university to prove that you have CEFR C1 or above

level of English proficiency.

Proof of English Proficiency

Please upload the file here. (PDF)

Drag and drop a file here or click to browse

Only files with the extension of .pdf can be uploaded. Files need to be no larger than 20ME.

Save and go to next

Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office

©2019 TAO Inc. All rights reserved

help center

‘ Students ‘

Upload

Proof of English
Proficiency

(If you have not taken
TOEFL, IELTS or any other
CEFR based test, ask your
supervisor to make the
Certificate of English
language proficiency, and
upload it.)

Click on “Save and go to
next”




Hokkaido University | S & &t
& | HUSTEP (¥=a7ILIEEEA)
Hokkaido University Short Term
Exchange Program (HUSTEP) Spring
2025 Application

Progress
0/6
Progress of required fields

0/6

* indicates a required field

Prepared by applicant

HUSTEP Application Form
2025 Spring *

Digital ID photo *
Proof of English Proficiency *

Study Plan in Hokkaido
[ET I

Checklist before submission

Prepared by person other than
applicant

1. Recommendation Letter, 2.

Certificate of Enrollment, 3.
[€] official Transcript of

Academic Record and

Some document(s) have not been filled
yet.

content confirmation

Notice® | English 4k EE
.
ﬂm The Admissions Office Search schools A:C?‘;“Sf: Profile Applications Favorites Message
HUSTEP Application Guidelines * Required
Have you reviewed all the contents of the ‘Guidelines for Appliying to HUSTEP' before applying?
P-Guidelines for Applying to HUSTEP
Review of Application
elimac Confirmed
Guidelines
Completion of Application * Required

To finalize your application, you need to click on the "Complete my application” button on the page "Confirmation of contents” after
entering all your application information and submission of documents by the exchange coordinator of your university
(Recommendation letter, Certificate of Enrollment, Official transcript and grading system) otherwise the application will not be
finalized.

Completion of Application * Confirmed

Contents after completion of application

* Required

Once the"Complete my application” button is clicked on, any further change or replacement of updated documents or information
cannot be made. When you proceed to finalize your application, please make sure to carefully review the contents beforehand.

Contents after completion of Confirmed
application *

Save and go to next

‘ Students

Click

‘Checklist before
submission' on the left
side bar.

After reviewing all the
contents written on this
page, click on
“Confirmed”.

Click ‘Save and go next’




Hokkaido University | SE#EHEER
i | HUSTEP | (7%%2) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
5/6 e—

Progress of required fields
5/6 e——

* indicates a required field.

Prepared by applicant

. HUSTEP Application Form
2025 Spring *

Digital 1D photo *
Proof of English Proficiency *

Study Plan in Hokkaido
University ™

Checklist before submission *

Prepared by person other than
applicant

1. Recommendation Letter,

2. Certificate of Enrollment,
[&] 3.official Transcript of

Academic Record and

inivarcity Gradine Quctam *

Some document(s) have not been filled
yet.

Notice®  English LK KR

P issi
m The Admissions Office Search schools ?C?IES;:; Profile Applications  Favorites Message

ern thm i g rmths

1. Recommendation Letter, 2. Certificate of Enrollment, 3. Official Transcript of

Academic Record and University Grading System

Requirements set by the university

Type of Recommender / Requestee Exchange coordinator at home university
Required number 1
Maximum number allowed 2
Request status
Completion status Open status Email address
Not submitted Unopened rkouryu@oia.hokudai.ac.jp Cancel my request

Terms and conditions Recommended environment Handling of personal infermation White paper Deactivate your account with The Admissions Office help center

‘ Students ‘

’Prepared by person
other than applicant’
section.

Press ‘Request’ button
to make an uploading
request to your home
university
administrator.




Notice English Sasaki Tomoe2
P issi

III The Admissions Office Search schools ?c':j:‘f: Profile Applications  Favorites Message
Hokkaido University | S%3SE IR
& | HUSTEP | (Test run) Hokkaido
prversy ot Bhange 1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of

rogram pring . . . .
Application Academic Record, 3. University Grading System
* Required
Progress
N
4/5 Type of
Progress of required fields Recommender [ Exchange coordinatar at home university
4/5 e———— Requestee
* indicates a required field.
Email address of the

Prepared by applicant requestea *

Digjtal ID photo *

Proof of English Proficiency *

. Study Plan in Hokkaido
University * Terms and conditions Recommended environment Handling of personal infermation White paper Deactivate your account with The Admissions Office help center

© 2019 TAO Inc. All rights reserved
HUSTEP Application Form
2025 Spring (updated) *

Prepared by person other than
applicant

1. Recommendation Letter,
2. Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

Some document(s) have not been filled
yet.

content confirmation

‘ Students

[ | Attention ! ]

Fill in your home
university
administrator/coordin
ator’s

email address.

