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Procedures for New Students

１

1.1

Welcome to Waseda University!
to register for online courses, submit class reports through the Course N@vi
online learning support portal or via email, and more. Once you graduate, you
will be expected to have mastered technological skills like those you’ll use at the
university, so it is important that you learn about computers and the internet
and how to use them while you are here.
Waseda University gives its students free access to its computer rooms and
other convenient information services, but you must complete the following
procedures in order to take advantage of these benefits. Students who fail to
do so by the deadline will encounter serious difficulties in carrying out their
university activities, so please read the following carefully and be sure to
complete the necessary procedures on time.
1.

Get started with MyWaseda（1.2）

MyWaseda is a portal site that is used by all Waseda students, faculty,
administrative staff, and alumni. Course N@vi and Waseda Mail (the email
service provided by the university) are just some of the features that can be
accessed through MyWaseda.
To get started with MyWaseda, you need to complete the initial setup
procedures. These include getting an email address, getting a Waseda ID, and
changing your default password.
2.

Take the Computer Security Seminar for New Students and Information
Ethics Test（1.3）

All incoming students must take the Computer Security Seminar for New
Students in order to learn how to properly use the information environment at
Waseda University. This seminar on the internet is mandatory for new students,
so make sure you complete it. Once you have done so, you must take the
Information Ethics Test to demonstrate that you have understood the contents
of the seminar. If you do not pass the test by the stated deadline, your Waseda
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University activities at Waseda require you to access the internet in order

１

ID will be suspended and you may not be able to use various services, including
MyWaseda and Waseda Mail.

＊

Students who already have a Waseda Mail address and Waseda ID and
who are continuing their education under a different student ID (for
example, those going on to study in a Waseda University graduate
program) only need to complete the ID reinstatement procedure（1.4）.

＊

If you do not have regular access to an internet connection at home or
nearby, you may use the Waseda University computer rooms.

Links
＊

Use of MyWaseda for New Students
http://www.waseda.jp/navi/e/mywaseda/entrance.html

＊

Computer Rooms Guide
http://www.waseda.jp/navi/e/room/

＊

Computer Security Seminar for New Students
http://www.waseda.jp/inst/gec/en/gec/non-degree/computer/
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Important notes

Getting Started with MyWaseda

１

1.2

To get started with MyWaseda, you first need to complete the initial setup
You will need an initial Waseda ID and initial password. Log into MyWaseda

with your initial Waseda ID and initial password to begin the initial setup
procedure, you’ll get a Waseda Mail address and Waseda ID, and change your
password.
For information on how to get your initial Waseda ID and password and for
more details on the initial setup procedure, follow the link provided on the next
page.
More information on how to use MyWaseda is provided on page 14.

Waseda Mail address
Waseda Mail is an Mail service that Waseda University provides for its
students and alumni. Your “Waseda Mail address” is the email address you
create through Waseda Mail.
You can create your Waseda Mail address during the MyWaseda initial setup
procedures. It must be in the following format:
XXX@YYY.waseda.jp
The XXX part must be between three and sixteen alphanumeric characters.
The YYY part is called the sub-domain, and you must choose one of the
following:
akane, asagi, fuji, moegi, ruri, suou, toki
Your Waseda Mail address is not only used as a means to communicate with
your course instructors, but is also a good email address for you to use with
potential employers, when conducting research, and so on. Your Waseda Mail
address cannot be changed once you create it, so keep these considerations in
mind and select it carefully.
See page 17 for more information on how to use Waseda Mail.
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procedures.

１

Create a Waseda ID
You will use your Waseda ID for MyWaseda and other university information
You can change the initial Waseda ID you receive to an alphanumeric string
of your own choosing during the initial setup procedure. You may also change
your Waseda ID up to once a year. Note that even if you get a new student ID for
reasons such as transferring to graduate school during the school year, this will
count as a change in your existing Waseda ID.

Create a password
You will use the same Waseda password across a number of information
services available at the university, including MyWaseda, Waseda Mail, the oncampus network, and so on.
Change the initial password you receive to an alphanumeric string of your
own choosing. Note that you can change this password at any time through
MyWaseda.

Important notes
＊

Never let anyone else borrow your Waseda ID or Waseda Mail address,
and do not ask anyone to borrow theirs. The lending or transfer of a
Waseda ID, Waseda Mail address, or password to anyone for any reason
(including to family or friends) is strictly prohibited.

Links
＊

Initial Setup for MyWaseda
http://www.waseda.jp/navi/e/mywaseda/initial.html
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services.

Computer Security Seminar for New
Students

about the safe and correct use of computers and the internet as well as on
information ethics. It is offered as an on-demand online course so you can take
it whenever and wherever you like, as long as you have a computer with an
internet connection. You must complete the entire Computer Security Seminar
for New Students by the specified deadline.
Once you have completed the seminar, you must take the Information Ethics
Test and pass it by the specified deadline as well. You may take the test as many
times as necessary in order to pass it.

Important notes
＊

Failure to complete the Computer Security Seminar for New Students and/
or pass the Information Ethics Test by the specified deadline may result
in the suspension of your Waseda ID.

