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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
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 "Permission for use" or other than the operation confirmation terminals, but
NTT West does not guarantee proper operation with such a terminal. Some of the screens may
not be displayed or work correctly.

Inquiry about the System

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

Phone 06-6809-4327

Reception

hoUrS 24 hours
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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)

KR —b_R—T H VTR Access the home page for the certificate

H-EREFATIAR, EA-TPERR  OJ1LTIEZW

issuance service found on the home
page of the university and click “Go to
Graduates’ Login page”.

¢ Tl TS - FiLSOWTETE
E-TYZZ SPOTILFIE - B TORT

When using this service for the first time,
& e | «y Graduate login you need to apply to use it. Click “New
o ! registration procedure” from “New
registration.”

Mail address

.G

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
® ("¢ barecsity. Mail address setting into the “Mail address” and “Check” fields.

3

Mail address

v Ma
taa

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

S iy  Set mail address ) .
» registered email address.
A confirmation mail has been sent 6

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

eI 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 emailaddress@ ﬁ?n”i"tp'ete the operation within the displayed time

https: Kk . )

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
& /e University Permission for use the screen and select “I agree with the
= 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.

| agree with the above. 6 .
Click the “Agree” button.

s’&:...:‘pv_&"-éh
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E Log In to the Certificate Issuance Service

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

ions,

follow the on-screen instr
Screen Images w How to Operate

Applicant's information

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

FTUTY A09

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
F>TY 409
Name when in school in roman characters

DENDEN TAROU

University

‘ University

Department

| Foreign Language

Subject
‘- Division of Foreign Language
Student ID number
3k >k %k >k 5k >k k k%
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

Enter the information on the applicant.

*The input items vary depending on the operating
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 kaniji,
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 on 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.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 6



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 w How to Operate

Current address

Postal code

Prefecture

®

City

Street and number

Apartment name and room No.

Phone number

Mobilephone 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.
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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 w How to Operate

Before attaching the image The copy of an identification document is
o ok e kiR Al o e requllred. Attach the file for identifying the
@ applicant.
Type of identification document > Type of identification document
® Driving li P t Insur. r
Phol:gllfl,)cence e peunce e Select the type of an attached document for
identifying the applicant.
"Image of an identification document n ' o
 Chocss ERell No file chosen » Image of an identification document
i Click the “Choose File” button and then shoot the
tImage (back side) of an identification document: document with a camera or select an existing
» "Choose File | No file chosen . image. If the information is also on the back side
EEsTTEssssTTsssssssssssssssssss=d of the document, such as changed address put on
li the driver’s license, add the image of the back
(3 B B B N NN LESE] Side-
u The image file is =% Note that the operating method differs depending
m  displayed after being on the terminal to use. Follow the on-screen
Ncssssssssssssal instructions.
. i 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 Insurance card Check if the name, address, and birth date are
Photo ID readable.
/Image of an identification document &
" | Choose File = 1] photo.png
. I [e]e] E
: |22z 220 AN
u sagoowoorioos] FRTRT N
uwImage (back side) of an identification document :E
u | Choose File | ['] Photo_back.png
- ~\ E
: = ) Click the “Check” button.
NE *Be sure to fill in the required items. If any of
@ these items are left unfilled, it may take time for

m e 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 w

Check the entered information for

Applicant's information SUnetadias . . . " . . ”
registration and click the “Application
Koulicaion T Postal code button
n
el 100-0001 :
New
Prefecture
Applicant’s name (Required) Tokyo
DENDEN TAROU
City
Chiyoda-ku

Applicant's name in katakana

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

090-1111-2222
University's information (When in s

) Work informati
Name when in school AR

DENDEN TAROU Workplace name
Postal code
Name when in school in katakana
FLFY S09 Prefecture
City
Name when in school in roman
characters Street and number

DENDEN TAROU
Apartment name and room No.