Make sure it’s
correctly
typed in.

This email address should be your exchange coordinator’s address. Please ensure you have
confirmed with your exchange coordinator which email address should be entered.




Hokkaido University | S¥#EHEHE
1 | HUSTEP | (Test run) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
4/5 —

Progress of required fields
4/5 e—

* indicates a required field

Prepared by applicant

Digital ID photo *
Proof of English Proficiency *

Study Plan in Hokkaido
University *

V) HUSTEP Application Form
2025 Spring (updated) *

Prepared by person other than
applicant

1. Recommendation Letter,
2. Certificate of Enrollment,
[5] official Transcript of
Academic Record, 3.
University Grading System *

Some document(s) have not been filled

yet.

Notice English Sasaki Tomoe2

-y issi
1] The Admissions Office Search schools ﬁr:f;':; profile  Applications  Favorites Message

1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of
Academic Record, 3. University Grading System

* Required
Type of

Recommender / Exchange coordinator at home university -
Requestee *

Email address of the
requestee *

Termsandconditions  Recommended environment  Handling of personal information  White paper  Deactivate your account with The Admissions Office  help center

© 2019 TAO Inc. All rights reserved

‘ Students ‘

Click ‘Request’.

Your request email to
upload

necessary documents
will be sent to

your home university
administrator/coordina
tor




Hokkaido University | SE8EHER
i& | HUSTEP | (Test run) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
4 /5 ———

Progress of required fields

4/5 ]

* indicates a required field.

Prepared by applicant

- HUSTEP Application Form
2025 Spring (updated) *

Digital ID photo *
Proof of English Proficiency *
Study Plan in Hokkaido

University *

Prepared by person other than
applicant

Some document(s) have not been filled
yet.

content confirmation

Admission

.
ﬂm The Admissions Office Search schools Profile

Schemes

Notice English Sasaki Tomoe2

Applications  Favorites Message

1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of

Academic Record, 3. University Grading System

You

1 " Request completed.

Requirements set by the university

Students

"Completion status" and
“Open status” tell you

Type of Recommender / Requestee Exchange coordinator at home university
Required number 1
Maximum number allowed 1

Request status

whether your exchange
coordinator has opened or
completed your request or
not. If the completion
status has not changed for
a few days, we
recommend you remind
them.

Completion status Open status Email address

Not submitted Unepened enyl4498@elms.hokudai.ac.jp

Cancel my request

*Students, please jump to P. 29 for next steps.
This is not the end of the application, you still have steps to complete the whole application.

Request is sent to
your home
university
administrator/coor
dinator’s

email address that
you input

on the previous
page.




After your students filled in their parts, they will send you a request email through the
TAO system to ask you upload official documents.

Click the link in the request email, then create your home university’s Administration
account.

‘Administrator ‘

Mi Gmail Q x—ILEBH = ez~ @ @ m LMY
2 b €« B O B B O® & m D i 1434 ¢ >
O BErLA [The Admissions Office] 1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of Academic Record, 3. University (=3

Grading System Contact us to request / Request for 1. Recommendation Letter, 2. Certificate of Enroliment, Official Transcript of Academic
W SR Record, 3. University Grading System @& =ErL1 x
® 2=+
g g no-reply@admissions-office.net 1031058 % €
B EEEA ; ToE# v
b FE=
By B+3cER X
v E0ERB

_ 0

YL + 1%

Sasaki Tomoe2 E&1\3 IUEEAF SS3SHEEHE HUSTEP (Test run) Hokkaido University Short Term Exchange Program (HUSTEP) Spring 2025 Application [CEEEFOANS AR - BEQ—RELT. UTOSE0REEEIBLTENE
En

[E=2:m2] 1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of Academic Record, 3. University Grading System
UREERR] : 202455065288 17E500530052(JST)

he Admissions Office” (TAO)IC P/ A L. EEDETEE> TEEOELEERVVEZULET.

ffice

7. BFATRVAE (8888 RYLRRLTEREERLVEZULET.

Sasaki Tomoe2 , an applicant to Hokkaido University S5 #£#8#8 HUSTEP (Test run) Hokkaido University Short Term Exchange Pregram (HUSTEP) Spring 2025 Application, has requested you to submit the following document for them as part

email may be S Tomesd e

- Document: 1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of Academic Record, 3. University Grading System
- Submission deadline: 06-28-2024 17:00:00(JST)