Links
＊

Computer Security Seminar for New Students
https://www.waseda.jp/inst/gec/en/gec/non-degree/computer/

＊

FAQ: Taking the Computer Security Seminar for New Students (In
Japanese)
http://www.waseda.jp/navi/faq/fre.html#section01-06
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The Computer Security Seminar for New Students teaches basic knowledge

１

1.3

ID Reinstatement Procedure

１

1.4

If you already have a Waseda Mail address and Waseda ID, and your student
school), you will need to go through the ID reinstatement procedure. This allows
you to continue using MyWaseda, Course N@vi, and a variety of other university
services as a student.
You will need an initial Waseda ID and initial password to complete the ID
reinstatement procedure. Use the initial Waseda ID and password to log into
MyWaseda, and you can complete the procedure from there.
For information on how to get your initial Waseda ID and password and for
more details on the initial setup procedure, follow the links below.

Important notes
＊

Going through the ID reinstatement procedure is what allows you to keep
using your previous Waseda ID and Waseda Mail address as a student. Be
sure to complete them immediately after going on to graduate school or
transferring departments.

Links
＊

Use the MyWaseda as Students
http://www.waseda.jp/navi/e/mywaseda/entrance-type2.html

＊

How to perform the Waseda ID reinstatement
http://www.waseda.jp/navi/e/mywaseda/id-continuation.html
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ID changes (for example, because you change departments or go on to graduate

１
Introduction
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MyWaseda

2. MyWaseda

MyWaseda

MyWaseda is a portal site and your hub for the various services offered by
Waseda University, such as taking on-demand classes and using your email. It is

２

2.1

important to familiarize yourself with MyWaseda, since the site gives you access
announcements, using Waseda Mail, registering for online courses, and using
the Course N@vi online learning support portal. Figure 2.1 outlines some of the
key services offered through MyWaseda.

Figure 2.1 Key MyWaseda services
You will need your Waseda ID and password to log in to MyWaseda. Access
the MyWaseda login page (see link on page 16) (Figure 2.2), and then click the
Login button (Figure 2.3). When the login screen appears, enter your Waseda ID
in the Login ID field and your password in the Password field.

Figure 2.2 MyWaseda login page

Figure 2.3 Login screen
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MyWaseda

to the essential services you need for student life, including checking university

Once you have logged in, the system will display the MyWaseda main page
When you click the global menu, service menus appear on the left and right

２

(Figure 2.4).
side of the screen. Click on the service you want.
bars) to display a menu showing various settings, including Logout, Change
Password, and Create/Change Waseda ID.
On smartphones and tablets, service menus appear when you click the three
bars on the left side of the screen (Figure 2.5).
Be sure to carefully check the announcements that you receive. What’s more,
be sure to bookmark important announcements or use the search function to
easily access them. For details about the announcement function, refer to the
Convenient Usage of MyWaseda link on page 16.

Figure 2.4 MyWaseda main page (for PCs）
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MyWaseda

Click the settings menu on the right side of the screen (the icon with three

２
MyWaseda

Figure 2.5 MyWaseda main page (for smartphones）

Important notes
＊

Create a password that is difficult for other people to guess.

＊

Always log out when you finish using MyWaseda.

＊

MyWaseda supports smartphones, but other websites and systems linked
to MyWaseda may not.

Links
＊

MyWaseda login page

＊

MyWaseda User Guide

https://my.waseda.jp/
http://www.waseda.jp/navi/e/mywaseda/
＊

Convenient usage of MyWaseda
http://www.waseda.jp/navi/e/mywaseda/tips01.html
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Waseda Mail

Waseda Mail is an email service that Waseda University provides for its
students and alumni. It is a Gmail account provided by Google via their G Suite

２

2.2

for Education cloud service for educational institutions and customized to

＊

Read, write, send, and receive email through your web browser (webmail)

＊

Read, write, send, and receive email through an email client (like the builtin email client in Windows 10 or Mozilla Thunderbird)

In this section, we’ll explain how to access webmail and how to configure your
settings to access the Waseda Mail through an email client. For details on how to
send and receive email, set filters, and other features, refer to the Using Waseda
Mail on page 18.
To access webmail, start by logging into MyWaseda. Then, expand the Email
menu on the left side of the MyWaseda main page and click Waseda Mail. This
will take you to the Waseda Mail main page.

Figure 2.5 Accessing Waseda Mail
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MyWaseda

Waseda University specifications. There are two ways to access the system.

２

To access Waseda Mail through an email client, enter the account information
shown in Table 2.1. Email clients require that you enter server information in
order to send and receive email. You can also use this feature from a smartphone
mail client. For the settings, refer to the Using Waseda Mail below.
Table 2.1 Email client account and password settings

Email account
Password

Your Waseda Mail address (XXX@YYY.waseda.jp)
Your MyWaseda password

Important notes
＊

There are no storage limits on the Waseda Mail system.

＊

Mail marked as spam is automatically deleted after 30 days.

＊

Waseda Mail has an email forwarding function that can automatically send
the emails you receive to another email address. If you use this service,
however, make sure that you configure it correctly. Incorrect settings may
cause your emails to be forwarded to an unknown third party or create an
email loop that damages another person’s account. Always double-check
your settings to ensure that they are free of errors.

＊

Waseda Mail will receive important information from the university.
Please check frequently.

Links
＊

Waseda Mail
http://www.waseda.jp/navi/e/waseda-mail/
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Figure 2.7 Waseda Mail

Online Course Registration

Online course registration allows you to search and register the courses you
are eligible for by department, category, day of the week, and so on via the

２

2.3

internet. This section outlines how to register for courses online. For details,
may have different registration procedures or registration periods, so be sure to
check for any materials distributed by your school.
1.

Access MyWaseda login page.

2.

Click Grades & Course registration at the bottom left on the MyWaseda
login page (Figure 2.8).

Figure 2.8: Grades & Course registration
3.