University Phone number

University Copy of an identification document
Department Type of identification document
Foreign Language ! Driving licence

Subject Image of an identification document

Division of Foreign Language

Student number

srrere

Graduation year and month (Requi Image (back side) of an identification

2015/03

[m_=]

Graduation, Withdrawal, Expulsior

Graduation i —————— 1

m S Check that the Application reception
screen is displayed.

«ersity Application reception

v
c

L0

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 ﬁ 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. For the checking period, see the home page of

the university.

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

Initial password: *******>
Log in here @

hEtps: //F ¥ F ¥ FFFF FF 5% PROFFF [ FFFF FFFF

©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.

el ty Graduate login

>

Mail address @

.3

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

'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
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. 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 ﬁ How to Operate

o el ty Set password

Password @

II‘

Check

Second password

g

Check

Note

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

width alphanumeric characters must not
be contained

@ Setting the password has completed

The password or second password has been set

o

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.

*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. 11



E Log In to the Certificate Issuance Service

|22

2EEDH

How to Log In

* TERICEHOIRS - BASOUDET
1 2EOQIYEZTVAA PO

2EHET o
¥ FELIDERS - 528 - FAARSCELILTE. EFFTEOCTESET-> TR

>>EEEOROFERE - OJ 1 L ECESTS
- wy Graduate login
>

Mail address

g

Password

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
is not recommended for security

reasons
The fee cannot be refunded even if you
comn!~*= " = application by requesting

«TONa Numbers v. ~natunas -~ ?

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

Access the home page for the certificate
issuance service found in the home page
of the university and click the Graduates’
Login page.

Enter the registered email address,
password, and second password.

*For login for the first time, you need to apply to use
this service. For how to apply for it, see the
following:

» 2.1 “How to Apply to Use the Service”

*A graduate who has multiple student ID numbers of,
for example, undergraduate and graduate, should
see the following:

» 2.3 “How to Add a Student ID number”

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.

I 2.3 How to Add a Student ID Number

*Applicable for those who have multiple student ID numbers

Perform registration for either
undergraduate or graduate by following

W he U ty Graduate login ) ) . .
< the instruction in 2.1 “How to Apply to
Use the Service” in this manual.
——————— 0 Enter the registered email address and
- password.
Password
o

Second password

If you have forgotten your password

Note

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

o

s NSy o $5%~ Click the menu button “ € " in the
upper right of the screen, and then click
“Register additional student ID number”

Top page
Manual
Personal setting
Change mail address
Current applicatic - -
Register additional student ID number
Application list Change password
Change second password

Logout
Issue certificate

Sending by post

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.
Screen Images w How to Operate

S CR— Read the "Note" and click the “Send” button.
g ine N ¥ 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.

OAppIication complete

The Email has been sent

(5
3

An email including a one-time URL is sent

Email 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.
https//***********/**/******************

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

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 ﬁ How to Operate

Enter the department or information on
0 the applicant when in school.
*The input items vary depending on the

operating environment.
*The input items in red are required.

University's information (When in school)

Name when in school

Name when in school in katakana .
» 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 in roman characters

name.
‘-U niversity | » University/Department/Subject (Required)
: ' Select the university, department, and subject.
Department
| = » Student ID number

Enter the student ID number.
Subject
‘_ X » 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 Wahdrawal Expuision e

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. 15



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 ﬁ How to Operate

A message is displayed stating that the

- Silciarcation application has been accepted.
r e S

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 aggied 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 home page for the certificate
& The «y Graduate login issuance service and enter again the
- email address, password, and second
@ password.
Mail address
e
= *For how to log in, see the following:
» 2.2 “How to Log In”
Password
o

Second password

If you have forgotten your password

Note

13 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.
Screen Images w How to Operate

s Ry SUMctpriving destaston {3~ 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
the service only for checking whether the

Current application list student ID number is registered, you can select
any option.

