Instructions for the Recommenders

Graduate school of Information, Production and Systems, Waseda University, uses an
online application system, “The Admissions Office (TAO)". In order for our applicants to
complete their applications, we would appreciate your cooperation with submitting
“Recommendation Letter” online as instructed below.

®Request E-mail from TAO

You will receive a request e-mail from TAO (no-reply@admissions-office.net), when our
applicant sends a request for “Recommendation Letter” on the online application system.
Please access the link provided in the e-mail to proceed.

*Please add the sending domain(admissions-office.net) to your list of accepted e-mail
senders to ensure that you receive the messages sent from TAO.

@Create an account

Choose “Recommender/Requestees” tab and click “Account registration”. Please use the
same e-mail address at which you have received the above request message. (If you
create an account with a different e-mail address from the one where you received the
request, you cannot submit the recommendation.) A confirmation e-mail will be sent to
yOu once you create a new account.

®Complete “Recommendation Letter”

Click the applicant’s request and enter required information either in English or Japanese.
Please upload PDF file of the recommendation letter. If you successfully upload it, PDF icon
comes on the screen. Then, click button. Your recommendation letter will NOT be
disclosed to the applicant.

@Submit “Recommendation Letter”

Complete to submit “Recommendation Letter” by clicking |+Submit] button. Please confirm
that the completion status is changed from |Please submit] to |[Completed| after you finalize
your letter submission.
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<FAQ>

If you have any questions regarding request/submission of recommendation letters, please read this FAQs

thoroughly before making inquiries to our office.

Question

Answer

My recommender has not
received a request e-mail from

TAO.

Has the recommender checked a folder with a different e-mail address than the one requested by the
applicant? The recommender should use the same e-mail address at which he/she has received the
request message.

If the recommender has more than one e-mail account, please be sure to communicate well with the
recommender regarding the e-mail address at which he/she intends to receive the request.

If the recommender has indeed checked the inbox folder of the e-mail address requested by the
applicant, but the request e-mail has not been received, please ask the recommender to check all e-
mail folders, including the spam and junk folders.(As the request email from TAO may go into a junk
folder).

If it does not work, please ask the recommender to add no reply@admissions-office.net or the
admissions-office.net domain to his/her safe senders list to receive messages from TAO. Also, the
institution the recommender belongs to may have restrictions on receiving e-mails. In such cases, the
institution will need to add the domain name to their safe senders list. After setting up the domain
name, ask your recommender to register for a TAO account directly at the URL below.

https://admissions-office.net/ja/recommenders/sign in

The recommender has
registered for TAO account but
has not received a confirmation
e-mail from TAO. The
recommender is unable to log
in to TAO or upload a

recommendation letter.

Please ask the recommender to check all e-mail folders, including the spam and trash folders. If
he/she still has not received the confirmation email, ask him/her to add the sending domain
(admissions-office.net) to the list of accepted e-mail senders as described above, then go to the TAO

login screen and click "Resend confirmation email" to resend the e-mail.

When my recommender tries
to register for TAO account, the
registration screen displays
"This email address cannot be

registered."

The recommender has already registered an account with TAO using this e-mail address. (No need to
register again). He/she can log in with this e-mail address. If he/she has forgotten a password for

login, please access the login screen and click "l forgot my password" and set a new password.

When the recommender logs
into TAO and checks the "List of
requests you have received",
there is no request from the

applicant in the list.

The recommender has created an account for TAO with a different e-mail address than the one the
applicant entered in TAO on the Recommendation Letter screen. Please ask the recommender to re-

register the account with the e-mail address that the applicant requested in TAO.

The recommender has entered
required information and
uploaded the recommendation
letter but got an error when
he/she clicked the Save button
and could not complete the

submission.

When entering “Recommender Information”, there are some cases of unintentional spaces before or
after letters or numbers, resulting in the entire page being unable to be saved and an error occurring.

Please try erasing unnecessary spaces in each field and then click the Save button.



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

My recommender has
submitted the
recommendation letter, but the
completion status on TAO has

not changed to Completed.

After entering the required information and upload PDF file of the recommendation letter, the
recommender should click button.

Then, complete to submit a recommendation letter by clicking button. Please confirm that

the completion status is changed from |Please submitl to |Comp|eted| after finalizing the letter

submission.

Can | change my

recommender?

If you have not completed your application on TAO, changes can be made in the “Recommendation
Letter” section on TAO.
Please communicate with your recommenders well in advance to avoid having to make changes after

the application has been completed.
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