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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

Phone 06-6809-4327

Reception

hours 24 hours
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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.

2.1 How to Apply to Use the Service *first time only

Access the link to certificate issuance
service found on the website of the

: g ‘ university and access the Graduates
H-EREHATIFR, EA—IHEER - DI YLTLE2N .
Login page.

Ko — b’ Y TR

BEEDS

+TECEECIES - FASONCETRE

1 2EOIYET VAR FPOIILFIE—BTORT
2 ELETORITRD

* TGOS - #2.8 - FEERSCHELELTE. EFFE0CTERRToTIRED

> EEEOAOFARE 0P ErES TS

When using this service for the first time,
S e Ty ne you neecj to apply to use it. Click “New
s Mesbr ol registration procedure” from “New
registration.”

Mail address

D

Password

Second password

If you have forgotten your password

Note

New registration

Register yourself from here if you use this service for
the first time
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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.

: ‘ _ Enter an email address you wish to register
® 1« Uarersity. Mail address setting into the “Mail address” and “Check” fields.

©

Mail address

g

Check

%

© 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.

« It may take a while to send the confirmation
message

« You may not be able to receive the
confirmation message addressed to a free
email address

*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, etc.?
3. Did you enter single-byte alpha-numerical
characters?
4. Is the email address you added to the
exception list for spam emails correct?

4
Back Check

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

A message is displayed on the screen, and
a confirmation notification is sent to the

~ vy Set mail address ) .
o registered email address.
A confirmation mail has been sent 9

Access the URL shown in the confirmation mail and
complete the setting of a mail address.

Email messade Click the one-time URL in the email body text
and register the applicant information.

You can register your email address. *The URL has an ex_piratiqn _time, SO please _

Access the following URL and finish by setting your email address@ Fcnznjcplete the operation within the displayed time
imit.

https:/ ek ikt

Due date for the URL: 30 minutes

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

Read the “Permission for use” displayed on
& he U v Permission for use the screen and select “I agree with the
3 above”

Permission for use

[Application Contents]

1.  Enter the name you had when in school in
“Name” and “Name in katakana”. Ask at
each university’s office if you wish to
register with different name.

2. Make sure your email settings allow
“@ac.jp” to be received.

Agree with the above when using this site.

7]

| agree with the above.

Click the “Agree” 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.
Screen Images @ How to Operate

Enter the information of the applicant.
Applicant's information 9

*The input items vary depending on the operating
Application Type

® New

Reapplication (e.g.. Email address used in the past is no

longer available)

*Applicant's name

DENDEN TAROU

Applicant's name in katakana

FoTY A07

Applicant's name in roman characters

DENDEN TAROU

*Birth date
1990/09/09

University's information (When in school)

Name when in school

DENDEN TAROU
Name when in school in katakana
T A0Y

Name when in school in roman characters

DENDEN TAROU

University

‘ University

Department

| Foreign Language

Subject
‘. Division of Foreign Language
Student ID nhumber
% ok % ok %k ok
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

environment.
*The items in red are required.

» Application type (Required)
Select "New" for new registration.
» Applicant’s name (Required)

Enter the name of the applicant in kanji,
katakana, and roman characters.

*Place a space between the family name and
first name.

» Birth date (Required)

Enter the birth date of the applicant.
*In the western calendar year.

Enter the information of the applicant
when in school.
*The input items vary depending on the

operating environment.
*The items in red are required.

» Name when in school
Enter the name used when in school in kanji,
katakana, and roman characters.

*Place a space between the family name and
first name.

> University/Department/Subject (Required)

Select the university, department, and subject.

» Student ID number

Enter the student ID number.

» Graduation (completion) year and month
Enter the graduation (completion) year and

month.
*In the Western calendar year.

» Graduate/Withdrawal/Expulsion (Required)

Select the applicable type.
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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.
Screen Images @ How to Operate

Current address

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phqne number

Mobile phone number

Work information

Workplace name

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phone number

%

Enter the current address and contact
information.

*The input items vary depending on the operating
environment.

> Postal code

Enter the postal code of the current address.

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

Enter the current address.
» Phone number
Enter the home phone number.

» Mobile phone number

Enter the mobile phone number.

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.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 8



E Log In to the Certificate Issuance Service

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

follow the on-screen instructions.
Screen Images @ How to Operate

Before attaching the image The copy of an identification document is
R requ.lred. Attach the file for identifying the
@ applicant.
Type of identification document » Type of identification document
® Driving licence Passport Insurance card
Photo ID Select the type of an attached document for

identifying the applicant.

sImage of an identification document " ; B
k Choose File | No file chosen » Image of an identification document
‘— Click the “Choose File” button and then shoot the
bimage (back side) of an identification documents document with a camera or select an existing
" "Choose File | No file chosen R image. If the information is also on the back side
s EEsEs s sssssssssssssssssssssa of the document, such as changed address put on
li the driver’s license, add the image of the back
[ = 5 B 888 LSSE] Side-
w The image file is =3 Note that the operating method differs depending
m u displayed after being on the terminal to use. Follow the on-screen
Escscssasssssasasaal Instructlonsl
) ) Note that an image file having the “jpg,” “gif,” or
After attaching the image “png” extension can be registered.
Copy of an identification document When a file is selected, the image of the
document is displayed for the “Image of the
Type of identification document identification document.”
@Driving licence (OPassport O lnsurance card Check if the name, address, and birth date are
Photo ID readable.
»’image of an identification document 3
Choose File | F1 Photo.png
: Eooo0 )
: P
Eiglmage (back side) of an identification document E
. | Choose File D Photo_back.png E
N ([ =] :
f = _ : Click the “Check” button.
*Be sure to fill in the required items. If any of
@ these items are left unfilled, it may take time for

approval.
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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 Images @

Applicant's information Current address CheCk the entered InfOFmatIOI"l fOF
registration and click the “Application”
Application Type . :::;:I :ude button.
New
Prefecture
Applicant's name (Required) Tokyo
DENDEN TAROU
City
Chiyoda-ku

Applicant’s name in katakana

Fors YU
Street and number

1-1 Chiyoda
Applicant’s name in roman charac

DENDEN TAROU Apartment name and room No.
Birth date Phone number
1990/09/09 03-1111-2222

Mobile phone number

i 090-1111.2222
University's information (When in s

y inf i
Name when in school R O eton

DENDEN TARQU Workplace name
Postal code
Name when in school in katakana
FLFY A0%9 Prefecture
City
Name when in school in roman
characters Street and number
DENDEN TARQU
Apartment name and room No.
University Phone number
University Copy of an identification document
Department Type of identification doccument
Foreign Language ! Driving licence
Subject Image of an identification document

Division of Foreign Language

Student number

Graduation year and month (Requi Image (back side) of an identification
201503 ([ —— H

Graduation, Withdrawal, Expulsior [

Graduation

1
m = 5 Check that the Application reception
screen is displayed.

& 'he University Application reception
>

16
Your application will be checked

The result will be sent to the registered mail
address later

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 10



E Log In to the Certificate Issuance Service

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

follow the on-screen instruction
Screen Images @ How to Operate

After the university checks the application
details, the result of the application for use
is sent to the registered email address.
Find the initial password in the email.

Email message

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.

*After you log in, change the password. *The image on the left will be displayed when the
application is approved. The application may be

Initial password: *****4*
@ rejected or subject to resubmission.

Log in here
httDS://****.****.**.**/****/*/****.****

©This email is for sending only.
For more information, contact the administrative representative.

Click the URL for “Log in here” in the
email body text to access the login
screen.

W e ty Graduate login

>

Mail address @

<

For the “Mail address” field, enter the
registered email address, and for the
“Password” field, enter the initial password
shown in the email announcing the
application result.

Password

*Leave the “Second password” field empty.

