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.]p/eng/admissions/exchangeprograms/application_info/appl

ication fags.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.

Dear TARC JOCHI.

Greetings from Sophia University!

You are nominated o our exchange program at Sophia University in Autmn Semester 2019, Spring Semester 2020

Your can access the online application at the following website using your loeg-in information below:
https://stg-=cs.cl. sophia.ac. jp/campussay

Username: FA15001
Password:

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
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SOPHIA UNIVERSITY

This system is designed to work with the following browsers:
+ Internet Explorer 8.0 or above

Username: - Mozilla Firefox

- Safari

- Google Chrome

LOGIN

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




! Study Abroad Progress = Basic Information

¥ Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application informatien on our web page hers.

Pre-Departure

Submit Cnline Application :

Incomplete (Deadline: 2019/04/10)

Incomplete (Deadline: 2019/04/10)

Incomplete
Application form

#=..  JrILRERENTVERAL

@

Letter of academic Incomplete
recommendation 2., J7LIERENTVERA. | Upload
Official academic Incomplete
transcript(s) 2., J7LIERENTVERA. | Upload

List of Courses Currently
Enrolled

Incomplete

EE..  JFTTERENTVWERA.

@

Incomplete

2. | JrILTERENTVER AL Upload

TOEFL/ TELTS(Academic)/
TOEIC test report

Incomplete

JLPT N1 test rt

s repe 2. | U7 (UMERENTUEEA, | Upload
Incomplete

Certificate of Health [ 28 | D7 LMERENTUEEA. | Upload

Drigital color photographs
(length 4cm x width 3cm
*gxact size)

Incomplete

2., Jr7LIERENTVERA. | Upload

Incomplete

Phata copy of your passport 2. | I (LIERENTUSEA, | Uplosd

for GPGS (Graduate
Program in Global Studies)
applicants; Essay explaining
motivation and academic
background for GPGS
courses

Incomplete

B JrIUBREINTVERA. | Uph

f

Incomplete

1| #E.. | IrLTERENTUE AL
2. | B | JrLTERENTUE AL
3. | EEL. | IrLTERENTUER AL
4. | R, IrILTERENTUERA.
5 | B | IrLTERENTUER AL

Upload

Others (Optional)

Submit Immigration Information :
Upload CoE Application form
(excel file)

Incomplete (Deadline: 2019/04/10) | ... | J7-LIFEREINTVEFETA-. | Upload

Submit Housing Application : Incomplete (Deadline: 2019/04/10)

Acceptance Pending screening results

Arrival Form Not Available (Deadline: 2019/T

8/18) (Available a

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



Sophia University

! Study Abroad Progress = Basic Information

B Basic Information

PERSONAL INFORMATION

Name (EN) s#MNomination

Period of Study Abroad Autmn Semester 2019
Spring Semester 2020

i} 1

Current Password | |

New Password | |

New Fassword (Confirm) | |

Please do not forget your password!!

Step 2: Complete Application Information

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

! Study Abroad Progress = Basic Information

¥ Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Denarture

Sufmit Online Application : Incomplete (Deadline: 2019/04/10)

Incomplete (Deadline: 2019/04/10)

Incomplete

FE.. | JFILTERENTVEEA. | Upload

Application form

Letter of academic Incomplete
recommendation S| Do LEERE ATV A, Upload
Official academnic Incomplete
transcript(s) CEE. JrILFERENTVERA. | Upload

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



& Online Application

Sophia University
Autmn Semester 2019 - Spring Semester 2020
Online Application

1. PERSONAL INFORMATION
. } ) .

status: Incomplete (Your application has not been submitted yet)

NAME IN ENGLISH Spelling and order of names must be exactly as shown at the bottom of the photo page of your passport. {e.g. For
P=PMNIOCHI= = SOPHIKO=ANE> = »>»>>>=>=>, the last name is JOCHI, first name is SOPHIKO and middle name is JANE.)

Mame in Alphabet F)L2F Ay REE

Your name will be automnatically converted to capital letters. A A LRSI = aREEENET.