.
re C 0 g n I Ze d a S a Please access “The Admissions Office™ (TAQ) by clicking on the link below, and follow the prompts to submit the document.

http: iSSi office. ign_in

S p a m e m a i I I f yo u A recommender/requestee’s account will be needed for the procedure. If this is your first time to use TAQ, please start by creating an account frem the account registration buttan
.
do not receive the
Z A —)LiE The Admissions Office” (TAO)D'SBEREEENTEDET.
. WE LU DORLEED. ERffH 38870 N ABSFET I HHUSTEP Administration office £ THEMVSHE {Z&L,
email, please check —

HUSTEP Administration office

your Spam folder <hustep@oia hokudai.ac jp>

This is an automated email from "The Admissions Office” (TAQ).

a S We I I . If you are not the intended recipient or if you have any questions about this email,
please contact the HUSTEP Administration office.




From the Recommenders/Requestees tab on
The Admissions Office (TAO), create your administrative
account.

‘Administrator ‘

English

Offering the choice of colleges fram the world map

A
m The Admissions Office

Applicants Recommenders/Requestees
An entrance exam system for the new era, convenient for both university and applicants.
The Admissions Office is a consortium system that covers online entrance exams in general.

#The login email address must match the one to which the
applicant’s request email was sent.

I
&

Account registration

orgot my password

Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center

© 2019 TAO Inc. All rights reserved



https://admissions-office.net/en/recommenders/sign_in

Create your account by registering the home university’s
administrative email address.

Administrator

i o
ﬂm The Admissions Office
Offering the chol e world map

ice of colleges from

Recommenders/Requestees English
Create an account

* Required fields

Email address «

#Please ensure consistency between the email address used to
receive the applicant’s request email and the one used for account

~ The Email address you enter here should be

e the same one used to receive the applicant’s
request email.
Male Female @ Other

Display language «

B#i (@ English

Agree with the terms and conditions

Agree with the Handling,




‘Administrator ‘

Check the registered email inbox to complete the registration.

Mi Gmail
P}

O ZERLT
fr ZH—f=
® 2zx—Zm
B EEEH
0 TE=
v BoEEB
="

Q x—Jl=tas

<

B 0 ¥ 5 0 @ B D i

[The Admissions Office] Account Activation URL ki «

no-reply@admissions-office.net
ToE%# ~

By 83

R

Dear HU Admin,

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

This link is valid for 24 hours (06-27-2024 10:36:14).

—r
=

Complete your registration

https://admissions-office.net/en/s 1mend:

token=kgsFbuEpDsCuK5fCy:

/3sF

® 7710~

@ @

10:36 (0 5380

@ ELMS

HOLLAIDG U vERs

1735 < >

2 0

b I T




Log in to TAO with your newly created account from the link

Administrator : . .
written on the request email you received.

English

A0
ﬂ The Admissions Office

Offering the choice of colleges from the world map
Applicants Recommenders/Requestees

An entrance exam system for the new era, convenient for both university and applicants.
The Admissions Office is a consortium system that covers online entrance exams in general.

#The login email address must match the one to which the

applicant’s request email was sent.

nail address

Account registration

Resend confirmation email | forgot my password




— Click the part in red t to the upl ,
‘Admlnlstrator ‘ ick the part in red to proceed to the upload screen

Notice English HU Admin & A

P .
m The Admissions Office List of requests you have

T —— received

| List of requests you have received

When the
Submission ‘What has been Who has request was Application
status School and Admission Scheme d d made Deadline
1. Recommendation
Hokkaido University | BS#E Letter, 2. Certificate
Not HEEHE | HUSTEP | (Test run) of Enrollment, coaki 06.26.2024 2024/06/28
e Hokkaido University Short Term Official Transeript of . 0128 17:00(JST)(2 >
Exchange Program (HUSTEP} Academic Record, 3. o days left)
Spring 2025 Application University Grading
~ Read more System
The date format for the following item(s) is "MM-DD-YYYY" :When the request was made
Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center

© 2019 TAO Inc. All rights reserved




Administrator

Please click one by one to upload.

You are requested to upload necessary documents.

Motice English HU Admin = A
n L List of ts you h
um The Admissions Office Stolrequestsyouhave
i ——— received

List of requests you have received > List of documents requested

Not submitted

1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of
Academic Record, 3. University Grading System

Attention

« The “Submit” button will appear once all forms have a status of “Entered”.