Application list

Issue certificate l

Convenience store

Sending by post

Check that two student ID numbers are

.\' N y Select certificate (print: ng 8t a convenlancs store) Selecta ble-
- Select the student ID number you want to
Date and time of previous login 2022/11/29 14:52 {3}- use for printing a certificate before

applying for the certificate.

Select application certificate

Student ID number : ***** @

Student ID number : *****

Certificates b
Number
Type of certificate Commission of copies

Certificate of Completio

800 yen 0 v
n (Japanese)

Certificate of Completio
8 e 800yen 0 v

n (English)
Others v
Number
Type of certificate Commission of copies
Medical Examination
edical Examination C 200 yen 0 ~
ertificate
Cenificate of Academic 200 yen 0
Record
Certificate of Graduatio
200 yen 0 v
n
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

S ty Select printing gsstnaton 8- Log in to the certificate issuance service
and select the menu button “ &- “ in the
Toppege upper right of the screen, and then click

vz ) b “Personal setting”.

Personal sefting

Change mail address . . .
Current applicatic , , *For how to log in to the Certificate Issuance Service,
Register additional student ID number .
see the following:
Application list Chiange password » 2.2 “How to LOg In”

Change second password

Logout
Issue certificate

Convenience store

Sending by post

Fill the personal information items you want

Applicant's information to Change'

Applicant’s name 9
DENDEN TAROU

Applicant’s name in Katakana

— 5 A

Applicant’s name in roman characters

DENDEN TAROU

Sex

Male Female
Birth date

1999/09/09

Phone number

=3 =

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 18
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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 w 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

Current address

Apartment name and room No.

‘Phone number

s

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

Applicant information has been changed

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 19



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 of the email address (If you can log in)

« ty Setect printing destnation & Log in to the certificate issuance service
and select the menu button “ - ” in the
r’ﬂ” “"fe 7 upper right of the screen, and then click

anua ?

“Change mail address.”

Personal setting

Change mail address
Current applicatic

O ey *For how to log in to the Certificate Issuance Service,
Application list Change password see the following:

Change second password » 2.2 “How to Log In”

Logout

Issue certificate

Convenience store

Sending by post

Enter a new email address into the “New
.‘" e U ity Mail address setting mail address” and “Check” fields.

Current mail address

EATATRERRERS ’t@ifu X

New mail address

g

Check

g

@ 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 n n H " 14
« Basakia T Read the "Note" and click the “Check
uye 9 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
«“ «y Set mail address confirmation notification is sent to the
e registered email 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 the changing of the email

You can change your email address. address

. Access the following URL and change your email address: '

hitps: ; ; *The URL has an expiration time, so please
complete the operation within the displayed time

Due date for the URL: 30 minutes 9 limit.

*Please delete this message if you don't recognize

*This email address is used only for sending

purposes.
A message is displayed on the screen
- ty Changing mail address complete stating that the email address has been
changed.
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 of the email address (If the email address you used in the past can no longer be used, etc.)

Access the home page for the certificate
issuance service found on the home page
of the university and click “Go to
Graduates’ Login page.”

2 EETORTI0
K FRELSIOERS - BilS - FIEBESCELFLTE. EFTEOCTREERToTIESL
mIRIIEE

- RIS
1
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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.

Click “New registration procedure” from

ty Graduate login i h
“New registration”.

&/
.

Mail address

=

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.
.3 ¢ Unersity Mail address setting

Mail address 9

D

Check

D4

© Note

'Be sure to read the Notes.
* Press*- “sufton. A confirmation message

wiil be sent to the desigr. "~ email add=-- 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
s A registered email address.

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

eI 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. complete the operation within the displayed time

6 limit.
https /S Seerer . 5

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

=ty Permission for use
above”.

L/
C

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.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 23



E Log In to the Certificate Issuance Service

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

ions,

follow the on-screen instr
Screen Images w How to Operate

Applicant's information

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

FTUTY A09

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
F>TY 409
Name when in school in roman characters

DENDEN TAROU

University

‘ University

Department

| Foreign Language

Subject
‘- Division of Foreign Language
Student ID number
3k >k %k >k 5k >k k k%
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

Enter the information on the applicant.

