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ể

ể.ể Notes on Operation

System Requirements and Operation Confirmation Terminals

Inquiry about the System

ẊNTT West Call Center for Certificate Issuance Service (Japanese only)

2

Introduction

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 .

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

holidays

Reception 
hours

24 hours
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Application for CertificatesỄ

Ễ.ể How to Apply for a New Request

ể Click ¬Convenience storeṕ Ṗº from 
¬Issue certificate(s)ṕ Ṗ.º

Steps How to OperateScreen Images

(a) Printing at a Convenience Store

3

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

2-ẑ

Ễ

ễ

2

Click the ¬Proceedṕ Ṗºbutton.

ẑIf the print deadline is set for the selected 
certificate, the following screen will be 
displayed. If there is no problem, click "Yes".
ẑPlease pay and print within the printing 
deadline

3

Under ¬Select Certificate to Requestṕ
Ṗ,º select the number of copies of 

the certificate you want to request from the 
pull -down menu.

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

2-ẑ If the desired certificate is not shown under 
¬Certificate Types,º click ¬    º at the right end.

ể
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Ễ

4

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

Application for Certificates

Steps How to OperateScreen Images

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

*During maintenance, printing is unavailable at a 
convenience store.

8 Read the details and click the ¬Confirmṕ
Ṗº button.

7

8

Ệ

Select the desired payment method.

Ỉ Click the ¬Proceedṕ Ṗº button.

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.

ệ

ẐSupport the following payment methods
ḱPayPal
ḱConvenience store cash payment 

(FamilyMart, Lawson) ṕ ךּ
ṕ ṇ ḭ ṇ ṇ Ṗ)
ḱCredit card payment ṕ ṇ Ṗ
ḱConvenience store cash payment 

(Seven -Eleven)
( )ךּ ԃ )

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

4

Ỉ

ệ
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Ễ

5

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

Application for Certificates

Steps How to OperateScreen Images

For PayPal

10

*********

330

ị

9-ẑ

ị When the Request Confirmation screen is 
displayed, check the details and click the 
¬Applyṕ Ṗºbutton.

*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 ¬PayPal" is 
selected as the payment method.
If you select another payment method, each 
payment method will be displayed in 
"Payment method".

9-ẑ

10 When the Application Completed screen is 
displayed, click ¬OKºbutton.

*The display screen varies depending on the payment 
method.
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Ễ

ể Click ¬Postal Mailṕ Ṗº from ¬Issue 
certificate(s).º

2

Click the ¬Proceedṕ Ṗº button.

Steps How to Operate

3

Screen Images

Under ¬Select Certificate to Request,º select 
the member of copies of the certificate you 
want to request from the pull -down menu.

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

(b) By Postal Mail

2-ẑ If the desired certificate is not shown under 
¬Certificate Types,º click ¬    º at the right end.

Ễ

ễ

1

1

2-ẑ

6

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

Application for Certificates

ể
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Ễ

Steps How to OperateScreen Images

7

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

Application for Certificates

7

Ệ

ệ

Ệ

Enter the postal delivery details.

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

Delivery destination category ṕ Ṗ

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

Addressṕ Ṗ

Enter the delivery address.
*Be sure to enter the apartment name or other 
details, if any. 

Receiver s nameṕ Ṗ

Enter the name of the receiver.

Phone number ṕ Ṗ

Enter the receiver s phone number.

Enter emergency contact information.

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

Emergency contact ṕ Ṗ

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

Ỉ Enter a postal option.

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

Sealed up ṕ Ṗ

Select if you wish your mail sealed up .
*If you have a request, for example ¬multiple 
mails to be sealed up,º write the request in the 
¬Remarksº field.

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

Ỉ

7

ệ

Attached file ṕ Ṗ

You can attach files.
ẑPlease enter the details of the file in "Remarks" 
at the bottom.

Postal code ṕ Ṗ

Enter the delivery postal code.
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Ễ

Steps How to OperateScreen Images

8

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

Application for Certificates

8

9

Select a desired payment method.

Click the ¬Proceedṕ Ṗº button.

When the Request Confirmation screen 
is displayed, check the details and click 
the ¬Applyṕ Ṗº button.

