
Sophia University German- Japanese 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. 

 

Please refer to the following web page for FAQ for application (the page will be 

updated).  

http://www.sophia.ac.jp/eng/admissions/exchangeprograms/application_info/appl

ication_faqs.html 

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 received, online application 

instructions and log-in information will be sent to you. 

 

 

Step 1: Log-in 

Go to the designated URL and log-in with ID and password. 

http://www.sophia.ac.jp/eng/admissions/exchangeprograms/application_info/application_faqs.html
http://www.sophia.ac.jp/eng/admissions/exchangeprograms/application_info/application_faqs.html


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



 
 

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



 

Please do not forget your password!! 

 

Step 2: Complete Application Information 

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

 

 

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



 

 

On Page 5, you will be required to choose a program which you wish to be 

enrolled at Sophia. Please choose “German-Japanese Exchange Program” and 

“Undergraduate” / “DEPARTMENT OF GERMAN STUDIES”. 

For students from Heinrich Heine University Duesseldorf applying for the Department of 

German Literature, please choose the DEPARTMENT OF GERMAN LITERATURE here. 

 

 

  



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. Please refer to the 

instructions in the “GJP Application Guideline” as well as “Course List” (see 

“German-Japanese Exchange Program” under “Documents” section in the online 

portal). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the page 8, please check the document to be submitted, and click “Confirm 

and Print”. 



 

 

On the confirmation page, you can preview the information you have filled in. 

Please agree to the articles of pledge and the processing of personal data. 

 

 



 

When you click “Print,” a file named “OnlineApplication.pdf” (2 pages) is 

downloaded in PDF, which must be submitted through the application portal 

together with other required documents.  

 

 

To complete the online application form, click “Submit”. 

 

DO NOT FORGET TO CLICK “SUBMIT!!” 

 

You can download 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 download the application form, please click the “Online 

Application.” 



 

 

Step 3: Upload Application Documents 

 

Download the provided form for application documents (Certificate of Health 

and Certificate of Eligibility (CoE) application form from “Documents” and 

complete the documents. 

 

 

Upload the completed documents to “Submit Required Documents”. 

 

For the list of documents to be submitted, please refer “23S_00.GJP Application 

Guideline; Details about Application Materials_23”.  

 



 

 

Step 4: Housing Application 

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

 

Click the “Housing Application.” 

 

 

If you have chosen “Sophia Associated Housings,” please number the housings in 

the order of your preference on the second page. 

After choosing the 

documents, click “upload” 



 

 

 

Step 5: Sending E-mail 

 

<<IMPORTANT!!>> 

After uploading all the required application documents through portal, 

applicants must send an email to our office, "inbound-co@sophia.ac.jp" with the 

title "Application for Exchange Program (Home Institution/ Your Name) and let 

us know that you completed online application. 

After receiving the email, 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. 

Notes: We will not start your application review until your email is received. 

Please make sure to send the email to us once your application documents are 

uploaded through portal. 

You need not to attach application documents to the email. All document must be 

uploaded through portal. If you have any documents that you cannot upload 

through the portal (e.g. a recommendation letter sent directly from your teacher), 

please let us know. 

 

 

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. 

 

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. 

 

 



 

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 

After receiving the acceptance package, you can submit arrival information 

online. 

 

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

 

 

 

May not be used 



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 


