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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification

System requirements and supported terminals

PC

User

Chrome
FireFox
Safari
Edge

Smartphone, etc. User

iPhone: Safari
Android: Chrome

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

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

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

Inquiry about the System

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

Phone 06-6809-4327
Reception
hoUrs 24 hours

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved.
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E Log In to the Certificate Issuance Service

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

I 2.1 Registration of New Email Address *for first login

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

Enter the “User ID” and “Password” you use
at university.

ey Student login

*Proceed with the “Second password” field empty.

User ID
j § U

W
]
O

Password

B Password

Second password

B Second password

If you have forgotten your second password.

@ Notes

!PLEASE READ
+ When you log in for the first time, please log
in with your university ID/university password.
For the first time, second password is not

IT you do not receive an e-mau .. Lo aunutes
after completing the procedure, check your spam Read the “Notes” and then click the
folder.

“Login” button.

©

E

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION All Rights Reserved. 17



E Log In to the Certificate Issuance Service

i | Univessity Mail address setting

»

(4

Mail address

b Mail address
Check

bt 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 seffing

your email address.

« [t may take a while fo send the confirmation
message.

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

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

(5]
=

i The U ty  Set mail address

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

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

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

*Although it depends on the usage environment, if you
have a different user ID in the past, the system may
automatically link you to another user ID. (This image
shows "2.7 How to register additional student ID
numbers" automatically.). In that case, this screen will be
skipped and you will go to "2.2 How to set the second
password."

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

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

Copyright © 2017 NIPPON TELEGRAPH AND TELEPHONE WEST CORPORATION 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.

Email Message Click the one-time URL in the email body text
to complete the registration of the email
address.

You can register your email address.

Access the following URL and finish by setiing your email address.a o .
*The URL has an expiration time, so please

https:/y complete the operation within the displayed time

R Ay
Due date for the URL: 30 minutes limit.

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

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

The mail address has been set.

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

You can change the mail address in the menu

after login. ‘:’ P Go to 2.2 “How to Set the Second

”
Password.
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E Log In to the Certificate Issuance Service

2.2 How to Set the Second Password *for first login

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

KFF—L_R—T VTN

: , Access the link to certificate issuance

o EARARTER SR Snsas ao LT service found on the website of the
university and access the Student Login

wEEDH page.

22EQIVEZIVAR
3EETORITED
HTEUMDIRS - PRS- FHEBSCELIL T EFTEOLCTHEEET-TIEZL

Enter the “User ID” and “Password” you use
§/wey Student login at university.

*Proceed with the operation with the “Second

User ID password” field empty.
2 UserlD *For the first login, an email address needs to be
registered. For how to register it, see the following:
»2.1 “Registration of New Email Address”
Password
= Password

Second password

B Second pas

%]

If you have forgotten your second password.

@ Notes

!PLEASE READ
+ When you log in for the first time, please log
in with your university IDfuniversity password.

For the first time, second password Is not
required.

If you do not receive an e-mail within 10 minutes

after comnl=ti-= " =racedure, check your spam
o Read the “Notes” and then 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.

Set the password dedicated for certificate

Sy Set second password issuance service. Fill the “Second password”
' and “Check” fields with a password of at
(4] least eight single-byte characters, including
Second password both upper and lowercase characters.
@ Old second password *Do NOT set the password you use at the university.
Check

r New second password
Note

! Be sure to read the Note.

Set the second password according to these rules:

« |t must be made up of eight or more
characters.

« One or more half-width, uppercase
alphabetic characters (A to Z) must be
contained.

« One or more half-width, lowercase alphabetic
characters (a to z) must be contained.

« One or more half-width numerals (0 to 9)
must be contained.

« Characters and numerals other than half-
width alphanumeric characters must not be
contained. Read the “Notes” and click the “Set” button.

(5
=

A message is displayed showing that the
second password has been set.

6 Setting the second password complete

» Go to 2.3 “How to Log in.”
The second password has been set. 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.
|2.3 How to Log In

KFF—L_R—T VTN

: , Access the link to certificate issuance

o EARARTER SR Snsas ao LT service found on the website of the
university and access the Student Login

wEEDH page.

22EQIVEZIVAR
3EETORITED
HTEUMDIRS - PRS- FHEBSCELIL T EFTEOLCTHEEET-TIEZL

Enter the “User ID”, “Password” and

{newesy Student login “Second password” you use at university.
9 *For the first login, you need to register an email
User ID

address and set second password.

8 UseriD For how to register it, see the following:
» How to register an email address:
Password 2.1 “Registration of New Email Address”
B Password
» How to set the second password:
Second password 2.2 “"How to Set the Second Password”
B Second password

If you have forgotten your second password.

@ Notes

!PLEASE READ

+ When you log in for the first time, please log
in with your university IDfuniversity password.
For the first time, second password Is not
required.