*The input items vary depending on the operating
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 kaniji,
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 on 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 w How to Operate

Current address

Postal code

Prefecture

®

City

Street and number

Apartment name and room No.

Phone number

Mobilephone 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.
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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 w How to Operate

Before attaching the image The copy of an identification document is
o ok e kiR Al o e requllred. Attach the file for identifying the
@ applicant.
Type of identification document > Type of identification document
® Driving li P t Insur. r
Phol:gllfl,)cence e peunce e Select the type of an attached document for
identifying the applicant.
"Image of an identification document n
: Choose Fite | No file chosen P Image of an identification document
i Click the “Choose File” button and then shoot the
tImage (back side) of an identification document: document with a camera or select an existing
» "Choose File | No file chosen . image. If the information is also on the back side
EEsTTEssssTTsssssssssssssssssss=d of the document, such as changed address put on
li the driver’s license, add the image of the back
(3 B B B N NN LESE] Side-
u The image file is =% Note that the operating method differs depending
m  displayed after being on the terminal to use. Follow the on-screen
Ncssssssssssssal instructions.
. i 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 Insurance card Check if the name, address, and birth date are
Photo ID readable.
/Image of an identification document &
" | Choose File = 1] photo.png
: I OO E
; |2esz 2= AN
u sagoowoorioos] FRTRT N
uwImage (back side) of an identification document :E
u | Choose File | ['] Photo_back.png
- ~\ E
: = ) Click the “Check” button.
NE *Be sure to fill in the required items. If any of
@ these items are left unfilled, it may take time for

m =g 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 w

Check the entered information for

Applicant's information SUnetadias . . . " . . ”
registration and click the “Application
Koulicaion T Postal code button
n
el 100-0001 :
New
Prefecture
Applicant’s name (Required) Tokyo
DENDEN TAROU
City
Chiyoda-ku

Applicant's name in katakana

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

090-1111-2222
University's information (When in s

) Work informati
Name when in school AR

DENDEN TAROU Workplace name
Postal code
Name when in school in katakana
FLFY S09 Prefecture
City
Name when in school in roman
characters Street and number

DENDEN TAROU
Apartment name and room No.

University Phone number

University Copy of an identification document
Department Type of identification document
Foreign Language ! Driving licence

Subject Image of an identification document

Division of Foreign Language

Student number

srrere

Graduation year and month (Requi Image (back side) of an identification

2015/03

[m_=]

Graduation, Withdrawal, Expulsior

Graduation i —————— 1

m S Check that the Application reception
screen is displayed.

ersity Application reception

L0

v’[
c

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 ﬁ 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. For the checking period, see the home page of

the university.

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

Initial password: *******>
Log in here @

hEtps: //F ¥ F ¥ FFFF FF 5% PROFFF [ FFFF FFFF

©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.

.J‘ u ty Graduate login

Mail address @

D4

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

'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
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

Check

7

Second password

7

Check

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

(d) Change the password

Sending by post

'.; ty Select printing destinatios {3}-
Date and| op page
manual
personal setting
change mail address
Current application |
register student id
Application list change password
change second password
logout
Issue certificate

follow the on-screen instructions.

Screen Images
el ty Set password
© Setting the password has completed
The password or second password has been set

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 service
and select the menu button “ &- ” in the
upper right of the screen, and then click
“Change password.”

*For how to log in to the Certificate Issuance
Service, 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 Uaversity Change password the “Current password” field and a new
password into the “New password” and
" n H
Current password 9 Change ﬁelds.

New password

g

Check

Note

1 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”
3 button.

= =

A message is displayed on the screen
stating that the password has been

© Change complete changed. Click the “OK” button.

