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1.0utline

What is the web system?

Web System for Students and Faculty enables you to make Applications over the websight.
You can access from any PCs connected to campus internal-LAN or to Internet at your home.

You also can refer to the Courses you have registered and look up grades.

4 (Big) Features;

1. You can register anytime during the Application Period (except the maintenance time/period.)
2 Courses will be checked at the time of register and you can correct if need

3. You can add or/and change Courses as much as you wish before you register.
4

In addition to Registration, you can refer to registered Courses and look up grades anytime.
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2-1.General

1) PCs you can access to the Web System
®Any PCs connected to Campus internal LAN

®PCs connected to Internet at your home

2) Browser

®You have to use the browser which enables you to browse through SSL
2 SSL is the protocol for safe connection to internet, which can code information
Recommended browser: Microsoft Internet Explorer 6/7. Mozilla Firefox(above 2). Apple
Safari(above 3)

®Do not memorize your password whenever you were asked to by security reason

®You cannot log in from Cellular phone

3) Tokyo Tech Infrastructure Use Agreement

Refer to below:

[Guidelines for Information Ethics and Security http://www.titech.ac.jp/rinri/]

4) Application Period/Grade Release

@ Schedule will be notified through bulletin board or during the class

5) News from the Web System for Students and Faculty
Important notice will be updated in the News.
You may also receive important notice by Email.

Please pay close attention to both.

6) Restriction

®|f PC is not operated for more than 15 minutes, you will automatically LOG OUT.
(Log in again to continue.)

®Please try later if you cannot connect to the Web System for Students and Faculty due to access
concentration.

®Use return button on the page you are looking at. Return button of the browser may not work
correctly.

®\Website is not available during;
Maintenance and Backup(2:00am-5:00am every day)



2-2 Application

1) Save(Temporary)

®Data will be eliminated if not operated for more than 15 minutes.
Do not forget to Save every time you refer to the other page.

2) Registration

®Registration can only be made once.
Note that no changes are allowed after the Registration.

3) Leave of Absence

®May log in, but cannot make application and registration.
News will be updated at all times

4) No Courses to Register

®Registration is necessary.
Please register without selecting Course.

5) Undergrauate School student registering Graduate School Course

@You can register up to 2 graduate school courses while you are permitted to study for bachelor
thesis. For more information, refer P15 “6-1-3. Select Graduate School Course”.

6) Graduate School Students

®Please consult carefully with your Academic Advisor before you register.
Courses without approval may be cancelled.



3.Schedule

Annula schedule

The main annual schedule for the Web System is below.

The precise schedule will be informed by the course time table at the biginning of the semester. At
the same time, it will be posted on “News” of the Web System.

1) Course Registration (in Application Period)
Register your course until the second class of 1st QTR and 3rd QTR.
Application Period will be set by every semester, you can check it by the
Timetable.
Ref. Application Period of 2016 spring semester is as follows.
From April 5 to April 22

2) Course addition (in Correction Period)
To add a course, acquire approval from your teacher and Student Division.
You can add a course until the 5th class of each QTR.
Ref. Correction Period for addition of 2016 spring semester is as follows.
1stQTR) From April 25 to May 13
2ndQTR) From Junel3to July 18

3) Course cancellation (in Correction Period)
You can cancel a course by the Web System until 3rd class of each QTR, it is
automatically approved. (You can cancel Intensive Course until last class.)
To cancel Intensive Course out of Correction Period, acquire approval from
your teacher and Student Division.
Ref. Correction Period for cancellation of 2016 spring semester is as follows.
1stQTR) From April 25 to April 29
2ndQTR) From June 13 to July 4

4) Acquired Credits and Grades
You can check your acquired Credits by semester, and your Grades by QTR.
Ref. You can check your 1st QTR Grades by the Web System after 1st QTR,
but you can get Grades Certificate of 1st QTR after 2nd QTR.



4.Log In

(1) Log in Tokyo Tech Portal

Refer to;

Tokyo Tech Portal
http://portal.titech.ac.jp/

Operation Guide
http://portal.titech.ac.jp/ezguide/index.html

(2) Web System for Students and Faculty

After you log in Tokyo Tech Portal, Click Web
System for Student and Faculty .

Top page will appear

Tokyo Tech Portal

About Portal Online Guides Support

Agreements on Tokyo Tech Information and
Communication Infrastructure

On the use of Tokyo Tech Information infrastrucrure, | will obey "the Tokyo Tech
Security Paolicy & the Tokyo Tech Infarmation Ethics Policy” given in Guidelines
far Information Ethics and Security (pdf), the Guideline for the Tokyo Tech
Information Infrastructure Use and Dealing with Communication Records.

The undersigned hereby agrees and acknowledges:

Aerea(PKI Auth.) |IC card authentication
Aeree(Matrix Auth ) |Matri}{code and passwaord authentication

IGuideIine for the Tokyo Tech Information Infrastructure Use

Those who violate the following regulation, will be temporarily suspended from
using Tokyo Tech Information Inflostructure. The countermeasure against the
violation will be finalized by the Tokyo Tech Infarmation Ethics Committee

pEsEezT, /okyoTech Portal

sttt of Technology

http://portal.titech.ac.jp
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http://portal.titech.ac.jp/

News

Important notices from the Student Division will be updated.

(1)News

@ News will appear on the Top page

*News will appear in most up to date order and
will be automatically deleted after the set period.

BBWIATA,




6.Under Graduate School-Application

The flow for registration course of under graduate student

Some require a Document in addition to the Web System operation

[ web System Operation

C]Web System Operation
and/plus a Document

(___JNo Web System Operation

You can not go on to Registration
unless approval is acquired.

You can not go on to Registration
with Errors.

Changes are not allowed after
Registration even within the
Application Period.

