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• This manual is a user guide for enrollment procedures with “Ritsu-mate”. There is another user manual for 

application procedures.

• This manual is for undergraduate applicants. There is a separate manual for graduate school applicants.
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Introduction

Overview of Enrollment Procedures
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Items for Registration Subject Regist-
ration Revision Reference

1 Registration and Correction of 
Personal Information All enrollees 〇 〇 〇

２
Registration and Correction of 
International Student 
Information

Students without Japanese 
nationality only（including special 
permanent residents, 定住者、
permanent residents）

〇 〇 〇

【Part 1】
①Paying Admission Fee & Tuition Fee(s)

※Students from Ritsumeikan Academyʼs Secondary
Schools are not necessary to pay Admission Fee

②Submission of the Certificate of Eligibility (COE)
application and relevant documents

【Part2】
①Online Enrollment Procedure (Ritsu-Mate)
②Sending enrollment documents by post

The enrollment procedures will be completed after the 
above steps. 

・Designated period for the enrollment procedures varies according to the College and the Admission Method. 
Please check “After Admission” website relevant to your application.

This manual is intended as a guide to the “[Part2] ①Online Enrollment Procedure” above



Introduction

＜1＞Before start to use "Ritsu‐Mate“

□ Check Internet Environment
Prepare devices with internet service such as PC, tablets, and smartphones.
Use devices which fulfill the following requirements.

▼ Browsers
(Windows) Microsoft Edge, Internet Explorer 11.0, Google Chrome, Mozilla Firefox
(MacOS) Safari 10 or latest
(iOS10) Apple Safari
(Android 5.0) Google Chrome

▼Software
To confirm the mailing label for Enrollment Documents in PDF format, Adobe Acrobat Reader (Free) by Adobe
Systems Inc. is required.
‐ Some devices may not work properly even with the above browsers.

□ Printing Environment
To print the mailing label for Enrollment Documents, you need to secure a place for printing.
In case there is no printer at home, make sure that you can print at convenience store, etc. 

□Prepare Information to enter in "Ritsu‐Mate“
In “Ritsu‐Mate”, applicants are required to enter several information, such as applying schools,
colleges, courses as well as personal and guarantor’s mailing address.
Check the manual beforehand for what to enter in the "Ritsu‐Mate", and prepare necessary 
information before starting the application. Please note that "Ritsu‐Mate" will automatically 
logout if there is no screen transition for 90 minutes.

□In case you can’t move on to the next Step
Logout,Close all the screens and log in again.
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Access “Ritsu-Mate”
“Ritsu-Mate” URL : http://www.ritsumei.ac.jp/applicants/
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＜2＞Login

-For Applicants having used “Ritsu-Mate” when applying : Enter the email address (as “Account”) and the 
password you have registered.
-For Applicants not having used “Ritsu-Mate” (e.g. ISSE 2018 first period applicants with Application period: Feb. 
24-Mar.17, 2017):  Use the Account ID and Password provided by the University as follows.

Account: 81+ your Application Number 
(e.g. if your Application Number is 12345678, your Account ID is 8112345678)

Password: Your birthday (yyyymmdd).
(e.g. if your birthday is Jan. 2nd, 2000, your password is 20000102.)
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[English]
You can switch from Japanese to English by clicking on 
"English" in the top right-hand corner of the screen.

[Reset Password]
Click the "Reset Password" if you have forgotten your 
password, and follow the procedures to reissue your 
password.

[Account]
Enter the email address you have registered in the 
"Account"  (for users with an existing account).
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＜3＞画⾯表⽰説明

①You can consult the manual during registration by clicking on "Manual" in the top right-hand corner.

②Be sure to click on "Logout" in the top right-hand corner once you have finished entering your information.

③The current status is displayed after you log in.

④The current status is displayed after each entry item is selected or registered.

⑤Click on the relevant blue button at the bottom of each screen to go forward or back from the current screen.

Alternatively, you can click on the link to display the previous screen in the upper area of the screen (③).

