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1.Guide to procedures

Course Registration

Searching for information
with a smartphone

questionnaire results

Checking course evaluation @

Checking term
examination information

Checking your grades £

grades

Information about job hunting,
health management and campus life {7

University,
Services

Writing consultation at Writing Lab @

2.Information System

The information system provides access to the following systems.

We also have KU-LMS, KICSS (career support system) and a health management
system to support your campus life.

1 Home

This page provides important information necessary for your campus life, such as messages from
the university (summons, class cancellations, etc.), examination schedules and grades.
2 Syllabus System
You can search for the syllabuses, using course names, instructors’ names, keywords and the
curriculum of your admission year.
3 Course Registration System
You can enroll in courses’ view the syllabuses and textbook information.
4 Examination System
You can check the examination schedule once available.
5 Course Evaluation Questionnaire System
You can answer guestions about your courses and check the results of the questionnaire.
@ University Services
You can use various services such as the library service, KICSS career support, Health care
(Medical Center) and Web scholarship application.

3.Instructions for Use

[Operating Operating System Browser/ Operation Platform

: . Microsoft Edge Ver. 94.0(Official Build)or later
Environment] \I\Illvl_crdosoft1 o (Compatible only with Microsoft Edge based on Chromium)
Windows Indows

Google Chrome 94.0 or later
or later

Mozilla Firefox 92.0 or later

mac 0OS Catalina Safari 14.1 or later

Mac 10.15.7(19H15) | Google Chrome 94.0 or later

or later Morzilla Firefox 92.0 or later
#Please use the latest browser. Compatibility with the latest browser version(October 2021) has been confirmed.

4.Login

Access the website of Kansai University. Input your user ID and password. If
https //WWW kansal -u.ac. lp you have forgotten your password,

- register your password on the 4th
PR 3 floor of the IT center again.
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To Home

5.KU-LMS(Learning Management System)

This is an integrated e-learning system that has two functions of class support and
individual support. It includes course information, instructions for preparation and
review, submission of essay assignments, tests, and questions and answers related to
the courses. See p.15 for how to use the system.




6.Home

The top page provides information from the university
(notices, personal messages, information about class
cancellations and makeup classes). You can check
the latest information and also enter the various
systems from this page. This page provides access to

0 Notices

Your notifications are displayed.
New notices are displayed on the home.

the information necessary for your campus life.
Please check this page as part of your daily routine.

You can also use your smartphone to check this
information.

@ Logout

Be sure to click [Logout] when you
finish using the information system.

Academic Affairs Information
The following items can be viewed.

Syllabus Search m

Course Registration/Registration for Lots

Exam Information m
Course Evaluation Questionnaire m

Grades
You can check the grades and credits you have eamed.

CEAS
See the online instruction manual for the services and details.

a Personal Messages

Various messages and summons are sent to you directly from
the university and teachers. Check the messages frequently.
New personal messages are displayed on the home.

0 Course Information

Information related to your

course (class cancellations,
classroom changes) is

indicated. Be sure to check
it before attending classes.
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University Services and Links
The following items can be viewed.

Library service
In My Library, you can search for and reserve books.

KICSS career support
Information related to job hunting is provided.

KU-LIFE
Rules and information you need to know for your campus
life are provided.

Health care(Medical Center)

You can fill out the interview sheet before the spring
medical checkup, and check the results. Information about
health and events is also provided.

Scholarship Web application

You can apply for various scholarships here. Please be
aware that some scholarships cannot be applied for using
this system.

Password change

Your password can be changed. Please be sure to set a
password that cannot be guessed easily.
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Smartphone Application Syllabus System

7 . Smartphone Application [KU Portal] 8.Syllabus System

Syllabuses of all the courses of Kansai University can be viewed here.

Personal messages, course information and class schedules can be viewed using the
application for i0OS and Android. 8_ 'I

Login Syllabus Search

Search the syllabus, using the
curriculum, course names,
instructors’ names, and
keywords.

ull - 16:33
202X4128148 (X)
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You can search for past

