az))

Ao 5

b s

S
D

ha
b
S
[~
3
S

2023
ICT Guide for the University of Tsukuba

Authors:

Organization for Information Infrastructure; Department of General Affairs; Division of Educational
Promotion, Department of Educational Promotion; Division of Student Welfare, Department of Student
Affairs; Academic Computing and Communications Center; Office of Educational Cloud; General

Foundation Subjects "Information Literacy" Management Office;

April 2023

Redistribution prohibited



fiVv&dHH / Contacts

1, 2: f5#IRISEERE / Organization for Information Infrastructure

oii-security@oii.tsukuba.ac.jp

3,4, 9. PZHEBAT 47y »— / Acadenic Computing and Communications Center
(J) https://www.cc.tsukuba.ac.jp/wp/support/
(E) https://www.cc.tsukuba.ac.jp/wp_e/contact/

5, 6: BHHEEIBEHEER / Division of Educational Promotion

ga.twins@un.tsukuba.ac. jp

7. B2 5% K% / manaba Help Desk, Office of Educational Cloud, ACCC

support-manaha@ecloud. tsukuba.ac. jp

8. dEFIH MEH HEs /
General Foundation Subjects "Information Literacy” Management Office

info-literacy-inquiry@u.tsukuba.ac.jp



[SUR SC R

4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.2.6
4.3
4.3.1
4.3.2
4.3.3
1.4
4.5
4.6

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8

6.1
6.2
6.3

7.1
7.2
7.3

Contents

Safe and Secure Use of the Information Systems
About the “INFOSS Information Ethics” course
Online Class Guidance

Overview of ICT Systems at University of Tsukuba
Unified Authenticaion System

Overview of Zengaku Computer System

Satellite Computer Rooms

Accounts of the Zengaku Computer System

E-mail

Publishing Web pages

Structure of File System and quota (upper limit)
Printing

Connecting to the On-Campus Network

On-Campus Wi-Fi System

Zengaku Information Outlet and Network System
Other Networks

VPN Connection Service

Other Network Services

Available Software on Individual PC (Antivirus, Office)

TWINS Operation Guide for Students

Login / Logout

Confirmation of Contact Details

How to View Your Own Student Information
“Course Registration” and “Cancellation”
Confirm Grades

Inquiry/ Survey

Schedule and Cancellation

Bulletin Board

About the viewing of the syllabus by using the Curriculum

Schedul ing Support System (KdB)
Search for the course
Browsing the Syllabus of the Search results

About [The official version] and [The latest version] of Syllabus

Learning Management System (manaba)
Login, Logout

User Support

Initial Settings

O oo O U1 -

10
11
12
12
13
13
14
18
18
18
18
19
19
19
20
20
22
22
23
25
25
26
27

28
28
29
29
30
30
30
31



7.4
7.5
7.6

8.1
8.2
8.3
8.4
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.5.7
8.5.8
8.5.9
8.5.10
8.6
8.7

9.1
9.2
9.3
9.4
9.4.1
9.4.2
9.5
9.6
9.7

Course Page
Course Registration
Various Functions
(Tests, Assignments, Grades, Resources, Attendance)
Zengaku Computer System
Powering Up a Personal Computer (PC)
Starting Up and Closing Windows 11
Starting Up and Closing Linux 0S
Automatic screen lock and shutdown of terminals
Japanese Language Input Method on Windows 11
Typing Words
Getting Ready to Type in Japanese
Entering the Japanese Reading
Converting to Kanji
Converting to Katakana and Hiragana
How to Type in Romaji Input (Alphabets)
Entering Symbols
Typing Other Symbols
Punctuation Marks ([.] and [.] or I.] and [, )
Recording words
USB memory stick
Remote Access
Internet and Email

Email address for the Zengaku Computer System

Sending and receiving emails using Microsoft 365 Exchange Online

Reference

Warning when you are using Internet
Be careful when registering

Do not accept requests from strangers
Using Email

Manners when writing an Email

How to write sentences on Email

32
33

34
36
36
36
39
43
44
44
45
45
46
48
48
48
48
19
51
52
53
56
56
56
67
68
68
68
68
70
70



February 2023

University of Tsukuba
Dear Students:

Importance of protecting personal information

In recent years, many incidents of loss or leakage of personal information
have occurred and have become a social problem. Students also have
freauent contact with personal information on and off campus on a daily
basis. However, inappropriate handling of personal information not only
causes a great deal of trouble to many parties involved, but may also lead to
a loss of public trust in the University as well as in you. As a matter for each
of us, please be careful how you handle personal information.

What is personal information?
O Information that can identify a specific individual by itself, such as the
individual's name, but also information that can be matched with the

individual's name to identify the individual, such as gender, date of birth,

address, student ID number, grades, email address, ideology, educational

background, family relationships, and health status.

Appropriate control
O Personal information collected or obtained through classes, research,
TA/RA work, extracurricular activities, etc. must be used only within the

scope of its intended purpose. Please handle such personal information

with care and under the direction of the faculty member or employee in
charge.

For internal use only
O As a rule, personal information must not be taken off campus. The

University has experienced cases of loss or theft of laptops and USB
memory devices containing personal information taken off campus.

Attention on email and social networking sites

O When sending emall, please do not attach files containing personal
information, use a file sharing service such as OneDrive or Teams, and be
sure to set access restrictions. In addition, please be careful to handle
information on social networking services, etc, such as personal
information, images, and privacy, as there is a high risk that such
information may be spread through reprinting.

Enhanced Security



O Please set strong and secure passwords, install the latest security updates
and anti-virus software on PCs and other devices where personal
information is stored. In addition, personal information files should be
assigned a password and encrypted.

If you have any questions, please consult your instructor, your nearest
academic service office, or the following:

Regulations Section, Division of General

Affairs, Department of General Affairs 029-853-2033



1 Safe and Secure Use of the Information Systems “?”$°?’

SAFE AND SECURE
USE OF THE

When using the information systems in the University of Tsukuba (networks, computers etc.), there
are some guidelines you must follow. Before using these systems, you need to read the checklist
below. If there are items that do not apply, please read the brochure carefully and follow the
guidelines for using the information systems. For more details regarding this brochure, please go to:
https://oii.tsukuba.ac.jp/en/oii-security-2/details/ .
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ICheck !
[_] Inever duplicate any copyrighted materials or make them available to a third party
on the network. (You may be punished for downloading any kind of copyrighted material

(not only audio or visual) which infringes copyright.)

[_] I do not have any file exchange software program installed.
- Examples of file exchange programs: Xunlei, BitTorrent, pyTorrent, LimeWire, Cabos,
WinMX, Share, Winny, PerfectDark, etc.

[_] I never download software programs of unknown origin.

[_] I'regularly update Windows and use all software programs in their most recent
version.

[_] I have installed an antivirus software program. In addition, | frequently update
the virus definition files to protect the computer from viruses.

[_] I never give my password to anyone.
[_] I never use other people’s passwords and user names.
[] I have set up a password which is hard to break.

[_] I always manage personal information carefully and | always take measures to
prevent information leakage.

[_] As a member of the University of Tsukuba, | act responsibly and ethically when
posting information on social networking sites and the Internet in general.

[_] When | use the Internet, | pay close attention to fraud.
[] I have completed the “INFOSS Information Ethics” Course.

Organization for Information Infrastructure



I never duplicate any copyrighted materials or make them available to a third party on
the network.

The purpose of the copyright law is “to provide for, and to secure protection of, the rights
of authors, etc. and the rights neighboring thereto with respect” to “[copyrightable]
works as well as performances, phonograms, broadcasts and wire-broadcasts, while
giving due regard to the fair exploitation of these cultural products, and by doing so, to
contribute to the development of culture.” If you duplicate copyrighted works illegally
and make them available to a third party without the author’s permission, you are subject
to punishment. You may also be punished for downloading any kind of copyrighted
material (not only digital audio or visual recordings) when you are aware that it was
uploaded infringing copyright.

q I do not have any file exchange software program installed. |

Using file exchange software is very dangerous because some people distribute files with bad intentions. Moreover, the
file you have downloaded is automatically uploaded for a third party. The University of Tsukuba forbids the use of any
file exchange software program inside the campus network, including on the users’ personally owned computers. There
is a system in place that blocks the use of file exchange software 24 hours a day and if you violate these rules, you may
be punished by the authorities of the university. However, if you have a legitimate reason to use a file exchange software
program on campus, please contact us. (Our contact address is shown on the last page of this brochure.)

q I never download software programs of unknown origin.

If you find a web page of unknown origin distributing expensive software programs free of charge or at low cost, do not
download these programs. In many cases, these are distributed without permission. Besides infringing copyright, you
risk infecting your computer with a virus, since the software may have been modified. There is a system in place that
monitors downloading of software programs of unknown origin. If you download such programs, you may be punished
by the authorities of the university.

q | regularly update Windows and use all software programs in their most recent version.

Computer viruses can spread maliciously through the operating system (Microsoft Windows, macQOS, etc) and can take
advantage of defects in popular software programs (Microsoft Office, Adobe Reader, web browsers, etc). For Microsoft
Windows, you need to perform Windows Update or Microsoft Update; for macOS, you need to regularly do software updates
to maintain the software in its latest version. If the support for an old version of an operating system has ended, stop using
that version. You need to update to the latest version. For all other software programs, you should always update to their
latest version. For important details regarding updating, please go to https://oii.tsukuba.ac.jp/en/oii-security-2/details/.

I have installed an antivirus software program. In addition, | frequently
update the virus definition files to protect the computer from viruses.

When a computer is infected with a virus, not only data on the computer are destroyed but also the computer itself is
taken over by the virus, and it might be used to send spam e-mails and attack other computers. Infection routes have
diversified and using e-mails is not the only way a computer virus can spread. Actions such as browsing the Web or simply
inserting a USB memory into the computer may cause infection. To avoid being infected with a virus, it is important to
install an antivirus software program and update the virus definition files on a regular basis. The University of Tsukuba has

purchased a site license of an antivirus software program. The antivirus can be installed % %
on up to three personal devices (Windows machines, Macintosh machines or mobile % \, 0,
devices). The total number of installations must be less than 4. If you have no other _‘\/3 « \”% [&
antivirus program installed or if you are not sure whether you are paying a license fee %,\ ARV ég\ -

For more details, please go to https://oii.tsukuba.ac.jp/en/oii-security-2/details/. Xj\//
N~
ﬁ AntiVirus

for an already installed antivirus program, please install this one. I f =
\\v\zg‘



q I never give my password to anyone. |

Usernames and passwords used for the information systems in the University of Tsukuba
are important information to identify the users. If you give your username and password
to a third party and he/she causes trouble while using the information systems of

the university, you are also responsible for the problem because you gave away your
password. Furthermore, you must not use a username and password given to you by
somebody else.

q I never use other people’s passwords and user names. |

It is against Act on the Prohibition of Unauthorized Computer Access to acquire somebody else’s username and password
and log in as that person, or to take advantage of a security hole (flaw in a software program) for avoiding the username
and password confirmation, and log into a computer.

q | have set up a password which is hard to break.

If a password is easy to break (your name, user name, birthday, phone number, repeating

the same characters, using an English word more than once, using the alphabet in @ @
sequence on a keyboard, like “qwerty”, or using the above in reverse), a third party may

gain illicit access to your account.

It is important to set a password which is difficult to break (more than 8 characters, (e @

combination of capital letters, small letters, symbols and numbers) and change it
regularly. Even if a password is difficult to break, it is not advisable to write it down and
make it available to a third party.

Furthermore, it is not advisable to use the same password on different Internet services. Incidents have occurred where
passwords were leaked from an Internet service; the same passwords were used to gain illegal access to a university
computer and send spam emails. If you need passwords for many different online services, you can use a password
management software.

| always manage personal information carefully and | always take measures
to prevent information leakage.

Faculty members as well as students may handle personal and medical information collected through surveys and so
on during lectures and practice classes, but that information must not be released on the network. It is also forbidden to
take the information outside the university. If you need to take part of the information out of the campus, you need to
obtain permission from an administrator of the respective information, or a person designated by the administrator (an
instructor of a class, or a supervisor of a laboratory, in case of a lecture or practice class) and take measures to secure the
information (e.g. encrypt it), before carrying it away from the campus. You are not allowed to keep personal information
on a computer that is managed personally. If this is unavoidable, you must encrypt the information first.

As a member of the University of Tsukuba, | act responsibly and ethically when
posting information on social networking sites and the Internet in general.

Everything you post on the internet can be seen by anyone. If posting carelessly, you may get into trouble and your
actions may affect the reputation of our university. You should be very careful not to post confidential, inappropriate or
offensive information on the Internet.

To avoid further infection, remove the infected computer from the
network (remove the network cable, use the airplane mode, or turn
Wi-Fi and cellular data network off) and contact us at the address on
the last page of this brochure.




q When | use the Internet, | pay close attention to fraud.

While it is convenient to use the Internet, it is also possible to face unexpected troubles. The following will show you
some tips to carefully observe fraud when using the Internet. This information is obtained from “Safe Living: How to Live
a Pleasant Student Life”, published by the Student Office.

If you are in trouble and cannot handle the situation, do not attempt an easy solution. Please contact your friends or
faculty members or contact a consumer center first.

In a phishing fraud, an attacker masquerades as an administrator etc. of a reputable company such
as a bank, Rakuten, Amazon, Apple, Microsoft etc., and directs users to a website which is very
similar to their real website, in order to steal the users’ personal identification and password.

The bank and other companies will never ask you to input and confirm personal information via
e-mail. If you receive a suspicious mail, do not provide your information immediately. In such a
case, do not contact the address you find in your e-mail, but contact the company directly.
(Reference) Examples of Phishing Emails : https://www.u.tsukuba.ac.jp/en-phishing-collection/

One-click fraud

One-click fraud means that if you click once on a link in an e-mail or on a website, you appear to have entered into an
agreement and you are requested to pay a certain amount of money. If you encounter such a situation, ignore the
request; do not make any payment for any purchase you are not aware of and do not /y
give out your name or address. However, in some cases the fraudsters exploit the
judicial process. If you receive notice that seems to come from court, do not ignore it, N

. . Link | <@%/
but check the address of the courthouse on its web page (https://www.courts.go.jp/)
and contact that address. Do not contact the address in the letter sent to you.

Your registration
is complete!
Transfer 40000yen to the
following bank account

within 2 days

q I have completed the “INFOSS Information Ethics” Course.

Organization for Information Infrastructure has prepared e-learning materials to support you in acquiring knowledge
about ICT (Information and Communication Technology), network security, laws, manners etc., which are needed for
carrying out various activities at the university, and for avoiding harm and trouble in our network society.

Every student enrolled in our university must complete the course at least once (each time your student ID changes, you
must do the course again, at least once).

If you have not completed the course yet, please do so as soon as possible.

For more details, please go to https://oii.tsukuba.ac.jp/en/infoss-2/.

Contact us if you find any problems

Please contact us immediately if you find security vulnerabilities and defects in the information systems of the
University of Tsukuba, infringement of copyright, leaking of classified or personal information, release of classified
information or personal information about faculty members of the University of Tsukuba through the information
systems outside the university, and unauthorized use of contents owned by the University of Tsukuba.