＜3＞Notes
１. Session timeout

You will be automatically logged out after 90 minutes of inactivity.

2. Changing registered information
You can modify your information any number of times during the designated period for second enrollment procedures. 

However, you cannot make any changes once this period is over.

3. “Ritsu-Mate” service available time
Ritsu-Mate is not accessible every week between Wednesday 7:30 p.m. and Thursday 5:30 a.m. (Japan 

Standard Time) due to the system maintenance. We will inform you of other irregular unavailable times in case of    

necessity.
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Introduction

Once the Second Enrollment Procedures period has begun, the “Online Enrollment Procedure” will appear 

after login.
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Top Page
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Examination information you have passed is displayed here.

Please check the following information (College/Graduate School, Department/Major, Major/Course or 
Application No.). 
“Application No.”        ：The examinee number  for proceeding with the Enrollment Procedures.
“Examination date”     ：The date of the examination. For Admission Methods without examinations, 

the result announcement date is displayed here instead.

Please press “Proceed” of the row corresponding the course you are admitted to.

２

2
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List of Enrollment Procedures
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Introduction

The menu screen for registration is displayed.

*Below is an example of what is displayed.

9

Items that require registration will be shown.

The date and time of your final registration will be shown.

The display will be switched to the Register/Refer/Create screen when you press the corresponding 

buttons. You can register the items in any order.

1

2

3

3 1 2



1 Registration and Correction of Personal Information

Procedure 1  Registration of Personal Information

Register your personal information. You can modify the information in “Registration and Correction of Personal Information” during the 

designated period for online procedures. The information is displayed using the data at the time of your application. Please make changes if 

necessary. If you do not need to make any changes, please proceed to the next step.
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【Postal Code・Prefecture・City・Street No.・Building】
Write the address where you will be living after enrollment. If you have not 
yet decided where to live at the time of register, write your current address.
This can be changed after enrollment.
<Magnifying glass function> Only applicable for Japan residents.
Click the magnifying glass button next to the “Postal 
Code” field to move to Search Screen(another window),
and enter your postal code to find your address, which
will be automatically copied to fill in fields on 
the original page.

{Overseas Address}
Postal Code: Enter "999-9999."
Prefecture: Enter "Other than those above.“City, Street No., and Building: The 
maximum number of characters you can use to enter information for any of these 
fields is 40. Enter your information using alphabets, even for countries or regions 
where Chinese characters are used.
E.g.: 89 Xisanhuan Beilu,

Haidian District,
10089 Beijing, China

【Home Telephone Number・Mobile Telephone Number】
Be sure to enter a telephone number that can be used to get in touch with you as it will be 
necessary to contact you about the enrollment procedures. Either a “Home Telephone 
Number” or a “Mobile Telephone Number” must be entered. If outside Japan, enter the 
country code as well.

[Name ・ Name (Katakana ・Gender・Date of Birth】
This shows the information registered at the time of your Applicaiton, and it cannot be modified.
Contact the International Admissions Office if there is any change needed.

【Nationality】
Select your nationality. If you have dual nationalities and one of them is Japanese, please select 
Japan. If neither of them is Japanese, select the nationality of the passport that you use when 
entering Japan.

On the “Online Enrollment Procedures” screen, press the “Reg” for the “Registration and Correction of Personal Information”.



1 Registration and Correction of Personal Information

Procedure 1  Registration of Personal Information

Guarantor’s Information/Tuition Fee Billing Address (who is responsible for the payment of your tuition fees) are displayed based on the information you 

submitted for your application.  Please make changes if necessary. If you do not need to make any changes, please proceed to the next step.
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【Guarantor’s Information】
Select your father, mother, brother, sister, or spouse as guarantor. If 
none of the above relatives can become a guarantor, fill in the address, 
name, etc., of a someone who is not a dependent and can reliably fulfill 
their responsibilities as a guarantor.
If your guarantor resides outside Japan, enter the overseas address (a guarantor 
does not need to reside in Japan or be a Japanese citizen).

