“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.

2. Flow Chart

1. Loginto MyWaseda

4

2. Click "Update Student Profile

s

3. Update your personal information

and click "Change Request"

6. Receive a new address label (for your

student ID card) at the office

s

7. Application completed

Qﬁce of school/graduate schD

Approve (in certain circumstances not

approve) your request

g

Send results to your Waseda-net email

address




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]

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

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

SFENIT » Changs of Personal Information > Edit Persoral Information [

Edit Personal Information
To chargs Personal information, maodify the relsvant inforration and click on the " Chargs Reguest” button

[Motes]

1. Please rote that you reed separaiely procesd the following procedures in the office of belong ing Taculty/graduate scheal

Exchargs of the student's identification card back seak (Whan the student's identification card back seak are not enchangsd, the commutation ticket in the changsd
address conrak ba bought, )

Chisrpe of puarantor’s sddress incase of separation from guarentor (The procedure & unnecessary incase of lking with puarantor because the pusrantor’s address s
ki charged when per pon noguestion’s sddess i updated )

2 Frilcrenation that o sppled Ior chargs o 1ormally regntered thrcagh  Approval ol BEkegrg 1Bcuilty g acuate $ohnl
It might take 2 or 3 days to be spproved

Perzonal Information

Snudent D [NNGG Siudent Menlification Numbes - 9

Hame : THIEEH A0 Hamen Karyl) : THEE 86

Hamelin Kana) : D8 500 Hamalin alphabet) : WASEDA, Taro r‘f“-“é
Faoulty/Graduste : ARG FEEGRITRWING) Diepartment - AIEEEE1ETHE IM
Special Course Course

Enrollmesnt Diate : J009,/08400

sex 9 Birthary : 197205118
Levirsg mith the qusaranbor Living westh B hustion o
famg pusyer

“Addess: T 166 - 8060 | Duply |

13 HEEE -



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

s sy
*hddresz © T 165 - S060 Display

13 BRER -

HiEE (Gity)

FIFET1 - 104 {Town/house number)

(Buildine)
*#Pleasze input the Zip Code using half-width characters, and the Address using full-width characters.
Telephone : {Example000-0000-0000{Half-width characters)) Mobile phone : {Example:000-0000-0000(Half-width characters))

#You are required to input either a telephone number ar a mobile phone number.
#If possible, for emergency contact purpozes, we request that you input wour mobile phone number.

Foreign Mationality Information

Foreign Nationality
Information :

Mationality :
Foreign Student Tvpe : - International Student Tyvpe :
Wisa Status Length of Visa
Wiga Mumber :

Term of Enrollment :

| Charge Request | | Cancel ‘ | Dizplay the Hiztary |

lIl.  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 modifisd.
Are you sure you want to proceed with this operation?

Ok Canzel

Perzonal Information

Student ID :_ Student Identification Mumber : 9
Mame : HEH AEF Mamelin Kanjil : FHEEH EE
Mamelin Kana) : THz4 200 Mamelin alphabet) : WASEDA, Taro
Faculty/Graduate : ARSFISFEFGRISSIHIRE Department : BEERIEALIHEH

Special Courze
Enrollment Date :

BEX

Living with the guarantor :

Address

Course
2009/04/M
o Birthday : 1978/05/18
Living with the tuition
Separation fees payer : Living with the guarantor
T165-8060
BTER

sl 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.

m



B Edit Personal Bank Account
*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 chanze the personal account information, click on the “Chanze Personal Account” buttan

I| Charege Personal Account | I

Account Purpose Financial nstitution # Branch Mame Savings Type ficcount Holder's Mame
Perzanal Account Mo Registration Information - -

Debit Account Information for

- Mo Registration Information - -
Tuition Fees

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

| Gaonfirm guarantor and ather infor mation

Guarantor etc, type Name Mame{in Kana) Relationship
Guarantar PiRE TEF i SR g 7
Tuition Fees Payer L= i DS 200 0N

m

AUDABEED

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 (o back
Stodent T N Mame - SFEH BB
Mamelin Kana) : 24 207 Mamelin alphabet) | WASEDS, Taro

To change personal account inforrnation, modify the relevant information and click on the “Change Request” button

The personal sccount will be used when the university needs to transter money to the student

Flease apply to change your tuition payment account information uzing the prescribed form
Check the application procedures with the office of vour department/schoal.

