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How to nominate your students online 
-for university coordinator/nominator 

This is a guideline for the university’s international coordinator/coordinator for 
nominating your students to participate in the programs at Shibaura Institute 
of Technology (SIT).  
We used to accept nominations via email but from Spring 2021 entry, we ask 
the coordinator/nominator to nominate students through the online application 
system called The Admission Office (TAO).
Please follow this guideline when nominating your students. 

Contact us if you encounter any problems : 
global-admission@ow.shibaura-it.ac.jp

mailto:global-admission@ow.shibaura-it.ac.jp


Step 1
During our application process, each student is asked to send a request to 
his/her nominator to submit online nomination form. 
*Student will send the request in The Admission Office (TAO).

You (as a nominator) will receive a request via email. 

Your name

Student name

Sample-email

Click here to proceed.

Program name. (It differs based on 
the student’s program selection.)



Step 2
Login to The Admission Office.
The email link will lead you to the TAO login page. 

Select Recommender

You may change the 
language setting.

Please create an account 
if you are a new user.  

We recommend that you 
share the same account 

within your office in case 
the coordinator changes.



Step 3
Select student(s) to nominate.
After the login, you will find a list of student(s) who have sent the nomination request. 

The status is shown here. Click on the student’s 
name to nominate. 

Student name

Student name

Student name

Student name



Step 4
Check student’s application and complete the items.
You will have two items to complete, section (A) and (B). 

Click here if you need to 
REJECT the request.  

Always use this tab 
to return to the 
previous page. 

Click here to check student’s 
application progress and 

uploaded documents. 



Step 5
Complete (A) Nomination for Student Exchange.
Please fill in all the information and save. 

Do not forget to SAVE. 

After completing / saving 
section (A), please click “List of 

Documents” and move onto 
section (B).  



Step 6
Complete (B) Nomination for student exchange (Transcript and GPA).
Please upload student’s transcript and fill in the GPA information. 

Please upload 
student’s transcript 

in PDF format. 



Step 6 (cont.)
Complete (B) Nomination for student exchange (Transcript and GPA).
Please upload student’s transcript and fill in the GPA information. 

Always use this tab 
to return to the 
previous page. 

Please follow the instruction carefully.
GPA information should match the
one provided by student.

IMPORTANT NOTE:
If your students have 2 GPA records,
one with F(fail) grade and one
without F(fail) grade, please use the
one that includes the F grade.



Step 6 (cont.)
Complete (B) Nomination for student exchange (Transcript and GPA).
Please upload student’s transcript and fill in the GPA information. 

E.g. SIT grading scale

Please upload the grading 
system/grading scale in PDF format. 
(Example of the grading scale is shown in the right.)

Do not forget to SAVE.



Step 7
Complete the nomination process.
Please check the status before the submission. 

Please make sure the status is 
changed to “entered” on both sections 

(A) and (B), then click submit.



Additional Note
Confirmation email will be sent.  
When you submit the nomination, STUDENT will receive the confirmation email. 

Sample-email

Student name

We ask you to kindly follow up with your student(s) to make sure the whole application process will be completed in time.
Student(s) will not be included in our applicants list if the application is not submitted correctly.
Thank you very much for your cooperation.
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