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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari
Edge

Smartphone, etc. User iPhone: Safari
Android: Chrome

*The operation confirmation terminals have been determined as a result of checking and do
not guarantee proper operation.

*The images may not be properly displayed depending on the model or browser.

*The operation was confirmed with the latest version as of the date when it was performed.
*The service may be available from a terminal that does not meet the system requirements
described in the terms of use or other than the operation confirmation terminals, but NTT West
does not guarantee proper operation with such a terminal. Some of the screens may not be
displayed or work correctly.

Inquiry about the System

& NTT West Call Center for Certificate Issuance Service (Only available in Japanese)

Phone 06-6809-4327

Reception

hoUrs 24 hours

Copyright © NTT WEST,Inc. All Rights Reserved. 3



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.1 Registration of New Email Address *for first login

REF—L_R—=Y TN

Access the link to certificate issuance
service found on the website of the
university and access the Student Login
page.

H-EREFRTIAE, B PSER - OJ X LTERD

#FE0s

+TRCEEQCTRS - FASOUERTE
LF T T

ITUEER

1T
ald

2ZEMIXE=TVAA FFOTILT
3EETORITRD
HFEUMDIRS - P23 - FHABESCELILTE SFEEOLCTHEERT>T4REYD

—BTORT

Enter the “User ID” and “Password” you use
at university.

s

h AFEE

< mg.79f.3097 @s.thers.acjp
NKZAT—FOAS

JAT-FEEhaes

click the “Login” button.

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

i | University Mail address setting

»

(4

Mail address

! dall agdress

Check

(] ail address

8 Note

!Be gsure to read the Notes,

* Press the "Confirm” button. A confirmation
message will be sent to the designated email
address

+ Access the URL described in the
confirmation message and finish by setfing
your email address.

« It may take a while fo send the confirmation
message.

« “You may mot be able to receive the
confirmation message addressed to a free
email =-~

*Check the following if you did not receive the
confirmation message after 30 minutes:
1. Is the email address you entered correct?
2. Did you enter any unnecessary spaces, efc.?
3. Did you enter single-byle alpha-numerical
characters?
4. Is the email address you added to the
exception list for spam emails correct?

(5]
=

[~ J vy Set mail address

A confirmation mail has been sent. 6
Access the URL shown in the confirmation mail and
complete the setfing of a mail address.

Copyright © NTT WEST,Inc. All Rights Reserved.

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

For the first login, the screen is displayed
for registering an email address. Enter the
email address you wish to register in the
“Mail address” and “Check” fields.

Read the “Note” and then click the
“Check” button.

A message is displayed on the screen, and
a confirmation notification is sent to the
registered email address.




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

Email Message Click the one-time URL in the email body text
, , to complete the registration of the email
You can register your email address. address
Access the following URL and finish by setiing your email address. o .
0 *The URL has an expiration time, so please
htips:// sweeer e complete the operation within the displayed time
Blje date for the U;{LIA_U I?:Dumyi;:ﬂes “m It.
lnquiries]

*Inquiries about payment method, and operations and
failure of the system*

When the “Mail address setting complete”
screen is displayed, click the “Move to
§ mevnersty - Mail address setting complete Login Page” button to perform login.

The mail address has been set.

From now on, information from the system will be
delivered to this mail address.

You can change the mail address in the menu

after login. g:,

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,

follow the on-screen instructions.
|2.2 How to Log In

Access the link to certificate issuance
service found on the website of the
university and access the Student Login
page.

PRS- FREONERTE
At-E DF

&L

Enter the “User ID” and “Password” you use
at university.

o it
N AR *For the first login, you need to register an email
“ mg.79f.3097 @s.thers.acjp address. . . .
For how to register it, see the following:

NKZAT—FOA R
o » How to register an email address:
N 2.1 “Registration of New Email Address”

JAT-FEEhaes

click the “Login” button.

> Go to Bl “Application for Certificates.”

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

I 2.3 How to Change the Login Information

(a) Change the Email Address

L & Log in to the certificate issuance service
Dateandtimeo  Top page and select the menu button “ @- " in the

Manual ‘ upper right of the screen, and then click
Change mail address ”Change mail address”.

Current application list LOQOLI[

Application lst *See below for information on how to log in to the

Certificate Issuance Service:
Issue certificate »2.2 ”HOW to Log In”

Convenience store

Sending by post

Enter a new email address you wish to
register into the “New mail address” and

& (re Uaversity Mail address setting “Check” fields.

Current mail address

xxvxvxxxxvxsxx@swxa %

New mail address

8 Note

'Be sure to read the Notes.
+ Press the "Confirm” button. A confirmation
message will be sent to the designated email

address

» Access the URL described in the confirmation
message and finish by setting your email
address

s ltmatt " "'~ to send the confirmation

—uayc.

Read the “Note” and click the “Check”
9 button.

= 5

Copyright © NTT WEST,Inc. All Rights Reserved. 8




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,

A message is displayed on the screen, and
W 1y Set mail address a confirmation notification is sent to the
O registered email address.

A confirmation mail has been sent.
Access the URL shown in the confirmation mail and
complete the setting of a3 mail address.

Email message Click the one-time URL in the email body text

to complete the changing of the email
address.

You can change vour email address.

*The URL has an expiration time, so please

LLLLLLLLLLLLLLLLLLLLLLL complete the operation within the displayed time
- Due date for the URL: 30 minutes limit.

*Please delete this message if you don't recognize
*This email address is used only for sending

purposes.
A message is displayed on the screen
% v Changing mail address complete showing that the email address has been

e changed.
The mail address has changed.
From now on, this mail address will be used as an |D for legin.
Information from the system will also be delivered to this mail

address.
Move o Login page

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

|2.4 Switch Languages

(a) Log In Screen

Screen Images

Yoy EEPEOT A >

1—HID
2 I1-YD

NRT—R

o~

LANG:HAZE v

Wy EPEOD >
LANG:English

J1—4HID
2 | 1D

NRT—F
5 .

LANG:English v (&)

§ iy Student login

User ID
2 User ID

Password

£ wold

Copyright © NTT WEST,Inc. All Rights Reserved.

*The screen images shown below are samples only. For actual
operation, follow the on-screen instructions.

How to Operate

Click the language selection pull-down to
switch languages.

Click the language you want to display in
the pull-down.

The screen switches in the language you
selected. Subsequent screens will be
displayed in the selected language.

10



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

(b) Select Printing Destination Screen

v RIZEEIR &

v;,'.

FIEIC 1 = OEanoaisne 4514

R{EOPRFE
HEE
SERAEERT

e - &

A S

v EPRISEERIR {85~

v;,'.

HIEIC -1 = BT 2022202 o)

RIEORF &
LANG:English
FEE
SEREERT
FHAEBFAT
= v Sedect printing destination -

Diate and time of previous login 202212/02 1@

LAMNG:English w

Current application list

Application list

Issue certificate

Convenience store

Sending by post

Reissue ID

Send online

Copyrlght © NTT WEST, Inc. All Rights Reserved.

Click the language selection pull-down to
switch languages.

Click the language you want to display in
the pull-down.

The screen switches in the language you
selected. Subsequent screens will be
displayed in the selected language.

The language selection pull-down is
displayed only on Select Printing
Destination screen after login, so come
back to Select Printing Destination
screen in order to switch languages.

11



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.5 How to register an additional student registration number

*0Only those who have more than one student registration number, such as those who
graduated from an undergraduate or graduate school, should do this.

Access the homepage of the certificate
issuing service and enter the User ID,

L Student login Password, and Second Password.
User ID o
2 *For details on how to log in:
»2.2 How to log in
Password
@

Second password

ia
i you have forgotten your second password,

O nNotes

'PLEASE READ

s When you log m for the fust tme please log
in wth your university ID/university pas
For the first ime, second password s not
you do Not receve an &-ma aUles
after completing the procedure, chack your spam . .
folder Read the “Notes” and click the “Login”

9 button.

Click the menu button @- in the upper
N T University Select printing destination - right corner of the screen, and then click

T T "Register additional student number."

Manual i5

Setichange personal information t
Change mail address
Additional regisiration of siudent ID number

Ciiange password
Change second password

Two-factor authentication settings Invalid
Application list Logout

Current application list

Issue certificate

s, T

Copyright © NTT WEST,Inc. All Rights Reserved. 12



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

.‘“ e University  Send email to add student information
>

Note

1 Be sure to read the Note,

= A student ID number of a department and a
student ID number of the graduate school can be
managed as one user.

« Add a department or a student ID number of the
graduate school the user can currently handle.

= Do not register the student ID number of others.

« Press the "Send” button. An application
confirmation mail will be sent to the registered
mail address

= Access the URL written in the application
confirmation mail and complete your application
for addition of a student ID number.

« It may take some time wuntil the application
confirmation mail is sent.

—

© Complete Application

Email text

Title: Add Academic ID

Adds a student ID number.

Access the URL below and apply to use the student ID number
you want to add.

Piease compiete.
httDs://*****************/**/***********************
% %k % >k % Xk

©This email is for sending only.
Please contact the person in charge of each office.

Copyright © NTT WEST,Inc. All Rights Reserved.

Review the "Notes" and click the "Submit"
button.

When the "Complete Application" screen
appears, click the "OK" button.

You will receive an email with a one-time
URL to the registered email address. Click
the one-time URL.

*The URL has a time limit. Complete the
operation within the displayed time limit.

13



https://*****************/cert/*****************************
https://*****************/cert/*****************************
https://*****************/cert/*****************************
https://*****************/cert/*****************************

E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Enter the information of the
undergraduate or graduate school you
° want to register.

University's information (When in school)

Name when in school

*The entry items vary depending on the usage
environment.

Name when in school in katakana I . .
*Entries in red are required.