Second password

If you have forgotten your password

Note

1Be sure to read the Notes.
» Be sure to log out and close your

browser when you leave this site

» You will log out automatically if you do
not make any operation for a while after
logging in

« 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.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 11



E Log In to the Certificate Issuance Service

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

follow the on-screen instruction
Screen Images @ How to Operate

The Password Setting screen opens, where

W The L ty Set password you can change the initial password and
set the second password.
Fill in the “Password” and “Second
Password @ password” fields and the confirmation field
7/ Passy for each with a password and second
password, respectively, (other than the
Check initial password) of at least eight single-

byte characters, including both upper- and
lowercase characters.

*The password and the second password must be
Second password

different.
s
Check
e
Note
! Be sure to read the Note,
« Set a password
» You can change your password from a

menu th=t i displayed after you log in

width alphanumeric characters must not

be contained

2 Read the “Note” and click the “Set” button.
22
) Click the “OK" button.
© Setting the password has completed. The Certlﬂca_te Issuance Service has now
become available.
The password or second password has been set
2
f *A graduate who has multiple student ID numbers of,
for example, undergraduate and graduate, can add

the student ID number by referring to the following:
> 2.3 “How to Add a Student ID number”

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION 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.

|2.2 How to Log In

o Access the link to certificate issuance

KR —LR— Y TN service found on the website of the

e B e R T university and access the Graduates
Login page.

20y,

+ TEEICEHDIIRS - B ““Eﬁﬁﬁr

12EOIE=T DIILFIY —BTORIT

2 EETORTEmD

HTFELACIERS - FiAS - FEEERSCALFTLTE. EFFROICTRART> TZEW

> EREOAOHASE . OF VEEEANS

Enter the registered email address,

@ he Universiey Graduate login password, and second password.
_ e *For login for the first time, you need to apply to use
Mail address this service. For how to apply for it, see the
¥ | Mail address following:
> 2.1 “How to Apply to Use the Service”
Password *A graduate who has multiple student ID numbers of,
S Pasew for example, undergraduate and graduate, should

see the following:

» 2.3 “How to Add a Student ID number”
Second password

If you have forgotten your password

Note

'Be sure to read the Notes,
« Be sure to log out and close your
browser when you leave this site
« You will log out automatically if you do
not make any operation for a while after

logging in
« Change your passwords on a regular
basis
+ Storing your passwords on the browser Read the “Note” and click the “Login
is not recommended for security button.
reasons
+ The fee cannot be refunded even if you
comni~*-~ - application by requesting > Go to [l “Application for Certificates.”

«wrona numbers .. ~natvnes - ?

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 13



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 Add a Student ID Number

*applicable for those who have multiple student ID nhumbers

Perform registration for either

S v Graduate login undergraduate or graduate by following
- the instruction in 2.1 “How to Apply to
Use the Service” in this manual.
——r—— o Enter the registered email address and
- password.
Password
=Y

Second password

If you have forgotten your password

Note

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

o

% . Select rining dastmeton &3 Click the menu button “ - " in the
upper right of the screen, and then click

Top page “Register additional student ID number”

Manual
Personal setting

Current application lis Change mail address

Application list Riegister additional student ID number
Change password

Ssie cortcate Change second password

Logout

convenience stores
mail or counter

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 14



E Log In to the Certificate Issuance Service

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

follow the on-screen instructions.
Screen Images @ How to Operate

Read the "Note" and click the “Send” button.

~

o e v “ty Send mail registering

additional student information

Note

1 Be sure to read the Note,

« Astudent 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 until the application
confirmation mail is sent.

(4
Back m

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

OAppItcation complete

The Email has been sent

(5
Fort

An email including a one-time URL is sent

Ernail message to the registered email address. When you

Title: Addition of the student ID number receive It’ click the one-time URL.

*The URL has an expiration time, so please
Please add the student ID number. Access the URL complete the operation within the displayed time
below and complete the application for use of the limit.

student ID number you wish to add.
httDS//***********/**/******************

©This email is for sending only.
For more information, contact the administrative
representative.
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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.
Screen Images @ How to Operate

Enter your information as of the time you
University's information (When in school) were enrolled at undergraduate or
7 graduate you want to add.
*The input items vary depending on the
operating environment.
*The input items in red are required.
» Name when in school

Enter the name used when in school in kanji,
katakana, and roman characters.
*Place a space between the family name and first

Name when in school

Name when in school in katakana

Name when in school in roman characters

name.
‘-Universny » University/Department/Subject (Required)
Select the university, department, and subject.
Department
| = » Student ID number
Enter the student ID number.
Subject
‘. i » Graduation (completion) year and month
Student ID number Enter the graduation (completion) year and

month.
*In the Western calendar year.
Graduation (completion) year and month

------------- » Graduate/Withdrawal/Removal (Required)

@ Graduation Withdrawal Expuision 6

Click the “Check” button.

Select the applicable type.

University's information (When in school) Check the inputs and click the
Name when in school ”Application" button.

Name when in school in katakana

Name when in school in roman characters

University

Graduation

=

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 16



E Log In to the Certificate Issuance Service

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

follow the on-screen instructions.
Screen Images @ How to Operate

A message is displayed stating that the
S e application has been accepted.

>

Your application will be checked
The result will be sent to the registered mail address later

After the application is approved, an email

Email message . . .
2 is sent to the registered email address.

Title: Result of the application for use Che_Ck to see if the service has become
available.

This email is to notify you of the completion of the . . .

registration of the student ID number. The student *The image on the left will be displayed when the

ID number below has been amd to the current application is approved. The application may be

account. rejected or subject to resubmission.

Student ID number: **¥¥**x*

©This email is for sending only. For more
information, contact the administrative

representative.
Access the website of the certificate
& e v Graduate login issuance service and enter the email
= address, password, and second
@ password again.
Mail address

D
- *For how to log in, see the following:

» 2.2 “How to Log In”
Password

Second password

If you have forgotten your password

Note

13 Read the “Note” and click the “Login” button.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 17



E Log In to the Certificate Issuance Service

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

follow the on-screen instructions.
Screen Images @ How to Operate

s - §63%~ Select one of the printing methods from

the “Issue Certificates”.

[LANG:Engiish v | *The screen image on the left will be displayed
when selecting “CVS” for printing. To access
Current application list the service only for checking whether the
student ID number is registered, you can select
Application list any option.

Issue certificate @
or ¢

Check that two student ID numbers are

‘\i ty Select certificate (printing at a convenlence store) Selecta ble-
% Select the student ID number you want to
Date and tme of previous login 202211129 1452 {3~ use for printing a certificate before

applying for the certificate.

Select application certificate

Student ID number : ***** @

Student ID number : *****

> Go to ] “Application for Certificates.”

Certificates V.
Number
Type of certificate Commission of copies

Certificate of Completio

800 yen 0 v
n (Japanese)

rifi f leti
Certificate of Completio 800 yen 0 -

n (English)
Others i
Number
Type of certificate Commission of copies

Medical Examination C 200 yen 0 o
ertificate

Cerificate of Academic
200 yen 0 v
Record y
Certificate of Graduatio

2 0 v
& 200 yen

Back
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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.

I 2.4 How to Change the Login Information

(a) Change the Personal Information

§ ty Solect printing destination &- Log in to the certificate issuance service
and select the menu button “ - ” in the
op.Rom upper right of the screen, and then click

Mapual 0 - “Personal setting”.

Personal setting
Current application list
Change mail address

*For how to log in, see the following:

Application list Register additional student ID number > 2.2 ”HOW to LOg In”
Change password

Issue certificate Change second password

Logout

Fill the personal information items you want
Applicant’s information to Change'
" Applicant’s name

DENDEN TAROU

Applicant’s name in Katakana

Applicant’s name in roman characters
DENDEN TAROU

Sex
Male Female

Birth date

1999/09/09

Phone number

Click the “Check” button.