The "Login" page will be displayed. Enter your Waseda ID and password
in the fields marked Login ID and Password. Click Login (Figure 2.9).

Figure 2.9: Login page
4.

Once you have successfully logged in, the “Menu for Course Guidance
Week Page” will be displayed (Figure 2.10). Click Course Registration to
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click the link on page 21. Note that different undergraduate or graduate schools

display the “Course Registration Page” (Figure 2.10).

２
MyWaseda

Figure 2.10: Menu for Course Guidance Week Page

Figure 2.11: Course Registration Page
5.

Click “Course Search” to open the course search page. Select a school and
course category from the menu on the left (Figure 2.12).

6.

You can also search a course by entering the course title, term, day of the
week, and/or period and clicking Course Search.

7.

Click the checkbox on the left of the course for which you want to register
(Figure 2.12) and click Return to the first page.

8.

The message “‘Tentative Selection’ course is available on the list. Please
click ‘Course Add’ to complete the registration” will be displayed (Figure
2.13). Click Course Add.

9.

When the confirmation page is displayed, click OK to complete your
course registration.
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２

Figure 2.13: Tentatively selected courses

Important Notes
＊ When the online course registration system experiences heavy traffic, it will
limit the number of users that can go online. If you try to access the system
and get a restricted access page, wait a few moments then click “Resume”
to attempt to access the system again.
＊ When you register for courses using the online registration system, a
confirmation email will be sent to your Waseda Mail address the next
morning. Make sure to confirm your registration information using the
method specified by your undergraduate or graduate school.

Link
＊

Course Registration and Examination Information (In Japanese)
http://www.waseda.jp/mnc/kamoku/
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MyWaseda

Figure 2.12: Course Search& Checkbox

Online Learning Support Portal:
Course N@vi

２

2.4

Course N@vi is a service designed to facilitate online communication between
students and faculty. As Figure 2.14 shows, the Course N@vi system allows you
assist your learning in a variety of ways.
Note that not all courses use the Course N@vi system. Follow the instructions
given by your course instructors on how to use Course N@vi for each class.

Students

Read

Announcements

Post

View

Lecture materials

Upload

Submit

Reports

Receive

Take

Quizzes

Create

Answer

Surveys

Create and review
results

Participate

Discussions

Participate

Take

On-demand
classes

Create

Participate

Chat sessions

Participate

Evaluate course

Review sheets

Check evaluations

Faculty

Figure 2.14: Functions offered by Course N@vi
This section outlines the various Course N@vi functions. For details, refer
to the Course N@vi manual by clicking the link on page 25. You can also get
answers to frequently asked questions from “Course N@vi Manual (for students)”
from “Manual” in the menu on the right on the MyWaseda main page.

Accessing Course N@vi
To access Course N@vi, first log in to MyWaseda. Open the Course N@vi menu
on the left on the main page of MyWaseda and click Course N@vi (Standard
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MyWaseda

to take on-demand classes, access quiz answers, submit reports, and more to

Version) (Figure 2.15). Once you have successfully logged in to Course N@vi, the

２

system will display the Course N@vi page (Figure 2.16).

MyWaseda

Figure 2.15: Accessing Course N@vi

Figure 2.16: Course N@vi page

Screen Descriptions
The Course N@vi Website will show a list of the courses you are currently
enrolled in (Figure 2.16). Click any course to see a list of lectures associated
with that course.
The lecture list page shows “announcements” and the content for each class.
The “announcement” feature allows instructors to send information to students.
It is important that you get into the habit of checking these announcements
regularly as they often contain critical course information.
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Course N@vi Content Descriptions

２

Table 2.2 shows a list of the content available through Course N@vi. Your
course instructors will configure the viewing and submission periods for each
item used in the course. Make sure you access content during the period when it
Table 2.2: Available Course N@vi content
Lecture materials

Download lecture materials used in class.

Quizzes

Take simple tests on-demand. Quizzes are provided in
various formats, including true-false, multiple choice,
and free response.

Discussions

A bulletin board service (BBS) provides a forum for
discussions between instructors and students.

Questionnaires

Instructors can create surveys that their students can
answer online.

Submitting reports

Students can submit reports to instructors online.

On-demand
internet classes

Students can take on-demand classes when they are
offered as part of courses they are enrolled in. Video
playback software is required to view on-demand
course content. For details, talk to your course
instructor or look for details in your course syllabus.

Review sheets

Students can fill out review sheets with feedback for
each course. Instructors can then read these reports
and enter comments.

Attendance cards

Submit attendance cards online.

Chat sessions

Students can chat with instructors or other students.

Important Notes
＊

Always click “Logout” to end a Course N@vi session. If you end it by
closing your web browser, it may cause your data to be corrupted.

＊

Copying or secondary use of videos for on-demand classes is prohibited.
You must get permission from the author before using any materials or
text used in items uploaded to the Course N@vi system.

＊

Slander, abuse, and other inappropriate communications will not be
tolerated on discussion (BBS) boards.
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is available as you will not be able to view or submit items during other times.

Links
Course N@vi Manual for Students
http://www.wnpspt.waseda.jp/student_en/course_navi/

２

＊

MyWaseda
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MyPortfolio

In MyPortfolio, students compile a daily record of lessons and observations
about student life. Moreover, MyPortfolio is a system that provides a

２

2.5

comprehensive and sweeping view of university life by enabling the student to

＊

MyPortfolio is linked to the course records system and other electronic
systems within the university and automatically records courses as well
as university approved overseas study, volunteer activities, and extra
curricular activities information.