Name when in school in roman characters P Name at school

Name at school in kanji, katakana, and romaji

University , respectively.

| " *Put a space between your last name and your
first name.

Department

» University/Faculty/Department Name (required)

| ) Select the name of the university, the name of
Subject the faculty, and the name of the department.

-

» Academic number

Student ID number Enter your academic number.

plemesere » Year and month of graduation

Graduation (completion) year and month Enter the month and year of graduation.
*Enter in the Western calendar.

» Graduation/Withdrawal/Removal Type (Required)
Select the appropriate type.

& Sraduation ‘Withdrawal Expulision e

Click the Confirm button.

After confirming the entered information,
University's information (When in school) click the "App|y" button.

Name when in school

Name when in school in katakana

Name when in school in roman characters

University

Graduation

=3

Copyright © NTT WEST,Inc. All Rights Reserved. 14




E Logging in to the Certificate Publishing Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

The application has been completed.

% /e university Application reception
4

10
Your application will be checked.
The resulf will be sent to the registered mail address later

E After approval, you will receive an email to
message the registered email address. After
Title: Notification of Application Results CheCkIng the Contents’ Conﬁrm that the

service is available.

Registration of additional student number is completed.

The following student ni er has been added to your current *Screen images a!’e If approved . They may be
account. @ rejected or reapplied.

Student Number :¥*x**x*

©This email is for sending only.
Please contact the person in charge of each office.

Access the Certificate Issuance Service
home page and enter the “User ID”, “Password”,

& he Univesity Srudent login and “Second Password” again.
@ *For details on how to log in:
Mail address »2.2 How to log in
] dddress
Password
= Passwor

Second password

& Second password
If you have forgotten your password

Note

Review the "Notes" and click the " Login"
m@ button.

Copyright © NTT WEST,Inc. All Rights Reserved. 15




E Logging in to the Certificate Issuing Service

*"Screen image" is a sample image. Follow the instructions on the actual screen.

From “Submit Certificate”, select either
printing method.

& "he University Sslect printing dastination -
>

*This screen image is for when you select
Current application list Convenience Store printing. If you only want to check
if your student ID number is registered, you can
select either option.

Application list

Issue certificate @
T

Sending by post

Send online

Make sure that you can select two student

il‘i_ e Uni ity Salect carfificate (printing at a convenbanca atara) ID numbers_
RS Select which student ID number you want
B to print, and then apply for a certificate.
Select application certificate " . . . ”
@ »Go to[E] “Application for Certificates
Student ID number @ ===
Student ID number © ==+
Certificates g
Number
Type of certificate Commission of copies
Cerfificate of Completio 800 yen 0 -

n (Japanese)

Cerfificate of C leti
2 IICz.iE'D ompleto 300 yen 0 e
n (Englizh)
Others v
Number
Type of certificate Commission of copies

Medical Examination C

2 1] ~
erfificate 00 yen

Cerfificate of Academic
2 0
Record 00 yen

Cerlificate of Graduatio
n

. E

Copyright © NTT WEST,Inc. All Rights Reserved. 16

200 yen [




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.6 How to register a graduate student registration number

(a) Change the email address

Selectpriming destncon - Log in to the Certificate Issuance Service
Top page from the current student login page, select
urrent a M l
g 2 Setenonge personsd formation the menu button - in the upp”er right
Application li Ghange mail address corner of the screen, and click “Apply for
Additional frati f student ID by
o e e D numoer add|t|onal graduate account (ZREET7HT>
Issue certifi Chanoe second nassword jJ[I EE "-
Apply for additional graduate account
Logoul
*For details on how to log in:
>
2.2 How tolog in
iy e Univensiny - Mail address setting
Current mail address
**?*7****?****@*?****
R —— Enter the e-mail address to be registered in
. the “New e-mail address” and “Confirmation”
et dll a0daress flelds

After confirming the notes, click the “Check”

@ Note button.
!Be sure to read the Motes.
« Press the "Confirm” button. A confirmation
message will be sent to the designated email
address
Access the URL described in the confirmation
message and finish by setting your email
address

o ftmawfot ~ to send the confirmation

-y T

Copyrlght © NTT WEST, Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

[~ 1y Set mail address

4

A cenfirmation mail has been sent.
Access the URL shown in the confirmation mail and
complets the setting of 3 mail address.

Email message

YYou can register your email address.
Access the following URL and finish by setting your email address.

https:/ seek . krpkek . 6

Due date for the URL: 30 minutes

[Inquiries]
*Inquiries about payment method, and operations
and failure of the system*

.._..*n ¢ unveersity. Permission for use

Permission for use

[Application Contents]

1. Enfer the information used when in school on the
"Mame when in scheol” column.

2_Set the registered e-mail address so that you can
receive e-mails from "@ml hiroshima-u_ac jp”.

3. Selection of "Department, Major” and "Cource,
Program" are "Required". If there are no choices
select "Mo choices".

_ |l agree with the above. e

Copyright © NTT WEST,Inc. All Rights Reserved.

A message will appear on the screen and a
confirmation notice will be sent to your
registered e-mail address.

Click the one-time URL in the body of the
email to proceed to the applicant information
registration.

*The URL has a time limit. Please complete
the operation within the indicated time limit.

Confirm the “License Agreement” displayed
on the screen and check the “I agree to the
above terms (LEERBICEET D))" checkbox.

Click the “Agree ([EIE9 3)"” button.

18




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Applicant's information

Application Type
B sy
P 2 e o
arayee Al il
"ApphcanTa rame

DENDEMN TARCL

Applicants nama in katakang
ToTy 0

Applicant's nasss in roman Charschens
CEMDEM TARCL

Gender

OMale OFemale
*Birth dade
1900/09/09
Graduation {completion) year and month

201503

Current address

Pastal code 100-0001 :

- Prefecturs

City

Strest and nunmber

A partreent name and room Mo,

Copyright © NTT WEST,Inc. All Rights Reserved.

8

# 1., Ersal address used i the pa i s

Enter information about the applicant.

*The entry items vary depending on the usage
environment.
*Entries in red are required.

» Application Type (required)
Select “New” for new registration.
» Applicant Name (required)

Enter the name of the person applying in kanji,
katakana, and romaji, respectively.

*Please put a space between the last name and
the first name.

» Gender

Select the gender of the person applying.

» Date of Birth

Enter the date of birth of the person applying.
*Enter in the Western calendar.

(required)

» Year and month of graduation (required)

Enter the month and year of graduation.
*Enter in the Western calendar.

Enter your current address and contact
information.

*The entry items vary depending on the
usage environment.

» Postal code

Enter the postal code of the current address.
*After clicking the “Search” button, the address
corresponding to the zip code will be displayed in
the “Address” field.

Prefecture/City/Street and number/
Apartment name and room No.

Enter the current address.

19



E Logging in to the Certificate Publishing Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Example of address search by zip code
Current address
9-1 9-2 9-1 Enter your zip code in the format “XXX-XXXX" in
: Pastal code 100-0001 I the zip code field.
. Prefeciure 9-2 Click the Search button.
*Please note that the zip code and address in the
City screen image are examples, so please check the

Street and nunmber

‘A parteeent name and room Ko,

Current address

——— 93 o3

ity
Skreet and maunmbeer

[ partesent name and room Ko,

Apartment name and room Ko,

Phone numser Q

Mobile phone number

actual screen.

Check the displayed address and add the name of
the apartment building, etc.

*Please note that the zip code and address in the
screen image are examples, so please check the
actual screen.

» Phone number

Enter the home phone number.

» Mobile phone number

Enter the mobile phone number.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Work information

Workplace nhame

Postal code
Prefecture

City

Street and number

Apartment name and room No.

Phone number

Copyright © NTT WEST,Inc. All Rights Reserved.

10

Enter work information.

*The input items vary depending on the
operating environment.

» Workplace name

Enter your workplace name.

» Postal code
Enter the postal code of your workplace.

Prefecture/city/street and number/
Apartment name and room No.

Enter the address of your workplace.

» Phone number

Enter the phone number of your workplace.

Click the “Check” button.
*Be sure to fill in the required items.

21



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Applicant's information Confirm the information registration details
you entered and click the “Apply (ER:E)”
button.

Application Type

Mew

Applicant's name (Reguired)
DEMNDEN TAROU

Current address
Applicant's name in katak
FLF S0
Postal code
Applicant's name in roma 100-0001
DEMNDEN TAROU
Prefecture
Birth date Tokyo
1990/09/09
City
Chiyoda-ku

Street and number

1-1 Chiyoda

Apartment name and room No.

Phone number
03-1111-2222

Mobile phone number
090-1111-2222

Work information

Waorkplace name
Postal code
Prefecture

City

Street and number

Apartment name and room No.

Phone number
____&
==

Confirm that the “Application Complete”

& (he University  Application Complete
F screen appears.

A password for graduates has been sent to the
email address you set. Please check your email.

Copyright © NTT WEST,Inc. All Rights Reserved. 22



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Email message The result of the application for use is sent
to the registered email address. Find the
initial password in the email.

Title: Result of the application for use

The application for use of the certificate issuance
service has been accepted. Use the initial

password below to log in. *Please check the university website for the

*After you log in, change the password. confirmation period.

Initial password: *******>

Log in here . " . "

htt‘pé; T T AT Click the URL for “Log in here” in the

email body text to access the login

©This email is for sending only. screen.

For more information, contact the administrative representative.

i re Univessity Graduate login

@ For the “Mail address” field, enter the

Mail address . J registered email address, and for the

“Password” field, enter the initial password

il Mail address
shown in the email announcing the
application result.
Password
- Password *Leave the “Second password” field empty.