3

= =
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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.
Screen Images @ How to Operate

Check the inputs and click the
Applicant's information “Application” button.

Applicant’s name

DENDEN TAROU

Applicant’s name in Katakana

Applicant’s name in roman characters
Sex

Birth date

1999/09/09

Curmrent address

Apartment name and room No.

‘Phone number

e

The Change Completed screen is displayed
stating that the information has been
@ Change complete changed. Click the “OK” button.

Applicant information has been changed
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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.

(b) Change the Email Address *if you can log in

i ssotect printing dsstinaton & Log in to the certificate issuance service
and select the menu button “ @- ” in the
f“fe upper right of the screen, and then click
n i Vi : ”
e ' Change mail address.
Personal setting
Current application list o
Change mail address
Application list Register additional student ID number *For hOW to |og |n, see the fo”ow|ng-
Change password » 2.2 “"How to Log In”
Issue certificate Change second password
Logout
mail or counter
application
online delivery
Enter a new email address into the “New
& e Unrersity Mail address setting mail address” and “Check” fields.
>
Current mail address
"‘f!"l'!ll'!l!!@!'i!rl
New mail address 9
lx Mail address
Check
D Mail address
© 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 . " ”
g Read the "Note" and click the “Check

-/

e ltm> ‘~ to send the confirmation
button.

©

Back
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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.

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

~

« ty Set mail address

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

Email message

Click the one-time URL in the email body text

to complete changing the email address.
You can change your email address.
Access the following URL and change your email address:

*The URL has an expiration time, so please
https://

complete the operation within the displayed time
limit.

Due date for the URL: 30 minutes

*Please delete this message if you don't recognize 6
*This email address is used only for sending
purposes.

A message is displayed on the screen
stating that the email address has been
@ changed.

« v Changing mail address complete

The mail address has changed
From now on, this mail address will be used as an ID for login

Information from the system will also be delivered to this mail
address

Move to Login page

(C) Change the Email Address *If the email address you used in the past can no longer be used, etc.

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

H-EAENMAIEAR. & i3 - O 2 LT<EZW

BEEDS

+ FRICEEDERS - FRSONTETE
1 2E0IVESTYAA FFOILFIE—BTORT
2 HETORImD
K TFRMAGIEES - H28 - FARRSCHLEL TR, EFFEOCTHRRA>TIEEL

=SS
- FEEEE
- ZERE

>3 EREQAOHABRE - 0J L ETSENS
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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.

How to Operate

Click “New registration procedure” from

ty Graduate login . .
“New registration”.

v/

Mail address

D

Password

Second password

If you have forgotten your password

Note

New registration

Register yourself from here if you use this service for

the first time

Enter an email address you wish to change
into the “Mail address” and “Check” fields.

P ty Mail address setting
»>

Mail address

.G

Check

D.g

© Note

!Be sure to read the Notes.
* Press** “utton. A confirmation message

will be sent to the desig,. 4 email add--

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION 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.

A message is displayed on the screen, and
a confirmation notification is sent to the

o y | Set mall address email address you entered.
A confirmation mail has been sent 6

Access the URL shown in the confirmation mail and
complete the setting of a mail address

Email messade Click the one-time URL in the email body text
and register the applicant information.

You can register your email address. *The URL has an expiration time, so please

Access the following URL and finish by setting your email address e F;’q”;‘cplete the operation within the displayed time
imit.

https:/ oo ekl

Due date for the URL: 30 minutes

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

Read the "Permission for use" displayed on
the screen and select “I agree with the

ity Permission for use
above”.

-/

Permission for use

[Application Contents]

1. Enter the information used when in school on the
"Name when in school” 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 "No choices”

| agree with the above.

Click the “Agree” 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.
Screen Images @ How to Operate

Enter the information of the applicant.
Applicants infonmation 9 *The input items vary depending on the operating

Application Type

® New

Reapplication (e.g.. Email address used in the past is no

longer available)

*Applicant's name

DENDEN TAROU

Applicant's name in katakana

FoTY A07

Applicant's name in roman characters

DENDEN TAROU

*Birth date
1990/09/09

University's information (When in school)
Name when in school
DENDEN TAROU

Name when in school in katakana

FUFY 409

Name when in school in roman characters

DENDEN TAROU

University
‘ University > University/Department/Subject (Required)
Department Select the university, department, and subject.

| Foreign Language

Subject
‘. Division of Foreign Language
Student ID nhumber
% ok % ok %k ok
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

environment.
*The items in red are required.

» Application type (Required)
Select "New" for new registration.

» Applicant’s name (Required)

Enter the name of the applicant in kanji,
katakana, and roman characters.

*Place a space between the family name and
first name.

> Birth date (Required)

Enter the birth date of the applicant.
*In the western calendar year.

Enter the information of the applicant
when in school.

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

» Name when in school

Enter the name used when in school in kanji,
katakana, and roman characters.

*Place a space between the family name and
first name.

» Student ID number

Enter the student ID number.

» Graduation (completion) year and month
Enter the graduation (completion) year and

month.
*In the Western calendar year.

» Graduate/Withdrawal/Expulsion (Required)

Select the applicable type.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION 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.
Screen Images @ How to Operate

Enter the current address and contact

Current address information.
@ *The input items vary depending on the operating
Postal code environment.

» Postal code
Prefecture 7 Enter the postal code of the current address.

»Prefecture/City/Street and number/

City
= Apartment name and room No.

Street and number Enter the current address.

» Phone number

Bpostinngl Sase and rooms o Enter the home phone number.

» Mobile phone number
Phqne number

Enter the mobile phone number.

Mobile phone number

Work information Enter work information.
@ *The input items vary depending on the
Workplace name operating environment.

» Workplace name

Postal code

Enter your workplace name.
Prefecture » Postal code

Enter the postal code of your workplace.
City

» Prefecture/city/street and number/
Apartment name and room No.
Street and number
Enter the address of your workplace.

Apartment name and room No. » Phone number

Enter the phone number of your workplace.

Phone number
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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.
Screen Images @ How to Operate

Before attaching the image The copy of an identification document is
R requ.lred. Attach the file for identifying the
@ applicant.
Type of identification document » Type of identification document
® Driving licence Passport Insurance card
Photo ID Select the type of an attached document for

identifying the applicant.

sImage of an identification document »
' "Choose File | No file chosen P Image of an identification document
‘— Click the “Choose File” button and then shoot the
bimage (back side) of an identification documents document with a camera or select an existing
" "Choose File | No file chosen R image. If the information is also on the back side
s EEsEs s sssssssssssssssssssssa of the document, such as changed address put on
li the driver’s license, add the image of the back
[ = 5 B 888 LSSE] Side-
w The image file is =3 Note that the operating method differs depending
m u displayed after being on the terminal to use. Follow the on-screen
Escscssasssssasasaal Instructlonsl
) ) Note that an image file having the “jpg,” “gif,” or
After attaching the image “png” extension can be registered.
Copy of an identification document When a file is selected, the image of the
document is displayed for the “Image of the
Type of identification document identification document.”
@Driving licence (OPassport O lnsurance card Check if the name, address, and birth date are
Photo ID readable.
»’image of an identification document 3
Choose File | F1 Photo.png
: Eooo0 )
: P
Eiglmage (back side) of an identification document E
. | Choose File D Photo_back.png E
N ([ =] :
; = _ : Click the “Check” button.
; *Be sure to fill in the required items. If any of
@ these items are left unfilled, it may take time for
approval.
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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 Images @

Applicant's information Current address CheCk the entered InfOFmatIOI"l fOF
registration and click the “Application”
Application Type . :::;:I :ude button.
New
Prefecture
Applicant's name (Required) Tokyo
DENDEN TAROU
City
Chiyoda-ku

Applicant’s name in katakana

Fors YU
Street and number

1-1 Chiyoda
Applicant’s name in roman charac

DENDEN TAROU Apartment name and room No.
Birth date Phone number
1990/09/09 03-1111-2222

Mobile phone number

i 090-1111.2222
University's information (When in s

y inf i
Name when in school R O eton

DENDEN TARQU Workplace name
Postal code
Name when in school in katakana
FLFY A0%9 Prefecture
City
Name when in school in roman
characters Street and number
DENDEN TARQU
Apartment name and room No.
University Phone number
University Copy of an identification document
Department Type of identification doccument
Foreign Language ! Driving licence
Subject Image of an identification document

Division of Foreign Language

Student number

Graduation year and month (Requi Image (back side) of an identification
201503 ([ —— H

Graduation, Withdrawal, Expulsior [

Graduation

1
m = 5 Check that the Application reception
screen is displayed.