Document name Completion Status

Recommendation Letter Incomplete >
Certificate of Enrollment Incomplete >
Official Tr ipt of Academic R d & University Gradi

Sy:ﬁ\:\ ranscript of Academic Recorr niversity Grading Incomplete 5

— Decnnemisrequestl [ View prepared by applicant I

© 2019 TAO Inc. All rights reserved

Termsand conditions ~ Recommended environment  Handling of personal information ~ White paper  Deactivate your account with The Admissions Office  help center

Please review the documents your
students submitted by clicking
“View prepared by applicant”
before uploading all the official
requested documents.

=




Drag and upload the files.

Only PDF files are valid for uploading.

Remember to ‘Save’ it.

Repeat the same for Certificate of Enrollment and Official Transcript + Grading System

‘Administrator ‘

Notice English HU Admin & A

List of requests you have

P
E“II The Admissions Office .
Bl chace o g 5 e el g received

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

Recommendation Letter

Please upload the reccomendation letter. You can either use the template or free format from your university.

Template link

Recommendation Letter

P-Recommendation Letter (template)

Please upload the file here. (PDF)

Drag and drop a file here or click to browse

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

Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center

© 2019 TAO Inc. All rights reserved




— Make sure all are securely uploaded.
AdmlnlStrator v Recommendation Letter

v Certificate of Enrollment
v Official Transcript of Academic Record & University Grading System

Notice English HU Admin = A
Fe < ea List of ts you h
III The Admissions Office Stotrequests yol have
e ————y received

List of requests you have received > List of documents requested

1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of
Academic Record, 3. University Grading System

Any document will not be
submitted until you click on the

”+Smeit”' (StUdentS WI” nOt be Attinﬂ:l]'\isform is not yet submitted. “Submit” button must be clicked on.
able to complete their
applications until you click on S Compltion Status
the "+Submit”) e >

Certificate of Enrollment Entered >
Official Transcript of Academic Record & University Gradin;
. P Entered >
System
H { )
—  Decline this request [ View prepared by applica I h e n Cl |C k S u b ” I |t
Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center

©2019 TAO Inc. All rights reserved




Administrator Click “‘Yes’ to submit the requested official documentations.

Submit documentation request
form

28



Administrator Requested documents are safely uploaded.

Notice English HU Admin =/

um The Admissions Office List of re::u@lsv_s you have

| 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

X

‘ N4 Reseonse to documentation request form completed.

P— Sasaki 06-26-2024
Submitted Hokkaido University Short Term Official Transcript of moes Ton2s 17:000ST)(2
Exchange Program (HUSTEP) Academic Record, 3. o days left)
Spring 2025 Application University Grading
~ Read more System

The date format for the following item(s) is "MM-DD-YYVY" :When the request was made

Just in case, inform your
students that you have
uploaded all the required
documents to TAO so that they
know they can complete their
applications.

*After you upload all the
documents, automated email
will be sent to students to let
them know exchange
coordinator (you) have
completed the required process.



‘ Students ‘

—
& [The Admissions Office] Notification: 1. Recommendation Letter, 2. Certificate of Enrcliment, Official Transcript of Academic Record, 3. University Grading System submitted

BEE  no-reply@admissions-office.net

Dear Gasaki Tomoe?

HU &ddmin has submitted the following document for wour application to
Hokkaido University | SiSFErEHEE1848 | HUSTEP | (Test run) Hokkaido

University Short Term Exchange Program (HUSTEP) Spring 2025 Application. You W|” rece|ve an ema||

- Document @ 1. Recommendation Letter, 2. Certificate of Enrallment, When your home

Official Transcript of Academic Record, 3. University Grading System . . . .
university administrator

To check the status, please access the link below. Completed up|OadIng the
https:/fadnissions-office.net fenfapplicant fentries/ 105298 recruitnent recommendat ion steps/ 4545 ..
official documents.

This is an automated email from "The fAdmissions Office™ (Ta0).

If wou are not the intended recipient or if wou have any guestions about
this email,

please contact the HUSTEP fdministration office.




‘ Students ‘

Notice English Sasaki Tomoe2

b

P Ad N — .
The Admissions Office Search schools mission Profile Applications  Favorites Message
ot o of il rom e wecd e Schemes

Hokkaido University | SS#8EHEHRE
# | HUSTEP | (Testrun)Hokkaido

Universiy Short Torm Bxchonge 1. Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of
Program (HUSTEP) Spring 2025 Academic Record, 3. University Grading System

Application

:r;)iress Requirements set by the university C O n fi r m
requested
S — . 1 documents are

HUSTEP Application Form
2025 Spring (updated) ™

all securely

Proof of English Proficiency * Request status

submitted,

University * Completion status Open status Email address.

then click ‘Next’
Prepared by person other than Submitted Opened enyl4498@elms.hokudai.ac.jp *

applicant

Type of Recommender / Requestee Exchange coordinator at home university

* indicates a required field.

