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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari
Edge

Smartphone, etc. User iPhone: Safari
Android: Chrome

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

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

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

Inquiry about the System

& NTT West Call Center for Certificate Issuance Service

Phone | 06-6809-4327

Reception

hoUrs 24 hours

Copyright © NTT WEST,Inc. All Rights Reserved. 2



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
e : service on the university’s website and
RFHR—DX=Y F TN go to the Graduate Login page.

H—E2EFRATSAR. E~A-SHh5ER - 0J1>LTERL

DIERS - RASOHUCETE
1 2EOIYEIVAZ NFOTILFIE —BTORT
2 BETOETEMD
HTRLSDIERS - FAE - FEERSCELFLTE. SFHE0CTRESEEA>TIOEEL

>>EEEOROIRARE - 0P P ESESHS

Registration is required for the first time.
Click “New registration procedure” from

B The U ity Graduate login " . . o
n f L New registration.
Mail address
i Mail address
Password
w Passwor

Second pazsword

m Second password
If you have forgotten your password

Note

Login

New registration

Register yourself from here if you use this service for

the first fime.

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 an email address you wish to register
& (he Uarvessity: Mail address setting in the “Mail address” and “Check” fields.

3

Mail address

i Mail address
Check

] Mail address
8 Note

'Be sure to read the Notes.

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

« Access the URL described in the
confirmation message and finish by seiting
your email address.

+ [t may fake a while fo send the confirmation
message.

» ‘fou 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. Iz the email address you entered correct?
2. Did you enter any unnecessary spaces, efc.?
3. Did you enter single-byte alpha-numerical
characters?
4. Iz 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
a confirmation notification is sent to the

~ j wy  Set mail address : .
- 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.

Click the one-time URL in the body of the

Email message . . . P .
email and register the applicant’s information.

You can register your email address. *The URL has an expirati(_)n .time, SO please .
Arcess the following URL and finish by setting your emailaddresse lc_(;qmtplete the operation within the displayed time
m—— ImiIc.

htt st/ somkopiok . sokioiok .
sookskokokokokok Rk Rk ok kKK

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 University Permission for use the screen and check “I agree with the
f above” box.

Permission for use

[Application Contents]

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

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

Agree with the above when using this site.

7

—|l agree with the above.

Click the “Agree” button.

Copyright © NTT WEST,Inc. All Rights Reserved. 5



E Log In to the Certificate Issuance Service

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

> Gender
Select the gender of the person applying.

» Birth date (Required)

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

» Final month and year of enrollment(Required)

Enter the applicant's final year and month of
enroliment.
*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.



E Log In to the Certificate Issuance Service

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

ssaq | magy @ » Faculty - Department
ZOMDES) 55 CTESBOSEEREE Enter the faculty and department you were
enrolled in.
FEES » Student ID number
e Enter the student ID number.
*BE (BT) £H _
—F-F m] » Graduation (completion) year and month
Enter the graduation (completion) year and
O=Z OEF ORE month.

*In the Western calendar year.

» Graduate/Withdrawal/Expulsion (Required)

R
@ Select the applicable type.
HEES )0-00 . n
N LaED Enter the current address and

p— contact information.

3t *Input fields vary depending on the operating

environment.

i & BT » Postal code

o Enter the postal code of your current address.

BT & When you click the "Search" button, the address
- i corresponding to the postal code will be displayed
in the "Address" field.

F— b T g RS » Prefecture/city/street and number/
—~ 5 Apartment name and room No.

Enter the address of your workplace.

Copyright © NTT WEST,Inc. All Rights Reserved. 7



E Log In to the Certificate Issuance Service

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

@ Example of an address search by postal code

anm 11-1 Enter the postal code in the format "XXX-XXXX".
11-1
HESES 100-0001 |‘ I
- 11-2 11-2) Click the search button.
ERE I

11-3» Please check the displayed address and add the
X EH apartment building name and other details.

*The postal code and address shown in the screen
BT E image are examples, so please check the actual
screen.

HEHES 100-0001

#EmE
Emef

mE B
FHREE

ETEEHE
=

Al S P

ik}

>
L e Phone number

B - Enter the home phone number.

EHES @ » Mobile phone number

Enter the mobile phone number.

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



E Log In to the Certificate Issuance Service

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

Enter work information.

EFEEER *Input fields vary depending on the operating
environment.
RS @ » Workplace name

Enter your workplace name.

HEES 0-00 s
» Postal code

FEMER Enter the postal code of your workplace.

BT *The search method is the same as the postal

code in the "Address" field.

Fﬁ?m_?_ » Prefecture/city/street and number/

= Apartment name and room No.
BT Enter the address of your workplace.

P Phone number

EE Enter the phone number of your workplace.

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.

Before attaching the image The copy of an identification document is

Copy of an identification document required. Attach the file for identifying the

@ applicant.
Type of identification document
@ Driving licence 'Passport () Insurance card
1Photo 1D
timage of an identification document &
3| Choose Fila | Mo file chosen
— » Type of identification document
Eflmauetback side) of an identification documents Select the type of an attached document for
e o flachosen identifying the applicant.
Iig » Image of an identification document
T ;ir;ilgc:geagfrizeing Click the “Choose File” button and then shoot the
sattached. 1 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.

‘E:"i”glt';"e”“e /Passport  (JInsurance card Note that an image file having the “jpg,” “gif,” or
o “png” extension can be registered.

After attaching the image

Copy of an identification document

Type of identification document

"-Image of an identification document .

s|| Choose File | ] photo.png 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.
:
: | :

I
o Image (back side) of an identification document n»
: - "

u | Choose File | [ ] Photo_back.png w
.

2| ] :

g = : Click the “Check” button.

*Make sure to fill in all the required items. If any
@ of these fields are left unfilled, it may take time

m for approval.

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.