W (he Unversity  Application reception
>

16
Your application will be checked
The result will be sent to the registered mail
address later.
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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 instruction
Screen Images @ How to Operate

After the university checks the application
details, the result of the application for use
is sent to the registered email address.
Find the initial password in the email.

Email message

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.

*After you log in, change the password.

Initial password: *******

Log in here @

REtps:// ¥ ¥ FRFF KK K PRFFK [ PFOFFK FFFF

*The image on the left will be displayed when the
application is approved. The application may be
rejected or subject to resubmission.

©This email is for sending only.
For more information, contact the administrative representative.

Click the URL for “Log in here” in the
email body text to access the login

screen.
o el ty Graduate login
For the “Mail address” field, enter the
registered email address, and for the
Mail address @ “Password” field, enter the initial password
- shown in the email announcing the
application result.
Password *|eave the “Second password” field empty.
=

Second password

If you have forgotten your password

Note

iBe sure to read the Notes,
» Be sure to log out and close your

browser when you leave this site

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

« 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.

v

- el ty Set password

21
Password

s

Check
rd

Second password

4

Check
7 v
22

v

© Setting the password has completed.

The password or second password has been set

23
o]

(d) Change the Password

S oyt Seiect printing destination {g},
Dateandy 'OP Page
manual
personal setting
Current application list change mail address
Application fis register student id
change password
change second password
Issue certificate
logout
convenience slores
mail or counter
application
online delivery

How to Operate

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.

The Certificate Issuance Service has now
become available.

How to Operate

Log in to the certificate issuance serV|ce
and select the menu button “ - " in the
upper right of the screen, and then click
“Change password.”

*For how to log in, see the following:
> 2.2 “How to Log In”
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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.

Enter the currently used password into
& /e uaersity Change password the “Current password” field and a new

password into the “New password” and
2 “Change” fields.

Current password

New password
l"

Check

Note

2! Be sure to read the Note,
Set a password according to these rules:
« It must be made up of eight or more characters
+ One or more half-width, uppercase alphabetic
characters (A to Z) must be contained
* One or more half-width, lowercase alphabetic
characters (a to z) must be contained
« One or more half-width numerals (0 to 9) must be
contained
= Characters and numerals other than half-width

alphanumeric characters must not be contained Read the “Notes” and click the “Change”

button.
=

A message is displayed on the screen
stating that the password has been
changed. Click the “OK” button.

@ Change complete

The password has been changed

o
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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.

(e) Change the Second Password

Log in to the certificate issuance service

and select the menu button “ - " in the

Osta and| ma:j g upper right of the screen, and then click
[ “Change second password.”

y Select printing destination

\/ /]

o

personal setting
Current application list change mail address
register student id *For how to log in, see the following:
change password > 2.2 “How to Log In”

change second password

Application list

Issue certificate
Togout

convenience stores

mail or counter

application

online delivery

Enter the currently used second

& 1 Unvessity | Change second password password into the “Old second
: Password” field. Then enter a new second
9 password into the “New second password”
Old second password and uCheCk" flelds

New second password
n,.

Check

Note

! Be sure to read the Note,

Set the second password according to these rules

« It must be made up of eight or more characters

» One or more half-width, uppercase alphabetic
characters (A to Z) must be contained

* One or more half-width, lowercase alphabetic
characters (a to z) must be contained

* One or more half-width numerals (0 to 9) must be
contained

» Characters and numerals other than half-width
alphanumeric characters must not be contained

Read the “Note” and click the “Change”
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.

A message is displayed on the screen
stating that the second password has been
changed. Click the “OK” button.

© Change complete

The second password has been changed

ef

(f) If You Forgot the Password

On the Graduates’ Login screen of the

5 tv Graduate login certificate issuance service, click “If you
have forgotten your password”.
Mail address *For how to log in, see the following:
— > 2.2 “How to Log In”
Password
@

Second password

If you have forgotten your password

Note

\Be sure to read the Notes,
+ Be sureto iog out and close your

browser when you leave this sie

+ You will log out automatically if you do
not make any operation for a while after
logging in

« Change your passwords on a regular
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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.

For resetting the password, enter the
& /e Uaiversity Reset password registered email address into the “Mail
address” field.
Mail address 9

=

© Note

! Be sure to read the Note.

+ Input a registered mail address and press the "Send"
button

« Pressing the "Send” button sends a reset mail to the
registered mail address.

» Access the URL shown in the reset mail and complete
re-setting

+ It may take some time until the reset mail is sent

2 If 30 minutes or longer has passed and the reset mail still
does not come, check the following:
1. Is the input mail address correct?

2. Were extra spaces or other entries input by mistake? Read the "Note" and click the “Send”
3. Was the information input in half-width alphanumeric
characters? button.
Send

A message is displayed on the screen
stating that a notification has been sent to

w el ty Password reset mail sent . )
« the registered email address.
A password reset mail has been sent e
1. The password reset mail will be sent to the registered
mail address

2. Open the URL shown in the password reset mail and
complete resetting of your password

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

Your password has been reset. to open the screen for FE'Setting the

Access the following URL to set the password again. 6 password_

ht ths 1/ sk ki, L .

Du et for e URL. 30 suntiss *The URL has an expiration time, so please
..................... complete the operation within the displayed time
[Inquiries] limit.

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

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION 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,

Fill the “Password” and “Second password”

fields and the confirmation field for each
koot v Set password with a password and second password,
6 respectively, (other than the old
T— password) of at least eight single-byte
i characters including both upper- and

R - o lowercase characters.
Check

s

Second password

rd

Check

Note

1 Be sure to read the Note,
» Set a password.
« You can change your password from a
menu th=4 i= displayed after you log in

L4 WwHIGIguITID Qg 1w, Q1 NI@n-
width alphanumeric characters must not
be contained

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

£
'r!.r

A message is displayed on the screen
stating that the password and second
© Setting the password has completed. password setting has been completed.

Click the “OK” button.

The password or second password has been set
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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.

I 2.5 Switch Languages

(a) Mail Address Setting Screen

LA B o Click the language selection pull-down to
§ el ty A—JLF RLARE switch languages.
A—LFPRLR
R
0 FEBN

EEREHRBI BRI
- [5ER] RI>VEFTE, BEDOA-ILTR

T =TEID L 1 AT e e

Click the language you want to display in

S| 9 the pull-down.
.3 U vy A—I7
LANG:English
A—=ILF LR —
D
FER
D
Q ERFEHR
EEBARFSTRBRHIESN

- [HE2) RYEBTE, BEDOA-ILFR

— s—rEIm L RPED -

The screen switches in the language you

e @) selected. Subsequent screens will be
& e U byl Mall addkoss seting displayed in the selected language.
Mail address
D4
Check
>
© Note

!Be sure to read the Notes.
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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.

(b) Log In Screen

Click the language selection pull-down to

[LANG:B&EE vlo ]
—_— switch languages.

