“Change of Personal Information” User Manual

1. Introduction

It is very important that students’ personal information, such as their home address, emergency contact
information and bank account, is kept current with the university. As part of the MyWaseda system, students
are able to update their personal data which is registered in the university database by using the online

registration form. This user manual provides guidance on how to edit your personal information via MyWaseda.
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3. Update Your Personal Information

Log in to MyWaseda and go to [View/Update Your Own Profile] on the left menu of [Home] global menu.
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B Edit Personal Information

I.  On the ‘Edit Personal Information’ page, you can update the following information:

[Address]
[Telephone]
[Mobile phone]

Date Last Used: 02/05/2016 11:10 &TaroSEIKEI Waseda

Research Student Affairs IT Services

© Announcements

Important Notifications from Your Depariment

SASERL

Announcements About Classes

MRl BT E2—9E=5— 7

Classes 2016/02/03 00:00 ~ 2016/07/22 23:59

77— (2016EFH)

BT AT FES—

20165FE AzHHETHAACET RESERZSS ArT1-L
(FE)

Classes 2016/02/01 18:00 ~ 2016/03/01 2350  HEEESHETRI A M\

Research grants offered by various organizations
Research Groups  2016/02/01 16:07 ~ 2016/02/26 23:50  FSCRESIAESER

E=2:2))

[WASEDA-EDGE]

— T e

TETFREFIVRSRBE OIS0 7

[Living with the guarantor] * please check ¥ the applicable box

[Living with the tuition fees payer] * please check 4 the applicable box

Manuals
Security

Contact information of
Whistleblowing

WASEDA VISION 150

Bast Educalion, Best Resecrch, Best Community

Waseda-net - "
Course N@vi

WASEDA VISION 150
STUDENT COMPETITION

QuonNet

ZEFENIT » Changs of Parsonal Information * Edit Personal Information

Edit Personal Information

To charge Personal indormation, modiy the relevant information and click on the " Change Request”™ button.
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II.

Your changes will be reflected in the server database by pressing the | Change Request | button.

S gy

*hddress : T 165 - 8060 Display

13 HFER v
fATElE (City)
FIFET1-104 (Town/house number)
{Building)
*Please input the Zip Code using half-width characters, and the Address using full-width characters
Telephone : (Example000-0000-0000(Half-width characters)) Mobile phone : (Example000-0000~0000{Half-width characters))

*You are required to input either a telephone number or 2 mobile phone number
*If possible, for emergency contact purposes, we request that you input your mobile phone number

Foreign Mationality Information

Foreign Nationality

Infiormation :
Natianality :
Foreign Student Type : - International Student Type :
Visa Status : Length of Visa :
Wisa Number :

Term of Enrollment :

Change Request Gancel | | Display the History |

After clicking the | Change Request | button, you will see the ‘Confirm the Change of Personal
Information’ page. Please make sure all your information is correctly updated, then click the button.
In case you find any errors or omissions in the form, click the button to return to the ‘Edit

Personal Information’ page.

Confirm the Change of Personal Information

The Personal information will be modified.
Are you sure you want to proceed with this operation?

[CoT] (osmeer)

Personal Information

Student 10 | | . Student Identification Number : @

Name : PHEE ABP Name(in Kanji) : PHEE ABE
Mame(in Kana) : D24 400 Name{in alphabet) : WASEDA, Taro
Faculty/Graduate : ARSFHFEFGRIESTHERD Department : filERTEHETH ST
Special Course : Course :
Enrollment Date : 2009/04/01
sex i Birthday : 1978/05/18
Living with the tuition
Living with the guarantor : Separation fees payer : Living with the guarantor
Address © T165-8060
WEE

B FIFET1-104

Your edited personal information will be approved by the office of your Faculty or Graduate school.

Requests will be approved at the earliest possible time, but it may sometimes take 2-3 days due to

unavoidable circumstances.




W Edit Personal Bank Account
S Please be advised that you are only able to update your ‘Personal Account’ information though the web.
The ‘Personal Account’ will be used when the university needs to transfer money to students.
For changing the ‘Debit Account Information for Tuition Fees,’ you are requested to fill out the designated
application form which is provided at the office of your Faculty or Graduate school and submit it to the

financial institution.

1. Your current bank information is displayed on the ‘Edit Personal Information’ page. In order to change

your personal account information, click the | Change Personal Account | button.

To change the personal account information, click on the " Change Personal Account” button

I I Change Personal Account | I
Account Purpose Financial Institution / Branch Name Savings Type Account Holder's Name

Personal Account Mo Registration Information = -

Debit Account Information for

No Registration Information - -
Tuition Fees

To confirm the guarantor and other information, click on the “Confirm Guarantor” button

[ Confirm guarantor and other mnformation

Guarantor stc, type [ Name [ Name{in Kana) Relationship
Guarantor PiEE TEF s nFa &
Tuition Fees Payer B X Qs H00 A

AU FREAED

Il. You can update the following information from the online registration form;
[Savings Type]
[Account number]

[Account Holder’s Name]

In order to change your current financial institution (include branch location),

click the | Financial Institution Search | button.