Check the entered information for

Current address

Applicant's information R . . M . . ”
registration and click the “Application
Application T postal cade button
ppiication Type 100-0001 '
Mew
Prefecture
Applicant's name (Regquired) Takyo
DEMDEN TARDU
City
Chiyoda-ku

Applicant's name in katakana

— o
Tery FOY Street and number

1-1 Chiyoda
Applicant's name in roman charac
DEMDEN TARCU Apartment name and room No.
Birth date Phane number
1990/09/09 03-1111-2222

Mobile phone number

080-1111-2222
University's information (When in =/

- Work information
Name when in school

DEMDEM TARDOU Workplace name
Postal code
Name when in school in katakana
FLF 009 Prefecture
City

Name when in school in roman
characters Street and number

DENDEM TAROU
Apartment name and room No.

University Phone number

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

Subject Image of an identification document

Division of Foreign Language

Student number

rrEEEE

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

201503

Graduation, Withdrawal, Expulsior

Graduation

S, s Check that the Application reception
screen is displayed.

e University  Application reception

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

Copyright © NTT WEST,Inc. All Rights Reserved. 11



E Log In to the Certificate Issuance Service

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

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
REEps: // ¥ ¥ FFKFK KK 55K PREFK 5K [RA KK HOKHK

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

i re Univessity Graduate login

Mail address

Password

Second password

= Second password
If you have forgotten your password

Note

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

browser when you leave this site

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

+ Change your passwords on a regular
basis.

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

Copyright © NTT WEST,Inc. All Rights Reserved.

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.

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

Enter the registered email address in “Mail
address” field and the initial password
shown in the email announcing the
application result in the “Password” field.

*Leave the “Second password” field unfilled.

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.

e ity Set password

Password ’3

* Password

Second password

Second password

[ "]
1!
=]
]
]
(=]

+ Seta password.
* You can change your password from a
menu th=%i= dizplayed afler you log in

width alphanumeric characters must not
be contained.

22

€ Setting the password has completed.

The password or second password has been set.

o

Copyright © NTT WEST,Inc. All Rights Reserved.

v

A screen will open where you can change
the initial password and set the second
password.

Enter a new password other than the
initial password in the Password and
Second password, and all corresponding
check fields. The password must contain
at least eight half-width characters,
including a mix of uppercase letters,
lowercase letters, and numbers.

*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 Register an Additional Student ID

number”

13



E Log In to the Certificate Issuance Service

|22

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

How to Log In

o Access the link to the certificate issuance

Kifh— b= v T service on the university’s website and
Y- ERRMMTBHE. SX-SHBRE - OJ1SLTIRZD go to the Graduate Login page.

BETOH

>> EEEOAOHEEE - 00U VETEANS

L7

Mail address

Crad oai Enter the registered email address,
The Uaivessity (araduate login password, and second password.

9 *For the first login, registration is required before
using the service.

X | Mail address See the following instructions on how to apply:
> 2.1 “How to Apply to Use the Service”
Password *Graduates who have multiple student ID number,
& | Password for example undergraduate and graduate, can add it
by the following instructions:
» 2.3 “How to Register an Additional Student
Second password ID number”
& Second password

If you have forgotten your password

Note

'Be sure to read the Motes,

Ee sure fo 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

legging in

Chamnge your passwords on a regular

basis.

Storing your passwords on the browser Read the “Note” and click the ”Login
is nof recommended for security button.
reasons

The fee cannct be refunded even if you

gomnl=t=st s anplication by requesting

«wrona numbers o.  ~ono funes -7 P

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.

Two-factor authentication via email is performed when logging in.

You will receive an email containing an authentication key, so please enter the authentication key on
the authentication key entry screen.Once you enter the authentication key, you will not need to enter
it again for a certain period.

After a certain period has elapsed, an authentication key will be sent to you by email again, and you
will be prompted to enter the authentication key.The operating procedure is as follows.

A — LI If you have not yet entered the
authentication key when logging in, or if
(4 you have had the authentication key

I F ORFEF—ERATLELR. reissued, you will receive an email

IR ek i i containing the authentication key, so

SBAIL+— A JJHIH Caal+— @ HARARAIICA LI L TSV, please enter it on the next

EEZRAUTLEIHEE. BEDJAOLTANIULTKEN, . .
authentication key entry screen before
the expiration date stated in the email.

& e vnnersiy REEF—AR Review the contents of the "Notes"
section and click the "Settings" button.

/| -
Qis=E
BEF—AT
1. A LBHIENEREF—E AT LT EEL, , .
2 FEE—(EA— LIRS SN EEREETICANLTL If you have lost the email containing the
&, ) authentication key, click the "Reissue
3 ??ﬁ‘tﬂ“f&%‘éfaﬂ’j‘u*ﬁ!ﬁ@*—)"fé*”a’*’t Authentication Key" button to receive another

4 B0 HFID T EREE  WindowsT ¢ DA email containing the authentication key.
BN ELEEERIF— ANTBETT.
Review the contents of the "Notes"

(6 section and click the "Settings" button.

Once the message appears on the screen,
authentication is complete.
Click the "OK" button.

OZixT

BEsnELIz

Copyright © NTT WEST,Inc. 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.

I 2.3 How to Change the Login Information

(a) Change the Personal Information

sity Selsct printing destination - Log in to the certificate issuance service
and select the menu button “ &- " in the
upper right of the screen, and then click
“Personal setting”.

¥

Top page
Ianual

Personal setting

- Change mail address . . . .
Current applicatic *See the following instructions on how to log in:

Register additional student ID number
> 2.2 “How to Log In”

Application list Change password

Change second password
Logout
Issue certificate

Convenience store

Sending by post

Enter the personal information items you
Applicant's information wish to Change'
Applicant’s name

DEWMDEN TAROU

Applicant’s name in Katakana

r— 5 S

Applicant’s name in roman characters

DEMDEN TAROU

Sex

Male  Female
Birth date

1999/09/09

Phone number

Click the “Check” button.

- = x

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.

I 2.3 How to Change the Login Information

e university EAGSETRIRE &

GBSy

Copyright © NTT WEST,Inc. All Rights Reserved.

When you click the "Search" button, the address
corresponding to the postal code will be displayed
in the "Address" field.