EHERR Caa) syllabuses using [Course
e Year] and [Keywords].
MAOHRE
30 E 8 - 2 DUEIFAYU—ADUT
FEE b -~ T : a
i L Search Results
HEHEOTTITITHA
tdise [emz® | e
?y?ﬂ'J‘FO)EI*HE l/ MR  Courss bescription
@ Course List g e
=L The list of courses taught by el carssene
the instructor is displayed. MR/ Couru Objectives
HARRYETINEY
- muda / Methods
ﬁﬂb‘b ] "'“"":‘,‘ SEANAL T~
e
i o | Wik [ Grading Pl
|_ v _:' B8 - 194/ Cunbsation Criverta - ssassmont Palicy
F . ANDROID 71U *App Store is an application of Apple e | :':j_'_-_“
App Store \oROID 77 = |
'."]"- el o [1— }., 'V\ (_1008[(. p|ay *Google Play and Android are Course Evaluation | e
= g trademarks of Google Inc. Questionnaire s
. Check the results of the course
Search for KU Portal in App Store. evaluation questionnaire. J\
%“KU Portal” is an official smartphone app offered by Kansai University. Please do not =
use similar apps developed unofficially by other companies. Moz | weirs




Course Registration and lottery selection system

9.Course Registration System v
You can enroll in courses and view the syllabuses and textbook information. You can also v
9 3 v e |

withdraw from registerd courses during courses registration period.
Registration Using
Class Schedule

9-1
User Menu

Select an item from the
menu and click on the
button.

The menu is displayed
during the indicated period

WA PEERRATL

#a 9w + W R 7 WR e HOEAES am0art

[@ T

e 4 n.,.. n.ago ou a!aso
TRt AR Eraii A Y. g
only. IR e @ o wn e
; List of classes for the | &
day and time. =

v
v
v
ST e
I /:r ax !ﬁ%ﬁ;&ﬁ’iwgJ
; @ EESFHOLT
Make sure to read [About [ HEE®ET ]
v
Course Registration] before -ﬂmmﬁmﬁmmmﬂm
9'2 starting to register. b jf;.:‘-;;’g‘ %: m*‘”" J “" : : ;:: :K:.
. ] o, kY [B& 58] Registration is not yet completed. K& g e me
Course Registration - Complete registration (see 9-4 Py I k 0 NS ) s e ()
FXD Py RS Y FEE Y MEST EREE] | EEETTE) . -$RE . SHR 1"‘\ 1 =m am : aw =z [
Select whether you want Class Schedule Temporary WE:A B /{ﬁ{ - mx;m AT R e (o
; ; & SR 0 e i Save/ Registration 2 amEm @ oam
to register using the class ixa's e == : “oF —l_/ M 1
schedule or the curriculum e — ) Completion”). [ Register ) N
2 LE wm 2
et 1O
@ —| Check the syllabus.
@ [ EFEZ_ B0 o Click on the button of the
1ok — B = course to register.
List of intensive courses and @ [ - - L - - ] The screen returns to the
courses without fixed days and (Registration from the Curriculum List) top of the list, and the
times. selected course is
> TD P l displayed in the schedule.
: The [Register] button is not
@ A EE displayed for courses with a
fixed number of students for

Textbook information.

which lottery selections are
drawn.

