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Introduction

I 1.1 What is the Certificate Issuance Service?
The Certificate Issuance Service is the service that enables you to apply for certificates

issued by the university and pay for them online and print them using multifunctional

copy machines or other printers installed in convenience stores (hereinafter referred to
as “CVS”) across the country.

(i) Available CVS

The FamilyMart, and Lawson stores with a multifunctional copy machine installed
across Japan.

*The operation is unavailable at overseas stores.

*The on-campus printer at the university can also be selected besides a CVS.

(ii) Available method for paying fees

B For credit card payment: PayPal (A PayPal account needs to be registered in advance.)
m For payment by cash: Cash receipt service at a CVS (Smart Pit)

B For payment with a transportation IC card: Card reader of the on-campus printer
(Available when selecting On-Campus Printing.)

(iii) Service hours

24 hours, 365 days

*Excluding the time period for maintenance, including the commercial services and the
suspension period determined by the university.

*For the available time period of the on-campus printer, check each university’s home page.

(iv) Certificates that can be issued and application form

For certificates that can be issued and an application form, check each university’s
home page.

m Certificate issuance fee: See the university’s home page.
*The printing fee is separately charged for the number of prints.
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Introduction

(vi) Payment due period (When selecting Smart Pit or transportation IC

card payment)

Seven days from the application date
*Note that the available printing period is specified for the certificate or application form, and
the due period of the payment should be the same as the available printing period.

(vii) Printing due period

Seven days from the application date

*After midnight on the eighth day, printing is unavailable, and the fees are NOT refundable.
Please be careful.

*Note that the due period of the payment for the certificate or application form should be the
available printing period, if it is specified.

(viii) Notes on using the service

(1) For those who need the certificate sealed up
After printing the certificate at a CVS, if you need it sealed up, check with the contact at
the university.

(2) Supported multifunctional copy machine

® FamilyMart, Lawson

A multifunctional copy machine supporting the Network Print Service of Sharp Corporation
is installed.

*The multifunctional copy machine is unavailable at some stores.

(3) About available payment method

m When using PayPal, a personal account needs to be created in advance.

B Smart Pit is available at FamilyMart and Lawson. You can use the multimedia terminal
installed in each store to issue a reply coupon and make a payment with it at the cashier.
The procedure for payment differs depending on each CVS.

B A transportation IC card can be used when selecting On-Campus Printing. Use the on-
campus printer for payment and printing.
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(ix) Available departments

Certificates that can be issued differ depending on the year of graduation, department,
and graduate course. Check with the home page of the university.
If the certificate you want to issue is not displayed, contact the university.

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

I 1.2 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari
IE11

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

052-265-8397 9:00 a.m. to 5:00 p.m. Weekdays
Phone 06-6809-4327 Other than the above on weekdays, weekends, and
holidays
Reception 24 hours
hours

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

I 1.3 Operation Flow and Standard Operation
Time
The following shows the flow for acquiring a certificate using the certificate issuance
service and the standard time to be taken for each operation.

(i) For printing at a CVS

*For detailed procedures, see Chapter 2 and later in this manual.

[For the first time only]

In school
Register a new email
address

In school

Set the second password

Log in to the certificate issuance service

Select the certificate to issue

>

S S

= -

30 For credit card payment for For cash payment for

X a certificate issuance and system certificate issuance and system
N usage fees usage fees

3 a - : .

5 & Pay for certificate Receive a Smart Pit

issuance and system usage

fees at the PayPal site *1 number by email

Print reservation number
or user number by email

10 duoydiiews jo uonetado Joj awil

Pay for certificate issuance and
system usage fees at the cashier
using the Smart Pit humber

Receive a user number by
email :

‘ulw € "xoaddy spD

=
3
0]
g
=
o
o
o
=
Q
=
=)
=]
)
-
)

Issue a certificate from a multifunctional photocopy
machine using the print reservation number or user
number (Printing fee is separately charged) )

*1 Does not include the time for registration to PayPal. *2 Does not include the time for
travelling to a CVS.