Maximum number allowed 1

1. Recommendation Letter,
2. Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

You are able to SUbI'HITVUUf application. Terms and conditions Recommended environment Handling of personal information White paper Deactivate your account with The Admissions Office help center

© 2019 TAO Inc. All rights reserved
content confirmation




Hokkaido University | SSsEH#ER
#% | HUSTEP | (Test run) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
5/5 ————

Progress of required fields

5 ———

* indicates a required field.

Prepared by applicant

. HUSTEP Application Form
2025 Spring (updated)

Digital ID photo ™
Proof of English Proficiency *

Study Plan in Hokkaido
University *

Prepared by person other than
applicant

1. Recommendation Letter, 2.
Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

You are able to submit your application.

content confirmation

issions Office

Confirmation of contents

Application form

Please check your application documents again.

* HUSTEP Application Form 2025 Spring (updated)
« Digital ID photo

* Proof of English Proficiency

s Study Plan in Hokkaido University

Documentation Request Form

Please check your application documents again.

Admission

Motice English Sasaki Tomoe2

Search schools Profile Applications  Favorites Message

Schemes

* 1.Recommendation Letter, 2. Certificate of Enrollment, Official Transcript of Academic Record, 3. University Grading System

Please check all the documents again.

Yes, | have checked

Termsand conditions  Recommended environment  Handling of personal information  White paper

019 TAQ Inc. All rights reserved

Complete my application

Deactivate your account with The Admissions Office

help center

‘ Students

After you checked the
Checklist, also tick ‘Yes,
| have checked’ to
confirm you checked
everything

Then click ‘Complete
the application’




Students

Complete my application

Tick the box and
press ‘Yes’ to
complete

your application.

*Once you complete the
application, you will not be able
to resubmit your documents.
Please double-check your
documents for any errors before
completing this step. If you fail to
press the “Yes” button here by
the deadline, the application will
not be submitted.




Hokkaido University | SEHEHEER
#& | HUSTEP | (Testrun) Hokkaido
University Short Term Exchange
Program (HUSTEP) Spring 2025
Application

Progress
5 ——)

Progress of required fields

5 ——)

* indicates a required field

Prepared by applicant

HUSTEP Application Form
2025 Spring (updated) *

Digital ID photo *
Proof of English Proficiency *

Study Plan in Hokkaido
University *

Prepared by person other than
applicant

1. Recommendation Letter, 2.
Certificate of Enrollment,
Official Transcript of
Academic Record, 3.
University Grading System *

Notice English Sasaki Tomoe2

Py o Admissi
ﬂm The Admissions Office Search schools mission Profile Applications  Favorites Message
ol o sk of coleges ot wocd g Schemes

Application completed

(Test run) Hokkaido University Short Term Exchange Program (HUSTEP)
Spring 2025 Application

/" View my screening results ‘i, Download my application documents B Message

X

</ Application completed.
Application i

Beginning of application 06-24-2024 12:00:00(JST)
Application Deadline 06-28-2024 17:00:00(JST)
Month and year of entrance 2025/04

Examination fee (JPY)

The date format for the following item(s) is "MM-DD-YYYY" :Beginning of application, Application Deadline

HUSTEP Administration office

Email

hustep@oia.hokudal.ac.jp

‘ Students

Your application
is completed!!




Students

—

[#] € [The Admissions Office] Notification: Your application to Hokkaido University S5 ik HUSTEP (Test run) Hokkaido University Short Term Exchange Program (HUSTEP) Spring 2025 Application complets
d

BEEE no-reply@admissions-office.net

Dear Sasaki Tomoe?

Your application to Hokkaido University BSSuEHEseis HUSTEP (Test You will receive a confirmation

run) Hokkaido University Short Term Exchange Program (HUSTEP) Spring H H H

2025 dpplication hag been completed. emall fOr your appllcatlon

completed.

htips:/fadnissions-office.net fenfapplicant fent ries, /105298 Make sure to check you receive the

e e e s s s email.

You can review the information you

This is an automated email from “The Adnissions Office™ (TAD). submitted from the link in the email.

[f vou are not the intended recipient or if wou have any guestions about

this email,
please contact the HUSTEP Administration office.

Inauiries should be directed to:
HUSTEP Administration office
<hustepBoia.hokudai.ac.jps

Thank you for your application for HUSTEP!
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