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 2.3 How to Change the Login Information

Example of an address search by postal code @ Example of an address search by postal code

2l Enter the postal code in the format "XXX-XXXX".

HEES 100-0001 BE \
: -

-Iw’
[

2

2 Click the search button.

o
ik
3
o m
|

2-3 Please check the displayed address and add the
X B apartment building name, etc.

*The postal code and address shown in the screen
BT & image are examples,
i so please check the actual screen.

£

HEES 100-0001
2-3
EEFE
il

XA
FHREE

B
FRE

FiR—b - I3 nEE

6t

Copyright © 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.

I 2.3 How to Change the Login Information

Click the “Check” button.

HEEER
HFEERSR
SEET

hehr

D

'ﬂ'Change complete

Applicant information has been changed

(5]
-

Copyright © NTT WEST,Inc. All Rights Reserved.

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

The Change Completed screen is displayed
stating that the Applicant’s information
has been changed. Click the “OK” button.

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

i

sity salact printing destination {é}_

Top page
Manual

=i

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

Issue certificate

Convenience store

Sending by post

& (re University  Mail address setting

Current mail address

EEEEERE R kT kA @*7** %

Mew mail address

b Mail address
Check

.d Mail address
8 Note

!EBe 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

e Itmatot '~ to send the confirmation

Y. 9

=

Log in to the certificate issuance service
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.

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.

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 body of the
email to complete changing the email
You can change your email address. ddress
Access the following URL and change your email address: 9 a )
https: e *The URL has an expiration time, so please

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
e 1¥  Changing mail address complete stating that the email address has been
changed.
The mail address has changed. 6

From now on, thiz mail address will be used az an |D for login.
Information from the system will also be delivered fo 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.

K hi— U Y T Access the link to certificate issuance
I EXRHRTSR, S-SR DIALLTER service on the university’s website and go
to the Graduate Login page.

FEEDA

+ TRICEBOIINRS - FABOUERTE
L2EDI P EST YRR MFOTILFIE—BTOHRIT
2 BRTORITED
HTEUADIERS - LS - FIERSCELILTE. SFIEOCTEEEToTLESL

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.

& e Uavesity Graduate login Click “New registration procedure” from
. “New registration”.

Mail address

o]

] Mail address
Password
. Password

Second pazsword

) Second password
If you have forgotten your password

Note

New registration

Register yourself from here if you use this service for

the first time. e
Enter an email address you wish to change
. . in the “Mail address” and “Check” fields.

W e University Mail address setting
Mail address 9

o] Mail address
Check

] Nai iress

& Note

'Be sure to read the Motes,

= Pre==‘- tutton. A confirmation message

il be sent to the desiqr. 4 amail add- Read the "Note" and click the “Check” button.

0
*

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.

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

i 1y : Set mail address
r

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

Click the one-time URL in the body of the

Email message . . . . -
email 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. lc_omplete the operation within the displayed time
httpst/ sekpeioiok L soklok 6 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
the screen and check the “I agree with the

s (e Uneeersity. Permission for use "
4 above” box.

Permission for use

[Application Contents]

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

2. Set the registered e-mail address so that you can
receive e-mails from "@ml.hiroghima-u.ac.jp”.

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

—|l 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.

HEEERE

o

EREETER!
O 757}
BEHE BEFREOA—IL7 RLADFIETER
LI TEE)
‘HEERE
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il-Fipa

7T 409
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DENDEN TAROU
145

OB 0OX
+£AR

( 1999/09/09

"B EER
[ 2022108 |

AP EHRTEFRTEE)

EEHRE
TE KRS
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K22
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232
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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.

> Gender
Select the gender of the person applying.

» Birth date (Required)

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

» Final month and year of enrollment(Required)

Enter the applicant's final year and month of
enroliment.
*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.
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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.

ssaq | magy @ » Faculty - Department
ZOMDES) 55 CTESBOSEEREE Enter the faculty and department you were
enrolled in.
FEES » Student ID number
e Enter the student ID number.
*BE (BT) £H _
—F-F m] » Graduation (completion) year and month
Enter the graduation (completion) year and
O=Z OEF ORE month.

*In the Western calendar year.

» Graduate/Withdrawal/Expulsion (Required)

R
@ Select the applicable type.
HEES )0-00 . n
N LaED Enter the current address and

p— contact information.

3t *Input fields vary depending on the operating

environment.

i & BT » Postal code

o Enter the postal code of your current address.

BT & When you click the "Search" button, the address
- i corresponding to the postal code will be displayed
in the "Address" field.

F— b T g RS » Prefecture/city/street and number/
—~ 5 Apartment name and room No.

Enter the address 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.

@ Example of an address search by postal code

anm 11-1 Enter the postal code in the format "XXX-XXXX".
11-1
HESES 100-0001 |‘ I
- 11-2 11-2) Click the search button.
ERE I

11-3» Please check the displayed address and add the
X EH apartment building name and other details.

*The postal code and address shown in the screen
BT E image are examples, so please check the actual
screen.

HEHES 100-0001

#EmE
Emef

mE B
FHREE

ETEEHE
=

Al S P

ik}

>
L e Phone number

B - Enter the home phone number.

» Mobile phone number

Enter the mobile phone number.
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E Log In to the Certificate Issuance Service

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

Enter work information.

EFEEER *Input fields vary depending on the operating
environment.
RS @ » Workplace name

Enter your workplace name.

HEES 0-00 s
» Postal code

FEMER Enter the postal code of your workplace.

BT *The search method is the same as the postal

code in the "Address" field.

Fﬁ?m_?_ » Prefecture/city/street and number/

= Apartment name and room No.
BT Enter the address of your workplace.