＊

Students can also record off-campus activities that they have taken part in,
such as internships, part-time work, and certifications completed.

＊

Students can also put together a daily record by keeping a blog-style diary
and uploading reports and reference images.

Select the content you want from your Profile, Diary, File, Courses, and Extra
Curricular Activities History to create a Portfolio Page about your studies and
growth and present your university achievements to the outside world.
To access MyPortfolio, login to MyWaseda. Then, in the global menu, click
Student Life. On the left side of the page, open MyPortfolio and then click on
MyPortfolio to open the MyPortfolio dashboard.
For further details, refer to the link on the following page.
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look back on his or her record and visualize their personal growth.

２

Figure 2.18: MyPortfolio Dashboard

Important Notes
＊

Before publicly presenting your information, carefully read the manual and
important notes in MyPortfolio and be sure to observe the rules regarding
the disclosure of personal information and regarding copyrights and
portrait rights

Links
＊

MyPortfolio
http://www.waseda.jp/navi/e/services/system/myportfolio.html
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Figure 2.17: Accessing MyPortfolio

２
MyWaseda
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3. Information Services

3.1

Using “Box” Online Storage Service

Box is a cloud-based online storage service for storing data on the internet. If
a web browser or through the Box smartphone app. If you want to edit a

３

you are connected to the internet, you can store or access data in Box through
document that you are creating at home while you are at school, for example,
you can use Box instead of storing the data on a USB flash drive and carrying it
To access Box, first log into MyWaseda. Then, open the Online Storage menu
on the left side of the MyWaseda top page and click Box.

Important notes
＊

You must comply with Waseda rules and guidelines when using the Box
storage service.

＊

There are restrictions on the kinds of data that can be stored in Box. Make
sure you review the Box usage guidelines first. Do not store prohibited
data, and always password-protect files containing restricted data.

＊

Make sure that you are not committing copyright infringement.

Links
＊

Box
http://www.waseda.jp/navi/e/services/box/

＊

Usage guidelines for the Box online storage service (In Japanese)
http://www.waseda.jp/wits/RULES/box_guideline.html
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with you.

3.2

Using the Software Rental Service

Waseda University allows students to rent a variety of software, including
To download the software, access to DownloadStation. To access to Download

３

antivirus software and Microsoft Office.
Station, login to MyWaseda. Then, in the global menu, click IT Services. On
the left side of the page, open Available Software and then click on Download

＊

Office365 (Office applications)

＊

Sophos Anti-Virus (on-campus version)

＊

MATLAB
etc.

The links below provide detailed usage conditions and installation instructions
for each program.

Important notes
＊

The university has strict policies against the illegal use of software to
ensure copyright protection and legal compliance. You must comply with
the terms of use for each program as well as with the Waseda University
Information and Communication Systems Internal Rules

Links
＊

Software rental (In Japanese)
http://www.waseda.jp/navi/rental/soft/

＊

Office365（Office application）

＊

Sophos Anti-Virus

http://www.waseda.jp/navi/e/rental/soft/ms_o365.html
http://www.waseda.jp/navi/e/rental/soft/sophos.html
＊

MATLAB (In Japanese)
https://www.waseda.jp/navi/rental/soft/matlab.html
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Station (intranet only).

3.3

Waseda E-Resource Portal

The Waseda E-Resource Portal site allows you to search electronic resources
as well as useful internet websites. Some of the available databases are listed

３

(databases, online journals, and e-books) that Waseda University subscribes to
below.
CiNii Books (University Libraries in Japan)

＊

NDL Online (National Diet Library)

＊

KOSMOS (Keio University)

＊

WorldCat.org (Libraries worldwide)

＊

CiNii Articles (Japanese articles)

＊

Web of Science (English articles)

＊

Scopus (English articles)

＊

JDream III (Articles in Sci, Tech, Med.)

＊

Kikuzo II Visual (Asahi Shimbun)

＊

YOMIDAS (Yomiuri Shimbun)

＊

MAISAKU (Mainichi Shimbun)

＊

NIKKEI TELECOM 21 (Nikkei Shimbun)

＊

Proquest Newspapers (US & UK newspapers)

＊

JapanKnowledge Lib (Encyclopedias, dictionaries)

＊

LEX/DB (Japanese law reports)

You can also use the Waseda University Library Catalog (WINE) to search for
materials in the Waseda University library system.

Important notes
＊

Certain databases can only be accessed from campus.

＊

The use of automatic data download programs is prohibited. Note that
even manually downloading large volumes of information in a short
period of time or systematically downloading certain journals may be
considered inappropriate usage.

＊

Malicious usage of the system may result not only in suspension of
-32-
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＊

services not only for the individual but also for Waseda University as a
whole. If unauthorized activity results in damages to the university or
the service provider, the university may hold unauthorized users liable
appropriate penalties.

＊

Waseda E-Resource Portal
http://www.wul.waseda.ac.jp/imas/index-e.html

＊

Library Catalog (WINE)
http://wine.wul.waseda.ac.jp/search/

＊

Instructions for using databases, electronic journals, and similar resources
(In Japanese)
http://www.wul.waseda.ac.jp/db/db_notice.html

＊

Guide to the proper use of digital resources (In Japanese)
http://www.wul.waseda.ac.jp/CLIB/lib_guide/no27_e-resource.pdf
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Links

３

for those damages, contacting their department and/or imposing the

3.4

stat system

The stat system allows users to access the UNIX-based statistical analysis
available on the terminals in some on-campus computer rooms and the
internet-based stat system can also be accessed remotely. You must apply

３

system (SAS) and similar statistics processors. A Windows-version SAS is
for

permission to use the stat system.

