Oct 14, 2026 Kinugasa Manabi Station

Digital Certificate User Manual

(To All Current Students of Ritsumeikan University)

Digital certificates are available as PDFs on the website called [«_j Parchment
This manual explains how to use the Parchment website.

1. What you can do with Parchment

Q@ View digital certificates = Download digital certificates
3 o

N
AN

@ Register a Personal Email Address

for After Graduation

\ H = = - gn
Sharing digital certificates

2.1 [First Time Only] Register a Parchment account

2 P ment O@awr B
R FLOANIFR

(1) Click “"Register" in the email you received
from Parchment.

(7 Parchment

You will receive an email from
Parchment (xxx@digitary.net)

Dear 3L AR,

niversity_Certificate / 11 @ k% _EM® from T HHKS /
you

your Ritsumeikan Universi BA S
u;:a;:c :‘ ;{nh third partie: ine. ple: egister for yo
i o i, P o o
(2) Enter your (DFirst name, (2)Last name, )
= = w ” 0
(3) RAINBOW Email and click “NEXT. Note: Irthe Tollowing message
appears after clicking “"NEXT,
[ Parchment 5i:)con @t Fy Eih v @ Aot Prhmant check the box and click "NEXT."
= (D It looks like you've entered an email address hosted by your
Please enteryour detail education provider which you may lose access to in the
STUDENTS GRADUATES PROEESSIONALS Note: All fields are mandatory.
future. It is recommended that you use a personal email
fretoeme = address so that you can have uninterrupted access to your

Parchment Account Registration docurnm{s at any time
Why register? Last name 2 . . .

s Yes, | still want to use this email.

Pa Email
Howdot 2 « While enrolled at Ritsumeikan University,

i and submit the form oppesite. Once submitted, an activation lin} N N

aea: le a‘lh:fdﬂz:::::z::‘wf;;\'::‘thehm You must click on the link in Vou must reqlster vour RAINBOW emall
{ CANCEL NEXT

| < owce | | ~oa | address.

A immediately but can take up to an hour to arrive

: bt e vo o e e s + Before leaving Ritsumeikan University,

mail by clicking Can't sign in? on the main page.

complete "6. Register a Personal
ra— K Email Address for After Graduation.”

Parchment Digitary Services - © 2026 Instructure.




| ® Help _).t'A English @ About Parchment

TEST

(3) D Setting a password
(2 Review of Terms of Use, etc.
(3 Click “NEXT”

Almost Done

You are almost done with registering your account. One

PROEESSIONALS

last step.

Please setup your password to keep your account secure_
Password Requirements:

+ Aminimum of 14 characters

Parchment Account Registration

Why register? + At least one special character
At least one numeric character

Your Education Provider requires that you register your email address with
N ¥ & ¥ At least one lowercase and uppercase letter

Parchment in order to receive vour d n:

Password requirements
= A minimum of 14 characters >
- At least one:

- special characters (! @ # $ % & * - _ + ?, etc.) (“”“’m —— ° /

= numeric character

- Lowercase letter [ rmnotarcbet

' Uppercase Ietter Having trouble using Google reCAPTCHA? Click here for

*You can use a password different from an elternative,
your RAINBOW ID password.

Password ®

o ]

reCAFTCHA

\ J [J VYes. | agree to the Terms of use and Privacy policy.
{ CANCEL NEXT
Parchment Digitary Services - © 2026 Instructure Terms of use Privacy policy

(4) Enter the 6-digit verification code sent by Parchment via email and click "NEXT.”
T T T | Digitary CORE T A= o

TEST

Thank you for registering!

There is just one more small step.

We've just sent a verification code to your email address

Parchment Account Registration @st.ritsumei.ac.jp

Why register?

Your Education Provider requires that you register your email address with Please enter the code below.

If you don't receive the email, Verifcaton Cod
(1) Check your spam folder lnk
(2) If you can't find it, press "RESEND” "

No activation email?