Second password

= Second password
If you have forgotten your password

Note

'Be sure to read the Motes,
+ Be zure to log out and cloze your

browser when you leave this site

« You will log out automatically if you do
not make any operation for a while after
legging im

+ Change your passwords on a regular
basis.

+ Storing your passwords on the browser
is not recommended for security
reasons

Read the “Note” and click the “Login”
button.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

18

ty Set password

Password @

v/

# | Passwor
Check
s Passworng

Second password

3

. Second pass

(=]

Note

1 Be sure to read the Note,
+ Seta password.
* You can change your password from a
menu th=%i= dizplayed afler you log in

width alphanumeric characters must not
be contained.

19

20
€ Setting the password has completed.

The password or second password has been set.

Copyright © NTT WEST,Inc. All Rights Reserved.

The Password Setting screen opens, where
you can change the initial password and
set the second password.

Fill in the “Password” and “Second
password” fields and the confirmation field
for each with a password and second
password, respectively, (other than the
initial password) of at least eight single-
byte characters, including both upper- and
lowercase characters.

*The password and the second password must be
different.

Read the “Note” and click the “Set” button.

Click the “OK” button.
Now you can use the “Certificate Issuance

Service” from the students of a graduate
page.

24



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.7 Automatic linking of multiple student IDs

If there are other student ID numbers available at the time of login, the system may
automatically link them.(This student ID nhumber is the number of the department from which
you graduated before.) In this case, the following dialog box will appear.

© Linking completed

The following student ID number
has been linked.

- A123001

- B123001

- C123001

Your email address will be
XXXX@XX.XX.

If this is different from the email
address you are currently using, please|
change your email address. ‘

¢ University Select printing destination Aﬁ}'

sttt ihayample.com e

L

Current application list

Copyright © NTT WEST,Inc. All Rights Reserved.

When Automatic linking is performed, the
dialog shown on the left will be displayed at
login.

The dialog will display the e-mail address
you will use after logging in, so please make
sure the e-mail address is correct.

If the email address is not correct, please
change it.

» 2.4 How to Change the Login Information
(@) Change the Personal Information

*If your email address is incorrect, you will not
receive the information and other information
needed to print your certificate. Please be sure to
check that your e-mail address is correct.

The e-mail address will also appear in the
header section of the screen after login, so
please check the contents.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 3.1 How to Apply for a New Request

(a) Printing at a Convenience Store

Click “Convenience store” from “Issue
certificate”.

The University Salact printing destination -
s @example.com

L/ /)

Current application list

Application list

Issue certificate o

Convenience store
Sending by post

Reissue ID

Send online

Under “Select application certificate”, select
the number of copies of the certificate you
want to request in the pull-down menu.

a" The University Sedect certificate jprinting at 3 convenlsnce ators)
>

*System fee may be charged for each application.
ey il o - *The screen image shows an example of the fee.
See the actual screen to find the actual value.

Select application certificate

Certificates ve

If the desired certificate is not shown under “Type
of certificate,” click “ » ” at the right end.

Number of
Type of certificate Commission copies
Medical Examination  200yen = Click the “Proceed” button.
Certificat . . .
erticate *If the selected certificate has a print deadline,

the following screen will be displayed. Click

Certificate of Academic 200 ven 0 v
e “Yes” if you're okay with the content of it.

Record
*Please pay and print by the printing
Certificate of Enrollment 200 yen 1 - deadline.
B
Oihe rs ::= =Z =:: Print deadline for Certificate of Academic Record 2020/05/30 is set
1 Copy Are you sure you want fo apply?
-
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

tjmt university SBlSCT payment mathad

e @example.com {E}

Select printing destination

.
. ‘}’ 7-Eleven

FamilyMart FamilyMart
'LAWSOHN Lawson

4

Select payment method

Convenience store cash payment (FamilyMart, Lawson)
Credit card payment

Pay-easy payment

d-Barai

au Easy Payment

SoftBank Collective Payment (B)

LINE Pay

Apple Pay

PayPay

(6)

You have information from Network print service.

Confirm it before making the application.

a7 2% T OTERK] 0
FOEMBL F I AT AR THLEUE,
Py s i e L b s Y= R < O

Bl 7 AOETEGES TS E]

BrEIF Rt =07 Vb = 2 E TR I E LT
i it = Y - o

MICHLRIZLERAS. AT LDES A THL AT
FH(1/5)22:00~22:30F T

AR TR E T

0

- -
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Select a convenience store where you want
to print the certificate(s).

*FamilyMart and Lawson use the Network
Print Service of Sharp Marketing Japan
Corporation, and Seven-Eleven uses the
Net Print service of FUJIFILM Business
Innovation Corp., Ltd.

Select the desired payment method.

V¥ Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

- Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- d-Barai

- au Easy Payment

- Softbank payment

- LINE Pay

- Apple Pay

- PayPay

- MerPay

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

A screen may be displayed showing
maintenance information or other
notification by the Net Print or Network
Print Service.

*Printing is unavailable at a convenience store
during maintenance.

Read the details and click the “Check”
button.
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E Application for Certificates

i‘; he University Check content of application
»

s @example.com

Content of application

EEETEEIE

Number

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

{5},

Type of certificate of copies Commission

Cerificate of Enroll 1 Copy
ment

System usage fee

Total 1 Copy

Printing destination of certificate

T-Eleven

Payment method

For Credit card

@ Application complete

Application for certificate has been made.
Moving to payment page

Copyright © NTT WEST,Inc. All Rights Reserved.

200 yen

130 yen

330 yen

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*System fee may be charged for each application.
*The screen image shows an example of the
amount of money. See the actual screen to find the
actual value.

The screen image is when “Credit card" is selected
as the payment method.

If you select another payment method, each
payment method will be displayed in "Payment
method".

When the Application Completed screen is
displayed, click “OK” button.

*The displayed screen varies depending on the
payment method.
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Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

(b) Sending by Post

.*; The University Zalect printing destination v
o s @example.com

Current application list

Application list

Issue certificate

Convenience store o

Sending by post

Send online

The University  salect certicate (sanding by post) -
sz @example.com

&/

Select application certificate

Certificates w W
Essav
Mumber
Type of certificate Commisgsion of copieg
Cerfificate of Enrollment 200 yen 1 w
1 copy
3
Back Proceed
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Click “Sending by post” from “Issue
certificate”.

Under “Select application certificate”, select
the number of copies of the certificate you
want to request in the pull-down menu.

*System fee may be charged for each application.
*Postage is charged for each application..

*The screen image shows an example of the fee.
See the actual screen to find the actual value.

If the desired certificate is not shown under
“Certificate Types,” click “ *»” at the right end.

Click the “Proceed” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

Enter the postal delivery details.

*The input items vary depending on the
operating environment.

*The items in red are required.

» Delivery destination category (Required)

Select a category of the delivery destination.
Domestic/International, region, etc.

& The University  Enter tha sestination. -
N
s @example.com

Mailing address

*Destination category

Postal code (0. M scach
» Postal code
Enter the delivery postal code.

If you click the "Search" button, the address
corresponding to the zip code will be displayed in
the “Address" field.

*Address
1, Chiyoda, Chiyoda-ku, Tokyo

> Address (Required)

Enter the delivery address.
*Be sure to enter the apartment name or other

details, if any.

*Recipient

Phone number

Example of address search by zip code Example of address search by zip code

*Destination category

y 4-1 Enter your zip code in the format "XXX-XXXX" in the
4-1 I Postal code field.

Postal code 100-0001 ‘ -l |

Domestic

4-2 Click the Search button.

*Address I

4-3 Check the displayed address and add the name of
the apartment building, etc.

*The zip code and address in Screen Images are just
examples. Please check the actual screen.

*Destination category

Domestic v
Postal code 100-0001

“Address
1-1 Chiyoda, Chiyoda, tokyo
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

4

» Recipient (Required)
Enter the recipient’s name.

*Address

» Phone number
Enter the recipient’s phone number.

*Recipient O

Phone number

Emergency contact

Enter emergency contact information.
*The input item varies depending on the

*Emergency contact _ operating environment.
Flease enter a phone number that you can con *The items in red are required.
6 » Emergency contact (Required)

Mailing options Enter a phone number that is easily reachable,
such as your mobile phone number.
Sealed up

|Wished

Remarks 6 Enter a postal option.
*The input item varies depending on the
operating environment.
*The items in red are required.

» Sealed up

Select if you wish your mail sealed up (E#).
*If you have a request, for example “multiple
0 mails to be sealed up,” write the request in the

m Biocaod “Remarks” field.
» Attached file

You can attach files.
*Please enter the details of the file in "Remarks"
at the bottom.

7 Click the “Proceed” button.
*Be sure to fill the required items. If any of these
items are left unfilled, it may take time to process
postal delivery.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow

Screen Images

8

.:i The University Gadact payment method -

e @example.com

Select payment method

s

Convenience store cash payment (FamilyMart, Lawson)
Credit card payment
|| Pay-easy payment
| d-Barai
au Easy Payment
SoftBank Collective Payment (B)
LINE Pay
Apple Pay
PayPay

MerPay 9

10

§ The University Check content of application 56 ~
> s @example.com

Content of application

TEEEEEE

Number of
Type of certificate copies Commissicn
Certificate of Enrollm 1 Copy 300 yen
ent
Postage 52 yen
System usage fee 150 yen
Total 1 Copy 532 yen

he on- i ction
(w How to Operate

Select a desired payment method.

v Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

+ Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- d-Barai

- au Easy Payment

- Softbank payment

- LINE Pay

- Apple Pay

- PayPay

- MerPay

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*System fee may be charged for each application.
*The screen image shows an example of the
amount of money. See the actual screen to find the
actual value.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Application for Certificates

Screen Images

Information about sending by post

Delivery method category (Required)

Domestic Regular Mail

Postal code
100-0001

Address (Required)

1-1, Chiwned~ = Takyo

Mo

Attachment Wdesign ated format) (gif, jpg.
. fﬂ.ﬂp-. pdf, xis%
u "

For PayPay

@ Application complete

Application for certificate has been made.
Moving to payment page

Copyright © NTT WEST,Inc. All Rights Reserved.

