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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification

System requirements and supported terminals

PC

User

Chrome
FireFox
Safari
Edge

Smartphone, etc. User

iPhone: Safari
Android: Chrome

*The operation confirmation terminals have been determined as a result of checking and do
not guarantee proper operation.
*The images may not be properly displayed depending on the model or browser.

*The operation was confirmed with the latest version as of the date when it was performed.

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

Inquiry about the System

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

Phone 06-6809-4327
Reception
hoUrs 24 hours

Copyright © NTT WEST, Inc. All Rights Reserved.
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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 2.1 Registration of New Email Address *for first login

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

Enter the THERS Account.

BEBEL
TX$ i
i % P

ab.12¢.2456@:;

FhOY NP UEATER WSS

Q) HA ATy

|_

s
N AF
Y4214

Fkdkoklokk

EE
|

1

T

FHI NPT ATERSS

Click the “JR-\" 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.

For the first login, the screen is displayed
& 11 Universin Mail address setting for registering an email address. Enter the
- email address you wish to register in the
“Mail address” and “Check” fields.
Mail address 6

! dall agdress

Check

(] ail address

8 Note

!Be gsure to read the Notes,

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

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

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

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

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

Read the “Note” and then click the
(7] “Check” button.

=

A message is displayed on the screen, and
o e v Set mail address a confirmation notification is sent to the
registered email address.

A confirmation mail has been sent. e
Access the URL shown in the confirmation mail and

complete the setfing of a mail address. E

Copyright © NTT WEST, Inc. All Rights Reserved. 23




E Log In to the Certificate Issuance Service

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

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

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

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

The mail address has been set.

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

You can change the mail address in the menu

after login. ﬁl:

Copyright © NTT WEST, Inc. All Rights Reserved. 24



E Log In to the Certificate Issuance Service

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

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

Access the link to certificate issuance
L L o service found on the website of the
Certificate rssumg‘)‘laimfess(he‘d\?ied xfa‘be‘\::::l:a::r:ri:;?l::‘l:n\:mnm authenticate identity using u n iversity a nd a Ccess the Stude nt Log i n
on Process for Certificate Issuance (pdf ™ ) pa g e .

Enter the THERS Account.
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|_

s
N AF
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Fkdkoklokk
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Click the “JR-\" button.
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E Log In to the Certificate Issuance Service

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

2.3 How to Add a Student ID Number

*applicable for those who have multiple student ID numbers

Access the link to certificate issuance
| applesson rosess torcomfnts rsnnee o service found on the website of the
erti g Machines scheduled to be in operation from April 2025 will not authenticate identity using

ot university and access the Student Login
» Application Process for Certificate Issuance (pdf™ ) pa g e.

Enter the THERS Account.

BEBEL
TX$ i
i % P

ab.12¢.2456@:;

FhOY NP UEATER WSS

Q) HA ATy

|_

EF:
T
BA014>

Fkdkoklokk

EE
|

1

T

FHI NPT ATERSS

Click the “JR-\" 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.

AT

Enter the password.

_
-

=\ —

B Microsoft

L = 4
KRD—-FEAHTS

JAD-F

JRI-FEENH8S

\

Click the “t-r > - >" button.

EE Microsoft

KRAI)—-FEAHTD

JTAD—F

JZI-FEENERE
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E Log In to the Certificate Issuance Service

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

e Unversicy Sete printingdestinaton & Click the menu button “ - " in the
upper right of the screen, and then click
“Additional registration of student ID
number”

Top page

[

IManual

Set/change personal information

Change mail address
Current application lis{ -

Additional registration of student 1D number
Application list Change password
Change second password

Logout

Issue certificate

Sending by post
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E Log In to the Certificate Issuance Service

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

& (1 Universty - Send mail registering

[

additional student information

Note

1 Be gure to read the Note,

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

+ Add a department or a student ID number of the
graduate school the user can cumrently handle.

» Do not register the student ID number of others.

+ Press the "Send” button. An applicatien
confirmation mail will be sent fo 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 fake some time until the application
confirmation mail is sent.

(7
o

ﬂApplication complete

The Email has been sent

(8
Fox ]

Email message
Title: Addition of the student ID number

Please add the student ID number. Access the URL
below and complete the application for use of the
student ID number you wish to add.

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

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

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

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

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

*The URL has an expiration time, so please

complete the operation within the displayed time
limit.

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

University's information (When in school)

L0

Name when in school
Name when in school in katakana

Name when in school in roman characters

University

Department

Subject

Student ID number

-

-

P

& Graduation Withdrawal Expuision @

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

-

Copyright © NTT WEST, Inc. All Rights Reserved.

