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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

24 hours
hours

Copyright © NTT WEST, Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.
I 2.1 How to Apply to Use the Service *first time only

Access the link to certificate issuance
‘ : : service on the university’s website and
RfF—b=Y F¥ TN access the Graduates Login page.

H-E2EHAITAR, & 0P LT

FEEQH

S TRICESDIIHES - FASOUEETE
1 EEOILEZ ILFOE—BTOET

USMDEERS - BAS - FEERSCELTLTE. EFEE0LCTESET > TIEEND

>>EZEQEOHETE OO« EZEEDS

Registration is required for the first time.
3 ity Graduate login Click “New registration procedure” from
ot { “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

Copyright © NTT WEST, Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

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

Enter the email address you wish to

& /¢ Uaresity. Mail address setting register in the “Mail address” and “Check”
fields.
Mail address
D
Check
D Mail address
9 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 fo 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, efc.?
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

After confirming the notes, click the “Check”
button.

Copyright © NTT WEST, Inc. All Rights Reserved. 4



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
o B S T TSR a confirmation mail is sent to the
o : registered email address.

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

Email message Click thg one-time UF_{L in the emai! message
and register the applicant information.

*The URL has an expiration time, so please
Access the following URL and finish by setting your email address@ ﬁor!?cplete the operation within the displayed time
httpst/ ormek . dorkionk . Imic.

sorkskskokkskskokkkkokkkokokkkokokkk

Due date for the URL: 30 minutes

You can register your email address.

[Inquiries]

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

Read the “Permission for use” displayed on
8 e University Permission for use the screen and check the “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. 0

Click the “Agree” button.

Copyright © NTT WEST, Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

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

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

*Input fields vary depending on the operating
Application Type

® New

Reapplication (e.g.. Email address used in the pastis no

longer available)

*Applicant's name

DENDEN TAROU

Applicant's name in katakana

FoTY 409

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
FITY A09

Name when in school in roman characters
DENDEN TAROU

University

| University

Department

| Foreign Language

Subject

| Division of Foreign Language

Student ID number
%k 3k >k >k %k %k %k %k k.
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

Copyright © NTT WEST, Inc. All Rights Reserved.

environment.
*The fields marked 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.
*Input fields vary depending on the operating

environment.
*The fields marked 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.




E Log In to the Certificate Issuance Service

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

Current address

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phone number

Mobile phone number

®

Work information

Workplace name

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phone number

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter the current address and contact
information.

*Input fields 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.

*Input fields 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.




E Log In to the Certificate Issuance Service

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

Before attaching the image

Copy of an identification document

®

Type of identification document

® Driving licence Passport Insurance card
Photo ID
iImage of an identification document n
-. "
.| Choose File | No file chosen
al

.| Choose File | No file chosen n
ST T T T T TS S S asssEsEEEEEsEEsEEEEE
hThe image file s

w displayed after being |}
u attached. "
L sisscissssssss "

After attaching the image

Copy of an identification document

Type of identification document

® Driving licence Passport Insurance card
Photo ID

";image of an identification document .

n
+/| Choose File Eﬂ Photo.png "

==
5 IR

L
% IRO0T 00K 00
R0 00 006
¥ MO0 00 0oL

!
nimage (back side) of an identification document
!

u | Choose File | [ ] photo_back.png "

ul i ;;l "

Copyright © NTT WEST, Inc. All Rights Reserved.

The copy of an identification document is
required. Attach the file for identifying the
applicant.

» Type of identification document

Select the type of an attached document for
identifying the applicant.

» Image of an identification document

Click the “Choose File” button and then shoot the
document with a camera or select an existing
image. If the information is also on the back side
of the document, such as changed address put on
the driver’s license, add the image of the back
side.

Note that the operating method differs depending
on the terminal to use. Follow the on-screen
instructions.