＊

You must go through the application process to use the system.

＊

Use of the stat system is limited to the current academic year. You cannot
continue to use the system across multiple academic years.

Link
＊

stat system (In Japanese)
http://www.waseda.jp/navi/services/system/stat.html
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Important notes

3.5

QuonNet

QuonNet is a community-type web site certified by Waseda University,
affiliate of Waseda University). There is no registration fee. Anyone can easily

３

planned and operated by Waseda University Academic Solutions Corpration (an
register.
QuonNet

Information Services

＊

http://www.quon.asia/
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4. Computer Rooms

4.1

Waseda University Computer Rooms

Waseda University provides computer rooms on campus where students can
freely use computers any time the rooms are not being used for a course or
workshop.

４

You can check the availability of computer rooms using the Computer Room
Availability page (see link below). This service can also be accessed via mobile
phone. It is a good idea to check computer room availability beforehand,
especially during examination periods and the job hunting season when usage is
high.
For details about computer rooms, refer to the links below and to the Access
Map（9.1）in the Appendix.
＊

Please refer to the next section for information on computer rooms at the
Nishiwaseda Campus.

Links
＊

Computer Rooms Guide
http://www.waseda.jp/navi/e/room/

＊

Computer Room Availability page (In Japanese)
http://www.waseda.jp/navi/room/mobile.html

＊

Computer and smartphone QR code for computer
room availabilityaseda University Computer Rooms
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Photo 4.1 State of the computer room

4.2

Using Terminals in Computer Rooms
(Other than Nishiwaseda Campus )

To use a computer in the computer room, you must go through an
authentication process.
sure it is connected to a power source. Once it is on, a user authentication

４

First, power on the computer (Photo 4.2). If the display remains black, make
window will appear (Figure 4.1). In " ユーザ ID(User ID)" input your Waseda ID
or Waseda Mail address and in " パスワード (Password)" input your MyWaseda

Photo 4.2 State of the PC

Figure 4.1 User authentication window

Once the authentication process has completed successfully, you can use the
computer.
To use a program, click スタート (start) at the bottom right of the screen, click
すべてのプログラム (all programs) to display the names of the programs, and
then click the one you want to use (Figure 4.2).

Figure 4.2 All programs, shut down
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password and click " 認証 (authenticate)."

Always shut down the terminal once you have finished using it. To do this,
click スタート (start) at the bottom right of the screen and select シャットダウ
ン (shut down) (Figure 4.2). Note that any data you have saved on the computer
will be deleted when you shut it down or restart, so be sure to first save any
important files elsewhere (on a USB flash drive, for example).
Unlike other electric devices, a computer must go through the proper shutdown

４

Never power off a computer by pushing the power button on the main unit.
procedures in order to work properly. Pressing the power button without

Available software
Computers in the computer rooms are equipped with basic software like
Microsoft Word and Excel. In addition to these common applications, certain
computer rooms may have terminals with special software. Go to the link on
page 48 to see a list of the software installed on computers in various computer
rooms.

Using printers
There are monochrome laser printers in most of the computer rooms. The
computer rooms on the first basement level in Building 22, on the first floor in
Building 9, and in Building 100 have computers set up specifically for printing
tasks.
Paper for printing is not provided in the computer rooms. Purchasing paper
is the responsibility of each student, so bring the materials you need with you.
Only put clean, unused printing paper into the printers. Do not use non-standard
paper sizes, paper not meant for copying (e.g. writing paper or thermal paper),
or the back side of paper that has already been printed on, as it can jam or
damage the machines.
Note that printing documents other than those used for research or academic
courses is prohibited.
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shutting down may damage the processor.

Other equipment
＊

Computers in the computer rooms have USB ports to allow the use of USB
flash drives and other external storage devices.

＊

If you want to use a computer’s audio, bring your own headphones.
the Global Education Center. Speak with the Teaching Assistant (TA) in
the IT Counseling Office for Students.
Computers in the computer rooms have super multi drives, which can play

＊

To maintain a quiet environment, chatting in the computer rooms is

CD-R, CD-RW, DVD-R, DVD-RW, DVD+R, DVD+RW, and DVD-RAM discs.
prohibited. You can use a group learning facility for group work. The
Group Study Room on the first basement level in Building 22 and Room A
in Building 24 are intended for group work.
If you have a problem or don’t understand something, get into the habit of
thinking for yourself or investigating the causes on your own. Most software
comes with a help feature. Another effective strategy is using a search engine
like Google or Yahoo! to look up similar issues and solutions.
Information on troubleshooting in the computer rooms can also be found in
the Frequently Asked Questions section of the Information Technology Service
Navigation. See the link on page 42 .
If you cannot solve a problem even after looking at the FAQ, search engine
results, or online help, visit the IT Counseling Office for Students. The TA on
duty will give you advice.
You can also send an inquiry using the Help Desk feature. See the
Troubleshooting section on page 59.

Important notes
＊

When using the computer rooms, observe the following so that everyone
can use the rooms comfortably and quietly:
・

Remain in your seat; do not leave your belongings unattended.

・

Chatting is not allowed.
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＊

４

Headphones are available for loan in the computer rooms managed by

・

Do not bring in food or drinks (beverages with lids are allowed in
some rooms).
Do not talk on mobile phones.

・

Do not use USB devices other than external storage media.