No Registration after Application
Period.
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6.Undergraduate School-Application

6-1. Select Course

o 6-1-1. Select Course from Timetable
You can select Course from Timetable and Courses ( Here is how you select course from timetable)

(1)Display Timetable

@ Click (FROM) TIMETABLE

Pegistration Links
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& 6-1-1. Select Course from Timetable

(2) Add Course e
Add Course to the Timetable - e 3
@ Click ADD of the period you wish to add and
display search screen <]
@ Tick the course, click ADD and the Course

will appear on the Timetable

*You may DELETE and ADD for the Course
offered period.

£ Lt e Pt Coain lesw lenben
Ta

About [@. O. *. <O, @, . ]

Each Symbols are attached to
special courses, depending on the
average study process of the
department.

et

a4 \_ B

Simple Way

Enter a Course Number you wish to
Register. e
Course title will appear by entering
TAB key.

Click ADD.

Completed!

J

10



& 6-1-1. Select Course from Timetable

=) [ES——
(3)Delete Course b s e — T
Delete Courses from Timetable you added by o 2 ;
mistake. L e R

@ Click DELETE
(You will be able to ADD for the period.)

4 )

Il Your data will be eliminated if you fail to SAVE(TEMPORARY).

Do not forget to SAVE before you refer to every other page.
Refer to P.17 6-2 Save (Temporary) for details.

- J
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6-1. Select Course

@ 6-1-2. Select from Courses

(1)Display List of Courses

@ Click (FROM) COURSES of the Registration
screen.

% You can switch the “List of Acquired Credit” to :

display or nondisplay.

Wb st
RETEn, you hve o S the repsUton
for moe fhan 15 min. et wil be elminated uniess T's sned

Turification
Aftar you have complted antarng course data, 8 autteatic eeor check il aocor

Erme Check Statis
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@ 6-1-2. Select from Courses

(2) Add Course

@ Click SEARCH
@ Select Course
@ Click ADD after you tick the Course.

@ Course will be added to the list.

About [©. O. *. <. @, f&H, 1]

Each Symbols are attached to
special courses, depending on the
average study process of the
department.

4 )

Enter a Course Number you wish to
Register.

Course title will appear by entering
TAB key.

Click ADD.

Completed!

Simple Way

J
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@ 6-1-2. Select from Courses

(3) Delete Course
Delete Course from the list you added
by mistake.

@ Click DELETE

I Grmadusta Benoal
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Il Your data will be eliminated if you fail to SAVE(TEMPORARY).

Do not forget to SAVE before you refer to every other page.
Refer to P.17 6-2 Save (Temporary) for details.
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6-1. Select Course

o 6-1-3. Select Graduate School Course

Graduation Thesis authorized students may register during the (authorized) period up to 2 Courses.

(1)Select Graduate School Course

@ Click SELECT GRADUATE SCHOOL
COURSE from register course screen.

@ Select (Graduate School) screen will appear.
® Tick the Course and click ADD.

@ Course will appear on the register course
screen.

[Check =1 -
E=EETT
4 l1Attention/Note!! ) | 2l |
Approval is required to e "
register Graduate School o - - o -
Courses. i - -
Refer to P.20 Acquiring Approval for

= ) = |

15



o 6-1-3. Select Graduate School Course

(2) Delete Course =
Delete Course you added by mistake. il

@ Click DELETE and Course will be deleted. -

10 i A

Gourses
Toeall Comdit A Cowee

I Your data will be eliminated if you fail to SAVE(TEMPORARY)!!

Do not forget to SAVE before you refer to every other page.
Refer to P.17 6-2 Save (Temporary) for more details.

16



6-2.Save (Temporary)

If you are discontinuing your work, be sure to Save and Log Out.

Note that your data will eliminate if you fail.

(1)Save (Temporary) Courses
Check is not done at this time.

@ Click SAVE (Temporary) on the Register
Course screen.

@ Course will be saved temporary.

-

Save (Temporary) do not
mean/is not equal to
Registration.

ITAttention/Note!! \

Refer to P.18 6-3 Registration for more

\details. /

Uindergraduste Gourse Slstust Temenrary Save £A10/2000 40828 FM TEMPORARY SAVE complind

15akect Course ™ 2.Check ¥ 3verdication % 4 Reqistration completed
Biseiect rom Timetable | ElSeiect from Go Hsee = chi
i@
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Saw the mgstration situation
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IIverification
Aftar you have completed entering course dats, an sutormatic ermor check will ccour,

Errur Cheuck Status
Mot Checked Vet Unchackad status or the status In which you hae sdded (or aiminated) couses

O to Ragiter Fegistration can be completed
% tn Regster (awalting appmyall | Registration can be complated, bt yau must 350 submE an acormaal form

O 1o Register (speroval reguined) | You can complete negistration, but vou reed 1 scouine sooroval

Awalting Appro ol Fnghtration cannat e complted untll you fIf aut an seeroual form
Acmire Apomal Feghstration cannat be completed until you submit an approved farm o the Studert Division
Unatio 1o Registor Rogistration cannat be complted untll you vy aror contont and allminate mistakes

After canducting an atomatic check for aman, mgstration can e compietad
Changes cannol e made after registration & complebed
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6-3. Registration

You cannot go on to Registration with Errors

()Verify
Courses will be checked

@ Click VERIFY on the register courses screen

(@Check Result screen will appear (after save
and checking)

B No Errors-Go on to Registration by clicking
REGISTER

M Errors-Review and correct
Refer to P.9 6-1 Select Course and P.20 6-4
Acquiring Approval for more details.

% You can open the page for each approval
application form by clicking

4 N

ITAttention!!

You cannot go on to
Registration with Error.