*
N
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18 Introduction

(ii) For on-campus printing * For detailed procedures, see Chapter 2 and later in this manual.

[For the first time only]

In school
Register a new email
address

In school

Set the second password

Log in to the certificate issuance service

Select the certificate to issue

>
T
-}
& For payment with a transportation For cash payment for certificate For credit card payment for
5‘ IC card for certificate issuance and issuance and system usage fees  certificate issuance and system
5 system usage fees usage fees

Receive an on-campus Receive a Smart Pit Pay for certificate

Issuance and system usage

print number by email number by email fees at the PayPal site *1

S3JIA3P 19410 10 duoydiiews jo uonesado .10y awil

Receive an on-campus
print number by email

_______________________________________________________________________________

Pay for certificate issuance and
system usage fees at the cashier
using the Smart Pit humber

Tx
‘uiw g "xolddy SpD e

je uonesado .10j dwi)

Receive an on-campus
print number by email

Pay for certificate issuance and
system usage fees with the
on-campus printer using
the on-campus print number

Issue the certificate from the
on-campus printer upon
completion.of payment

*1 Does not include the time for registration to PayPal. *2 Does not include the time for traveling to a CVS.
*3 Does not include the time for travelling to the on-campus printer.

Issue the certificate from the on-campus printer
using the on-campus print number

sS4
1

g3
S0
c =
iy
2e
33
o
>:
S 9
s
S et
=3
X @
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18 Introduction

(iii) For postal mail * For detailed procedures, see Chapter 2 and later in this manual.

[For the first time only] ;D
In school
Register a new email

address

In school

Set the second password

Log in to the certificate issuance service

Select the certificate to issue

§§_ and specify the delivery address

2 0 = g

< a For cash payment for certificate For credit card payment for
o ) issuance, system usage, and certificate issuance, system
39 postage fees usage, and postage fees
=] . . .

: Receive a Smart Pit Pay for certificate

issuance, system usage, and

number by email postage fees at the PayPal site *1

10 auoydiiews jo uone.tado 1o} awil

Receive a print
reservation completion
e cmmee e ___________\.__notification by email _J = _ i

Pay for certificate issuance, system — E
usage, and postage fees at the cashier [ —
using the Smart Pit humber

T Ul

T "xoaddy SAD

e je uoneiado
Joj awil

Receive a print reservation
completion notification by email

Processing for postal mail by a university
staff member

€« sAep
X *xoiddy AjisiaAiun
ay3 Aq buissaooad
Jlew jeasod 1o} awil

Receive the certificate mailed to the specified delivery address

*1 Does not include the time for registration to PayPal. *2 Does not include the time for traveling to a CVS.
*3 Does not include the time for mail delivery.
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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 Registration of New Email Address (For First
Login)

Access the home page for certificate
issuance service found on the home
page of the university and click the
Students’ Login page.

*The screen indicated with ® may be displayed

instead of this screen depending on the
operating environment.

Enter the user ID and password used for
the KISS system.

§ e Unversity EPEOT (> *Leave the “Second password” field empty and

e continue.

F2)NAT—F
& =220}

E2)AT - FEENZRS
EEFE

1 EE%E[ ‘-.:Ea.i:n.—zp ; Z:_'EL\
« FEOS A e FRIDFER/ (RD—
RFTod-> LTS,
« ABBELETOITORL. TSUYE
BUB&SICUTEEL,
- DU BENELEE—EEES
SETBL. BENCOITIRUE
7.
T ST SOYCRET BB
au?{?&;%ﬁl‘\%r_ : t.-*%—‘—iﬂl‘g‘_tg:“‘
1 AD—FOAIN .
2. FFN IO A ELL G u" ” H
Rgparirbylaiig 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.