Organization for Information Infrastructure
(Division of Information Infrastructure Management, Department of Academic Information)
e-mail: incident@cc.tsukuba.ac.jp

& J

/ N\
For the brochure's PDF file and more details regarding this brochure, please go to
https://oii.tsukuba.ac.jp/en/oii-security-2/.

& J

This brochure has been created by Organization for Information Infrastructure at the University of Tsukuba.
Issued in March, 2023



2 About the “INFOSS Information Ethics” course 2023 School Year edition

About the “INFOSS Information Ethics” course

- Knowledge necessary for the information network society -

INFOSS Information Ethics is an e-learning material for self-study introduced as part of
information security education at the University of Tsukuba. Through this course, you will acquire
the knowledge necessary to use the campus network and information systems, and to live in the
modern information society.

<How to take the course>

1.

2.

3.

4.

5.

6.

7.

Access the University of Tsukuba's e-learning system manaba  RUEE,
(https://manaba.tsukuba.ac.jp) and log in using your UTID-13 (the 13- | -
digit number on the back of your student ID card) or UTID-NAME
("owercase s" + "last 7 digits of your student ID number") and your
Unified Authentication System password. You can take the course from

anywhere where you have internet access.

Click "INFOSS Information Ethics Students Course"
displayed in the "My Courses " on your "My Page".
*The year [2017] is displayed as this course was created
in 2017, however it is the latest version of the course.

Click [English version] under "Resources (latest
first)" at the bottom of the screen.

First, open the "Teaching materials" and learn about
information ethics.

After that, please answer "Test 1-5".

€ Answer each " Test" in order from test 1.

€ A score of 60 or higher is required to pass the
"Tests"

€ You can take the tests as many times as you need
until you pass.

Once you have passed "Test 1-5", complete the "A
Check for the Prevention of Theft and Leakage of
Information". You need to pass "Test 1-5" before
answering the Checklist.

The course is completed once your status for "A
Check for the Prevention of Theft and Leakage of
Information" has been updated to "passed".

Please submit a printout of the "Checklist to
prevent information theft, etc." response history
screen if you need to verify your completion of the
"INFOSS Information Ethics" course.

Your name will not be printed on the print out, so
please either sign the paper in your own
handwriting or submit a screen shot. *There is no
need to submit a print out to the Organization for
Information Infrastructure.

FdS AT (Unified Authentication System)

P My Courses

Thumbnail List Current Courses | [Allyears v

INFOSS Infomation Ethics
Students Course
4 2017 4

») movie ‘e [ ») movie ‘e

-, Courss News @ Thrwads (latest first)

Information”
After you finish this check, you have complete INFOSS infermation ethics.

Teaching materials

INFOSS Information Ethics

Test

Test1
Test2
Test3
Test4
Tests
A Check for the Prevention of Theft and Leakage of Information

Exercise Room

© | A Check for the Prevention of Theft and Leakage of Information

You can not take this exam unless you pass all exams in the Japanese or English

Description versions of the exams 1 10 5 (B0 pdints or more)

start 2021-04-01 00:00:00
End
Maximum times to submit Unlimited
Portfolio Not added to anyone's portolio.

Publish Answers Do not Publish

Status Taken: 1 time (Best score: 100)
<Passed>

Passing Score over 100 points

| start |
Past Answers (1 item(s))
No. Submitted on Passing score Elapsed time
1

» Tests

\_

(Inquiriesi Organization for Information Infrastructure (Department of Academic Information, \
Division of Information Infrastructure Management)

Email: oii-security@oii.tsukuba.ac.jp
m Organization for Information Infrastructure website

— About the e-learning “INFOSS Information Ethics” course :

< https!//oii.tsukuba.ac.jp/en/infoss-2/>
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3 Online Class Guidance

Preliminary information for Online class

Participating in classes through the network is called online attendance. The classes established in this
way are called Online classes.

“Online” refers to work done through a network using your device (PC, smartphone, tablet, etc.).

Only the points are listed below to prepare you for taking classes offered online. For specific instructions,
please read the following and refer to the respective pages as appropriate.

Overview of online attendance at University of Tsukuba (hereafter referred to as University)
Online classes use Microsoft 365 service products (hereinafter referred to as Microsoft products).
In this section, the basic knowledge about preparing to take an Online class is described.

1 ID and password
To use the University network system, you need the ID and password distributed at the time of admission.
When you received the password, change it to your own immediately. Refer to Section 4.1 for details.

2 Email
Refer to the website of the Zengaku Computer System to send and receive an email as a University of
Tsukuba student @s email.
https://www. u. tsukuba. ac. jp/en-emai |-after201704/

Note: Please refer to the web page of the Zengaku Computer System for the latest information and
settings of the mail system and various software.
https://www. u. tsukuba. ac. jp/

3 Usage of Microsoft products

University of Tsukuba has a comprehensive agreement with Microsoft. Members of the University may
use Microsoft products privately without compensation.

If you have the Zengaku Computer System account (@u.tsukuba.ac.jp email address), you are
automatically registered. Other staff members (@un.tsukuba.ac.jp email address), need to register (sign up)
individually. Please refer to the following URL for details.

https://www. cc. tsukuba. ac. jp/wp_e/service/software-|icense/ees/tokuten/

Sign in with your Microsoft account (@u or @un email address) and password to start using the Microsoft
products.

After signing in, the application list window will be displayed. By clicking on the application icon, the
corresponding application can be used in the browser as a web application. You can install Office (Word,
Excel, PowerPoint, etc.) as a desktop application on your PC by clicking “Install Office”. Microsoft account
authentication (@u email address and password for EES benefit) is required to use the desktop application.

4 Precautions for using Microsoft products

Contents on “manaba” may include links to Microsoft Stream videos. You have to sign in to Microsoft
services to participate in the Microsoft Stream video content. If you have not signed in, an error message will
be displayed.



5 Online classes without Microsoft products
Some faculty members are preparing online class without using Microsoft products. In this case, follow
the instructions of the faculty members.

6 About software available at University of Tsukuba

Members (Faculty, staff, and students) of the University can use the software licenses contracted by the
University. You may or may not be eligible depending on the software. Refer to Section 4.6 for more
information.

Some of the licenses of software may be owned only by your department. In such a case, please contact

your department.



4 Overview of ICT Systems at University of Tsukuba

There are systems such as On-Campus Network System, Zengaku Computer System, Educational
Information System (TWINS), Library System (Tulips), Learning Management System (manaba), and
Unified Authentication System that manages passwords of these systems at University of Tsukuba.

You can connect your PC, tablets etc. to the On-Campus Network by Wi-Fi or by wire. The Zengaku
Computer System serves more than 1500 PCs in total at satellite computer rooms in 18 locations in the
university, and all students can use them. In this system, each PC works on both Windows and Linux, and
users can use emails, publish Web pages, and use Office products. Important notices from the university are
supposed to be sent to your email address managed by the Zengaku Computer System. Members of the
university can use Trend Micro Anti-Virus software, Microsoft products, SPSS, Mathematica, ArcGIS etc. on
your PC (but there are usage restrictions on each product). Moreover, a discount service, Apple On Campus,
1s available.

TWINS is used for registration of classes and checking grades, manaba is used for e-learning, and KdB is
used for viewing syllabus.

In every case, the ID and password of the Unified Authentication System are required.

ICT Systems at University of Tsukuba

Japanese academic backbone network VPN Service
(Connection from
SINET W off-campus; E

Internet

Campus Information Network System

- I = = On-Campus Network System
(Zengaku Information Outlet
Unified Authentication System v %)
Wi-Fi System)
( Zengaku Computer > Software Products, etc. Available
9 System P Educational Members of the university
T8entellites. 30 Information System !
L satellites, +rooms =
. E TWINS - Microsoft 365
N ?)?}E#Srl,.ij:gu \7\?;21;':;5&5 Ejmz_lil, Teams, Office, etc.
- User home directories ‘;;;—';V“'US Software
Library System + Mathematica
] ] 0 e
\ / International
Academic Roaming

Learning Management ] Service .’))

System E “eduroam”
manaba
g Computer Time

Synchronization
Service EB




4.1 Unified Authenticaion System https://ww. cc. tsukuba. ac. jp/wp_e/service/unified-authentication-system/

This system standardizes ID and the password of various computer systems in the University of Tsukuba
so that students and staffs can log in by one password. Please be careful not to set the same password to other
computer systems. The Unified Authentication System identify users by UTID-13 of 13-digit number. In
addition, regarding the UTID-NAME, individual user names are set for some user.

@UTID-13
UTID-13 is the 13-digit number printed on the back of Student or Staff ID card.

@UTID-NAME
for students, it is “s” followed by the last 7 digits of Student ID,
for staffs, it is a character string like “familyname.firstname.zz”.

As for the login credentials, it depends on the system which is usable either UTID-13 or UTID-NAME
to login. You can use both UTID-13 and UTID-NAME on some system.

@Registered users
Accounts of the system will be issued to Undergraduate and Graduate students, Credited Auditors,
Non-degree Research students, Exchange students, Non-degree Research students affiliated with Int’l
Student Center and trainees in the intensive Japanese program, Post-J.D. trainees, Visiting students,
and staffs (but there are some exceptions). If you are unsure of UTID-13 and initial password, consult
with the office of Academic Computing and Communications Center (ACCC).

@Password
UTID-13 and initial password will be issued along with Student or Staff ID card. Keep the (piece of
paper of) initial password so as not to lose it. The initial password has an expiration date. Be sure to
change the initial password. You can change the password on the Unified Authentication System Web
Server (https://account. tsukuba. ac. jp/). Note that it might take some time before the change takes
effect. You can also review the registered personal information on the Unified Authentication System
Web Server. Carefully manage your ID and password so as not to leak to others.

Users can obtain a new Unified Authentication password in case they forget their password. Bring your
Student or Staff ID card and come to one of the offices below:

-Academic Computing and Communications Center, Office (Phone: 029-853-2452) : weekdays 8:30-12:15,13:15-

1715

-Kasuga Satellite, Office: weekdays 8:30-12:15,13:15-16:00

Central Library, Reference Desk: weekdays 9:00-17:00

-Art and Physical Education Library, Reference Desk : weekdays 9:00-17:00

*Medical Library, Main Counter: weekdays 9:00-17:00

*Library on Library and Information Science, Main Counter: weekdays 9:00-17:00

*Otsuka Library, Main Counter: Mon. 10:30-18:30, Tue.-Fri. 10:00-21:10, Sat. 11:30-19:50

Y Inquiries about the Unified Authentication System: https://www. cc. tsukuba. ac. jp/wp_e/contact/
(Select “Unified authentication system” for the Category.)



Systems where the Unified Authentication is required

Name of the system ID

Unified Authentication System UTID-13
On-Campus Access Points

(Zengaku Information Outlet and Network System, On-Campus Wi-Fi System, UTID-13
VPN Connection Service)

Zengaku Computer System UTID-NAME

Library System (Tulips) UTID-13 or UTID-NAME

Learning Management System (manaba)

UTID-13, UTID-Name, or
Student ID
Software Distribution and Management System (Download Station) UTID-13

Please note that eligibility varies on the system. Thus registration with the Unified Authentication System
does not necessarily ensure that the user will be eligible to use any particular system. Check notices and the
Web site etc. of each system when using.

Educational Information System (TWINS)

4.2 Overview of Zengaku Computer System

Both Windows and Linux are available on more than 1500 PCs at more than 30 locations, including 18
satellite computer rooms on campus. Users can use emails, publish Web pages, and use Office products on
the Zengaku Computer System. Users’ files are managed centrally and can be accessed from any PC in any
satellite computer room. Users can send print requests to printers from everywhere and output it. To print
out, you must hold your student or staff ID card over the printer's card reader.

Opening hours depend on satellite computer rooms. Each room is basically available when not being used
in class. Some rooms require a Student or Staff ID card to enter.

For more information on how to use the Zengaku Computer System, please refer to the Chapter 8 of this
guide or the Zengaku Computer System website (https://www. u. tsukuba. ac. jp/) etc.

Y% Inquiries about the Zengaku Computer System: https://www. u. tsukuba. ac. jpo/en-contact/
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4.2.1 Satellite Computer Rooms

https://www. u. tsukuba. ac. jp/en—satel | ites/

Area of Number of Area of Number of
Satellite Room Satellite Room
Location terminals Location terminals
2D201 20 . A203 53
Academic
2D Satellite o
2D203 101 Communications B205 66
2D204 Center Satellite B206 54
2A Satelite 2A302 28 South | Artand Physical
Audio-visual
Bunshu Satellite 8B201 28 Area Education 41(1)
room
3K Satellte 3K203 40 Library Satelite
3D Satellite 3D207 46 CA403 42
3C102 50 CEGLOC CA405 42
3C104 50 Satellite CA501 43
Shako Satellite
3C114 50 CA503 43
Central 3C306 43 4A402 26
Ar Medical Satellite
ea 2F Communication . West 4B212 62
room Area Medical Library Outside the Library 42(1)
2F Reading Satelite Inside the library 4
66 (1)
room 7C102 (Lab I) 76
Central Library 3F Reading Kasuga Satellite 7C103 (Lab Il 28
6
Sateliite room Kasuga 7C202 (Lab IIl) 71
; Area
4F Readin i i
9 6 Library onLibrary | 4 peaging room 17 (1)
room and Information
5F Reading . Science Satelite 2F Reading room 5
room Tokyo Satellite 4F 454 20
Tokyo -
1C Satellite 1C206 43 Otsuka Library
Campus i B1 11(1)
1D Satellite 1D301 81 Satelite

* Rooms 3C306 at Shako is operated by College of Policy and Planning Sciences, and rooms CA501 and CA503 at CEGLOC are operated

by CEGLOC, so they cannot be used by other users.

Numbers in () in the “Number of terminals” indicates the number of terminals for people with visual and hearing disabilities.

Please check the latest information on the Zengaku Computer System website.

Notes on satellite computer rooms:
+ Drinking and eating in computer rooms are prohibited.
+  Please do not bring wet umbrella into computer rooms.

+  Except for permitted devices such as satellite terminals and projectors, do not use power taps and

outlets in computer rooms. Do not remove connected plugs etc. without permission.

+  Computer rooms may be unavailable during maintenance. Maintenance schedule will be informed

on the Zengaku Computer System website.
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4.2.2 Accounts of the Zengaku Computer System

Users of the Zengaku Computer System are required to have the UTID-NAME and Unified Authentication
Password. Almost all students and faculty members can use the system without applying for it, while for

other staffs accounts are issued only if a necessity is confirmed. Users cannot use the system after graduation,

completion of studies, or retirement. When you advance to a graduate school from a college, your UTID-

NAME will change and you will not be able to log in with the previous account, therefore you will need to

backup your data and make email forwarding setup before the graduation (the email forwarding will be

performed for up to 180 days after graduation).

Eligibility

Category

Remarks

Undergraduate students

Graduate students

swCredited Auditors

Non-degree Research students

Exchange students

Non-degree Research students affiliated with Int'l Student
Center

Trainees in the intensive Japanese program

Post-J.D. trainees

Visiting students

Eligible from entrance until graduation without applying for
it.

8 digits UTID-NAME, consisting of “s” and the last 7 digits
of the Student ID Number, and Unified Authentication
Password are required.