If you do not receive an e-mail within 10 minutes
after comnl=ti-= " =racedure, check your spam

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

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

I 2.4 How to Change the Login Information

(a) Change the Email Address

.v|“ Sebact printing destination . . . R .
Log in to the certificate issuance service
Dateandtimeo  Top page and select the menu button “ &- " in the
Manual 5 upper right of the screen, and then click
Change mail address “Change mail address”.
Current application list Logout
o *See below for information on how to log in to the
Application list

Certificate Issuance Service:
» 2.2 “How to Log In”
Issue certificate » 2.5 “How to Log In *login by Google ID

authentication”

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

Current mail address

EdE kb @*-y** ik

New mail address

bl Mail address
Check

= Mail address
9 Mote

!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 Itmar ot - '~ to send the confirmation

v

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

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

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

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

Email message Click the one-time URL in the email body text
to complete the changing of the email
address.

You can change vour email address.

*The URL has an expiration time, so please

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

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

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

e changed.

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

address.
Move fo 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.

(b) Change the Second Password

R e University st prniog desinston &r- Log in to the certificate issuance service
o and select the menu button “ @- ” in the
Dreand| %P DPA° : upper right of the screen, and then click

personal sefiing “Change second password.”

change mail address
Cumrent application | . .
register student @ *See below for information on how to log in to the
Certificate Issuance Service:
» 2.2 “How to Log In”
» 2.5 “How to Log In *login by Google ID

authentication”

Application list change password

change second password,

Togout
Issue certificate

Convenience store

Sending by post

Enter your current second password into
W (e uaivessity. Change second password the “0Old second Password” field. Then
enter a new second password into the
9 “New second password” and “Check” fields.

0Old second password

rd Mew second password
Check

4 Mew second password
Note

1 Be sure to read the Note,

Sel the second password according fo these rules

* [t must be made up of eight or more characters

* One or more half-width, uppercase alphabetic
characters (A to Z) must be contained.
One or more half-width, lowercase alphabetic
characters (a to z) must be contained
One or more half-width numerals (0 to 9) must be
contained.
Characters and numerals other than half-width
alphanumeric characters must not be contained

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

= = 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.

(4
-
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E Log In to the Certificate Issuance Service

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

(c) If You Forgot the Second Password

On the Students’ Login screen of the
§i e Student login certificate issuance service, click “If you
have forgotten your second password.”

User D *For how to access the login page of Certificate

4 UserD Issuance Service, see the following:
» 2.3 How to Log In

Password

@ Password

Second password

] Second password

If you have forgotten your second password.

O Noten

To reset the second password, enter the
registered email address into the “Mail
yrewey Reset second password address” field.

Mail address P Mail address

@ Note

! Be sure to read the Note.

« Input a registered mail address and press the
"Send" button.

« Pressing the "Send" button sends a reset
mail to the registered mail address.

« Access the URL shown in the reset mail and
complete re-setting.

« [t may take some time until the reset mail 1s
sent

alphanumeric charace. Read the “Notes” and click the “Send”

button.
3)
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E Log In to the Certificate Issuance Service

uj eunienty Second password reset mail sent e

A second password reset mail has been sent
1. The second password reset mail will be sent to the registered
mail address.
2. Open the URL shown in the password reset mail and
complete the resetting of your second password

Email message

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

again. 9
https:/ soek L skoprkokk .

krkkkkkkkkokkkkkokokkkkkok
Due date for the URL: 30 minutes

[Inquiries]

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

grewy Set second password

Second password

Check

Note

@ Setting the second password complete

The second password has been set. e

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

Screen Images w

How to Operate

A message is displayed on the screen, and
a confirmation 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 second
password.

*The URL has an expiration time, so please

complete the operation within the displayed time
limit.

Set a password specifically for the
certificate issuance service. Enter at least
8 characters in mixed alphanumeric case
in the “Second password” and “Check"
fields.

Read the “Notes” and click the “Change”
button.

A message is displayed on the screen
showing that the second password 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.

|2.5 Switch Languages

(a) Log In Screen

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

g vy FEPEODI A >

1—HID
2 I1-HD

Av S i

Fal

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

LANG:HAGE v

W vy LD A >

LANG:English
1—HID
2 1—HID
KZD— I
8
c] The screen switches in the language you
selected. Subsequent screens will be
gy Student login displayed in the selected language.
User ID
2 User ID
Password
F o

~wold

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

b v BRIERER & o Click the language selection pull-down to
PEDS- > Ok anaaa s switch languages.

BEORFE B

mE-=

SRR

u
o .|>.|.

Click the language you want to display in

the pull-down.
& e e FIRIAERIR &

BEOHF B LANG English

BHE—=

The screen switches in the language you

T e & selected. Subsequent screens will be
e s o rios ogin 20221202 1) 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 It screen in order to switch languages.

Current application list

Issue certificate

Convenience store

Sending by post E
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