Activation emails are sent immediately but can take up to an hour to arrive

depending on your email provider. If the email does not arrive within 1 hour, first
check your spam/junk folder. If it hasn't arrived, you can re-send the activation

email by clicking Can't sign in? on the main page.

Didn't get a verification code? RESEND

Parchment Digitary Services - © 2026 Instructure Termsofuse  Privacy policy

(5) After registration, the "Documents” (digital certificate list) page will appear.

TGS =TT Prome: Srrarmy g T
2 _J bymiccnne ¥ = v = XA T
TEST

Documents |

@ Currently signed in as: E‘ itsumei.ac.jp. Only issued to ratsr010@gst ritsumei ac jp are visible here
Learn more),

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To
merge multiple Parchment accounts. use the Link Account feature in your Account settings page. To share your document with a

third party, click the SHARE button.

Q_ Filter

Group by None - =

N Clicking on the certificate displays
E Available E the certificate PDF, expiration date
information, and more.

Academichiecord Academic Record *For details, see “3. View.”
8 Oct 2026 8 Oct 2026
Ritsumeikan 5 80ct 2026 Ritsumeikan 1 2
University_Certificate / 5':: 5 Ritsumeikan University_Certificate / I7 University_Certificate / ’:? 5
TfREAY SERE o BEAY NS USMAY_EAE i




2.2 Sign In to Parchment (Two Options)

(Option 1) After applying for a digital certificate,
click “Sign In” in the email from Parchment.

Q@ &
2026/09/10 (#) 13:20

Parchment<noreply@digitary.net>
5%

) EHAN MEATIZEHAOUR L KEEATLREVLESD. TOXY
t—Co—8DAXTrYHTIOvIENE L.

Dear [,

A digital Ritsumeikan University_Certificate / 37 v fifi A EHAEF from Sz A
/ Ritsumeikan University has been issued to you and is ready for viewing and
secure sharing online through the Parchment Learner Portal.

Efice Y INAIAVTIVERR

B

You will receive an email from
Parchment (xxx@digitary.net) within
15 minutes after applying.

This document is digitally signed to ensure authenticity and tamper evidence.

To access your Ritsumeikan University_Certificate / 7 i fiff A _alkFH
i*f and to share it with third parties online, please sign in to your

Parchment account.

If you have any queries, please contact here.

(Option 2) Sign In from the Parchment Website

(1) Click “Sign in with your Educational Provider”
—E—EW Digitary CORE (@ Helo v Xp English v @ About Parchment

Sign in
PROEESSIONALS
nﬁ:' Email

rdtsr005@gst.ritsumei.ac.jp| S
Parchment helps hundreds of thousands of individuals to access and
share their digitally certified records online with employers,
education providers, governments, and other third parties. Exaral

ssseses ®

Parchment helps learners:

« Securely receive digitally certified, official documents online.

« Share academic documents with third parties.

- Make it easier for employers and others to verify academic
& o -
achievements. Can't sign in

OR
E Sign in with your Education Provider
~

Learn more

(2) Click “Ritsumeikan University / Ristumeikan Asia Pacific University”
° MU 5iiary core (@) Help v Xp, Engiish v &P About Parchment

By Instructure
TEST

Use a suggested selection:

.3_ 5 @  PROFESSIONALS : .
N G i / @ Click this name
: Ritsumeikan

University /
Education Provider Signin Ritsumeikan
Asia Pacific .
Where am 12 University @If not shown, enter “rit” or more

This page allows you to access Parchment using your Education
Provider sign in. Only use this if your Education Provider has Or enter your institution n
instructed you to do so.

until “Ritsumeikan University...”
appears, then click the name.

How do | sign in? “?“mm
B . . ' ri o
Type your institution name in the field opposite and click
continue. You will be redirected to that Education Provider's sign Ritsumeikan University / Ritsumeikan Asia
in screen and will need valid sign in credentials. Once signed in, Pacific University

you will be redirected to your Parchment account.

