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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari
Edge

Smartphone, etc. User iPhone: Safari
Android: Chrome

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

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

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

Inquiry about the System

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

Phone | 06-6809-4327

Reception

hoUrs 24 hours

Copyright © NTT WEST, Inc. All Rights Reserved. 3



E Application for Certificates

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

I 2.1 How to Apply for a New Request

(a) Printing at a Convenience Store

Click “Convenience store” from “Issue
certificate”.

L]

W he University Select printing destination
i rexrx@example.com

Current application list

Application list

Issue certificate

Sending by post

Under “Select application certificate”, select
the number of copies of the certificate you
want to request in the pull-down menu.

*The screen image shows an example of the fee.
e See the actual screen to find the actual value.

he University Selact carfificate {printing at a convenlance ators)

~ 1
W
e @example.com

Select application certificate

Certificates ve

If the desired certificate is not shown under “Type
of certificate,” click “ » ” at the right end.

Number of
Type of certificate Commission copies
Medical Examination  200yen o Click the “Proceed” button.
Certificate . . .
*If the selected certificate has a print deadline,
Certificate of Academic . - the f_oIIowing screen _wiII be displayed. _CIick
Record =Hhyen “Yes” if you're okay with the content of it.
*Please pay and print by the printing
Certificate of Enroliment agy ven 1 v deadline.
D
O!he rE ::= ;Z =:: Print deadline for Cerfificate of Academic Record 2020/05/30 is set
1 Copy Are you sure you want fo apply?
“

Copyright © NTT WEST, Inc. All Rights Reserved. 4




E Application for Certificates

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

§ e university Slact payment mathod
s @example.com f‘g}'

Select printing destination

. ‘}’ 7-Eleven

FamilyMart FamilyMart
U LAWSOHN Lawson

4

Select payment method

PayPal
Credit cand seitiement
Cash payment at convenience store

You have information from Network print service.

Confirm it before making the application.

a7 2% T OTERK] 0
FOEMBL F I AT AR THLEUE,
Py s i e L b s Y= R < O

Bl 7 AOETEGES TS E]

BrEIF Rt =07 Vb = 2 E TR I E LT
i it = Y - o

MICHLRIZLERAS. AT LDES A THL AT
FH(1/5)22:00~22:30F T

AR TR E T

(8

- -
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Select a convenience store where you want
to print the certificate(s).

*FamilyMart and Lawson use the Network
Print Service of Sharp Marketing Japan
Corporation, and Seven-Eleven uses the
Net Print service of FUJIFILM Business
Innovation Corp., Ltd.

Select the desired payment method.
V¥ Supported payment methods are the following:
- Paypal
- Credit card settlement

- Cash payment at convenience store

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

A screen may be displayed showing
maintenance information or other
notification by the Net Print or Network
Print Service.

*Printing is unavailable at a convenience store
during maintenance.

Read the details and click the “Check”
button.




E Application for Certificates

i‘; he University Check content of application
F sz @example.com

Content of application

EEETEEIE

Number

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

Type of certificate of copies Commission

Cerificate of Enroll 1 Copy
ment

System usage fee
Total 1 Copy
Printing destination of certificate

T-Eleven

Payment method

——————————————— D
"
"

EECredit card settlement

For Credit card settlement

@ Application complete

Application for certificate has been made.
Moving to payment page

200 yen

130 yen

330 yen

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*The screen image shows an example of the
amount of money. See the actual screen to find the
actual value.

The screen image is when “Credit card settlement"
is selected as the payment method.

If you select another payment method, each
payment method will be displayed in "Payment
method".

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

*The display screen varies depending on the payment
method.

Copyright © NTT WEST, Inc. All Rights Reserved.



E Application for Certificates

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

(b) Sending by Post

Click “Sending by post” from “Issue
ﬁ...uu..mr,i;y Zalect printing destination - certificate".

e @example.com

Current application list

Application list

Issue certificate

Sending by post

Convenience store

Under “Select application certificate”, select

fhe University  setectcerfiicate sending by posty 355 * the number of copies of the certificate you

&/

ssxs2r2@example.com want to request in the pull-down menu.
Select application certificate *Postage is charged for each application..
@ *The screen image shows an example of the fee.
Cerificates *v ] See the actual screen to find the actual value.
Number . . i
Type of certificate Commission  of Copiee If the_ (_:ie5|red certlflca_te is not shown _under
“Certificate Types,” click “ *»” at the right end.
Cerfificate of Enrollment 200 yen 1 w
Click the “Proceed” button.
1 copy
3
Back Proceed

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



E Application for Certificates

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

“'i University Enter the destination. =
L s @axample.com

Mailing address

*Destination category

Postal code

*Address

1, Chiyoda, Chiyoda-ku

*Recipient

Phone number

Example of address search by zip code

*Destination category

Domestic v 4- 1
4-1

Postal code 100-0001 ‘ -l |

*Address

_'Ih-
N

4-3

*Destination category

Domestic v
Postal code 100-0001

“Address
1-1 Chiyoda, Chiyoda, tokyo

Copyright © NTT WEST, Inc. All Rights Reserved.

Enter the postal delivery details.

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

» Delivery destination category (Required)

Select a category of the delivery destination.
Domestic/International, region, etc.

» Postal code
Enter the delivery postal code.

If you click the "Search" button, the address
corresponding to the zip code will be displayed in
the “Address" field.

> Address

Enter the delivery address.
*Be sure to enter the apartment name or other

details, if any.

(Required)

Example of address search by zip code

Enter your zip code in the format "XXX-XXXX" in the
Postal code field.

Click the Search button.
Check the displayed address and add the name of
the apartment building, etc.

