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Contact for inquiries regarding operation methods, etc. 

Organization for Learning and Student Development 

General Affairs Section, University of Miyazaki 
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e-mail: gakusomu@of.miyazaki-u.ac.jp 
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Reception Hours: Weekdays 9:00 a.m. to 5:00 p.m. 
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1.  Introduction 

This manual is for operating the “Web Enrollment Procedures System” for those who have 

passed the various entrance examinations at the University of Miyazaki(UoM). 

 

 

For explanations and details regarding various procedures and systems related to enrollment, 

please refer to the "Enrollment Procedures Guide". 

 

◆ Purpose 

The purpose of this manual is to ensure the smooth completion of various applications required 

for enrollment procedures, such as "Student Information Form", "Upload Photo", "Enrollment 

Fee Payment", and "Tuition Payment". 

 

◆ Regarding the screen examples 

The screen examples shown in this manual may differ from the actual screens on your home 

computer depending on your system environment and configuration. 

 

◆ Inquiries 

1. MOU-kun Chatbot (Displayed in the top right corner of the University of Miyazaki website) 

If you have questions about the Web Enrollment Procedures System, please check: "For 

Prospective Students (Admission Procedures)" → "Related to Admission Procedures" → "About 

the Web Admission Procedures System". Answers to past questions are posted there. If you do 

not receive the necessary response, please contact us as follows. 

2. Telephone/e-mail 

If the chatbot cannot resolve your issue, please contact us as follows. (Weekdays 9:00 a.m. 

to 5:00 p.m.) 

Note that if you want to inquire in a language other than Japanese, please contact us by e-

mail. The reply may take some time, so please contact us as soon as possible. 

 

 

University of Miyazaki, Organization for Learning  

and Student Development General Affairs Section 

Telephone: 0985-58-7427 

e-mail address: gakusomu@of.miyazaki-u.ac.jp 

(After January 2026: gakusomu@miyazaki-u.ac.jp) 
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2. My Page Login 

For successful applicants, a password will be generated using "Examination Number" and "Date 

of Birth" from the Web Application System used for the entrance examination. Then log in to My 

Page using "Examination Number" and "Password". 

 

2.1. First Login 

Once enrollment procedures begin, successful applicants will receive an e-mail containing 

enrollment instructions to the e-mail address used during the Web application. (The URL for this 

system is also posted on our university website.) 

Please start the procedures from the URL provided in the e-mail. 
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When logging in to this system for the first time, select "First-time login for successful applicants 

and new students" on the My Page login screen and enter "Examination Number" and "Date of 

Birth" to generate a one-time password. 

 

*If the examination number and date of birth are incorrect, the following message will appear. 

Enter the one-time password to register your password when you log in. 

The one-time password will be sent to the e-mail address registered in the Web Application 

System.  

                                                        ↑ Please set a new password. 
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2.2. My Page Login 

Enter your examination number and password on the My Page login screen to log in. 

 

If your examination number or password is incorrect, the following error will be displayed. 

 

*If you forget your password, please re-register by following the steps in "2.3 Change Password 

Re-registration". 
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2.3. Password Re-registration 

If you forget your password for logging into My Page, click "Forgot your password?" and enter 

your examination number, last name, first name, and e-mail address to generate a one-time 

password. 

Please enter the e-mail address you registered in the “Web Application System”. 

 

If the examination number, last name, first name, or e-mail address is incorrect, the following 

message will appear. 

 

Enter the one-time password to register your password when you log in. 

The one-time password will be sent to the e-mail address registered in the “Web Application 

System”. 
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↑ Please set a new password. 

  



 

 印刷日：2026/01/21 

 

9 

 

3. Pre-Enrollment Procedures Menu 

After successful applicants log in to My Page, they begin the enrollment procedures through the 

"Pre-Enrollment Procedures Menu". 

 

3.1. Start of Enrollment Procedures 

Select "Yes" or "No"* the enrollment procedures, then click "Register". 

When you register the selection "Yes", the screen will switch to "Register Pledge". 

 

 

*If you select "No", it is a declaration that you do not intend to enroll at this university. To confirm, 

if you do not intend to enroll, please register the selection "No". 

Note that even if you register the selection "No", you can change it to "Yes" during the 

enrollment procedures period. 