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

10

*********

ẐSupport the following payment methods
ḱPayPalṕPayPalṖ
ḱConvenience store cash payment 

(FamilyMart, Lawson) ṕ ךּ
ṕ ṇ ḭ ṇ ṇ Ṗ)
ḱCredit card payment ṕ ṇ Ṗ
ḱConvenience store cash payment 

(Seven -Eleven)
( )ךּ ԃ )

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

8

9
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Ễ

9

ẑṡ ṇ Ṣ ︣Ḯ שּ Ḯךּאל

10-ẑ The screen image is when ¬PayPal" is selected as the 
payment method.
If you select another payment method, each 
payment method will be displayed in "Payment 
method".

10

For PayPal

11

11 When the Application Completed screen is 
displayed, click ¬OKº button.

*The display screen varies depending on the payment 
method.

10

10-ẑ You can download and check the file attached in   
from the ¬Downloadṕ ṇ Ṗº button of 
¬Attachmentṕ Ṗ".
ẑWhen downloaded, it may be different from the file name 
when uploaded

610-ẑ

10-ẑ

Steps How to OperateScreen Images
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Ễ

Ễ.Ễ How to Check Application Status

ể

ẁẁ

134

Ễ
330

330

330

330

1

1

1

1

10

Application for Certificates

Ễ

ể

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

Screen Images Steps How to Operate

To check the application status of the 
requested certificate, click ¬List of 
Applications ṕ Ṗº from ¬List of 
Current Applications ṕ Ṗ.º

Click the issuance number of the certificate 
you want to check from the ¬List of 
Applications (Current) ṕ ṕ
ṖṖ.º

ẑTotal amount () includes the fee for 
issuing certificates, system use and mailing (if 
you selected the mailing service)
*The screen image shows an example of the 
amount of money. See the actual screen to find 
the actual value.

ẌAvailable information to check
ḱDate of issue
ḱPrint reservation destination
ḱPayment method
ḱPayment status
ḱNumber required for printing
ḱThe attached file for mailing ... etc.
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Payment of feesễ

3.1 Method of payment

List of payment methods

11

Ẑ Convenience store cash payment ( FamilyMart , Lawson)

Available print destinations Ḳconvenience store, mail
Maximum payment amount Ḳ300,000 yen

Available print destinations Ḳconvenience store, mail
Maximum payment amount ḲNone

Ẑ PayPal *Required creating an account in advance

Available print destinations Ḳconvenience store, mail 
Maximum payment amount Ḳ300,000 yen

Ẑ Convenience store cash payment (Seven -Eleven)

Ẑ Credit card payment (Diners/JCB/AMEX/Visa/Master )

Available print destinations Ḳconvenience store , mail
Maximum payment amount ḲThe maximum payment amount depends on the conditions. Please 
contact each payment institution for details.
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Printing of CertificatesỆ

4.1 How to Print at a Convenience Store

ể

2

3

(a) At Seven -Eleven

ể

Ễ

Ệ Ệ

3

12

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

*If you forgot which convenience store you selected , see     ¬4.4 How to Check the Printing Destination.º

Screen Images Steps How to Operate

When you have an eight -digit print 
reservation number, select (touch) ¬Print
ṕ Ṗº on the top screen of the 
multi - functional copy machine in a Seven -
Eleven.

*If you forgot the eight -digit printing reservation 
number, see the following:
4.3.1 ¬Checking the Printing Reservation 

Numberº 

Enter the print reservation number.
*On the screen, ¬Print reservation Noṕ

Ṗ.º is shown.

Select (touch) ¬Net Printṕ Ṗ.º

Press the ¬Confirmṕ Ṗº button.
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Ệ

ệ

ỉ

ệ

ỉ

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

Screen Images Steps How to Operate

Confirm the printing settings.

*Color mode: Full color ºFull color ṕ ṇṖ¬/
Monochrome ºMonochrome ṕ Ṗ¬, etc.

Press the ¬Confirmṕ Ṗº 
button.

Put coins into the slot and press ¬Start Print
ṕ ṇ Ṗ.º The selected 
certificate will be printed.

*Keep the receipt for printing in a safe place. 