Edit Personal Account Information | Go back
Student D N Neme : EFEE AP
Mamelin Kana) : D124 407 Mamel(in alphabet) | WASEDA, Taro

To change personal account information, madify the relevant information and click on the “Change Request” button
The personal account will be used when the university needs to transfer money to the student.

Pleaze apply to change your tuition payment account information using the prescribed form
Check the application procedures with the office of your department/school

Personal Account Information

*Financial Institution / Branch Name || Financial nstitution Search | I

*To input the financial institution, branch name, click on the “Financial Institution Search” button, and search / select the appropriate financial institution
*Savings Type : HilThE * Bccount number :
* Becount Holder's Name :
Tuition Payment Account Information
Financial Institution / Branch Name :
Savings Type : Account number
Account Holder's Name :

 Change Request | [ Gancel | [ Display the Histery |




I11. Enter your search criteria into the designated fields and click the button.
The following page will display a list of all institutions that match your criteria. Click on the

button for the appropriate financial institution.

@

Search financial institutions / Display the list

Please click the [Search] button after specifying the Financial institution search condition.
Flease specify at least one Search condition,

Financial Institution
Humber

Branch name  #ii& Eranch number

[ Search || [ Cancal

Click on the “Select” button for the appropriate Financial institution.

Financial nstitution name = 3#{I%

Firancial institution list:5 entries
Financial Institution

No. Mustber Financial nstitution name Branch number Branch name
1 0009 =HEERT |2 HEEE (CSteat )
20009 SHEEIRGT 661 HEEEE (CSehct )
30009 SH{EEERT %9 FREOEE (Select )
40294 SIERIGELRTT 510 HiEEE [ Select ]
50294 SRS 595 HEEDEE (et )

1V. Please make sure all your bank information is correctly updated, then click the | Change Request |
button. In case you find any errors or omissions in the form, click the button and try again.

Perzonal Account Information

*Financial Institution / Branch Mame : | Financial Institution Search | 0009-271 =#H{E4i0T  WEEE

=To input the financial institution, branch name, click on the “Financial Institution Search” button, and search / select the appropriate financial institution

m

*Savings Type : HibThE * Aecount number : 9999999
* Becount Holder's Name : 24 507
Tuition Payment Account Information
Financial Institution / Branch Mame :

Savings Type : Account number :
Account Holder's Name :

[ Ghange Request | | [[Gancel | [ Display the History |

V. After clicking the | Change Request | button, you will see the ‘Confirm the Change of Personal

Account Information’ page. Reconfirm your personal account information, then click the
button.

Confirm the Change of Personal Account Information

student D - [ NG Mame : FHEE AEE

Namelin Kena) - D124 &07 Mamelin alphabet) : WASEDA, Taro

The personal account information will be modified.
Are you sure you want to proceed with this operation?

=

Personal Account Information

Financial Institution / Branch Mame : 0009-221 =3HERIMT  WHERE

Savings Type : EiBTAE Account number : 9999999
Account Holder's Name (Katskana) : D4 200

Tuition Payment Account Information

Financial Institution / Branch Name :

Savings Type Account number :
Account Holder's Name (Katakana) :



B Confirmation of Guarantor and Academic background information
*Please be advised that you are only able to confirm your current information though the web. In
order to change your ‘guarantor’ information, you are requested to fill out the designated application

form which is provided at the office of your Faculty or Graduate school.

I. To confirm the guarantor and other information, click on the [Confirm Guarantor and other |

button.

To confirm the guarantor and other information, click on the “Confirm Guarantor” button

Gonfirm guarantor and other information

Guarantor etc, type Name Name(in Kana) Relationship
Guarantor PieE TEF THz& o b
Tuition Fees Payer Biem #Es A A0 N

4. Confirm the results of Change Request

The results of your change request will be sent to your Waseda-net email address in a few days.

B Example of the email when your request is approved.

Student 1D HHHHHHHE
Dear 000®

This is OO.(Name of School office)

The application for the student's basic information update has been
approved. Please check the student's basic information update page

for details.

Sincerely

*If you have changed your address and need to purchase a train pass
for your new address, you are required to replace the seal attached to
the back of your student ID. Please take your student ID to the
administration office of your faculty/graduate school to request a new
seal.

*If the change in information was only your telephone number, a

replacement seal is not required.




B Example of the email when your request is rejected.

Student 1D #HHHEHHHEH
Dear OO00©®

This is OO.(Name of School office)
The application for the student's basic information update has been
rejected. Please refer to the student's basic information update page

to view possible explanations for the rejection.

Sincerely

When the request is rejected, please refer to |Display the History| on the ‘Edit Personal Information’ page.

Edit Personal Information
To change Pevsorad formation, modfy the redlevant information snd click on the "Change Request” button
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The explanation for the rejection is described in the ‘Notes’.

WASEDA UNMWERSITY SYSTEM  Welcomehack

FEEM
8 > Change of Persoral Information > Display the persoral information change history list

Display the personal information change history list

The persoral information change histony list:
16 entries.[1 —10]
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