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The Admission Office (TAO) Application Manual 

For Recommenders 
 
1. Create TAO Account 
A registration email will be sent to you via TAO automatically once an applicant registers your 
email. Please click the URL link in the email and create a TAO account as 
“Recommenders/Requestees” from “Account registration”.

 
 

After filling in the necessary information, registration confirmation email will be sent. Please 
complete the account registration process by clicking the link sent by TAO system in the email. 
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Please go back to the same page again, fill in the email address/password and click “Login”. 

 
 
2. Uploading Prescribed Form 1 
This is the top page of the recommender/requestee form, where you can confirm all request 
information and status. You can come back to this page by clicking “List of requests you have 
received”, highlighted box in blue. 

 
 
  

SAMPLE 
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After clicking a request, please continue to the document attachment page. 

 
 
Attach Prescribed Form1 in PDF format and save. 
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When “Completion Status” changes from “Incomplete” to “Entered”, please click “Submit”. 

 
 
Once the Completion Status changes from “Entered” to “Completed”, the procedure has been 
completed successfully. 

 

 
 