Note that an image file having the “jpg,
“png” extension can be registered.

i

gif,” or

When a file is selected, the image of the
document is displayed for the “Image of the
identification document.”

Check if the name, address, and birth date are
readable.

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.




E Log In to the Certificate Issuance Service

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

R Current adaress Check the entered information for
registration and click the “Application”
— Postal code b tt

Application Type 100000 utcon.

New
Prefecture

Applicant’'s name (Required) Tokyo

DENDEN TARQU
City

Appli s name in a Chiyoda-ku

T F09
Street and number

1-1 Chiyoda
Applicant’s name in roman charac
DENDEN TARQU 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«

Name when in school S
DENDEN TAROU Workplace name

Postal code
Name when in school in katakana

FFy 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
Depariment Type of identification document
Foreign Language i Driving licence
Subject Image of an identification document

Division of Foreign Language

Student number

2015/03

Graduation, Withdrawal, Expulsior

Graduation

s Check that the Application reception
screen is displayed.

he University Application reception

v’/

©

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

Copyright © NTT WEST, Inc. All Rights Reserved. 9



E Log In to the Certificate Issuance Service

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

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: *******

*The image on the left will be displayed when the
application is approved. The application may be

Log in here rejected or require resubmission.

hEEps://FFFF FFFF FHK FF JHAFFF [X [FFFF FAHFK

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

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

W e U ty Graduate login

Mail address @

N
D

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 © NTT WEST, Inc. 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 instructions.

ty Set password

Password @

l"

\/- /)

Check

Second password
e

Check

Note

1 Be sure to read the Note,
» Set a password
* You can change your password from a
menu th=tie 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

Copyright © NTT WEST, Inc. All Rights Reserved.

v.

The Password Setup screen will open,
allowing you to change the initial
password and set the second password.

Enter a new password (different from the
old passwords) in the “Password” and
“Second password” fields and their
confirmation field. The password must
contain at least 8 single-byte
alphanumeric characters, including both
uppercase and lowercase letters.

*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.

*Graduates who have multiple student ID number,
for example undergraduate and graduate, can add it
by the following instructions :

» 2.3 “How to Add a Student ID number”

11



E Log In to the Certificate Issuance Service

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

|2.2 How to Log In

RFEF—LR_R=T TN

H—EREFAIIAE EA—T05ER - OV LTIEEY

DIERE - BASOUEETE
1 2EOAYE-IVZAZA NFOTILFIE —BTORT
2 BERTOETEMD
HTRLSDIERS - FAE - FEERSCELFLTE. SFHE0CTREEEA>TOEEL

>>EREQRONARE - OUA VEIEEDS

& The U vy Graduate login
»

Mail address

=

Password

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

«IONa numbers v. ~nafvnas -~ P

Copyright © NTT WEST, Inc. All Rights Reserved.

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

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

*For the first login, registration is required before

using the service.

See the following instructions on how to apply:
> 2.1 “How to Apply to Use the Service”

*Graduates who have multiple student ID number,
for example undergraduate and graduate, can add it
by the following instructions:

» 2.3 “How to Add a Student ID number”

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

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.

] 2.3 How to Add a Student ID Number

*Applicable for those who have multiple student ID numbers

Perform the registration for either
undergraduate or graduate by following
the instruction in 2.1 “How to Apply to
Use the Service” in this manual.

0 Enter the registered email address and
password.

- e ty Graduate login

Mail address

D]
D4

Password

Second password

If you have forgotten your password

Note

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

Click the menu button “ - " in the
vy B XTF Application home upper right of the screen, and then click
& “Register additional student ID number”

Top page
Manual

Personal setting
Curren Change mail address e

Register additional student ID number
Applica

Change password
Change second password

Select
Logout

Issuance at Convenience Stores (Paper)

Copyright © NTT WEST, Inc. 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.