The password has been changed

o I

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 30



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

S ty Selsct priting destination - Log in to the certificate issuance service
o and select the menu button “ &- " in the

Pk , lop page M .
et . upper right of the screen, and then click

“Change second password.”

personal setting

change mail address
Current application |

fegisiar student i *For how to log in to the certificate issuance service,
Application list change password see the following:

change second password > 22 ”HOW to LOg In"

logout

Issue certificate

Sending by post

Convenience store

Enter the currently used second

& /¢ Uavesity | 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 " " oe
 —— and “Check” fields.

New second password
P

4

Check

Note

1 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
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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

of

(f) If you forgot the password

On the Graduates’ Login screen of the
ty Graduate login certificate issuance service, click “If you

.
have forgotten your password”.
Mail address *For how to log in to the certificate issuance service,
- see the following:
> 2.2 “How to Log In”
Password
=}

Second password

@  Second pass
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
nol make any operation for a while after
logging in

+ Change your passwords on a regular

Login
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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
& T University 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” butten 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.

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

l:i U 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 re-setting the

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

hit t s 1/ oo, prokrok, . . .

Tt s *The URL has an explrathn _t|me, so please _
_____________________ complete the operation within the displayed time
[Inquiries] limit.

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

o ty_Set password with a password and second password,
6 respectively, (other than the old
TR password) of at least eight single-byte
: characters including both upper- and
s lowercase characters.
Check
e

Second password

+ Set a password.
+ You can change your password from a
menu th=4 = displayed afler you log in

- AWITGIOWITID QI i QN LI
width alphanumeric characters must not
be contained

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

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

LANGLHEI ~ o Click the language selection pull-down to
& 1he University A—JL P KL ASE switch languages.
A=LF RLR
"R
;x;
0 FE5EH

| FEBERHIBRILEZL
- 6] R ZRTE, HEOA-IILTE

— i—T=zm AT

Click the language you want to display in

S 9 the pull-down.
.\i u Ly X—Jl'7|'
LANG:English
A=IT7 FL A —
D
i
O FEFH

ERBHEB TSRS IZEL
- [5ER) RS2/ ITE BEOA-LT R

| o a—TE

AT ED -

_ 9 The screen switches in the language you
HRNSEEN selected. Subsequent screens will be
& /1 University Mail address setting displayed in the selected language.

»

Mail address

DG

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

|LA”G:—HV‘0 Click the language selection pull-down to
— switch languages.

§ e oy BREOTA
A=NV7 ELR
AT —F

&

Click the language you want to display in
the pull-down.
[LANG:BE=E :
& o BPEEOIL>
LANG:English

A=NLFELR l
NAD—F

&

9 The screen switches in the language you
[LANG Engiish v selected. Subsequent screens will be
displayed in the selected language.

e U 'y Graduate login
Mail address

b.q
Password

a
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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

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

s v EIRIFRIR & Click the language selection pull-down to
MEOT - Oy 22 Taue 1.1 SWItCh |anguages'

[LANG:E438 v

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

§ireu v [RZEIR {:}- 9
MEIOZ - > ey 2oy
LANG.C 338 v |
REORE—H LANG:English
FE—E
A BERG

5 B —— & The screen switches in the language you
selected. Subsequent screens will be
Date and time of previcus login 2022/12/02 19 d|Sp|ayed |n the Selected |anguage-

Since the language selection pull-down
is displayed only on Log In and Select
Current application list 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 slore

Sending by post

37



E How to Access the Operating Manual
(After the First Registration)

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

I 3.1 How to Access the Operating Manual

eSS e {}0 Log in to the certificate issuance service

4 and select the menu button “ - ” in the
upper right of the screen.
[LANG:Engiish v |
*For how to log in to the certificate issuance service,
see the following:
Current application list 2.2 “How to Log In”

Application list

ts vy Select prnting destination {3}_
. Click “Manual” to show the Operating Manual.
M‘”‘”fe 9 4 Read the description and issue certificate(s)

P at a convenience store.

Personal setting
Change mail address
Current applicatic »
Register additional student ID number
Application list Change password
Change second password

Logout
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