Review the result, correct and try
again.

o /

1 Saec) Course | 20hach F DVerilication [ 4 Regintratien eonpiiad
o wk | Bzek ]
e
s B 16 20 the e gitration
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6-3. Registration

(2)Registration

@ Click REGISTER/REGISTRATION after you

verify the Courses.

@ You will receive E-mail after you complete your

Registration.

I'Notel!

No changes are allowed

after Registration even

within the Application
Period.
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6-4. Acquiring Approval

Acquire Approval (Seal) from Instructor and the Student Division for Approval Required Courses.

B How to apply
(DPrint out the Form and submit to the Student Division after you receive Instructor’'s Approval (Seal).

@You will receive E-mail from the Student Division.
(@Register
@Completed

B Approval Required Courses

» Duplicate Courses (One of the 2 duplicated courses on the time table have to be the reapplied course (except
Humanities and International communication courses)

» Graduate School Courses. (Graduation Thesis Research approved students, up to 2 courses.)

» Experiments and Practice Courses / You have to be approved by both of your Department(Rui) Chief and the
Department Chief of the Experiments and Practice Courses

¥ Repeater only

() Print (Out)
@ Click ACQUIRE APPROVAL on the menu.
@ Click DISPLAY and Form will appear.

@ Print out and confirm that status is WAITING
APPROVAL.

1/1 [ ®® B3% | o (]| sz
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6-4. Acquiring Approval

(2) Acquiring Approval from the
Instructor and the Student Division

@ Submit the Form to the Student Division
after you receive Instructor’'s Approval (Seal).

@ You will receive E-mail from the Student
Division

® Confirm that status is APPROVED

*Not Approved Courses cannot be registered.
Reason ay be one of the follows.

» Conditions not met

» Form is incomplete

» Did not submit the Form within the
Application Period.

(3) Registration
Approved Courses can be registered

@ Refer to P.18 6-3 Registration how to
complete your Registration.

/ ITAttention!! \

Approval acquired do not
mean/is not equal to
Registration.

Once you receive Approval of the
Course, do not to forget/fail to complete

your Registration.

Qafer to P.18 6-3 Registration /
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6-5. Refer to Registered Courses

S 6-5-1. By the Timetable

You can refer to Registered Courses by the Timetable

(1)Refer to Registered Courses by the

Timetable

@ Click FROM TIMETABLE on the menu.

@ You can PRINT if necessary.

1 Sakect Gourse % 2.0hack

Undergraduste Gourse Glstuss Tomenrary

¥ duerdication

BRseiect vom Timetatie | ESeiect om C

Save Graduate Gourse Statuss Tenparary Sam

* 4 Pegatraion conpleted

Gourse Lt | Elseect

fraduste Schoof course

I Temporary Suwe
Saw the mgstration situation

I verification

Errur Check Status

Mot Checked Vet

O to Regater

O to Regstar (awalting appmal)
O i Register (spproval reouind?
Awalting Apprmoval

Aoguire Aporovel

LUnatio to Registor

If you stop your merstion, wou hive to seve the registaton
0 rat agerated for mare than 15 min, data will be eliminsted unkss s saved)

Sewch from Gourse Mumber [ Deplay Coures 34 Gur

@

Aftar you have complted emtering course cats, an sulamEtic ermar check will pecur

Unchackad status or the status In which wou have added (or atminated) courses
Registration can be complted

RegiETATon Can be COmpkGed, DUt U MUST &S0 Subms an Aol form

'fou can complete negistration, but you reed 1 scouine sooroval

Rngistrtion cannat by comploted untll you fIf out an approwal form

Fegistration cannat be completed wtil you submit an spcravel farm 1o the Studert Divison

Fegistration cannat be completed wntll you vorify oror content and eliminate mistaéos

Aftar conducting a0 automatic check for armrs, mgstration can be completed
Changes cannol e made after registration & complebed

et

Refer to the Registered Courses menu will appear after Registration
or after Application Period.
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6-5. Refer to Registered Courses

o 6-5-2.By the List

You can refer to Registered Courses by the List.

(1)Refer to Registered Courses by the

List
@ Click (FROM) COURSES on the Menu.
@ You can print out by clicking PRINT.

¥ You can switch the “List of Acquired Credit”
to display or nondisplay.

- RBWeLY AT L

“@“
-—————
ewmrlan Liow O
[ Urrpracuas
[
equd | Fussited . legurnd | Fupe
Crwn Clanic ion ik [ Gourse Olmsdeilon Cradiy 42
e
e a
8
s =0
O e |
AN
...... e

Coatow Myms

Cinde ol i Semerte

S RLALTE

Refer to the Registered Courses menu will appear after Registration
or after Application Period.
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6-6. Check Result

(1)Check Result
Display (previous/latest) Check Result

@ Click Result of previous Check Result
on the menu.

@ Result will appear in a separate window.

[ e [ v e Pt o e Cosatm | mewis  [oes [
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6-7.Course Addition

You can add Course after the Application Period if you wish.
Approval (Seal) is required by Instructor and the Student Division.

HThe process flow for Course Addition

DSelect the Course you wish to add and print out the Form
(@Receive Approval (Seal) from Instructor

@Submit the Form to the Student Division

@Receive E-mail from the Student Division

®Completed

T wEWeb AT

(1)Display Course Addition screen

(DClick Course Addition on the Menu

im0 Aditi
Select nderputinte Coure

Yot i bln

Course Addition menu will appear during the Application
Confirmation (Correction) Period.
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6-7.Course Addition

(2) Select Course

(D Click SELECT-UNDERGRADUATE on the
Course Addition screen

@ Click SEARCH on the Select Course screen

® Click SELECT

@ Added Course will appear on the screen
Confirm that status is WAITING APPROVAL
If status is UNREPORTED or WAITING
APPROVAL, you may delete the Course.

*Added Course will be automatically saved.