3 o Read the "Note" and click the “Send” button.
iU ¥ 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]
sk =

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

OAppIicatlon complete

The Email has been sent

(5
[ox

An email including a one-time URL is sent
to the registered email address. When you
receive it, click the one-time URL.

Email message

Title: Addition of the student ID number

*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 © NTT WEST, Inc. 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.

University's information (When in school)

9

Name when in school

Name when in school in katakana

Name when in school in roman characters

AMADA TAROL
WAL L

University
| v
Department

| =
Subject

| ‘

Student ID number

Graduation (completion) year and month

® Graduation wWandrawal Expuizson e

University's information (When in school)

Name when in school

Name when in school in katakana
Name when in school in roman characters

University

Graduation
= ok

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter your information during your
undergraduate or graduate enrollment you
want to add.

*Input fields vary depending on the operating
environment.
*The fields marked 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/Removal (Required)

Select the applicable type.

Click the “Check” button.

Check the information you entered and
click the “Application” button.

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.

A message is displayed stating that the

o ) application has been completed.
- T vy Application reception

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

After the application is approved, an email
is sent to the registered email address.
Check to see if the service has become

Email message

Title: Result of the application for use

available.
This email is to notify you of the completion of the . . .
registration of the student ID number. The student *Th¢ Image on the left will be d'splaYEd when the
ID number below has been a@d to the current application is approved. The application may be
account. rejected or require resubmission.

Student ID number: *******

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

representative.
Access the website of the certificate
S Graduate login issuance service and enter the email
- address, password, and second
@ password again.
Mail address

D]
= *See the following instructions on how to log in:

> 2.2 “How to Log In”
Password

Second password

If you have forgotten your password

Note

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

Copyright © NTT WEST, Inc. 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.

Current application list Select one of the printing methods from
the “Issue Certificates”.

*The screen image on the left will be displayed
when selecting “Issuance at Convenience
Stores (Paper)” for printing. To access the

@ service only for checking whether the student
ID number is registered, you can select any
Issuance via On-campus Machines (Paper) option.

Application list

Selection of application types

Check that two student ID numbers are
y Select cartincate (printing at a convenience store) Selectable.
e Select the student ID number you want to
Date and time of previous login 2022/11729 1452 {03~ use for printing a certificate before
applying for the certificate.

V- /)

Select application certificate

Student ID number : ***** @

Student ID number : *****

Certificates v
Number
Type of certificate Commission of copies

Certificate of Completio

800 yen 0 v
n (Japanese)

Certificate of Completio 500 yen 0 <
n (English)
Others v
Number
Type of certificate Commission of copies
Medical Examination C
2 " 0 v
ertificate 200'yen

riificate of A
Certificate of Academic 200 yen 0w
Record
Certificate of Graduatio

200 yen 0 v
n

Copyright © NTT WEST, Inc. 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.

I 2.4 How to Change the Login Information

(a) Change the Personal Information

X, HEH A% Appication home Log in to the certificate issuance serwce
o and select the menu button “ - “ in the
0 upper right of the screen, and then click
Manual
Seicnange persona normatin “Setchange Personal infomation”.
CiesyAddtonalegstationof sudent 1D nmber
Change password
i, o PSR *See the following instructions on how to log in:
» 2.2 “How to Log In”
Selection of application types

Fill the personal information items you want

Applicant's information to Change

Applicant’s name e
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.

Copyr|ght © NTT WEST, Inc. All Rights Reserved. 18




E Log In to the Certificate Issuance Service

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

Check the information you entered and
Applicant's information click the “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

-

The Change Complete screen is displayed.
Click the “OK" button.

@ Change complete

Applicant information has been changed

(5
N

Copyright © NTT WEST, Inc. 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 the Email Address *if you can log in

{:&}.