P Phone number

EE 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 The copy of an identification document is
Copy of an identification document requ_lred. Attach the file for identifying the
@ applicant.
Type of identification document » Type of identification document
@ Driving licence 'Passport () Insurance card
\Phato ID Select the type of an attached document for
identifying the applicant.
yImage of an identification document o
b "Chooss File | No file chosen " » Image of an identification document
— Click the “Choose File” button and then shoot the
vImage [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
fessssssEEEEssasssssssssssssssaa of the document, such as changed address put on
Ii the driver’s license, add the image of the back
side.
u The image file is@ Note that the operating method differs depending
u displayed after being on the terminal to use. Follow the on-screen
Nsssssssssssssst instructions.
. ) 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  ()Passport () Insurance card Check if the name, address, and birth date are
|Photo ID readable.
-Image of an identification document &
EE Choose File E Photo.png E
i
EE Image (back sidg: of an !dentiﬁcation document E
u | Choose File | [ ] Photo_back.png E
4 ([ =] :
g = : Click the “Check” button.
*Make sure to fill in all the required items. If any
@ of these fields are left unfilled, it may take time

m 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.

Check the entered information for

Current address

Applicant's information R . . M . . ”
registration and click the “Application
Application T postal cade button
ppiication Type 100-0001 '
Mew
Prefecture
Applicant's name (Regquired) Takyo
DEMDEN TARDU
City
Chiyoda-ku

Applicant's name in katakana

— o
Tery FOY Street and number

1-1 Chiyoda
Applicant's name in roman charac
DEMDEN TARCU Apartment name and room No.
Birth date Phane number
1990/09/09 03-1111-2222

Mobile phone number

080-1111-2222
University's information (When in =/

- Work information
Name when in school

DEMDEM TARDOU Workplace name
Postal code
Name when in school in katakana
FLF 009 Prefecture
City

Name when in school in roman
characters Street and number

DENDEM TAROU
Apartment name and room No.

University Phone number

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

Subject Image of an identification document

Division of Foreign Language

Student number

rrEEEE

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

201503

Graduation, Withdrawal, Expulsior

Graduation

S, s Check that the Application reception
screen is displayed.

e University  Application reception

“our 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 instructions.

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

18

https: //F ¥ ¥k FRFF FOk KK JHRFHK [F [F KKK KKK K

©This email is for sending only.

For more information, contact the administrative representative.

i re Unessiny Graduate login

Mail address

Password

Second password

m Second password
If you have forgotten your password

Note

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

browser when you leave this site

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

logging in

+ Change your passwords on a regular

basis.

+ Storing your passwords on the browser

is not recommended for security
reasons

Copyright © NTT WEST,Inc. All Rights Reserved.

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.

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

Enter the registered email address in “Mail
address” field and the initial password
shown in the email announcing the
application result in the “Password” field.

*Leave the “Second password” field unfilled.

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.

ry Sai password

Passward @

&

7

Check
r

Second password

&

Check

22
s

@ Setiing the password has completed.

o

(d) Change the Password

The password or second password has been set.

L qity Select printing destination
5 v &-

Dste sndy 0P PACE
manual a
personal setfing
change mail address
Current application || . X

register student id 0

Application list change password

change second password
logout
Issue certificate

Sending by post
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A screen will open where you can change
the initial password and set the second
password.

Enter a new password other than the
initial password in the Password and
Second password, and all corresponding
check fields. The password must contain
at least eight half-width characters,
including a mix of uppercase letters,
lowercase letters, and numbers.

*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.

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”

» 2.5 “How to Log In *login by Google ID
authentication”

*If you log in with GooglelD, password

changes is not available. E
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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.

& me baivessity Change password
Current password 9
& Current password

Mew password

/‘ MNe I = I
Check

/‘ MNe I = I

MNote

! Be sure to read the Mote,
Set a password according to these rules:
= It must be made up of eight or more characters
* One or more hali-width, uppercase alphabetic
characters (A to Z) must be contained.
= One or more hali-width, lowercase alphabetic
characters (a to z) must be contained
= One or more half-width numerals {0 to 9) must be
confained.
= Characters and numerals other than half-width
alphanumeric characters must not be contained

o =5

@ Change complete

The password has been changed

a?

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” field.

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.

32



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

§ e University  seistprining ssstination &~ Log in to the certificate issuance service
o and select the menu button “ - " in the
- { fio dage . .
ooeara %P ; upper right of the screen, and then click
personal sefiing “Change second password.”
Curmrent application | cha.nge ma add.ress * . . . .
register student id See the following instructions on how to log in:
Applicafion list change password > 2.2 “How to Log In”

change second password

» 2.5 “How to Log In *login by Google ID
authentication”

Togout
Issue certificate
*If you log in with GooglelD, change second
password is not available.

Sending by post

Enter the current second password in the
w5 |he University  Change second password ”OId Second PaSSVYOFd" ﬂeld and a hew
second password in the “New second
2] password” and “Check” field.

0ld second password

- Old second password

New second password

/. Mew second password

Note

1 Be sure to read the Note,

Set the second password according to these rules

* It must be made up of eight or mere 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

" 4 H " 4
alphanumeric characters must nof be contained Eetatd the NOte and CIICk the Change
utcon.

= o | x|
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E Log In to the Certificate Issuance Service

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

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

@ Change complete

The second password has been changed.

ef

(f) If You Forgot the Password

Access the Graduate Login screen and

& e uanersity Graduate login click “If you have forgotten your
password”.
Mail address *See the following instructions on how to log in:
- I > 2.2 “How to Log In”
» 2.5 “How to Log In *login by Google ID
Password authentication”
- Password *If you log in with GooglelD, reset your password is not

available.

Second 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 sde

* ‘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.

& 'ne university. Reset password
[

Mail address 9
[~ Mail address

O 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 fo the
registered mail address.

= Access the URL shown in the reset mail and complete
re-setling.

= 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?
3. Was the information input in half-width alphanumeric

characters?
I.-_.‘- e University. Password reset mail sent
A password reset mail has been sent. 0

1. The password reset mail will be sant to the registered
mail address.

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

Email message

Your password has been reset.
Access the following URL to set the password again. 9

https /ool bkiok,
Due date for the URL: 30 minutes

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

Copyright © NTT WEST,Inc. All Rights Reserved.

For resetting the password, enter the
registered email address in the “Mail
address” field.

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

A message is displayed on the screen
stating that a notification has been sent to
the registered email address.