*Refer to P.28 (5) Delete Course for more details.
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6-7.Course Addition

(3) Print Out

@ Click DISPLAY and you will find the Form

® Print out

Jcou
@ Confirm that status is WAITING APPROVAL |

kot Sehanl
M;&-.Jar«: | Undermatunts Sehel | Fundumemis Mne rogam | hismaies ™ | 1 feten 138 | M'i
=5 A 8 1/1 | ®® 0% = =
E L A x i
B0 H o BF TR

FHE B

L, 2008 &M T, PERAOMBERE I LIILY,

TR REEH A 2 R L

ik, zo wELETOT, BmRELFTLT S
EREES 1%
A5 I0 7 T B
HEE Y BERAE ERELHA & B
588 T AU AR 1
BER

o Clossiiion | Olmis Dava/Pornss | Courm Wombes |Custim Tl | bwwscss  Crodd | plcab Semenir | Cuncal

L ! I —i

I [P —
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6-7.Course Addition

(4) Acquiring Approval (Seal) from
Instructor and the Student Division

After you receive Approval (Seal) from Instructor,
submit the Form to the Student Division.

@ Receive Approval( Seal) from Instructor and
submit the Form to the Student Division

@ After you submit the Form to the Student
Division, you will receive E-mail

@ Confirm that status is Approved on the
Acquiring Approval Screen.

*NOT APPROVED Courses cannot be added.

(5)Delete/Cancel Course
Delete Course you have added by mistake

@ You can delete Course if status is
UNREPORTED or NOT APPROVED

I'Note!!
APPROVED or NOT APPROVED
Courses cannot be deleted.
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7.Undergraduate School-Look Up Grades

7-1. Look Up Grades

(1)Display Grades

@ Click GRADES LIST

= Refer to “Study Guide” for the meaning of the | aw
symbols like “©. O. %*. <. @ whichis marked |;° =
to “the other special field courses.”

FFogunion Lnis

B e
Duetarorass  Dousa by Smsater |
| Acquived Treds.
| o Ceursas Fpackal Caursec
Carss Gasiifettion Pt Ay Baniza/Brsdkim
Gt e
B0 e v | Ouae
0y
w20 |60 | 6 04 wl e
[
k Mo minofe ofw | e
ks ontiusa Sclshes £
w oo efeole | e
o
w w| ofv ofw of w
w
o e w080 |6 ojw  w| b
[}
. ™ 10 v capza L apoaaticn ozaasch
dcdred
Courea Gazzi
o Caszihcation s
[
(| Actrag croses Computar b £
i s Ervircnmonial Eration b
o
ts bt 0
eudation Trucls [
o
o
Subtotal 1
Deplicas Carca T, et G G Ssptros ThadForton
via L2 vih v
eroctionts Opare 24 BT s Sy
Hishory are hacels chink 20 0T it Samsitar
[ERE— 2 TSPy Somsatsr
~aparazs Cuuss 24 TSP Somsatsr
Wi Faveloay 200 POTSpira Semsatar
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7-2. Look Up Grade by the Acquired Semester

(1)Display Grades by Acquired
Semester

@ Click LIST OF GRADES BY ACQUIRED
SEMESTER

@ If you want to refer to the past acquired
Grades, select semester from the right top and
click DISPLAY.

DtistofGrates | [Grsces bySemester

i@ Pt

2008 Autumn Semester

e — — — — — ——
T~ RebrtoTnissemste itz Senester [205 Ao Semetr ] 0P
1

Applicable Course Title Instructor Credit Grades ime /Period
Yia Yk Yik Ik
Gontemporsryy ic end Tachnoloey 14 2008 Autumn Samester
DTop ofthispase
Appicble Course Tile Instructor Credit Graes Acquired Tme/Pericd
via Yia Yia Yia
Engish § 0 2008 Autumn Semester
BTop ofthiz pase
Applicable Course Title Instructor Credit Grades Asquired Time /Perind
Yia via via Yia
O Conerete Technolory 200 2003 Autumn Semester
dvnced English Communication or Engineers 1 2008 Autumn Semester
Bop ofthis page
Applicable Course Title Instructor Credit Grades Aoquired Time /Perind
via Yia Yia Yia
@ Laboratary Works in 8 tructurslMech enics -0 2008 Autumn Semester
@ LaboratoryWorks in Hyrauics -0 2008 Autumn Semester
O Conputersend Applied Programming 101 2008 Autumn Semester
Topics on NationalLand Deve lpment 240 2003 Autumn Semester
Utk Pianning 2400 2003 Autumn Semester
Eaa 200 Autumn Semester
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8.Graduate School-Application

The flow for registration course of graduate student

Some require a Document in addition to the Web System operation

([ ]Web System Operation ~[ Select Course }

C]Web System Operation In the case
and/plus a Document that you do not
need to apply v

. any courses
(___JNo Web System Operation f v (TaiTEET)

[

©

1 =2

You can not go on to Registration Q

b [, 9 9 [Review (Check)ResuItsJ— g

o

>

No Errors U

L D

Changes are not allowed after —}

Registration even within the Register Col
Application Period.

\ 4
Submit Course
Administration Form

if necessary
\ 4
No Application nor Registration .
after the Application Period. Finalized
i Any
Please consult carefully withyour % ‘Addition/Cancellation
Academic Advisor before you register. ,/’ ) I

AY

Note that Courses without Approval

may be cancelled.

Addition/Cancellation
Request

A 4

[ Finalized }

O
o
=
=
9%
O
=N
o
>
o
)
=
o
o




8.Graduate School-Application

Graduate School Dual Degree Students

Those who have more than one Student ID
number need to select as below.