BACK CONTINUE
Can't sign in here? _

(3) When the Ritsumeikan sign-in page appears, sign in with your RAINBOW email address.




EY, 3. View Certificates on Parchment

On Parchment, you can view the “"Documents” (certificate list) and the Certificate Details pages.

m Documents

You can check the following information

- Name (type) of certificate - Date of Issue
- Certificate status (Available, New, Expired)
 Remaining share credit

(issuing one digital certificate = earning "1" share credit = can be shared once)
*Sharing point: See 5. Sharing"

|. 'i ParChment @ Documents E Orders 22 Profiles < Sharing YA English v [ Rva

By Instructure

-
Documents

Status: New

*Never checked after
issuance

Status: Available
*Previously confirmed, itsumei
still possible to display

Status: Expired

*Cannot be displayed
90 days after issuance.

Q Filter

Group by None

E Available E New E Expired

Enroliment

Academic Record FRHGEEA®
8 Oct 2026 1
Ritsumeikan share < 8 Oct 2026 8 Oct 2026
University_Certificate / credit Ritsumeikan University_Certificate / 1T Ritsumeikan University_Certificate / 1T
TUhEEAF SEAE EEA R _EEAE WEEAF SRS

m Certificate Details
Click a certificate name on the “Documents” page to view:
» Issuer information » Document information
- Certification information ( Electronic signature)

- “"Download PDF” and “Share” options (shown if you have remaining share credit)
*If you share your certificate, 1 share credit will be used.

- < \ 4
Aoademle Reco This button will not appear if you x @ l
@ Available ¥ Expires:8Nov 2026 use all your share credits.

Download the PDF before
sharing if you need to save a
(LJ)A ("Download” do not use

share credits.)
@ You haven't created any shares for this document yet. Use the &1 share credit available.

& DOWNLOAD PDF <, SHARE

w Issuer information

e 26008100001 v Document information
(October 8, 2026

ACADEMIC TRANSCRIPT - , 4
+v Certification information




i 4. Download as a PDF

[Important] Download the PDF before sharing i pires on Parchment.
You cannot download the PDF if:

-You use all your share credits (see "5. How to Share Certificates”).

-The Parchment validity period (90 days from issuance) has expired.

(1) Click the certificate name on the “"Documet™ page.

“Available”

Downloading and sharing are available if
share credit are displayed

w Newll

Downloading and sharing
are available

"Expired” (90 days after issuance)

Cannot be viewed, downloaded, or,
shared

- L

—

E Available E New E Expired
Enroliment Academic Record 24 HITEE

8 Oct 2026 1

Ritsumeikan — 8 Oct 2026 8 Oct 2026

University_Certificate / credit Ritsumeikan University_Certificate / 11 Ritsumeikan University_Certificate / 11

UMEEAY RS WEEAT GRS DEEAY RS

(2) On the detailed page, click the "Download PDF" button.

Academic Record x @ ]
@ Available X Expires: 8Nov2026

- Share credit are not used when you download

- Downloaded PDFs do not expire.
@ You haven't created any shares for this document yet. Use the share button below to securely share your docum

re credit available.

& DOWNLOAD PDF <, SHARE

v Issuer information

Electronic Signatures on Digital Certificates (PDF) )
- Digitally signed by Ritsumeikan University

*Signatures can be verified on Parchment or in Acrobat Reader
- Signatures remain valid when PDFs are copied, moved, emailed, or uploaded

*For PDF submissions to companies, universities, etc., check the submission method with the recipient.

A Not considered an original in the following cases:

[Printed PDF] [Modified PDF (Editing, Merging, etc.)]
B

=/ =

= X

PDF can be printed, but Modifying PDFs makes electronic signatures invalid
Not considered an original Not considered an original




B~ 5. Sharing

You can share the digital certificate by email or through a website.