*The zip code and address in Screen Images are just
examples. Please check the actual screen.




E Application for Certificates

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

» Recipient (Required)
Enter the recipient’s name.

*Address

» Phone number
Enter the recipient’s phone number.

*Recipient O

Phone number

Ee e Byttt Enter emergency contact information.
*The input item varies depending on the
*Emergency contact _ operating environment.
Please enter a phone number that you can *The items in red are required.

6 » Emergency contact (Required)

Enter a phone number that is easily reachable,
such as your mobile phone number.

Mailing options

Sealed up
1Wished
Enter a postal option.
*The input item varies depending on the

operating environment.
*The items in red are required.

Remarks

» Sealed up

Select if you wish your mail sealed up (E#).
*If you have a request, for example “multiple
0 mails to be sealed up,” write the request in the

m — “Remarks” field.

Click the “Proceed” button.

*Be sure to fill the required items. If any of these
items are left unfilled, it may take time to process
postal delivery.

Copyright © NTT WEST, Inc. All Rights Reserved. 9



E Application for Certificates

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

he on- i ction
Screen Images (w How to Operate

.j The University Gadact payment method -

e @example.com
Select payment method
S ©
PayPal

Credil card seifiement
Cash payment at convenience store

& The University Check content of appilcation =
" s @example.com

Content of application

TEEEEEE

Number of
Type of certificate copies Commissicn
Certificate of Enrollm 1 Copy 300 yen
ent
Postage 52 yen
System usage fee 150 yen
Total 1 Copy 532 yen

Copyright © NTT WEST, Inc. All Rights Reserved.

8

10

Select a desired payment method.

V¥ Supported payment methods are the following:

- Paypal
- Credit card settlement
- Cash payment at convenience store

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

When the Request Confirmation screen is
displayed, check the details and click the
“Apply” button.

*The screen image shows an example of the
amount of money. See the actual screen to find the
actual value.

10



E Application for Certificates

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

he on- i ction
Screen Images (w How to Operate

Information about sending by post

Delivery method category (Required)

Domestic Regular Mail

Postal code

100-0001

Address (Required)
1-1, Chiyeda, Chiyoda-ku, Tokyo

Remarks

Payment method

WC
SOt card settement

m m The screen image is when “Credit card settlement”
is selected as the payment method.

If you select another payment method, each

payment method will be displayed in "Payment
method".

. When the “Application Completed” screen is
For Credit card settl t . )
or-redlt carc settemen displayed, click “OK” button.

*The displayed screen varies depending on the
payment method.

@ Application complete

Application for certificate has been made.
Moving to payment page

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



E Application for Certificates

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

(b)’ Sending by Post (Application with multiple student ID numbers)

If you have more than one student ID number, you may combine applications for different

student ID numbers by mail.

Please follow the steps below to apply.

& The University  Select printing destination -
E sz Gaxample.com

Current application list
Application list
Issue certificate
Convenience siore

—
e

Sending by post

I:'}"'L' University  galact carticate (2ending by post) -
nteyample.com

Select application certificate @

Certificates "
Es==9
Number
Type of certificate Commission of copies 9
Cerfificate of Enrcllment 200 yen 2w
2 copy
3
Back Proceed

Copyright © NTT WEST, Inc. All Rights Reserved.

Click “Sending by post” from “Issue
certificate”.

Select the number of copies of the
certificate to be applied for from the “Select
application certificate” pull-down menu.

*System fee may be charged for each application.
*Postage is charged for each application.

*The screen image shows an example of the fee.
See the actual screen to find the actual value.

If you have more than one student ID number, and
if you can issue certificates for more than one
student ID number, the Student ID tab will appear.
However, if you are sending by mail, you can select
the number of copies for each student ID number.

For non-selected student ID numbers, the number
of copies selected will be displayed below the
student ID number. (2 copies selected)

The number of copies selected for that
ERZEGEARSEIR student ID number will be displayed on
the tab for the one that is not selected.

:__3,_:%-%13:‘ gy RS - wammer)

Click the “Proceed” button.

12



E Application for Certificates

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

Enter the postal delivery details.

*The input items vary depending on the
operating environment.

*The items in red are required.

» Delivery destination category (Required)

Select a category of the delivery destination.
Domestic/International, region, etc.

“'i University Enter the destination. =
L s @axample.com

Mailing address

*Destination category

Postal code (0. M scach
» Postal code
Enter the delivery postal code.

If you click the "Search" button, the address
corresponding to the zip code will be displayed in
the “Address" field.

*Address
1, Chiyoda, Chiyoda-ku, Tokyo

> Address (Required)

Enter the delivery address.
*Be sure to enter the apartment name or other

details, if any.

*Recipient

Phone number

Example of address search by zip code Example of address search by zip code

*Destination category

y 4-1 Enter your zip code in the format "XXX-XXXX" in the
4-1 I Postal code field.

Postal code 100-0001 ‘ -l |

Domestic

4-2 Click the Search button.

*Address I

4-3 Check the displayed address and add the name of
the apartment building, etc.

*The zip code and address in Screen Images are just
examples. Please check the actual screen.

*Destination category

Domestic v
Postal code 100-0001

“Address
1-1 Chiyoda, Chiyoda, tokyo

Copyright © NTT WEST, Inc. All Rights Reserved. 13



E Application for Certificates

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

4

» Recipient (Required)
Enter the recipient’s name.

*Address

» Phone number
Enter the recipient’s phone number.

*Recipient O

Phone number

Emergency contact

Enter emergency contact information.
*The input item varies depending on the
*Emergency contact _ operating environment.

*The items in red are required.