Short-term students (e.g. short-term study program
participants etc.)

A person in charge from the accepting department/school
needs to contact Academic Computing &
Communications Center.

Faculty members (Full-time)
Researchers (Full-time)

Eligible without applying for it.
UTID-NAME and Unified Authentication Password are
required.

Educational staffs (Non-Full-time)

(e.g. Specially Appointed Professors, Cooperative
Graduate School Program, Non-Full-ime Lecturers, Non-
Full-ime Researchers, etc.)

Professors Emeriti

It is necessary to apply. Please refer to the following.
https://www. u. tsukuba. ac. jp/en—-account/#form

4.2.3 Email https://www. u. tsukuba. ac. jp/en—email/

The university sends official and important messages to the email address described below. Please check

your email box regularly. You can set up forwarding emails from this email address to another email address.

Email address

Please use the address UTID-NAME@u.tsukuba.ac.jp after 2023 (student’s UTID-NAME is “s” + last 7

digits of the Student ID Number).

Email usage and mailbox quota (upper limit)

Users can use email anywhere through Microsoft 365 Web Mail with a web browser. If you want to use

email from an email software such as Outlook or Thunderbird or other web mailer (Gmail etc.), please refer

to https://www. u. tsukuba. ac. jo/en-email-u-client/.

Notes on using email:

Since an email is sent through various networks, there is an inherent possibility of it being snooped
or being lost in the process. You should not exchange individual information such as your bank

12




account number, credit card number, and password through emails.

Your email should have a simple title or subject so that its content can be understood at a glance.
It is not possible to delete an email you sent to the wrong address. Check the destination and make
sure to spell the email address correctly before posting.

Since various types of terminals are connected to the Internet, some symbols such as Roman
numbers or non-alphabet characters are not correctly displayed, depending on environment. Thus,
do not use such characters when writing an e-mail. For similar reasons, avoid using half-width
character.

4.2.4 Publishing Web pages https://www. u. tsukuba. ac. jp/en—publishing/

To publish Web pages on the Web server (www. u. tsukuba. ac. jp), please apply from the “Publishing Web
Content” page (https://www. u. tsukuba. ac. jp/en-publishing/) on the Zengaku Computer System website.
You need to agree with the guidelines displayed during the application procedure. You can also see the
guidelines on the “System Guideline” page (https://www. u. tsukuba. ac. jp/en-guidel ine/).

When you put Web contents in the wws directory under your home directory, the contents will be published.
For details on the specific location of wwws directory and URL, please refer to the “Publishing Web Content”
page (https://www. u. tsukuba. ac. jp/en—publishing/). Once files are placed in the wwws directory, those
files will be released to the whole world and can be viewed by anyone (except for access restricted parts).
Please only put files that you certainly want to publish.

For access restriction make a directory named |local_only somewhere in wwws. Content placed in local_only
directory can be viewed only from terminals of the Zengaku Computer System (including remote desktop).
Note that it is difficult to prohibit browsing of the contents placed in the wwws directory.

4.2.5 Structure of File System and quota (upper limit)
Mailbox and user home area have different capacity restrictions in the Zengaku Computer System.

User home area https://www. u. tsukuba. ac. jp/en—disk/
A user home area is divided into two areas: a user data area where files created by applications are stored,
and an area where Web content is stored. The upper limit of the home area which consists of user data and
Web content is 10 GB, and can be increased to 15 GB by applying for it. To check your disk usage and how

to apply for increasing, please refer to the “Disk Usage/Extension” page (https://www. u. tsukuba. ac. jp/en-
disk/).

Users can install an online storage client software such as OneDrive (Microsoft), iCloud (Apple), Google
Drive (Google). Dropbox (Dropbox), but when synchronizing on the Zengaku Computer System, you should
be careful for the capacity difference. When data on online storage are synchronized with your home area of
the Zengaku Computer System, the usage may reach the upper limit without noticing it, and causes trouble
such as losing your files. We recommend that you do not use it synchronously on the Zengaku Computer
System but only upload and download through a browser.

] Appearance on .
A L
Object Windows ppearance on Linux Quota
User data Z: drive /home/UTID-NAME/
10GB
Web content i
eo conten ) wwws folder under | /home/UTID-NAMEAMwws (can be increased to
https://www.u.tsukuba.ac.jp/~UTI . 15 GB)
D-NAME! W: drive — www/UTID-NAME/wwws
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4.2.6 Printing

Satellite computer rooms have printers which can perform both color printing and monochrome printing.
When you print, start the printing job from a PC and operate a printer to output. You need to have your
Student or Staff ID card to print. Printers are available for monochrome printing only or color printing only.
Be careful not to make a mistake during printing operations.

You can print from any satellite computer room printer regardless of where you requested printing. For
example, it is possible to send a print request from a PC in Central Library Satellite and go to another satellite
(eg. ACCC Satellite) and print it.

You can also send a PDF file to the Zengaku Computer System from your PC which is connected to the
Internet, and print it by operating an authentication PC (on-demand terminal) in a satellite computer room.
For details please refer to the “Web print service” page (https://www. u. tsukuba. ac. jp/en-pdfupload/).

Print Quota (upper limit) (one year from April to next March)

The number of prints a student can make per year varies depending on the school/department he or she
belongs to. One color print is counted as five monochrome prints. If a monochrome printout is printed on a
color-only printer, it will be counted as five printouts. Be careful not to print monochrome prints on a color-
only printer by mistake. Remaining pages are displayed when logging in to a satellite terminal, and can also
be confirmed from the “Print Management” page.

(https://www. u. tsukuba. ac. jp/en—print-1limit/)

If you are out of print sheets, consult with the head of your affiliation. Keep in mind that you can save print
sheets by using printout preview, print only the page you need, use layout printing and so on.

Even if you are out of print sheets, you can print with a pay printer located in campus shop at your own
expense. Select pay printer in the drop button list at printing operation by a PC in a satellite computer room.
To start printing, insert a transportation IC card into the IC card reader beside the pay printer. Please refer
to the LAUNCH OF CHARGED PRINTING SERVICE” page for details.

(https://www. u. tsukuba. ac. jp/en—printing/en—charging_printer/)

How to use a printer
When you send a print job from an application, it will show you the print menu (Figure 1).

(3 KYOCERT TV — RSAIIN—DSDERIEE

o s RC RS sSsd TG TR
it il D1, AIFIF-30ERICENETESL
T,

o004 — BRI
h5—2%— : hs5—EiRl

FIR 237 OS50 HIRIEZE, MEAE
REDENRIE=EN S T LESEmE FOIE
EIN Nzl - Tl e L PR = D
EEEh#d,

RS-
@ T m
b AT

B 1

(L] EE ]
Of Bty Bt - A=SHREG
> AT

(S 2022 KYOCERA Document Sclions Japan Inc

Figure1 Print Menu
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Click the pulldown-menu with printer name displayed, choose the printer and set printing range and
number of copies. If necessary, change settings such as one side/ both sides, “2 in 17, etc., by clicking
“properties.” The print job is sent to the printer by clicking “print (P).” After you click, move to a printer. Figure
2 for color-only printers and Figure 3 for monochrome-only printers. In the case the printer is not available
due to some trouble, you can use a different printer by using another authentication PC (on-demand
terminal) in another satellite computer room.

\

R R TS,
ST —
B i e QY

)2zl

715 —% M / Color Printing Only

Figure 2 Black-and-white only printer

Figure 2 Color only printer

Hold your student or staff ID card over the card reader (Fig. 4) on the touch panel of the printer. You do not
need to enter a username or password.

Figure 3 Card reader

After successful authentication, the home screen will be displayed (Fig. 5).
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Figure 4 Home screen

From the home screen, touch the [My Jobs] button in order to display the job list (Fig. 6). Select the job you
want to print, and push the [Print] button on the upper right.

= LAEET(NASIINIEIFLET,

FAbF=F pd22101 2093822343

FA bF=5pd221012093804108

T3 VA NEELD, FIRILZWS 3T #EIRL,
A EOEIRND AT 2L TTZE,

e - 3 kB A

FA - F—F 022101 2003522343

Figure 5 Printing method

From the job list, you can change the print settings or delete print jobs (Fig. 7).
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Figure 6 Change and delete settings

After completion of printing, be sure to press the [Log out] button at the bottom of the touch panel in order
to log out. Please do not leave the printer until you have finished printing and logged out (Fig. 8).

OJ79 b5k

RIS D D E T+ 1 U v BEROTZOMBRND SR RN T IZE,
FEARA%E, »wd (OTT7I ) R EBLTOTTFIRLET,

Figure 7 Completion of printing and logging out
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4.3 Connecting to the On-Campus Network
You can connect your PC or tablet etc. to the On-Campus Network using information outlets in lecture
rooms, or Wi-Fi access points. You must install anti-virus software in your PC etc. To connect, you need to
have a UTID-13 and a password. You should observe the precautions when using a network system.
Please refer to the following URL fo.r the latest information and precautions (*) :
https://www. cc. tsukuba. ac. jp/wp_e/service/notice

*You can access the site by following the link “Notes on using the Access Point Connections” on the web page
that automatically appears after you connect to the Wi-Fi "utwlan-pub" on campus.

Y% Inquiries about Access Points: https://www. cc. tsukuba. ac. jp/wp_e/contact/
(Select “Network systems (including Access Points)” for the Category.)

4.3.1 On-Campus Wi-Fi System https://www. cc. tsukuba. ac. jp/wp_e/service/wireless/

Users who have personal computers can get connected with the On-campus Wi-Fi System at almost all
lecture rooms and cafeterias. If the driver software of the network device is old, you may not be able to connect
the access point.

For information on the settings and procedures for connection, please refer to the web page (*) at the URL
above described.

* It will be displayed automatically when you connect to the Wi-Fi “utwlan-pub” on campus, even if you
cannot connect to the internet.

In addition to the above, you can also connect to utwlan-x (via 802.1X authentication, this is on a test
operation). Please refer to https://www. cc. tsukuba. ac. jp/wp_e/service/wireless—x/ for details.

Room 207 at the Academic Computing and Communications Center (ACCC) building is open for users of
On-Campus Wi-Fi System, also accepting questions about how to get connected on the system.

4.3.2 Zengaku Information Outlet and Network System https://www. cc. tsukuba. ac. jpo/wp_e/service/wired/

Information outlets in the lecture rooms are operated as the Zengaku Information Outlet and Network
System. Your PC needs to be equipped with 10Base-T/100Base-TX/1000Base-T wired LAN interface. Please
refer to the URL above for the locations of information outlets and more information. Note: Connecting
routers such as so-called broadband routers (including FON) to the information outlet is prohibited.

Presetting
Set to obtain an IP address automatically.

How to get connected
1. Connect one end of the LAN cable to your PC’s LAN interface and the other end to the information outlet.
2. Start a web browser and access to https!//www.cc.tsukuba.ac.jp/wp/service/wired/.

3. Read the displayed notes carefully and connect to the network according to the displayed instructions.

4.3.3 Other Networks

There are numerous Wi-Fi access points on campus. For information on how to use Wi-Fi access points
other than utwlan-pub, utwlan-w, and utwlan-x, please ask the respective administrators.

For information on how to use information outlets installed at laboratories etc, please ask the staffs of each
laboratory, or Sub-network Administration Committee (SAC).
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4.4 VPN Connection Service https://www. cc. tsukuba. ac. jp/wp_e/service/vpn

When the user attempts to connect a personal computer to a “university-only” (or accessible only from on-
campus network) websites from an off-campus location via an internet provider, generally the web pages
cannot be viewed. There are other services operated by a server at the university that cannot be used from
an off-campus location. By using the VPN connection service, you can use same services as in the university
by making a connection from an off-campus location look like a connection within the university network
virtually. It is recommended to ask the administrator of a target service about whether or not the target
service is accessible via this VPN connection service.

Since the usage of the VPN connection service depends on the equipment and the operating system, please
refer to the "Manual" on the following Web page:
https://www. cc. tsukuba. ac. jp/wp_e/service/vpn

4.5 Other Network Services
International Academic Roaming Service “eduroam” https://www.cc.tsukuba.ac.jp/wp_e/service/eduroam/

Eduroam is a world-wide roaming service which provides wireless LAN network access for the
international research and education community. The University of Tsukuba has joined eduroam since
August 2014., so members of the university can use local wireless networks with their own devices when
visiting other participating institutions.

To be eligible to use eduroam, you need to obtain “eduroam ID” and “eduroam password” before visiting a
participating institution.

For more information, please refer to the web page at the URL above described.

NTP Server and DNS Server

Academic Computing and Communications Center (ACCC) operates an NTP server to provide accurate
timing reference, and offers a DNS cache service for network devices connected at the University of
Tsukuba to enable name retrieval on the internet.

The NTP server for users to synchronize clocks is as follows:
Host name: timeserver. cc. tsukuba. ac. jp

The IP addresses for the DNS cache service are as follows:
IP address: 130. 158. 68. 25, 130. 158. 68. 26

Please note that if the user’s setting is “Automatically acquire DNS server address” in the Access Point
Connections of 4.2.1 or 4.2.2, the above is set automatically as the DNS server.

4.6 Available Software on Individual PC  https://www. cc. tsukuba. ac. jp/wp_e/service/software-|icense/
Members of the University of Tsukuba can use Trend Micro anti-virus software and software such as

Microsoft products at no additional cost on individual PCs (but there are some restrictions depending on
each). The following are representative examples:

Trend Micro anti-virus software (PC / smartphone)

Microsoft products

SPSS

Mathematica

ArcGIS

Please check the terms of use from the Web page below:
https://www. cc. tsukuba. ac. jp/wp_e/service/software-|icense/
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5 TWINS Operation Guide for Students

TWINS is a nickname of the University of Tsukuba's educational information system, and
its official name is called "Tsukuba Web-based Information Network System." This system
is used for course registration and grade confirmation.

TWINS also has a web bulletin board feature. Once a notice has been posted, the
University of Tsukuba considers that students received the information. For this reason,
students do not have the right to object later with the reason that they did not see the
notice. Therefore, please do not forget to check the Web Bulletin Board at least twice a
day. (in the morning and evening etc.)

5.1 Login / Logout
B Please scan the QR code on the left or access the following URL in your web browser.
https://twins.tsukuba.ac.jp/

B You can also access from the University of Tsukuba website.
Top page > CAMPUS LIFE > Campus Web Tools > TWINS
https://www.tsukuba.ac.jp/campuslife/

[=]
o o3 4 | O

B Login Screen

Click the “English” button to switch languages.

Japanese

i) N | ik |

University of Tukuubee

English

ﬁ?&j{% eeeeeeee | password | | Login| [ » &2 | » Smartphone page

University of Tukiba

H—RES AT LD/ R D— FEADLTIIZEN,

Please use Unified Authentication System password.

Enter your ID number for the username, and for the password enter your password for
the Unified Authentication System password, then click on the “Login” button.

When you do not know your password, visit an Academic Computing and
Communications Center or the Library, and ask them to reissue it. (Please bring your
student ID card.)

TWINS < ve

>
% ﬁ?&j{%ﬁl user name | password | | Login| | » B8 | | » Smartphone page

University of Tk

B—E2 AT AD) (R D— RE AN LTLEEL,

Please use Unified Authentication System password.
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m Logout
When exiting, be sure to click the "Logout" button to log out.