A (1 Precautions Before Sharing
The email language matches your Parchment language setting.
If you are viewing Parchment in English, the email will be sent in English

*Change Language: Click “[3XA] English” at the top and select a language.
L J

O 2

(2) Precautions Before Sharing

Download the PDF before sharing if you need to save a copy.

Sharing consumes 1 sharing point

Once you use up all your shared credits, you will no longer be able to download the digital
certificate

(1) Click the certificate name on the "Document"” page.

“Available” “New"” "Expired” (90 days after issuance)
Downloading and sharing are available if Downloading and sharing Cannot be viewed, downloaded, or,
share credit are displayed are available shared

— \ Group by None =

E Available E New B Expired

Enrollment Academic Record RHIEERE
8 Oct 2026 1
Ritsumeikan s 8 Oct 2026 8 Oct 2026
University_Certificate / credit Ritsumeikan University_Certificate / 1 Ritsumeikan University_Certificate / 17
IMEEAF SRS TEEAE SRS THEEAE _EAE
- " " (@ INFORMATION @ ACCESSCONTROL €D HISTORY
(2) Click "SHARE. o

Academic Record l @ ]
@ Available E Expires: 8 Nov 2026

You haven't created any shares for this document yet. Use the share button below to securely share your document with
anyone. 1 share credit available.

& DOWNLOAD PDF | <, SHARE

No. 2600051000013
October 8, 2026

ACADEMIC TRANSCRIPT




(3) Select the sharing method. Hp Enateh v (@) I v

Share documents [ ]

You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage
the security of your shares, and even add an expiry date.
You currently have 1 share credit. Sharing this document will use 1 share credit.

VIEW DOCUMENT (1) >

Share as \

@ ? Email
= Sharetoa specific email and include an optional personal message

O g Organisation
Share to a registered organisation across our giobal network

@ﬂ Public on the web Securely

Anyone will be able to access your shared documents using a unique web address and four to six digit code

O @ Public on the web
Anyone will be able to access your shared documents using a unique web address

HELP (£ CANCEL CONTINUE

(4) Enter the required information and click "SHARE."”

Share documents

You can share your documents with anyone. rnnaze the security of

yuunsmes, s e aklan sphy cxm | Screen for sharing via email
You currently have 1 share credit. Sharing th

VIEW DOCUMENT (1) »

8 Email

Share to a specific email and include an optional personal message

* indicates mandatory field

Share name o
“The name you choose will be visible only to- and will not be seen by the recipient of your share
Purpose of share Enter the correct recipient email address.

Categorise your shares by giving them a simple|

[Note] An incorrect address will still use one share credit.

Recipient Email * 8
Include a personalised message | Enter an “Expiry Date" tO Set the
The personase messageudl b included nth el ivtsson | recipient’s access period if you need.
Reference (<o)
The reference will be visible to the recipient of the share /
: n ”
Access PIN GENERATE ONE FOR ME Expiry date nce you CIICk SHARE’

Include & 4-6 digit code to help secure your share. Only recipients who have this code will able
0 access your documents. A separate email with PIN will be sent to the share recipient.

the email will be sent immediately.

Allow recipient to download your document ~ [[] | confirm that this will use 1 share credit (You currently have 1 share credit) *

Notify me when this share is viewed

g

HELP (4




(5) Review the shared details and click "FINISH.”
Xp English -

(i Parchment

By Instructure

Share documents
You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your

@ shares, and even add an expiry date.
You currently have 1 share credit. Sharing this document will use 1 share credit.

VIEW DOCUMENT (1) >

(\/ ;  Your document has been shared with _nei.ac.jp and you can view additional details in your sharing list.

A separate email will also be sent to your share recipient with the PIN so they can securely access your share.

