Shibaura Institute of Technology

How to nominate your students online

-for university coordinator/nominator



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.

Sample-email
[global-admission:50704] [The Admissions Office] Notification: Nomination form X B8 B
submitted =EFLA x
no-reply@admissions-office.net ow.shibaura-it.ac.jp £ 7A15H(K) 1402 (6 Hal) Y% &
To global-admission ~
¥ RE- > OAE- AvU—IEHR ROSECENCT B: BB X

has submitted Nomination form for the application for Shibaura Institute of Technology / SIT mobility programs / Course-Taking Sandwich Program /
202151 (FERSAR) .
Please access the following link and check the request.

Check the request

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

xsions-office.net/applicant/entries/3139/recruitment_recommendation_steps/226

Click here to proceed.



Step 2

Login to The Admission Office.

The email link will lead you to the TAO login page.

i N
ﬂ The Admissions Office

Offaring the choice of collages from the warld map

The brand new admission system both for colleges and applicants

Consortium-style system The Admisisons Office knows everything about application process.

Applicant

You may change the
English language setting.

Recommender /

Requestee
Select Recommender

Please create an account

if you are a new user.
We recommend that you

Create a new account share the same account

Resend confirmation email

within your office in case
the coordinator changes.

Forgot my password.




Step 3

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

Aw

Hm The Admissions Office List of Request Forms
g e s 8 e e o

Notification | Notice of Credit Card Payment Malntenance on 6/25(Fr} and 6/29{Tue} JST 2021/06,24

Shibaura Institute of Technology
SIT bili
! mobility programs / Nominati

The status is shown here. Course-Taking Sandwich on Student name
Program / 2021 Fall Online

Course-Taking Program® JE—

Click on the student’s

name to nominate.

Shibaura Institute of Technology
| SIT mobility programs [

Nominati Jun 18, 2021
Course-Taking Sandwich ominatt un s, - >
R on Student name 0l:4Zpm
Program / 2022 Spring Entryd) 3
e
Shibaura Instituta of Tachnology
| SIT mobility programs [ _— 2021/09/01
N t May 25, 2021
Course-Taking Sandwich or:ll-lna ! Student name T;.-Eiam 00:02(64 days >
Program | 2022 Spring Entryd) 3 : left)

E—{flywire)

Shibaura Instituta of Technology

{ SIT mebility programs / L
Course-Taking Sandwich Non;l-lnatl Student name Mi{}:ﬁ’j:n - b

Program / 2021 Fall Entry -NOT :

OPEMED IN PUBLIC




Step 4

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

Nomination

Always use this tab
List of Request Farms to return to the
previous page.

Farm

A) Nomination for Student Exchange

B} Nomination for student exchange (Transcript and GPA)

Click here if you need to

REJECT the request.

—  Reject Request B View Application Documen its

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.

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

Documents” and move onto
section (B).

List of Request Fornf§ = List of Documents > Preate A New Request Form About app[icam

A) Nomination for Student Exchange

Hame of the applicant {In

English and CAPITAL Mumber of characters : 0 | 200
LETTERS) *
Program period * Fall somester only
Mzke sure It Is samea as your student answar.
About nominator The applicant's English 1. The applicant's first language Is English.
proficiency * 2. The applicant Is taking the English-based degree In his/her home university.(Not
Itis preferable that the nominator should be the university coordinator with who SIT international office can course)
make contact. 3. The applicant has CEFR B2 or higher level.
4. If the applicant does not apply above 1, 2, nor 3, the applicant has a letter of
recommendation from his/her office/supervisor stating that his/her English level is
Ara you the personin Yes (I'mthe person in charge of the student exchange for my student) T:E:Ex::rﬁe;r:::i ::L":lg:'; :‘;”13”5'1-
charga of sending your
student/s to abroad? *
Status at SIT * Undergraduate Graduate

In SIT, The undergraduate degree |s from 1st year to 4th year of Bachelor, the graduate degree Is from 1st year to 2nd
wear of Master and 1st to 3rd year of Doctoral. If your student Is higher than Bachelor 4th year when they belonged in
Number of characters : 0 [ 200 SIT, check on the "Graduate™.

