Certificate Issuance
Service
Operating Manual

Login Procedure for Graduates

8.6.0t edition August 1, 2023
NTT-W



. Table of Contents

Introduction

1.1 Notes on Operation .......................... 2

P1 Log In to the Certificate Issuance Service

2.1 How to Apply for the Service (First Time Only) « « « ¢ ¢ ¢ ¢ v ¢ ¢ o o & 3
2.2 Howto LogIn « ¢ ¢ ¢ ¢ o o o o o e o v e o o o o o o o o o o o o o o o o s 12

2.3 How to Add a Student ID number (Only for those who have multiple student ID
NUMDEIS) ¢ ¢ ¢ ¢ o o o o e o v o o o o o o o o o o o o o o o o o o o o o o 18
2.4 How to Change the Log In Information + « « « ¢« ¢« ¢« ¢« ¢« ¢ ¢ ¢ o o o o v o & 18
(a) Change the personal information — « « « « ¢ « ¢ ¢ ¢« ¢ o v o o v o .. 18
(b) Chang of the email address (If you can login) - « « « « « « « « « o . 20
(c) Chang of the email address ~  « « « ¢ ¢ ¢ ¢ o o v v o v e 0w .. 21

(If the email address you used in the past can no longer be used,etc)

(d) Change the password « « « « ¢ o ¢ o v o o o o o o o o o o o o o o o s 29
(e) Change the second password — « « « « « ¢ ¢« ¢ o e ¢ o e v o o o o o . 31

(f)_If you forget the password )

How to Access the Operation Manual (After the First Registration)
3.1 How to Access the Operating Manual + < « = « ¢« ¢« c o 0o v 0 v 0 o 0 v 35

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



Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals
PC User Chrome
FireFox
Safari
Smartphone, etc. User iPhone: Safari
Android: Chrome

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

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

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

Inquiry about the System

®NTT West Call Center for Certificate Issuance Service

Phone 06-6809-4327
Reception 24 Nours
hours
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E Log In to the Certificate Issuance Service

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

2.1 How to Apply to Use the Service (First Time Only)

KpF—h— BTN Access the home page for the certificate
H—E2EFATIAE. EA-TSRR - 01X LTLEEN Issuance serv'ce found On the home
page of the university and click “Go to
Graduates’ Login page.”

>>EEEOROIRARE - OF1 ESESHS

When using this service for the first time,
you need to apply to use it. Click “New
Registration Procedure (FriREixFHesE) 7
from “New Registration (FiiREEk) .”

(2
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E Log In to the Certificate Issuance Service

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

Enter an email address you wish to register
into the “Email address (X—JL77 KL X) ”
and “Confirmation (f:2) ” fields.

Read the “Notes (GF=ZIE) ” and click the
(4] “Confirm (H32) " button.
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E Log In to the Certificate Issuance Service

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

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

Click the one-time URL in the email body text

Email message X . : .
and register the applicant information.

A= LT FLADERETNET . *The URL has an expiration time, so please
HTOUWRLIE? 7E2L. A—L7 FLAGERERTLT complete the operation within the displayed time
Lol (6 limit.

https://Reepy ook
okl oRRoR K

URL BRFR : 50 57

HOHL ZOA—WIEHELENOTLAFERRL TT S,
@IOA—IIFEEFERA-ILTT,
SRVEDRREIEFHEHEELET
FER— L= RHAX@ KKK JC,jp

Read the Terms of Use displayed on the
screen and select “Agree to the above. (E
ERBCAETSD)

Click the “Agree (E&E9 %) ” 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 Enter the information on the applicant.
9 *The input items vary depending on the operating
ERERTERI environment.
o 573 *The items in red are required.
?if?—(ﬁfﬂﬁﬁﬁ@%*}b,? FLZOFATER » Application type (ERz57ER) (Required)
G2/

Select "New" for new registration.