*The screen images shown below are samples only. For actual operation, follow

he on- i ction
(w How to Operate

You can download and check the file attached in @
from the “Download” button of “Attachment".

*The name of downloaded file may be different from
the one when you uploaded.

The screen image is when “PayPay" is selected as
the payment method.

If you select another payment method, each
payment method will be displayed in "Payment
method".

When the “Application Completed” screen is
displayed, click “OK” button.

*The displayed screen varies depending on the
payment method.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(b)’ Sending by Post (Application with multiple student ID numbers)

If you have more than one student ID number, you may combine applications for different

student ID numbers by mail.

Please follow the steps below to apply.

& The University Sal@ct printing destination -
4

Ersifeyample. com

Curmrent application list

Application list

Issue certificate

Convenience store

Sending by post

I:'}"'L' University  galact carticate (2ending by post) -
e e ample. com

Select application certificate @

Certificates "
Es==9
Number
Type of certificate Commission of copies 9
Cerfificate of Enrcllment 200 yen 2w
2 copy
3
Back Proceed
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Click “Sending by post” from “Issue
certificate”.

Select the number of copies of the
certificate to be applied for from the “Select
application certificate” pull-down menu.

*System fee may be charged for each application.
*Postage is charged for each application.

*The screen image shows an example of the fee.
See the actual screen to find the actual value.

If you have more than one student ID number, and
if you can issue certificates for more than one
student ID number, the Student ID tab will appear.
However, if you are sending by mail, you can select
the number of copies for each student ID number.

For non-selected student ID numbers, the number
of copies selected will be displayed below the
student ID number. (2 copies selected)

The number of copies selected for that
ERZEGEARSEIR student ID number will be displayed on
the tab for the one that is not selected.

:__3,_:%-%13:‘ gy RS - wammer)

Click the “Proceed” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

“'i University Enter the destinatton. =
S

ey ample. com

Mailing address

*Destination category

Postal code 100- M scach

*Address
1, Chiyoda, Chiyoda-ku, Tokyo

*Recipient

Phone number

Example of address search by zip code

*Destination category
Domestic

4-1

Postal code 100-0001 ‘ -l |

*Address

|
4-2

4-3

*Destination category

Domestic v
Postal code 100-0001

“Address
1-1 Chiyoda, Chiyoda, tokyo
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Enter the postal delivery details.

*The input items vary depending on the
operating environment.
*The items in red are required.

» Delivery destination category (Required)

Select a category of the delivery destination.
Domestic/International, region, etc.

» Postal code
Enter the delivery postal code.

If you click the "Search" button, the address
corresponding to the zip code will be displayed in
the “Address" field.

> Address

Enter the delivery address.
*Be sure to enter the apartment name or other

details, if any.

(Required)

Example of address search by zip code

Enter your zip code in the format "XXX-XXXX" in the
Postal code field.

Click the Search button.
Check the displayed address and add the name of
the apartment building, etc.

*The zip code and address in Screen Images are just
examples. Please check the actual screen.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

» Recipient (Required)
Enter the recipient’s name.

*Address

» Phone number
Enter the recipient’s phone number.

*Recipient O

Phone number

e Enter emergency contact information.
*The input item varies depending on the
operating environment.

Emergency contact

TE:eme"C’" contact - *The items in red are required.
ease enter a phone number that you can con
» Emergency contact (Required)
6 Enter a phone number that is easily reachable,

Mailing options A
such as your mobile phone number.
Sealed up
|Wished
Enter a postal option.
*The input item varies depending on the
operating environment.

Attached file (gif.png.jpeg.pdf.xisx)
* Multiple files can be attached

File Selection ) . .
*The items in red are required.
Remarks » Sealed up
Select if you wish your mail sealed up (E#).
*If you have a request, for example “multiple
mails to be sealed up,” write the request in the
“Remarks” field.
» Attached file
- 0 You can attach files.
m *Multiple files can be attached.

*Please enter the details of the file in "Remarks"
at the bottom.

Click the “Proceed” button.
*Be sure to fill the required items. If any of these
items are left unfilled, it may take time to process

postal delivery.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

.:i The University Gadact payment method -

nrteyample.com

Select payment method

Convenience store cash payment (FamilyMart, Lawson)
Credit card payment

Pay-easy payment

d-Barai

au Easy Payment

SoftBank Collective Payment (B)

LINE Pay

Apple Pay

PayPay

MerPay

& The University Check content of appilcation =
= s ey ample.com

Content of application

" _;;Z;] _________________________________
w Type of certificaie Humiber of Commission

v Cerdificate of Graduafion 2 Copy 400 ran

)

u Type of certificate Humber af Commisaion
:: Copess

"

:: i.:—lul:r-.alc afl Ennglien 3 cﬂl"'f 300 o
u

i Capy

» Commission

u

EE Postage 200 yen
u

N - Sywbem usage fes 150 yan
:I

u

"

1

w Tosdal 5 Cogry 1,060 wer
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Select a desired payment method.

V¥ Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

- Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- d-Barai

- au Easy Payment

- Softbank payment

- LINE Pay

- Apple Pay

- PayPay

+ MerPay

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

When issuing multiple student ID numbers,
the selected number of copies and the
amount will be displayed on the

application confirmation screen for all
student ID numbers for which you have
selected the number of copies.

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*System fee may be charged for each application.

*The screen image shows an example of the
amount of money. See the actual screen to find the

actual value. E
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Information about sending by post

Delivery method category (Required)

Domestic Regular Mail

Postal code

100-0001

Address (Required)

1-1, Chiwned~ = Takyo

Mo

For PayPay

@ Application complete

Application for certificate has been made.
Moving to payment page

Attachment Wdesign ated format) (gif, jpg.
. fﬂ.ﬂp-. pdf, xis%
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You can download and check the file attached in@
from the “Download” button of “Attachment".

*The name of downloaded file may be different from
the one when you uploaded.

*When multiple files are attached, clicking the
“Download” button will download the files for the
number of files attached.

The screen image is when “PayPay" is selected as
the payment method.

If you select another payment method, each
payment method will be displayed in "Payment
method".

When the “Application Completed” screen is
displayed, click “OK"” button.

*The displayed screen varies depending on the
payment method.
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Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

(c) Application Form

From “Issue Certificate”, click “Reissue ID".

.‘.‘ The University Zalect printing destination -
" s @example.com

Current application list

Application list

Issue certificate

Convenience store
Sending by post o

L —
From "Select application form", select the

number of copies of the application form to
apply from the pull-down menu.
*System fee may be charged for each application.

Select application form & *The screen image shows an example of the fee.
s @example com See the actual screen to find the actual value.

&

Select application form

Application form Ei =‘='=E
Numberé If the desired certificate is not shown under “Type
Type of certificate Commission copi of certificate,” click “ » ” at the right end.
Parking fee 300 yen 1 v
1oopy Click the “Proceed” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

g Select payment method
& The University
o s @axample.com

Select payment method

(4]

Convenience store cash payment (FamilyMart, Lawson)
Credit card payment

Pay-easy payment

d-Barai

au Easy Payment

SoftBank Collective Payment (B)

LINE Pay

Apple Pay

PayPay
MerPay 6

Check content of application *
ity a e

s @example.com

&

Content of application

999999

Number of
Type of certificate copies Commission
Parking fee 1 Copy 300 yen
Total 1 Copy 300 yen

Payment method

u Credit card payment |y

=

© Application complete

Application for certificate has been made.

Moving to payment page 0

Copyright © NTT WEST,Inc. All Rights Reserved.

Select the desired payment method.

v Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

+ Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- d-Barai

- au Easy Payment

- Softbank payment

- LINE Pay

- Apple Pay

- PayPay

- MerPay

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*System fee may be charged for each application.
*The screen image shows an example of the
amount of money. See the actual screen to find the
actual value.

The screen image is when "Credit card payment" is
selected as the payment method.

If you select another payment method, each
payment method will be displayed in "Payment
method".

When the “Application Completed”
screen is displayed, click “OK"” button.

*The displayed screen varies depending on the
payment method.

40



E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(d) Send Certificates Online

."i The University Zalect printing destination -
" s @example.com

Current application list

Application list

Issue certificate

o
W The University Select Certificate
o
e Feyample.com {g} v

< Sent to the
- company

Application certificate selection

Copyright © NTT WEST,Inc. All Rights Reserved.

From “Issue Certificate”, click “online
delivery”.

When you open the certificate selection
screen, tabs may appear at the top of the
“Select Certificate” field.

Please select the destination of the
certificate you wish to apply for.

» Sent to the company

This is an application to send the issued digital
certificate directly to the company.
This is the initial tab selected.

If only one of the two can be issued, the
tab will not be displayed.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(d-1) When sending to a company

S— Select application form {g}v
s ey ample .com

Select application form

12

II! n
Application form uVY o
LEE L
Number of
Type of certificate Commission copies o
Parking fee 300 yen 1 v

1 copy

Screen Images

T Ly Seimct prinfing devtation pay=ant method

L
s @example.com

Select payment method

Convenience store cash payment (FamilyMart, Lawson)

From "Select application form", select the
number of copies of the application form to
apply from the pull-down menu.

*System fee may be charged for each application.
*The screen image shows an example of the fee.
See the actual screen to find the actual value.

If the “Type of Certificate” you wish to apply

for is not displayed, click on “;” on the far
right.

Click the “Proceed” button.