 

  

Can be changed 

after registering 
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3.2. Register pledge 

After confirming the "Student Pledge", check the boxes for the student's and guardian's consent, 

and then click "Register". 

 

 

Once registration is complete, the screen will switch to the next section, "Consent to Personal 

Information Handling." 
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3.3. Consent to Personal Information Handling 

After reviewing "Handling of Personal Information of Students and Guardians, etc., Related to 

Education and Student Support", check the consent boxes for the student and parents/guardians, 

then register. 

Scrolling to the bottom of "Handling of Personal Information of Students and Guardians, etc., 

Related to Education and Student Support" makes it possible to check the "I agree" checkbox. 

Once registration is complete, the screen will switch to "Confirmation of Published Materials". 
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3.4. Confirmation of Published Materials 

Documents requiring confirmation regarding enrollment procedures are listed in "Confirmation 

of Published Materials". Download the file and be sure to check its contents. 

 

 

For details on the various systems described in the published materials, please refer to the 

separate booklet "Enrollment Procedures Guide". Please also be sure to review the information 

regarding events just after enrollment, such as the entrance ceremony and new student orientation. 

 

Examples 

  • Insurance programs (Gakkensai, Gakkenbai, etc.) 

  • Required educational computer 

(Below, for those undergoing the procedures) 

  • Enrollment fee exemption/deferment 

  • Tuition exemption 

  • Scholarship application 

 

*If no published materials are available, a message such as "No file found" will be displayed. 
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4. Enrollment Procedures Menu 

Register the various information required for the enrollment procedures. 

For explanations and details regarding various procedures and systems related to enrollment, 

please refer to the "Enrollment Procedures Guide". 

 

 

4.1. Confirmation of Procedure Status 

As shown on the next page, the "Procedure Status" section displays the progress of the 

procedures. 

For procedures marked as "Unregistered" (red icon) other than " Unnecessary ", please 

complete registration and proceed with the process until the "Procedure Status" changes to 

"Completed". 

 

To access each procedure, click the blue link labeled "Procedure Name" to switch to the 

corresponding procedure screen. 

Once registration is complete, icons such as "Registered", "Paid", and "Confirmed" will turn 

blue. 

 

Please note that for the photo upload (for issuing the student ID), UoM verifies the photos and 

manages them under the following conditions. 

 

➢ Unregistered  : Unregistered 

➢ Provisionally registered : The successful applicant has already uploaded a photo 

➢ Send Back  : The university reviewed the photo and found the image size, 

background, or clothing to be inappropriate, resulting in a rejection 

➢ Under re-verification : The photo has been re-uploaded after being returned 

➢ Confirmed  : UoM has confirmed there are no problems 
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①: Page 15 

②: Page 16 

③: Page 17 

④: Page 19 ⑤: Page 20 

⑥: Page 22 

⑦: Page 24 

⑨: Page 36 

⑧: Page 33 
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① Once UoM receives the mailed item and verifies its contents, the date of receipt will be 

registered. 

 

Please note that enrollment procedures with separate deadlines, such as student information 

and graduation/completion certificates, registration (submission) must be completed by the 

specified deadline. 

 

Additionally, e-mails will be sent to successful applicants who have not completed the 

procedures below seven days and three days prior to the end of the enrollment procedures period. 

• Register Pledge 

• Consent to Personal Information Handling 

• Upload Photo 

• Enrollment Fee Payment Procedures 
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② Depending on the overall progress of the procedure, one of the following statuses will be 

displayed: "Not Completed", "Major Procedures Completed", or "Completed". 

 

Procedure 

Status 

Explanation of the Situation Displayed Reasons and Conditions 

Not Completed The enrollment procedures have not 

been completed. Please complete 

the main procedures within the 

enrollment procedures period. 

Does not meet the conditions for "Major Procedures Completed" or 

"Completed" 

Major Procedures 

Completed 

The main procedures required for 

enrollment* have been completed. 

For procedures that have not yet 

been done, please complete the 

procedures promptly as soon as the 

preparations have been done. 

1) Agreement to the pledge 

2) Agreement to the handling of personal information 

3) The enrollment fee has been paid, or an application for exemption (or 

deferment) under ④ has been submitted. 