Date and time of previous fogin
Top page

Manual

Setichange personal informatiof

Chany address

AUdGTat Tegistralion of stadert | ber
ot
Current O - G
Change second password

Applicat | oqoy

Selection of application types

Issuance at Convenience Stores (Paper)

Issuance via On-campus Machines (Paper)

Issuance via Online System (PDF)

Issuance via Postal Mail (Paper)

Payment of Various Fees

»

Current mail address

EXERIRE un«n@t-n £

New mail address

D

Check

D

© 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

o [tma-tos ‘~ to send the confirmation

L -yt

Back

Copyright © NTT WEST, Inc. All Rights Reserved.

.‘; ¢ Unversity  Mail address setting

Log in to the certificate |ssuance serwce

and select the menu button “

"in the

upper right of the screen, and then click

“Change mail address.”

*See the following instructions on how to log in:

» 2.2 “How to Log In”

Enter a new email address in the “New mail

address” and “Check” fields.

Read the "Note" and click the “Check”

button.

20



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
. , Set mail address a confirmation mail is sent to the
o registered email address.

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

Email message Click the one-time URL in the email message
" . il to complete changing the email address.
0OuU can change your emall address.
 Access the following URL and change your email address: *The URL has an expiration time, so please
hips /st . ks . complete the operation within the displayed time
limit.
|Due date for the URL: 30 minutes 9

*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
« y Changing mail address complete stating that the email address has been
changed.
The mail address has changed. 6

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.

KSR — Wk H Y T Access the link to certificate issuance
H-ERRHATSAL, B4-THBER OUSLTUER service on the university’s website and
access the Graduates Login page.

FEEDT

* TRICEBOIIRS - FASONLRITE

L2EQIYEST YRR FOTLFIC—RTORT

2 HRTORTED

TREMAGIERS - FAS - FIIRSCHULELTE. EFFTBOCTREFETo TREEN

#nE
HiEH]
HiEH]

S EEEOROAEESE - DY VECEETE

Copyright © NTT WEST, Inc. All Rights Reserved. 21



E Log In to the Certificate Issuance Service

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

¢ Univessity Graduate login Click “New registration procedure” from
“New registration”.

V- /)

Mail address

b4

Password

Second password

&
If you have forgotten your password

Note

Login
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.
ity Mail address setting

Mail address e

b4

V7 /)
C

Check

b

© Note

'Be sure to read the Notes.
* Press* Sutton. A confirmation messaae

il be sent to the desig., A email add- Read the "Note" and click the “Check” button.

4
m .
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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
> - o a confirmation mail is sent to the email
" ). SOLIRGR sCioes address you entered.

A confirmation mail has been sent E
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 message
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 Fon_lplete the operation within the displayed time
hitps:/ ekrkeek ket . G Imit.

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

S - .. the screen and check the “I agree with the
o he U + 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.

Applicant's information

Application Type

® New

Reapplication (e.g.. Email address used in the pastis no

longer available)

*Applicant's name

DENDEN TAROU

Applicant's name in katakana

FoTY 409

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
FITY A09

Name when in school in roman characters
DENDEN TAROU

University

| University

Department

| Foreign Language

Subject

| Division of Foreign Language

Student ID number
%k 3k >k >k %k %k %k %k k.
Graduation (completion) year and month

2015/03

® Graduation Withdrawal Expulsion

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter the information of the applicant.

*Input fields vary depending on the operating
environment.
*The fields marked 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.
*Input fields vary depending on the operating

environment.
*The fields marked 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.

Current address

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phone number

Mobile phone number

®

Work information

Workplace name

Postal code

Prefecture

City

Street and number

Apartment name and room No.

Phone number

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter the current address and contact
information.

*Input fields 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.

*Input fields 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.