・

Follow instructions given by the TA and security guards.

・

Do not fall asleep.

To prevent unauthorized activity, you must always shut down and power

４

＊

・

off computers when you have finished or even when you leave your seat.
the time you power it off is your responsibility.
＊

If it appears that a user has left their seat without shutting down the
computer, the computer may be forcibly shut down to free it up for other
users.

＊

Do not connect any device not intended for research or educational
purposes in the computer rooms.

Links
＊

Users Guide (In Japanese)

＊

Software Search (In Japanese)

http://www.waseda.jp/navi/room/howtouse1.html
http://www.waseda.jp/navi/room/app/
＊

Frequently Asked Questions
http://www.waseda.jp/navi/e/faq/
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Be aware that any use of the computer between the time you log on and

4.3

Using Terminals in Computer Rooms
(Nishiwaseda Campus )

The computer room of Nishi-Waseda Campus is on the 3rd floor of Building
63. Windows is available in 5 rooms and Mac is available in 2 rooms. It is not
page 44 for usage status.

To use a computer in the computer room of Nishi-Waseda Campus, you must
go through an authentication process.
First, power on the computer. The OS selection will appear. Select the OS you
want to use with the arrow keys and press the Enter key (Figure 4.3). Once it is
on, a user authentication will appear (Figure 4.4). In ユ ー ザ ID(User ID) input
your student ID and in パスワード (Password) input your MyWaseda password."
Once the authentication process has completed successfully, you can use the
computer.
Refer to the list of OS / PC by room from the link on page 44 for available OS.
Always shut down the terminal once you have finished using it. Note that any

Figure 4.3 OS selection Figure 4.4 User authentication window
(Upper left : Windows,
Bottom left : Mac,
Right:Linux)
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Using Computer

４

available when used for lectures. Check the PC room schedule from the link on

data you have saved on the computer will be deleted when you shut it down
or restart, so be sure to first save any important files elsewhere (on a USB flash
drive, for example).

Available software
with basic software like Microsoft Word and Excel. In addition to these common

４

Computers in the computer rooms of Nishi-Waseda Campus are equipped
applications, certain computer rooms may have terminals with special software.
various computer rooms.

Using printers
There are color laser compound machines in most of the computer rooms.
Printing / copying is billed by electronic transportation money (Suica /
PASMO).
The multifunction device also has a USB port that allows you to print data
stored on the USB memory and save scanned data to the USB memory.
＊

Only card-type Suica / PASMO is supported. Mobile Suica is not supported.

＊

You do not have to prepare the printing paper yourself. It is set in the
multifunction device in advance.

Helpdesk
If you have any troubles, there is a help desk on the same floor, and staff and
TAs can help you.

Links
＊

PC Rooms
http://www.waseda.jp/mse/web/en/pcroom/
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Go to the link on page 44 to see a list of the software installed on computers in

５
Network

5. Network
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5.1

Waseda University Network Service

The servers and computers on the Waseda University campus are connected
to a single network environment that is known as the “(Waseda University) oncampus network”.
Waseda University offers a service which allows students who bring their
laptops on campus to use the on-campus network to connect to the internet.
The on-campus network is linked to the internet, but both outgoing and

５

This service is available either through a wired LAN or WiFi connection.
incoming access are limited for security reasons. If you want to access the oncampus network from your home or elsewhere off campus, you must use the
(VPN).
More details about using the network are given below.
1.

Using a wireless LAN network on campus（5.2）
The on-campus network provides wireless LAN service.

2.

Using wired LAN network on campus（5.3）
The on-campus network provides wireless LAN service.
Proxy settings are required to connect from the on-campus network to
the internet, off-campus email, and other off-campus services.

3.

Connecting to on-campus services from off-campus（5.4）
Connecting to restricted on-campus services from home and other offcampus locations requires a VPN connection.

4.

Connect to a wireless LAN at various locations using your account（5.5）
At eduroam participating institutions, you can use Waseda Mail address
with a password to use a wireless LAN.
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on-campus network connection service that employs a Virtual Private Network

Important notes
＊

Carefully read the Waseda University Information and Communication
Systems Internal Rules (In Japanese) before using these services.
The university reserves the right to take punitive action against any
unauthorized activity.

＊

You are responsible for taking sufficient security precautions when using

Links
Network Use Guide
http://www.waseda.jp/navi/e/network/
＊

Waseda University Information and Communication Systems Internal
Rules (In Japanese)
http://www.waseda.jp/wits/rules.html

＊

Security Information (In Japanese)
http://www.waseda.jp/navi/security/
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＊

５

your own computer, tablet, or other device to connect to the network.

5.2

WiFi connection service

Students can also network access without a LAN cable by using the WiFi
feature on their laptops to capture the signal within designated WiFi hotspots.

Important notes
You do not need to configure your proxy settings in order to use the WiFi
proxy settings. in particular, the databases, online journals, and e-books to

５

service. Note that some off-campus services may require you to configure your
which Waseda University subscribes require that you access them through a
you are accessing the network via WiFi connection. Check the Library Waseda
E-Resource Portal to find out which resources require proxy settings.

Links
＊

Wireless LAN Connections
https://www.waseda.jp/navi/e/network/wireless_new.html

＊

Locations where wireless LAN is available (access points)
https://www.waseda.jp/navi/e/network/wireless_ap.html
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Waseda University proxy, so you may have to add proxy settings even when

5.3

Wired LAN (DHCP) connection service

In a location with an information plug outlet, use a LAN cable to connect your
computer to the outlet and establish a DHCP network connection.
When using a wired LAN (DHCP) connection service, you must authenticate
with your Waseda ID or Waseda mail address and password. Refer to the link for
specific connection procedures and access point details.