R AR » Applicant’s name (EFFEEKS) (Required)
Enter the name of the applicant in kanji,
FTY A09 katakana, and roman characters.
*Place a space between the family name and
first name.
DENDEN TAROU » Birth date (4=#8R) (Required)
4FHAH
! \ Enter the birth date of the applicant.
| 1999/09/09 | *In the western calendar year.
Enter the information on the applicant
@ when in school.
*The input items vary depending on the
BE KHD operating environment.

*The items in red are required.
» Name when in school (EZBEEK%)
F>T> A0
Enter the name used when in school in kanji,
katakana, and roman characters.
DENDEN TAROU *Place a space between the family name and
first name.

» University/Department/Subject
RF (RFER/FEPZ/FRE )  (Required)

Select the university, department, and subject.

SMNEFBES
> Student ID number (F5E&ES)

SEEESR Enter the student ID number.

Graduation (completion) year and month

> (=% (I&T) £AR8)
Enter the graduation (completion) year and
2015/03 month.

*In the Western calendar year.

p Graduate/Withdrawal/Removal

* (i‘zﬁ/i@?ﬂ%%ﬁ) (Required)
Select the applicable type.
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E Log In to the Certificate Issuance Service

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

on- |

Enter the current address and contact
information.

@ *The input items vary depending on the operating
environment.

» Zip code (BEMEHS)

Enter the zip code of the current address.

»Prefecture/city/street and number/
Apartment name and room No.
(EBERT R/ mhETAY/ B 22/ 57 ) (— ks -

N2 3a>uexR)

Enter the current address.
» Phone number (BEES)

Enter the home phone number.

» Mobile phone number ((£%&ES)

Enter the mobile phone number.

Enter the work information.

@ *The input items vary depending on the
operating environment.

» Workplace name (21755c4)

Enter the workplace name.

> Zip code (EMFEHES)
Enter the zip code of the workplace.

> Prefecture/city/street and number/

Apartment name and room No.
(EPERT R/ mhETAY/ B 22/ 07 ) (— ks -
N2 3>ueER)

Enter the work address.

» Phone number (BiEHS)

Enter the work 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,

on- |

Before attaching the image The copy of an identification document is
required. Attach the file for identifying the
@ applicant.

» Type of identification document (kAHERRAEHEDES)

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

o H » Image of an identification document (KAMERREMEDES)

u — Click the “Select File (T 7-1)L7%Z3#3R) “ button

! " and then shoot the document with a camera or

" n select an existing image. If the information is also
Visssssssssssssssssssssssssas on the back side of the document, such as
changed address put on the driver’s license, add
'r@ the image of the back side.

“The image fileis ~a Note that the operating method differs depending
y displayed after being | on the terminal to use. Follow the on-screen
Lisssssssssss=s9 instructions.

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

When a file is selected, the image of the
document is displayed for the “Image of the
identification document (AARES2ZFEEZEAEDIESR)

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

VFAEZRSEERS)OBR n
Y IFAILEER "

" . Click the “Confirm (¥E2) ” button.

" " *Be sure to fill in the required items. If any of
U iiiiiisssisssccssssssscesss . @ these items are left unfilled, it may take time for

---------------------------- approval. E
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E Log In to the Certificate Issuance Service

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

on- |

Check the entered information for
registration and click the “Apply (&) ”
button.

FFY 409
DENDEN TAROU
2
W A
FIFY 409
DENDEN TAROU
EERFI
KA A KK FARZAEREOER
2015-03
FARZATAROS 0BG

s Check that the Application Accepted
screen is displayed.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
on-screen in ion

Email 1

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.

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: ******x*

Log in here @

https:// X% FFFF Ko O PRFFK [ PRFFF FFFK

*For the checking period, see the home page of
the university.

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

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

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

For the “Email address (X—JL77 RL-X) ”
field, enter the registered email address,
and for the “Password (JXXDJ—R) " field,
enter the initial password shown in the
email announcing the application result.

*Leave the “Second password (582/{XDJ—RK) ”
field empty.

