
The Admission Office（TAO）Application Guide 

 

Submit your application via The Admission Office (TAO). No need to send application documents 

by mail. 

TAO : https://admissions-office.net/ 

 

1. Create your TAO Account 

① You must create a TAO account first with the legal name written in alphabet on your 

passport from “Account registration”. 

② After filling in the necessary information, registration confirmation mail will be sent. Account 

creating process is completed to click the link in the email. 

 

  

 



2. Application 

NOTE 

Outside of the application period, our admission page will not appear in the search. Please work 

on during the application period. 

 

① After logging in TAO, enter “Waseda University” and “Graduate school of Commerce” from 

“Admission Schemes” menu. 

*Application form is displayed only during our applicaion period. 

② Please select your preferable admission from the search results. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

③ Click "Start my application" under "Application details." 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

④ Follow the instructions shown on TAO, fill in and upload your application materials. You can 

see the details to click on each item. 

 

 

 

NOTE 

 Be sure to submit the documents in PDF 

format. No other format expect for PDF 

cannot be accepted (Expect for the 

Certificate of Payment and the face 

photograph). 

 Please ignore the last three letters when 

selecting the project research, as they are 

used in the application process. 



 

3. Request your evaluation form to your recommender 

① To request your evaluation form to recommender, make your request from "Make a Request". 

 
 

② Enter your recommender’s e-mail address and click "Request" to send an e-mail to your 

recommender. Your recommender will receive the request email from TAO. Follow the 

instructions in the email and have your evaluation form submit on TAO. 

 

 
 

 

 

 

 

 

 

NOTE 

・ The format of Evaluation form can be downloaded from our website. 

・ Recommender also need to create TAO account. 

・ Self-recommender must create another account with a different email address which 

registered with TAO as an applicant. 

 



4. Complete your application 

① When your recommender uploads the evaluation form on TAO, the email will be sent to you. 

Then confirm the status of the document submission from the link in the email. 

 

 

② To click “content confirmation” button after confirming all your documents completed. 

Then click “Complete my application” after check “Yes, I have checked” check box. 

 
 

 

 

 

 



③ Complete your application to click “Yes” after checking “Apply after you review the above” 

 

 

 

5. Other 

Please check your email or TAO message regularly in case we will contact you regarding your 

application.  

NOTE 

・ Be sure to click “Complete my application” 

button in order to submit your application. 

Failure to complete submission will result in 

your documents not being screened. 

・ Once you complete your application, you will not 

be able to modify your application. Requests for 

modifications cannot be accepted after you have 

clicked "Complete my application” button. 

・ Even if you have temporarily saved your 

application, you can modify your document as 

many times as you like until you press 

"Complete my application" button. 

・ Please confirm your application status from the 

applications tub. 