For the first login, the screen is displayed
for registering an email address. Enter the
email address you wish to register in the

.j The University A — JL TP B L AERTE

O “Email address” and “Confirmation” fields.
A—=JLF FE LA

| A—LTFTELZR
hERD

[ A=ILTFTELZA

[i oA

L3 IR s iy S

o TIERE, RAYVEMRTLE, BEOA—ILT
F LA ICHEA =LA T hET.

o BEFA—IICEEEETNIZURLICF YR
L, A=NTFELAOEEERETLTFE
L

o BEFRA—ILOIEEE TICIE. A cEREH
haEEhhOET.

o TJU—A—L7 FLAMIBE, WEA—I
EEEEFEEFTREEA B DT,

PRBEA=I T 1 IFET, BEA-ILESEL
REVEENBDET, Failc, FITUAEA
TFOF FLAEEMTFSLSICLTTREL,

T RLR: %k *k@* * *.ac.jp

0304748 o THEREEA— LB MBS L. U
TEIERTEL
1 A=JLT ELZOAAHE UL,
2. FREAN—AEZEEFR>TAALTLIAL
h.
3 FRAEHIFTAALTLISA,
4 EWEEA=IT « JLFEHET U A FAEINLTE
A=ILTF ELAAE LI
Read the “Notes” and then click the
'5) “Confirm” button.

A message is displayed on the screen, and
a confirmation notification is sent to the
& The Unversity X—JLP KL RBE registered email address.

6

BEA-ILEEELELEL.
BEA—IICESEESNEURLICZIERA L. A—-ILTF R
LADBEETT LTIEE L,
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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 Click the one-time URL in the email body text
o to complete the registration of the email
AT e s L 20sERT LT address.
T&b, e *The URL has an expiration time, so please
Ziiff*;**********;****** complete the operation within the displayed time
limit.

URL ERFR : 50 57

HBHLIOA—LITHLELVORTNAIFEEREL TTF S,
@A —IIFEEFERA-ILTT,
SRALEHERIEEHIELET

When the “Email address setting
completed” screen is displayed, click the
W The University  A—JUP KL RBESET “Go to Login Page” button to perform login.

A=PRLRERELFELL.
Sk, VATLDSOEBIECOA—ILT RLARICEESTNET,
A=WPRUVRBOITAEDAZ A —DEEEOTRETT,

»Go to 2.2 “How to Set the Second

Password.”
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E Log In to the Certificate Issuance Service

I 2.2 How to Set the Second Password (For First

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

_ ‘ Enter the user ID and password used for
W (e unversity EREOT > the KISS system.

o

1—HID *Proceed with the operation with the “Second

2 - password” field left empty.

) *For the first login, an email address needs to be

A registered. For how to register it, see the following:

[ 27—} » 2.1 “Registration of New Email Address”
£2)(27—F

& | #2301}

#£2)RI— FESNIIES Read the “Notes” and click the “Login”
ST button.
| pESEEsTREALEEN

« FEOY LR ERIDER/ (2T —
FToOd- LTL<IEEN.

« FIRBEKTOITONL. TSOUYE
BUBESCLTIEZW,

« OT4 B BENRVEE—EEES
ZBvE L. BENCOUFOMLE
ER

« JIAD-FEISOHICRIETEEDT
AlE. TFa1UFTs LRERETEA.

o FE-REOABCZIENEZELRSE
& FEOSEISCELTESET—4
FEELZEES: 0LUECHETSE
sTREECAEHEMENET,

SENIEEIRES(CARR
D TR e A

1A —FDAR .

2 FICF L TFO ADELL N,

3 EIEECTFET LTSS,
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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
issuance service. Fill the “Second

W he Unversity 352)(20— F& password” and “Confirmation” fields with a
9 password of at least eight single-byte

E2/RAT—F characters, including both upper- and

7 | ®m2)RO—F lowercase characters.

- *Do NOT set the password used for the KISS
B3 system.

