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The Admission Office (TAO) Application Manual 
 

Contents 
1. Create TAO Account 
2. Application 
3. Contact with JDS Project Office through TAO Message 
4. Request your Confidential Statement (Prescribed Form 1) to your recommender 
5. Request JDS Project Office to confirm Application Form 
6. Final confirmation before submission and completion of application 

 
 
1. Create TAO Account 
From “Account registration”, Please create a TAO account with the name written in the same 
alphabetical characters as shown on your passport or ID.  

 
 

After filling in the necessary information, a registration confirmation email will be sent by TAO 
system. Please click the link in this email to complete the account creation process. 
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2. Application 
2-1. Login 
Please go back to the same page again, fill in the email address/password and click “Login”. 
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2-2. Start application 
Click "Start my application" under "Application details". 

 
 
This is the top page of the application form.  

 
 

  

[1] 

[2] 

[3] 
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[1] You can see detailed contents (e.g. 2. Personal Information) in the above red box on the left 
sidebar. Please fill in and upload your application materials. 
Contents can be filled out in any order and saved separately. 
 
[2] Tabs in gray shade above are not used for the JDS Program AY2025 application procedure. 
Please DO NOT touch these tabs. 
 
[3] Whenever you login again later, you can come back to the application top page by clicking 
the ”Applications” tab. In the next page below, click the application information showed in the red 
box. 

 
 
2-3. Attention for returning to previous page 
When you go back to a previous page (for instance, changing content before saving), please click 
the tittle of the application in red box in the following image. Do not use back button on your 
browser. 
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3. Contact with JDS Project Office through TAO Message 
TAO has a messaging function that enables you to exchange messages with JDS Project Office just 
like WhatsApp. If you have any questions about application, please contact JDS Project Office by 
message. 
Message tab is on the top right corner. 

 
 
On the next screen, click the application title on the left and send your message in the message 
box. When you receive a reply from JDS Project Office, an automated email will be sent to the 
email address registered to your account.  
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4. Request your Confidential Statement (Prescribed Form 1) to your recommender 

NOTE: This procedure is ONLY FOR India/Nepal applicants. 
For El Salvador, Ghana, Papua New Guinea and Solomon applicants, please go to 5. 

 
4-1. Request procedure 
To request your Prescribed Form 1 to recommender, please click “Prescribed Form 1” from left 
sidebar and make your request from the "Request" tab. 

 
 

Enter your recommenderʼs email address and click "Request" to send an email to your 
recommender. 

 
 

Request 
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After the recommender receives the request email and logs into TAO, the request status will 
change from “Unopened” to “Opened”. If the status does not change, please contact your 
recommender directly for confirmation. 

 

 
4-2. Confirmation of request completion 
When the recommender submits the requested document on the TAO system, an email with the 
following Subject/content will be automatically sent to your account email address. 
Subject: [The Admissions Office] Notification: Confirmation of the application form submitted 

 
 

Unopened 

SAMPLE 
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Be sure to click the link in the email and check if the completion status has been changed from 
“Not submitted” to “Submitted”. To prevent your application being disqualified due to the lack of 
Form 1 submitted by the deadline, be sure to regularly check the status and contact your 
recommender if needed. 

 
 
5. Request JDS Project Office for Confirmation of Application Form 

For applicants from India and Nepal, please skip and go to 6. 
 
5-1. Request procedure 
To request your Prescribed Form 1 to recommender, please click on “Prescribed Form 1” from left 
sidebar and make your request from the "Request" tab. 

 
 
After selecting the type “JDS Project Office”, the email address of each countryʼs JDS Project Office 
will come up. Click on "Request" to send an email to the Project Office. 

Not submitted 

Request 
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After the Project Office receives the request and logs into TAO, the request status will change from 
“Unopened” to “Opened”. After the request, if your other forms are fulfilled, you can proceed to 
completion of application. 
 
6. Final confirmation before submission and completion of application 
Once you have filled out the entire contents, you will be ready to click “Complete application” in 
the Content Confirmation page below. If everything is OK, check “Yes, I have checked” and click 
“Complete my application” button. After clicking the button, final re-confirmation popup will 
appear. Choose “Submit” to complete your application. 

 
 

ATTENTION 
Once you press "Complete my application" button, you will NOT be able to modify your 
application. Requests for modifications shall be discussed with JDS office if necessary. 

However, even if you have temporarily saved your application, you can modify your document as 
many times as you like until you press "Complete my application". 

JDS Project Office 