Last(p)* JJocHI |

First{£)* |TARO |

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.

Program FOS L (O English-Taught Program 25852 A
() Japanese-Taught Program BAFEZA
() SAIMS
() LAP
| ® German-Japanese Exchange Program F-1\WE¥EHEIEIE |

Department / Graduate Program F#} - BIg* () Graduate XFkx
| ® Undergraduate 2§ |

‘ DEPARTMENT OF GERMAN STUDIES  ~




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).

0o

fixed during course registration period after arriving at Sophia, so you need not to worry about that.

Autumn Semester 2022[ Syllabus Inquiry ” IS)(ARE I

Course Code Course Title

|AANT3020 * ’HUMAN ECOLOGY: RIVERS 1

| FGS71500 ommunication 2

# scs.cl.sophia.ac.jp/campusWeb/campussquare.do?_flowExecutiofey=_c7075D612-EAE3-F7DA-4B93-DIC4A0617BE0 k... B @

[7] Syllabus inquiry./Search R
100 results (total of 178 redults)

Shows search results from1 results™8

Search results : << previous page 2 next page >>

100

1 SPRING  SPRING Mon1 Ing
2 SPRING SPRING  Moni, Thul | AANT3100 ,cro oo~ Ing
3 SPRING SPRING  Monil, Thul AART4610  SEMINAR IN ART HISTORY 1 Ing
*
4 SPRING SPRING  Moni, Thul AENG111A ENGLISH COMPOSITION 1 Ing :|
5 SPRING SPRING  Moni, Thul AGED2020 GEOGRAPHY Ing

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

and Print”.



8. APPLICATION CHECKLIST

*This questicn requires an answer.

Status: Corrections Required (FPlease make the required comrections as informed by email and resubmit)

Spring Semester 2024 Exchange Program Application Check List*

Documents to be submitted

*Application form (downloaded after completing online application form via
portal)

) Letter of academic recommendation (Form provided)

*Dffidal academic transcript{s)

List of Courses Currently Enrclled (if not listed on the transaript)

() TOEFL / IELTS(Academic) / TOEIC offidal test report

(for ALL applicants from non-English-speaking institutions applying for English-
taught program)

(1 JLPT official test report (only for applicants applying for Japanese taught
program)

*Certificate of Health (form provided)

*Digital color photo (length 4cm = width 3om, white background)
*Photocopy of passport

"] Essay explaining motivation and academic background for GPGS courses
(only for applicants applying for the Graduate Program in Global Studies)
Application for Certificate of Eligibility (CoE)

*Housing Application

When you click "Confirm & Print” or "Previcus Page" the informaticn you entered into this form will be saved automatically.

< Previous Page Confirm & 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.

1. Pledge &3

I have carefully read and agree to the following articles and hereby state my wish to participate in the Sophia Exchange Program. I promisa to follow the laws
and regulations of Japan as well as the instructions from Sophia University, be cooperative with other participants, and to work hard until the completion of the
Program. I will be responsible for my conducts and will not withdraw from the Program. In case of any violation on the matters stated in the Pledge, I
understand that Sophia University has the rght to cancel my participation in the program, and agree to fully comply with the decision made by Sophia
University without any complaints.

i3, FEOEHNSECOVWTERUASUE LT IEXZOERER OIS ANDENERELT Y. ENT3ECE. PEETITHRZICRET3CEXENL. i
DENEICAZZNTEC LFRCE SBICERDESELU FEXAZORAEET L DA TELEF - TITALTT. A8 BEEFECRLECECED. EFEET
BNEENEEETHE-TE. BEEEHELU TRV SICSELET.

II. Consent to the Processing of Personal Data A —2OEERMCET T 3RS

Sophia University shall process Personal Data in compliance with the laws and regulations of Japan pertaining to the protection of personal information and the
EU General Data Protection Regulation {GDPR; Regulation (EU) 2016/679).

