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1

1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Inquiry about the System

Phone 06-6809-4327 24/7

Chat 
Support

Please click this Link

Reception 
hours

24 hours

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

2

Introduction

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari

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.

https://nttwest-cert.remote-attend-e.com/customer/user_window?ra-a=620ca7915f3058841b9a674c&ra-b=620ca79830aed284658c75e7&ra-c=642ea0910c642806b2f2dc99
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２

２.１ Register a new e-mail address
(when logging in for the first time)

Step How to OperateScreen Images

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

■For current students
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

１

3

Login to Certificate Issuance Service

■For current students
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２

Step How to OperateScreen Images

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

■ For graduates and alumni
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

１

4

Login to Certificate Issuance Service

For graduates and alumni
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２

Step How to OperateScreen Images

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

5

Enter your Waseda Mail Address and 
Password.

２

３ Click the "Sign In" button.

Login to Certificate Issuance Service

２

２

３

After logging in, go to 3 Application 
for Certificates in the operation 
manual from the menu.
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２

Step How to OperateScreen Images

６ A message will appear on the screen and a 
confirmation notice will be sent to your 
registered e-mail address.

6

４ When you log in for the first time, you will 
be prompted to register your e-mail 
address. Enter the e-mail address you wish 
to register in the “Mail Address" and 
“Check" fields.

５ Confirm the contents of “Note" and click 
the “Check" button.

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

Login to Certificate Issuance Service

４

５

６
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An email address will be registered.
Access the following URL and complete registration of a your email address: 
https://certificate.waseda.jp/cert/api/mail_z/11111f0f22b333ee44b55f66ea77e9c4/2
URL xpiration: 30 minutes

*Please delete this email if you are not the intended recipient.
◎ This email is from a send-only account.  
------------------
【Inquiries】
◆Inquiries about payment method, and operations and failure of the system◆
Certificate issuance service call center
[TEL] 
(9:00 to 17:00 on weekdays) 052-265-8397
(17:00 to 9:00 on weekdays, and Saturdays, Sundays, and holidays) 06-6809-4327
Service is available 24 hours 7 days a week, throughout the year
------------------

２

７

８

Step How to OperateScreen Images

Email Message

Go to "2.2 How to Log In"

7

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

Login to Certificate Issuance Service

７

The University Mail address setting 
complete

Click the one-time URL in the email body text 
to complete the registration of the email 
address.

*The URL has an expiration time, so please 
complete the operation within the displayed time 
limit.

When the “Mail address setting completed” 
screen is displayed, click the “Move to 
Login Page” button to perform login.  

An email address has been set up.From now on, system 
communications will be sent to this e-mail address.
You can change your e-mail address from the menu after 
logging in.

８

[TEL] +06-6809-4327 
*Service is available 24 hours 7 days a week, throughout the year
----------------
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２

２.２ How to Log In

Step How to OperateScreen Images

8

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

Login to Certificate Issuance Service

■For current students
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

１■For current students
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２

9

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

Login to Certificate Issuance Service

Step How to OperateScreen Images

■ For graduates and alumni
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

１For graduates and alumni
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２

10

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

Login to Certificate Issuance Service

Step How to OperateScreen Images

Enter your Waseda Mail Address and 
Password.

２

３ Click the "Sign In" button.

２

２

３

After logging in, go to 3 Application 
for Certificates in the operation 
manual from the menu.
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２

２.３ How to Change the Login Information

Step How to OperateScreen Images

１

(a) Change the email address

11

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

Login to Certificate Issuance Service

*For how to log in to the certificate issuance service, 
see the following:

2.2 “How to Log In”

Log in to the certificate issuance service 
and select the menu button “      ” in the 
upper right of the screen, and then click 
“Change mail address”.

１
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２

Step How to OperateScreen Images

２

３

12

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

Login to Certificate Issuance Service

２

３

Enter a new email address you wish to 
register into the “New mail address” and 
“Check” fields.

Read the “Note” and click the “Check” 
button.
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２

５

６

Step How to OperateScreen Images

４

13

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

Login to Certificate Issuance Service

４

Email Message

６

５

A message is displayed on the screen, and 
a confirmation notification is sent to the 
registered email address. 

Click the one-time URL(*) in the email body 
text to complete changing the email address. 

*The URL has an expiration time, so please 
complete the operation before it expires.

A message is displayed on the screen 
showing that the email address has been 
changed.

[TEL] +06-6809-4327 
*Service is available 24 hours 7 days a week, throughout the year
----------------
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２

14

Login to Certificate Issuance Service

１

２

Click the language selection pull-down to 
switch languages.

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

Steps How to OperateScreen Images

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

(a) Select Printing Destination screen

2.4 Switch Languages

２

１
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２

15

Login to Certificate Issuance Service

３ The screen switches in the language you 
selected. Subsequent screens will be 
displayed in the selected language. 
After logging in, since the language 
selection pull-down is displayed only on 
Select Printing Destination screen, you 
need to come back to this screen in 
order to switch languages.