S v BEEOTA>
A=IW7ELR
D4
NAT—F
B
Click the language you want to display in
the pull-down.
[LANGEZE v |\&
S v BEEDIA>
LANG:English
A—IL7 ELR '
b
NZXT—F
=]
9 The screen switches in the language you
[LANG Engiish v | selected. Subsequent screens will be
displayed in the selected language.
= vy Graduate login

Mail address

D

Password
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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.

(c) Select Printing Destination Screen

s v BRERIR & o Click the language selection pull-down to
S switch languages.
(NG DA |
BEDHRF B
Y
AR ERT

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

o EBIZEREIR

V.

BB B
LANG:English

R —E

AIAEERT

;e - B

i (]
i \'
T i

The screen switches in the language you

. &- selected. Subsequent screens will be
T - ) displayed in the selected language.
[LANGEngisn v | Since the language selection pull-down
is displayed only on Log In and Select
et i Printing Destination screens, so you

need to log out or come back to Select
Printing Destination screen in order to
switch languages.

Application list

Issue certificate

convenience stores
mail or counter

application

online 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 3.1 How to Apply for a New Request

(a) Printing at a Convenience Store

Click “Convenience store” from “Issue
& (e University  Select prinfing destination - Certlﬁcate )
Current application list
Application list
Issue certificate
convenience stores
application
online delivery
Under “Select application certificate”, select
the number of copies of the certificate you
ﬁ-,,!u University Sedect certificate (printing at a convenlence store) Want to requeSt In the pu“_down menu.
*System fee may be charged for each application.
x *The screen image shows an example of the fee.
See the actual screen to find the actual value.
Select application certificate
If the desired certificate is not shown under “Type
Certificates ve of certificate,” click ” » " at the right end.
Number of
Type of certificate Commission copies
Medical Examination  200yen Click the “Proceed” button.
Certificat . . .
eriieate *If the selected certificate has a print deadline,
Certificate of Academic 0 v the following screen will be displayed. Click

!

-/

|

Record s o “Yes" if you're okay with the content of it.
*Please pay and print by the printing
deadline.

Confirm the print deadline.

Print deadline for Certificate of Academic Record 2020/05/30 is set

Certificate of Enrollment 200yen 1 =

Others ">

1 Copy

Are you sure you want to apply?

___©
m  Proceed
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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 a convenience store where you want
to print the certificate(s).

-/
2
C

niversity $ei@CL payment method

- *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 printing destination

e
e ‘:"f) 7-Eleven

e ”
_FamilyMart  FamilyMart
LAWSON Lawson

4

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

- DoCoMo payment

- au Easy Payment

- Softbank payment

Select payment method

(5)
Credit card settlement
Cash payment at convenience store (7-Eleven)
Docomo harai
au Kantan Kessai

Softbank Matomete Shiharai (B) - LINE Pay
Apple Pay - Apple Pay
PayPay - PayPay

-+ MerPay

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

Click the “Proceed” button.

You have information from Network print service.

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

Confirm it before making the application.

(B2 572 TOIHERER] a
FEHERRL FL AT A S T RLEL:,
R cRUD S I E N EL,

(B2 AT AOFEFVEHHSE]
BRIk D =07 ) = 2% R EEEL T
S CEUAESIENET,

ICEHLER B ERADY VAT LDER T AR
ZAH (1/5)22:00~22:30F T

ERRAE TR

*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

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

& The Uniersity Check content of application 55 - When the Request Confirmation screen is
displayed, check the details and click the
Content of application ”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

TrrrTreT

_ o actual value.
Type of certificate  of copies Commission
Certificate of Enroll 1 Copy 200 yen
ment
System usage fee 130 yen
Total 1 Copy 330 yen

Printing destination of certificate

7-Eleven

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

.1® method".

Payment method

| Credit card,
9
= ronl
For Credit card When the Application Completed screen is

displayed, click “OK"” button.

*The display screen varies depending on the payment
method.

© Application complete

Application for certificate has been made
Moving to payment page
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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

Click “Sending by post” from “Issue
§-‘|I|L-' University Select printing destination - Certlflcate”.

Current application list

Application list

Issue certificate

convenience stores

mail or counter

application
online delivery

Under “Select application certificate”, select
the number of copies of the certificate you

ému University gglact certificats (sending by poat) ' i
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.

Select application certificate

Certificates o Vo >
R See the actual screen to find the actual value.
Number . o .
Type of certificate S o copieg If the desired certificate is not shown under
“Certificate Types,” click “ *" at the right end.
Certificate of Enroliment 200 yen 1 v
Click the “Proceed” button.
1 copy

3
Back Proceed
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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.

Q he University  Enter the destination '
>

Mailing address

*Destination category

Postal code

» 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

» 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

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

Postal code 100-0001 ‘wl
4-2 4-2 Click the Search button.

*Address I

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

Domestic

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

*Destination category

Domestic

Postal code 100-0001 m

4-3

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

E3

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

Emergency contact

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

se enfer a | *The items in red are required.

@ » Emergency contact (Required)

Enter a phone number that is easily reachable,
such as your mobile phone number.

Mailing options

Sealed up
Wished
Enter a postal option.
*The input item varies depending on the

operating environment.
*The items in red are required.

Remarks

» Sealed up

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

m j.?g;:_;_‘._ja “Remarks” field.
> Attached file

You can attach files.
*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

he on- i ction

'ij The University Sedact payment method =

Select payment method

| Credit card setllement

Cash payment at convenience store (7-Eleven)
Docomo harai

au Kantan Kessai

Softbank Matomete Shiharai (B)

Apple Pay

PayPay

‘12 The University ‘Check content of application ~
»

Content of application

Number of
Type of certificate copies Commission
Certificate of Enrolim 1 Copy 300 yen
ent
Postage 82 yen
System usage fee 150 yen
Total 1 Copy 532 yen

Select a desired payment method.

¥ Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

- Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- DoCoMo payment

- 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.
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E Application for Certificates

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

he on- i ction

Information about sending by post

Delivery method category (Required)
Domestic Regular Mail

Postal code
100-0001

Address (Required)

1-1, Chivod~ " Takyo

No

Attachment Mdesignated format) (gif, jpg,
. pdf, x|
,‘rw. pdf, xis X

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.

For PayPay

© Application complete

Application for certificate has been made
Moving to payment page
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E Application for Certificates

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

(c) Application Form

., Select printing destination - From “Issue Certificate”, click “Application
Form".

./

Current application list

Application list

Issue certificate

convenience stores

mail or counter

1

online delive . .
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.

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

-/

Select application form

Application form :Li\:i::
N"mbera If the desired certificate is not shown under “Type
it St B of certificate,” click “ » " at the right end.
Parking fee 300 yen 1 v
1 copy Click the “Proceed” button.
3

= o
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E Application for Certificates

Select payment methed

&/

Select payment method

{ Credit card settlement

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

©

Cash payment at convenience store (7-Eleven)

Docomo harai

au Kantan Kessai

Softbank Matomete Shiharai (B)
Apple Pay

PayPay

Check content of application

v/

Content of application

999999
Number of
Type of certificate copies
Parking fee 1 Copy
Total 1 Copy

Payment method

y Credit card payment

© Application complete

Application for certificate has been made
Moving to payment page

Commission

300 yen

300 yen

6
| Apply

7]

Select the desired payment method.

