
Sophia University Exchange Program 

Guide for Online Application Portal for Students 

 

IMPORTANT 

Log-in account, password and URL for online application portal will be sent to 

each student via email once the online nomination is completed by the home 

university. 

After receiving the email, please complete online application following the 

instructions below. 

 

Step 0: Receiving an Email for Online Application 

After the nomination from your home university is complete, online application 

information will be sent to you. 

 

 

Step 1: Log-in 

Go to the designated URL and log-in with ID and password. 

 



 

After logging-in, the page will show your current application status. 

 

 

If you would like to change your password, please click “Basic Information.” 

 

Please do not forget your password!! 

 

Step 2: Complete Application Information 

Click “Online Application” on the “Study Abroad Progress.” 



 

 

There are 8 pages in total. Please fill in all the required information. 

 

On Page 5, you will be required to choose a program which you wish to be 

enrolled at Sophia. 

If you are an undergraduate English-speaking student and wish to take courses 

(including Japanese language courses) from the Faculty of Liberal Arts, please 

choose “English-Taught Program,” “Undergraduate,” and “Faculty of Liberal 

Arts,” 



 
 

On Page 5, you also need to choose courses you wish to take at Sophia. Please 

read the instructions carefully and fill in the course code and title. You can 

search for course details using the syllabus inquiry. 

 
 

On the confirmation page, you can preview the information you have filled in. 

Please check the list of required documents and agree to the promise. 



 

 

When you click “Print,” a file named “OnlineApplication.pdf” (2 pages) is created 

in PDF. After printing the file, attach a digital photo on the first page in the 

designated box, and send a scanned copy to Sophia University via email together 

with other required documents.  

 



 

After printing the application file, please click “Submit” to complete online 

application form. 

 

DO NOT FORGET TO CLICK “SUBMIT!!” 

 

You can download and print the application form in pdf after submission from 

the top page “Study Abroad Progress.” If you would like to review the submitted 

application information or print the application form, please click the “Online 

Application.” 

 
 

Step 3: Application for Certificate of Eligibility (*online submission) 

Download the Certificate of Eligibility (CoE) application form from “Documents” 

and fill in all required information. 

 

 

Please upload the completed CoE application form to “Submit Immigration 

Information.” 



 

 

Step 4: Housing Application (*online submission) 

Notes: Housing allocation works on first-come-first-served basis. 

 

Click the “Housing Application.” 

 

 

If you have chosen “Sophia Associated Housings,” please number the housings in 

the order of your preference on the second page. 

 



 

 

Step 5: Send Scanned Copies of Application Materials 

After submitting online application, applicants are required to send scanned 

copies of all application documents by e-mail to "inbound-co@sophia.ac.jp" with 

the title "Application for Exchange Program (Home Institution/ Your Name). 

We will check all the documents and give feedback for each student in order to 

advise about missing information and documents so that they can correct and 

complete application documents. 

 

List of Documents to be Submitted 

(1) Application form (2 pages to be downloaded in PDF after online submission) 

*Applicants to the Graduate Program in Global Studies are required to attach a 

separate document which list all courses they wish to take, indicating for each the 

relevance to their degree of study in their home institution and their background for the 

course. 

(2) Letter of academic recommendation (form provided)   

(3) Official academic transcript(s)  

(4) List of courses currently enrolled (if not listed on the transcript) 

(5) Valid IELTS/ TOEIC/ TOEFL (ITP or iBT) results for English-taught program 



applicants 

(6) JLPT test report (N1) for Japanese-taught program applicants 

(7) Certificate of health (form provided) 

(8) Digital color photo (length 4cm × width 3cm *exact size)  

(9) Photocopy of passport 

 

Notes: 

- All application forms are available online to be downloaded. 

- Documents printed in a language other than English or Japanese have to be 

translated into English or Japanese and certified by the home institution. 

- Application documents will not be returned to the applicant after submission. 

 

Step 6: Application Review and Acceptance Notice 

We will send confirmation email to home university and/ or students after 

checking all application materials. If there are any problems or missing 

information on the documents, we will contact you by email, therefore please 

check your email box regularly. You can also check the required updates on the 

online application system. 

 

Please give us a reply after receiving our email about missing information or 

incomplete documents. 

 

After completing all the application materials, your application will be sent to 

the Faculty’s review. It will take a few weeks for the review and acceptance 

notice will be sent to you via email once your application is accepted by the 



Faculty. 

After the acceptance notice is sent, a digital acceptance letter and supporting 

documents (ex. Academic Calendar, Visa instructions) will be available online. 

 

An Acceptance Package including the official acceptance letter and Certificate of 

Eligibility (CoE) will be sent to your home university by post mail in the end of 

July for Autumn entrance or in early February for Spring entrance. 

 

Step 7: Arrival Information (*online submission) 

After receiving the acceptance package, you can submit arrival information 

online. 

 
Click “Arrival Form” and fill in all the required information. 



 

 

Notes: 

Airport pick-up service is available for: 

(1) Those who have made the accommodation arrangement through Sophia. 

(2) Those who have completed and requested pick-up service on the arrival form 

by deadline. 

(3) Those who will arrive at Narita/Haneda airport on the designated arrival 

date. 

(4) Those who choose a flight scheduled to arrive in Narita/Haneda between 

designated arrival time (9:00 AM to 4:00 PM). 

 

 

Contact 

If you have any questions or problems about the application procedure, please 

feel free to contact us using the email address below: 

 

Sophia University, Center for Global Education and Discovery 

7-1, Kioi-cho, Chiyoda-ku, Tokyo, Japan, 102-8554 Tel: +81-3-3238-3521 

Email: inbound-co@sophia.ac.jp 