v
v 8




Course Registration and lottery selection system

v
v
0-4 9-5 i P 5 LR TR E) R
o BEkL [E#e 28] 'ﬂ REXY Farhy ZASEIL TP IF 2 E ML TS
Class Schedule RS Cl e s PR Registration from ml WP COEN AR ORI H Y A,
EAD Y B a4l T VT STk
i i [(amw |
;erg_pi)ra{y Sz(:‘z:ve/ o o the Curriculum List e — P—
egistration Completion [ ReEm 6 Gl )  EMIO-FREENEER I . (| mmmex | __ wam |
[_ﬁmgr [ AR AT ) Click iim mEEEsSS AIEND EREEEEE [0 EEADE an .
R [ FxcL-505 88 ) s A AR B o -
u:na-—mu A= g L Z o - - 0O 2 1 4 1
@ %7 BmEat " “"C||'Ck’ AL O (Registration from the T . ax
; ; EAERIALIRIRAS AT =] ‘
Click here to finalize or ) (e | Curriculum List) on the top i e S e . R
tenjporarjly save the page of course registration PO . o AR .Eu ::::.. : 4 :: _
registration. ) (P.7), and the figure shown O tAR 2 ET e E3 =
bee—m— | below will be displayed. o R : ax
- . Cims-wmaT - ITEE 1 4 aw
TR T T WTE S ELRLE SETTITTEEE M T (S T : an
SETTTTTT TS DT LT ] o .m.“"““' L “:““ -
oot e 5 oy
i i i - R 2 ]
miE DY T R '\ A= REE 2 aw
= CltEwsRRBmIn O lemeeEs 2 &
4 TE B m o ) Clranennamam o Empeen L an
da B 1 4w em @ @R wme  bosamed 200401 Check a subject type Cltamenmamsn DL P~ BRI k7= 2 aw
or subject group, and Ctgwnamem
=-——.—.——- click [Select]. rw""
(5]
v
e Select courses and check.
&8, pmExy (% &t & 2 )
FA0) % Db > BEF 5 BRG] ;
E [ | = A4
b IR L R i, pamE A BT R BSREE —R R
“ I ERRRTLESE AT ASSRTE .
oy ;
e Ha §F mut 1 Emogm 2 MR 5 RSN 2R/ 01 [ U2 h—Rb SRR ]
" St IHEME“EHIW-
i i i - Ea— EGIELE] [E i ion i
Cg{rp]flrn;hthe reg_:‘lstgatmn = = -\ — o s Registration s not 3./et completed. 5 S A o e U ‘E” w =i L s x: (o)
WIthin the Speciried mEsf RN ST GRS TL T, Complete registration (see 5-4 [Wax) e e
period after registering. If 1 H 2 I 1 TV T “Class Schedule Temporary A MR RIS AT TS S - # ol
there is no error in — AR * 2 : Save/ Registration . (22 I i comon ¢ B mxua
istrati [Re iStered] Ll empiEs %, ion” (LTI 3’.?;33--.---- W] s 57 xmi MR I8 R O -1 |
reais ration, e S mowas o) Completion’). e LS ST TR o e
will Change to (RfTE = : O (s mEEm JER)) c Ilc k T emEe 2 mx B [T
[Registration Complete]. ERiRHERR 24| Click here to finalize the Otaseumstn e
EIREEE RS 15| registration after S LT LTt L5
WPOHE ERERHBRAE 4| confirming that there are EaRENRRE AN ARARRENN
m‘” mzam :, no errors in course names s
18| and number of credits. ClameauaRm Register

@) =)

Click here to save the registration
data temporarily. The registration is
not completed at this point. Make

sure to finalize the registration.

To F|naI|ze




Course Registration and lottery selection system

o i, BAFE A [ RS HaR2ER )
9_ 6 Registration for
M, pmE Ay Courses Requiring
Deletion of Course e _ Lottery Selections 2
i X @ HIFs
Registration >
L Boawn) Click on this button to delete th L
) ; ick on this button to delete the —i—
_C“Ck a [Day/Time] button ane e course. Preset courses cannot be o
in the class schedule, and B4 mx oxm deleted, and a [Delete] button is not
the registered courses will / shown for those courses. TRER 1=
. CWFLIBEST) (i | m.:n AL
be shown in the frame on - ot MR
the left. TSR L)
b =y
Registration is not yet completed. ,;?;:;ﬂm m~%
Complete registration (see 9-4 | ﬂ%&%
“Class Schedule Temporary \_/ %’?&E &i‘%
I 80,
Save/ Registration w&gxm—:
Completion”). Fhp e L)
. Purreisd) v 8
10.Lottery Selection System Clle
You can apply for courses for which lottery selections are drawn to select participants, and Select the order of
check the results. priority.
&mﬁxq& BEHALHRAT LA —
You can sign up for the —
courses which require lottery
selection only from this B0 _
selection system. et St Result
R ETE, TS 10-3 &Hﬁﬁﬁﬁ [ B ERSE)
. V—EXL.J‘. T I Cookiel 72
T EES Mﬁi}_ﬁ J:itl.-fﬂ.\t‘Fﬂl Conflrmatlon Of
| Courses requiring lots | ; Lottery Selection
.I o .I Results
- : [ T .| |
_ _ 4B, mamEks [ #RHESHEAR ) Confirm the results of = Results |
Registration fc_)r_ lottery selections for the mﬁ;@_m -mu—:}:i 5 & ) “‘J“
Courses Requiring registered courses. w:—-m§ zﬁ-—m;.ﬁ»ﬁ-{) x o omaw
Lottery Selections 1 o S k- TR e
. AM—UETR T AM—ER ] () * bt
You can register for ﬁ:ﬁ% mli&;’w % -:3:;
courses that require lots ﬂ:ﬂ:‘;? ﬂfﬁ{?ﬁa, x m
here. See [Notices], etc. e -
for details. gf gf?fﬁ‘?’:m :2: :?n:
WEL T 1 (218) P MER
Fau ] Fa [ O0E) [t L Lk -]
Aol AT A MeEm
Fau Fefar T OIR=02 20 g HaRE
FAuT Fy TR agy MaAw
M a-ners | / ILE S e |
Lottery Selection results
are shown.
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Examination System

11.Examination System

Access the information about term examinations (starting from mid-July and

mid-danuary) from this page.

