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Guidelines for Online Submission  

Preparation for using the online submission system 

Before using the online submission system, please carefully prepare the following documents.  

1) Application Form 
2) Academic Transcript 
3) English Language Transcript 
4) A Letter of Invitation from a Kyushu University faculty member. (optional) 

ü All the appropriate documents must be bundled into one file either MS Word or PDF. Therefore at least 3 documents are 
required provided you are not exempt from the English language requirement.  

ü The file size of each document must be smaller than 10MB. A zip file cannot be accepted. So you should avoid including 
high resolution images in any of the documents. 

ü In addition to these 4 documents, you must ensure that the referee report forms with letters of reference from 2 academic 
referees reach the Green Asia office before the closing date by email or post from the referee. It is your responsibility to 
communicate with your referees to ensure that this happens. 

 

Step 1 

Click the button “Create an account” 

 

 

Step 2: Make an Account 

The following form will appear, please input the required information in each field. Then click the “Make an account” button. 

 
 

Step 3: Upload Files 

By clicking the “make an account” button, the next form for uploading your files will appear. 
If you are not ready to upload your files, you can logout, and login again by using the account ID which you previously made.  
If you want to upload the application files, please select the file names for upload.  
By clicking the “SAVE” button, the data will be saved on the Kyushu University server. 

Input your information 
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Step 4: Submit your Files to the Green Asia Office 

After the files have been saved on the server, the following message will appear. 
If you are happy with the files you have just uploaded, please click the button “Submit the application documents”, after 
enabling the ’Yes’ check mark.  

 
 

Step 5: Confirmation Message of the Submission Procedure 

If the submission process has been successfully completed, the following message will appear, and an automatic confirmation 
email will be sent to your login email address. After this process, you will no longer be able to login using your email account. 
In addition to the automatic confirmation email, the Green Asia office will send another email to you after checking all the 
submitted materials for the final confirmation. If you didn’t receive the confirmation email from the Green Asia office 1 week 
after the submission, please contact us at: greenasia@ga.kyushu-u.ac.jp . 
 

Select a file 

Delete a file 

Replace a file 
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