Steps How to OperateScreen Images

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

3
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２

２.5 How to Add a Student ID number

Step How to OperateScreen Images

１

Please see the following to check how to 
log in.
“2.2 How to Log In.”

２

16

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

Login to Certificate Issuance Service

*Applicable only for those who have multiple student ID numbers

1

1

2

Enter your Waseda Mail Address and 
Password.

Click the "Sign In" button.
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２

３ Click the menu button       in the upper 
right corner of the screen, and then click 
“Additional registration of student ID 
number".

17

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

Login to Certificate Issuance Service

Steps How to OperateScreen Images

４ Confirm the contents of "Notes" and 
click the "Send" button.

４

３

４
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２

６

Step How to OperateScreen Images

You will receive an e-mail with a one-time 
URL to your registered e-mail address. 
Click on the one-time URL.

The URL has an expiration time. Please 
complete the operation before it expires.

５ Click the "OK" button when the 
"Application Complete" screen appears.

Email Message

6

18

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

Login to Certificate Issuance Service

５

[TEL] +06-6809-4327 
*Service is available 24 hours 7 days a week, throughout the year
----------------
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２

Step How to OperateScreen Images

19

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

Login to Certificate Issuance Service

７

８

８

Enter the department or information of the 
applicant while enrolled at university. 

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

Click the “Check” button.

７

Name while enrolled at university    (required)

Enter the name while enrolled at university in 
Kanji name, Katakana name, and Alphabetical 
name. 
*Place a space between the family name and first 
name.

Department/Graduate School/Others (required)

Select the applicable type.

Student ID number

Enter the student ID number.
*Leave blank if unknown.

Month and year of admission

Enter the admission year and month.
*In the Western calendar year.
*If you do not remember the exact year or 
month, enter an estimate.

Graduate/Withdrawal/Other

Name of school                                (required)

Select school.

Major                                             (required)

Select “-”.

Month and year of graduation/withdrawal

Enter the graduation (withdrawal)) year and 
month.
*In the Western calendar year.
*If you do not remember the exact year or 
month, enter an estimate.

Select the applicable type.

Name while enrolled at university    (required)

Enter the name while enrolled at university in 
Kanji name, Katakana name, and Alphabetical 
name. 
*Place a space between the family name and first 
name.

Department/Graduate School/Others (required)

Select the applicable type.

Student ID number

Enter the student ID number.
*Leave blank if unknown.

Month and year of admission

Enter the admission year and month.
*In the Western calendar year.
*If you do not remember the exact year or 
month, enter an estimate.

Graduate/Withdrawal/Other

Name of school                                (required)

Select school.

Major                                             (required)

Select “-”.

Month and year of graduation/withdrawal

Enter the graduation (withdrawal)) year and 
month.
*In the Western calendar year.
*If you do not remember the exact year or 
month, enter an estimate.

Select the applicable type.
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２

Step How to OperateScreen Images

20

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

Login to Certificate Issuance Service

９ Check the inputs and click the 
“Application” button. 

９
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２

Step How to OperateScreen Images

21

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

Login to Certificate Issuance Service

11

10

Email Message

11

After the application is approved, an email 
is sent to the registered email address. 
Check if the service has become available.

*The image on the left will be displayed when the 
application is approved. The application may be 
rejected or subject to resubmission.

A message is displayed stating that the 
application has been accepted.

10

[TEL] +06-6809-4327 
*Service is available 24 hours 7 days a week, throughout the year
----------------



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

２

Step How to OperateScreen Images

22

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

Login to Certificate Issuance Service

■For current students
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

12■For current students
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２

Step How to OperateScreen Images

23

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

Login to Certificate Issuance Service

■ For graduates and alumni
Log in to “MyWASEDA” and click the 
following menu from the Home menu.

Certificate Issuance(Online 
Application)

- Certificate Issuance(Online     
Application)

12
For graduates and alumni
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２

Step How to OperateScreen Images

13 Enter your Waseda Mail Address and 
Password.

14 Click the "Sign In" button.

24

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

Login to Certificate Issuance Service

13

13

14
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２

Step How to OperateScreen Images

14

25

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

Login to Certificate Issuance Service

15 Select one of the printing methods from 
the “Issue certificate”.

*The screen image on the left will be displayed 
when selecting “Convenience store” for printing. 
To access the service only for checking whether 
the student ID number is registered, you can 
select any option.

15
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２

15

Step How to OperateScreen Images

26

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

Login to Certificate Issuance Service

16

16

Check that two student ID numbers are 
selectable.
Select the student ID number you want to 
use for printing a certificate before 
applying for the certificate.

After logging in, go to 3 Application 
for Certificates in the operation 
manual from the menu.
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