Perzonal Account Information

m

*Financial hstitution / Branch Name || Financial Ingtitution Search | I

*Ta input the financial institution, branch name, click on the “Financial hetitution Ssarch” button, and search / select the appropriate financial institution
*Savings Type : HiBTES * Account number ©
*hccount Holder's Name :
Tuition Payment Account Information
Financial Institution / Branch Mame :

Savings Type : Becount number

ficcount Halder's Mame :

Change Request ‘ ‘ Gancel ‘ ‘ Display the History




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 Gio back

Fleaze click the [Search] button after specifying the Financial institution search condition
Fleaze specify at lzast one Search condition

. T — Financial Institution

B | ingtituti =
inancial institution name =3Ik Mumber
Branch name #7& Branch number

Gancel

Glick on the “Select” button for the appropriate Financial institution

Financial institution list 15 entries
Financial Institution

Mo. Mumber Financial institution name Branch rumber Eranch natne
1| 0009 ZHHERIBIT 2 HIEEIE Select
20009 ZHHERIRIT il iEiREE Select
3| 0009 ZHERIRIT 259 HEEORIE Select
4 (0204 EHIAIESHET 10 i/ Select
6| 0204 ZHHERISEHRIT 525 HEBEOEE Select

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.

Personal Account Information

*Financial Ingtitution / Branch Name | Financial stitution Search | 0009-221 ZHHERIRIT  BE=RE

#To input the financial institution, branch name, click on the *Financial hstitution Search” button, and search ¢ select the appropriate financial institution

m

*Savings Type : HBTES *fccount number : 9999999
*fecount Holder's Name : THzA A0
Tuition Payment Account Information
Financial Institution / Branch Mame

Savings Twpe Account number

Account Halder's Mame :

| Chanee Request | ‘ Cancel ‘ | Dizplay the Hiztory

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.

Contirm the Change ot Personal Account Information

ztudent T - | N RN Mare | FHEEH ARR
Mamelin Kana) : D=4 200 Marnetin alphabet] | WASEDA, Taro

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

[ ] [‘oansel |
Perzonal Account Information

Financial Institution / Branch Mame : 0009-221 ZH{EAERIT  HTEXIE

Savines Type - EIBTES ficcount number - 9999999
fccount Holder's Mame (Katskanal : D=5 507

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.

Ta confirm the guarantor and other information, click on the " Gonfirm Guarantor” button.

| Cantirm guarantor and other information

Guarantor etc, type Mame Mameiin Kana) Relatianship
Guarantor FieH TEF A =
Tuition Fess Paver SHAEE AER Tz 200 N

m

4. Confirm the results of Change Request

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

H Edit Personal Information

Example of the email when your request is approved.

Student [D:#HHHEHEHTE
Dear 000©®

This is OO.(Name of School office)

The application for the student's basic information update has been
approved. Please check Edit Personal Information page via Update

Student Profile menu of MyWaseda for details.

Please access to the url below to login to MyWaseda.

https://my.waseda.jp

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.




Example of the email when your request is rejected.

Student 1D #HHHHHEHHE
Dear 0000®

This is OO.(Name of School office)

Your application for the student's basic information update has been
rejected.

For the reasons of the rejection, please go to Update Student Profile
menu of MyWaseda, and click "Display the History" in Edit Personal
Information page.

Please access to the url below to login to MyWaseda.

https://my.waseda.jp

Sincerely

M Edit Personal Bank Account

Example of the email when your request is approved.

Student 1D :#HHHEHEHTE
Dear 000®

This is OO.(Name of School office)
The student's account update application has been approved.

For details, please go to Update Student Profile menu of MyWaseda,

and click "Change Personal Account” in Edit Personal Information

page.

Please access to the url below to login to MyWaseda.

https://my.waseda.jp

Sincerely




Example of the email when your request is rejected.

Student 1D #HHHHHHH
Dear 000 ®

This is OO.(Name of School office)

Your account update request made by the student has been
rejected.

For the reasons of the rejection, please check the personal account

information change history page by following the path below.

MyWaseda > Update Student Profile menu > Click "Change Personal
Account" > Click "Display the History"

Please access to the url below to login to MyWaseda.

https://my.waseda.jp

Sincerely