Please enter a phone number that you can

[x]

6 » Emergency contact (Required)

Enter a phone number that is easily reachable,
such as your mobile phone number.

Mailing options

Sealed up
I'Wished
Remark 6 Enter a postal option.
— *The input item varies depending on the

operating environment.
*The items in red are required.

» Sealed up

Select if you wish your mail sealed up (E#).
*If you have a request, for example “multiple
0 mails to be sealed up,” write the request in the

m — “Remarks” field.

7 Click the “Proceed” button.
*Be sure to fill the required items. If any of these
items are left unfilled, it may take time to process
postal delivery.

Copyright © NTT WEST, Inc. All Rights Reserved. 14



E Application for Certificates

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

Select a desired payment method.

§ e nversity Sebct payment method =
s @example.com v Supported payment methods are the following:

Select payment method . Paypa|

- Credit card settlement

- Cash payment at convenience store

PayPal

Credil card seifiement
Cash payment at convenience store

*The above payment methods may not be available
depending on the printing destination and charges.

Click the “Proceed” button.

& The University Check content of appilcation =
- sssymayample.com

Content of application

n T . When issuing multiple student ID numbers,
B Type of certficate wumber o Commiasion the selected number of copies and the

' Cerlifcate of Graduafion 2o prn |- amo_unt_wnl be (_jlspla_yed on the

H :: application confirmation screen for all

H - student ID numbers for which you have

b Type of certiicate Number o Commission | selected the number of copies.

1 LOpe=s L]

Eemate or Bl 3 Copy 30070

EE Commission E

EE Postage 200 yen E

b 1Sy usage fee 15070 3 When the Request Confirmation screen is
' H displayed, check the details and click the
" Tetnl 5 Cogry 1,050 e " ”Apply” buttOI"I

19
- £3

*System fee may be charged for each application.
*The screen image shows an example of the
amount of money. See the actual screen to find the

actual value. E

Copyright © NTT WEST, Inc. All Rights Reserved. 15




E Application for Certificates

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

he on- i ction
Screen Images (w How to Operate

Information about sending by post

Delivery method category (Required)

Domestic Regular Mail

Postal code

100-0001

Address (Required)
1-1, Chiyeda, Chiyoda-ku, Tokyo

Remarks

Payment method

WC
SOt card settement

m m The screen image is when “Credit card settlement”
is selected as the payment method.

If you select another payment method, each

payment method will be displayed in "Payment
method".

. When the “Application Completed” screen is
For Credit card settl t . )
or-redlt carc settemen displayed, click “OK” button.

*The displayed screen varies depending on the
payment method.

@ Application complete

Application for certificate has been made.
Moving to payment page

Copyright © NTT WEST, Inc. All Rights Reserved. 16



E Application for Certificates

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

(C) Notes on Selecting the Number of Copies of Certificates/Application Forms
(common to all certificates and application forms)

When selecting a certificate, a note may
appear at the bottom of the certificate.

q‘j ¢ University Select certificate (sending by post) {\:ﬁ"

ssss e xample. com If this is the case, please confirm the
precautions before issuing the certificate.

Select application certificate

Certificate? N2
Number of
" Available ieei .
of certificate Commission copies
Type copies P
Lefter of recommendation 300yen 0 v

For mail only
* Up to 3 copies can 3
be issued per day

Some certificates have a limit on the number
§ T Unersity Select certificate (sending by post) 463~ of certificates that can be issued.
sessssexample. com When the “Number of certificates to be
issued” is displayed, only the number of
certificates that are displayed can be issued,
so be sure to issue only the required number
of certificates.

Select application certificate

Certificate2 @ v

Number of
Type of certificate Q“)’:i":sb'e Commission copies
Letter of recommendation 300yen 0 v
For mail only
0 v

* Up to 3 copies can 3 ¥ pen
be issued per day

Copyright © NTT WEST, Inc. All Rights Reserved. 17



E Application for Certificates

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

I 2.2 How to Check Application Status

ﬁ The University Salgct printing destination
>

Current application list

Application list o

Issue certificate

ﬁ The University
o

skt e yample.com

Convenience store

Cartificata Appllcation llat

Sending by post

skt e yample.com {:O:} v

Application list (present)

Issuan

ce
numbe Payme
r nt

141 Unpaid

140 Unpaid

134 Unpaid

143 Unpaid

Copyright © NTT WEST, Inc. All Rights Reserved.

Date
of
issuan
ce

20160
3130

20160
3130

20160
3/30

20160
3130

Certifi
cate

Certific
ate of
Enroll
ment

Certific
ate of
Enroll
ment

Certific

ate of

Enrall
~nt

Cerun.
ate of
Enroll
ment

Numb
er of
copies

1
copies

1
copies

1
copies

I
copies

Total
amoun

t

300
yen

To check the application status of the
requested certificate, click “Application list”
from “Current application list”.

Click the issuance number of the certificate
you want to check from the “Application
list”

m Information that can be confirmed
- Date of issue

+ Print reservation destination

- Method of payment

- Payment status

- Number required for printing

*The "Total amount” shows the total of the
certificate issuance fee, with, in the case of postal
mail, the postal fee added.

*The screen image shows an example of the
amount of money. See the actual screen to find
the actual value.

18



E Payment of Fees

| 3.1 Payment Method

List of payment methods
Vv PayPal *creating an account in advance is required

Available print destinations : convenience store, sending by post
Maximum payment amount  : None

Vv Credit card settlement

Available print destinations
Maximum payment amount  : The maximum payment amount depends on the conditions. Please contact each
payment institution for details.

v Cash payment at convenience store

Available print destinations : convenience store, sending by post
Maximum payment amount  : 300,000 yen

: convenience store, sending by post

Copyright © NTT WEST, Inc. All Rights Reserved.
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E Payment of Fees

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

I 3.2 Paying at Convenience Store

sity  Select printing destination/payment method {?j}v SeIeCt ”COnVenlence Store CaSh payment" as
s @example.com payment method.

