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※If you are using the service for the first time, please submit your application for use and 
wait for approval before applying for certificate issuance.

① Click the “Apply for a Certificate” button.

② On the “Receiving Your Certificates” screen, select either “Issue at Convenience Store” or 
“Receive by Post.”

（2）Apply for a Certificate

[Online Application Website] Manual for Applying for 
Certificates

2025/11 Kinugasa ManabiStation

（1）From the Graduates Login screen, enter the User ID (the email address you registered when 
applying for use) and the password you set, and then log in.



③ On the “Select Certificate” screen, choose the number of copies you wish to issue.
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[Receipt Method：Convenience Store]

～～～～～～Omitted～～～～～～

～～～～～～Omitted～～～～～～

The Notes section is here.

[Receipt Method：Postal mail]



＜Notes for Those with Multiple Student Records＞
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On the “Select Certificate” screen, please click the “Switch Student Registrations” button.

■When Multiple Student Records Are Displayed
You can apply for certificates for multiple student records at the same time.

■When Multiple Student Records Are Not Displayed
Certificates for multiple student records that are not displayed—due to year of attendance or other 
reasons—cannot be applied for at the same time. Please proceed using one of the following 
methods.

(1) In the case of [Receipt Method：Postal mail]
・Select “Receive by Post” on the “Receipt Method Selection” screen.
・Select the number of certificates needed for each of the student records.
・Enter the details of your request in the Notes section. 
Example (if you have student records for both an undergraduate program and a graduate program):
“Please issue XX copies of the ○○ certificate for the undergraduate program and XX copies of the 
○○ certificate for the graduate program.”

(2) In the case of [Receipt Method：Convenience Store]
Please submit a new Application for Use for the additional student record(s), in addition to the one that 
has already been approved. In this case, you will need to prepare a different email address from the 
one that has already been approved. Please note that the system usage fee (250 yen) will be charged 
for each student record.

・After clicking “Switch Student Registrations,” the screen will switch to this page.
・If you have Multiple Student Records, you can switch between them as shown.
・Please select (check) the student record for which you wish to issue certificates.



④（“Receive by Post” only）On the “Mailing Address” screen, first select either “Within Japan” or 
“Overseas,” and then enter the destination address.
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⑤On the “Choose Your Payment Method” screen, select the issuing store (for convenience store 
issuance only) and choose your payment method.

⑥ On the “Confirm Your Order” screen, review the details of your certificate application, the 
receipt method, and the payment method, then click the submit button.

Payments are nonrefundable if you cancel 
the issuance or you pay incorrect fees.
Please make sure that the content of your 
application is correct.

～～～～～～～Omitted～～～～～～

～～～～～～Omitted～～～～～～

[Receipt Method：Convenience Store] [Receipt Method：Postal mail]



⑦ You will receive an email confirming that your certificate issuance application has been completed. 
Please check the details. If your Payment Method is “Convenience store payment,” the email will 
include instructions for making the payment at the store. Please review the instructions and make 
the payment accordingly.
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[Sample Email (Japanese Version)]

⑨ [Receipt Method：Postal mail]
If your receipt method is “Receive by Post,” the certificates will be sent out as soon as they are ready. 
Please wait for their arrival.

⑧ [Receipt Method：Convenience Store]
After the payment is completed, you will receive an email once the certificates are ready for 

issuance. Please check the details in the email, and then print the certificates using a multi-function 
copier at the convenience store.

*Please note that convenience store issuance has a printing deadline. The deadline is stated in 
the email. You will not be able to print the certificates after the deadline, so please make sure to print 
them within the specified period. No refunds will be issued if the deadline has passed.

[Sample Email (Japanese Version)]
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