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.

Dear TARC JOCHI,
Greetings from Sophia University!
You are nominated o our exchange program at Sophia University in Autmn Semester 2019, Spring Semester 2020

Your can access the online application at the following website using your loeg-in information below:
https://stg-=cs.cl. sophia.ac. jp/campussay

Username: FA15001
Password: tusjbydt

Step 1: Log-in
Go to the designated URL and log-in with ID and password.

o EEOREA

SOPHIA UNIVERSITY

This system is designed to work with the following browsers:
+ Internet Explorer 8.0 or above
Username: - Mozilla Firefox
- Safari
- Google Chrome

Password:




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

Sophia University

I Study Abroad Progress = Basic Information

X Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Departure
Submit Online Application : Incomplete (Deadline: 2019/04/10)
Submit Reguired Documents : Incomplete (Deadline: 2019/04/10)

Incomplete (Deadline: 2019/04/10)
Submit Immigration Information :
< 2 Upload

Submit Housing Application : Incomplete (Deadline: 2019/04/10)

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

Sophia University

I Study Abroad Progress = Basic Information

B Basic Information

PERSONAL INFORMATION

Name (EN) s#MNomination

Period of Study Abroad Autmn Semester 2019
Spring Semester 2020

m FA13001

Current Password | |

New Password | |

New Password (Confirm) | |

Please do not forget your password!!

Step 2: Complete Application Information

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



Sophia University

I‘ Study Abroad Progress = Basic Information

X Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Departure

Su Incomplete (Deadline: 2019/04/10)

Submit Required Documents - Incomplete (Deadline: 2019/04/10)

. o . Incomplete (Deadline: 2019/04/10)
Submit Immigration Informiation - o Upload

Submit Housing Application : Incomplete (Deadline: 2019/04/10)

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

&8 Online Application

Sophia University
Autmn Semester 2019 - Spring Semester 2020
Online Application

1. PERSONAL INFORMATION

FThie - 1 - e

Status: Incomplete (Your application has not been submitted yet)

NAME IN ENGLISH Spelling and order of names must be exactly as shown at the bottom of the photo page of your passport. {e.g. For
P=PMNIOCHI= = SOPHIKO=ANE> = »>»>>>=>=>, the last name is JOCHI, first name is SOPHIKO and middle name is JANE.)

Mame in Alphabet F)L2F Ay REE

vour name will be automatically converted to capital letters. A AL EESFF=ICEETE=NEd.

Last(p)* |JO'CHI |

First{&)" |TARO |

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,”



&8 Online Application

Sophia University
Autrmin Semester 2019 - Spring Semester 2020
Online Application

5. STUDY PLAN

Page5>

Status: Incomplete (Your application has not been submitted yet)

Program OS5 f1* (O Japanese-Taught Program B#3EZ A
@ English-Taught Program 558
O SAIMS
O Lap
() German-Japanese Exchange Program F-1WESRIEHEE

Department / Graduate Program £#i - I+ ) Graduate E[RE
® Undergraduate Z&0

GREEN SCIENCE COURSE
GREEN ENGINEERING COURSE
DEPARTMENT 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.

Autmn Semester 2019

Course Code Coursze Title

|AJF‘N1].1 |Japanese 1

|RPH341 |Japanese Religions

e ET =Ty

Course Code Course Title

|AJPN112 | |Japanese 2 |

IBE306 Management Accounting
| | | |

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.



8. APPLICATION CHECKLIST

Autumn Semester 2019 Exchange Program Application Chedk List

[ Application form (printed after online submission)
kA Letter of academic recommendation (form provided)
kA official academic transcript(s)
List of Courses Currently Enrolled (if not listed on the transaript)
TOEFL / IELTS{Academic) / TOEIC official test report
(for ALL applicants from non-English-speaking institutions applying for English-
taught program}
[ JLPT official test report (For applicants to departments/ graduate programs
taught in Japaness)
[A cartificate of Health (form provided)
[ 2 color photographs (length 4cm = width 3cm *exact size)
[A Photo copy of your passport (and visa, if you have any)

Promiss %7

an applicant for admission to Sophia University, hereby promise to obey the laws of Japan and the regulations laid down by the government for the conduct of
students coming from abroad. I am fully aware that a serious violation of these laws and regulations may be followed by expulsion from the University and

deportation from the country.
During my study abroad, I promise to take credits by semester according to the criteria of Sophia University and to finish the final examinations. In particular, 1

promise not to abandon my studies in the middle of a semester for any reason nor will I ever ask for special amrangements at Sophia University, such as early
scheduling of examinations, in order to return to my country earlier than the academic calendar permits.