５

For security reasons, the on-campus network typically only allows connected
computers to access the Waseda University servers. An HTTP proxy is in place
to allow these computers to access internet websites and various other services.
internet from campus. Refer to supplemental sections（8.1）through（8.11）
for detailed connection procedures.
For security reasons, the on-campus network also limits access to off-campus
email and FTP/SSH services that allow outside communications. A general proxy
is used in order to access these information services. Setting up a general proxy
will allow you to access the following off-campus services:
FTP-data (20), FTP (21), SSH (22), Telnet (23), SMTP (25), POP3 (110), IMAP
(143), SMTPS (465), SUBMISSION (587), IMAPS (993), POP3S (995)

Important notes
＊

Always log out when you finish using the wired LAN (DHCP) connection

＊

Always disable your laptop’s network file-sharing feature before

service.
connecting to the on-campus network. Failure to do so will make it
possible for people to access the files in your laptop from other machines
linked to the network.
＊

Always delete your proxy settings when switching to an off-campus
network at home or elsewhere off campus.
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You will need to configure your proxy settings if you want to connect to the

Links
＊

Wired LAN (DHCP) Connections
http://www.waseda.jp/navi/e/network/dhcp.html

＊

Proxy Service

＊

Wired LAN (DHCP) Connection: How to Login/Logout

http://www.waseda.jp/navi/e/network/proxy.html

５

https://www.waseda.jp/navi/e/network/dhcp-login.html

Network
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5.4

Connecting to On-Campus Services from
Off Campus (VPN)

Waseda University provides a VPN connection service that allows you to
access the on-campus network from your home or other off-campus location.
A VPN connection is technology which allows multiple remote nodes to safely
communicate over a public line as if they were communicating over a private

５

line. VPN also gives you access to restricted on-campus websites from home.

Important notes
Users connected to the Waseda University on-campus network via VPN
are considered part of that network and subject to the Waseda University
Information and Communication Systems Internal Rules. You must
comply with these rules when you are using VPN services.

Links
＊

Access from off campus using VPN
http://www.waseda.jp/navi/e/network/ext-vpn.html
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＊

5.5

eduroam

eduroam JP is a service provided by the National Institute of Informatics (NII)
to allow universities and other education/research institutions to share their
on-campus WiFi systems. Since Waseda University participates in this project,
you can use your Waseda Mail address and password to access WiFi at any
participating institution’s hotspots.

５

Links
＊

eduroam

＊

eduroam JP | National Institute of Informatics
http://www.eduroam.jp/en/
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http://www.waseda.jp/navi/e/network/eduroam.html

Plagiarism in Writing Reports

Reports

６

6. Plagiarism in Writing
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6.1

Plagiarism in Writing Reports

Waseda University will not tolerate the submission of other writers’ work,
whether from a printed or online source, as one’s own in reports or other
assignments. Even a partial excerpt from another writer must meet the
criteria for quoted material below (including citing of the source) in order to
be acceptable. Waseda University treats reports and assignments containing
plagiarism as misconduct in the same category as cheating on tests (copying
other students’ answers or bringing in prohibited materials). If you are found to
penalties. You will fail the course or possibly all of your courses, your Waseda ID

６

be guilty of misconduct, your department or graduate school will inflict severe
will be suspended, and you may be expelled from the university. Plagiarism is a

If a portion of your report quotes material from another writer, or if you have
summarized a portion of another writer’s work in such a way that it the content
is nearly identical to the original, you must cite the source of that material
in order to clearly indicate that it is not your own work. Note that quoting
material comes with its own set of rules as well. Submitted reports or other
assignments that do not adhere to these rules will be considered plagiarized and
an infringement of copyrights.
Follow the simple rules below to ensure that you are rightfully and properly
quoting other materials in your work.
1.

Clearly distinguish your own writing from portions taken from other
sources. Example: Mark quoted material with quotation marks (English)
or single brackets (Japanese).

2.

Clearly indicate the source of each piece of quoted material.
Example: Provide bibliographical information that includes the name
of the original author, the title of the work (book, paper, or article), and
applicable page numbers (and/or the publisher and year).

3.

Make sure that the sum total of quoted material is only a small portion of
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serious offense; make sure you are always diligent about citing your sources.

the report or assignment as a whole.
4.

Only introduce quoted material when absolutely necessary.

Even if you are quoting a source that gives people permission to use the
content as they like (this is particularly common with online information), it
is still considered plagiarism any time you take material that you did not
personally write and submit it as your own.

dictionaries in their work. Be aware, however, that using this content in a way

６

It is very common for students to make use of news published by newspapers
or news agencies, content from official government websites, and online
that does not meet the criteria for quoted material and does not clearly indicate
preparing your reports or other assignments.