!__f,l_

Select printing destination

©@ T-Eleven

'a)
L

I
FamilyMart  FamilyMart
O LAWSON Lawson

Select payment method

o

Cash payment at convenience store hd

You can pay at convenience stores nationwide.

For the payment process at each store, refer to this URL:
https://www.sbpayment.jp/support/how_to_pay/cvs/

Note 1 : Check supported stores on the University's certificate
issuance service website.

Note 2 : Seicomart allows payment but does not support printing.

© Application complete Click the “OK” button. The screen transitions to
the page to enter the details for payment.

Application for certificate has been made.
Moving to payment page

(2
s

Copyright © NTT WEST, Inc. All Rights Reserved. 20



E Payment of Fees

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

Enter each field.

Input payment information. > Select convenience store
9 V¥ Supported convenience stores are the following:
Select convenience store. . 7'E|eVen
7-Eleven : Lawson
- FamilyMart
Input customer information. ° MiniStOp
- Seicomart
Name *Please enter full-width characters
DENDEN TAROU
» Name
Telephone number Enter your name in full-width characters.
0000000000 If the keyboard is set to Japanese, you

can enter full-width characters.

Mail address

emal@example.com » Telephone number
Mail address(for confirmation) Enter your telephone number WIthOUt
email@example.com SymbOIS (at least 10 d|g|tS)

T ° > i address

Enter your email address.
Please make sure you enter in the correct
format(“xxx@xxx.com”, etc.).

Input payment information.

Click the “Confirm” button.

Select convenience store.

7-Eleven
If there are blank fields or fields entered in the
Input customer information. wrong format, error messages are displayed.
Name “Plesse enter fullowidth charactere Please double check the requirements
6 in and correct entries with error messages.
EEADLTIZEN EEIDLTLEZ

Telephone number

EEESEAILTREL
Mail address The “Confirm” button will be disabled until all
entries with error messages are corrected.

A=JLT RLAZEAALTZEN

Mail address(for confirmation)

A=JLT FLAZEATLTEEL

’ < @
g e e 0
" "
" "
u [0}

Copyright © NTT WEST, Inc. All Rights Reserved. 21




Payment of Fees

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

5)) Check the details and click the “Pay” button.

Please check the details.

Payment method T-Eleven

Total payment ¥800

Show the details. ~v

Customer Information

Name
DENDEN TAROQU

Telephone number
0000000000

Mail address
email@example.com

0 7 If your payment is successful, the screen on

@ the left will be displayed.
Your payment request has been accepted.
B &P The payment slip (%) required for
You need the payment slip #AAZ) in order to complete the payment at 7-Eleven. payment at 7_ Eleven can be fOU nd by C|IC|(I ng
Please access the URL in the email text to display it. Then show it to staff at cashier. on the Iln k ”A payment SI | p WI ” be d ISplayed”.

A payment slip is displayed. @

Convenience store: 7-Eleven
Payment slip number: HRok A KK
Due date of payment ; ¥k

Copyright © NTT WEST, Inc. All Rights Reserved. 22



E Payment of Fees

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

©

Your payment request has been accepted.

Write down the number and make payment at the counter.
Necessary infermation will be sent also by e-mail.

Convenience store: Lawson
Payment slip number:  sokxokkokokoxok
Due date of payment:  *¥*xkkkxx

*Your phone number is required when you paying.

©

Your payment request has been accepted.

Write down the number and make payment at the counter.
Necessary information will be sent also by e-mail.

Convenience store: FamilyMart
Payment slip number:  sorskskokskokkor
Due date of payment:  sokskokokorokxor

©

Your payment request has been accepted.

Write down the number and make payment at the counter.
Necessary information will be sent also by e-mail.

Convenience store: Seicomart
Payment slip number:  soxoforokok %
Due date of payment:  sokokokokskokkx

*“Your phone number is required when you paying.

©

Your payment request has been accepted.

Write down the number and make payment at the counter.
Necessary information will be sent also by e-mail.

Convenience store: Ministop
Payment slip number:  sorxssrsrxx
Due date of payment:  #kxkkkkonk

*Your phone number is required when you paying.

Copyright © NTT WEST, Inc. All Rights Reserved.

0 7 If you select a convenience store other than 7-
Eleven, the screen on the left will be displayed.
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E Payment of Fees

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

Email message (Japanese onl 9 After the payment process is completed, the
. s - email shown on the left will be sent to your
Title: SRESHI=T Y

registered email address.
WOBOOKRE FEEAEFRITY-EXZIHIA

WEREEL THDNEITENET, *1

TFTRONBTERESETCVEREEEIOT. & The actual email is sent in Japanese. This is an

FESR<IZE L, image of the translation into English.

XINEE I ATy

SRR 1 2022/03/30 You need the payment slip (3AJAZE) in order to
complete the payment at 7-Eleven. Please

HNASRERS ¢ Hxrkxd <D access the URL in the email text to display it.

HNASRIZY Then show it to staff at cashier.

FARkERE: OOM

*1 Email message (translated in English)

Title: Completed an application for payment

Thank you for using OO university’s
Certificate Issuance Service.

Please check the following details of
the bill.