After reading the “Sophia School Corporation Privacy Policy™ (for Intemational Students)

(bito: /fwww sophia.ac. jp/eng/admissions /exchangeprograms,fapplication_info/privacypolicy.html), if you consent to the processing of your Personal Data by
the University, kindly check the box below.

FFE BROLORESFECTEENEBAT —FOREVCOVT, BAREORECETZIEAEDES. EU—B7—FRERAFE2016/679 S (General Data
Protection Regulation : GDPR) &%t LATDIRLET.

[EEFRTS1) E—MUs— (BEERS) |

(http://www. sophia.ac jp/eng/admissions,/exchangeprograms/ application_info/privacypolicy.html) CORSERESLE LT, F2(CESEAT—YCHEEVICER
ZTNFEEE. UTFomy IRICFoy IEANTIERL.

I hereby promise about the articles of Pledge (I). Also, I confirm that I have read above policy (1I), understood it fully, and consent to the
processing of my Personal Data.

IDABICOLTEALET. Tk LU — (1) OFTATELCEH. T2ICEELEDAT. EAREOIEVCOLTASELET.




When you dick “Print”, a PDF file “OnlineApplication.pdf™ is created. You can open and save the file. Please upload the PDF file through the portal tegether with other
required documents.

PrintE 7w 9T F &, Onlinefpplication pdf &LV IPDF 771 LFERENET. COT4—LEMOeESE S CH—SILETF vy FO- FLT <&

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.

Academic Year 2019
 Asslicatin Pasied: Mareh 01 - ks 10, 2019)
Sophia University ( B8 k%) ‘Academic Purpose Essay T4
APPLICATION FORM FOR EXCHANGE PROGRAM (% M fSME#&) tamt

mester 2015

bt Program % .
Chasacter 772/ 4

e~ \

Undergraduate %4

i
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“Sophua School Corporetion Privacy Policy (for Intemational Students)

EEFE ™™ MAKI HAVASAKA REEEEM™ soamoym

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



X Study Abroad Progress

Hello!
Check the progress of your study abroad at SOPHIA below:

Before you start your application, please read all the application information on our web page here.

Pre-Departure

Sulgmit Online Application : Complete (2021/07/29)

Incomplete (Deadline: 2015/04/10)

Incomplete

Application form "EE. | JNERENTUSEA. | Upload |

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.

Documents

01.Recommendation Letter Form. pdf

01.Recommendation Letter Form.xisx

02.certificate of Health. pdf

CoE_Application Form Soring2019. xisx

(Sample }CoE_Application_Form_Sprng2019 xIsx

Calendar&Amival Spring 2019 pdf

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".




Pre-Departure
Submit 202 2
Incomplete (Deadline: 2019/04/10)
Application form . .
£H.., | DF-ILTRRAENTVET A Upload
I Incomplete :
Letter of academic After choosing the
recommendation BEL., | JFALAEHRENTVER A Upload
: « I
_— documents, click “upload
Official academic Tncomplete
transcriptis) £H.., | IF-IARAENTVET A Upload
List of Courses Currently Incomplete
Enrolled BE.., | IF-IARAENTVET A Upload
TOEFL/ IELTS(Academic)/ Incomplate
TOEIC test report BH... | IFLHEHRENTULER A, Upload
Incomplete
ALFT L test report 8F.. | Jr-LRRENTLERA. | Upload
Incomplete
) Certificate of Health 8F.. | Jr-LFRRENTLIERA. | Upload
Submit
[SE= kS
Digital color photographs Incomplate
(length %cm x width 3em 8F.. | I LRRENTLIERA. | Upload
=axact cize)
Incomplete
Photo copy of your passport EH. | I (LFRRANTER A, | Upload
for GPGS (Graduate
Program in Global Studies)
I
applicants; Essay explaining Incomplete
motivation and academic BH... | IFLHEHRENTULER A, Upload
background for GPGS
courses

Step 4: Housing Application

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

Click the “Housing Application.”