Read the “Notes (GF=EZIE) ” and click the

“Login (O4-r>) ” button.
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E Log In to the Certificate Issuance Service

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

on- |

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

21] Fill in the “Password (JXXT—F) " and
“Second password (582/\XDJ—R) " fields
and the confirmation field for each with a
password and second password,
respectively, (other than the initial
password) of at least eight single-byte
characters, including both upper- and
lowercase characters.

*The password and the second password must be
different.

@ [/ Read the “Notes (GEEZIH) ” and click
the “Change (&%) ” button.

) Click the “OK” button.

The Certificate Issuance Service has now
become available.

*A graduate who has multiple student ID numbers of,
for example, undergraduate and graduate, can add
the student ID number by referring to the following:

» 2.3 “How to Add a Student ID number”

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



E Log In to the Certificate Issuance Service

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

] 2.2 How to Log In

e Access the home page for the certificate
RKFEF—LR—Y F VTN issuance service found in the home page
O EARWATZL &1 Snsmm s LT of the university and click the Graduates’
Login page.

ICRITA

FIAC—RBTORT

SERSICELELTE. EFFBOCTRBRT>TIEZY

» > EETOAOHESE - DU/ VECSATE

Enter the registered email address (X—JL
7 RLX) , password (/AXTJ—R) , and
(2] second password (562/{RXD0—R) .
*For login for the first time, you need to apply to use
this service. For how to apply for it, see the
following:
> 2.1 “How to Apply to Use the Service”

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

» 2.3 “How to Add a Student ID number”

Read the “Notes GCFEZIE) ” and click
the “Login (021 >) ” 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.

2.3 How to Add a Student ID Number

*Applicable for those who have multiple student ID numbers of, for
example, undergraduate and graduate

Perform registration for either

undergraduate or graduate by following

the instruction in 2.1 “How to Apply to
0 Use the Service” in this manual.

Enter the registered email address and

password.

Read the “Notes (GF=ZIE) ” and click
(2] the “Login (04-f>) " button.

Click the menu button “ €~ " in the
upper right of the screen, and then click
- “Register additional student ID number.
(ZEESEMERR) "

b TR =

FIFRARR

FEEE

~LT

{EANBEBREE - TE
AT FLREE 9
FHEESENES
JIRO—REE
E2)(RD-FEE

Og725
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E Log In to the Certificate Issuance Service

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

on- |

Read the "Notes G¥EZIH) " and click
the “Send (GX{Z) ” button.

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

An email, including a one-time URL, is

i . .
Ermail message sent to the registered email address.

Title: Addition of the student ID number When you receive the ema”’ click the one-
time URL.

Please add the student ID number. Access the URL *The URL has an expiration time, so please

Eﬁﬁ‘g’n‘;’:‘qgf]ou”;qu:treyghf;f;ﬂfgt;%ré_for use of the complete the operation within the displayed time

hittps: /) kokokok [k fokokokokokokok ok ok ok skokokok “mlt

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

on- |

Enter the department or information on
the applicant when in school.

0 *The input items vary depending on the
operating environment.
*The input items in red are required.
» Name when in school (TE¥iFK%2)

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
(KZE%/FEa/FR4E) (Required)
Select the university, department, and subject.

> Student ID number ((FEES)
Enter the student ID number.

Graduation (completion) year and month
(Z% (187T) %£R)

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

p Graduate/Withdrawal/Removal
(zﬁﬁ/i@?—/ﬂﬁ%g) (Required)

Select the applicable type.

Click the “Confirm (Fg2) ” button.

Check the inputs and click the “Apply (E
#8) " button.
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E Log In to the Certificate Issuance Service

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

on- |

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 been added to the current
account. @

Student ID number; ******x*

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

13

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

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

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

Access the home page for the certificate
issuance service and enter again the
email address, password, and second
password.

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

Read the “Notes GFEZEIE) ” and click
the “Login (041 >) ” button.
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E Log In to the Certificate Issuance Service

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

on-

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

*The screen image on the left will be displayed
when selecting “CVS (OJ>EZ) ” 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 (¥£8%S)
numbers are selectable.