Payment method : 7-Eleven
Payment due : 2022/03/30

Pavment niimher : *kkokokokok ®
Link for the payment slip :

Billing amount : OO yen

Copyright © NTT WEST, Inc. All Rights Reserved. 24
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n Printing of Certificates

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

|4.1 How to Print at a Convenience Store

*If you forgot the selected convenience store, see » “4.4 How to Check the Designated Printing
Destination.”

(a) At Seven-Eleven

(o) VLFIE—XZ2—  cqmoy—vamssemLTcran When you have an eight-digit print
& R e ][ X ] reservation number, select (touch) “Print

(FU> k) ”on the top screen of the
multi-functional copy machine in a Seven-
Eleven.

; *If you forgot the eight-digit printing reservation
QRIA-KEHHEDH number, see the following:
» 4.3.1 “Checking the Print Reservation Number”

FUVE  FuvrommemRLTcERL, Select (touch) “Net Print (R hTUZ 1) .
2

*Please press “English” on the top left of the screen
to switch the language in English.

R T @7 > b EaT

TUZEFHEBEEST 3 BEDERE BERELOERE
JUTE ' — BT T RRIETU R

avFoyFY vk BB E T U

R -HE-TOTAE THAD SRR I 7 TILS
FRELCEDT) > FRTE EHRECOEREZEELT \
R -

ol denbs> QRI— KEBIHEDY

Enter the print reservation number.
*0On the screen, “Print reservation No
f At (FU> M FHFBES) 7 is shown.

|fu7r~ﬂ’-]§2<s:r;mwﬁia);@;ﬁ; rmse ﬁ

o] 2] ][
415

% %% =

0

FYRTUS L

Press the “Confirm (#35%2) ” button.

Copyright © NTT WEST, Inc. All Rights Reserved. 25



n Printing of Certificates

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

Confirm the printing settings.
*Color mode: Full color/B&W, etc.

CIESTSTI

BErTUy FREERELT.
[CHTRE IARC)E2 Y ERL T T L,
IrAILE {27141 £ 26B) 7 71 IVER
7 7 LB R
FTT B

EA -
FAL 2 3

Press the “Confirm (5#:2) ” button.

Put coins into the slot and press “Start

8) v rTus
Ty FTY I Print.” The selected certificate will be

N7

[FUYFRE— PRIV TRE—FTEFET, 1

rmmaco s, %A b ACHRLC S, printed.
. *Keep the receipt for printing in a safe place.
e ! @°®® oy — E‘ E3 nanacozhL |
h3—F—F ho— '

-i o

R 9
Y 1L A4
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n Printing of Certificates

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

(b) At FamilyMart

LITA-I—FE
RPENHRT

= ot @) @)

Nﬁﬁ}h NSFO-T
¥ D)t’usimu

umm)u

JPENTH-F s
/RREdy Q, F-9-rTHEs
/AR~ FEYR

21—
E Fot\ws

\/»1 *4

!
I

+| Zf—weu

3] o0 i

E
"
E

L. mmt ./ we

% R/ FU-HE
SRR BRI

Wiestem Union

l
) mmom |
|

[

HRFR(BF IR — - IV EIRMTE]

@D =0

- FYY-ER =

g N g % famimaPRINT
e S oBERE
RRIEVE T
AEIE- AXRTTUS b A%y S|
FAMRD S D )
WaL3JE— Fybo-97Ust
- mn )
- —
i B
TFOA ¥y TRY-ER
sy | | aeeotensecen | | ammosuommar
HASE 0m
@D
1-H—EEE LHUT, D&%
LT

1-Y-Es

iR %
SR AT
(z)(E])(4](s) (e ](7])(8](e](e]

RIWERTNMUIEOIE]) Fak

Ws)HHLKLE)
HREROOGN SN
2 o — 3 [

£8003-001

Copyright © NTT WEST, Inc. All Rights Reserved.

When you have a 10-digit user number,
select (touch) “Print Service (FU> hF—E
A) " on the top screen of the multi-
functional copy machine at FamilyMart.

*If you forgot the 10-digit user number, see the

following:
» 4.3.2 “Checking the User Number”

Select (touch) “Network Print (v kDJ—2
JUZK)

Enter the “user number (1—5—&5S) ”.

Press the “Next (Z&/\) ” button.
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n Printing of Certificates

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

Select (touch) a file you want to print out.
*Proceed to the next operation if this screen isn’t
displayed.

P IPAIVERA T,

[ HLm ] [ drciEl ][ dm(ii’\m]

SRER10HEB5.pdf EYOTLE
BB 10HEALpelf »
BARFE1075B4.pdf 0 Il

SREF1078A3.pdf
TRRAEBR Y 17 I 2UP. plf

@ Press the “Next (JX\) ” button.
Confirm the printing settings.
- FTnGES -@";“;;;“
*Color mode: Full color/B&W, etc.
WELHITEL L
[DEAJHL .
R 1 RS T2l 2UP.pdf ey 6
ns T F EET e 1 @
s
] B
Tt n “" N, n”
[Be= || s | Press the “Next (ZR/\) ” button.
1A-SETT
e-e.u || wrmcrutss e
ABDD3-102 RAS®R 0m

WEEEL, 4 AL
[RH—FJEHIL (<EdL,

fhese et TEMLELOFIR]
1 60

HFHLE B ERAAEAI_HLET,
ne

AB011-000

Put coins into the slot and press “Start
Print.” The selected certificate will be
printed.

*Keep the receipt for printing in a safe place.