Click the one-time URL in the body of the
email to open the screen for re-setting the
password.

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

limit.
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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.

uaivessity  Set password

-

6

Password

3

&

Pazsword

Second password

# | Second passworc
Check

Vi Second passwo
Note

1 Be sure to read the Note,

» Sel a password.
= “You can change your password from a
menu th=* i= displayved after you log in

LR T TR 2 - TRV LTI et TN T

width alphanumeric characters must not
be confained.

0

L
'\|'|.

@ setiing the password has completed.

The password or second password has been set.

o
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Enter a new password other than your
previous password in the Password,
Second password, and all corresponding
check fields. The password must contain
at least eight half-width characters,
including a mix of uppercase letters,
lowercase letters, and numbers.

*The password and the second password must be
different.

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

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

I 2.5 How to Log In with a Lifelong ID

(a) Google ID Authentication

KRR —LR—Y VT

Y—ERZAATIAR, & SE#R - OJTLT<EZN

#EEOH

+ TEICEEOEES - FRSONETETR
L# TUEERMRETORT
2. 2B YEZTVAR M POTILFIE —BTORT
3EETORITED
HTELMADERS - P - FHEBSCELEL TR SFTBOCTHERRT-TAREY

> > ERLOROHEERE - OV Y ECEE05

ﬁ“ The University EE'DD‘?“{ b

pzascar

1 P sz = Y

« QA A 'S ) w 2T B EGoogledOT -1
LEESRY Ty TTEOT. AENSHRITSE
NTVEBEEREDTOT 2 LTLREEW
BDGoogle 7 H D FTOT 4 L EHDES(E
GoogleMN—S(CTHREQT A I-As0970
FEITOTHSBECONR—IJCTFIEALTL

PR
=yl

3 Sign in with Google

Choose an Account
to continue to SIASRITH—EX

©

@© Use another account

Access the link to the certificate issuance
service on the university's website and
go to the Login page.

Read the “Note” and click the “Log In”
button.

*The screen transitions to the login page of the
linked website when you click the “Log In” button.

Click your Google ID account.

If your Google ID account is not displayed
on the screen, click “Use another account”
according to the screen image shown on
the left.
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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 Google ID provided by the
university.
*Here, “Google ID” refers to “Gmail address”.

Google
Signin

Use your Google Account O

[ Email or phone

Forgot email?

Double-check your Google ID and click
“Next”.

Not your computer? Use Guest mode to sign in privately.

Learn more 6
Create account m

Enter the password of your Google ID.
Google

RF KEB

@XXXXXXX@gmaiI.com

[ Enter your password

[ show password

Double-check your password and click
“Next”.

Forgot password? m

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

X This step is required only on first login

1:#,'_
L

"% Permission for use

Permission for use

[Application Contents] Clle ”Ag ree"
1.  Enter the name you had when in school in % This step is required only on first login
“Name” and “Name in katakana”. Ask at
each university’s office if you wish to

register with different name.

_ |l agree with the abowve.
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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 University 1 —HISIRTAAEE R Ent_er the_appllc_ant S |nformat|on_.
F *This step is required only on first login
*Input fields vary depending on the operating

ESETEE environment.
@ *The fields marked in red are required.
SR -
@R » Application Type (Required)
OEFE EFIEROA-LTELASHETSE Select “New” for new applications.
R iEoizE
» Applicant’s name (Required)
"HEHES _ Enter the applicant’s name.
\LER EP *Place a space between the family name and
' ) first name.
nent , ,
R — » Applicant’s name in Katakana
R and Roman characters
O—-<= Enter the applicant’s name in Katakana and
YAMADA TARGU Roman characters.
*Place a space between the family name and first
3] name.
= Ok > Sex
Select the gender of the applicant.
"+4£HH ‘
[ £ 18/8 . » Date of Birth (Required)
. ' Enter the applicant’s date of birth.
BRERER *In the western calendar year.
------ |
[ A > Date of last attendance (Required)
Enter the applicant’s date of last attendance.
*In the western calendar year.
o @ I » postal code
HEES | 100.000 @ Enter the applicant’s postal code.
""" When you click the “Search” button, the address
\ corresponding to the postal code will be displayed
g’ff’?‘ in the address field.
— » Prefecture/ Municipality
R EH Town name and address/Apartment room number
Enter the current address in each field.

Copyright © NTT WEST,Inc. All Rights Reserved. 39



E Log In to the Certificate Issuance Service

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

@ Example of searching the address by postal code

Enter the postal code in the format of “XXX-

. 11-1 OO
ﬁ@é%l 1= 11 00-0001 |\ I
1-2 11-2 Click the “Search(#®2&)" button.

EmrE I

o Check the address and add the apartment name
HRETH 11-3 and additional address details.

— X The address on the image is a sample. Check

the actual screen.

HEHES 100-0001

#EmE
Emef

mE B
FHREE

ETEEHE
=

Al S P

ik}

FZHR—b-IvzanEE
- —= » Telephone number

@ Enter the applicant’s telephone number.
» Mobile phone number
Enter the applicant’s mobile phone number.
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E Log In to the Certificate Issuance Service

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

Copyright © NTT WEST,Inc. All Rights Reserved.

®

Wl

» Workplace name

Enter the applicant’s workplace name.

» postal code

Enter the workplace postal code.
Refer to @ how to search by postal code.

» Prefecture/ Municipality
Town name and address/Apartment room number

Enter the workplace address in each field.

» Telephone number

Enter the workplace telephone number.

Click the “Check” button.

*Make sure to fill in the required items. If any of
these items are left unfilled, it may take time for
approval.
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E Log In to the Certificate Issuance Service

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

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

W e Universty 1 —HPIERETARE MR

EE Tt

> “" R 3 R .n
— Go to Application for Certificates

Eiipi)

BHFERA
B8 AD

hehF
TLT L 07

=

Copyright © NTT WEST,Inc. All Rights Reserved. 42



Log In to the Certificate Issuance Service

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

(b) Azure ID Authentication

(b-1) Azure ID Authentication *for first login

Kk h— U F Y T Access the link to the certificate issuance
service on the university's website and
go to the Login page.