Select the student ID (¥%§&S) number
you want to use for printing a certificate
before applying for the certificate.

sofokokokokk sokokokkKK

200

200
200

FHEAAE 200
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E Log In to the Certificate Issuance Service

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

I 2.4 How to Change the Login Information

(a) Change the personal information

Log in to the certificate issuance service

and select the menu button “ - ” in the
upper right of the screen, and then click
“Set/change personal information ({EA
IEIRERTE - ZZ58) .

*For how to log in to the Certificate Issuance Service,

o see the following:
» 2.2 “How to Log In”

Fill the personal information items you want
to change.

Click the “Confirm (#s2) ” button.

P T

18
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E Log In to the Certificate Issuance Service

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

on- |

Check the inputs and click the “Change
(ZE) " button.

The Change Completed screen is displayed
stating that the information has been
changed. Click the “OK” 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) Chang of the email address (If you can log in)

&~

by FR—35
FIFERA
EEES
LT "
(PN
A—ILTELRES
FHEESENES

| /ro-tz=

I goao—FEe
Og73

Log in to the certificate issuance service
and select the menu button “ @- " in the
upper right of the screen, and then click

“Change email address.”
*For how to log in to the Certificate Issuance Service,

see the following:
»2.2 “How to Log In”

Enter a new email address into the “New
email address (FrLUWLWX—)LJ7 RL-X) ” and
“Confirmation (#%52) ” fields.

Read the "Notes CFEZIE) " and click
the “Confirm (%) ” button.
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E Log In to the Certificate Issuance Service

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

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

X —)LXE Click the one-time URL_ in the email b_ody text
by FL R OB £ to complete the changing of the email
BFOURLIZF 22 L. A= L7 F'bR@IEE%%TLﬁCe address.

EEL,

Bt ps 2 /7 o, . ok | PROBRRERRORIR R *The URL has an expiration time, so please
,,,,,,,,,,,,,,,,,,,, complete the operation within the displayed time
URL HABE : 30 43 limit.

HBHLIOA—LICTELERYOTNTIRABL TT S,
@IOA—IIFEEFERA-ILTT.
SRV ELEERIEBHELIT

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

6 changed.

(C) Chang of the email address (If the email address you used in the past can no longer be used,etc)

Access the home page for the certificate

KR —LR=Y F v TN

U-EREMRTBAL, & DBER. DU LTER issuance service found on the home page
of the university and click “Go to
2 Graduates’ Login page.”

+TRICEBOIIRS - FABOHCRTE
L2EDIEST YRR MFOTILFIC—ETORT
2 BRTORITED
R TERMADIERS - FirE - FIEBBICELFLTE. SRPTOCTHRERToTLEEW

S EEEOROHASE - OU4 VETEEDS
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E Log In to the Certificate Issuance Service

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

Click “New Registration Procedure” from
“New Registration (#riRE#xFHi=) "

Enter an email address you wish to change
into the “Email address (X—JL77 KL X) ”
and “Confirmation (f:2) ” fields.

Read the "Notes (GFEZIE) " and click the

O “Confirm (#:2) ” button.
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E Log In to the Certificate Issuance Service

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

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

AL E Click thc_e one-time URL in t_he emal_l body text
and register the applicant information.
A= LT FLADERETNET . *The URL has an expiration time, so please
HTOUWRLIE? 7E2L. A—L7 FLAGERERTLT complete the operation within the displayed time
Ll @ limit.

https://Reepy ook
okl oRRoR K

URL BRFR : 50 57

HOHL ZOA—WIEHELENOTLAFERRL TT S,
@IOA—IIFEEFERA-ILTT,
SRVEDRREIEFHEHEELET
FER— L= RHAX@ KKK JC,jp

Read the Terms of Use displayed on the
screen and select “Agree to the above (Lt
ERNBCAEZTD) .~