Select the desired payment method.
V¥ Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

- Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- d-Barai

- au Easy Payment

+ Softbank payment

Credit card payment - LINE Pay

Pay-easy payment .

d-Barai Apple Pay

au Easy Payment . Paypay

SoftBank Collective Payment (B) 5 MerPay

/L\‘prllzeP:ayy *The above payment methods may not be available

PayPay e depending on the printing destination and charges.
MerPay

Click the “Proceed” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Fill in the form on “Register submission
destination" screen.

.‘1': The University Register submission desfination. =
>
FrEst ey ample. com

Submission registration

*Submission name

Submission name

Department in charge

Department in charge

Name of person in charge

Name of person in charge

*Destination email address

Destination email address

*Confirmation of destination email address

Destination email address

*name of applicant

name of applicant

Contact information for submission

(5

> Submission name (Required)
Enter the company name of the submission
destination.

» Department in charge
Enter the department name in charge of
submission.

» Name of person in charge

Enter the name of the person in charge of
submission.

» Destination email address (Required)
» Confirmation of destination email address (Required)

Enter the email address of the submission
destination.

» Name of applicant (Required)

Enter your name.

» Contact information for submission

Enter the contact information for the submitter.
The information you provide here will be emailed
to the submitting organization when you send the
form online.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Select Recipient Language
LANG:B#35 A
© Check notes

You are responsible for the information you enter, including your
email address.

The destination company name is printed on the certificate.

The applicant's name you enter will be quoted in the email sent to
the company.

The applicant's email address registered for the service will be
quoted in the email sent to the company.

(J*The above has been confirmed.

Contact information for campus personnel

Contact details

=

Copyright © NTT WEST,Inc. All Rights Reserved.

> Select Recipient Language

Select the language of the email notification to
“Destination email address” when sending
certificates online.

For example, select “LANG: English” if you want
to send the email notification in English to foreign
companies.

[Notes]

- The entered information will also be
notified to the submission destination, so
please be careful with mistyping.

- Please use Common-use Chinese
characters.

External characters (if you use old Chinese
characters, etc.) might get garbled when
notifying the submission destination.

» Contact information for campus personnel

Enter this field if you wish to communicate with
the person in charge at the university.

After confirming the notes, check “*The
above has been confirmed”.

Click the “Proceed” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

9 a

Check content of application
nsmeyample. com

eraity

v

Content of application

FhkEEk

Number of

Type of certificate copies Commission

1 Copy

Payment method

'
u Cash payment at convenience store (7-Eleven)
K EEEEEESEEEESESEEEESESEAEESEEEEEEEE

Submission destination

Submission destination name

Department in charge

Name of person in charge

Confirmation of destination email address @example.com

Name of applicant

Contact infor ion for submissi

LANG:B#SE

Specify the destination language

Contact details

For cash payment at convenience store

(7-Eleven)

@ Application complete

Application for certificate has been made.
Maving to payment page

g,
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“Check content of application" screen is
displayed.

*System fee may be charged for each application.
Please check the university’s website for the details.

*The screen image shows an example of the fee.
See the actual screen to find the actual value.

The screen image is when “Cash payment at
convenience store (7-Eleven)" is selected as the
payment method.

If you select another payment method, it will be
displayed in "Payment method”.

click the “"Apply” button.

“Application Complete" screen will be
displayed. Click the "OK" button.

*The displayed screen varies depending on the
payment method.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(5]

Check content of application -
nsmeyample. com

eraity

v

Content of application

Tkkk ko

Number of
Type of certificate copies Commission

1 Copy

Payment method

Cash payment at convenience store (7-Eleven)

Submission destination @

u  Submission destination name "
"
n ::
 Department in charge - |
" "
n .
u  Name of person in charge n
u
H l:
W Confirmation of destination email address -l
H l:
n L |
1 Name of applicant "
"
" "
1 Contact information for submission - |
u "
H LANG:HASE |

Specify the destination language

For cash payment at convenience store

(7-Eleven)

@ Application complete

Application for certificate has been made.
Maving to payment page

g,
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“Check content of application" screen is
displayed.

*System fee may be charged for each application.
Please check the university’s website for the details.
*The screen image shows an example of the fee.
See the actual screen to find the actual value.

When submitting an application to Digital Student
ID, the “Submission Destination Registration”
screen will not be displayed, and the submission
destination will be automatically set to “Digital
Student ID”.

Note that “-” will be set for “department in charge,”
“person in charge,” “e-mail address,” “contact

information for submitter,” and “contact information
for campus staff,” which do not require setting.

click the “"Apply” button.

“Application Complete" screen will be
displayed. Click the "OK" button.

*The displayed screen varies depending on the
payment method.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Fill in the form on “Register submission
destination" screen.

.‘.i The University Register submission desfination. =
>

s @example.com

Submission registration

*Submission name

Submission name

Department in charge

Department in charge

Name of person in charge

Name of person in charge

*Destination email address

Destination email address

*Confirmation of destination email address

Destination email address

*name of applicant

name of applicant

Select Recipient Language
LANG H#:E

6]

> Submission name (Required)
Enter the company name of the submission
destination.

» Department in charge
Enter the department name in charge of
submission.

» Name of person in charge

Enter the name of the person in charge of
submission.

» Destination email address (Required)
» Confirmation of destination email address (Required)

Enter the email address of the submission
destination.

» Name of applicant (Required)

Enter your name.

» Select Recipient Language

Select the language of the email notification to
“Destination email address” when sending
certificates online.

For example, select “LANG: English” if you want
to send the email notification in English to foreign
companies.

[Notes]

- The entered information will also be
notified to the submission destination, so
please be careful with mistyping.

- Please use Common-use Chinese
characters.

External characters (if you use old Chinese
characters, etc.) might get garbled when
notifying the submission destination.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

© Check notes

After confirming the notes, check “*The
above has been confirmed”.

You are responsible for the information you enter, including your
email address.

The destination company name is printed on the certificate.

The applicant's name you enter will be quoted in the email sent to
the company.

The applicant's email address registered for the service will be
quoted in the email sent to the company.

7]

(OJ*The above has been confirmed.

Click the “Proceed” button.

ersity  Check content of application v
sz @example.com

L

“Check content of application" screen is
displayed.

Content of application

*System fee may be charged for each application.
Please check the university’s website for the details.

wwwwww

Number of *The screen image shows an example of the fee.
Type of certificate copies Commission See the actual screen to find the actual value.
1 Copy

Payment method @

The screen image is when “Cash payment at
convenience store (7-Eleven)" is selected as the
payment method.

Submission destination

If you select another payment method, it will be

Submission destination name Company A dISplayed in ,,Payment method” )
Department in charge Department B
Person in charge Person A
Mail address mailA@example.com
Name of applicant Applicant A
Select Recipient Language LANG:B#&:E

=

click the “Apply” button.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

For cash payment at convenience store
(7-Eleven)

@ Application complete

Application for cerificate has been made.
Maoving to payment page

[

Copyright © NTT WEST,Inc. All Rights Reserved.

“Application Complete" screen will be
displayed. Click the "OK" button.

*The displayed screen varies depending on the
payment method.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(e) Notes on Selecting the Number of Copies of Certificates/Application Forms
(common to all certificates and application forms)

q‘j ¢ University Select certificate (sending by post) {\:ﬁ"

Select application certificate

Certificate2

Type of certificate

Lefter of recommendation

For mail only
* Up to 3 copies can
be issued per day

= pexample.com

Number of

Available  ¢ommission copies
copies

300yen 0 v

0 v

.3 ¢ University Select certificate (sending by post) ﬁﬂ"

Select application certificate

Certificate2

Type of certificate

Letter of recommendation

For mail only
* Up to 3 copies can
be issued per day

sEtthayample.com

D ’

Number of
Available  gymmiggion copies
copies
MWyen 0 v
Mpn 0 v

Copyright © NTT WEST,Inc. All Rights Reserved.

When selecting a certificate, a note may
appear at the bottom of the certificate.

If this is the case, please confirm the
precautions before issuing the certificate.

Some certificates have a limit on the number
of certificates that can be issued.

When the “Number of certificates to be
issued” is displayed, only the number of
certificates that are displayed can be issued,
so be sure to issue only the required number
of certificates.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

3.2 How to Apply when Resending Online

Click “Application List” from “Current
application list”.
W The University Selct printing destination -
g e @example.com
Current application list
Application list o
Issue certificate
Convenience store
Sending by post
Reissue ID
Send online
= This U raity Cortificats Application list
et e ample. com @ -
Application list
Issuance Date of Number  Total
number  Payment issuance Certificate of copies amoume CIICk the Issuance number Of the Send
online you want to check from the
143 Unpaid  2016/03/3  Certificate 1copies 300 yen ”Appllcatlon |ISt n
0 of Enrolim
ent
144 Unpaid 2016/03/3  Certificate 1copies 300 yen
0 of Enrolim
ent
145 Unpaid N1AI03/3  Certificate 1copies 300 yen
~f Enrollm
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

The Umve "';,l(y Application information details {:O:}

s @example.com

"/ 7/

Issued information

Issued application Fm

number

Date of issuance 20221213
Submisci- A Corp.
wepartment in charge Dep.

=

n -
u .l'" The University Register submission desfination. r ::
) B s @axample.com D
:: :
= "
1y Submission registration "
n "
= "
n "
4 *Submission name "
1L
| Company A "
O ]
B "
= "
4 Department in charge 0
" -
u "
O ]
B "
] Name of person in charge 0
" 5
= "
| 6 "
O ]
u “Destination email address "
n
: a@test.com H
1L
= "
n "
n
" “Confirmation of destination email address T
n 1 1L
4 Destination email address "
I
n L "
n "
n "
. “name of applicant "
1L
] Applicant A 0
: 6 "
B "
= "
4 Select Recipient Language 0
: LANG B4R o
n
" H
B "
= "
u "
. ]
N sssssssssssssssssssssssssssssssssscssssssaa®
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Click the “Resend” button at the bottom of
the “Application Information Details"
screen.