EEr- U
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n Printing of Certificates

(c) At Lawson

—-AVFYYY—ER —

T

Ptk

AXFTTUZ b« 2Ry

8-
KmaE-

ORI IE—

B

BT L
W - AR - R

FUbT=FTULF QBN - BTV

BELAT—SETUS

P, SR

MY —-ER

v ll BREOTL . mETWL

LAWEON

1-4-88 —f-BESE
AH

0454 u%/

b

1]2]3)[4]5)6 78|90 knoiiEhn
o w | EJRJT]¥]u)l1 (o)

Also)F]le )R] ()< L) e rllemcie
LS B2 e

LAWSON 713

U @A - ERATREL.

14

p<_FUMIJ BT+ FHEFUU b
oMb TEE || SAVESCIALE TN
Al Ed (=T AT )

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

When you have a 10-digit user number,
select (touch) “Print Service (FU> hMF—E
A) " on the top screen of the multi-
functional copy machine at Lawson.

*If you forgot the 10-digit user number, see the

following:
> 4.3.2 “Checking the User Number”

Enter the “user number (11— —&S) ".

Press the “Next (X/\) ” button.

Press the “Print documents (XZ71 >
) 7 button.

Copyright © NTT WEST, Inc. All Rights Reserved.
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n Printing of Certificates

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

Select (touch) “My box”.

*Proceed to the next operation if this screen
isn’t displayed.

LAWSON prea

T FLEVTTS DB IIATE
FRLTCLAL 9

& wafwR
< TR

EEL T =R T

Select (touch) a file you want to print out.

LAWSON #77

FUATBIPANERR TS,

HLLE HUE FTATER  TATER

TR AP ol ERI7ANE
T SMTEIOREAL ‘| '
 SMAA0)ER 0 Peat

T R 0hEA "

FE LR

Press the “Next (&/\) ” button.

d

Confirm the printing settings.
*Color mode: Full color/B&W, etc.

LAWSON i

ERRTEL

B REEILIIATILUP e Qﬁ
- = = L
N5k mm#E = =

I 7115 BEX 1 i . .

. - *j: Put coins into the slot and press the “Next”

LRt BEEER A button.
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n Printing of Certificates

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

It will start printing once you select “Yes”.
L AWSON Py *Keep the receipt for printing in a safe place.

T rERBLETR?
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n Printing of Certificates

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

|4.2 How to Check Sending by Post

I 4.2.1 Checking the Processing Status

."* u ty Sedact printing destination {?} .

e, ple.com LANG:English +

Current application list

Application Iisto
Issue certificate

Sending by post

V'

The University Certificate Application list @ =
s @example.com

Application list (present)
Number
Issuance Date of  Certificat of Total
number Payment issuance e copies amount
155 Complete 2017/08/  Certificat 1 copies 100 yen
d 03 e of Acad

emic Rec
ord

Information sent by post
Processing status
Postal mail request completed

T Lsuup
No

Remarks

Copyright © NTT WEST, Inc. All Rights Reserved.

Log in to the certificate issuance service
and click “Application list” from the “Current
application list.”

Click the issuance number of the certificate
to check from the “Application list”.

Check the “Processing status” under
“Information sent by post”.
“Postal mail request completed” is displayed.

*The request is being processed by the
university. Please wait for the processing to

be completed.
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n Printing of Certificates

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

I 4.2.2 Checking the Status of Sent Mail

ry Sedect printing destination

L

sesrer @i ple.com LAMG:English »

Curmrent application list

Applicafion list

Issue certificate

Convenience store

Sending by post

.‘; The University Certificate Application list
<

e @example.com

Application list (past)

Issuance Date of Number of
number issuance Certificate copies
155 2017/08/03 Certificate of 1 copies

Academic Re
cord

Information sent by post

Processing status
Certificate Sent
Sealss -

No

Remarks

Copyright © NTT WEST, Inc. All Rights Reserved.

Log in to the certificate issuance service
and click “Application list” from the “Current
application list.”

Click the issuance number of the certificate
to check from the “Application list”.

Check the “Processing status” under
“Information sent by post”.

“Certificate Sent” is displayed along with the
time the university completed mailing the
certificate.

*You will receive an email to notify the completion
of mailing once the university completed its
process.

*The certificate will be delivered in a few days to
the address you designated when applying. The

process will be completed once you receive the
certificate.
33




n Printing of Certificates

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

|4.3 How to Check the Printing Information
4.3.1 Checking the Print Reservation Number

*if you select Seven-Eleven as the printing destination
(a) Check on the Website

Log in to the certificate issuance service
ty Selectprinting destinaton - and click “Application list” from the “Current
application list.”

L

sz @example.com LANG:English +

Current application list

Application list
Issue certificate

Sending by post

Click the issuance number of the certificate
to check from the “Application list”.

-/
3
c

niversity Cariificate Appllcation llst

et mexample. com é} -

Application list (present)

Issuan Date
ce of Numb  Total
numbe Payme issuan Certifi erof amoun
r nt ce cate copies t 9
141 Unpaid 2016/0  Certific 1 300
330 ate of copies yen
Enroll
ment
140 Unpaid 2016/0  Certific 1 300
3/30 ate of copies yen
Enraoll
ment
134 Unpaid 2016/0  Certific 1 300
3/30 afe of copies yen
Enroll
ment
] Unpaid 2016
3/30 i yen
Enraoll
ment

Copyright © NTT WEST, Inc. All Rights Reserved. 34



n Printing of Certificates

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

The Application Information Details screen
_ is displayed, where you can check the
Lishiainiat it & - Printing reservation number under “Detailed
Information”.

v/

Issued information

*The print reservation number is displayed when

Issued application 143 Seven-Eleven is selected for the convenience

number store as the printing destination.

Date of issuance 2016/03/30 *If the payment processing is not complete, the
. print reservation number is not displayed.