Click the “Agree (E&E9 %) ” button.
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E Log In to the Certificate Issuance Service

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

SRS 9 Enter the information on the applicant.
. *The input items vary depending on the operating
ERESTER! environment.
Eiipsad *The items in red are required.
o EHE (BEAIREBOALZ RLZ0FIRATER
{IEoTEE) » Application type (FREEFERI)  (Required)
Select "New" for new registration.
B ARD
» Applicant’s name (EFFEEKSA) (Required)
7Y7> 909 Enter the name of the applicant in kaniji,
katakana, and roman characters.
*Place a space between the family name and
DENDEN TAROU first name.
£4HH \ » Birth date (4£%FHH) (Required)
1999/09/09 |
) ’ Enter the birth date of the applicant.
*In the western calendar year.
Enter the information on the applicant
@ when in school.
o *The input items vary depending on the
B KBS operating environment.

*The items in red are required.
» Name when in school (EZBFEK%)

F>T> 409
Enter the name used when in school in kanji,
katakana, and roman characters.

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

oo » University/Department/Subject
’ (KR FEBZ/ERIE) (Required)
Select the university, department, and subject.
MEFBFED

=

> Student ID number (F5EEFS

SEEFR Enter the student ID number.

Graduation (completion) year and month
(Z% (i27) €£AR)

ook ok ok ok ok ok ok k >

Enter the graduation (completion) year and
2015/03 month.
*In the Western calendar year.

Graduate/Withdrawal/Removal

) (AR /PREE)  (Required) E
Select the applicable type.
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E Log In to the Certificate Issuance Service

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

on- |

Enter the current address and contact
information.

@ *The input items vary depending on the operating
environment.
> Zip code (EMFEHES)

Enter the zip code of the current address.

» Prefecture/city/street and number/
Apartment name and room No.
(EPERTE /T BT & 8t/ 7 )\ — | -

N3 ueER)

Enter the current address.

» Phone number (BEHS)
Enter the home phone number.

» Mobile phone number (EHEEES)

Enter the mobile phone number.

Enter the work information.

@ *The input items vary depending on the
operating environment.

» Workplace name (21755c4)

Enter the workplace name.

» Zip code (BMEHS)

Enter the zip code of the workplace.

» Prefecture/city/street and number/
Apartment name and room No.
(EPERTIR/ T4/ BT & &t/ 77 ) C— | -

N3 aE)

Enter the work address.

» Phone number (BEHS)

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

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

on- |

Before attaching the image The copy of an identification document is
required. Attach the file for identifying the
@ applicant.

» Type of identification document (A AMERAEHEDTES)

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

o " » Image of an identification document (AAHeRRBEDES)

u — Click the ““Select File (J7-)L%Z3#iR) " button

! " and then shoot the document with a camera or

" n select an existing image. If the information is also
Visssssssssssssssssssssssssas on the back side of the document, such as
changed address put on the driver’s license, add
,r@ the image of the back side.

“The image fileis ~a Note that the operating method differs depending
y displayed after being | on the terminal to use. Follow the on-screen
Lisssssssssss=s9 instructions.

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

When a file is selected, the image of the
document is displayed for the “Image of the
identification document (KRAWEERRIE EDIE)

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

VFAEZRSEERS)OBR n
Y IFAILEER "

: ; Click the “Confirm (#32) ” button.

. " *Be sure to fill in the required items. If any of
" " @ these items are left unfilled, it may take time for

approval. E
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E Log In to the Certificate Issuance Service

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

on- |

Check the entered information for
registration and click the “Apply (&) ”
button.

FFY 409
DENDEN TAROU
2
W A
FIFY 409
DENDEN TAROU
EERFI
KA A KK FARZAEREOER
2015-03
FARZATAROS 0BG

s Check that the Application Accepted
screen is displayed.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
on-screen in ion

Email 1

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.

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: ******x*

Log in here @

https:// X% FFFF Ko O PRFFK [ PRFFF FFFK

*For the checking period, see the home page of
the university.