’,‘ == Ly P

TEEE

| FESEGsTREALEEY
« BFalUrsming. B2/(A0-FE
EELTLESL,
« REOS o LEBED. JIAD— REHE
TEYIAD-FEANLTLZE N,
. EIAD—FRiEOfq0 L EBOAZI -0
SESOMETY.

E)IAT—FETRL—ILICENEELTL
arg AN
« BXFLFTHESCE.
« T EOEEEFRNFR-L)TEEN
BT
« NEFL EDEEENIF (@I EEN
BT
« AXZEL FOEERFO-IHESENED
o
. EEEHZILSESEALCL. B B ) e
Read the “Notes” and click the “Set” button.

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

O ZETT
» Go to 2.3 “How to Log in.”

#£2)(AT-FiEEShE L

o
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E Log In to the Certificate Issuance Service

|2.3 How to Log In

& The University E2E0J1>

I—HID

B2)NAT—F
& =2/)(27-}

$2)NAD— FEEhEES
EEFE

MEOS - EE. FRIDER/ (A DT—
FeOd+ 2 LT REL,
FABEHTOIFILL. T5OHS
BUBLICLTLIEEN,
0o+ 4. #EfnunE=—sEEn
FETEE. BENCOSFPORLE
ED
JIRD— 2T SOHICRETEEDT
Bl TFaUFTs LHEERETEA.
FE - -BEOABILZENEELEE
&, FEOSEISCEVNTEET—9
FEELEES: 0LECBET3E
SERR=EENEERENET.
FENZEIBRECAF

T A T T T

1R DA

2. FICEL RO AT EL L,

I EARMNTTAALTNAD .

.

.

.

.

.

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

Enter the user ID and password used for
the KISS system and the set second
password.

*For the first login, an email address and the second
password needs to be registered. For how to register
them, see the following:

> Registration of an email address:
2.1 “Registration of New Email Address”

» Setting of the second password:
2.2 “How to Set the Second Password”

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

» Go to [E] “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 2.4 How to Change the Login Information

(a) Change the email address

Log in to the certificate issuance service

Sire vy HIRIERIR &- and select the menu button “ & ” in the
by T upper right of the screen, and then click
- e “Change email address.”
=EOR LT o *For how to log in to the certificate issuance service,
AT ELAES see the following:
AMEERT "f;’?ﬁ*'ﬁ » 2.3 “How to Log In”

Enter a new email address you wish to
register into the “New email address” and

W e Unversiy A—ILP RLARE “Confirmation” fields.
REDA—ILT EL R @

FULWA—ILZ ELA

D
2
D
(i B=3=E 0]
1 7 AEE =20\
. (R REEBTE BEOA-ILTEL
ACHEEA-INBEET.

o BERA-JICEESNZURLICZOVZAL. A
—‘/J RLADEEZRTUTLKEEL .

b2l < Eiv: "', /}\pﬁaai—w-ﬂ E

JL)_’T\/X@)\/,,. .
EDRAR—AFZE > TANUTULRLD,
%;:’ix1¥)\73b TL3H
;
7

W -

LI ILFHFRTVR f\f\E?Eu"':)(—

KLAHELL, Read the “Notes” 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,

A message is displayed on the screen, and
§ e Unversity A—ILP KL RS a cc_)nfirmation _notification is sent to the
0 registered email address.

BEEA-ILEEELELR.
BEA—ILICESENTEURLICZIEAL. A—ILF R
LAOBEETTLTIZE N,

Email Message Click the one-time URL in the email body text
o to complete the changing of the email
fzzTgﬂnﬂgigﬁfﬁT;‘fﬁ; FLAODEEERTLT address.
Fale 9 *The URL has an expiration time, so please
LS 3/ Faet ek . complete the operation within the displayed time

URL ERFR : 50 57

HBHLIOA—LITHLELVORTNAIFEEREL TTF S,
@A —IIFEEFERA-ILTT,
SRALEHERIEEHIELET

A message is displayed on the screen
showing that the email address has been
& e Unversity X—JLF KL ABESR changed.