4) Regarding eligibility for application for an enrollment fee waiver, 

enrollment fee deferment, or tuition exemption, if you selected option 

③ "2. Applying for enrollment fee exemption and deferment (for the 

grant scholarship category or disaster relief category)", you must be 

registered. 

5) Photo registration → Must be marked as confirmed 

6) Application status check → Registration is complete or unnecessary 

Note: If registration is not required for you, the menu itself will not 

be displayed. 

7) Mailed documents → For selection processes requiring the Common 

Test for undergraduate programs, the "National/Public University 

Enrollment Confirmation Form" has already been submitted or is not 

required in the first place 

Completed All the procedures required prior to 

enrollment have been completed. 

1) All seven items for completion of the major procedures must be completed 

2) Mailed documents → If you applied as an expected graduate or expected 

program finisher, the graduation certificate (for graduate school, the 

graduation/completion certificate and transcript) must have been 

submitted or not be required in the first place 

3) Account transfer procedure for tuition payment → Must be either online 

application (with Web Account Transfer Service registration completed), 

cash or bank transfer, or transfer from previous method 

4) Registration for joining Gakkenbai/Gakkensai insurance must be 

completed, and premium payments must be made if required 

*The procedures listed in the right column under 1) to 7) 
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4.2. Upload Photo (for use in issuing the student ID) (③) 

After reviewing the upload screen points to note, register your photo for issuing the student ID. 

The file format is JPEG. 

Select a target photo from "Choose file" then click "Register". 

Once registration is complete, the screen will switch to "Common Test Application Status 

Check". 

If the "Common Test Application Status Check" menu is not displayed, the screen will not 

change. 

                           ↓ 

You can preview your student ID card image from the "Student ID Preview" section. 
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Once registration is successful, the registered photo will appear under "Currently Registered 

Photos", and the status will change to " Provisionally registered" (green icon). 

When UoM has verified the information and found no problems, it will be marked as 

"Confirmed" (blue icon), and further editing will no longer be possible. 

 

 

If any defects are found with the submitted photo, UoM will return it, and its status will change 

to "Send Back". Notice of the reason for the rejection will be sent to the successful applicant via 

e-mail. Please review the e-mail content and re-register. 
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4.3. Common Test Application Status Check (④) 

Successful applicants accepted through school recommendation without the Common Test for 

University Admissions or comprehensive selection require full registration. (If registration is not 

required for you, the menu itself will not be displayed.) 

Select whether you are applying for the Common Test for University Admissions. If "Yes", 

accurately enter the test center code and your exam number, then click "Register". 

 

If the input details are incorrect, the following message will appear. 

Please verify your test center code and exam number once more before entering them. 
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4.4. Student Information Form (⑤) 

Enter your personal information and guardian information etc. 

When displayed for the first time, any pre-filled items will be the information registered in the 

“Web Application System”. If there have been any changes since registering with the “Web 

Application System”, please update your information to the latest details. 

 

Once registration is complete, the screen will switch to "Upload Photo (for issuing the Student 

ID)". 

 

*In the "Student Address" field of the personal information section, please enter the address 

where you plan to live after enrollment. 

If your address after enrollment is not finalized at the time of the enrollment procedures, 

please update it promptly once it is determined. 

The student information form can be modified until the day of the new student orientation. 

 

(Reference) If you need to update your registration information after the new student orientation, 

please contact the Academic Affairs and Student Support Section of your 

respective faculty or graduate school (for the Faculty of Medicine, contact the 

Medical Education & Career Development Division). 
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Student Information Form Screen 
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4.5. Download Documents Required for the Procedures  (⑥) 

Confirm the documents required for enrollment procedures. 

The required documents vary depending on factors such as whether the Common Test is 

imposed, whether the applicant is a prospective graduate or a previous graduate, and whether 

the student is an internal transfer student. Please be sure to confirm these details and proceed 

accordingly. 

Clicking the text link will allow you to download various PDF files. 

 

① As these documents are required for submission, please enclose them in the "Envelope for 

Sending Enrollment Procedures Documents" noted below and submit them. 

 

② Please prepare an envelope for sending enrollment procedures documents (rectangular No. 

2) for sending enrollment procedures documents. Affix the "Submission Address Label" and 

mail it after confirming that all required documents are included using the "Submission 

Documents Checklist File". 