【Home Telephone Number・Mobile Telephone Number】
Either a “Home Telephone Number” or a “Mobile Telephone Number” 
must be entered.

【Tuition Fee Billing Address】 (Japan Address Only)
This is the address where the bill for your Tuition Fees will be sent after enrollment.

【Home Telephone Number/Mobile Telephone Number】
Either a “Home Telephone Number” or “Mobile Telephone Number” needs to be 
entered. Enter hyphens if they are missing.

【Emergency Contact Information】
The emergency contact may be different from your guarantor.



1 Registration and Correction of Personal Information

Procedure 2 Education Information Registration

Please confirm the information registered at the time of your Application. Click “Confirm” if there are no errors.
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52000E

ABC High School

3‐Year Senior High School Graduate

2018/03

[Each Columns]
After your application, we changed your Education Information appropriately
based on your application Documents.
If you find items to be corrected,  please contact International Admissions 
Office.



1 Registration and Correction of Personal Information

Procedure 3  Confirmation of Personal Information

If there are no errors, please click “Register”.
Click "< Back" to return to the previous screen if you need to make any changes. 

13

省略

*Some sections are omitted.



1 Registration and Correction of Personal Information

Procedure 4 Completion of  Registration of Personal Information

The registration of personal information is completed.

You can return to the menu screen by clicking “Completed”.
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On the menu screen, the date and time will be displayed in the “Final Registration Date” section.

You can make changes during the designated period for online enrollment procedures.



2 Registration and Reference of  Family Information

Procedure 1  Registration of Family Information ①

Family information will be used when providing information to your guardians from Ritsumeikan University and Ritsumeikan University Parents Association of 

Student Education Assistance or in case of an emergency etc. Please enter the information at the time of your enrollment (expected  information acceptable). 

You cannot modify this information once it is registered. Please notify the International Admissions Office if any corrections or changes need to 

be made.
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If the guarantor is not the father or mother, select the applicable relationship to the applicant and 
enter the information below, starting from the name.

Please click “Reg” below for the “Registration and Reference of Family Information”.

【Guarantor’s Information】
If you have neither a father nor mother, you do not need to enter information here. Please enter 
your guarantor’s information in the columns below. If you are an international student whose 
parents reside overseas, please enter the overseas address (your guarantor does not need to 
reside in Japan). 

【Alumni Code/Graduation Year】
Select the Alumni Code/Occupation Code from the link above and enter the graduation year only if 
your guarantor is an alumni of Ritsumeikan University or its affiliated schools.

【Organization/Company Name, Occupation Code】
Select the Occupation Code from the above link “Alumni Code/Occupation Code”. You do not 
need to enter if your guarantor is a housewife, a pension recipient or has no occupation etc. This 
data will be used for statistics so please select a code of a similar occupation if you do not know 
which to select.

【Daytime Contact Number/Email Address】
This contact information will be used by the university and Ritsumeikan University Parents 
Association of Student Education Assistance, including in case of an emergency. Please enter 
contact information that can be reached during the daytime.

You have to enter the “Name” and “Daytime Contact Number” of either your “Father”, “Mother” or 
“Other”.



2 Registration and Reference of  Family Information 

Procedure 1   Registration of Family Information ②

If your sibling is currently enrolled in a college at Ritsumeikan University (excluding graduate schools) or was enrolled in the past 
(graduated, withdrew etc.), the Registration Fee (5,000 yen) for the Ritsumeikan University Parents Association of Student Education 
Assistance will be refunded. Also, if your sibling is currently enrolled in a college at Ritsumeikan University, the Membership Fee for one 
person (10,000 yen) will be refunded, so please enter the information as below and click “Confirm”.
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【Student ID Number】
If your sibling is currently enrolled, enter the current student ID number. If he/she was enrolled in 
the past, enter the student ID number at the time of graduation. You do not need to enter if the 
number is unknown.