¥ Supported payment methods are the following:

- Convenience store cash payment
(FamilyMart, Lawson)

- Credit card payment

- Convenience store cash payment
(Seven-Eleven)

- Pay-easy

- DoCoMo payment

- 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.
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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) Send Certificates Online

From “Issue Certificate”, click “Send online.

y Select printing destination {:} -

&/

Current application list

Application list

Issue certificate

convenience stores
mail or counter

application

online delivery

1

From “Select application certificate”, select
the certificate to apply for Select the

ﬁmu University Select certificate (sending certificate online) &, number Of COpleS from the pU”'down menu.
*System fee may be charged for each application.
Select application certificate *The screen image shows an example of the fee.
@ See the actual screen to find the actual value.
Certificates (Japanese) Ei DA n
Number of
Type of certificate Commission copies If the desired certificate is not shown under
“Certificate Types,” click “ » " at the right end.
Certificate of Enrollment 500 yen 0 v

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.

o Select the desired payment method.
8
¥ Supported payment methods are the following:
Select payment method - Convenience store cash payment
(FamilyMart, Lawson)
” - Credit card payment
e - Convenience store cash payment

Credit card settlement (Seven-Eleven)

| Cash payment at convenience store (7-Eleven) - Pay-easy
{| Docomo harai - DoCoMo payment
au Kantan Kessai - au Easy Payment
Softbank Matomete Shiharai (B) - Softbank payment
Apple Pay - LINE Pay
PayPay 6 - Apple Pay
- PayPay
[=—— * MerPay

e

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

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.

y Fill in the form on “Register submission
.jllll: University Register submission destination. - deStInatIOI’]" screen.

» Submission nhame (Required)

Enter the company name of the submission

Submission registration @
destination.

*Submission name
» Department in charge

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

» Name of person in charge

Enter the name of the person in charge of
Name of person in charge

submission.
» Destination email address (Required)
“Destination email address » Confirmation of destination email address (Required)

Enter the email address of the submission
destination.

*Confirmation of destination email address .
»Name of applicant (Required)

Enter your name.

*name of applicant .
> Select Recipient Language

Select the language of the email notification to
Select Recipient Language “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.

LANG:HA&:E v

[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.
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E Application for Certificates

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

O 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.

0

[J*The above has been confirmed.

Check content of application {E}.-

v/

Content of application

Number of
Type of certificate copies Commission

1 Copy

Payment method @

Submission destination

Submission destination name Company A
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

o (o

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

Click the “Proceed” button.

“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.
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E Application for Certificates

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

. “Application Complete" screen will be
For cash payment at convenience store . ) i
(7-Eleven) displayed. Click the "OK" button.

© Application complete *The displayed screen varies depending on the

payment method.

Application for certificate has been made
Moving to payment page

g,
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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

Screen Images

ty Select printing destination G -

-/}

Current application list

Application list o

Issue certificate

convenience stores
mail or counter

application

online delivery

ty Certificate Application list

4/

{3}.

Printable History

Application list (present)

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

143 Unpaid  2016/03/3 Certificate 1copies  300yen
0 of Enrolim
ent
144 Unpaid 2016/03/3  Certificate 1copies 300 yen
0 of Enrolim
ent
145 Unpaid IMAIOY3  Certificate 1copies 300 yen
~f Enrollm

How to Operate

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

Click the issuance number of the send
online you want to check from the
“Application list (present) ".
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E Application for Certificates

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

[

Issued information

Issued application

Click the “Resend” button at the bottom of
the “Application Information Details"

ﬁ | e Unive r-._|[-,r Application information details ‘{a - 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.

1111111

number

Date of issuance 2022/12/113

Submis=®- A Corp

vepartment in charge Dep.

Resend

::==:::====:=::====::::::::::::::::::::@ ”Reglster SumeSS|on destlnatlon" screen |S
EE § The University  Register submission destination. W :: d ISplayed .
" : " . - .
JTTTE— n In case sending certificates online to the
' ; recipient company failed due to the system
" *Submission name . error such as failure of an electronic
; Company A R signature, “Check content of
- " application” screen will be displayed instead.
& Department in charge 0
Ei Name of person in charge E
i “Destination email address E
& a@test com E
: : Enter the email address to resend.
:: *Confirmation of destination email address :: .
§ " *In case of resending, you can change the
u : email address and recipient language only.
:: “name of applicant ::
g Applicant A 6 [
Ei Select Recipient Language E
u LANG B35 v .
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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 above has been confirmed.

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 {3} bt

vJI /4

Content of application

KERREE

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.

When the dialog shown on the left is

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

Application for certificate has been made

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

10
i
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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
EEERERRD st stop sending certificates on_Iine in case you
B registered the wrong e-mail address for
submission, etc.
Current application list o This will make the recipient unable to see
Apphcason st the certificate you sent online.
Issue certificate

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

The University certincate Application list

L7

Printable History

Application list (present)

Issuance Date of Number  Total
number  Payment issuance Certificate of copies amoume
143 Complete  2016/03/3 Certificate  1copies 300 yen Cllc:k the issuance number of the send
0 oiEnoim online you want to check from the
ent “Application list (present) ".
144 Unpaid 2016/03/3  Certificate fcopies 300 vyen
0 of Enrollm
ent
145 Unpaid 2016/03/3  Certificate Tcopies 300 yen
: of Enrclim

i
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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‘; I he Ull:'_-'--r-gir_y Application information details
-

Issued information

Issued application 302
number

Date of issuance 2022/10/31
Submission Company A

destination name
Department in charge

Person in charge

{g}-

©

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.

0
> (3

© Stop Completed

‘ Certificate Online Sending Stopped

0

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

To check the application status of the
§ The University Select printing destination S requested certificate, click “Application list”
i from “Current application list”.

Current application list

Application list o
Issue certificate

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

iJ.nL- University  cartificate Application liat

{3}.

m Information that can be confirmed

Printable History * Date Of ISSUe
Applicaion st (present . Prin;c] r(ej:se{vation destination
- Method of payment
Issuan Date
ce of Numb  Total . Payment status
numbe Payme issuan Certifi erof amoun . Number required for prlntlng
r nt ce cate copies t
R : me - File attached by mail application ..., etc.
3/30 ate of copies yen
i *The "Total amount” shows the total of the
, certificate issuance fee, with, in the case of postal
140 Unpaid 2016/0 Certific 1 300 .
M0 meel cogles  yel mail, the postal fee added.
Enroll *The screen image shows an example of the
ment amount of money. See the actual screen to find
134 Unpaid 2016/0 Certific 1 300 the actual value.
3/30 ate of copies yen
Enroll
~nf
143 Unpaid 2016/0 Cerune 1 300
3/30 ate of copies yen

Enroll
ment
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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

e

Printable  History

Application list (present)

Issuance Date of

Wy The University Cartificate Application list

{'T:!l,-

Number  Total

number  Payment issuance Certificate of copies amounlo

143 Complete ~ 2016/03/3  Certificate 1copies 300 yen
0 of Enrolim
ent
144 Unpaid 2016/03/3  Certificate 1copies 300 yen
0 of Enrolim
ent
145 Unpaid 2016/03/3  Certificate 1copies 300 yen
of Enrollm
Application information details {1(} .

Issued information

Issued application
number

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

Display transmission
destination certificate

302

2022/10/31

Company A

Unconfirmed Stop sending

Click the issuance number of the certificate

you want to check from the “Application list

(present)”.

“Application information details" screen is
displayed.

Check “Display transmission destination

certificate” in the “Issued information” section

on “Application information details" screen.

"Unconfirmed” :

The recipient has not checked your certificate yet.

“Confirmed” :

The recipient has already checked your certificate.

“Cancel” :
Stop sending certificates has completed.

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

Issued information

Issued application 923
number

Date of issuance 2022/10/31
Submission Company A

destination name

Department in
charge

Person in charge

Display Confirmed Stop sending

transmission Check “Status” in the “Submission
destination destination details” section on “Application

cottifiets 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

the bottom of the screen to resend.
mailA@exa 2022/10/31  2022/10/31 | Sent

ripie.CORn 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

|4.1 Payment Method

List of payment methods

v Convenience store cash payment (FamilyMart, Lawson)

Available print destinations
Maximum payment amount

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

Vv Credit card payment

Available print destinations
Maximum payment amount
payment institution for details.

v Convenience store cash payment (Seven-Eleven)

Available print destinations
Maximum payment amount

: 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
: 300,000 yen

V¥ Pay-easy

Available print destinations
Maximum payment amount

payment institution for details.