R e 8 T 0 0 B|E

. ; ——— Smartphone page  Japanese  About 30min  Portal setup] Logout
University of Tiukuba

B Timeout

TWINS will time out after 30 minutes of inactivity after login. When you wish to

extend the timeout period while you are working, click on the clock symbol to extend
the timeout period.

Mok Feis 8 C O ® (XN

. ; ——— Smartphone page  Japanese JAbout 30min | Portal setup  Logout
University of Tiukuba

Also, on the TWINS, you can check any information, such as
® Information for Current Students
@ Information regarding the class cancellation(8 days including on the day)
® Maintenance schedule of TWINS, etc.

BRERT oo | ] password | | (Login] [+ B8 [+ Smartshone page
Universityof Trukuba

RIS AT LD (AT — FEANL TS,

Please use Unified Authentication System passiord.

e 1 ) (O \
T RGT 7R AR EreR RS [2022.10.10] 2% EEECESTWINSSLUKBKIEOSHSE ~Planned Interruption to “TWINS” and KdB

HTOREFOY T BOBASE CHBRLTVET

Free Japanese classes for intemational students and their

families #M4F10A298 (1) £10R308 (B) 0287, ERHEOEHFHRCLD. HiEtv L/ (ASHTEREAVET.
2022/10/26 ZORDHTWINSELUKBZL T OMS. EREALLET.

ARTPETOUSLATRETHASHENSNSE (2022 CREZENILETH CBHZSEILET.

F11508 (k) 17ERE

2022/10/26

TWINSE LUK BEERAI R
[FEES] STEBCASES - WRCOLTSASE/ 2 H(&)17:00 ~
[Student dormitory] Temporary Suspension of Electricity

and Water supoly.

410831FH(H) 12:00

2022/10725 Routine mspections on electrical equpment | occr for o dys from October 29 (Sat.) to 30(Sun), 2022 50 that there wil be
e ) TR (1o ) power outage across the entire campus during the inspaction pefiod.
Somaays TRAOEEERE (ot Due to the above reason, “TWINS, Tsukuba Web based Information Network System, and K wil ls0 not be operated during the

peric
(11/17 15:10-] 14 B DDPIESF— [FHEEAD B
Tl TWINS - KdB temporary inactive period

28 October 2022(Fri) 17:30_~_31 October 2022(Mon) 12;00

[Reminder] Laboratory Waste Management Worksnop S
2022 On-campus use only sEmER
2022720724 . Division of Educational Promotion
© Class Cancetations () Information for Current Students )
Nothing the matching data.
|| [Reminder] Laboratory Waste Management Workshop 2022 On-campus use only 2022/10/24 -

On-demand English subtitied warsion of tne Laboratory Waste Management Workshop for Students heid on Friday, May 20, 2022,

To getermine the number of attengess, please click on €ach ink to watch the video, fill out the brief questionnaire, and then dick the
“Send” button. You will be registered a5 a participant.

@ Target Group.

Students (undergraduate and graduste), faculty, researcners, and technical personnel involved in experiments and thoss who generate
waste from animal testing systems.

*Comznis

1 Handiing of Laboratory Wastewater/Dilute wastewater from experimental systems

2 Handiing of Laborstory waste and apolication for trestment.

3 Disposal of Animal Laboratory Waste /Disposal of Animal Carcasses, Fiooring, and Fouling

4 Recert Topics

for the 2021 (Engish version)
.llycu wish o paricipste, please 1og in 1o the video 5osng g usmg the QR code. (You need to log in to Microsoft office 365)

uRL
hteps: /forms office. com/r/SWRQESCd6S.

Attached Files
QReord_for_workshop .png

B How to access to the user’s manual for TWINS
Please check the TWINS User's Guide on the university home page.
Top page > CAMPUS LIFE > Campus Web Tools > TWINS User’s Guide for students

The user’s manual for TWINS is also available from the “Manual for Students” button
on the menu bar after logging in to TWINS.

PR F

University of Takenba

N % H A C = @ X

Course Grade Student Info Schedule Enquete Bulletin Achievement
Board Assessment
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m A pop up screen to confirm your contact details will appear around May and October.
When this screen displayed, please confirm your Contact Details. Unless you click on
the “Confirm” button, this screen will continue to appear every time you login. In
addition, you cannot use the automatic certificate-issuing machine while this screen is
displayed. You will be able to update your contact details any time on the personal
contact information screen. The university will contact you using the information.
Therefore, please keep your personal information current at all times.

Contact details confirmation period

Please check the following contact details. If everything is correct click "Confirm”. You can change
address lines marked wilh a = on (his page. To change any olher addiess lines you will need Lo
submit an address change form. Click "Confirm”, or change details and click "Update”, and from the
next time you log in this screen will not be displayed.

Confirm later

=« Contact Details Updated on 2014/04/24

Email Address1|stE m@u.tsukuba.ac.jp |Additional Email Address? vz
| Prefecture” == -

Postal Code* | .

I

Address 1% | TETIE

Address 2*
Address 3*

Phone Number+| "/ "1
one NUMBSH  ave two or more numbers by separating with a comma. eg- 029-000-0000,090-0000-0000)

« Contact person in Japan in case of emergency No1

1. ear

B For changes in emergency contacts or permanent address in your home country,
please go to the Student Support counter in the Academic Service Office. As for
Undergraduate Students, the grade notification will be sent out after the C module’ s
semester ends to your home country s address (ONLY in Japan). Therefore, when you
change your address, please inform it to the office immediately. When you wish to
send your grade notification to another address for any special reasons and so on,
please contact the related Academic affairs counter in the Academic Service office.

5.3 How to View Your Own Student Information

To view your various records on TWINS, follow the procedures as shown on the screen
below. Select the menu "Student Info" — "Student Information".

Records such as your transfer information (e.g. leave of absence), or scholarship / tuition
waiver will also be displayed there.

=l |ﬂi

‘A Student information | Studenyffnformation

Student Information  Personal Information  Contact Detalls  Education and Employment Histories  Student Status Changes Finarcal Support
Registered Courses _ Grades Degrees Consuitation Information Health diagnosis information

When you switch between tabs you

can browse different information.

General Information

Name (kans) Name (aiphabet)

Year
Current Status Enolled Student Type ;'('f_fi““‘“
‘o Student Information Display Student 0
Student Information As of 2022/10/28
FEmie BomO300 202104 Dote of Enoliment 2022/4/1
E;‘t’gg":_:‘ General Admission Veor Envalled 1
International
Student Type

Number of Months s
Enrclied e
(Completion) Date
Number of Possible "
Moeitha Lot Enrolled Class
Class Supenvisor Ciss Supervisar
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5.4 "Course Registration" and "Cancellation"

B Select “Menu” — “Course” —“Course registration-Registration status” to go to the
Course registration page. (Note: Please keep in mind that you have to meet the
deadlines for the registration.)

Functions of self-evaluation for graduation / qualifications are not available in the
current programs.

O |REH| @

HOME Course. Grage  Sweentlnfe  Schedule  Enguete Bulletin
Boar:

E&mrsereglslrahoﬂ- status lx L Ay Ay Ay & Pre ion ~ ™%, Self evaluation
‘ 4 Wnat's New £ Course registration - Registration status
No dats availatle for display. Student Name _ Student ID No.

Total of Registered
Cradits (yaarly)

() My Schedule Faculty/Department School of InformaticsCollege of Information Science

« Oct 2022 > Academic Year / | 2022Academic Year | oo 2022/11/17 23:59  Maximum Numbs
Sun Mon Tue Wed Thu Fri_ Sat. Module Falle cadline S : of credits (v
1 Last Ugfate : 2022/04/12 12:02

These tabs show modules.

2 4
16
SprA SprB Sprc Sum Vac Falla FallB Fallc Spr Vac R
Mon Tue Wed Thu Fri
CCl1221 None None None 31LG052

h Presentation Psychological English Presentation

1st Period
Skills T 1Period Research Methods Skills 1T
Naheen Madarbakus

glis
Katsunori Kato
3rd Period: Calculus A
ath Period: Calculus A ECLZ2s Rous None None None None
_ psychological
Sth Period: Introduction to 2peried Research Methods

Content Application Katsunori Kato

B When course registration screen appears, enter the course code, and click on the
“Register” button. When you do not know the course code, click on the “Course Search”

link.

4 Course registration - Registration status

Enter course code for course registration
Day Wednesday

Period 2Period

If unknown, you may search

Register Clear Go back

B “Course Search” is as follows: You can search for classes by entering the first 2~4
alphanumeric characters of a course code, or by entering the middle 2~4 consecutive
alphanumeric characters of a course title or Instructor’'s name. When you click on the
“Search” button, the search results will be displayed near the bottom, click on the
course title you want to register.

ation - Registration status,/Course Search

£ Courser

Course ch

rse registration because it has already reached its capacity.

Course

el Wosde (doy/perd) cous Course e
LE L e ) 9200121 Th el and The R fEducation
2B Pz edz) Es11151  Invoducion o Sysemtic ond Evautonary Bohgy
3| Foh Fallc(Wed2, Wed3) £850111  Evolutonary Biology of Cell Structure.

O ester | FOIC(MON2,Tue2, Wed2,Thu2) EC23081  Polymer Science

23



Cancel registered courses: When the registration is completed, the course title, the
course code, and the main instructor’'s name will be displayed on the time schedule.
To cancel the registration, click on the course code you want to cancel. The
confirmation screen will appear. Click on “Delete” button to complete the
cancellation. (Note: Please conduct the course cancellation within the given period of
each course registration.)

4 Course registration - Registration status

Self Eval
< You will delete from following courses: please check.
SprA SprB Sprc Sum Vac FallA FallB Fallc Spr Vac Registe f Day Wednesday
Mon Tue Thu Fri
CC11221 None EG25374 None 31LG052 None el
Psychological adyanced English Presentation Perios
1period Rasearch Methods Programming Skills I1
Katsunori Kato Junichi Hoshino Naheen Madarbakus (ErrET AT
CC11221 None FG25374 None None None
Psychelogical Advanced c
ourse Code
2Period Rasearch Methods Programming
Katsunori Kato Junichi Hoshino
Course Title
None None None GA14301 GA15311

None

Intensive course registration: To register a course which has been set outside of the
regular course application period, such as intensive course, select the Start Course
module tab and click the "Register for intensive courses" link. To register for
intensive courses, held in the summer / spring recess, select the appropriate tabs.
The registered intensive courses will display beneath the time schedule.

oI
Spra Spre Sprc Sum Vac Falla FallB Falc Spr vac
Mon Tue Wed Thu Fri - Sun
CC11221 None None None 31LG052 None None
Psychological English Presentation
1period Research Methods skills 11
Katsunori Kato Naheen Madarbakus
CC11221 None None None None None None
psychological
2Period Research Methods
Katsunori Kato
None None None GA14301 GA15311 None None
Introduction to Calculus A

3period Librarianshi Fumio Machida

Yuko Yoshida

9200421 31KG052 None GA14301 GA15311 None None
Education Law and  English Reading Introduction to Calculus A
4period system Skills I1 Librarianship Fumio Machida
Jun Kawaguchi BE B2 Yuko Yoshida
6524202 1226091 GA18212 GA13501 None None
Data Science Planning and Introduction to Introduction to
Speriog Xuci Ye Execution of the Programming A Content Application
Science:Information TSUKUBA Action Yasushi Shinjo Mitsuharu Nagamori
roject
Yoshiki Yamaguchi ~ Nobuhiro Kaga
6524202 A BBO5021 GA18212 GA13501 None None
Data Science Introduction to Current Topics in Introduction to Introduction to
speriog Xiucei Ye Information Law Programming A Content Application
Science:Information Katsuya Hagiwara  Yasushi Shinjo itsuharu Nagamori
Systems

Yoshiki Yamaguchi

Register fo
irses

Course Title
Not registerad

Registration errors and cancens

Day Period  Course Code Error Details

Course Title Main Instructor

Not registered

Download| | Upload

*For information on how to apply for or cancel courses outside of the application period, or
how to apply for course continuation or special course registration, please refer to the

TWINS User's Guide posted on the university website.
please refer to the "Registration/Pre-Registration" guide for

For pre-registration,
information in the separate printout.
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5 Confirm Grades

You can check the academic results by clicking “Grade” — “grade inquiry”. For students

who entered after 2013, GPA will also be dlsplayed
o » AR r =

HOME Course Studentinfo  Schedule  Enquete Bulletin  Achievement T
Assessment

" 40 What's New [ Q. grade inquiry
No data available for display.

« Jan 2023 >
Sun Mon Tue Wed Thu Fri Sat is based on the desi date set by the university each semester.) As of 2023/1/16 12:14

10234567
8 9 |10[1L 121314
1516 1718 19| 20| 21
22 2324|2526 27 28
2930 31

) 2023/01/16(Mon)
o schedule.
—_—

[ €3 Notices to Current Students

kg

=i ﬁ#@@%%{m -
%ﬁt FETEES List of grades
aans iy O
[H2258) TEZHEN Shows search results from 10 20 (total of 74 results)
/AL (FU-DE
%22/4/15 Search results page : << previouspage 1 2 3 4  nextpage>>
(CEGLOC] B=ZESMR
S 57 T
2022/4/14 -
—_—
(€3 Display Information 2022 Rl AT r.;.’.? = 5 5 @iy
play Semester JTH S0 'n__ = ﬂ--— E Registered
o «mn et 9 e
<gEEERET> et
S TIESBLREETT. o o "“‘: e - oaE aia . Currently
— Semester ZoPAL B T TP B e m
s e 1
S Tkt b
Fall e are T currently
3 202 semester 4"'“‘-" iRl e L = - - Registered

6 Inquiry/ Survey

You can use the TWINS survey function to answer questions and to evaluate the class
content. When it is time to answer, the course will appear in the list as shown in the
following screen, please answer each question. The questions differ depending on the
course, but in general, it is a mixed form of the selection formula and the description

formula as shown on the right. —

€, survey: Response/Respond

~ - = &
e = [ Title 107, 2022 Spring First Year Seminar (First Year Seminar / Tokashi Nishide / Thu2 )

vove s cemiinte  scnedule -
N aB ento e uen  amevne 80 07—t cexaney . s x5,
G e e Gty f s, we S5 Yo 0 eopon 1 s U P oo Yok ko hores showers

It will not affect your grades at al

«2%35B0EH> «Common questions for all courses>

[Survey: Response] > List ot cant (SBR-) /. prepared for the course. (Choose one.)
requi
You got new information. ) Survey: Response./List
You have 1 questionnaire(s). . strongly agree
Toa2hcademic Vear v |
(1) ST [Class Surveys] Go To General Surveys
[rmonf Tl Pl S No.107 2022 Spring First Year Ser it SER-) / i ined and
> AT e 2022/10/28-2022/11/1  Open for responses Suitable for the course. (Choose one.) (required) I

(1118102 First Year Seminar / Takashi Nishide / Thu2 )

[General Surveys] Go To Class Surveys

No surveys you may respond to.