Recipient: Restricted ~ Access PINJIUIII  Expiry date: Does not expire  Reference: N/A

FINISH

[Note] Recipient’s Screen
After the recipient opens the sharing email, the following screen will appear.

@ Help ~ YA English ~ @ About Parchmen

TES

(=i Parchment  ggeveo

Ritsumeikan University_Certificate / IZfpBEASE SEBAE issued by ! II ]

L EPEEAE / Ritsumeikan University to -

By Instructure

X Expires:N/A  Reference: N/A

& DOWNLOAD PDF

v Issuer information

Displayed the content entered in the “Reference” field

No. 2600041000008
October 8, 2026

+ Certification information

CERTIFICATE OF ATTENDANCE

Recipetnts can download the certificate if you check
“Allow recipient to download your document.”




(6) Sharing History

(1) Click "Sharing” at the top of the Parchment.

|. ':l PCerhment @ Documents E Orders 22 Profiles -<: Sharing 7A English + 65 Il v

By Instructure

(2) Click the certificate you want to check.

I. .:l P(JI'Chment @ Documents ¥ Orders 23 Profiles < Sharing ?A English v
By Instructure b
Shares
Q, Search shares X () DEACTIVATEALL () ACTIVATEALL
Share name Recipient Datesha.. |= Expiry d... Status Actions
Lir

[ (Recipient’s Name) cert@st.rit- 9 Oct 2026 Does not expire Active ] () DEACTIVATE

(3) Sharing History will be displayed, including view activity.

(Recipient's Name) ~ et

‘ ’ You shared your document with kic-cert@st.ritsumei.ac jp on 9 Oct 2026. RESEND EMAIL

e

< BACK View and change the details of your share. Learn more () DEACTIVATE # EDIT

Share name (Recipient’s Name) Recipient kic-cert@st.ritsumei.ac jp
Purpose of share Test Reference N/A
Expiry date N/A Number of views .
Created date 9 Oct 2026 Last viewed date 9 Oct 2026
Status Active Share URL COPY LINK
Allow recipient to
Access PIN code 7877 download your Yes
document

Inform me when
share is viewed YE-
~ Documents

Organisation Document Issued Status

E T EARSETERBIE Y] 8 Oct 2026 Available

Showing all of 1 document share.

~ View activity

Q, Filter activities b4
Date |= Description Executor Recipient
9 Oct 2026, 10:35 Document share sent to kic-cert@st.ritsumei.ac.jp has &8 Kic-cert@st ritsumel.ac p

been viewed

Created URL share as downloadable with kic- e . = 4 5
9 Oct 2026, 10:33 cert@st ritsumei.ac,p 8 10H kic-cert@st ritsumei.ac jp

Showing all of 2 share history activities.



> 6. Register a Personal Email Address for After Graduation

ﬁ Be sure to register a personal email address
before leaving Ritsumeikan University.

If you do not register a personal email address:

(1) You will no longer be able to view digital certificates issued while you were
enrolled, check their sharing status, or share or download them.

(2) You will need to create a new Parchment account.

r z

After leaving Ritsumeikan University,
you will no longer be able to log in using
your RAINBOW email address and password.

RAINBOW Email
Address and

Password )Q
While Enrolled or Withdrawal Cannot Log In

Add your personal email address to Parchment
before leaving Ritsumeikan University.

RAINBOW Email
Address and
Password

6.2 Register a Personal Email Address

(1) Click your name at the top right of the screen, and click "Account Settings” Click your name here to open
“Account Settings.”
= l. .:' POl‘Chment YA English v TESTFi itsumei v

By Instructure

Account settings

Documents

(2) Click "LINK ANOTHER EMAIL" in the “Email accounts” section.
(3) Enter your new email address and click "ADD."
(4) Enter the 6-digit verification number from Parchment to your new address and click "CONFIRM."
(5) Click “"MAKE PRIMARY"”
*Your primary email address has been changed if the new email account shows “Primary” under “Status.”

Account history

10