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

Screen Images %

How to Operate

Enter your information as of the time you
were enrolled at undergraduate or
graduate you want to add.

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

» Name when in school

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

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

» University/Department/Subject

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

Select the applicable type.

Click the “Check” button.

Check the inputs and click the
“Application” button.
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E Log In to the Certificate Issuance Service

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

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

i e Ur ty Application reception
S

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

After the application is approved, an email

Email message - : .
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 a@d to the current application is approved. The application may be
account. rejected or subject to resubmission.

Student ID number: **¥*x*x

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

Access the website of the certificate

& e Uniessity Graduate login issuance service and enter the email
- address, password, and second
@ password again.
Mail address

[ Mail address i i
o all ad *For how to log in, see the following:
» 2.2 “How to Log In”
Password
] Passwor

Second password

0 Second password
If you have forgotten your password

Note

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

§ e Universy Select printing destination ,
N

Date and time of previous login 2024/02/08 21:34

LANG:English »

Current application list

Application list

Issue certificate @

Sending by post

-".Ii The Uni Ly Zslect cariificate (printing at a convenlence store)
*

Date and time of previous bogin 2022/11/20 14:52 {g%‘

Select application certificate

Student ID number : ****

Student ID number : *=*

18

Certificates v
Number
Type of certificate Commission of copies
Cerlificate of Completio 800 yen 0 -
n{Japanese)
Cerlmc.ate of Completic 800 yen o -
n {Englizh)
Others v
Number
Type of certificate Commission of copies
Medical Examination C
200 0~
erfificate yen
Certificate of Academic
200 yen 0 v
Record !
Certificate of Graduatio 200 yen 0 -

n

Copyright © NTT WEST, Inc. All Rights Reserved.

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

Screen Images %

How to Operate

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

*The screen image on the left will be displayed
when selecting “CVS” for printing. To access
the service only for checking whether the
student ID number is registered, you can select
any option.

Check that two student ID numbers are
selectable.

Select the student ID number you want to
use for printing a certificate before
applying for the certificate.
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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 Email Address

.:l Sebact printing destination - . . . .
Log in to the certificate issuance service
Dateandtimeo  Top page and select the menu button “ @- " in the
Manual ‘ upper right of the screen, and then click
Change mail address ”Change mail address”.
Current application list Logout
Application list *See below for information on how to log in to the

Certificate Issuance Service:
»2.2 “How to Log In”

Issue certificate

Convenience store

Printting in school
Sending by post

Enter a new email address you wish to
register into the “New mail address” and
& (re Uaversity Mail address setting “Check” fields.

Current mail address

xxvxvxxxxvxsxx@swxa %

New mail address

bt fail address

at

8 Note

'Be sure to read the Notes.

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

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

s ltmatt " "'~ to send the confirmation

—uayc.

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

£ 5
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E Log In to the Certificate Issuance Service

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

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

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

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

to complete the changing of the email
address.

You can change vour email address.

*The URL has an expiration time, so please

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

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

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

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

address.
Move o Login page
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E Log In to the Certificate Issuance Service

|2.5 Switch Languages

(a) Log In Screen

Screen Images

Yoy EEPEOT A >

1—HID
2 I1-YD

NRT—R

o~

LANG:HAZE v

Wy EPEOD >
LANG:English

J1—4HID
2 | 1D

NRT—F
5 .

LANG:English v (&)

§ iy Student login

User ID
2 User ID

Password

£ wold

Copyright © NTT WEST, Inc. All Rights Reserved.

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

How to Operate

Click the language selection pull-down to
switch languages.

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

The screen switches in the language you
selected. Subsequent screens will be
displayed in the selected language.
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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) Select Printing Destination Screen

Fone vy DREERIR & Click the language selection pull-down to
S A — switch languages.
BEOHRFE B
BE—=
SAEETT
o ]
FRER
Click the language you want to display in
the pull-down.
§ e vty EDRISERIR S~
MECDA - = EFF TZOZ 100
BaOHE B LAMG:English
HE—=
ARBERS
o B
FRERI
hx
The screen switches in the language you
_' e Uni v Sedact p nnﬂ;':leetlnsﬂ n -
selected. Subsequent screens will be
Dateardn'neofpe.’lcl.sl)g|n=02=.1202 1514 dlsplayed In the SeIeCted Ianguage
The language selection pull-down is
displayed only on Select Printing
Current application list Destination screen after login, so come

]
‘{ ‘\ “

'/

&

back to Select Printing Destination
screen in order to switch languages.

Application list

Issue certificate

Convenience store

Printting in school

Sending by post
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