 Strongly agree

gres
strongly disagree

IHLEALT, TONACEETSATAORRLBONSEDE LM, (SER—) / Attending this course, T developed a stronger
interest in the field of study related to this subject than before? (Choose one.) (required)

) 2022/10/28(Fr))
1t Period: English Presentation

/ Strongly agree
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7 Schedule and Cancellation

B When you click on “Schedule Management” (A button), registered class schedule
(including cancelled classes) can be viewed. Also by clicking "+" button on the
calendar, personal schedule can be registered or deleted.

O & @ 3 I

HOME Course rade  Student Infc Enguete Bulletn  Achievement
Board  Assessment

("4 What's New ) Schedule Management

You gt new information. For rescheduling the make-up classes, please be sure to check the academic calendar.
You have 1 questionnaire(s)
€

0O 0 &
' ey ne  Display 8 vyschecuie B Regisered Courses
LT 2022/ 4 + o B ysches Bnegisered
€ o2 B ety
Sun v Tus Wes Thu i Sat

celation and Save Setings
Up Cass

) © o o o1 o2 o
BB
SEE G

) 2022/10/28(Fri)
15t Period: English Presentetion | |3 04 O[5 Ol6 07 [+]F] (1] [+]

Skills 11

3rd Period: Calculus A
4th Period: Calaulus A

Sth Period: Introduction to
Content Application

10 O|11 Q12 Q|13 Q|14 Q|15 Q16 (]
[2nd :Basic German
lax

6th Period: Introduction to
Centent Application

() Notices to Current Students|

EMEMEROCEER -
BEOERICETIEEL

20T 17 o 18 o/19 020 021 ©22 ©|23 [+]
2022/3/18 4t :English [Class

ez resmey Reading Skills 1 Canceliation] 2nd
ET)LFU-D8 Basic German AL

2022/4/18

JEmm pEooeon 24 ©|25 ©26 0|27 |28 |29 ©[30 o
ZER CE=) men 4zn :Engiish 2nd :Basic German
EEREoT 2 Reading Skils 1 lax

"¢y Display Information
o

<EERAET

B When you click on “Reference of Class Cancellation and Make-up Class” (B button),
class schedule including cancelled classes are shown and detailed information can be
confirmed by selecting an item.

= - = -~
N @ 7 r = 0@
HOME Course Grade  Student In Enquete Bulletin  Achievement {3
Board _fssessment
(4 What's New (. Reference of Class Cancelation and Make-up Class
You gat new information.
B Course-hour fype v | by
You have 1 questionnaire(s). || [Couseourbpe v]
“ S Dispizy all data <
( ) My Schedue Show results
& oq2 B
Reason of Class Cancalation : (A) school affairs, (B) iliness, dass ake-up
Sum o Tie | W T [Fef] Szt (Q) transportation delay, (D) official trip, (E) others cancellation class
1
AEAD
il <<<Month <<Wesk _<Day <<< 2022/04/22 - 2022/04/28 >> > Day> Wesks> Monthi>>
2|2 4722 (Fri) 223 (Sat) | 2/24 (5un) | 4/25 (Mom) | #/26 (lue) | 2/27 (Wed) | 4/28 (Tha)
EE)
15
13 2022/10/28(Fri) Pericd e
Ist Priod: English Presantation
Skills 1T
S2rE01z
3rd Period: Calculus A
4tn Peried: Caleulus A 2ng  |MESRude 3nd
5th Parica: Intrsduction to Feriod gasic German Period
Content Application =
Details|
6th Period: Introduction to
Centert Apglication
3rd 3rd
) Notices to Cumrent Students || [Period EEred
EEETROEEEEN
EEICETSIEEC
ot 31HG052
2022/4/18 —
4th B AR 4th
(279 rerRin Period - Period
HT/ L T8 R
s
2022/4/18
(58] 200700
FAEE (3O8) HE08 sin St
=2 | (W paricd
(€3 Disolay Information
N
<BBEAEL> s s
Pericd Pericd
2722 () @23 (5at) | 4/2a(sun) | /25 (Mom) | /26 (Tue) | &/27 (wed) | /28 (Tha)
A
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5.8 Bulletin Board

University of Tsukuba considers that all notice posted on Bulletin Board are received by
students. For this reason, students do not have a right to object later with the reason that
they did not see the notice. Therefore please do not forget to check Bulletin Board at least
twice a day (in the morning and the evening etc.) during semesters.

B When you click on “Newly Arrived” (C button) to display up to 5 new announcements
for each genre. The period for displayed as the latest news is 7 days including the
posting date. Also, when you want to see past information, please click "Reads more"
to the right of each genre. You can also search for postings quickly.

T age—apaer
PR
University of Tiukuba
= >
&l S
v @ AR o
€ Couse StwdentInfo  Schedule  Enquets =
0 N
5 What's . Newly Arrived
You got new information [ bulein board v Search
vou have 1 40 I | ==
© My Schedule B2 (E£UTmenzta (J-R=2—2DBOBH5T) ) Casses (23)
& 0202 B READ MORE
Sun Mo T Wed Thu i 2t
£ =emveurgng ©
5 8
o0 READ MORE
16 N
== ) EREADEHS E/Notices for Current Students (52)
= READ MORE
0 2022 ) .
15t period: Engish prasentation || () REPSEENDEAST (FAEA) /Intemal Notices for Current Students (Intemal Use Oy} (9)
— -READ MORE
3nd Period: Calculus A
() FREEn SOEHS T/ Notice from Schools and Celleges (4)
4th Period: Calculus A
5th Period: Introduction to READ MORE
Content Appl .
) ZEERICEET 3 555 T/ Notics sbout Undergraduate Courses (61)
READ MORE
() #EIERICET SHKS t/Notice about Graduate Courses (1)
~READ MORE
) a8 Lafi— b/Final Exam/ Make-up Exam /Reports (2)
READ MORE
() BisAYSIC3T 3 55053/ Notic about Acquisition of a Quaiification (39)
READ MORE
() == (T8 5 2505/ Notics about Student Support (18)
READ MORE
() EFER7IEro () MEASZEADERSE/News for Intermational Students (3)
€ «fin -
<shmAET> READ MORE

When you click on “Bulletin Board” (D button),
"Search notice" is displayed and search by setting a condition is possible.

"List of genres" field is displayed and by clicking a genre name, notice registered in the
genre are shown on a list.

©e n

[Bulletin Board] 3 Bulletin Board

) Bulletin Board
Search notice
© My Schedule ®Enter search conditions
& o2
SunMon Tue Wed Thu Fri | Sat
= Only unread [ Search for own unread notlie only.
IR A Keifi type
s 10|11 12| 13|14 |15
B = Title [ i Maten partiaity
2 New registration | Ji¢ Match partially
Netice Peried  From[ w1 v ][~ ~][¥]
5 Postzd on 7 2 2RI 2 ~
Tt Period: English Presentation ] —a Il IRC) E— I ]
Siils TT Search |Clear
3rd Period: Calculus A ‘
List of genres.
ath Period: Calculus A
5th Period: Introduction to y
®For detals, click
Content Application rastalls, clccon genres ®
6th Period: Introduction to Ganre ey
Content Application otiees
Class bulletin board -
#2 (&L Tmanaba (I=Z=1—-Z-SOEHSE) ) /Classes 23
in board -
0 (0 unreac)
52
B
1
61
1
39
18
3
arch St °
ELAMEH/Lost and £l
BEDSOEH S F/Anncuncemer )
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6 About the viewing of the syllabus by using the Curriculum Scheduling Support System (KdB

Please scan the QR code on the right or access the following URL in your web browser. [=] 3.4 [=]
https://kdb.tsukuba.ac.jp :

6.1 Search for the course =]
By using the KdB (the Curriculum Scheduling Support System), you can search for the course offered by the University
of Tsukuba in a variety of conditions.

|Refine in Term/Module, Day, Periodl

Academic S
year® 2022 |Refine in the classroom |

Refine in Course Catalogue |
Term: | Select Term/Module v | Weekday: | Select Day | Period: |Select Period Ehput the keyword |

Classroom : || <Undecided> v | > > | (L L LT T T T T T e
Course | <Undecided> v | > [<Undecided> v| > | <Undecided> v | > |<Undecided> v| >
catalogue | <Undecided> v |

or [JanD

Search words:

[J1nclude overview, remarks and syllabi [ Conducted in English [J Courses open to auditor [J Courses

open to Exchange student [ Except for not hold courses Click [Search] button to search for the course

Supplementation of Term/Module, Day, Period

In regard to the basic information, please refer to [1 General Guidelines] in [Course Catalogue].
https://www.tsukuba.ac.jp/education/ug-courses-openclass/1.pdf

About the special notation for day and period.

-intensive : This is a type of course that does not depend on a specific time period, but is conducted with irregular dates.

-by appointment : This is a type of course that the instructor in charge and the student perform irregularly while adjusting the schedule.

-by request : This is a type of course that students can receive guidance (at any time) according to their needs when they perform long-term experiments
and others.

*NT : NT is an abbreviation of “Non-timetabled attendance is possible.” The day/period of the class has not been set; however, please refer to the
recommended day/period for attendance mentioned in the syllabus and take the class as planned while focusing on the report submission deadlines.

Search for the course by using the “Course Catalogue”
You can search for the course offered by subject area of the undergraduate studies or graduate studies.
(The case of refined in the Course Catalogue)
If you would like to refine the subject within [Foundation/Major Subjects] in [School of Humanities and Culture College of Humanities], Select "Course
atalogue” as shown below.

Academic
2022
year*®
Term: |Select Term/Moduls v | Weekday: |Select Day ~ | Period: | Select Period v

@]

Classroom: | @it ~| > [<Undecided= v | >
Course [ Course Catalog for Undergraduate Students  +| > [ Foundation/Major Subjects v
catzlogue” | School of Humanities and Culture ~| > [<Undecided> v | > [ <Undecided> v |

The example of Search Result [Search for the course by using the keyword “Robot”]

Academic
2022
year*
Term : | Select Term/Module ~ | weskday: |Select Day ~| period: [Select Period v

Classroom : [ <Undecided> ~ | = =
Course _ | <Undecided> ~ | > [<Undecided> ~ | > [ <Undecided> v | > [<Undecided> | >
catalogue | <Undecided> v |

[robot |
LJor LITAND

B include gverview, remarks and syllsbi [ conducted in English [ Courses open to auditor [ Courses

open to Exchange student Except for not hold courses

Check the box if you would like to include the description of |

Search words :

A . Search [ Scrub
Remarks, course overview, syllabus in your search.
Shows search results from 1 to 34 (total of 34 results)
Search results page : << previous page 1 next page ==
E
I
*®
n
- =
]
r A
u stand u @
n
ct _ ard Meseting d
Course . Credit N Classroo g _
Course Name io registr Term Days,Pe Instructor Remarks i Links
Number = . _ m =
n ation riod etc. t =
al ear =3
T * o
d
v =
= n
a
t
Students who
have a credit
for 0ZRB202
cannot register
this course.
SETET Open in even
Yoshiyuki,Ka —F
number years. Syllabus
01CK2032 Cybernics 1 2.0 1, 2 SprAB Mon3,4 3L207 wamoto _ =
Identical to

Hiroaki,Suzu
The courses that start with number “0” are for graduate students, and the courses that start with other numbers and alphabets are for undergraduate
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https://kdb.tsukuba.ac.jp/

6.2 Browsing the Syllabus of the Search results
You can browse the syllabus of the course displayed as search results.

Click on the link of [Syllabus], you can browse the “‘
syllabus for that course. K -
Course i “ d :
Number Courze Name EG02011 Physics brlos t“ : Links
<
(s]

1.0 Credits, 1 Year, FallAB Thu4 . . .
VY it [ Information included in the syllabus] %
Course Overview - Learning objectives and attainable goals ¥
ntreduction to bhvaics for life and of each course A Sllab
ntroduction to physics for life and . R abus
Eﬁozﬂll PhYB:I.CE thermodyanamics, and waves will bg Lesson plan for each session Y
Remarke - Assessment of Academic Achievement ¥ Ccourse overview
- References, Study methods not discussed facus) :
Lectures are conducted in English. in the class :
Online(A h q n
nline(Asynchronous) - Working hours of offices, Contacts " Syllabus
EG02021 Mathematics Course Type - Message for students n .. :
I course oveniew
lectures ..etc.
L ]
Relation to Degree Program Competences n
L ]
Field Studies in To help students become critical thinkers by understanding scientific concepts that will N
Life and form a basis for making important decisions about issues concerning life and the L S}l’"abus
EGO02023 Enyi tal environment. n : x -
ironmen x Course overview
Sciences Course Objectives(Learning Outcomes) n
L
1) To help students to learn and enjoy physics; [ ]
L ]

2) Develop problem-solving skills that lead to success in future courses;

3) Promote learning and success in chosen careers. v e
31:01.15 page 1 1 nextpage>>
L}

Course Keywords

Shows zearch results from 1 tg

. Download Syllabi
L

mechanics, thermodynamics, sound, optics, electricity, and, magnetism, Quantum, physics

Click on [Download Syllabus], you can download the syllabus of all

courses that you selected in the search results together in PDF file.

6.3 About [The official version] and [The latest version] of syllabus

In regard to the courses that published the syllabus in the booklet of the beginning of the year, their contents may
change due to circumstances during the year. In such case, you can refer to both the same version as the Syllabus
official version published in the booklet and [the latest version] that reflects the changes in the content in KdB.

When you click on the link on [syllabus] after search the course in KdB, the latest version of the syllabus is displayed
first. Then, click on the link [Display the official version] at the top left of the screen, you can see the official version of
the syllabus. Also, if you click on the link [Display the latest version] at the top left of the screen of the official version

of the syllabus, return to the syllabus latest version.

[The latest version] [The official version]

ARIRD> ) (REET Go to [The latest version] Mg simas 5 Az sm |
to [The official versio

EG50041 Biochemistry

EG50041 Biochemistry

For more detailed information about the way of using KdB, please refer to the manual available on the university website.

https://www.tsukuba.ac.jp/campuslife/tool-manual-kdb/
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7 Learning Management System (manaba)

7.1 Login, Logout

7.1.1 Login

Office of Educational Cloud
University of Tsukba == SEARCH [ apanese

Enter your unified authentication ID and password to log in as el AR
follows.

1. visit manaba's login page by clicking on the banner on the
top page of the support site or entering the following URL
directly into the browser.

https://manaba.tsukuba.ac.jp

Learning Management System (manaba)

This website provides information on the University of Tsukubals manaba

[Operational status] The system is

2. On the login screen of the unified authentication system, e e e e e
enter the UTID-13 or UTID-NAME and password.

ing Management System (nereater refers to L1S),

g normaly.

Go to manaba login page. 5
(Only for those who have a Unified Authentication ID)

3. If you log in successful, “My Page” of manaba is displayed.

Support Site for manaba

7.1.2 Logout

The system does not provide the function to log out. Close all the windows and tabs of the browser completely and
exit the application.

o If you do not log out properly on a shared PC, your account may be used by other users without authentication.