Printing @ T-Eleven

reservation u

destination

Payment information

Payment PayPal
method

Payment Complete
status

Detailed @ma‘.ion
Printing

reservatio| studentID
n number || number Certificate Deadline

R R Certificate  2016/04/0
of Graduat 6

ion

Total 1 copy

(b) Check in Email

H " H n

Email message With “Convenience store (Seven-Eleven)
selected for the printing destination, when

Your printing reservation has been completed. Your H H
issuance application number is 143. Ehe payment processmg IS Sompleted’ the
The following printing reservation number is required Print Reservation Number” necessary for
when printing your certificate. Hi H H
Please keep it safe and be sure to bring it when printing. prlntlng IS reported by emall'

The issuance will expire seven days after your application. *This information is necessary for printing ata

Printing Reservation Destination: 7-Eleven convenience store. Please don't discard this email
Printing Reservation NUMber sxxskxxkixk until you Complete printing.
Certificate of Graduation.pdf Until 2016/04/06 E

Copyright © NTT WEST, Inc. All Rights Reserved. 35



n Printing of Certificates

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

I 4.3.2 Checking the User Number

*if you select FamilyMart or Lawson as the printing destination
(a) Check on the Website

Log in to the certificate issuance service
and click “Application list” from “Application
list” .

3 u ey Select printing destination -
§ 4 &3

LAMNG:English w

s @example.com
Current application list
Application list o
Issue certificate

Convenience store

Sending by post

Click the issuance number of the certificate
to check from the “Application list.”

The University

1"/

Cartificate Application llst

et mexample. com é} -

Application list (present)

Issuan Date
ce of Numb  Total
numbe Payme issuan Certifi erof amoun
r nt ce cate copies t 9
141 Unpaid 2016/0  Certific 1 300
330 ate of copies yen
Enroll
ment
140 Unpaid 2016/0  Certific 1 300
3/30 ate of copies yen
Enraoll
ment
134 Unpaid 2016/0  Certific 1 300
3/30 afe of copies yen
Enroll
ment
] Unpaid 2016
3/30 i yen
Enraoll
ment
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n Printin

g of Certificates

ﬂ e Uneerity  Application information
5

Issued information

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

on s recom O The Application Information Details screen

is displayed, where you can check the User
number under “Printing Information

Issued application 143 (network print SerVice)".

number *The user number is displayed when FamilyMart or
Pate of issuance 2016/03/30 Lawson is selected for the convenience store as
Printing “FamiyMart. FamilyMart the printing destination.

:.?;:::::: *If the payment processing is not complete, the

Payment information

Payment

user number is not displayed.

PayPal
method
Payment Complete
status

Print information (network print

User number R

Detailed information

student
File ID Certifica
name number te

Certificat == Certificat

e of e of Gra
Graduati duation
on_pdf

Total

service)

©

Deadlin
e

202212/
28

1copy 300 yen

(b) Check in Email

Email message

Your printing reservation has been completed. Your

issuance application number is 143.

With “Convenience store (FamilyMart,
Lawson) ” selected for the printing
destination, the “User Number” necessary for

The following printing reservation number is required printing is reported by email when the

when printing your certificate. i i

Please keep it safe and be sure to bring it when printing. payment processing IS Completed )

The issuance will expire seven days after your application.

Printing Reservation Destination: Lawson This information is necessary for printing ata
convenience store. Please don't discard this email

User Number FkKdkkkk

Certificate of Graduation.pdf Until

until you complete printing.

2016/04/06 E
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n Printing of Certificates

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

|4.4 How to Check the Designated Printing Destination

(a) Check on Website

Log in to the certificate issuance service
and click “Application list” from “Current
application list”.

o e U ty Select printing deatination {%} .
-

s @example.com LANG:English »

Cument application list

Application list o

Issue certificate

Convenience store

Sending by post

Click the issuance number of the certificate
to check from the “Application list”.

The University

1"/

Cartificate Application llst

et mexample. com é} -

Application list (present)

Issuan Date
ce of Numb  Total
numbe Payme issuan Certifi erof amoun
r nt ce cate copies t 9
141 Unpaid 2016/0  Certific 1 300
330 ate of copies yen
Enroll
ment
140 Unpaid 2016/0  Certific 1 300
3/30 ate of copies yen
Enraoll
ment
134 Unpaid 2016/0  Certific 1 300
3/30 afe of copies yen
Enroll
ment
] Unpaid 2016
3/30 i yen
Enraoll
ment
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n Printing of Certificates

Screen Images

g e L ¥ pplication information details

Issued information

Issued application number
Date of issuance

Printing reservation
destination

Payment information

Payment method

Payment status

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

sz @Gaxample.com {g}'

143

2018/03/30 9
@ T-Eleven

PayPal

Complete

= Detailed information
L
n o,
n a ' Printing
k o ' reservatio student ID
- . n number  number Certificate Deadline
" I'II'I . :!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!:_
el [ Certificate  2016/03/3 E
u
:: g : " of Enrollm 0 23:59:59 n
"
-
G e Total 1 copy
p=== Print information (network print service)
.
n
m TF | g 3 2 2 B B 2B B S SERSSERSSSSRSES.RRSSRESRESSHR:
we :
i3 o, n User number e "
w3 n )
on
"D, u ")
uo, T T T e T T T T it
=
n gl
u
W oo Detailed information
L LR R L RN
n 2: W o
'l g. student ID u The display
w i I i " varies
n b File name  number Certificate Deadline u .
- u depending
"
v Certificate  ***** Certificate  2016/03/3 " g'r‘intgﬁg
of of Enrolim 0 23:59:59 " destination.
Enrollment ent sEssssssss
pdf
Total 1 copy
p==n
g o
:f< S Information sent by post
PN [ R —
'I’la'_ Dy II__—___—___—___—___—___—___—___—___—___—__.II
:% g_: :: Processing status ::
n 5 L
:: lg: :: Postal mail request complete :-
“a=t " .