Student ID Mumber Change

How to change Student ID number 3 |
(MClick CHANGE on the left side of the menu.
@sSelect Student ID number and click CHANGE.
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8.Graduate School-Application

8-1.Select Course

& 8-1-1.Select Course from Timetable

TOKYD TECH

(1)Display Select Course screen

@ Click (FROM) TIMETABLE

Registration Links

[ T

RO Peter o dsten

Uniteprwbiste Course $labus? Tomporary Suve Grwbiate Cowese $labus: Temporary Sum A/I0/T008 112100 AM TEMPORARTE AVE siompla el

| Selack oorns. £Onack 3 artcaton 4 Rupiration comgletad

ERsoset vom Timanitis | [ 5eict #om Coursa List

28 vt
I Temparary Save

Sawe the mgstration stuation

If you stop your permtian, you have to save the registration

{f rot cpersted for mare than 18 min, dsta will be eliminated unless it's saved)

Il Varification

After you hine completed entering counse data, an automatic error ch

Error Check Status

Mot Checled Yet Unche ched status or the status in which you bave scded {or elminated) courses

QK to Register Fegistration can be completed
Unabie to Rogster Fegistration cannot b completed until you wrify error content and elminate mistakes.

After conducting an sutomatic check for errors, registretion can be completed
Changes cannot be made after registration i completad

Suwch #om Courss Hembar [ Dbiey Cowie i |

[ Tos W o [ fwr

900
]

a5
1030
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& 8-1-1.Select Course from Timetable

(2) Add Course

@ Select a Course you wish to register and
click ADD.
Added Course will appear on the Timetable.

*You can DELETE and ADD for the Course
offered period.

*If you with to register Undergraduate School
Course, click ADD from the Undergraduate
School Course below the Graduate School.

Uniesarwbiste Course Slabus? Tasgorary Suve Grwbiste Covese Slabust Te A/I0/T008 112100 AM TEMPORARYEAVE somple

| Salac Cosrns. £ Otack b8 Varidcason

EXGonsnvom Tmaniie | [5enst vom Gourse Litt

ax

I Temparary Save

Sawe the mgstration sftuation

If you stop your poeration, you have to save the registration

{If nat operated for mare than 15 min, dsta will be eliminated unless it's saved}

Il verification
After you hane completed entering courss data, an automatic error chirck will occur
Error Check Status
Mot Cheched Yet Uncheched status or the status in which you have sdded {or elminsted) courses
QK to Register

Unabie to Regster

Fegistration can be compheted
Registration cannot be completed until you verify eror content and eliminate mistakes.

After conducting an automatic check for errors, registration can be compieted
Changes cannot be made after registration is completed

o * wad Tay i swt
1 add ™ add ™ i ] ™
w00
]
t A b A4 b b
(2
10390
3 as st aay 2 aay 2

4 )

Enter a Course Number you wish to
register.

Course title will appear by entering
TAB key.

Click ADD.

Completed!

Simple Way

e e 1

J
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& 8-1-1.Select Course from Timetable

[Gamiinrm | T - |
(3)Delete Course et ) )
Delete Courses you added by mistake. : — .
@ Click DELETE
(You will be able to ADD by the period.) > E
4 . - . . )
Il Your data will be eliminated if you fail to SAVE(TEMPORARY).
Do not forget to SAVE before you refer to every other page.
Refer to P.39 8-2 Save (Temporary) for details.
/

.
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8-1.Select Course

& 8-1-2. Select Course

(1)Display Select Course screen

@ Click (FROM) Course List

Student
[

[- e =

Registration Links

[ T

RO Peter o 8 st § Bttt Cnrin s teation it

D T —
[ T

Undarpraduste Gourss Sishups Tamporary Save. Oraduste Goarra Sabusi Temporsry Svm A/ROIE00S 45350 P TEMPORARY § AVE completes

| Saleot Courss — 1oaack —— 3Vesidosien B 4 Reguieation compinind

o Tratisis | et tem D%u Lt

) Frint

I Temporary Suve

Sme the mgstration situstion

If you stop your poeration, you hawe to save the registration

{If not operated for mare than 15 min, data wil be eliminated unless it's saved}

I veritication
After you have complated antering coursa data, an automatic ermor chack will accur

Error Check Status

Mot Chackad Yat Unchacked status or tha status In which you have addad {or aliminsted) courses.

CIK, to Rirgsstir Rigistration ¢

y completied

Unable to Regster Registration cannot be completed until you verify error content and eliminate mistakes.

After conducting an autamatic chack for eroms, mgistration can be completad
Changes cannat be madz aftar registration i complatad

Fonseit o sy O R un
(oo coes | B Sy
Suarch tom Oourse phmbar [ Depley Dowman | 0 |

[ Brwhite Benout Couring
12040 Cradt

B agpatin

I Underernsunts Courses
Teta 10 Cram |

Bt Apphoatis
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& 8-1-2. Select Course

1 Snlnat Coare P Fonark B 3vardeaton b 4 Rapatration comgleied

(2) ADD Course e [

HE) Frin
I Temporary Save
. Save the mgistration situstion
@ Cl ICk SEARCH If you stop your poerstion, you have to save the registration
{f nat operated for mare than 15 min, data will be eliminated unkess k's saved)
B r H W verification
@ Specify condition and click SEARCH e e e i o
Error Gheck Status
i . ) Mot Chacked Yt | Unchacked status or the status In which you e added (or eliminated) courses
@ Tick the Course you wish to register and o g Leueiin daie e
Cl ick ADD Unabie o R gister Registration cannot be completed until you verify emor contert and eliminate mistakes

After corducting an automatis check far armors, mgistration can be complated
Changes cannot be mads after registration ks comgleted

@ Course will be added to the registration
screen ' AT |

| U dererasunte Gosrses

*|f you with to register Undergraduate School o

Course, click ADD on the Undergraduate School
Course

Check

Check

Paters

4 )

Simple Way

Enter a Course Number you wish to
register.