7.2 User Support

7.2.1 Manual
* You can find a manual on the following webpage.
https://www.ecloud.tsukuba.ac.jp/en/learning-management-system-manaba

7.2.2 Support Website

If you still have questions after reading the manual, you are welcome to contact us via the following webpage.
Feel free to consult with us.

https://www.ecloud.tsukuba.ac.jp/manaba/accessmanaba

30



7.3 Initial Settings

gﬁ&i S| R
When using manaba for the first time, be sure to make the R i o | Qi o ) B | [ orn
following settings. g sueowtsiveme .,."
] [t [ A
. . ’0' B
7.3.1 Reminder Settings ] (R
20210406 < BEEI MS Sweam(= 7y FO— KL BEF — SOBAAICONT ‘.’ Unsubmitted assignments.
3 . . . . . - > Listal
“Reminder” is a function to send update information to the mail R Cr o Submission st
. . . . S st [Curent Coy®s ] [Allyears ] | Therels no submission hiso
address registered by the user when new notifications or writes N B ! D
M B‘E;TW“CDUTSE 0001 E;‘;!:éairse 0002
are made in manaba. 4 4
2014 22 About Self Registration @
ot FL - _
Smovie C ® If you wish to be granted access to a
- course you plan to take before the
. Settings )
Reminders My Page
1. Chcl.< Settlngs. in the upper right corner and select Change B —— g
reminder settings. - B
T i couses % Portfolio espon | [EMemos A
Select Receive or Do not receive. [ st
3. Enter in the Email address 1 your PC Email address that you
want reminders to be sent to. 2 e
4. Enter in the Email address 2 your cellphone Email address Setting Page
that you want reminders to be sent to.
5. If you select "Receive all new messages at a time" in [Change reminder SettingS]
"Receiving method", you can receive reminder emails all at
once.

I Change reminder settings

Individual Settings

All reminders  (® Receive (O Do not receive

* Please make sure your email service does not block reminders from the domain(s) listed below.
ecloud tsukuba.ac jp

1. Select Receive or Do not receive a message whenever
course news is posted.

Email address 1

Email address 2

2. Select Receive or Do not receive a message when a new
assignment is published. A reminder for a new project will R

. * You can receive the messages at | 8 d v

be sent only to members who are assigned to teams. pemssssslonceasa

* This messages exclude the items you set "Do not receive” in the Individual Settings.

3. You may choose from one of three options when a new youcon e o o e o s o st
comment is posted on a thread: Individual Settings
Course news @ ® Receive O Do not receive
* Receive a message when a comment is made. New assignments @ @ Recoive O Do not recoive
° Receive all new comments at a certain time of a day. ot - [ ——
(— Select a preferred time from the dropdown menu.) il h K

* Your own comments will not be included.

* Do not receive a message.

Project forum @@ O Receive
@® Do not receive

0 Your own comments will not be sent as reminders. oW Comm i WL ot P lncluded

Notifications of new (@ Receive (O Do not receive
comments on collections  * Your own comments will not be included

4. Select Receive or Do not receive a message when a project

is published. This reminder is only sent to the course \Souo.zna sondiestom | | Save |
> Settings
members who belong to the team. PRIt
5. Select Receive or Do not receive a message when a new
comment is made in a thread of your project. [ = =
. . . ange Profi e]
6. Click Save and send test email and confirm reminders are g
sent to the email address you registered. ‘
I Change Profile
You will not receive messages if you choose Do not receive in the S
Reminders menu, even if you choose Receive in Individual Settings. 11
7.3.2 Profile Settings
| 77 meR |mRanTLEEA
. . . *You may upload jpg, .png or .gif files for profile icon.
1. Click Settings on the upper right corner and select Change ki b
save | ‘ Cancel ‘
Profile. =
» Settings
& MyPage

2. Upload an image of your choice.
Change Profile
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7.4 Course Page

7.4.1 My Page

When you log in to manaba, “My Page” as shown on the
right appears.

Course Page

In manaba, a space called “course page" is prepared for
each course. Through the course page, you can download
course materials, submit reports, and so on. On “My
Page”, the course page list of the courses you are
currently taking is displayed.

Online Manual

Online manual is available from the “Manual" link at the
bottom of My Page (surrounded by the red square in the
upper right figure).

Explanations of the functions provided only at the
University of Tsukuba will be published on the following
page as a "supplementary manual."
https://www.ecloud.tsukuba.ac.jp/en/learning-
management-system-manaba

7.4.2 Access to Course Pages

In order to view a list of courses you have been registered
for, click Courses at the top of the screen. Click the
course title so that the main page of the course will be
displayed.

Five icons in each course indicate the latest status of
the course (icons will turn red if there is a new action).

N NN NN R R AR NN AN AN NN NN AN NN NN EEENAENEEEEREEEEREEREEEE,

-
o> There is unread course news.
!,’r . .
& There are unsubmitted assignments or tests.
@ Grades have been distributed.
[j] There are unread comments.

!iV Tutoring collections have been updated.

sEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEE,

‘amssssssmsEsEEEREEEERERERREREnEES

NN NN AN NN AN NN AN NN AN NN ENEEEENENEEEENENEEEEEEEEEEEREEEEEEEEEEEES

Number of unsubmitted tests or assignments will be
displayed.

a

Tests Surveys Assignments

a Click on the course name to go back to the course top page.

FUPR

University of Tiukuba

* Self regstration period 2021-12-07 (Tue)
Student 0001 | Settings | Logout

& Portfolio espon | [[E/Memos axi

{4 Student 0001's MyPage

Top Assignments Reminders
B
Announcements [ Assignments
2021-04-06 € [BEE(C MS Stream(Z 7y JO— RULBET —FOBFHAICOVT Unsubmitted assignments
> Listall
+PR My Courses T |
Submission History
=) List Current Courses v |[Allyears | | There is no submission history.
> Listall
SAMO001 SAMOOC

Demo Course 0001
4 2014

Teacher 0001

* movie

SAM0003

Demo Course 0003

2014
Teacher 0003
+ movie

02
Demo Course 0002

2014 About Self Registration @)
Teacher 0002
Smovie “ @ Ifyou wish to be granted access to a

course you plan to take before the
add/drop deadiine, please request self
registration. After the seff registration
period,
there is a possibilty that you cannot
use the course you have not finalize
registration for via the Student
Information System
> Search and register for courses
> Register for courses using
Registration Key

Assignments on Smartphone
EeE Yoo o0 submityour
[y sssonments using s
B smartphone.

Please be aware that not al
phone types quality as ‘smariphones.”
> manaba for smartphones

manaba 2.97
Copyright ©2013 Asahi Net,Inc AllRights Reserved] & Manual Powered by manaba ¥
s

SRz

University of Toukuba

o
*

.
.

17 My Page
# Manual

‘iﬂ Courses

* Self registration period 20211207 (Tue)
Student 0001 | Setiings | Logout

o
l 4P Courses I & Portfolio espon [E Memos ZEX
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PR My Courses

| Thumbnait || vist

About Self Registration @)

Current Courses v [ All years v If you wish to be granted access to a

course you plan to take before the

SAMO001
Demo Course 0001

4 2014

Teacher 0001
) movie

SAM0002 add/drop deadine. please request self
Demo Course 0002 registration. After the seff registration
4 period
2014 there is a possibiity that you cannot
Teacher 0002 use the course you have not finalize
» movie -« (2] registration for via the Student

Information System

SAM0003
Demo Course 0003

2014
Teacher 0003
) movie

> Search and register for courses
> Register for courses using
Registration Key

Assignments on Smartphone

SR

EE You can submit your

assignments using a
E smartphone.

Please be aware that not a
&5 qualfy as ‘smartphones.”

> manaba for smarphones

My Page

Select a course

* Self registration period

University of Tiukuba Student 0001 | Settings | Logout
m P8 Courses £ Portfolio Jrespon [E Memos BFE
SAMO0OT
Demo Course 0001 » movie Teacher 0001
4 2014
Tests Surveys | Assignments | Projects Grades Forum Resources

‘The self egistration period is currently in effect. After the self registration period, there is a possibilty that you cannot use the course you have not finalize
registration for via the Student Information System.

. Course News

There are no news.

[ Resources (atest first)

/v Tutoring Collections  [2) Submission History
@ Threads (latest first) New Thread

There are no threads.
> Throads

Thero are o resources

B
Course page



7.5 Course Registration

7.5.1 Course Registration on manaba

In order to access the course pages of the courses that you take, you need to be registered in manaba. Usually,
registration and cancellation will be automatically done in manaba by just doing the following operations.

* When you register a course in TWINS, the course page that you registered is displayed on My Page the next day, and

you will be able to access it.

* If you cancel your course registration in TWINS, the registration in manaba will be also canceled the next day, and

you will not be able to access the course page.

a If the course page is not displayed on My Page even if you register for the course in TWINS, please contact the Office of

Educational Cloud.

7.5.2 Self Registration

Normally, students do not have to register on their own course
page in manaba by themselves. However, depending on the
instruction of the teacher in charge, you may register by
yourself. This is called "self-registration". There are two ways

to self-register as follows.

Registration by searching for courses

Click Search and register for courses from My Page.

2. Search the course and select the course you want to

register. (Here, if registration key is necessary, it will shift

to registration key input screen.)
3. Check the course and click Register.

Registration Using “Registration Key”

1. Click Register for courses using Registration Key from

My Page.
Enter the registration key.
3. Check the course and click Register.

If you accidentally register for the course registration, you can

cancel the course registration at the course top by clicking

Drop this course.

Register for courses using
Registration Key

v

Please enter the registration key of the course for which you would like o request self registration.
* Please enter half-width num!

| Enter Registration Key

| confirm

>My Page
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[ Student0001's MyPage

Top Assignments | Reminders
& ]
Announcements [ Assignments
20210006 4CEEE 7y 70— RUR BT — S OBURIE L Unsubmitied assignments.
> Listal
4P Wy Courses
Submission History
Thumbnat || st Current Courses v |[All years v | Thare is no subission history
> Listal
SAMo001 SAM0002
Demo Course 0001 Demo Course 0002
A P Abou el Regisaion @
Teacher 0001 Teacher 0002

If you wish to be granted accsss to @
course you plan to take before the
add/drop deadine. please request seif
ragistration. Afer the salf ragistration

%) movie %) movie “ (=]

s
Demo Course 0003 >
rr 3 gossty at o camot
-~ v coaa o ot
acher registration for via the Student
it Syt
> St and it or s
3 R b o ing
Regtaion oy

% movie

Assignments on Smartphone

You can submityour

EE ;

TR wsormonts aing o
smartphone.

BIREE pieae e avare matnotat

phone types qualy as ‘smariphones.”
> manaba for smartphones

manaba 257
v 2013 Asahi et Al ights Reserved. s Manual '

I Search and register for coursesl

| search for Courses

Please specify the course you wish to join. Only the courses allow seff registration will be displayed.
Rocords per page[ 10 v

When multiple search conditions are specified, courses that match all conditions will be displayed
Course Code
Course title

Teacher

Search

* You can|ibarch for courses about 30 minutes after the instructor allows self registration.

| Course Search Results [¥] List with other preferences

Click a course name to open the registration page-

Total 1 item(s)
Course Code Course ‘ Course Instructor Year Lecture Info
—_
SAM0001 I Demo Course 0001 & I‘Teachev 0001 2014

| Course Registration
You are about to complete self registration to the course(s) below.
Please confirm the course information displayed is correct before clicking the Register button.
After the self registration period, courses that you do not finalize registration for via the Student Information System may be deleted after the
add/drop deadiine.

Course Code Course Course Instructor Year Lecture Info

Teacher 0001 2014
[ cance [ wr ]

SAMO001 Demo Course 0001



7.6 Various Functions (Tests, Assignments, Grades, Resources, Attendance)

7.6.1 Tests

In manaba, you can answer online tests and drills from the
teacher of the course. Answer can be done by the following
steps.

. In Tests page, select a test you would like to take.

. Confirm that the test is open for submission. Click Start to

enter the test room.

. Enter your answers to the questions.

Click Next to display the next page. It is also possible to
display the preferred page by clicking the navigation buttons
above the question.

In the final page, you will be able to click Confirm.

Click Confirm to display the submission confirmation page.
Once the confirm button is clicked, you will always be able
to click Confirm in any previous pages.

0 If there are required, yet unanswered questions, the question page

will be displayed instead.

7. Click Submit to finish taking the test. If you need to check

or fix your answers, click Back.

7.6.2 Assignments

In manaba, you can submit the report assignment from the
teacher via the course page. There are two types of submission
methods, “Browser-Based" and "File-Based".

Browser-Based Assignments

1.

In Assignments page, select an assignment you would like
to answer.

View the details of the assignment and enter your answers.

Check your answers and click Preview (Next) after you
have answered all the questions.

0 The assignment has not been submitted to the instructor yet.

4. Check your answers. If there are no revisions to make, click

Submit to submit your answers. If you need to revise your
answers, click Back.

File-Based Assignments

L.

In Assignments page, select an assignment you would like
to answer.

View the details of the assignment and put together your
response.

Click Add a file to locate the file and upload the file into
manaba.

0 The assignment has not been submitted to the instructor yet.

4.
5.

To add more files, repeat 3.

If there are no mistakes, click Submit to submit your files.
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| Tests

I Exercise Room

Description
Start

End

Maximum times to submit

Portfolio
Publish Answers
Status.

Passing Score

Tests

v

Status start End

ot utied 2022-12-01 00:00 2022-12-15 00:00

In progress
Not submitted

2022-12-01 00:00

In progress
20221215 00:00

.
Select a test ests page
2022-12-01 00:00:00
2022-12-15 00:00:00
Unlimited
‘Added to student’s portfolio.
Do not Publish
In progress
over 80 points.

| Start |

l Answer questions

Click the "Submit’ button.

Answers 3/3 Elapsed Time 00:03:48

The testis not yet submitted. Click the ‘Submit button below to submit

| Assignment Room

Confirm

Description
Start
End
Portfolio / Settings
Allowing resubmission
Files

Status

To modify your agfwers, please Click DAy,
‘ Back I ‘ Submit ‘

Finish

Assignment #1
Wiite in 20 lines about the importance of the aluminium in the modern industry.
2021-12-08 00:00
2022-01-09 00:00
Added to student's portfolio. / Accessible to all course members.

Allow resubmission at any time during submission period

In progress
Not submitted > Individual / Mutual Review

| Assignment Room

Confirm

Description
Start
End
Portfolio/ Settings
Allowing resubmission
Files

Status.

+ Add a file

Preview(Next) ‘

Browser-Based Assignments

Finish

Assignment #2
Write in 20 lines about role of the clean energy in the future industry.
2021-12-07 00:00
20220108 00:00

Added to student's portfolio. / Accessible to instructors and course members who have
i t.

submitted the same assignment

Allow resubmission at any time during submission period

In progress
Not submitted

File-Based Assignments



7.6.3 Grades i - A

Autoscore | Practice 2 N
O h “G d 2 h k h l f Total 3/ A zuu/:m:' 30/ Stddev 8.2 e ‘
n the “Grades” page, you can check the score results o o131 A1 200 i 101130 e e

each assignment (tests, assignments, etc). You can browse eers | Midterm 2 —y |
Total 3/ Avg 16.7 / Min 10/ Max 20 / Stddev 4.7

grades only for the tasks that teachers have allowed. Grade published a1 2013.02:43 210
Midterm 1 2 [z |

Total 4/ Avg 302/ Min 2/ Max 43/ Stddev 16.7

Grade published at 2013-02-13 02:39

A~ Please come to office hours ifyou feel you are unprepared for the tests.
List of Grades

7.6.4 Resources

| Resources

You can access the information such as course materials and Lecture Sides Touls ems

. @ 29 d Please go to the corresponding page for lecture slides of each class. 2013-03-02 02:54
syllabus uploaded by the teacher in the “Resource” page by
the following steps.

m | [Resource] Supplementary Readings Total 2items
Iwill post a list of supplementary readings related to our class here. 2013-03-0102:43

1. Click Resources and a list of resources will be displayed. List of Resources

2. Click the title of a resource so that its content will be
displayed.

3. Titles of pages in the resource you selected are shown on
the right. Click the title of a page and check the other
pages in the resource.

