


1. Make sure you have received an email request for a recommendation letter.

2. Visit the recommendation submission website and create an account.

3. Enter all the personal(recommender’s) information.

4. [OPTIONAL] Scan and upload the enrollment certificate, official high school

(expected) graduation certificate, and transcript.

6. Enter the recommendation letter.

7. Complete your recommendation.



Check the email request for a recommendation letter.

Click the red button or the link 
to write a recommendation letter.

Take note of the Application number 
and Applicant PIN.

▪ This guide email will be automatically sent to a recommender once the applicant pays the application fee.
▪ If the recommender hasn’t received the email, the applicant may resend it.



Visit the recommendation submission website and create an 
account.

The application number and applicant 
PIN are provided in the guide email.



Set your password.

You can change your password by clicking the ‘Change Password’ 
button after you have registered.



Enter your password.

☜ You need to enter your set password again after logging 
out to continue writing the recommendation letter. 
Please remember your password.



Agree to the terms and conditions.

☜ Click [Agree]



Agree to the terms and conditions.

☜ Click [Agree]

☜ Click [Agree]

☜ Click [Agree]

☜ Scroll all the way down and click the red 
button to start your recommendation.



Enter your information. ▪ Fields marked with a red 
asterisk (*) are mandatory.

▼The following items will be automatically filled in. ▼The following items must be completed by the recommender.



[OPTIONAL] Upload documents if needed.

▪A recommender may upload the above documents if the school policy does  
not allow students to directly submit them.

☜ Click here to proceed to the next page.

☜ Click here to upload files.



Enter a recommendation letter. ▪ Fields marked with a red 
asterisk (*) are mandatory.



Enter a recommendation letter. ▪ Fields marked with a red 
asterisk (*) are mandatory.



If the applicant has any disciplinary history, select “yes” and enter an 
explanation.

If you answered “yes,” please enter an explanation in this entry.

▪ Fields marked with a red 
asterisk (*) are mandatory.



Complete and submit your recommendation.

91****
Applicant's name

Date of Birth

☜ Click <Submit> 
to complete your 
recommendation.

The submission must be completed before the deadline.



Complete your recommendation.

▪ If you are viewing this page, your recommendation has been successfully submitted.
▪ Recommendations can be modified during the submission period, even after submission.

▲Please verify if the applicant’s information is correct.

91****
Applicant's name

Date of Birth

Click the [Modify] button if you want to 
modify your information or recommendation. 
You may edit them before the deadline.