Upon completion of the exchange studies, I give Sophia the right to release my academic transcript to the home institution.

Finally, I de not hold the school responsible for my personal conduct or for my personal debts or fines imposed upon me for violations of laws.

CClc. BSERMOSELTEABEASEES UTOTWICETIERICHES T oV F 7. CNESOESICAR T3 O &IFEn SnkiEs SUBsEN SOEMCRS
CEEFHULTVET. B9, EAYOERCE- THHESCHIEEL. SRS T 30TV ELET. WHGSBRAICHSVWTEEEDETTHYE
WELULD. FEETHONETIHIC LEAY TOEREE0E HfL SHALRERERSS LS LRV TELEEA.

S EREYEERN T EC R R OBRA BRI LERNTT.

=B, F2 e ZEEELLOERTA OV TOREEAEICENES TRV ELERA.

A T hereby promise. W¥ILEFT

‘When you click "Print”, a PDF file “OnlineApplication. pdf” is created. You can open and save the file, so please print the pdf file and send it to Sophia University
together with other required documents.
PrintE7.)w Z5&&. OnlineApplication pdf &L\ SPOFT 7 1ILHERENFT. COT7—LEARILT. MOUERES—HC EEBAFICEELTUIEW,

Submit >

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.

Academic Year 2019

( Aplcon Puieds March 0] Ape 16, 2015)

W) LA

Sophia University (E&KF)
APPLICATION FORM FOR EXCHANGE PROGRAM (ZREZHE

o, piriencs Lotk perssnaly s

EEFFCHECHET SR L AE 3

N BANY SeL o T a b 37, Sneo S AT B LA S nao RS
a8 2 RALTVZT FEsis ERTED b R ey ey

D RN A A et PRI RN IR

i 30y
S &r AL AR LR
E B e F e TR L A

Applicant’s name Dste (vyvy/Mna/oD)
SEERE EHCE/A/E) 2018/11/28

asenlll sspaneze | Asenllz

e spanese Religions 1EE205




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

< Previous Page | Submit > |

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.”

X Study Abroad Progress

Hella!
Check the pregress of your study abread at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Departure

Sutl'rit online Application - Complete (2018/11/26)

Submit Reguired Documents : Incomplete (Deadline: 2019/04/10)

Incomplete (Deadline: 2019/04/10)

. n

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.

Documents

01.Recommendation Letter Form. pdf

01.Recommendation Letter Form.xlsx

CoE_Application Form Soring2019. xisx

(Sample }CoE_Application_Form_Sprng2019 xIsx

Calendar&Amival Spring 2019 pdf

Please upload the completed CoE application form to “Submit Immigration
Information.”



X Study Abroad Progress

Hella!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Departure

Submit Online Application - Incomplete (Deadline: 2019/04/10)
Submit Reguired Documents : Incomplete (Deadline: 2019/04/10)

Submit Immigration Information : ' S — -&ﬂ -Upload

Submit Housing Application : Incomplete (Deadline: 2015/04/10)

Step 4: Housing Application (*online submission)

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

Click the “Housing Application.”

Pre-Departure

Submit Online Application - Incomplete (Deadline: 2019/04/10)
Submit Required Documents : Incomplete (Deadline: 2015/04/10)

Incomplete (Deadline: 2019/04/10)

Subrmit Immigration Information -

Subgnit Housing Application : Incomplete (Deadline: 2019/04/10)

If you have chosen “Sophia Associated Housings,” please number the housings in
the order of your preference on the second page.

# Housing Application Form

Sophia University
Autmn Semester 2019 - Spring Semester 2020
Housing Application Form

*This question requires an answer.

Status: Incomplete (Your application has not been submitted yet)

we will not use the personal information on the housing application for other purposes.

