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[Online Application Website] Manual for Applying for

Certificates

X 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) 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.

Graduates Login
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(2) Apply for a Certificate
@ Click the “Apply for a Certificate” button.

Shape your world

Riwixz -ARU

_ Ritsumaikan
Agia Pacific Universily

[ Apply for a Certificate 5 ]

Certificate Application History 5
Change e-mail Address >
Change Password >
Change Application Details 5

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

¢ Receiving Your Certificates

Please select how you would like to receive your certificates.

Issue at Convenience Store »

Certificates can be issued at the following convenience stores within
Japan.

While the convenience store print service is undergoing maintenance,
you will not be able to print until the maintenance is completed.
Therefore, you will not be able to print the certificate application that
you applied for during the maintenance.

Printing will not be available until after the maintenance is completed.
For maintenance information on convenience store print services,
please click on the maintenance information link below.

)

Maintenance Information N
{Japanese)

LAWSOM = FamilyMart

Maintenance Information N
{Japanese)

Receive by Post b 7

Postage fees will be incurred when sent by postal mail.



3 On the “Select Certificate” screen, choose the number of copies you wish to issue.

< Select certificate
Recsipt method: Convenience Store
F ey
(1 @ ® @
Certificates Payment Method Confirm Content Application
Complete
College of
20/03 Graduated

Select the certificate(s) for which you would like to apply.
#You may apply for up to 5 different certificates, 10 certificates in total.

Graduation{JP) JPY 300 0

Attendance(JF) JBEY 300 a (v

Academic Record{JF) JBEY 300 a (v

Graduation(EN) JBEY 300 0 ~

Attendance{EN) JBEY 300 0 ~

Academic Record{EN) JBEY 300 0 ~
Subtotal 0 copies JPY O
Processing Fees JPY 250
Total JPY 250
mAPU

A Transcript of Academic Record reflects the grades up to the last
semester. Even after grades are released, updated Transcripts of
Academic Record cannot be issued until the new semester begins.

Continue to payment methods 5

< Select certificate

Receipt method: Postal mail

Fe 3 A
(1] @ ® @ ®
Certificates Mailing Payment Confirm Application
Address Method Content Complete
College of

20/03/ Graduated

Select the certificate(s) for which you would like to apply.
=You may apply for up to 5 different certificates, 10 certificates in total.

Graduation{JP) JPY 300 0
Other IRy 300 0 w

SEEF = BRI EERE(FESERER) IPY 300 0 w
Subtotal 0 copies JPY O
Processing Fees JPY 250
Total JPY 250
mAPU

A Transcript of Academic Record reflects the grades up to the last semester,
Even after grades are released, updated Transcripts of Academic Record
cannot be issued until the new semester begins.

Motes

The Notes section is here.

Attached file s\

Acceptable file formats : PODFRxs(x),doc(x),JPG,JPEG,PNG,GIFBMP. File size :
up to 20MBE.
-

Continue to enter destination )

.




<Notes for Those with Multiple Student Records>

On the “Select Certificate” screen, please click the “Switch Student Registrations” button.

Select certificate

Recept methad: Converence Store

o . 3 4

Certificaties Fayment Method Canfirm Content Application Compplete

College of

2103, Graduated

Select the certificates) for which you would like to apply.
®You may apply for up to 5 different certificates, 10 certificates in total,

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

Switch Student Registrations b4
College of

W
21/03, Graduated

Graduate School of

20/03f Completed

- 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.

B \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 OO certificate for the undergraduate program and XX copies of the
OO 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.



@ (“Receive by Post” only) On the “Mailing Address” screen, first select either “Within Japan” or
“Overseas,” and then enter the destination address.

< Mailing Address

Receipt method: Receive by Post

L PR R =
@ 2] © @ ©)

Mailing Payment Confirm Application
Address Method Content Complete
‘ @ Within Japan ‘ Owverseas

Address
Postal code

)

®O0n the “Choose Your Payment Method” screen, select the issuing store (for convenience store
issuance only) and choose your payment method.

[Receipt Method : Convenience Store] [Receipt Method : Postal mail]
< Choose Your Payment Method < Choose Your Payment Method
Receipt methed: Convenience Store Receipt method: Receive by Post
@ 2 ® @ © © (3 @ ®
Payment Method Confirm Content Application
Complete Payment Confirm Application
Method Content Complete

Convenience Store
Payment Method

L
Convenience store payment
Payment Method
~ Credit card ent Vi [, - pan
Convenience store payment ™ paym saQh 2 i
. .~ Carrier payment
Credit card payment visaSD B 12

. [ Continue to Confirmation Screen > ]
Carrier payment
)

® 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.

< Confirm Your Order
4 )
7 e 7 o "_5"_ Payments are nonrefundable if you cancel
S the issuance or you pay incorrect fees.
Please make sure that the content of your
Your Order application is correct.
Colleae of \ /

The issuance date printed on the certificate will be 17/11/2025,
which is the same as the date of application.

C_——— ) :




@ 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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[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.

AAASRTERTT

o do-not-reply@st.ritsumei.acjp

[Sample Email (Japanese Version)]

OA—H—FE 1 Ekrkorksks

Eﬂﬁuﬁﬁﬁﬁ = ****_{E**H t*E *k .

R e —— A gk v =] T ] R
TiE X — == — n
=1l JSLTERL— ETC w4
E&E7 | e
o o Vel
F7=1)|-F-k-0-*
e e.Jp netpnnt/ja/howto.asp: _prin
=7 a0
AlET
- -l i s L =7 % e e BB - —_— | [ == ——— - -
- L—J"J - b o - . ATV O AL = s TL C i :‘.T
TTJAE=Id RlLs A
[ 'k u_ll: M T =
=== 1w - =7
1 FIT ARV +3E =3

@ [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.
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