Vv DoCoMo payment

Available print destinations
Maximum payment amount
payment institution for details.

Vv au Easy Payment

Available print destinations
Maximum payment amount

payment institution for details.

¥ Softbank payment (B)

Available print destinations
Maximum payment amount

payment institution for details.

Vv LINE Pay

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
: 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

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

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved.

62



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 » “5.4 How to Check the Specified Printing
Destination.”

(a) At Seven-Eleven

O3 TUFOAE XT3 compy—b xS ML Ed 0 When you have an eight-digit print o
O e ][ reservation number, select (touch) “Print

(ZFU> k) " on the top screen of the
multi-functional copy machine in a Seven-
Eleven.

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

» 5.3.1 “Checking the Print Reservation Number”

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

Select (touch) “Net Print (Rw RTU> ) ”.

wAVRIE S FULOBREBRLTIAESIV,

=SS

ZUIEFHEEEEST
ZA A

2

SHEEOERY
T FRIE T

S A b B

£ TONAE-
S D7 IR

QRO—FEBHSDN

Enter the print reservation number.

Sy RTUSE Hp - H
*On the screen, “Print reservation No

P ey (US> MFHIBS) .7 is shown.

|7’U‘/l-ﬂt’]%%{aif:lnmmﬁ&% S ﬁ
e[ e ]o [e] e 1 [2][o] [ om
o CoCC o G
Lollrl[a)ells]]v][7]s]s]

DO G

- FETIYER

Press the “Confirm (F£:2) ” button.

PCH~Hi— g
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I 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.

Fw EFU >k

HEr7) > FREERELT,
[CNTRE RABTER EBLT LI,

Jrtim {27114 1 X: 2KB) 77 LER
Lestld 7 7 BT
- 6 L)
DE=E=R [N ]
B (X .
e [ | I.l
EEE
T B 60m y7i - = n
Aoiva pres @ Press the “Confirm (#:2) " button.

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

(@) 2y kU

A AT T printed.
S *Keep the receipt for printing in a safe place.
WA | @é®® o [,:’Ew @ 7 m— :

ho—E—F  ha—

s 4

FRMEY L A4

Sk
nanacoTiA 3 kM A I ZA—k
FASHHEGHUFI_ERNEY,

r——s
i 240m
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I Printing of Certificates

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

(b) At FamilyMart

USTA-I-FR
XamhaioESs

P s

) (ESTEEHN

\f) Paymant./Charga}
ATRABFRALF -5

oy JPIRTH-E
B2, /mzEEdy
#AT- ek

wmoRR
[ svscem

A PTTY

TURA FOREA
T #03-/A8

L F
o exE=

O AR-KE

totn, MG

& HRE/ER | | () BROWY
G, SB/FURE . ERERS
2 KA GRS Vesstem Unior

BRFIR(RFIA— - IR

@
- i -ph -
a = famima PRINT
= L —
o ;;1%
[P ot
AEaE—- AIRTIUYFRFYY e e
LT, — é“‘pﬁtﬁaﬁ
= : = gERE
1 ) tgb 5} ___ ¥ IIIE
wsuzae— | || wsro-oust | ||smxanor | F (AL
R 2 RN BRUEF- 2RI [[ostvson-regmszns
I il &)
IPIR P ARY-ER
B RN TOT IFAX Bl TATRUSEC R GRRONL-DEEIRGS

1-Y-EREANLT, DAL

LTS

1-Y-Es

@

n,‘i'jj—{ffﬁ(n
[WEE)EE)E)E]E]E]0]
LRIWERITMUIIIRIE) ik

WEDHERDEUE
DHOMENBOE0
I3 o — 3 Y

AB003-001

When you have a 10-digit user number,

select (touch) “Print Service (FJ> hF—

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 (Rwv hDJ—2

TJUZR)

Enter the “user number (1—H—&FS) ”.

Press the “Next (JR/\) ” button.
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I Printing of Certificates

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

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

Gy (B hars” .
displayed.

LTSI IVERATIZE W,

[ HL® } [Mnsgne]fu.cmr%]

SRS 107805 pdf EIROP AL
IEE10HEAL. pdf A
RRET10NSBA. pdf 0 Zr4h

AREE10HSAI. pdf
R 17 A20P.pdf

1L

D Press the “Next (X/\) ” button.
Confirm the printing settings.
- MTABES .@ ":j’,;gs o
*Color mode: Full color/B&W, etc.
TEL SR,
(&AL 22N,
SRS BRI 17IN2UP.pdf 8 o
B3 T F ST @ 1 @
[ ] B e
[le= | [wre ]| 77 Press the “Next (X/\) ” button.
1/A-SETY
R =T ; 6
ABDOD3-102 RALE 0 m

WNEEML. 3L
[RY— ML (A0,

FEsd At SRIRGLOEDR]

! 60

BEMLSE B cATEAY- ILET, 9

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

*Keep the receipt for printing in a safe place.

AB011-000
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E Printing of Certificates

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

(c) At Lawson

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 Lawson.

ATKTTYV b RF v *If you forgot the 10-digit user number, see the
following:

» 5.3.2 “Checking the User Number”

- VTV —ER =

Enter the “user number (1—H—&5) ".
LAWSON &

1488 n-7-#5FE
AN

AR e 6

M B o
S e Press the “Next (X/\) ” button.

B A S el [t f’

Press the “Print documents (XZU >
) ” button.

LAWSON

TU2 @A~ BB TZE,

eI ERTIVE EhETvE
Ot TR 1 FARERE LT AT ookt b P T
ALz G fmi P L &
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I 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 T4

FULELTITA ADBERUIAE
FRUTCELLL 9

& A,
< TR

HE- T | ER T

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

LAWSON

FUU T BT NERN TS,

#HLLIE HLMR TATEIR | FATHER

AR 1 PR il ERZFAILE
T ARTEINEAL ‘l.
SR A0)EOL paf Oz
C SREE0hEA
E— Press the “Next (ZX/\) ” button.
®

Confirm the printing settings.

*Color mode: Full color/B&W, etc.
LAWSON

BECEUERELT,
DEATERALTIEL.

BiE: EEELIT VTP Q

B7-E-F AEEE
b 15— LBl 1 1A | |
- T Put coins into the slot and press the “Next”
far WEEEE i 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”.

P *Keep the receipt for printing in a safe place.

TUvrekmLETN?
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I 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

Y/

y Sedect printing destination {a"?_
Current appiicaliii list

Application list

Issue certificate

convenience stores

mail or counter

application

online delivery

& The University  Certificate Application list * -
& y pp SO
Printable History

Application list (present)

Number

Issuance Date of Certificat of Total

number Payment issuance e copies amount

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

emic Rec
ord

Back

Information sent by post

Processing status

Postal mail request completed

T eud up
No

Remarks

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

*For how to log in, see the following:
» 2.2 “How to Log In”

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

*The applications displayed for the
Application list (present) are being
processed by the university.

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

*The request is being processed by the
university. Please wait for the processing to
be completed.
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I 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
3 iy - and click “Application list” from the “Current
: application list.”

Current applicatigp list
Appication st é *For how to log in, see the following:
» 2.2 “How to Log In”

Issue certificate

convenience stores

Click the issuance number of the certificate
§he University  Certificate Application st - to check from the “Application list (past)”.

Printoble: | ‘History *The applications displayed for the List of
Applications (Past) are being processed by
the university.

Application list (past)

Issuance Date of Number of Total
number issuance Certificate copies amount
155 2017/08/03 Certificate of 1 copies 100 yen

Academic Re
cord

Check the “Processing status” under
m “Information sent by post”.
“Certificate Sent” is displayed along with the
time the university completed mailing the
certificate.
Information sent by post
9 *You will receive an email to notify the
completion of mailing once the university
completed its process.