Before attaching the image

Copy of an identification document

®

Type of identification document

® Driving licence Passport Insurance card
Photo ID
iImage of an identification document n
-. "
.| Choose File | No file chosen

.| Choose File | No file chosen n
ST T T T T TS S S asssEsEEEEEsEEsEEEEE
hThe image file s

w displayed after being |}
u attached. "
L sisscissssssss "

After attaching the image

Copy of an identification document

Type of identification document

® Driving licence Passport Insurance card
Photo ID

»iimage of an identification document "

n
+/| Choose File Eﬂ Photo.png "

"

==
5 IR

L
% IRO0T 00K 00
R0 00 006
¥ MO0 00 0oL

!
nimage (back side) of an identification document
!

u | Choose File | [ ] photo_back.png "

ul i ;;l "
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The copy of an identification document is
required. Attach the file for identifying the
applicant.

» Type of identification document

Select the type of an attached document for
identifying the applicant.

» Image of an identification document

Click the “Choose File” button and then shoot the
document with a camera or select an existing
image. If the information is also on the back side
of the document, such as changed address put on
the driver’s license, add the image of the back
side.

Note that the operating method differs depending
on the terminal to use. Follow the on-screen
instructions.

Note that an image file having the “jpg,
“png” extension can be registered.

i

gif,” or

When a file is selected, the image of the
document is displayed for the “Image of the
identification document.”

Check if the name, address, and birth date are
readable.

Click the “Check” button.

*Make sure to fill in all 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 instructions.

R Current adaress Check the entered information for
registration and click the “Application”
— Postal code b tt

Application Type 100000 utcon.

New
Prefecture

Applicant’'s name (Required) Tokyo

DENDEN TARQU
City

Appli s name in a Chiyoda-ku

T F09
Street and number

1-1 Chiyoda
Applicant’s name in roman charac
DENDEN TARQU 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«

Name when in school S
DENDEN TAROU Workplace name

Postal code
Name when in school in katakana

FFy 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
Depariment Type of identification document
Foreign Language i Driving licence
Subject Image of an identification document

Division of Foreign Language

Student number

2015/03

Graduation, Withdrawal, Expulsior

Graduation

s Check that the Application reception
screen is displayed.

W (he University Application reception
>

©

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

Copyright © NTT WEST, Inc. All Rights Reserved. 27



E Log In to the Certificate Issuance Service

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

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.

*The image on the left will be displayed when the

application is approved. The application may be
rejected or require resubmission.

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

hEEps://FFFF FFFF FHK FF JHAFFF [X [FFFF FAHFK

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

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

.5 e U ty Graduate login

Mail address @

N
D<

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

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

v

..,“ e ty Set password

21]
Password

e

Check
s

Second password

/s

Check
7 v.
22

’.

© Setting the password has completed.

The password or second password has been set
23

(d) Change the Password

How to Operate

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

Enter a new password (different from the
old passwords) in the “Password” and
“Second password” fields and their
confirmation field. The password must
contain at least 8 single-byte
alphanumeric characters, including both
uppercase and lowercase letters.

*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.

nnnnnnnnnnnnnnnnnn

Date and time of orevious login @
Top page
Manual
Setichange personal information

Change mail address
i tadentp nur ir
Selection of application types

Issuance at Convenience Stores (Paper)
Issuance via On-campus Machines (Paper)
Issuanice via Online System (PDF)

Siangess:
Applicat | oot

Payment of Various Fees

Copyright © NTT WEST, Inc. All Rights Reserved.

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

*See the following instructions on how to log in:
> 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.

ty Change password

Current password e

V.

New password

i New passwork

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 alphabetfic
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

© Change complete

The password has been changed

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter the current password in the
“Current password” field and a new
password in the “New password” and
“Check” fields.

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.



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

&/

password” and “Check” fields.