*The “Resend" button is displayed only when
sending certificates online. This button will not
appear if the recipient company has already
checked your certificate.

“Register Submission destination" screen is
displayed.

*In case sending certificates online to the
recipient company failed due to the system
error such as failure of an electronic
signature, “Check content of

application” screen will be displayed instead.

Enter the email address to resend.

*In case of resending, you can change the
email address and recipient language only.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

LLhe bouehas been sonfmed After confirming the notes, check “*The
above has been confirmed”.

Click the “Proceed” button.

“Check content of application" screen is
displayed.

The University Check content of application {:";}"

. //

s @example.com

Content of application

FARREE

Number of
Type of certificate copies Commission
Certificate of Enrollment 1 Copy 500 yen
Total 1 Copy 500 yen

* No charge for resending

Click the “Apply” button.

i

When the dialog shown on the left is

© Application complete displayed, click the "OK" button.

Application for cerificate has been made.

The application has been completed if the
“Application Complete" screen is displayed.

53
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E Application for Certificates

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

3.3 How to Stop Sending Certificates Online

Please follow the steps in this section to
stop sending certificates online in case you
registered the wrong e-mail address for

& The University Salect printing destinatic - .
T et .fuﬂ‘?@ex:m,,.em submission, etc.

This will make the recipient unable to see
St o the certificate you sent online.

Application list

Issue certificate

Click “Application list” from “Current
application list”.

Convenience store

Sending by post

Retssue ID

Send online

gigy Cartificate Application llst

oy

s fexample com {5} -

Application list

Issuance Date of Number  Total
number  Payment issuance Certificate of copies amoume

143 Unpaid ~ 2016/03/3  Certificate 1copies 300 yen
0 f Enroll . .
o Click the issuance number of the send
online you want to check from the
144 Unpaid 2016/03/3  Certificate 1copies 300 yen ”App"cation IiSt".
0 of Enrollm
ent
145 Unpaid 2061033 Certificate 1copies 300 yen
~f Enrollm
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

.11: The University  Application information details {g}v
~
s @example.com

Issued information

Issued application 302
number

Date of issuance 2022/10/31
Submission Company A

destination name

Department in charge

Person in charge 9
Display transmission Unconfirmed Stop sending

destination certificate

& Stop Sending Certificates Online

Please note that the person in charge of the
submission will not be able to see the sent
certificate until it is resent. O

2

O Stop Completed

Certificate Online Sending Stopped

(5

Copyright © NTT WEST,Inc. All Rights Reserved.

Click the “Stop sending” button in the
“Issued information” section of the
“Application information details” screen.

*"Stop sending” button is displayed only
for send online.

The dialog on the left is displayed.
Click “OK" if you are okay with the content
of the message.

Click “OK"” when the dialog on the left is
displayed.

Sending certificates online has completed
when “Stop Completed” screen is displayed
and the recipient is unable to see the
information of your application until you
finish resending it.

See the following for instructions on how to

resend certificates:
“3.2 How to Apply when Resending Online”
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 3.4 How to Check Application Status

(a) Common

& The University Sslect printing destination
i s @example.com

Current application list

Application list

Issue certificate

ﬁ The University
-

Application list

Issuan

ce
numbe Payme
r nt

141 Unpaid

140 Unpaid

134 Unpaid

143 Unpaid

Convenience store

Sending by post

Send online

Carfifcats Appllcation N2t

e @example.com

Date
of
issuan
ce

20160
3130

20160
3130

20160
3/30

20160
3130

Certifi
cate

Certific
ate of
Enroll
ment

Certific
ate of
Enroll
ment

Certific

ate of

Enroll
~nt

Cerun.
ate of
Enroll
ment

Numb
er of
copies

1
copies

1
copies

1
copies

I
copies

5~

Total
amoun

300
yen

300
yen

300
yen

300
yen
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To check the application status of the
requested certificate, click “Application list”
from “Application list”.

Click the issuance number of the certificate
you want to check from the “Application
list”

®m Information that can be confirmed

- Date of issue

- Print reservation destination

- Method of payment

- Payment status

- Number required for printing

- File attached by mail application ..., etc.

*The "Total amount” shows the total of the
certificate issuance fee, with, in the case of postal
mail, the postal fee added.

*The screen image shows an example of the
amount of money. See the actual screen to find
the actual value.
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E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

(b) By "Send Online” *how to check the confirmation status of the recipient

‘;‘ The University
=

Application list

Cartificate Application llst

.{:}.

sz @example.com

Issuance Date of Number  Total
number  Payment issuance Certificate of copies amounlo

10 Complete 2016033 Cerfcste  1copies  300yen Click the issuance number of the certificate
0 of Envolm you want to check from the “Application
ent Iist"
144 Unpaid 2016/03/3  Certificate 1copies 300 yen
0 of Enrollm
ent
145 Unpaid 2016/03/3  Certificate 1copies 300 yen
of Enrollm

“Application information details" screen is
displayed.

Application information details {g}

Issued information

Issued application
number

Date of issuance
Submission
destination name
Department in charge
Person in charge

Display transmission
destination certificate

s @example.com

Check “Display transmission destination
certificate” in the “Issued information” section

302 on “Application information details" screen.

2022/10/31 "Unconfirmed” :

Company A Thg recipient has not checked your certificate yet.
“Confirmed” :

The recipient has already checked your certificate.

9 “Cancel” :
Stop sending certificates has completed.

Unconfirmed Stop sending

See the following for instructions on how to resend
certificates:
“3.3 How to Stop Sending Certificates Online”

Copyright © NTT WEST,Inc. All Rights Reserved. 57



E Application for Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Issued information

Issued application
number

Date of issuance
Submission
destination name

Department in
charge

Person in charge

923

2022/10/31

Company A

Display Confirmed
transmission Check “Status” in the “Submission
destination destination details” section on “Application
certificate information details" screen.
Submission destination details [Notes]

Please confirm that the status of the first row
Email Date of of “Submission destination details” is “Sent”.
address to  Date of digital
submitto  application signature  Status If it is not “Sent”, click the “Resend" button at

mailA@exa 2022/10/31  2022/10/31 | Sent

mple.com

the bottom of the screen to resend.

If you do not “resend” the certificate, it
will not be sent online to the submission
destination.

See the following for instructions on how to
resend certificates:
» 3.2 How to Apply when Resending Online
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ﬂ Payment of Fees

| 2.1 Payment

Method

List of payment methods

v Convenience store cash payment (FamilyMart, Lawson)

Available print destinations
Maximum payment amount

Vv Credit card payment

Available print destinations
Maximum payment amount

payment institution for details.

: convenience store, mail, send online, application form
: 300,000 yen

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

V¥ Convenience store cash payment (Seven-Eleven)

Available print destinations
Maximum payment amount
Vv Pay-easy

Available print destinations
Maximum payment amount

payment institution for details.

Vv d-Barai

Available print destinations
Maximum payment amount
payment institution for details.

V¥ au Easy Payment

Available print destinations
Maximum payment amount

payment institution for details.

v Softbank payment (B)

Available print destinations
Maximum payment amount

payment institution for details.

Vv Apple Pay

Available print destinations
Maximum payment amount

payment institution for details.

Vv PayPay

Available print destinations
Maximum payment amount
payment institution for details.

Vv MerPay

Available print destinations
Maximum payment amount
payment institution for details.

: convenience store, mail, send online, application form
: 300,000 yen

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

: convenience store, mail, send online, application form
: The maximum payment amount depends on the conditions. Please contact each

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.1 How to Print at a Convenience Store

*If you forgot the selected convenience store, see » “5.3 How to Check the Specified Printing
Destination.”

(a) At Seven-Eleven

o TAFIE—ATa—  cumor—rars e mLTCET0 When you have an eight-digit print
A - TR reservation number, select (touch) “Print
(FU> k) ”on the top screen of the
multi-functional copy machine in a Seven-
Eleven.

oRa-FEbHEOR *If you forgot the eight-digit printing reservation
number, see the following:

» 5.3.1 “Checking the Print Reservation humber”

iy

Q Z WS | FUY FOBRERRLTES W,

*Please press “English” on the top left of the
screen to switch the language in English.

Select (touch) “Net Print (xw RTUZ ) ",

R T @7 > b EaT

R OERE BERELOERE

TUZEFHEBEEST
JUTE

(b RIS

R -BE-TOTAF -
FRELEDT ) HRFE

FYRTUS L

E—BE)IcTU> 77 FRREIET > R

ldh ST U

THA SN BRI 7L
EHZEOERZEELT

A ERREIET IR QRA— FEEHEDE

FUIHTRESEAALT
(RSB LT,

FUYETHIES ErnHoTET)

S
nnnnE
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o] (4

Enter the print reservation number.
*0On the screen, “Print reservation No
(U FHIES) 7 is shown.

Press the “Confirm (#35%2) ” button.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

Confirm the printing settings.
*Color mode: Full color/B&W, etc.

CIESTSTI

BErTUy FREERELT.
[CHTRE IARC)E2 Y ERL T T L,
IrAILE {27141 £ 26B) 7 71 IVER
7 7 LB R
FTT B

EA -
FAL 2 3

Press the “Confirm (5#:2) ” button.