Subrit : Incomplete (Deadline: 2019704/ 10)

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

the order of your preference on the second page.



# Housing Application Form

Sophia University
Autmn Semester 2019 - Spring Semester 2020
Housing Application Form

*This question requires an answer.

Status: Incomplete (Your application has not been submitted yet)

e will not use the personal information on the housing application for other purposss.

HOUSING ARRANGEMENTS FE&EiE"

Housing List for Sophia and Seif Arrangement ( FEXF0ECEOFEOES—R) -
hittps://www_sophia.ac jp/eng/admissions/exchangeprograms/housingInfo costs/Housing List/index. himil

(® SOPHIA Associated Housings HEER¥0E
) SELF amangement 5280

status: Incomplete (Your application has not been submitted yet)

(e will not use the personal information on the housing application for other purposes.

HOUSING PREFERENCE TE&&32

Read housing information carefully from the link below before ranking seledtion. only rank housing options that you are willing to enter if once assigned.
Housing allocation works on first come, first served basis. Thase who cannot be placed to any of the housing options below should look for housing by your
own. *The availabilities are quite limited. we are strongly adviced o choose 2 or more housings to assure their housing arrangement.
TRUIEDEEENEL CEALL AERSESOERRIEILTT V. ERSCSSETAETIESOAHSEF IV, BRRRTTERTITLET. &
BRENRVIRSEICESTERETIEENB0ET. *ARTEASNIESNTLVETOT. Pid tE52 00 toREE D3 a8 mULET.

Housing List (FF=—%) :_https://www.sophia.ac.jp/eng/admissions/exchangeprograms/housingInfo costs/index. himl

(WOMEN) PHIA SOSHIGAYA INTERNATIONAL HOUSE

[2in ==

PHIA-ARRUPE INTERMATIONAL RESIDEMNCE
| EEAY ) | ~ERRE LR

SOCIAL RESIDEMCE HIGASHI-KOGAMEL
=SS LA R EH

KASAI INTERNATIONAL HOUSE

| SRR e o P e

AFALEA HOUSE

)\ IR

DK HOUSETOKYO NERIMA

DK J\97 B - B

DK HOUSE SHINKOIWA
DK J\JZ #iE

IO UL e

DK HOUSE MATSUDO
DK/ \ D 2AF

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 vour application review until your email is received.

Please make sure to send the email to us once yvour 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.

Pre-Departure
Subimit
zived. Documents under review.

Application form Download

Letter of academic
- Download
recommendation

Official academic HCOMRIELE

transcript(s) 885, | JFILOEREENTVERA. Upload

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.

Acceptance :




Documents

Calendar&Arrival Spring 2020.pdf Academic schedule and arrival information

Visa Instruction.pdf Visa Instructions

Course Registration and Obligation. pdf

FactSheet(Sophia). pdf Basic Information of Sophia Exchange Program

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 May not be used

After receiving the acceptance package, you can submit arrival information

online.

Acceptance

Letter of Acceptance Screening Complete (2021/07/29)
efter or AcCeprance ' '

SubrI\it Arrival Form : Incomplete {Deadline: 2019/08/18)

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

ARRIVAL INFORMATION EIEigSE

*Arrival Date and Time at the Dormitory
Required for those who arranged housing through Sophia and will directly go to the dormitory by your own. Please indicate the arrival DATE and TIME to THE
DORMITORY.

Arrival Date to Japan FEE~ | |

Arrival Time to Japan SEER* | |
(in JAPAN TIME, e.g. 14:10)

Flight number or Final Flight to Japan 2357 &8+ | |
e.g. UAB3T

Flight Number of ALL Connecting Flight(If any) iSSE | |
e.g. UA755—=UAB37

Final Depature Airport to Japan SEHFTmE- | |
e.g. San Francisco,5F0

Arrival Airport in Japan E[EZ=E | |
Narita/Haneda/Others({Alrport Meeting Service is available only at Narita
or Haneda Airport.)

Arrival Date to Dormitory  EEIEH




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