12

Old second password

New second password

v New second password

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.

o Bl K% Appiication home Log in to the certificate issuance serV|ce
- - and select the menu button “ - ” in the
Toppge upper right of the screen, and then click
§:gﬁ;:"g;:’§:;g:;‘"f“"“a"°" “Change second password.”
Ciral Additional reg<s1rat\on of student ID number
Ay o *See the following instructions on how to log in:
» 2.2 “How to Log In”
Selection of application types
Issuance at Convenience Stores (Paper)
Issuance via On-campus Machines (Paper)
Issuance via Online System (PDF)
Issuance via Postal Mail (Paper)
Payment of Various Fees
Enter the current second password in the
s ! Change second password “Old second Password” field and a new
second password in the “New second

Copyr|ght © NTT WEST, Inc. All Rights Reserved. 31



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

Access the Graduates Login page and
tv Graduate login click “If you have forgotten your
password”.

*See the following instructions on how to log in:

Mail address
> 2.2 “How to Log In”

D]

st

Password

Second password

o

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 sie

« You will log out automatically if you do
nol 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
ty Reset password registered email address in the “Mail
address” field.
Mail address 9

4/

b

© 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 CIiCk 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

o he 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 message
Your password has been reset. to open the screen for resetting the
Access the following URL to set the password again. 9 password .

htths /e . pRkeE

e et o 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*
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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 a new password (different from the
old passwords) in the “Password” and

|net sy Set passiond “Second password” fields and their
6 confirmation field. The password must
S contain at Igast 8 single-byte _
- alphanumeric characters, including both
R Fe-r— uppercase and lowercase letters.
Check
P

Second password

s

rd

Check

s

rd

Note

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

- WIHGIOWITID Gl 1. QN HIan-
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) Log In Screen

v ooty BREOIAY

A=N7ZEFL A

D

NARD—F

§ e v, BREOTAY

A=IL7 LA

=

NRAD—F

vy Graduate login

V- /)

Mail address

]
b4

Password

@

[LANG:EXE ~|

| LANG:EXE +

LANG:English

5

LANG:English v |
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Click the language selection pull-down to
switch languages.

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

The screen switches in the language you
selected. Subsequent screens will be
displayed in the selected language.
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Log In to the Certificate Issuance Service

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

(b) Select Printing Destination Screen

&

vy FERAT mwn—n Click the language selection pull-down to
AEOS - A8 202511725 17:43 o SWitCh IanguageS'

LANG:E#E5 v

REOBRF &

-

FHERORER

O E—5T (HEE)

THFETHRT (HREH)

ERFET (HRIRE)
EERMA

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

v BIEHLAT ik

HIEIO 1 2/HE 20251125 17:43 9

ki

LANG:E#:E ~
LANG B#3&
LANG:English

REORH—=

-8

HFERIOREIR

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

v BERIAT, Aeplicaton nome © displayed in the selected language.
oo e v o & Since the language selection pull-down
LANG Enaien > is displayed only on Log In and Select
7 Printing Destination screens, so you
need to log out or come back to Select
Printing Destination screen to switch
selection af applicaton types languages.

Issuance at Convenience Stores (Paper)

Issuance via On-campus Machines (Paper)

Issuance via Online System (PDF)

Issuance via Postal Mail (Paper)

Payment of Various Fees
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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 2.6 Automatic Linking of Multiple Student IDs

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

© Linking completed

The following student ID number
has been linked.
[ - A123001
- B123001
- C123001

Your email address will be
XXXX@XX.XX.

If this is different from the email
address you are currently using, please|

change your email address. ‘

& e University Select printing destination {:}- v

e @example.com e

Current application list

Email message

Student ID number: ******1 has been automatically linked
to your student ID number.

Linked student ID number: ****+*2 Affiliation: XX Faculty,
xx Department

Linked student ID number: ****+*3 Affiliation: YY Faculty,
yy Department

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

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

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

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

*If your email address is incorrect, you will not
receive the information needed to print your
certificate. Please make sure that your email address
is correct.

The email address will also appear in the
header section of the screen after logging in,
so please confirm it.

If you have a student ID number that can
be linked to your application, the system wiill
automatically link it even when your
application before logging in is approved.

In that case, you will receive the email
shown on the left. Please check which
student ID number is associated with your
application.
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