Examination schedules are announced in early July and mid-December.

Information about
Examinations
Click on the top

page, and the examination
information will be displayed.

OMEXE| o
ffr%ﬁ?::m 'f‘;ﬂ; %‘m e f"%ﬂ

se8 s2gesa

(b |EELEER T

)

Click [To Examination List], and
the list of examinations will be
displayed.

£ 'E‘ﬁ'mi%ﬁ\m"‘ T L TR
L unnm:m.zmw.- =

e _"!M?MG‘I IC kvmmmum =

11-2
Examination List

Information about the
examinations for your
registered courses (date,
classroom, reference
materials you can bring in,
etc.) is displayed. Also, the
topics of reports (essay
assignments) are indicated
here.
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Course Evaluation Questionnaire

12.Course Evaluation Questionnaire

KU conducts the Course Evaluation Questionnaire at all campuses to gather students’
opinions about the courses they took and improve the quality of our education.

The guestionnaire has been carried out during classes, via smartphone, since the 2020

spring semester.

Questionnaire results are publicized on the Information System. The results for each
subject are displayed in the syllabus system.

You can view the results of the questionnaire via the following process.

12-1

Viewing the overall results

] Access the Center for Teaching and Leaming website: https://www.kansai-u.ac.jp/ctl/index.htmi

] Click [Course Evaluation
Questionnaire].

[E] Click [Graph of Evaluation
Average]. You can also
view past questionnaire
results.

i, MEXY BAMREE 5

[ Cvoa [[A9frve7]

v
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20195 WM S ¥R BRFEF -5 — - ERER
20105 % BTN 2 TR-ERMPEF - b REER
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KU-LMS

13.Using KU-LMS (Learning Manegement System)

KU-LMS is a class support system that includes course information, instructions for
preparation and review, assignments, tests, and questions and answers related to the
courses. Here, only information for using some simple functions is provided. See the Users
Manual for detailed information on operation and other functions.

13-1-1
Login

|1 select [KU-LMS] in Information for Students and Instructors from the Menu on the top page of the
KU website or on the top page of the Information System, or access the URL shown below.

https://kulms.tl.kansai-u.ac.jp/

[ click on the button to login.

E Input your ID and password, and click on the [Login] button.

Login ID : This ID is the same as the one for logging into the Information System.
Ex.: k999999
Password : This password is the same as the one for logging into the Information System.

[E] The [Course List] screen is displayed. Select a class to display the Material List for the class.

B To download the student manual, click [Web Class User Manual] under [Manual] in the upper left
corner of the [Course List] screen.

(
I = 2 @ Click on [Login].
Click! BALMS == ,
H H
H > 0741 -BRERT TS 1
. ’
USRS S LT OY Y CEERERL T RS
s e = Ty e e My Courses
RALMSENET SN JICHOIRS M, MBS PENSCERT SNSRI
Semestar
» XF=2a E 2019w el R
afEYnEs REREODT- 2 FLESSSNGERTRET.
Clags Schodule Table
SIALMSINL 215 ¢ kulms@ml kandaljp
Monday Tusesclay Wednesdoy Thursday Fridiy Saturdoy
emm——— N
1 mnclish } e

You can switch to
the English version.

@ Select a class.

38
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Composition of the
Material List screen
If you have been authorized

as a user, the Material List
will be displayed.

Py—
LTI
Cearn W " il
Yo b e Wit e
Tirvaling Haterisl List
°
S — Fornmn

hes
- PR S

e et DO 02 101D - 12N

WITRFAL

© =Ea

e 1312

[x Notices and Messages] Information from system managers and course managers can be

viewed.

[Course Material] Various course materials are displayed.
[Timeline] Informs students of materials they need to study (in chronological order) when created by

an instructor.

[Course scores] Check your scores for tests and reports (essay assignments).
[Attendance] Allows the viewing and sending of attendance data.
[Other tools] Access to your study card, FAQs, a glossary, and notes.
+ [Study Card] Check your study card record.
- [Notebook] Allows you to take notes during coursework (up to 50KB of text data).

13-1-3

Logout

Click [Logout] at the top
right of the Course List
screen or Material List
screen.