Y-EREFATIAHRE, ER—TOEER  0JILLTCEZLY

HEEOH

TNTLBZ EAT
22EQOVE-IVAAMFOIILFIC-—BTORT

3ERETORITRD

R TEMADERS - F28 - FHEBSCHELILTE. SFFTOLTIEEToTORED

> EZEOAOHESE - 004 VEDEE0E
_ Read the “Note” and click the “Login”
- p button.
EEER
BN SEH < EELN

o OJA 2RI E=D DY 0T D EAureDOI A VBRI RY T 7w
TFB3OTOITALTIREEN

« BlDAZu 71T NTOTA BHDEEFAzUreDAR—S(ETO
ITPINETOTHSEECOR—SCPIEALTI AL

Enter the Azure account issued by your

university.
| [ | Mi ft
u icroso . .
*Please note that you cannot log in using any Azure
L4014 account other than the one issued by the university.
XOX@xxxx.onmicrosoft.com e

THIYNCPICATERVES

TFITA F-THOAY Q)

“9 Click the “Next” button.

Q YA ATy
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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 password of your Azure account.

B® Microsoft

€ xox@xox.onmicrosoft.com

NKRAT—ROAA

Click the “Sign In” button.

If the Account Protection screen is
displayed, follow the university’s
instruction to set up.

% This screen may not be displayed depending
on Azure settings.

B® Microsoft

XOX@xxxx.onmicrosoft.com

Thoo bORECIHHCEEVY
Microsoft T(&. 7HU> NezF1UT(TREI IO,
t¥1V51 OB EERFEBMICLEUL, TFIUT(DBTE
EEFDOAUYNCRIT 25 F IR

S(IURV EIBRET 14 HTY)

BOT7HI> NeAERTS

HHRFEROFTR

.:imuummmy FREE

FIFEYE Review the “License Agreement” displayed
on the screen and check the box next to “I
agree to the above terms.”

[REEREICAIL T

1. TRA) . [30hH7R] FEFEOKRS
ZANLTLZEW, SEenA T,
BEEORBI TRITZREINDHFE
EFPBABHVEDELEEL,

2. ZBRUTVBA-LTRLRIC
T@acjpl N'SOA—ILERETES L
SHELTLESL,

HNECABDLE. FHA haIFAIIZSL.

O rRABICRAET S 0

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.

HEEERE

EREETER!
O 757}
BEHE BEFREOA—IL7 RLADFIETER
LI TEE)
‘HEERE

BE AL

il-Fipa

7T 409
O-vF

DENDEN TAROU
145

OB 0OX
+£AR

( 1999/09/09

"B EER
[ 2022108 |

FI—t-¥>»2awEF
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Enter the applicant’s information.

*This step is required only on first login
*Input fields vary depending on the operating
environment.

*The fields marked in red are required.

» Application Type (Required)
Select “New(#1#1)” for new applications.

» Applicant’s name (Required)

Enter the applicant’s name.
*Place a space between the family name and
first name.

» Applicant’s name in Katakana
and Roman characters

Enter the applicant’s name in Katakana and
Roman characters.

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

> Sex
Select the gender of the applicant.

» Date of Birth (Required)

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

P Date of last attendance (Required)

Enter the applicant’s date of last attendance.
*In the western calendar year.

Enter the applicant’s current address and

contact information.
*The input fields may vary depending on your
environment.

» postal code

Enter the applicant’s postal code.

When you click the “Search” button, the address
corresponding to the postal code will be displayed
in the address field.

» Prefecture/ Municipality
Town name and address/Apartment room number

45
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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.

@ Example of searching the address by postal code

Enter the postal code in the format of “XXX-

= 10-5¢ 10=10  oxx.
10-1 I
HESES 100-0001 |\

10-2 10-2 Click the “Search(#®2&)" button.
|EHE I
o Check the address and add the apartment name
X ER 10-3 and additional address details.
- *The address on the image is a sample. Check
the actual screen.

HEHES 100-0001
10-3
EEFE
EFE

mE B
FHREE

ETEEHE
=
Al S P

ik}

>
L e Telephone number
7)E = Enter the applicant’s telephone number.

@ » Mobile phone number
Enter the applicant’s mobile phone number.
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E Log In to the Certificate Issuance Service

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

Copyright © NTT WEST,Inc. All Rights Reserved.

®

Wl

» Workplace name

Enter the applicant’s workplace name.

» postal code

Enter the workplace postal code.
Refer to @ how to search by postal code.

» Prefecture/ Municipality
Town name and address/Apartment room number

Enter the workplace address in each field.

» Telephone number

Enter the workplace telephone number.

Click the “Check” button.

*Make sure to fill in the required items. If any of
these items are left unfilled, it may take time for
approval.
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E Log In to the Certificate Issuance Service

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

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

W e Universty 1 —HPIERETARE MR

EE Tt

> “" R 3 R .n
— Go to Application for Certificates

Eiipi)

BHFERA
B8 AD

hehF
TLT L 07

=
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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-2) Log In with Azure ID *for subsequent logins

REF—L_R—=Y TN

H—EREFRTDAR, ER—T B2 - DA LTSEZN

e University AzureO A >

“9

-z

EEER

1 Ry

o QAR EDIY 7T B EAzureDO) A VBRI RY T 7V

TF30TOTALTLIREEN

o BlDAzure 770> S TOTA LiBdOmEFAzureDAR—(CTO
D70 RETOTHSEECDR-JICTIZALTZZEL
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Access the link to the certificate issuance
service on the university's website and
go to the Login page.

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.

B® Microsoft

Thoo M eiBiRY S

.onmicrosoft.com

IE—

YA EH

+ slovroreEmETE

B® Microsoft

PhUobeEIRTS
@ -—@—.onmicrosoﬁ.com
YAV EH

@ © G o microsoft.com
EOZ % -1

&

4+  slo7ivieERTs
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If you are already logged in to Azure, the
screen on the left is displayed.
Click your account.

*Only the university-provided account is
authorized for login.