Put coins into the slot and press “Start

8) v rTus
Ty FTY I Print.” The selected certificate will be

N7

[FUYFRE— PRIV TRE—FTEFET, 1

rmmaco s, %A b ACHRLC S, printed.
. *Keep the receipt for printing in a safe place.
e ! @°®® oy — E‘ E3 nanacozhL |
h3—F—F ho— '

-i o

R 9
Y 1L A4
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

(b) At FamilyMart

LITA-I—FE
RPENHRT

= ot @) @)

Nﬁﬁ}h NSFO-T
¥ D)t’usimu

umm)u

JPENTH-F s
/RREdy Q, F-9-rTHEs
/AR~ FEYR

21—
E Fot\ws

\/»1 *4

!
I

+| Zf—weu

3] o0 i

E
"
E

L. mmt ./ we

% R/ FU-HE
SRR BRI

Wiestem Union

l
) mmom |
|

[

HRFR(BF IR — - IV EIRMTE]

@D =0

- FYY-ER =

g N g % famimaPRINT
e S oBERE
RRIEVE T
AEIE- AXRTTUS b A%y S|
FAMRD S D )
WaL3JE— Fybo-97Ust
- mn )
- —
i B
TFOA ¥y TRY-ER
sy | | aeeotensecen | | ammosuommar
HASE 0m
@D
1-H—EEE LHUT, D&%
LT

1-Y-Es

iR %
SR AT
(z)(E])(4](s) (e ](7])(8](e](e]

RIWERTNMUIEOIE]) Fak

Ws)HHLKLE)
HREROOGN SN
2 o — 3 [

£8003-001
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When you have a 10-digit user number,
select (touch) “Print Service (FU> hF—E
A) " on the top screen of the multi-
functional copy machine at FamilyMart.

*If you forgot the 10-digit user number, see the

following:
» 5.3.2 “Checking the User Number”

Select (touch) “Network Print (v kDJ—2
JUZK)

Enter the “user number (1—5—&5S) ”.

Press the “Next (Z&/\) ” button.
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E Printing of Certificates

Select (touch) a file you want to print out.
*Proceed to the next operation if this screen isn’t
displayed.

P IPAIVERA T,

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

[ HLm ] [ drciEl ][ dm(ii’\m]

SREB 10285 pdf
SREEL0PEAL.pof
BAEF107584.pdf
SREF1078A3.pdf
TRRAEBR Y 17 I 2UP. plf

€ s

WELSIARLC,
[EATaraL <l

TERE MRS EET_2TL2UP. pdf

EYOTLE

Oorin

oS
Ll a

h3 T F WEETE @ 1 @
A4
] g
- astiEm
i |
l k== ] zn l
1A-YETY e
|| wrmcrutss
ABODZ-102 RAGER 0m

WEEEL, 4 AL
[RH—FJEHIL (<EdL,

fies BatET
1 60 w
BIILFH
ES
AB011-000

TEULLEDR]

B ERAAEAI_HLET, 9

EEr- U
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Press the “Next (R/\) ” button.

Confirm the printing settings.
*Color mode: Full color/B&W, etc.

Press the “Next (ZR/\) ” button.

Put coins into the slot and press “Start
Print.” The selected certificate will be
printed.

*Keep the receipt for printing in a safe place.
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E Printing of Certificates

(c) At Lawson

—-AVFYYY—ER —

T

Ptk

AXFTTUZ b« 2Ry
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KmaE-

ORI IE—

B
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BELAT—SETUS

P, SR

MY —-ER

v ll BREOTL . mETWL
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b
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*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

When you have a 10-digit user number,
select (touch) “Print Service (FU> hMF—E
A) " on the top screen of the multi-
functional copy machine at Lawson.

*If you forgot the 10-digit user number, see the

following:
> 5.3.2 “Checking the User Number”

Enter the “user number (11— —&S) ".

Press the “Next (X/\) ” button.

Press the “Print documents (XZ71 >
) 7 button.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

Select (touch) “My box”.

*Proceed to the next operation if this screen
isn’t displayed.

LAWSON prea

T FLEVTTS DB IIATE
FRLTCLAL 9

& wafwR
< TR

EEL T =R T

Select (touch) a file you want to print out.

LAWSON #77

FUATBIPANERR TS,

HLLE HUE FTATER  TATER

TR AP ol ERI7ANE
T SMTEIOREAL ‘| '
 SMAA0)ER 0 Peat

T R 0hEA "

FE LR

Press the “Next (&/\) ” button.

d

Confirm the printing settings.
*Color mode: Full color/B&W, etc.

LAWSON i

ERRTEL

B REEILIIATILUP e Qﬁ
- = = L
N5k mm#E = =

I 7115 BEX 1 i . .

. - *j: Put coins into the slot and press the “Next”

LRt BEEER A button.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

It will start printing once you select “Yes”.
LAWSON «E» *Keep the receipt for printing in a safe place.

T rERBLETR?
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

5.2 How to Check Postal Mail

I 5.2.1 Checking the Processing Status

& he University Sslect printing destination
o s @example. com

Current application list

Application list

Issue certificate

Convenience store

Sending by post

Rerssue ID

Send online

The University Certificate Application list
sz @example.com

7!1,

Application list

Number

Issuance Date of Certificat of Total

number  Payment issuance e copies amoum

155 Complete  2017/08/  Certificat 1 copies 100 yen
d 03 e of Acad

emic Rec
ord

Information sent by post

Processing status

Postal mail request completed

sd UP
No

Remarks

Copyrlght © NTT WEST, Inc. All Rights Reserved.

Log in to the certificate issuance service
and click ”Appllcatlon list” from the
“Application list.”

*See below for information on how to log in to the
Certificate Issuance Service:
»2.2 “How to Log In”

Click the issuance number of the certificate
to check from the “Application list”.

*The applications displayed in the
Application list are currently being
processed by university.

Check the “Processing status” under
“Information sent by post”.
“Postal mail request completed” is displayed.

*The request is being processed by
university. Please wait for processing to be

completed.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.2.2 Checking the Status of Sent Mail

Log in to the certificate issuance service
e Unversty Select printing dasinaton . and click Appllfatlon list” from the “Current
" s @example.com appl|cat|0n I|St
Cunentapplicatioflist *See below for information on how to log in to the
Applicaton st o Certificate Issuance Service:
» 2.2 “How to Log In”
Issue certificate
Convenience store
Sending by post
Send online
Click the issuance number of the certificate
ﬁ...uu.u-xr-nity Certificate Application list tO CheCk from the ”Application IiSt”-
. s @ayample.com
*The applications displayed in the List of
Applications (Past) have already being processed
Application list by UniVerSity-
Number
Issuance Date of Certificat of Total
number Payment issuance e copies amount
155 Complete 2017/08/  Certificat 1 copies 100 yene
d 03 e of Acad
emic Rec
ord
- Check the “Processing status” under
“Information sent by post”.
“Certificate Sent” is displayed along with the

4

time the university completed mailing the
certificate.

Information sent by post

Processing status 9

*You will receive an email to notify the completion
Certificate Sent (2019/05/13 14:00'54)

of mailing once the university completed its
Seale~ - process.

No *The certificate will be delivered in a few days to
the address you designated when applying. The
process will be completed once you receive the
certificate.

Remarks
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.3 How to Check the Printing Information
5.3.1 Checking the Print Reservation Number

*if you select Seven-Eleven as the printing destination
(a) Check on Website

W The University Sslect printing destination
-

s @example. com
Current appllcauoE list
Application list

Issue certificate

Convenience store

Sending by post

Rerssue ID

Send online

h"'L University  carifficate Applicafion list

s @example.com {5}

Application list

Issuance Date of Certificat Number  Total
number  Payment issuance e of copies amount
143 Complete  2016/03/3  Certificate 1 copies 300 yen
0 of Gradua
tion
144 Unpaid 2016/03/3  Certificate  1copies  300yen

0 of Gradua
tion

14

o

Unpaid 2016/03/3  Cerlificate  1copies 300 yen
0 of Gradua
tion

Copyrlght © NTT WEST, Inc. All Rights Reserved.

Log in to the certificate issuance service
and click “Application list” from the “Current
application list.”

*See below for information on how to log in to the
Certificate Issuance Service:
» 2.2 “How to Log In”

Click the issuance number of the certificate
to check from the “Application list”.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

The Application Information Details screen
_ is displayed, where you can check the
e ey A”“"“’"“”.,',i‘,'f::gf;‘;?,f;,f_;';m{f} . Printing reservation number under “Detailed
Information”.

v

Issued information

*The print reservation number is displayed when

Issued application 143 Seven-Eleven is selected for the convenience

number store as the printing destination.

Date of issuance 2016/03/30 *If the payment processing is not complete, the
. print reservation number is not displayed.

Printing @ T-Eleven

reservation u

destination

Payment information

Payment

PayPa
method yray
Payment Complete
status

Detailed @ma‘.ion
Printing

reservatio| studentID
n number || number Certificate Deadline

R R Certificate  2016/04/0
of Graduat 6

ion

Total 1 copy

(b) Check in Email

H " H n

Email message With “Convenience store (Seven-Eleven)
selected for the printing destination, when

Your printing reservation has been completed. Your H H
issuance application number is 143. Ehe payment processmg IS Sompleted’ the
The following printing reservation number is required Print Reservation Number” necessary for
when printing your certificate. Hi H H
Please keep it safe and be sure to bring it when printing. prlntlng IS reported by emall'

The issuance will expire seven days after your application. *This information is necessary for printing ata

Printing Reservation Destination: 7-Eleven convenience store. Please don't discard this email

Printing Reservation NUMber sxxskxxkixk until you Complete printing.
Certificate of Graduation.pdf Until 2016/04/06 E
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.3.2 Checking the User Number

*if you select FamilyMart or Lawson as the printing destination
(a) Check on Website

Log in to the certificate issuance service

§ The University Salect printing destination - and click “Application list” from “Application
" sz @example.com I ist"

Current application list

*See below for information on how to log in to the
Application list Certificate Issuance Service:
» 2.2 “How to Log In”

Issue certificate
Convenience store

Sending by post

Rerssue ID

Send online

_ Click the issuance number of the certificate
The University  caritncate application llst to check from the ”App”cation list”.