# WehTlaw
LTI

Vit bt e Witk e

Tirvaling Haterisl List

- ot b e o et vrAemn

ety
- PR

e et DA 020 10110 - LETIRISON0 19112

FITRFAL

© =T

[ @ Click on [Logout] .

<4<
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KU-LMS

Textbook Test/Essay

You can access tests and self-study materials consisting of multiple-choice questions and narrative-form
guestions, and essay assignments. These tasks will be marked and analyzed, and can be used for future

You can check the materials used in the courses, such as slides, textbooks and other reference
materials in the Material screen.

study.
13-2
[
Click 13-3-1
|{ \
PSS TR Click on [Quit Textbook] to close . .
Material § Out Textbook ) ) Answering Self-Study Materials and Tests
=== TREP the Material screen. If you wish to
P ELZ & start where you left off next time, The number of available times, time limit and passing mark will be displayed on the start screen if it is
i set by an instructor.
PBIEARR islogsedin. | TP 7 EL S v b -2 click [Bookmark]. [ 31, wRg Y
o~ HicBlamIp T F Ly A N ———— ———————— - HICEET KLY
[ Previous page | [Next page ] I, Foy b PREMCEN L A TURVE T IOL IWBMFRI AU L I URRORBRAH L V- AT THFRERD n Answer the guestions. (If there is a time limit, the remaining time will be displayed.)
VST SREFEECHEELETHARTY G ),
[ Hide Contents || Quit Textbook | IF 7 KL ARSOBFOETES N, ThEROSOETDEYY A FTRLET. M2l 051400008 ProkBL Tt ﬂ Click on I Nextpage | when you finish answering.
IP7 FL R, BEEQREDSL ol B ESOYIL-TF e b T PEERTBL SIHY. EEIRSOT 5 b T2
T T wbBE (5330 ~ERRLELE. [P 7 FLACBIASIARE0Ry M-S TERTE AR OMERELET. 3| [E] click on when you finish.
L] o5 numror seamsnoesy.
Fo b-rniIR Gy bwAE R F-BFELR
[ 255.0.0.0 0.0.0.0 - 127.255.255.255 Matarial arane
B 266.266.0.0 128.0.0.0 - 181.265.266. 266
0 266.266.266.0 142.0.0.0 - 223.265.266. 266
IWTE % B9 s legged in.
[Previous page] [ext page]
E5DIPY FLAREEDT L ATTHS, 20K 2~ HGHEDIE 7 ¥l AEE: THEEEROSHET I LTS 20T,
1P FRLR222. ~ :"'""é"'"
H
Hello ! |_’ gmmm,
! Hello'1 ‘QEI
1
H
beww.--
A .

ERTRELVENER I ?

Errad

y OZF
PAUD
|

oW R
fe ] 4

(§17]
[Previeus page]  [Next page]

[LGrade |
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KU-LMS

Viewing Videos

Video data is provided in some classes. The video viewing procedure differs depending on the instructor of

13-3-2

Submitting Essay Assignments

the class.
You can submit essay assignment files in the format specified by the course instructor.
The remaining time is indicated if a submission limit or time limit is set.
1 Click (Browse) . l 3 4 ) l )
When a video URL is uploaded:
[ select the file, and click | Submitfie | .
[E] After submitting the file and/or responding to the question, click | auit |. ] Click Material] on the — 5=
ﬂ Click [My Reports] under [Course scores] in the Material List screen to check the grades of essay Material List screen. ] we = B
assignments or tests. i = =
oEsrERTl.
Material Quit AT . ‘ (;i;:;_;:.;) =
PSPEA BB is logged in.
[Previous page] [Next page]
e F click [URL]
3% Dropbox will be
opened.

LA—hEEmLTIEE

[E] Close the displayed window when you finish viewing.

Max uploadable fie size: 10 MB.

(1)

[Previous page] [Next page]

19 20



KU-LMS

Checking the Grade

You can check the scores and grades for tests that have been made available at any time. The scores

13-4-2

When a video is uploaded in the LTI tool (Panopto): are displayed in the list, and details of scoring and comments are provided to identify your strong points
and weak points.
. Also, you can check how much you have studied the material.
[Nl Click [LTI Tool] on the KU-LMS

Material List screen.

LTI Tool (Panopto) GRS AT S s, Sk S 13-5-1

will be opened.