 

 

 

 

 

  

See next page 
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Reference: Label, etc., for envelope for sending enrollment procedures documents 

 

 

 

  

Affix to the 
front of the 
envelope. 

Affix to the 
back of the 
envelope. 
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5. Payment Menu 

(Note)For privately funded international students, the screens related to “Enrollment Fee 

Payment Procedures” and “Tuition Fee Payment Procedures” on pages 24 to 35 of this manual 

will not be displayed. Please wait without making any payment until you receive further 

instructions from the university. 

 

 

Information for paying the enrollment fee is registered when successful applicants carry out the 

enrollment procedures. 

 

5.1. Enrollment Fee Payment Procedures  (⑦) 

Register the procedures for paying the enrollment fee. 

The choices "Application for Enrollment Fee Exemption and Deferment" and "Application for 

Deferment Only" will appear differently depending on the entrance examination schedule. 

 

Please register the procedures for payment, exemption, or deferment of the enrollment fee 

according to the displayed content. 

 

  

How to register each 
item is on the next 
page and after 
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Enrollment Fee Payment Procedures 1: Paying the Enrollment Fee 

Those paying the enrollment fee should select "I am paying the enrollment fee" and choose 

a payment method. 

Please note that payment fees vary depending on the payment method. 

Click "Proceed to Payment" to complete the payment procedures. 

Please select your payment 
method from the following 
options: 
A Convenience store payment 
B Pay-easy payment 
C Credit card payment 

A 

C 

B 
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A. Convenience store payment 

 

After selecting the convenience store where you will pay the enrollment fee via "Convenience 

store payment", enter your name, furigana (phonetic spelling), phone number, and e-mail 

address. 

Once registration is complete, you will receive an e-mail notification titled "Convenience 

Store Payment Number Notification". 

Please complete payment by the due date following the payment method instructions in the 

e-mail . 

You can change your payment method until payment is completed. 

However, for 7-Eleven, you cannot change the payment method until the "Payment Due 

Date" has passed. Please pay attention to this. 
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B. Pay-easy payment 

 

After selecting "Pay-easy payment", enter your name, furigana (phonetic spelling), phone 

number, and e-mail address. 

Once registration is complete, you will receive an e-mail notification titled "Pay-easy 

Payment Number Notification". 

Please complete payment by the due date following the payment method instructions in the 

e-mail. 

 

You can change your payment method until payment is completed. 
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C. Credit Card 

 

Select "Credit Card Payment", then enter your credit card number, expiration month, 

expiration year, cardholder name, and security code. 

Once payment is complete, you will receive an e-mail notification titled "Payment Completion 

Notification". 

 

 

After completing payment on the payment service site and clicking "Return to Site", you 

will return to the "Enrollment Fee Payment Procedures" screen of this system. 

When you click the "Payment has been completed" message,  the procedure will be 

completed. 
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Enrollment Fee Payment Procedures 2: Applying for Enrollment Fee Exemption 

and Deferment 

To apply for enrollment fee exemption and deferment, select "Apply for Enrollment Fee Exemption 

and Deferment" and click "Register". 

 

 

Click "Register" to display the "Eligibility for Application for Enrollment Fee Exemption, Enrollment Fee 

Deferment, Tuition Fee Exemption" menu. Select the applicable eligibility category and click "Register". 

The displayed content for [Eligibility] varies depending on the entrance examination schedule and the 

successful applicant. 

Based on the displayed content, undergraduate students should register for the applicable category 

under [Eligibility]: either Grant Scholarship Category ① or ②, or Disaster Relief Special Category. For 

Grant Scholarship Category ①, please also register the required submission files. 

Graduate students should register for the applicable category under [Eligibility]: either the General 

Category or the Disaster Special Category. 

A:Undergraduate 

Student Display 

B: Graduate Student 

Display 

Vocational Course 

Student Display 
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A: Undergraduate Students 
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B: Graduate Students 
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Enrollment Fee Payment Procedures 3: Applying for Deferral of Enrollment Fee 

Deferment Only (Undergraduate Students Only) 

To apply for enrollment fee deferment only, select "Apply for Enrollment Fee Deferment Only" 

and click "Register". 
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5.2. Tuition Payment Procedures (⑧) 

Register for the tuition payment procedures. 