Course title will appear by entering
TAB key.

Click ADD.

Completed!

J
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& 8-1-2. Select Course

(3) Delete Course
Delete Courses you added by a mistake

@ Click DELETE

I Temparary Save

If you stop your g

Iverification

Error Check Status
Mot Chackad ‘et
OK ta Register

Save the mgstmtion situation

UF rot opersted for more than 15 min, data will be eliminated unkess it's saved)

Aftar you have completad entaring courss data, an sutomatic ermor check will aceur.

‘Unable to Register  ©F

After corducting an automatic check
Changes cannot be mede after registration is completed

you have to save the registration

Unchecked status or the status in which you hewe added {or sliminated! courses

compistad until you warify ermr content and eliminate mistakes

. mgstration can be comploted

ly

MMMMMM Cimarin Chursibaatinn | Coudl | Mialas | Simria ddinilestan Foum | Dabela

|

Othar dapartmart | £eie

-

-

Il Your data will be eliminated if you fail to SAVE(TEMPORARY)!!

Do not forget to SAVE before you refer to every other page.
Refer to P.39 8-2 Save (Temporary) for details.

~
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8-2.Save (Temporary)

(1)Save (Temporary) Courses you
wish to Register.
Error check is not done at this time.

@ Click SAVE (temporary) on the Select course
screen.

@ Course will be saved temporary (Error check
is not done at this time).

4 )

I'Note!!

SAVE(TEMPORARY) does
not mean RESIGTRATION

Refer to P.46 8-4.Registration to
complete your Registration.

)

Undararwhisths Civrsn Slabus Torgiray Bare Grwbiwle Civrsn Slabust Tempirury Sare /1072008 112100 AM TEMPORARYEAVE congleled

| Salact Ooume —| fOback B dWeridcsson B 4 Rugiration conpleted

G et vom Timaninin | [5enct ¥om Goursa Lint

I Temparary Sa
Save the mgstratk
If you stop your po you have to save the registration

{If not opersted for mare than 15 min, data wil be eliminated unless it's saved )

Il verification

After you have compietied entering counse data, an autoratic error chirck will occur

Error Check Status

Mot Checked Yet Uncheched status or the status in which you have sdded {or eliminated) courses
QK to Regiter Fe,

Ureabie bo Flegister FRegistration cannot be completed until you werify error content and elimingte mistakes.

After conducting an automstic check for errors, registration can be compigted
Changes cannot be made after rgistration is completad

200
—545

(2
Rdlel
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8-3.Acquiring Approval

You should either REGISTER or SAVE (Temporary) the Course in advance
except for Course Administration Form No.2 and No.13.

EHow to Apply

(DDisplay the Form and print out

(@Receive Approval (Seal) from the Instructor (except Form No.8)
@Submit the Form to the Student Division

@Receive E-mail from the Student Division

®Completed

H Course Administration Forms

» Course Administration Form No.2
A request to change your Program or Academic Year

» Course Administration Form No.6
A request to include Credits of the other Department to your Department

» Course Administration Form No.7
A request to include acquired Credits of the Undergraduate School to your Credit to complete the Master’s
Course

» Course Administration Form No.8
A request to approve as a Graduate School Course

» Course Administration Form No.13
A request to have acquired FUKUSENMON Credits approved

(1)Display Course Administration TaKyD TecH
Form :

BHWeb 271

@ Click Submitting Course Administration
Forms on the menu screen.
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8-3.Acquiring Approval

<Course Administration Form No. 6,7 and 8>
*For Form No.2 and No.13,refer toP.44 4-2 Print out (the Form) for Form

(2) Select Course

@ Click SELECT COURSE

@ Click SELECT

® Course will appear on the Acquiring

Approvals screen.
Confirm that Course’s status is UNREPORTED.
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8-3.Acquiring Approval

(3)Delete Course
Delete Courses you have selected by a mistake.

(D Click DELETE. Status should be either
UNREPORTED or WAITING APPROVAL.
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8-3.Acquiring Approval

(4-1) Print Out (the Form)

<Course Administration Form No.6,7 and 8>
@ Click DISPLAY of the Course you have
added.

® Print Out the Form

@ Confirm that status is WAITING APPROVAL.

4 other deparimanty
L Ll L e R

o o et it Swent
" 100 T
a3 Mt G et e W Sowrin 50evd B
= B8 5 1 @@ ww - o %
MEBRES S
urse Adsinistration Form No. 6
FRTH5HLOBRERAEL TOHTH
A Request for a permission to apply other Department’s acauired credit
a5 @ part of my Departmer edit
Pl ®£ A 8
Date yy-sm-dd)
HARRE R
To the Dean,
AFEE
Year of Aduission
WEH
iraduate School of
¥ X
D
aal
TROIWADRR & WD LEt,
T hereby raquest for & pernission to agoly (aeq 's credi

ERAAs: BEEEE  OhE&ES: 65016
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8-3.Acquiring Approval

(4-2) Print Out( the Form)

<Course Administration Form No.2 and 13>
(D Click DISPLAY of the Form

@ Print Out and complete the Form

=5 E & 171 (@@ wx - (]| ss
WA 2 4
urse Mainistration Fora No.2
BE R R
BEER EER
7
Program/Academic Year/Semester Change Request Form
Yl % A @
ot (yy-am-dd
HEHE B
To the Dean,
NN
Year of Adaission
LEA
Graduate Schod
oo
FRET
Student 1D Nunber
E & :
Name © Seal
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8-3.Acquiring Approval

(5)Acquire Approval (Seal) and
submit to the Student Division

@ Submit the Form after you receive Approval
(Seal) from Instructor

@ You will receive E-mail from the Student
Division

@ Confirm that the status is Approved on the
Acquiring Approval screen

*Status will be NOT APPROVED if not
approved.