Checking the number of times you have used the material, your study time,
0nce the video data is and your score.
transferred, a Panopto | —

folder appears. ——

Click on [Course scores]—

[Summary] in the Material o =
There might be one or List to open the summary - i
more video files. screen.
v ! o
v Click on
) . Panopto Folder Displa; ] Summary]. |©"
F click [Video] [ Pt i _ L L2 —
%If there are one or s I v
more video files, view Rkt oame a0 . -
the one specified by LRt v
your instructor. EEStas Sl v
K v
. q mrie
- i Cods e it o - T
Summary
Mode
il
Mg Soor | MmeSooos M Goone | Sue Gooee
Frogies.
[E] Close the video screen and click =7 when you finish viewing. it
From [2035-53-14. To MEI-03-04 -
[l o |
Assrsmnent
LR -} * o
Please follow the instructions below to ensure LTI Tool (Panopto) functions properly. wANTAR ’ ]
NSSCSSM S 0 o
1 You can access LTI Tool (Panopto) only through the KU LMS. You cannot log in to the directly by K il i i
with a KU LMS user account. R e ye. s 5k
2 Update your web browser to the latest version.

3 Please configure your browser as shown below, in advance.
- Be sure to set your browser private mode to OFF.
- Allow cookies.
- Allow site tracking. mumberof sccess - or - Tewsi e for Learning Activity. The summary period can also be refined.

*If your PC is installed with software to prevent web tracking, the Panopto screen will not be
displayed in the web browser.

Change the displayed data by clicking on  #s-sewre || | msxsoe | s or smsee  for Score or
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13-5-2

Checking your scores and detailed results for tests.

In order to check your score
and point distribution, the
average score, and question
explanations for tests and
self-study materials, click on
[Course scores]—[Test
Results] in the Material List.

23

A wacine
HLTe

Cowse Meteisl  Corsescie  Altecanin

aliek™

Click on
[Test Results]

T

g was R

<4<

|
O

[Test Results].

Lo

13-5-3

Checking the Grades for SCORM (Shareable Content Object Reference Model)

Materials

Click on [Course scores]—
[SCORM Activity Reports] in
the Material List to open the
SCORM Activity Reports screen.
You can check your scores for
SCORM materials that you are
studying, or that you have
completed.

What are SCORM
(Shareable Content
Object Reference Model)
Materials?

SCORM is the global standard
for e-learning materials.

You can use the materials
anytime and anywhere if you
can connect to the Internet.
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Writing Labo Booking System

14.Scheduling a writing session at Writing Labo

Writing Labo is a facility that helps students with academic writing. They assist
with document preparation for reports, theses, presentation documents, etc.
Writing Labo website : https://www.kansai-u.ac.jp/ctl/labo/

14- l gggﬁra]:eenff;"e If you have a drafts (Word forms), please prepare in advance.
Access to Click “Writing Consultation Booking” in “Academic Affairs Information” on the
lI 4'2 TEC system Information System top page, and the TECsystem page (below) will be displayed.

TECsystem: https://tecfolio.kansai-u.ac.jp/kwl/
14-3 Loein W TEG~=)

Input your user ID and
password. They are
the same ones as of
Information system.

14-4 D]

Click [Writing Labo]

You can access to
TEC system with
your smartphone.

Click [Writing
Labo] at the
top of the
screen.

14_5 Input the consultation method, your draft, the place and day the
consultation and other necessary information to reserve
Appointments must be made by 1:00pm the day before the session. (When the day before is a Saturday,

Sunday or national holiday, two days before.)

@ Meeting a writing tutor at Writing Labo

1. Select [X&] (in person) for the consultation method.
Select the document type, session location, and the date
and time.

2. If you have drafts (MS Word file), upload them.
Please bring printed drafts to Writing Labo.

3. Input the necessary items (subject, etc.) and click [Make a
Booking].

4. Bring printed documents even if you sent them when making
your booking. It will help the consultation run smoothly.
Bringing printed

documents related to inoer ez

the drafts (class notes,
books and websites
you referred to,
documents concerning

the statement of - e
purpose, etc.) will rmmvw . roccmpamsnasesr.
improve the

effectiveness of your

consultation.

@ Meeting a writing tutor online

1. Select [ >S4 /] (online) for the consultation method. (It
may take some time for the appointment data to be displayed
on the online booking screen.)

Select the document type and session date and time.

2. If you have drafts (MS Word file), save them on your device
(PC, tablet or smartphone). You can share the data with a
writing tutor via Zoom.

3. Input the subject and fill in the details for the consultation,
and enter your e-mail address.

Click [Make a Booking].

4. To access the online
writing session on the
appointment date, log
in to Zoom using the
URL or ID/pass code
displayed on the online
booking screen.
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