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

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

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

For the “Email address (X—JL77 RL-X) ”
field, enter the registered email address,
and for the “Password (JXXDJ—R) " field,
enter the initial password shown in the
email announcing the application result.

*Leave the “Second password (582/{XDJ—RK) ”
field empty.

Read the “Notes (GF=EZIE) ” and click the

“Login (O4-r>) ” 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.

The Password Setting screen opens, where
you can change the initial password and
@ set the second password.
Fill in the “Password (/{XJ—R) ” and
“Second password (582/\XDJ—R) " fields
and the confirmation field for each with a
password and second password,
respectively, (other than the initial
password) of at least eight single-byte
characters, including both upper- and
lowercase characters.

*The password and the second password must be

different.
@ 5 Read the “Notes (CF=EZIE) ” and click
a the “Change (G%%) " button.
) Click the “OK" button.
The Certificate Issuance Service has now
@ become available.

(d) Change the password

Log in to the certificate issuance service
and select the menu button “ - " in the
upper right of the screen, and then click
“Change password (J\XD— RZ&E) .”
*For how to log in to the Certificate Issuance
Service, see the following:

o »2.2 “How to Log In”
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E Log In to the Certificate Issuance Service

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

Enter the currently used password into
the “Current password (IR7ED/\XTJ—
R) ” field and a new password into the
(2] “New password (FrLULV X T—R) ”
and “Confirmation (5&:2) ” fields.

Read the “Notes CF=ZIE) ” and click
9 the “Change (Z£&) " button.

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

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



E Log In to the Certificate Issuance Service

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

(e) Change the second password

Log in to the certificate issuance service

3 - and select the menu button “ @- " in the
o upper right of the screen, and then click
T “Change second password (52/{XJ—
FIAAR kzE) -
Fid =t = .
LT *For how to log in to the certificate issuance service,
{EABERE - ZT see the following:
A-LTELRER » 2.3 “"How to Log In”
FEEEEE
|_JiZRO—FFE o
| #m2/x0—rzE
[ o57or

Enter the currently used second
password into the “Old second
Password (|HZ2/\XD—K) " field and

e a new second password into the “New
second password (#igE2/\XDJ—R) ”
and “Confirmation (5#:2) ” fields.

Read the “Notes CGFRZEIH) ” and click
(3] the “Change (Z%) ” button.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 31



E Log In to the Certificate Issuance Service

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

follow the on-screen instructions.

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

changed. Click the “OK" button.

(f) If you forget the password

On the Graduates’ Login screen of the
certificate issuance service, click “If you
forget the password (J\XDJ— RZEH/c
Ba) "

*For how to log in to the certificate issuance service,

see the following:
> 2.2 “How to Log In”

32
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E Log In to the Certificate Issuance Service

12

Email message

PR —F Dt BT L EL . .
LITOURLICF SR, HAD —FOBESEEETLT
T,

https:

%

epelck, L dekkpiok | X e oo,

URL BRFR : 50 57

HBHLIOA—LICTELERYORINAIFEEREL TTFE,
@IOA—IIFEEERA-ILTT,
SRALEDHEREIBTBHIELET

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

For resetting the password, enter the
registered email address into the “Email
address (X—JLJ77 RL-X) " field.

Read the "Notes GE¥EZEIE) " and click
the “Send (GX{Z) " 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 email body text
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,

Fill the “Password (JXXDJ—RK) " and
“Second password (882/{XTJ—R) ”
fields and the confirmation field for each

@ with a password and second password,
respectively, (other than the old
password) of at least eight single-byte
characters including both upper- and
lowercase characters.

0 Read the “Notes (GF=ZIE) ” 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.

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 34



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

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

I 3.1 How to Access the Operating Manual

Log in to the certificate issuance service
(1) and select the menu button “ @- " in the
upper right of the screen.

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

9 Click “Manual (¥—=21.77)L) " to show the
Operating Manual. Read the description and
issue certificate(s) at a CVS.
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