HOUSING ARRANGEMENTS TE&&iE+

Housing List for Sophia and Self Arrangement  ( HERSFOBEfS2FEOEES—R) -

hittps://www_sophia.ac jp/eng/admissions/exchangeprograms,/housingInfo _costs/Housing _List/index. hitrnl

(% SOPHIA Assodated Housings FEAFDE
(O SELF arrangement 52580




we will not use the personal information on the housing application for other purposes.

HOUSING PREFERENCE TE&4#22

Read housing information carefully from the link below before ranking selection. Only rank housing options that you are willing to entar if once assigned.
Housing allocation works on first come, first served basis. Those who cannot be placad to any of the housing options below should look for housing by your
oW *The availabilities are quite limited. We are strongly adviced to choose 2 or more housings to assure their housing arrangement.
TFEULOEDESEAELCBALL I ERSESOEIRUEZLTT V. ERSAVCESETAET IES0HHEU I, ELRRREMATIIVEs. B
ERENEVRES ISR TIRET3HENE0ET. *ABTSHEASNESNTUETOT. 35220 EoFEEE D3l 2880 LET.

Housing List (TE&—%) -

(WOMEN) SOPHIA SOSHIGAYA INTERNATIONAL HOUSE
EEEEETaE

SOPHIA-ARRUPE INTERNATIONAL RESIDENCE
FERET AR ER

SOCIAL RESIDENCE HIGASHI-KOGANEL
U—Zrr )Ll AR E

[

KASAT INTERNATIONAL HOUSE
R A —F a3 FIGA
AZALEA HOUSE

FEUFNDGZ

DK HOUSETOKYO NERIMA

DK J\S R 2 -

DK HOUSE SHINKOIWA
DK W23 #E

[

DK HOUSE MATSUDO
DKNDZHEF

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 X 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.

X Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on cur web page here.

re-Departure
Submit Cnline Application : Complete (2018/11/26)

Incomplete (Deadline: 2019/04/10)
Missing Docs:

* Photo copy of your passport

- TOEFL/ IELTS{Academic)/ TOEIC test report
Submit Immigration Information : Complete (2018/11/26)
Submit Housing Application : Incomplete (Deadline: 2019/04/10)
Acceptance Letter : Screening Complete (2018/11/28)
Submit Arrival Form : Resubmit (Deadline: 2019/08/18)

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.

I Pre-Departure:
Submit Online Application :

Submit Reguired Documents :
BFERIES

Submit Immigration Information :
Upload CoE Application form (excel file)

Submit Housing Application :

Acceptance :

Letter of Acceptance

Armrival Form :

Documents

Calendar&Arrival Spring 2020.pdf

Visa Instruction.pdf

Course Registration and Obligation. pdf

FactSheet(Sophia).pdf

mplete (2019/10/26) | Download

Academic schedule and arrival information

Visa Instructions

Basic Information of Sophia Exchange Program

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,

online.

you can submit arrival information

Pre-Departure

Submit

Submit
Submit Immigration Information :

Submit

Submit

ete (2018/11/28 Download

Acceptance Letter - Screening Complete (2018/11/28

Incomplete {Deadline: 2015/08/18)

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




Airport Meeting Service ZEEiSilr— 1 2 428-

O Apply EBETE
() NOT apply B2 L7
ARRIVAL INFORMATION BEEES

*Arrival Date and Time at the Dormitory
Required for those who arranged housing through Sophia and will directly go to the dormitory by your own. Please indicate the arrival DATE and TIME to THE
DORMITORY.

Arrival Date to Japan FEBE~

Arrival Time to Japan SEER*
(in JAPAN TIME, e.g. 14:10)

Flight number or Final Flight to Japan 2357 &8+
e.g. UAB3T

Flight Number of ALL Connecting Flight(If any) ZS&5E
e.g. UA755—=UAB37

Final Depature Airport to Japan SEHFImE-

e.g. San Francisco,5F0

Arrival Airport in Japan EETE
Narita/Haneda/Others(Airport Meeting Service is available only at Marita

or Haneda Airport.)

Arrival Date to Dormitory FZIEH

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