*|t is not necessary to confirm the status for
Course Administration Form No.2 and 13.
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8-4.Registration

You cannot go on to Registration with Courses with Error

()Verify

Courses will be checked SRR ] 2o (=] St (=] damison ot

@ Click VERIFY on the Register Course screen

@ (Check) result will appear after Save
(temporary) and error checking

HNo Errors
Go on to Registration by clicking REGISTER

MErrors
Review and correct

Refer to P.33 8-1 Select Course

e Cmaes
ITAttention!!
L=
You cannot go on to N R
Registration with Error. No Errors
Review the result, correct before you

try again. e ]

NFomeed Crncits

Errors
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8-4.Registration

(2) Registration
e

@ Click REGISTER after you verify e e T
@ You will receive E-mail and registration will be f— =
finalized. i

i BB

—— I_@—I

4 N

l1Attention!! e
No changes are allowed | | — — B
after Registration. o
Note that you cannot change even ,» : B I e
within the Application Period.

- /
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8-5.Refer to Registered Courses

o 8-5-1. Refer by the Timetable

(1)Refer to Registered Courses by the
Timetable

1 Click FROM TIMETABLE on the menu
screen

@ Print out if necessary

[8ekct fom “inctabl ‘ Betct fon Gourse List

Underz-siate Gaurse S-aust Registratior covpkte Graduate Corse Stafuz: Peg stretion scmplste

L0208 64329 P Regiziation competed

~1030

10:40

Refer to Registered Courses will appear on the Menu screen after

the Application Period.
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8-5.Refer to Registered Courses

o 8-5-2. Refer by the List

(1)Refer to Registered Courses by the
List

@ Click (FROM) COURSES on the menu
screen

@ Print out if necessary

Qe v | e
8 -
Frshons st Gonrsas
P | ol | CewmTin | henew
o B e [ - s At
et «Fara

Refer to Registered Courses will appear on the Menu screen after
the Application Period.
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8-6.Check Result

(1)Check Result
Display Check Result

@ Click Result of Previous Check Result
on the menu

@ Result will appear in separate window

ﬁ-ﬂ'\ﬁ.‘&hb‘)\?%

Hhor Chech the content snd comrect
I Remrted Credits
Total (1] Semeat

Matimum Humber of Cradits

OK to Pegister  |Unable 1o Register

Undesgracunte or Fosults Error Details | Glss Daya/Peria | Gourss Humb Gourss Tik hatrusice | Gredi Ervor Detads
Graduste Schosl via via & e via

via via via
Groduste School | OF 1o reest | OF 19034 Advarrced Guantum Phys 2-0-0

ar

OF 1o reemst | OF 10089 Dt

2-0-0
e
e gr achaale Seha | OF 1o 62 1-1-0
ol o
Giraduate School | Nt aggroved | Ervordepw i men 11508 Semier in Mathomatics | BOSR B0 | 0-2-0 | Kot der your dopartme
(] o k m

Closs
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8-7.Course Addition/Cancellation

Course Addition/Cancellation requires Instructor's Approval (Seal) and Student Division’s Approval.

B How to Add/Cancel

(DSelect the Course you wish to Add/Cancel and print out the Form
(@Receive Approval (Seal) from Instructor

@Submit the Form to the Student Division

@You will receive E-mail from the Student Division

®Completed

TOKYD TECH

(1)Display Course v BEWebv2TL
Addition/Cancellation Screen i

(D Click ADD/CANCEL from the menu screen

Course Addition/Cancellation menu will appear during the
Correction Period
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8-7.Course Addition/Cancellation

(2) Select Course you wish to Add

@ Click SELECT—GRADUATE SCHOOL or
SELECT-UNDERGRADUATE SCHOOL

@ Select Course and click SEARCH

@ Click SELECT of the Course you wish to add
@ Added Course will appear on the screen
Status should be UNREPORTED/

* Error Courses cannot be Registered

*Added Courses will be automatically saved

Saieet Cowrn
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8-7.Course Addition/Cancellation

(3) Select Course you wish to Cancel
@ Click SELECT (COURSE)

@ Select a Course you wish to cancel

® Cancelled Courses will appear.

@ Confirm that status is UNREPORTED on the
Course Addition/Cancellation Screen.

*Cancelled Courses will be automatically saved.

Salect b skt o

2 | awsanw

e TRl

et G | |

e bl

Cowm Gt

v et
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8-7.Course Addition/Cancellation

(4)Delete Course you have
Added/Cancelled by mistake.

@ Click DELETE
You may DELETE when status is
UNREPORTED or WAITING APPROVAL

........

I'Notel!!
You cannot delete Course when status
is APPROVED or NOT APPROVED
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8-7.Course Addition/Cancellation

(5) Print Out

@® Click DISPLAY

® Print out the Form

e Tl Banare | Const | heplcw Semere | Concad

@ Confirm that status is WAITING APPROVAL =)

-

Coarmm Mot [ T

T

N ee ws .| g () e=

BT IS 357~
Course Adainiatration For

BRERASB&OE MM
Subject Addition Request Form

BREAE =B
To the Dean,

TRz L D REHA
1 hereby request f:

Noeum mismin
et Gembote Bl Coewe | Gekrl Uiewadists Comim

[ L PP S — [ bovane (Ot | iyplate Bessiies | Comial

T —
Samct Coumn
fums T Cmam Camtusren  Goare Mostes Cuarm T et Coatn | Aypinsim Sesmnm Coaad
[ -
— i b et
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8-7.Course Addition/Cancellation

(6)Acquiring Approval (Seal) from
Instructor and the Student Division

@ Receive Approval (Seal) from Instructor and
submit Form to the Student Division

@ After you submit the Form to the Student
Division, you will receive E-mail

@ Confirm that status is APPROVED on the
Course Addition/Cancellation Screen( and
/lICourse is added/deleted on the Acquiring
Approval List./lf)

*NOT APPROVED Courses cannot be
Registered
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9.Graduate School-Look Up Grades

Display Acquired Grades

The past grade list will be displayed.