Processing status

Certificate Sent

Seals”
No *The certificate will be delivered in a few
Remarks days to the address you designated when

applying. The process will be completed
once you receive the certificate.
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I 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 the Website

Screen Images How to Operate

Log in to the certificate issuance service
: ol amiaasdinding and click “Application list” from the “Current
' & application list.”
Current applicatigg list
Application st é *For how to log in, see the following:
- : » 2.2 “How to Log In”
Issue certificate
convenience stores
mail or counter
application
online delivery
_ Click the issuance number of the certificate
Wy The University  cartiicate Application lst to check from the ”Application list
& (present)”.
Printable History
Application list (present)
Issuance Dateof  Certificat Number  Total
number  Payment issuance e of copies amount e
143 Complete  2016/03/3 Certificate  1copies 300 yen
0 of Gradua
tion
144 Unpaid 2016/03/3 Certificate  1copies 300 yen
0 of Gradua
tion
145 Unpaid 2016/03/3 Certificate 1 copies 300 yen
0 of Gradua
tion

7/
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I 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
Printing reservation number under “Detailed
Information”.

'/

The University application information details % } -

Issued information . . X X
*The print reservation number is displayed when

emianilicoion 4 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 @ 7-Eleven

reservation

destination

Payment information

Payment

PayPal
method
Payment Complete
status

Detailed iénaﬁon
Printing

reservatio| student ID
n number| number Certificate Deadline

xERERER Certificate  2016/04/0
of Graduat 6

on

Total 1 copy

Back

(b) Check in Email

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

Your printing reservation has been completed. Your : :

issuance applcation number is 143. ,t,he- payment processing is Sompleted, the

The following printing reservation number is required Print Reservation Number necessary for

when printing your certificate. A . .

Please keep it safe and be sure to bring it when printing. prlntmg IS reported by emall'

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

Printing Reservation Destination: 7-Eleven convenience store. Please don’t discard this email
Printing Reservation Number  sx#xxxxsxx until you complete printing.

Certificate of Graduation.pdf Until 2016/04/06
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I 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 the Website

Y /

ty $elect printing destination {%_
Current app!ican’iﬂ list

Application list

Issue certificate

convenience stores
mail or counter
application

online delivery

Wy The University  cartincate Application llst
Printable History

Application list (present)

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

Log in to the certificate issuance service
and click “Application list” from “Application
list” .
*For how to log in, see the following:

» 2.2 "How to Log In”

Click the issuance number of the certificate
to check from the “Application list
(present)) .”
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I Printing of Certificates

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

Y /)

ty Application information details o

Issued information

Issued application 143
number
Date of issuance 2016/03/30
. . T
Printing FamilyMart_ 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)

©

User number R

Detailed information

student
File ID Certifica Deadlin
name number te e
Certificat  ******= Certificat 2022/12/
e of eofGra 28
Graduati duation
on.pdf
Total 1 copy 300 yen

(b) Check in Email

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.

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 Fdk kR Ak kR

Certificate of Graduation.pdf Until 2016/04/06

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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I 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 “Current

..; ty Select printing destination @_ app||cat|on “St”.
Cunentappiicaast *FOI’ hOW tO |Og |n, see the fO||OWIngZ
Application list > 2-2 ”HOW tO LOg In"

Issue certificate

convenience stores

mail or counter

application

online delivery

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

= e Lniversity certinicate Application list
. R g, SRR Appeaso (present)”.

Printable History

Application list (present)

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

tion
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I Printing of Certificates

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

.‘l ¥ pplication information details
Issued information
Issued application number 143

Date of issuance 2016/03/30

Printing reservation ‘;E’ 7-Elavan
destination

Payment information

Payment method PayPal

Payment status Complete

== Detailed information
W )
I’ ('/‘) 1 Printing
b @ ' reservatio studentID
=y nnumber number Certificate Deadline
.||'l_|'|: :!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!.
k o W ek Certificate  2016/03/3
n
w8 of Enrollm 0 23:59:59
:: : :L==============EignitiEEEEEEEEEEEEEEEEEEEEEII
1] '
e Total 1 copy
=== Print information (network print service)
L]
o S e EErrEEEEEErEeEEEEEEEEEEEEEEEEEEEEEE
e B
oNe! " User number
[l = u
n gl "
:: ’__"_| S E s s s s S ST R R S S S s R R NS R R R R R TR
n 1
n %l
I u,: Detailed information
n
w 2 . : 7
ug, student ID w The display !
! n i
w9 File name number Certificate Deadline g varies i
o u depending !
n
u Certificate  *===* Certificate ~ 2016/03/3 u On the !
f fEnrollm 0 23:59:50 wprining |
& ot Enrofm ’ u destination.
Enroliment ent Mssssssss&
pdf
Total 1 copy
f==n
u '
s gh Information sent by post
nl, S0
. AR R NN N RN R N RN R R R RN RN NN N R NN NN NN NN
n 8: n [L]
b W Processing status ::
T - 1]
o ] u Postal mail request complete ™
n L] n n
e ] n 1]
I s ssssssssssssssssssssssssssssssssassassasa=l

The Application Information Details screen is
displayed.

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

When “Print at a Convenience Store” is
selected:
Displays the selected convenience store name

When “Postal Mail” is selected:
Displays “Sending by post”

The printing destination can be checked also
as follows:

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

For FamilyMart and Lawson:
Under “Printing Information (network
print service),” “User number (10 digits)” is
displayed.

For “Postal mail”:
Under “Information sent by post”,
“Processing status” is displayed.
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I Printing of Certificates

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

L1}
u Issued information
n

=5
oo n e
L] _0‘ 1 u |ssued application number T
. (] n

u
" ()" wDate of issuance 2016/03/30
LI ] M
n 3y o i G 12
u Q ,  Submission destination name ACorp
o 1 M
U 3y yDepartmentin charge Department A
S oom
:: {B : :: Person in charge Applicant A
n [ n
u [] y Display transmission Confirmed
w1 udestination certificate
== al n

Submission destination details

Date of digital
Signature failure Date of application  signature

email@example.co  2022/03/30 2022/03/30
m

For “Send online”:

There is no print destination for sending online.
“Display transmission destination certificate” is

displayed in “Issued information”.

"Unconfirmed” :

The recipient company has not checked your

certificate yet.
“Confirmed” :

The recipient company has already checked your

certificate.

For “Application Form” :

There is no print destination for application
form. Please submit your issuance number
and ID to verify yourself at the university
counter in charge.
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] 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 yntil 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. 0
Printing Reservation Destination: Lawson

Certificate of Graduation.pdf Until 2016/04/06

< Postal Mail >

1 mail is completed. k

u Your issuance application number is 143. Please @

EE wait for the certificate to arrive. n
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, "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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I Printing of Certificates

Email message
<Send Online>

recipient.
Reception number: *****

Submission recipient name Company A

Please keep this email.

Certificate of Enrollment

<Application form>

FekdddkKk

Dear

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.

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

Department in charge Department A .
Name of the person in charge Person A n
Destination email address email@example.com
u Applicant name Applicant A n

The online certificate has been sent to the designatedli:

For “Send online” :

There is no print destination for send online.
You will be notified that the online certificate has
been sent to the recipient.

For “Application Form” :

There is no print destination for application
form. Please submit your issuance number
and ID to verify yourself at the university
counter in charge.
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I 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
destination, and when the payment

" Dear rrees " process is completed, you will be notified
1 " by e-mail of the “Issuance number".

« Payment has been completed. u

» | Your issuance number is 5695. " *Pp| K it in fe pl it is n rv for
v Total payment amount: (JPY) 460 n a eliacsaetioﬁep tin a safe place as it is necessary fo
» Payment method: credit card payment 0 PP ’

' Payment date: 2021-11-11 19:30:05:383 g

Email message o

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

» Parking fee .
w1 1
v (JPY) 300 i
« (JPY) 300 n

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

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