/)

s @example.com {5} v

Application list

Issuance Date of Certificat Number  Total
number  Payment issuance e of copies amount
143 Complete  2016/03/3  Certificate 1 copies 300 yen
0 of Gradua
tion
144 Unpaid 2016/03/3  Certificate  1copies  300yen
0 of Gradua
tion
145 Unpaid 2016/03/3 Certificate 1 copies 300 yen
0 of Gradua
tion
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

ﬂ & Linreeruty  Application information details v
B sz @example.com

Issued information

Issued application 143

number

Date of issuance 2016/03/30

Printing “FamilvMart yMart  FamilyMart
reservation

destination

Payment information

Payment method Convenience store cash paym
ent(FamilyMart, Lawson)

Payment status Complete

Payment details SmartPit sheet display

Print information (network print service)

REEEIE g

User number

Detailed information

student
File ID Certifica Deadlin
name number te e

Certificat == Certificat  2022/12/

e of eofGra 28

Graduati duation

on_pdf

Total 1copy 300 yen

(b) Check in Email

Email message

Your printing reservation has been completed. Your
issuance application number is 143.

The following printing reservation number is required
when printing your certificate.

Please keep it safe and be sure to bring it when printing.
The issuance will expire seven days after your application.

Printing Reservation Destination:&vson

User Number FkKdkkkk

Certificate of Graduation.pdf Until 2016/04/06

Copyright © NTT WEST,Inc. All Rights Reserved.

The Application Information Details screen
is displayed, where you can check the User
number under “Printing Information
(network print service)”.

*The user number is displayed when FamilyMart or
Lawson is selected for the convenience store as
the printing destination.

*If the payment processing is not complete, the
user number is not displayed.

With “Convenience store (FamilyMart,
Lawson) ” selected for the printing
destination, the “User Number” necessary for
printing is reported by email when the
payment processing is completed.

*This information is necessary for printing at a
convenience store. Please don't discard this email

until you complete printing.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.4 How to Check the Designated Printing Destination

(a) Check on Website

Log in to the certificate issuance service
. and click “Application list” from the “Current
Ry The University  Selact printing destination £6% - licati list.”
> s gexample. com application list.

T *See below for information on how to log in to the
é Certificate Issuance Service:
Application list » 2.2 “How to LOg In”

Issue certificate

Convenience store
Sending by post

Rerssue ID

Send online

Click the issuance number of the certificate
LR Crtecats Apphcalion it to check from the “Application list”.

s @example.com

Date and time of previous login 2023/04/06 10:01 -
[LANG English v

&/

Application list (present)

Issuance Date of Number  Total
number  Payment issuance Certificate of copies amount

143 Unpaid 2016033  Certificate 1 coples 400 yen
0 of Enrolim
ent

144 Unpaid 20160033 Certificate 1copies 400 yen
0 of Enrolim
ent

145 Unpeid 20160033 Certificate 1 copies 400 yen
0 of Enrolim
ent
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow

he on- i ction
Screen Images w How to Operate

The Application Information Details screen is
displayed.

Check the selected printing destination displayed
for the Print reservation destination.

= . .
._I ¥ \pplication information details s @example.com {g}-

Issued information

Issued application number 143
e orseuanes i 9 When “Print at a Convenience Store” is
destmaton (@) oo selected:

Displays the selected convenience store name

Payment information

Payment method PayPay When “Postal Mail” is selected:
H “" H rn
Payment status Complete Displays “Sending by post
= Detailed information
W
w7y Printing
k E ' reservatio studentID
- . n number number Certificate Deadline
1 ETH E o s Certificate  2016/03/3 E_
8. of Enrolim  023:59:59 n
::; = =: Total 1 copy
The printing destination can be checked also
p=== Print information (network print service)
.|'|'|'|'I: | g 3 2 2 B B 2B B S SERSSERSSSSRSES.RRSSRESRESSHR: as fOIIOWS:
Q@ 9 | n
:@ 9; " User number e n
] ! n For Seven-Eleven:
Ty S e e “ . . . " oup: .
5 Under “Detailed information,” “Print reservation
%: Detailed information e number (8 digits)” is displayed.
2 WS TEEEES
9: student ID " The_ display . )
e File name number  Certificate Deadline u éar'esd_ For FamllyMart.and LaWSOﬂi. .
] » depending Under “Printing Information (network print
H Certificate === Cerlificate  2016/03/3 uon the . "o ST e A
o o Enrolm 0935060 u gggttiwagtion service),” “User number (10 digits)” is displayed.
Enrollment ent .1 cssssss i J
pdf
Total ) For “Postal mail”: _ _
peen Under “Information sent by post”, “Processing
:'5 E;:E Information sent by post Status IS dlsplayed )
= g mmmsmsssssssssssssssssssssssssssssssssss==
S W "
g": :: Processing status ::
B :: Postal mail request complete ::
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

.:| e University Application information det?’i'l’?""@example.com ' FOI‘ llsend Onllne": ) ) ) .
e e eeeeeeeeaeeeeseeeeeseesesessenn, There is no print destination for sending online.
Id information 3 “Display transmission destination certificate” is
e a displayed in “Issued information”.
u Q M y Issued application number ::
U h i 1 Date ofissuance 2016/03/30 " " . ”
w3 ::5; R e w Unconfirmed” :
u o ' n ubmission destination name orp.. n . .
noa 4 ’ " The recipient company has not checked your
% 2 4 yDepartmentin charge Department A :: .
iz . certificate yet.
P : ::F‘ersnnincharse Applicant A :: ”Conﬁrmed" .
51 bestostoncatcns contimes The recipient company has already checked your
b "iiEEEiEEEiEEEEEEEEEEEEEEEEEEEiiiiiiiiiii‘l Certificate.
Submission destination details
For “Application Form” :
Date of digital pp .
Signature failure  Date of application  signature Status There |s no print dest|nat|on for appl|cat|0n
email@example.co  2022/03/30 2022103130 Sent form. Please submit your issuance number

m

and ID to verify yourself at the university
counter in charge.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

(b) Check in Email

Email message
< Seven-Eleven >

Your printing reservation has been completed.
Your issuance application number is 143.

The following printing reservation number is
required when printing your certificate.

Please keep it safe and be sure to bring it when
printing.

The issuance will expire seven days after your
application.

Printing Reservation Destination: 7-Eleven

Certificate of Graduation.pdf  Until 2016/04/06

< FamilyMart, Lawson >

Your printing reservation has been completed.
Your issuance application number is 143.

The following printing reservation number is
required when printing your certificate.

Please keep it safe and be sure to bring it when
printing.

The issuance will expire seven days after your

application. o
Printing Reservation Destination: Lawson

Certificate of Graduation.pdf Until 2016/04/06

< Postal Mail >

1 mail is completed. B

W Your issuance application number is 143. Please :@

« wait for the certificate to arrive. H
The emergency contact you entered might be

contacted from us.
Certificate of Enrollment.pdf

The printing destination can be checked
from the email that is received after the
application for the certificate or the
payment processing is completed.

Note that the timing to send the email
notification depends on the selected
payment method.

When the payment processing is completed, the
print information is notified by email. The selected
convenience store name, "On-campus print humber
(8 digits)" or "Certificate issuance reservation by mail
is completed" is displayed in the body of the email,
so confirm it.

The printing destination can be checked also
as follows:

For Seven-Eleven:
“Print reservation number (8 digits)” is displayed.

For FamilyMart and Lawson:
“User number (10 digits)” is displayed.

For Postal mail:
The notification is displayed stating that

certificate issuance by postal mail has been reserved.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

For “Send online” :
There is no print destination for send online.
You will be notified that the online certificate has

Email message

<Send Online> been sent to the recipient.
4 The online certificate has been sent to the designated\ii For “Application Form” :
. sg::r;e:;n P —— There is no print destination for application
b P ' " form. Please submit your issuance number
" Submission recipient name  Company A and ID to verify yourself at the university
! Department in charge Department A " counter in charge.

» Name of the person in charge Person A "
» Destination email address email@example.com
EL Applicant name Applicant A "

Please keep this email.

Certificate of Enroliment

<Application form>

Dear *hkkkkk

Payment has been completed.

Your issuance number is 5695.

Total payment amount: (JPY) 460
Payment method: credit card payment
Payment date: 2021-11-11 19:30:05:383

(Issuer) University A
(Breakdown)

Type

Quantity

Unit price

Price

Parking fee
1

(JPY) 300
(JPY) 300

Please keep this email in a safe place until the
procedure is completed.
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E Printing of Certificates

*The screen images shown below are samples only. For actual operation, follow
the on-screen instructions.

I 5.6 Procedure for Application Form

Select “Application form” as the print

Email message . .
:::=a=|=====s=52===============================o“ destlnatlon’ and When the payment
[ TS— : process is completed, you will be notified

1 . by e-mail of the “Issuance number".
« Payment has been completed. "
» | Your issuance number is 5695. " * T Py

 “Total payment amount: (JPY) 460 aPIelﬁcsaetil;ﬁep it in a safe place as it is necessary for
» Payment method: credit card payment " PP ’

» Payment date: 2021-11-11 19:30:05:383 .

w (Issuer) University A .
« (Breakdown) .
o Type "
v Quantity "
» Unit price "
' Price "

v Parking fee r
w1 r
¥ (JPY) 300 .
v (JPY) 300 f

» Please keep this email in a safe place until the 0
* procedure is completed. D

Please submit your issuance number and ID
9 to verify yourself at the university counter in
- = charge.
A A
-
11
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