TOKYD TECH

e

(1)Display Acquired Grades List
@ Click LOOK UP GRADES

@ Print out if necessary
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10.Log Out

(1)From the Web System for Students and Faculty

Do not forget to LOG OUT after you finish o

e

You will jump to Tokyo Tech Portal

(2) From the Tokyo Tech Portal

Click LOG OUT on the Tokyo Tech Portal TokyoTech Portal
*Be sure to LOG OUT before you leave your seat = - '

to secure safety. i

http://portal.titech.ac.jp

@ —BRTLA
@ Wieb A —)L (ieb taill

@ FPA D =S F I (SSL-WPH)
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11.FAQ

About PC

I 1)l do not have PC

®See below for locations where you can use PC inside the Campus.
URL http://www.titech.ac.jp/english/enrolled/it _services/rental.html

®|f you belong to Laboratory, please use the one in the lab.

®Rental Laptop PC is available at the Student Division.
Your student ID card is required.

®You can connect to the Web System from the off-campus PC as well.

2)Can | access the Web System for Students and Faculty by connecting to Tokyo Tech LAN from
my own PC?

Yes. Refer to;

[ https://portal.titech.ac.jp/new-en/inquiry.html ]

Others

I 1)l do not have my Student ID Card (Lost or Expired)

Please contact the Student Division.

I 2) Web System for Students and Faculty is working slow.

We recommend you to use the system with other browsers and applications closed.
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11.FAQ

I 3)Can | access from my Cellular phone?

No. Since you need to log in by Authentication system,

You only can use PC.

I 4)Can | access from Mac?

Yes. Refer to P3 Notes for details.

I 5)Can E-mails sent from the Web System forwarded to my cellular phone?

Yes. Complete mail forward procedure through Tokyo Tech Portal.

I 6)lam on leave of absence. Can | still access to the Web System?

Yes. You can log in and look up grades however, you cannot make any Registrations.

E-mails and News will be updated at all times.
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11.FAQ

Application

I 1)l clicked REGISTRATION/REGISTER by mistake. What shall 1 do?

Contact Help desk between 9AM-5PM,Monday-Friday

I 2)How can | change the Course?

You can add/delete the Course before your Registration.

No changes are allowed after the Registration.

I 3) I want to register Exchange Agreement School’s Course.

Sorry,you cannot register from the Website.

Attendance Form is available at the Student Division.

I 4)Can | register Duplicate Course?

Yes. Since Approval (Seal) is required, you will need to process well in advance.

Refer to P.20 Acquiring Approvals for details.

I 5)I cannot register though | have submitted the Course Administration Form.

Have you received the Approval (Seal) both from the Instructor and
the Student Division?

Refer to P.20 Acquiring Approvals for details.

I 6)l am a Dual Degree Student. How can | Register?

Refer to P32 for details.

I 7)Can | register by handwritten document?

No. Contact Help Desk if you cannot make Registration from the Website.
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11.FAQ

I 8) | do not have any Courses to Register.

Registration is essential even if you don't have any to register.

Please complete Registration without selecting a Course.

I 9)I had to get Seal from my Academic Advisor last time.

Seal is not necessary, however, we ask every each one of you to consult
with your Academic Adviser and acquire Approval before you Register.

Note that the Courses without Approval may be cancelled.

Look Up Grades

I 1)Can | print out my Transcript Certificate (Japanese/English) from the Website?

No. You can obtain one from the Automatic Certificate Machine in the Main Building.
Automatic Certificate Machine is located at:
O-okayama Campus
Room 147B, back of the lobby, Main Building 8:30-18:00 (Except on Sat., Sun., National Holidays)
Suzukakedai Campus
Lobby, Bldg J1 8:30-17:30 (Except on Sat., Sun., National Holidays)

You can print out a Transcript as your copy from the Web system. Note that it is not official.

I 2) How can | register a Year-round Course such as Experiments in General Physics?

Once you register in Spring Semester, it will automatically reflect in Autumn Semester.
Therefore, you do not have to register again.

Note that you can only delete in Spring Semester for a Year-round Course.

I 3) From when can | look up grades for current Semester?

You will be able to look up on/after Grade Release Date.

Date will be naotified by the Bulletin board and News.
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12.Inquiries

Web System for Students and Faculty Help Desk
If you have any questions about the Web System, call to Help Desk below.

@®Web System for Students and Faculty Help Desk

Ookayama Campus : Phone Number: 03 5734 3009
Bldg.W8-1F Student Division 5734 3049

Suzukakedai Campus :

Phone Number: 045 924 5932
Bldg J1-1F Student Division

9:00-17:00 Except Sat.,Sun.,and National Holidays
E-Mail kyomu.web@jim.titech.ac.jp

Submit Documents to

@ Submit Documents to

I O-okayama Campus

O-okayama Campus Bldg.wW8-1F

[Undergraduate Group] Phone:03-5734-3002

[Graduate Group] Phone: 03-5734-3005

[Laptop PC Rentals] Phone:03-5734-3003

Mon.-Fri 8:30-17:00 Except Sat.Sun.and National Holidays

I Suzukakedai Campus

Suzukakedai Campus Bldg J1-1F Student Division
[Undergraduate Group] [Laptop PC Rentals] Phone:045-924-5933
[Graduate Group] Phone :045 924 5934

Mon.-Fri 8:30-17:00 Except Sat.Sun. and National Holidays

Web System for Students and Faculty Manual

Web System for Students and Faculty Manual is available at;

URL http://www.titech.ac.jp/english/enrolled/life/applications.html
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