Copyright © NTT WEST, Inc. All Rights Reserved.

he on- i ction
w How to Operate

The Application Information Details screen is
displayed.

Check the selected printing destination displayed
for the Print reservation destination.

When “Print at a Convenience Store” is
selected:
Displays the selected convenience store name

When “Sending by Post” is selected:
Displays “Information sent by post”

The printing destination can be checked also
as follows:

For Seven-Eleven:
Under “Detailed information,” “Print reservation
number (8 digits)” is displayed.

For FamilyMart and Lawson:
Under “Printing Information (network print
service),” “User number (10 digits)” is displayed.

For “Sending by Post”:
Under “Information sent by post”, “Processing
status” is displayed.
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n Printing of Certificates

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

(b) Check in Email

Email message
< Seven-Eleven >

Your printing reservation has been completed.
Your issuance application number is 143.

The following printing reservation number is
required when printing your certificate.

Please keep it safe and be sure to bring it when
printing.

The issuance will expire seven days after your
application.

Printing Reservation Destination: 7-Eleven

Certificate of Graduation.pdf  Until 2016/04/06

< FamilyMart, Lawson >

Your printing reservation has been completed.
Your issuance application number is 143.

The following printing reservation number is
required when printing your certificate.

Please keep it safe and be sure to bring it when
printing.

The issuance will expire seven days after your

application. o
Printing Reservation Destination: Lawson

Certificate of Graduation.pdf Until 2016/04/06

< Sending by Post> 0

1 mail is completed. k

W Your issuance application number is 143. Please
u wait for the certificate to arrive. .@

The emergency contact you entered might be

contacted from us.
Certificate of Enrollment.pdf

Copyright © NTT WEST, Inc. All Rights Reserved.

The printing destination can be checked
from the email that is received after the
application for the certificate or the
payment processing is completed.

Note that the timing to send the email
notification depends on the selected
payment method.

When the payment processing is completed, the
print information is notified by email. The selected
convenience store name, "On-campus print number
(8 digits)" or "Certificate issuance reservation by mail
is completed" is displayed in the body of the email,
so confirm it.

The printing destination can be checked also
as follows:

For Seven-Eleven:
“Print reservation number (8 digits)” is displayed.

For FamilyMart and Lawson:
“User number (10 digits)” is displayed.

For “Sending by Post”:
The notification is displayed stating that

certificate issuance by postal mail has been reserved.
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E Switch Languages

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

I 5 . 1 Switch La ng uages operation, follow the on-screen instructions.
(a) Mail Address Setting Screen

ANG BFE | 0 Click the language selection pull-down to
switch languages.

W e University. X—JLF KL ABE

5

A=ILF LR
= AT BEL-A
{1+
p-q A—=JL7 FL-2R
0 FHEHR
ERREEBTBSEHIESV
- [HER] RS =l TE BEOANLTRE . i .
P s Click the language you want to display in
the pull-down.
LANG:O 458 e
...“'.. 2 L iversity A—=I7F |
LANG English
A—=IF FLR —
W AL ELZ
-3
M AT ELZR
Q EFEFH
VEEEEEaTBEEI<ESZW

- [E8R] RELERT L BEOA-NLFE

- i The screen switches in the language you
selected. Subsequent screens will be
9 displayed in the selected language.

& e Uavessiy Mail address setting

>

Mail address

PA] Mail address
Check

X Mail address
0 Note

!Be sure to read the Notes. E
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E Switch Languages

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

(b) Log In screen

Click the language selection pull-down to

FE v :
E | switch languages.
!,"'L university ZEEREDOT 1 >
A—=IT7 ELRA
- B
NKAD—F
& /=20
OJ-4>
Click the language you want to display in
the pull-down.
I=E55 vg
; BAE
W e University ZEEREOTA> [English__|
A—=ITF EFLA
= S
NKAD—F
& /=20

o>
(3] The screen switches in the language you
Engiish <] selected. Subsequent screens will be
} displayed in the selected language.
§ e unvesiy. Alumni login
mail address
Password
[
Login
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E Switch Languages

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

(c) Select Printing Destination screen

0 Click the language selection pull-down to
§revoenty DRLERIR (RS v B switch languages.
EORH B
AWEERT

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

(2]

s

§ e unversy FIRISEERIR | BAIE v|

‘
WO B Cngish

BE-E

&

IMEERT

The screen switches in the language you
selected. Subsequent screens will be
‘English v] displayed in the selected language.
Since the language selection pull-down
is displayed only on Log In and Select
Appiication fst Printing Destination screens, you need
to log out or come back to Select
Printing Destination screen in order to

switch languages.

W The University Select print destination

Current application list

Issue a certificate
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. Revision History

Edition Changes Details
8.6.0 2023.8.1 P2 Corrected due to a change in phone number.
The following items have been corrected.
8.6.0 2024.2.15 P13~P19 - 4.1 How to Print at a Convenience Store
11.4.0 2024.11.26 - Corrected due to version upgrade.
11.4.0 2025.4.11 P4,P9,P12,P30 Modifications due to integration into SBPS

Corrections due to the addition of convenience

11.4.0 2025.4.11 P13~P17 store payment institutions.

12.2.0 2025.11.18 General Updated to STEP12 version.

Copyright © NTT WEST, Inc. All Rights Reserved.
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