【Graduation Year】
If your sibling is a graduate etc., enter the graduation year. If he/she is currently 
enrolled, you do not need to enter the expected graduation year. 
<Example>
Enter 2017 if he/she is graduating in March 2018 (Academic Year 2017).
Enter 2017 if he/she is graduated in September 2017 (Academic Year 2017).

If you have 4 or more applicable siblings, enter the information of the oldest 3. If 
twins or siblings enrolled at the same time, enter their “Name”, “Name (Katakana)”, 
and “College” only.



2 Registration and Reference of  Family Information

Procedure 2   Confirmation of Family Information

Confirm your family information and click “Confirm”. You cannot make any changes once it is registered, so make sure 
that there are no errors. Please notify MANABI Station on your campus if you need to make any changes after registration.
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*Some sections are omitted.



2 Registration and Reference of  Family Information

Procedure 3  Completion of Registration of Family Information

Registration of family information has been completed. Click “Completed” to return to the menu.
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Registration date and time will be displayed in the ”Final Registration Date” section. 
“Reg” will not be displayed once the information is registered and no changes can be made. The “Ref” link will be 
displayed where the registered information can be checked.

Ref

You have successfully registered your family information.

Completion of Registration of  Family Information



3【For Non-Japanese Applicants】
Registration and Correction of International Student Information

Procedure 1 Register International Student Information

All students of foreign nationality must register international student information. This includes special permanent residents and 
permanent residents. Registration is not necessary for those who are Japanese nationality or have dual nationalities that includes 
Japanese nationality. If you have dual nationalities and neither of these include Japanese citizenship, enter the information of the 
passport you use when entering Japan.
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Click “Register” for “【For Non-Japanese Applicants “Registration and Correction of International Student Information” on the 
Online Enrollment Procedures page.



3【For Non-Japanese Applicants】
Registration and Correction of International Student Information

Procedure 1  Register International Student Information
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【Name（alphabet）】
Name in roman alphabet as indicated on passport.

【 Resident Status 】
Select appropriate resident status. 

【Resident Status・Expiry Date】
You do not need to enter these items if you are a special 
permanent resident or if they are undecided.

Select whether or not you have experience studying in Japan in 
the past on a Japanese government scholarship.

Please enter if you have learning experience at a Japanese 
language organization before your enrollment.

【Japanese Language School Code・
Japanese Language School Name】
Click on the magnifying glass button, enter the 
Japanese language school name, and search.

The name of the Japanese language school will be entered 
automatically. If you cannot find it with this search function, enter 
“099” and input the name of the school manually.

【Enrollment Date・Graduation Date】
Enter the enrollment date and graduation date with the format of 
“YYYY/MM”.

【Nationality】
Select the nationality of the passport you use when entering Japan 
if you have dual nationalities and neither of these is Japanese 
nationality

Register your international student information. You can modify your information on “Registration and Correction of International Student 
Information” during the designated period of the online enrollment procedures. You do not need to enter any undecided items before 
entering Japan. Click “Confirm” when you finish entering the information.



3 【For Non-Japanese Applicants】
Registration and Correction of International Student Information

Procedure 2  Confirmation of International Student Information
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【保証⼈電話番号】
⾃宅電話番号  表⽰     
携帯電話番号は表⽰されません。

This is the confirmation page for international student information. 
If there are any errors, click “<Back” to modify. If not, click “Register”.



3【For Non-Japanese Applicants】
Registration and Correction of International Student Information

Procedure 3   Completion of Registration of 
International Student Information

Registration of international student information is complete. Click “Completed” to return to the menu.
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Registration date and time will be displayed in the “Final Registration Date” section on the menu screen. You can modify this information 
during the designated period of the online enrollment procedures.



(Not to Use)
Create mailing label for Enrollment Documents
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English-medium Undergraduate Applicants will not use “Download mailing label for enrollment documents” 
function, but do send documents as indicated in “After Admission” website.

【Not to use】