Links
＊

Waseda-style Academic Literacy (In Japanese)
https://www.waseda.jp/inst/gec/gec/academic/

＊

Violation of Rules
https://www.waseda.jp/inst/gec/en/undergraduate/class/#anc_27
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the source is considered plagiarism. Please be very mindful of this when

６
Plagiarism in Writing Reports
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Other Important Information
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7.1

Other Important Information

Rules
Users are obligated to read and comply with the various applicable rules
before using systems run by Waseda University. Be sure to read the rules in the
following link and always use the internet and computers appropriately.
＊

Rules (In Japanese)
http://www.waseda.jp/wits/rules.html

Certain services or systems may not be available in unverified usage

７

Service and system usage environments
environments. Click the links below to check verified environments for individual
services and systems.
Recommended Environments for the Systems

＊

Cautions regarding unverified environments (In Japanese)

http://www.waseda.jp/navi/e/services/system/sys_requirements.html
http://www.waseda.jp/navi/services/system/sys_requirements_caution.
html

Reissuing passwords
If you forget your Waseda ID, Waseda Mail address, or password, you will
have to apply at the IT desk to have your password reissued. Click the links
below to find a help desk that can reissue passwords. You must bring your
student ID with you. Once you get your reissued password, you will be required
to take the Information Ethics Test again and pass it within the designated time
period. Failure to do so will result in suspension of your Waseda ID.
＊

Inquiries and IT Desks (reissuing a password and related information)
http://www.waseda.jp/navi/e/inquiry.html
http://www.waseda.jp/navi/e/mywaseda/passwd_reissue.html

-58-

Other Important Information

＊

QuonNet
QuonNet is Waseda University’s official social networking service hosted and
operated by Waseda University Academic Solutions Corporation (the company
affiliated with Waseda University). Registration is easy and free for everyone.
＊

QuonNet
http://www.quon.asia/?lang=en

Emergency bulletins
Waseda University may issue emergency bulletins, such as the cancellation
earthquake, or when an infectious disease required by law to be reported (such

７

of all classes when transport services are disrupted by a typhoon or major
as influenza), becomes an epidemic. In such cases, Waseda University will post
as well as the Emergency Bulletin Website. Please bookmark these sites on your
computer, mobile phone, and other devices.
＊

MyWaseda login page
https://my.waseda.jp/

＊

Waseda University Official Facebook
https://www.facebook.com/WasedaU/
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the same emergency bulletin on the main page of the Waseda University website

7.2

Troubleshooting

Using the Information Technology Service Navigation FAQ
If you run into difficulties, please read the FAQ on the IT Service Navigation
website. Frequently asked questions and answers are listed there.

Inquiring with the Help Desk via email
The Help Desk takes online inquiries about information services 24/7.
From the IT Service tab in the MyWaseda global menu, click “ Support and
then select the form you want from the folder that appears.

７

Application for the systems (Helpdesk)” on the service menu on the left, and
If you cannot log into MyWaseda, contact us using the link below.

Each campus has an IT desk that provides assistance with information
services.
Campus

Location

Waseda

Academic Advising Office: Building 7 (1F)

Toyama

MM Preparation Room: Building 36 (4F)

Nishi-Waseda

Administrative Office of Information and Multimedia
Technology: Building 63 (3F)

Tokorozawa

Information Systems Management Room: Building 100 (3F)

Honjo

Development Support Room 1: Building 93 (3F)

Kitakyushu

Information Management Room: Building 201-46 (1F)

Links
＊

Frequently Asked Questions
http://www.waseda.jp/navi/e/faq/

＊

Inquiries and IT Desks
http://www.waseda.jp/navi/e/inquiry.html
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Support from the IT desk

Appendix
Appendix
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Access map and Computer Rooms
Waseda Campus

Campus Map

Appendix
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Waseda Campus Computer Rooms
Graduate School of Political Science
Graduate School of Economics
Building 3

Building 7

Graduate School of Public
Management

8F (804)

School of Political Science and
Economics

9F (901,902,903)

Academic Advising Office

1F

Global Education Center

3F (301)
4F (408, 409, 410, 413)
8F (612)

Global Education Center

1F (158)

Graduate School of Commerce

B1F (B104-2)

School of Commerce

6F (601, 602, 607, 608)

School of International Liberal Studies

6F (609, 610)

Graduate School of Education

2F (210-2)

School of Education

5F (504)

Global Education Center

6F (601, 603)

School of Social Sciences

6F (613, 614)

Graduate School of Social Sciences

9F (946)

School of Education

4F (408)
5F (507, 510)

Graduate School of Applied Japanese
Linguistics

5F (514)

Graduate School of Asia-Pacific
Studies

5F (513)
7F (708)
8F (Asia Pacific Library)

Building 22

Global Education Center

B1F (Computer Self Study
Room, Group Self Study
Room)

Building 24

Global Education Center

5F (A, B)
6F (C)

Building 26

Waseda Business School (Graduate
School of Business and Finance)

6F (602, 603)

Building 29

Center for International Education

3F (TOEFL Test Site)

Building 29-4

Graduate School of Education
(Professional Degree Program)

2F (204)

Building 9
Building 11

Building 14

Building 16

Building 19
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School of Law
Graduate School of Law

Building 8

Toyama Campus Campus Map

Appendix

Toyama Campus Computer Rooms
Building 34
Building 36

School of Letters, Arts and
Sciences
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3F (356, 357)
4F (451)
4F (MM1, MM2)

Nishi-Waseda Campus Campus Map

Building 57
Building 63

Faculty of Science and
Engineering

1F (Drafting room)
3F (A, B, C, D, E, F, G,)

Higashifushimi Campus Computer Rooms
Building 79

School of Sport Sciences

4F (405, 406)

Tokorozawa Campus Computer Rooms
Building 100

School of Human Sciences,
School of Sport Sciences

Building 201-46

Graduate School of Information
Production, and Systems

3F
(E321-1, E321-2, E322)

Kitakyushu Campus Computer Rooms
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Nishi-Waseda Campus Computer Rooms
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