Name (in English) *

Title (ex. International

coordinator) Number of characters -0 | 200 “

Do not forget to SAVE.




Step 6

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

List of Request Forms = List of Documents = Create A New Request Form

B) Nomination for student exchange (Transcript and GPA)

Transcript and GPA (grade point average) of the applicant

Upload the nominee's transcript (Academic record in English with its grading system) *

Please upload
student’s transcript
in PDF format.

Drag and drop a file here or click to browse

You can upload files with the following extension: .png .jpeg .jpg .pdf. The maximum wpload sire is 20MB.

Fill in his/her total GPA

For example, if his/her GPA is 2.45 on a 4.00 point scale,
for 1) fill in "2.45"

for 2) fill in "4.00"




Step 6 (cont.)

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

“Foul can wpicad fles with the following etaredon: g Jpog |pg paf. The maimum upioad s i 20ME.

Hillin his/her total GR

For exampie, i bitsiher GP & 2.45 on 2 4.00 point scale,
for 1 il in"2.45

ffoe ) @l in 4,00

*IF his/her latest semestor's GP is yet. not decided, fill in the awvailable GPA

**If beefshic i Miastor 1 and the 15t semesters GI has not yet decided, fillin the total GPA when you were in
undergradisate.

==} he/she is a docioml student, fl in "Docioal student™ for 1) and 7).

****|f hejshe s a Freshman planning to come to ST from 2nd semester and your 151 semester's G has not yet
decided, fillin “Hewly freshiman™ for 1) and 7]

Always use this tab

1] Homines GF# for. 3.25) to return to the
: e m——— previous page.

G okl
7 G scale used [ex
400 Humber of chaaciars -0 | 200
If hisfher written GPW is different From the description in the upl 4 ipt, il will affect his/her accoptance and
SIT scholarship result. . .
i you hare amny concern, contact "global-admissiondow.s hibawa-it.acjp” for the procedure. The Email tithe must be Please fO||0W the |nStrucuon carefu"y-
PG Pl e Concem A A o e GPA information should match the

one provided by student.
IMPORTANT NOTE:

If your students have 2 GPA records,
one with F(faill 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.

..
[;“Il The Admissions Office List of Request Forms|
~

E.g. SIT grading scale

Grading system of the applicant's university

Pleasa confirm page 9 of the following document and then upload it. Undergraduate Graduate
https:/fwww.shibaura-it.ac.jpfenfalbums/abm.php? [
d=1706&f=abm00014022. pdf&n=How_to_nominate_your_students_Shibaura_lnstitute_of_Technology_202103.pdf S 100'90
A 85-80 100-80
Upload the grading system/grading scale of the applicant’s university * PQSS
B 79-70 79-70
C 69-60 69-60
D 59-50 58-50 )
Drag and drop a file here or click 10 browse Fall
F 49-0 49-0

You can upload files with the, o extension: pdf The maximum upload size is 20MB.

Do not forget to SAVE.

Please upload the grading

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




Step 7

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

List of Request Forms > List of Documents

Submit this request form
Nomination
Form Status
A) Nomination for Student Exchange @ »
B} Nomination for student exchange (Transcript and GPA) m >

—  Reject Request [} View Application Dacuments +  Submit

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

no-reply@admissions-office.net ow shibaura-it.ac jp 28

To global-admission «

Ha HE~ > BFE - AvtE—TEER

global admission has submitted Nomination for the application for Shibaura Institute of Technology / SIT mobility programs / Course-Taking Sandwich Program / 2021 Spring (sample) .
Please access the following link and check the request.

Check the request

hitp://admissions-office.net/applicant/entries/317 4/recruitment_recommendation_steps/246

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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