Payment methods include "Online Application", "Cash or Bank Transfer", or "Account Transfer". 

Note.Account transfer applies only to individuals who will proceed to graduate school 

 

 

 

  

A 

B 
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A. For Web Applications 

Register your bank account information for tuition payment via the University of Miyazaki 

Web Bank Transfer Service. 

However, simply selecting " Online Application" and clicking "Register" does not complete 

the account registration. Be sure to complete the account registration procedures. 

 

 

B. Cash or Bank Transfer 

Select "Cash or Bank Transfer" and click "Register". 

Please note that for bank transfers, the transfer fee will be borne by the sender. 

  

Before clicking "Register", please register. 
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C. Account Transfer (For Those Advancing to Graduate School Only) 

Students advancing from an undergraduate program at this university to a graduate program 

(master's or doctoral) at this university, or from a graduate program (master's) at this university 

to a graduate program (doctoral) at this university, may transfer their tuition payment account. 

Select "I wish to transfer my account" and click "Register". 
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5.3. Procedures for Gakkensai/Gakkenbai Insurance (⑨) 

Register whether you have enrolled in Personal Accident Insurance for Students (Gakkensai) 

and iability Insurance for Students (Gakkenbai) or Liability Insurance for Medical Students 

Pursuing Study and Research (Igakubai). 

  

From top to bottom: A, B, C 
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A. Enroll in Gakkensai and Gakkenbai or Igakubai 

 

Those enrolling in the Gakkensai and Gakkenbai or Igakubai should select " Enroll in “Gakkensai” 

and “Gakkenbai” / “Igakubai”", then choose whether to use the Gakkenbai or Igakubai and select a 

payment method. 

Please note that payment fees vary depending on the payment method. 

After clicking "Proceed to Payment", complete the payment procedures and then click "Register". 

For the "Proceed to Payment" procedures, please refer to "5.1Enrollment Fee Payment Procedures " 

*See "5.1 Enrollment Fee Payment Procedures" 

After completing payment on the payment service site and clicking "Return to Site", you will 

return to the "Gakkensai/Gakkenbai" screen of this system. 
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When you click the "Payment has been completed" message,  the procedure will be 

completed. 

B. Will Not Enroll in Gakkensai/Gakkenbai or Igakubai 

Those who will not enroll in the Gakkensai/Gakkenbai or Igakubai should select " Not 

enrolled in “Gakkensai” and “Gakkenbai” / “Igakubai”" and click "Register". 

 *Insurance is mandatory for all students, so please be sure to check the Enrollment 

Procedures Guide. 

 

C. Will Not Enroll in Gakkensai/Gakkenbai or Igakubai, but Covered by Other 

Insurance 

Those who will not enroll in Gakkensai/Gakkenbai or Igakubai but will be covered by other 

insurance, please select " Not enrolled in “Gakkensai” and “Gakkenbai” / “Igakubai”, but will be 

covered by other insurance ". 

Upload the insurance company name, insurance type name, and insurance certificate, then 

click "Register". 

The file formats are PDF and JPEG. 

Please select the target file from "Select File". 
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6. Other Menus 

These display other information required for successful applicants to complete enrollment 

procedures. 

 

6.1. Notices 

This displays notification information for successful applicants after login. 

When you check the notification information, the icon changes from "Unread" to "Read". 

 

Notifications for all successful applicants will also be displayed on the login screen. 
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6.2. Change Password 

Change the password you use to log in. 

Enter your new password and confirm it by re-entering it, then click "Update". 
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7. Header Menu 

This operates the header section of this system. 

 

7.1. Switch Language 

You can switch between Japanese and English in "Language". 

 

Japanese 

 

English 

 

7.2. Log Out 

Select the name in the upper-right corner of the header section, then choose "Log Out" to log 

out. 
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                     Contact for inquiries regarding this manual 

Organization for Learning and Student Development 

General Affairs Section, University of Miyazaki, 

TEL: 0985-58-7427 

e-mail Address: gakusomu@of.miyazaki-u.ac.jp  

(After January 2026: gakusomu@miyazaki-u.ac.jp) 

Reception Hours: Weekdays 9:00 a.m. to 5:00 p.m. 
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