*If you are logged in with an account other than
the university-provided account, click the “Use
another account” and follow “(b-1) Azure ID
Authentication *for first login”.

If you are logged in with multiple Azure
accounts, all accounts will be displayed.
Click the university-provided account.
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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.

|2.5 Switch Languages

(a) Log In Screen

— o Click the language selection pull-down to
switch languages.

vy FEREOT A >

1—HID
2 I1-YD

NRT—R

o~

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

LANG:HAZE v

vy LD A >

LANG:English
J1—4HID
2 1—HID
KZRT— I
2 o
c] The screen switches in the language you
selected. Subsequent screens will be
giewy Student login displayed in the selected language.
User ID
2 User ID
Password
F o

Sswuald

E
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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

s v ERIEER & o Click the language selection pull-down to
R G switch languages.
BEOHRFE B
HFE -5
AEERT
axE=

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

BHEORF B LAMG:English

HE-=

FIRASERT

dwbE=

The screen switches in the language you

T e & selected. Subsequent screens will be
e s f e g 2052112102 159 displayed in the selected language.
The language selection pull-down is

displayed only on Select Printing
Destination screen after login, so come
back to Select Printing Destination
Application st screen to switch languages.

Current application list

Issue certificate

Convenience store

Sending by post E
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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 How to Register an Additional Student ID Number

*Applicable for those who have multiple student ID humbers

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

e Uavessiy - Graduate login

TJ.';

Mail address 1) Enter the registered email address and
® | Mail address password.

Password *If you log in with GooglelID, you cannot register
& Password an additional student ID number.

Second password

& Second pazsword
If you have forgotten your password

Note

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

e

I e {ab- Click the menu button “ €~ 7 in the
upper right of the screen, and then click

fop page “Register additional student ID number”

Manual

Personal setting

Change mail address
Current applicatic

Register additional student ID number
Application list Change password
Change second password
Legout

Issue certificate

Sending by post

Convenience store
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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.

& (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.

(4
o

ﬂApplication complete

The Email has been sent

(5
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 Complete 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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https://*****************/cert/*****************************

E Log In to the Certificate Issuance Service

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

University's information (When in school)

9

Name when in school
Name when in school in katakana

Name when in school in roman characters

University

| N |

Department
| ')
Subject

‘ v

Student ID number

& Graduation Withdrawal Expuision 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

-
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Enter your information during your
undergraduate or graduate enrollment you
wish 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 entered information 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, follow the on-screen instructions.

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

i e Ur ty Application reception
S

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

Once the application is approved, 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

This email is to notify you of the completion of the
registration of the student ID number. The student
ID number below has been agged to the current
account. m

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

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

! Mail address L . .
= B *See the following instructions on how to log in:
» 2.2 “How to Log In”
Password
] Passwor

Second password

0 Second password
If you have forgotten your password

Note

f 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 e U ey Select prinfing geetination {’f;} .
s

B S——— LANG:English w

Current application list

Application list

Issue certificate

Convenience store

Sending by post

.‘]‘ Thie Ur Ly Zslect cariificate (printing at a convenlence store)
*

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

Select application certificate
Student ID number : === @

Student ID number : *=*

Certificates v
Number
Type of certificate Commission of copies
Ceriificate of G leti
erfificate of Completio 300 yen 0w

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 0 v
Record sen

Certificate of Graduatio
n

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

*The screen image on the left will be displayed
when selecting “Convenience store” 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 wish to
use for printing a certificate before
applying for the certificate.

> Go to [El “Application for Certificates.”
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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 2.7 How to Apply for an Additional Graduate Account

- Log in to the Certificate Issuance Service
Top page from the Student login page, select the
urrent a Manual 1 i
SRR M eamaion menu button - in the upper right corner
Appiication e Change mail address of the screen, and click “Apply for additional
Additional registration of student ID number ”
Change password graduate account .
Issue certl Chanoe second nassword o
Apply for additional graduate account *For details on how to |Og in:
B » 2.3 How to log in
Printing in school

iy e Univensiny - Mail address setting

[

Current mail address

e @*7****

Enter the email address you wish to register
in the “New mail address” and “Check” fields.

New mail address

After confirming the notes, click the “Check”

8 Note button.

!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 setiing your email
address

s ftmafot "'~ to send the confirmation

-y T 9

=
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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.

. S A message will appear on the screen and a
" i confirmation notification will be sent to your
(4] registered email address.

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

Email message

Click the one-time URL in the body of the

You can register your email address. email to proceed to the applicant information
Access the following URL and finish by seting your email address, registration.

https:/ seek . krpkek . 6

Due date for the URL: 30 minutes

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

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

Confirm the “Permission for use” displayed
on the screen and check the “I agree to the
above”.

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

Permission for use

[Application Contents]

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

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

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

_ |l agree with the above. e

0 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

B sy
P 2 e o

arayee Al il
"ApphcanTa rame

DENDEMN TARCL

Applicants nama in katakang
ToTy 0
Applicant's nasss in roman Charschens

CEMDEM TARCL

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

201503

Current address

Pastal code 100-0001 :

- Prefecturs

City

Strest and nunmber

A partreent name and room Mo,
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8

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

Enter information about 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 Name (required)

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

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

» Gender

Select the gender of the applicant.

» Date of Birth

Enter the date of birth of the applicant.
*Enter in the Western calendar.

(required)

» Year and month of graduation (required)

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

Enter your current address and contact
information.

*The entry items vary depending on the
usage environment.

» Postal code

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

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

Enter the current address.
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E Log In to the Certificate Publishing Service

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

Example of address search by postal code
Current address
9-1 9-2 9-1 Enter your postal code in the format “XXX-XXXX"
- Pastal code 100-0001 I in the postal code field.
. Prefeciure 9-2 Click the Search button.

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

Street and nunmber

‘A parteeent name and room Ko,

Current address

 Pastal code 00-000
9-3 )

Frefecture 9-3 Check the displayed address and add the name of
the apartment building, etc.

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

Streat and naunmbeer

[, partreent name and room Ho.