7.6.5 Attendance (respon)

You can reply to your attendance by submitting an attendance
card from the smartphone application (Android / iPhone) of
respon or PC.

If you use the smartphone app, please make the initial settings
in advance according to the Learning Management System
(manaba) Manual for Students.

Submission of an attendance card

1. For smartphones, launch the app. For PC, log in to manaba
and click the icon respon | at the top right of the 4 o 8 B 8

screen.
. . Call number input screen
2. Please enter the call number specified in the class. (for smartphone app)

3. Tap/ click the [GO] button.

For Clicker or Survey

After entering the call number, the screen automatically P = AT TR
transitions to the "Clicker" or "Survey" screen. Please respond : : : ‘
according to the teacher's instructions. 1 : ’
g . =1
=1
LIVE/REPLAY Player (only for smartphone app)
Survey results can be viewed in real time or later. (Available
only when the instructor has set the distribution settings.) T —— EETEEETE——
Clicker screen Survey screen
(for smartphone app) (for smartphone app)
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8 Zengaku Computer System
8.1 Powering Up a Personal Computer (PC)

Press the power button to turn on the computer. After waiting for about 10 seconds,

Figure 8.1 will show up.

Sl B B0STBIRL TCZTV

Windows 11

Ubuntu 20.04

007

Figure 8.1 Operating System Selection Screen
Zengaku Computer System supports Windows 11 and Linux OS. To run Windows 11,
select “windows” by using the cursor keys on the keyboard and press the [Enter] key; to

run Linux, select “ubuntu” and press the [Enter] key.

8.2 Starting Up and Closing Windows 11

o Starting Up and Sign-in to Windows 11

After selecting Windows 11 in Figure 8.1, click anywhere with the mouse or press any

key on the keyboard, the screen below appears.
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@ enter username

[ )
w
01
-

-z

@ enter your password

® click on the [—] button

Figure 8.2 Sign-in Screen

To sign-in follow the directions below:

)

@

Make sure that there is a vertical line in the [ —%"—4] box. If not, bring the
mouse pointer and click on the box.

Enter your Zengaku Computer System ID: “s” + the last seven digits of your
ID number (Example: If your student ID is 201916789, it would be s1916789)
Bring the mouse pointer and click on the [/X2 7 — K] box.

Enter your Zengaku Computer System password using the keyboard. When
entering your password, each character is masked by “@” to keep your
password protected. This is to prevent others from seeing your password.
Bring the mouse pointer and click on the [] button next to the [/XA2 U — K]
box.

You can sign-in Windows 11 on the computer after this authentication process.
If you can not sign in the PC, you need to start over from .

If the “Caps Lock” is on, the letters will be typed in capital letters. To remove
“Caps lock,” press the [Shift] key and [Caps Lock] key together.

® Closing Windows 11 (Shutting Down)

When closing Windows 11, wait for 10 seconds after pressing the power button and

quickly release or follow the directions below. Do not touch the power button for more

than 4 seconds because this could corrupt the data saved on the PC.

El |
(D Click the start button ®® and open the start menu.

@ Click the power button “***” on the lower left to open the shutdown menu.
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® Clickthe [>v v h&#].

@ After few seconds, it will shut down automatically.

B AV AT
O Fr9rgIy
O BE®

O

B o @palee

Figure 8.3 Shutdown Menu
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8.3 Starting Up and Closing Linux OS
@ Starting Up and Logging into Linux OS

After selecting Linux at Figure 8.1, Figure 8.4 would appear on the screen.

Figure 8.4 Linux OS Log-in Screen
Enter your Zengaku Computer System ID in the [=—%—4] box, and then press

the [Enter] key. It would turn to a new screen asking for your password. After entering
your password there, you can log in to Linux OS.

When you log in to Linux for the first time, the online account setting window will

appear. However, you do not need to set up these accounts. Instead, click [A = > 7] to

ignore.
O

FUSLUTAIY FADESR
BUEDT S VhL Y F¥axr b FAGECAMCFIER
TELDEBLLOTAV FERRLET

Ubuntu & XY 22

(U
G coogle
=

Nextcloud

Figure 8.5 Online Account Setting Window

Similarly, after pressing the [ 2 & » 7] button, the setting for Livepatch will appear.
You do not need to set up this feature; just press [Yk~].
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w

Livepatch

Canorical Livepatch 12

ABEMFRBET
k ET. AYEa-g-REFIFEROC
I

47 ¢ Uivepatch Bt P TLETD

Livepatch x4 -7 7. sk OWAD

Figure 8.6 Livepatch Setting Window

Next, the feedback setting window will appear. Just ignore and press [k~

Ubuntu OEEZERT S

1 Ubuntu £ 28T B DI R SWIER
mis. 3 2-0%
FOIT. BELED

Ak
(Asia/Tokyo) % &

L= bR

COMBEXMLETH7

Qv SAFLMME Canonieal ISKML 25

WBA. BELELA

Figure 8.7 Ubuntu Feedback Setting Window

s [kR~].

Next, the privacy setting window will appear. Ignore and pre

Ubuntu AL 3T %

0

FeL FAt

BB —E X

Mouilla Location Service Z BM L & T: 7 5 1/T2 =1 2

Figure 8.8 Privacy Setting Window
Finally, the setting completion window appears. Click [5& '] to finish the first-time

setting.
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HEfEh'eT LELL!

IRz T EEBLTIOES LT IVES LA F=LTEET:

XN 0 & @ E

code zoomclient spotify slack pycharm-community
. N, .
’ P
Android Studio Krita plexmediaserver vLC 0BS Studio
o Q

L)
GNU Image
Manipulation GitKraken Discord oad Bitwarden
Program

FTC VI RITEMC

Figure 8.9 Setting Completion Window

e Logging Out of Linux OS (Shutting Down)

By clicking on the icon at the higher right corner of the desktop, a pull-down menu

shown in Figure 8.10 will appear. Click on [Ef4~7/v2 277 © k] and then [EJFA4 7] to
shut down.

B ERAS

BHE

awZ

BRAZ/OIT -

|ar iz

I-—HF—=fIDEX...

BRA ...

Figure 8.10 [ 2 5 A] Pull Down Menu

A dialogue “60 V£ IZ HEIFIIZ T AT AOERZYI Y £9°, ” would appear. Click on
[EEJR A4 7] to turn off the computer.
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BRA 7

CORMEICEBRICY XA TLOBREYIDE T,

FroEil _iL#E BRA 7

Figure 8.11 Linux Shut Down Confirmation Dialogue Box
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8.4 Automatic screen lock and shutdown of terminals
Screen Lock, sign-out (log-out in Linux OS), and shutdown are executed

automatically on the terminal PCs in Zengaku Computing System.

@ Automatic screen lock
The screen saver starts if inactivity continues for a certain duration, and then

the screen is locked automatically to prevent your account from unauthorized use.

You need to input your password to go back to the original screen.

@ Automatic sign out/log out (after screen lock)

If the screen lock continues for 60 minutes, your account is signed out automatically.

Any unsaved data may be lost in this case.

® Automatic shutdown (after sign out/log out)

The terminal PCs which nobody has signed in for a certain duration are shut down

automatically.

You can also lock the screen manually. For the details, please refer to the following

website: https://www.u.tsukuba.ac.jp/en-screenlock/.

! ATTENTION

T A FAERDHI0SZE A5 & HEIRIC YA > T U FRFETSHET,
AT RTED, REFELTWRNT —ZIXEHZ S FIEERSH Y £9,
* When the idle time exceeds about 60 minutes, the sign-outis

automatically executed. Unsaved data may be lost due to the sign-out.

*¥T T4 hETORR - BUEEZFEESHTNET,

* Drinking, eating and smoking in satellite computer rooms are prohibited.

University of Tsukuba

Figure 8.12 Screen Saver in Windows OS
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8.5 Japanese Language Input Method on Windows 11

Japanese language input requires the Japanese input system. By typing the
“reading of Kanji,” the system converts the characters into “Kanji.” It is possible to
convert to Hiragana, Katakana, and symbols as well. This instruction will explain how

to input the Japanese languages by Microsoft Input Method Editor (MS-IME).

8.5.1 Typing Words
The key layout of a Japanese keyboard is displayed in Figure 8.13.

F
§< e Tr"‘ =
N = A a ] ¥ —] | ==
— D
e .| = oy .J-.I. T -
s @] |l o) o
Chiie Lock * Ty 3
ot Lwll e
o ‘][. At =R an ot At IS B [ o
=13 ) :

@ h—bfUvay
Figure 8.13 Key Layout of a Japanese Keyboard

There are two ways to enter words: “romaji input (alphabets)” and “kana input
(readings).” For example, the key circled in Figure 8.13 can enter “s” in the romaji input
and can also enter “&” in the kana input. This instruction will explain on the romaji
input.

The first principle of typing is always to return your fingers to the home position
composed of eight keys with “e”in Figure 8.13. The home position is the reference place
for your fingers. The “F” and “J” keys have a small bump to help you find the home

position quickly. To practice your blind typing, please refer the webpages such as
P77V —% A B 7#E: https://www.pken.com/tool/typing.html

- e-typing: https://www.e-typing.ne.jp/
- Sushi-DA: http://typingx0.net/sushida/
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8.5.2 Getting Ready to Type in Japanese
The MS-IME Japanese input must be turned on during Japanese language input.
On the low right corner of the screen, the MS-IME language bar (Figure 8.104) can be

found. Make sure “%” is seen there.
~ & O ax

Figure 8.14 MS-IME language bar
When there is no “%” shown in the MS-IME bar, press the [-f4/4:f4] key or right-
click on the “A” character on the MS-IME bar and select [(5 7372] shown in the input
mode list (Figure 8.15). Pressing the [*>f1/4f4] key when the Japanese input mode is
turned on will turn off the Japanese input mode.

A shzus
o Emngnt

549
THAN-FE-F (#7)
IME Y=L 6= (47)

& B

& J-FIImEE

Figure 8.15 MS-IME Input Mode List
8.5.3 Entering the Japanese Reading
Here we will try typing the reading “> < {72V 3 < ” using romaji input.

D Type tsukuba. It would be entered as 2 < [£.
@ Type daigaku. It would show D < [£fZL VA< on the screen.

The line under the reading shows that the text is not converted to any other

characters such as Hiragana, Katakana, and Kanji. (Figure 8.16)

F]

Figure 8.16 unconverted reading with a wavy line

In case of pressing the wrong key by mistake, move the vertical line to the position
of the mistaken character using the [«] key and [—] key. Then, press the [Backspace]
key to delete the wrong character and type in the correct character. Note that pressing
the [Esc] key when the reading is still unconverted will remove the whole set of words

that are unconverted.
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You can type romaji as a sonant sound such as dull sound, syllabic nasal, and choked
sounds. To type [ /] enter [NN]. To type “& v 5 z # % @ X " press [X] before the romaji.

For example, pressing [XTU] will enter “~.”

=5 < .
To enter long tone press key, to enter comma press key, to enter

period press key, to enter quotation marks use . and . keys.

8.5.4 Converting to Kaniji

After typing the reading and the characters are unconverted pressing, the [Z#] key
or the [spacel key will convert the characters to kanji. For example, D < [X7ZLvAYK
shown in Figure 8.16 would change to Fi;E X% shown in Figure 8.17.

fato h

Figure 8.17 K=

When the candidate by MS-IME is a homonym, press the [Z£#4] key or [space] key a
couple of times to seek the correct one. You can select the proper set of characters using
[ 71[]] keys and number keys. A book helps you to confirm the meaning and examples
of the candidates (Figure 8.18). When the correct set of characters is shown up, press the

[Enter] key to convert.
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Figure 8.18 words comment function

When MS-IME makes a mistake to segment the reading you entered, you can change
the phrase as follows. You can change the phrase length by using the [«][—] keys and
the [Shift] key together at the unconverted state (Figure 8.19). After the proper length
of a phrase is selected, press the [Z5#] key or [space] key again to convert.

Here, we will try to type [BFIZIEXE > TIZL A o7=] as an example.

frd LR s tiE el
Figure 8.19 BFIZi3%n-> TiZL Ao 7= (unconverted)
@ After typing the reading (£33 ZIZIXL > TIZELM o7z it will convert as the

characters shown in Figure 8.20. This case is one example because this could

differ when the dictionary remembers what was typed on the computer in the

past.

Figure 8.20 BFIZiX&-> TIEZ LA o7 (incorrect conversion)
@ The phrase that says [&7(Z] is selected. Press [Shift] and [—] to select [%¢d
hal hat =
LoThldl s i
Figure 8.21 EFIZi1Xf-> TIE LA o7 (after changing the breakpoint of the phrase)
@ Reconvert the reading by pressing the [Z#4] key or the [space] key.
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Figure 8.22 EFIZi3&-> TiEFL A>T (correct conversion)
To readjust the phrase segment of reading before confirming the conversion, select
the section of the phrase and press the [Backspacel] key. This will make the readings

back to the unconverted state.

8.5.5 Converting to Katakana and Hiragana

By using [F6] ~ [F9] keys, the readings can be converted to Katakana or Hiragana.
The phrase can be converted to Hiragana by [F6], Katakana by [F7], half-width character
by [F8], and alphabets by [F9]. These keys can be used by pressing some of them together.
For example, pressing the [F8] and [F9] keys together will convert the characters to
alphabets in half-width.

# 2.1 function key conversion list

X— ZEHkkne B 2R L%
F6 oy NONSYIRVAS VAZEA 2<X
F7 2T K T1) SF P
L A/A YN
k8 e tsukuba tsukuba
F9 EoviE 2<X tsukuba
F10 e B e S tsukuba

8.5.6 How to Type in Romaji Input (Alphabets)

When typing in English, get into half-width English mode or full-width English
mode or direct input (turning off Japanese input). The typing mode can be changed by
clicking the button on the left end and select mode from the mode list or press the [*}-f4
14=14] key.

8.5.7 Entering Symbols
Pressing the keys while holding the [Shift] key the symbols illustrated on the top
left of each key can be entered. “(“ or “~” can be typed by holding the [Shift] key and
[+ ] ot

T
: 8 PN
pressing or

8.5.8 Typing Other Symbols
Symbols that are frequently used suchas © (£5%) ,or ¥ (L) canbe converted
from readings (Figure 8.23, Figure 8.24) .
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154 1 E
120 =u= l2 5L

EN 3 #L

4 @ 4 %

6 Yl 6 w2

7 3% 7 FL

8" = 8 iy

9 H 9 R

a v = (% H‘ = i=iA]
[}

Figure 8.23 converting to symbols (¥ %) Figure 8.24 converting to symbols (1ZL)

8.5.9 Punctuation Marks (I.1 and [\l or .1 and I,1)

When writing in Japanese, the combination of [(, )and (. )J or (. )and(, )] are
used as a punctuation marks.