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

Ệ

ể

3

Ễ

Ệ

(b) At FamilyMart and Lawson

**********

3

Ệ

14

Printing of Certificates

ể

Ễ

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

Screen Images Steps How to Operate

When you have a 10 -digit user number, 
select (touch) ¬Print Serviceṕ ṇ
Ṗº on the top screen of the multi-

functional copy machine in FamilyMart or 
Lawson.

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

4.3.2 ¬Checking the User Numberº

Select (touch) ¬Network Printṕ ṇ
Ṗ.º

Enter the ¬user numberṕ ṇ ṇ Ṗº.

Press the ¬Nextṕ Ṗº button.



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

Ệ

ệ

Ỉ

_ .pdf
1

ỉ

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

Steps How to OperateScreen Images

Put coins into the slot and press ¬Start Print.
ṕ Ṗº The selected document 
will be printed.

*Keep the receipt for printing in a safe place. 

Confirm the print settings.

*Color mode: Full color ºFull color ṕ ṇṖ¬/
Monochrome ºMonochrome ṕ Ṗ¬, etc.
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Ệ

4.2 How to Check Postal Mail

ể

Ễ

4.2.1 Checking the Processing Status

16

Printing of Certificates

ể

Ễ

3

3

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

Steps How to OperateScreen Images

Log in to the certificate issuance service 
and click ¬List of Applicationsṕ Ṗº 
from the ¬List of Current Applicationsṕ

Ṗ.º

Click the issuance number of the certificate 
to check from the ¬List of Applications 
(Current Ṗṕ ṕ ṖṖ.º

*The applications displayed for the List of 
Applications (Current Ṗ are being processed 
by the university.

Check the ¬Processing statusṕ ṇ
Ṗº under ¬Postal Mail Informationṕ
Ṗ.º
¬Postal mail request completedṕ
Ṗº is displayed.

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

ể

Ễ

4.2.2 Checking the Status of Sent Mail

17

Printing of Certificates

ể

3

Ễ

3

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

Steps How to OperateScreen Images

Log in to the certificate issuance service 
and click ¬List of Applicationsṕ Ṗº 
from the ¬List of Current Applicationsṕ

Ṗ.º 

Click the issuance number of the certificate 
to check from the ¬List of Applications(Past)
ṕ ṕ ṖṖ.º

*The applications displayed for the List of 
Applications ṕ Ṗ (Past) have been 
processed by the university.

Check the ¬Processing statusṕ ṇ
Ṗº under ¬Postal Mail Informationṕ
Ṗ.º
You will see ¬Certificate Sentṕ
Ṗº and the time the university has 

completed mailing.

*The email will be sent to the registered 
email address once the university has 
completed mailing.

The certificate will be delivered in a few 
days to the address specified when 
application was made. The process will be 
completed once you receive the certificate.
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Ệ

4.3 How to Check the Printing Information

ể

Ễ

4.3.1 Checking the Print Reservation Number

(a) Check via Website

18

Printing of Certificates

134

Ễ
330

330

330

1

1

1

2020/
05/28

ể

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

*When selecting Seven -Eleven as the printing destination 

Steps How to OperateScreen Images

Click the issuance number of the certificate 
to check from the ¬List of Applications 
(Current) ṕ ṕ ṖṖ.º

Log in to the certificate issuance service 
and click ¬List of Applicationsṕ Ṗº 
from the ¬List of Current Applicationsṕ

Ṗ.º 
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Printing of Certificates

ễ

ể

(b) Check via Email

Email Message

ễ

143

***** *****

143 ︣Ḯ

********      

ể

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

Steps How to OperateScreen Images

Steps How to OperateScreen Images

The Application Information Details screen 
is displayed, where you can check the 
Printing reservation number under ¬Details
ṕ Ṗ.º

*The print reservation number is displayed when 
Seven -Eleven is selected as the convenience 
store as the printing destination.
*If the payment processing hasn t been completed, 

the print reservation number is not displayed.

With ¬Convenience store (Seven-Eleven)ṕ
Ṗº selected for the printing 

destination, when the payment processing is 
completed, the ¬Print reservation number
ṕ Ṗº necessary for printing is 
reported by email.

*This information is necessary for printing at a 
convenience store. Keep it safe in the email body 
text or other locations.