A partreent name and room Ko, » Phone number

Phone numser Q

Enter the home phone number.

» Mobile phone number

Enter the mobile phone number.
Mobile phone number
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E Log In to the Certificate Issuance Service

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

Work information

Workplace nhame

Postal code
Prefecture

City

Street and number

Apartment name and room No.

Phone number

Copyright © NTT WEST,Inc. All Rights Reserved.

10

Enter work information.

*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.

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

D e Confirm the entered information and click
the “Application” button.

Application Type

Mew

Applicant's name (Reguired)
DEMNDEN TAROU

Current address
Applicant's name in katak

FLFw 03

Postal code
Applicant's name in roma 100-0001
DEMNDEN TAROU
Prefecture
Birth date Takyo
1990/09/09
City
Chiyoda-ku

Street and number

1-1 Chiyoda

Apartment name and room No.

Phone number
03-1111-2222

Mobile phone number
090-1111-2222

Work information
Waorkplace name
Postal code
Prefecture
City
Street and number
Apartment name and room No.
Phone number

B

Confirm that the “Application Complete”

& (he University  Application Complete
F screen appears.

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

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: *******>

Loa in here
https://* %k ok skok ook fokokokok ok fokokokok kokok ok

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

i re Univessity Graduate login

Mail address

] hA 5l sddraeco
! dll address

Password

Second password

= Second password
If you have forgotten your password

Note

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

browser when you leave this site

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

+ Change your passwords on a regular
basis.

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

Copyright © NTT WEST,Inc. All Rights Reserved.

The result of the application for use will be
sent to the registered email address. Find
the initial password in the email.

*Please check the university’s website for their
confirmation period.

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

Enter the registered email address in the
Mail address field and the initial password
shown in the email announcing the
application result in the Password field.

*Leave the “Second password” field left unfilled.

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

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

18

ity Set password

Password @

* Password

v/

Check

3

rd Password

Second password

. Second pass

(=]

Note

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

width alphanumeric characters must not
be contained.

20
€ Setting the password has completed.

The password or second password has been set.

Copyright © NTT WEST,Inc. All Rights Reserved.

A screen will open where you can change
the initial password and set the second
password.

Enter a new password other than the
initial password in the Password, Second
password, and all corresponding check
fields. The password must contain at least
eight half-width characters, including a
mix of uppercase letters, lowercase letters,
and numbers.

*The password and the second password must be
different.

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

Click the “OK" button.

Now you can log in to the “Certificate
Issuance Service” from the Graduates
Login page.
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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 2.8 Automatic Linking of Multiple Student IDs

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

© Linking completed

The following student ID number
has been linked.

- A123001

- B123001

- C123001

Your email address will be
XXXX@XX.XX.

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

¢ University Select printing destination Aﬁ}'

sttt ihayample.com e

L

Current application list
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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
(@) 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.
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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 2.9 Regarding a certain number of failed authentication key entry attempts

o

FIAF—ANC—EREEHR LS. EEF—TEMEEN

IF—BFRTRIZRTITHEHL

MENET.
EUaD
1 BN EEFsr & Hl 7o i
2 A LICEHMENEEEETICANLTL

ZZL.
3 ERIRANN IR £ T o AR T EE A — LB AN

& e University EEEF—AT)

LikEas et

I —20

A JLBAENEREF R AN LUTLEEL,

2 FREF—(EA—ILICREENEEEETICAANLTS
Z&Ew,
ERAUINESe RO LECEEA—JLENEN
=7,

4. AL —-HIDTEEREFE WindowsO 4 - = IDAE
ENEREEEEZTF - AN BETT.

=y

[

SRl —EFET

I —EERITULA-LBALELL.
A—-JLECHERZEN,

(3]
e
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If you enter the authentication key
incorrectly a certain number of times on
the authentication key entry screen, the
authentication key will be disabled. If

the authentication key is disabled, a
dialog indicating this will be displayed
when you click the "Authenticate" button.

Press the "Reissue Authentication Key"
button.

When the message appears on the
screen, you will receive another email
containing the authentication key. For
the procedure after reissuing,

please refer to steps @-@.
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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 2.11 About two-factor authentication settings

& The University EDRISEER 8%~ Log in to the certificate issuance service
and select the menu button - | in the
upper-right corner of the screen to
. - display the menu and check your current
[EABee - == two-factor authentication settings.
REORE—& AT AER To change the two-factor authentication
FRESENIER settings, click [ Two-factor

S SAD—FEE authentication settings | .
E2 ) AD—-FEE
—ExTEE
AAEERT ovFo

Pw TR =2
a7

T

¥ For instructions on how to log in to the certificate
issuance service, please refer to the following.
» [2.3 How to Log In|

M —ERREE

CEETEAEHCLETA ?
Q A confirmation message will appear, so click

n n

O _==F0EeE

9 When the message appears on the
m I screen, the change to the two-factor
I authentication settings is complete. Click
the "OK" button.

W The university EPRISEEEIR -
fry TP —22 a
~_—aF ). :|

EAERSEE - BE

e AT FLAEE Once again, display the menu from the

FRESSNES menu button - in the upper right

e ;i?;;ffrﬁ corner of the screen, and confirm that
_Eif?ﬁf.,f -~ the two-factor authentication settings
— CELEEIE

SEEAEERLT 5555 - have been changed . E
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How to Check the Operation Manual
(After Initial Registration Is Complete)

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

I 3.1 How to check the operation manual

AT

Log in to the certificate issuance service
(1) and click the menu button “ - ” in the
& upper-right corner of the screen.

X For instructions on how to log in to the certificate

REOHEE issuance service, please refer to the following.
S » [2.3 How to Log In]
R (2] Click "Manual" to display the operation
nopsication |~ omamge persora mfarmalion manual. Please review the information
Change mail address . . .
Additional registration of student ID number pr‘OVIded and ISssue the Cert|f|cate at a
Ch rd H
Iosecer < o parsword convenience store.

- Two-factor authentication seffings Invalid
Logout

Printing in school
Sending by post

Application form
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