A= RUAZZEBULELR.
&, JAT L oEReC DoDA—ILT FL A58

CBEFET.

(b) Change the second password

Log in to the certificate issuance service

§ e Unwersity ENRISEEIR - P "
S and select the menu button “ - ” in the
o TN— ; i
— - upper right of the screen, and then click
aEEE “Change second password.”
FEE LT
AT FLRES o
AREERT B2)an- e . . ) .
Qg7 *For how to log in to the certificate issuance service,

see the following:
» 2.3 “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 second
password into the “Current second

W The University 352 )T D — REE password” field and a new second
9 password you wish to register into the
REDH2)RAT—F “New second password” and
& | BEDZ2/(2T7-| “Confirmation” fields.

FLWE2)IAT—F

1 i = =)

2 AD—FR>TFRIL-ILICEVEELTLCE
(AN

« BMFLUETHB L.

- \HFLU LOFEEANFAINEENE D

[t

» IMFL LOEERNIF(a)IEFENEC
Lo
1TFLU FOEEHF(0-I)HEENT L.
FEEHFLUMEEFENI L,

Read the “Notes” and click the “Change”
a _ 9 button.

A message is displayed on the screen

showing that the second password has

been changed. Click the “OK" button.
OZERT

E2)IRD-FREESNFELE
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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 forget the second password

On the Students’ Login screen for the
certificate issuance service, click “If you

& The Unversity ESEDT>
forget the second password.”

J1—¥HID

2 =5 *For how to move to the login screen of the

Rl certificate issuance service, see the following:

JIRT— K »2.3 “How to Log In”

i 5 & 5
$2)R0—F

&

$2)A0—FEENZRS 0

EEIE
To reset the second password, enter the
registered email address into the “Email
& he nversity 2/C2D— KUY b Q address” field.
A—=L7 LA DA
i B=3=€ 0]

LT ELROANBELL. Read the “Notes” and click the “Send”
RO button.

1
2. RBIBANR-ZAFZRO>TANILTLVAL
3

b
H % A

BREXFTANALTVEN.

i
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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
a confirmation notification has been sent to

\ The University B2 JTRD— KUY hA— . .
» the registered email address.
ILEERT O
22/{2 - FUty hA—LERELELE,

1L BRELTVE AT FLRICE/(RT-FU
Py hA-LTEEET.

2 JIZRD—FUTy hA—)LICR8=NTURLERS

= BN AT-FOBBREERTLTILES

L

]

Email

Fo AT —F DT T L EL,
HTFOURLIZIFSEAL, 22D —F OB TEF=TLT
T&EL.

https:/ sook L skoRrkokk .

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.

RRRRRRRRR R AR AR

URL ERER : 50 57

HBHLIOA—LITHLELVORTNAIFEEREL TTF S,
@A —IIFEEFERA-ILTT,
SRALEHERIEEHIELET

Set the password dedicated for certificate
issuance service. Fill in the “Second
password” and “Confirmation” fields with a
password of at least eight single-byte
characters, including both upper- and
lowercase characters.

.j The University % 2 KZ'J— =t

F2)NAT—F 6

S
£ | E2/NRD-
RS
i - Read the “Notes” and click the “Change”
6 button.
A message is displayed on the screen
0E=T showing that the second password has

been changed. Click the “OK” button.

2 )IAD-FifSEEShELE
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E How to See the Operating Manual

(After the First Registration)

follow the on-screen instructions.

I 3.1 How to See the Operating Manual

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

&- .
“Change email address.”
BHEORE & *For how to log in to the certificate issuance service,
_ see the following:
A 2.3 “How to Log In”
-
e Click “Manual” to display the Operating
REOEE T=aTL Manual. Read the description and issue
o EAREEE =S certificate(s) at a CVS.
HER A= LT KL RZE
JAD—REE
D, 20— Fz=
EEETAEEIR a5 -
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