You could specify which marks to use by setting the IME.

@D Click [#&] then [ /37 1] in the language bar. (Figure 8.25)
@ Click [F£#1E% €] in the Microsoft IME settings. (Figure 8.26)
@ Click the [4f%] tab then [A /5% E] then [#]#i ] and pick one of the

combinations. (Figure 8.27)

- % vstn B2l 555 > SiECihis > Microsoft IME
h emThT
A 2ARET Vil
ANBRE. XFOEMEXT ey, FHAN BEORE. Hikit
b Emnant ANEE. XTFOEREXT ot EDHEE
A LARET F-LF9FONATIAX
i *-7U7b-k F-0AYHT FuF F-mi-t
EEL
IME /{1 S FTELHE
! ; & £8, 1-F-82 JATLES
BrElfi-b
DEAR (A7) 5, THY
5 Y R Saoh #47 MESt
THAR-bE-F@#D
IME )b /(- (1) g7 ERKRT-SORS
Microsoft [CF -7 E1E(ETS
B BT

& I-EityaDiEE

14:40
A B L sym
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Figure 8.25 Select [ 7E] Figure 8.26 Select [2f%]

ATERE
N-FD17 §--FTHBANEES
K>,

WEADMA-NFADE Al + BN OSHEO-VEX-TUIVEZS
@ A7

DRA

N a

AR-2
BEOANT-F

TI%-

Bk

Figure 8.27 Advanced settings of Microsoft IME

@ Click [OK].
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8.5.10 Recording words
When the conversion of the characters does not work well, it is better to record the
[23< %) will usually convert to  [23EV ]
(2% . To do this follow the directions below:
O Select [HiEDEHM] in the IME language bar. (Figure 8.28)
@ The [HFED%E] dialogue will appear. Type in the reading and the characters
then click on [&#%]. (Figure 8.29)

words on the computer. For example,

This can be fixed and be converted to

@ Usia

h eshInt

A 2BEFUZF

b #8hiht

A EAEHF
IME JEyF
EiElifi-k

HMEASD (A7)

T N-FE-F 4D

IME =) [{- A
& BRE

& J1-FIyImifE
~ & L3 202341

Figure 8.28 select [B3Ei8MM] in the language bar

SE(D) EEREADIRAOEEN

‘ Microsoft (3, BEHALE
MICREL. TDEREE

£AR): BExEEELTLGT.

| [EELABCEEERELET 0 Fy)
3-3- AU HO: My PAEAVCLT [2F] nF0ET U9 Td

FA=EsTnrEERAL 3ciEE—Er=RLET) ot EFEFHIABCEHINCEERER
{aita B s A CRIE S FLlE s e ) & Microsoft IME DIEEH Microsoft (5
EanEy. Fry7 ByIAEAIICThE. 7
-Fi3EEsnita.

. B FBGLESNIT S 280

ELWEFEERT L. LBV EREEESoNET.
O &3

QA&([B

[@F =1+
G —lEsat)

[8—3] —Taoki@example.com]

[@]--c2(e)]

O 20ft(H)

O H&M)
D 2SLAECEZEEREETIO =<
1-F-F=v-Im ZH(A Hla

REZOEH. W, &F. 1-- DUk

. Microsoft IME D/{—3y., E20/(-Y3
o ERLTARL-F12d 22T LON-
JAVBLAE-F- N-FITPOREE. ]
YE1-5-045-Fy FORIN (P PF

LA & ENET.

BEEFTORREIRESNLT-FICEF
naskAaEYEs. 0LIBEENFETD
BETE. Microsoft Tl SEHFEFET

Eerh iR R T L L=

T - ICET aF eSS0

EFERELY

Figure 8.29 [BFE DR E&K] dialogue box
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8.6 USB memory stick
® How to Use the USB Memory Stick

The USB memory stick can be used by inserting it into the computer port (USB port).
Find the USB icon shown in Figure 8.30.

Figure 8.30 The USB icon

After inserting the memory stick, a balloon comes up and says [#H L\ — Ko7
DRSO F L7=) will appear from the taskbar. Then [V &5— 37 L5 ¢ A 7] will be
added to [= > B =—#]. Note that there are times when a message that says [FHCE)
T HMEDEH Y £9°| appears. Follow the message and restart the computer.

® How to Eject the USB Memory Stick

The data and the USB memory stick may be damaged if you remove it from PC

incorrectly. Before the remove your USB stick, first, click on the icon B in the
notification area as shown in Figure 8.31. The icon could be hidden in Windows 11, in

this case, click on the triangle to find the icon.

3 W B @
(& ©
14:50
E'? e 2023/03/m

Figure 8.31 “safely remove USB” icon (task tray)

Then click on [Flash Disk ®HtY i L]. After this a dialogue box that says [/~— F
U7 O 4 L'USB KEBFLEEET AN A ANTLRIZMOANT Z LR TEET ) will
appear from the icon.

After following these directions, the USB memory stick can finally be ejected safely.
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If you forget these directions or the icon does not show up, eject the USB memory
stick after shutting down Windows 11. This is a safe way to remove the USB memory

stick as well.

8.7 Remote Access

“Zengaku” computer system allows users to access remotely to their computers.
You can connect your computer by either using a web browser or a dedicated client.
This tutorial explains how to connect via the browser.
1. Access the URL below and hit the [OK] button.

https://view-con00.u.tsukuba.ac.jp/

) IR

iversity of Trukuba

[;£&=1E] [Notes]

UE—FFAZ kv FH— ¢ Z(Remote Deskiop Service)

AT BERTEEERTTAAL TR,

12 [@utsukubaacjp] EAFNTEHER

Bl EHA.

1E © 51234567
234567 @u.tsukuba.acjp
= & OB

e

FMTIE

+ Be sure to enter the user name in half-width alphanumeric
characters.

- Itis not necessary to include "@u.tsukuba.acjp”

in the user name.

Correct © 51234567
Wrong 51234567 @u.tsukuba.acjp
* Please refer to here for usage.

Figure 8.32 Remote Access Login Page
2. Put your login credential and press Login button. The username is s+(last 7

digits of your student ID) (e.g. s2398765). The password is same one as you would

use on Manaba.
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https://view-con00.u.tsukuba.ac.jp/

VE-PFTFRZ by THY—EZR

(Remote Desktop Service)

31—+ —&(Username)

#2277 — F(Password)

874 (Login)

Figure 8.33 Login Credential Page
3. Click [VE—F’TRAZ vy 7 H—ER]

Q Vv—-zoBER

T TN Y iienedi & Y 2 7 v

| VE—RFRIEY T N
f B oyt

Figure 8.34 Remote Access Top Page
4. Client select window would appear. Choose HTML5 and hit [OK]

>

34T FDE
UE—bFFRZ by TH—sx
VMware Horizon = 7 (2 HTMLS Client. ) vV — 2 =B < 2 &

ATEET, VTP EBERLTIEEL,

o VMware Horizon
2 Z.#5 VMware HorizonZ £ 7 ¥ A— FCE& T,

O HTMLS

_

Figure 8.35 Select Client Window
5. You will be redirected to your desktop.
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[Reference] Remote Access
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https://www.u.tsukuba.ac.jp/en-remote/

9 Internet and Email
9.1 Email address for the Zengaku Computer System

Electronic mail (“email”) is a mechanism for exchanging messages on the Internet. A
destination for sending and receiving emails is called an email address. Email
addresses assigned by the university are as follows.

UTID-NAME@u.tsukuba.ac.jp (student UTID-NAME is s + last seven digits of student
ID number)

If a student’s ID number is 202101234, then their email address would be
$2101234@u.tsukuba.ac.jp. The part before the @ (at mark) (s2101234 in the example) is
called the local part, and the part after the @ (u.tsukuba.ac.jp) is called the domain.
Students enrolled before the 2022 academic year can continue to use s.tsukuba.ac.jp
while they are still enrolled. Please refer to the following URL for details.

https://www.u.tsukuba.ac.jp/email/

9.2 Sending and receiving emails using Microsoft 365 Exchange Online

Microsoft 365 Exchange Online (“Microsoft 365”) is available as an email creation /
sending tool for emails from the new domain. Microsoft 365 is an email client system
that uses a web browser to send and receive emails, and it i1s possible to send and
receive emails from anywhere using a browser.

9.2.1 Signing into Microsoft 365

In order to use Microsoft 365, launch a web browser and sign into Microsoft 365. Any
web browser can be started so long as it has basic functions, but in the following
explanation, Microsoft Edge (“Edge”) is used. Other browsers such as Google Chrome
and Mozilla Firefox may be used.

After starting Edge, access “https://portal.microsoftonline.com”. Note that it is
“https:”, not “http:”. Alternatively, you can access it by following the link from [E-maill
on the Zengaku Computer System page.

A login screen like the one in Fig. 121 will appear. In order to log in, do the following.

(1) Enter your M365 account (@s address or @u address) in [Email, Phone, Skypel
and click [Next]. Be sure to type in half-width mode.
(2) Enter your M365 account password in [Password] on the screen in Fig. 232.
(3) Click [Sign in].
(4) Authentication is required according to multi-factor authentication settings, so
implement multi-factor authentication.
Multi-factor authentication can be enabled at https:/m365setting.u.tsu-

kuba.ac.jp/.
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https://m365setting.u.tsukuba.ac.jp/

A= Microsoft
ke %

=)l &Ea&. Skype

THIMeBEHLSTERVES, /FRLTEZET,

THIY NP ATER NS S

Al
N
5
P

Figure 1 Login screen

- I
S == =w
KAT—RDAN

J{ZAT-F

AT —FEENiis s

Figure 2 Password entry screen

After logging in successfully, a screen like 3 will appear, so click [Microsoft Office
365]. Then, the Microsoft 365 portal will load (Fig. 343). If you click “Outlook” on this
screen, you will be taken to the mail sending / receiving screen (Fig. 454) where you
can send / receive mail and change various settings.

57



M & -4 Microsoft 365 x |+ - [u] X
& C (3 https://www.office.com/?acctsw=18&auth=2 B A Y5 1= s -
Microsoft 365 L 8% B & 9 Q
= s _ . } +
o 0 > @ ofice PTUR DZFIYPFAFTTERR. . HETBEHOHUWMicrosoft 365 PTUICRDEHET. HEEE 5
J
s &
ZAICBR PIUEASAR—IL ~
XA 3> +
DAY D PIOER
@riTe 8 IRT O® BfEpAVZIER &3 HBEEN & BKUCAD  + T 7yJo-gr = 88
Teams
Word
Excel .
o]
. »
PowerPoint
FTY u I GD
=5 = R JRNY A‘ - igg

Figure 3 Microsoft 365 portal

*You can install Office from the button “Install Office”. Refer
to the following for details:
httpsi//www.cc.tsukuba.ac.jp/wp/service/sl/ees/tokuten/

O | & 4 ]Microsoft 365 X | @B -l - test-tsukuba - Outl . . fu] X
C () https://outlook.office.com/mail/ NaVlgatlon bar ®» A T8 V= 5 4
Outlook %R n  Teams Giligg 7= ] [T ; Q
b =R ANT +
= Tool bar
= o
o | v smERY SENA % = S05- &
2 +
P & ZEPLT
B #EEHTI7A
L 4
7 Tax
m . .
“ Navigation Pane |——
o & 2ErLA \//
- i 7829 Information viewer -
S v (Email list) Reading Pane
Navigation button o
B 7-n17 3

Figure 4 Emalil sending / receiving screen
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9.2.2 Receiving emails
(1) Read emails

Clicking on the Navigation Pane of the email sending / receiving screen displays a
list of the subject, sender name, and date and time of the sent email in the information
viewer 1n the center of the screen. Unread emails are in bold blue, and read emails are

in black.

In order to read an email, click the email you want to read from the list to select it.
The contents of the selected email will then be displayed to the right of the information
viewer (Reading Pane).

When an email arrives while you’re reading an email, it will be added to your email
list.

(2) Save attachments

If a file is attached to an email, then ™ is displayed above the attachment displayed
in the body of the email, as shown in Figure 5, and when you click on it, then {|} and
[Download] are displayed below (Figure 6). When you click these, then the file will be
saved to the download folder specified in your browser. When the download is finished,
then a message like Figure 7 is displayed in the upper right corner of the browser. Click
“Open” to open the downloaded file.

|= = B WaEE B7-M7 Q#BAlv ¢ —HEAE mEm~ O 48

v ZEER © BEMA o -~ WBWBEEA I g1v
=) 0 BErA 330 O XXX XXXX XK XU 5 &
EFA-I 178 C0000KXX@U.tsukuba.ac jp>
@ 7 TEE 4 TREFA-LTT
2 /01/12 (7K) 1717
v B EEEHTATA e XXX XXXX 1] T KKK XXAX
WALWALFRFTIFIL H17:07
W SEHTATL 1 57 TLEa-AIF A
== FATIPANT Abaxt
SETIE) B =z a7ar B S v
& 7-n17 D Tuta-
K17
0 #f L Fov0-F
£3 rss 74-F XHX XXX EBE | £ACER | Wi
FEFA-I 17415
B3 sent
B test XXX XXXX 1]
HtI7VTANA K 17:14
B3 Trash
Bl £E0RE B #HIPANF AR
FLLWIA - 438

Figure 5 Email with attachment

D A IPANT AR xt
338 JiA

=l

o

LEa1-

ZTEZ)Y

Figure 6 Save attachment
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Fyv0-F Boa - P

Figure 7 Message for completed download

Be careful with attachments

You may receive sophisticated fraudulent emails from malicious senders. Examples of
such confirmed emails include those pretending to be from delivery companies, software
vendors, online shops, financial institutions, public institutions, and business partners,
which then infect your computer with a computer virus when you open attachments from
these emails. Do not open attachments to emails received from people you do not know.
Be very careful with attachments.

(3) Look at attachments

If you do not want to download the file and just want to see what’s inside, just click on
the attachment. Note that there are computer viruses that can infect your computers
even just by “looking at the attachment”. For example,

In Fig. 565, if you click the attachment attach.txt, another screen as shown in Fig. 898
will start, and the file contents will be displayed. In order to close this screen and return
to the email list, click the blue X in the upper right corner.

 P0-F  A-ladRw R = °
” " In order to return to the email list, click"\kefe —

FrANTE

2rANTE

T 27 AWTT
ZhET+2 Hiz 27 ANTT
R T2 427 ATE
CNETH2 FEIOER D7 AILTT
CHRTE R FREADER T AT

Fl, EITH.

Figure 8 Attachment content display

9.2.3 Sending emails

(1) Create an email

First, when you click [New message] on the toolbar on the email sending / receiving
screen (Fig. 4), as shown in Fig. 9, the received mail Reading Pane on the right
switches to the mail composition screen (Fig. 10).
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Outlook

A1 -OBR o, ERE )T BE e (m|
~ JANA— ZENA 24NE— v %k BOC
ZiEMA 16 Bz 20 2 BREEARMIEDERA- M Fe-8
TEx b AR 2017/01/18
ZOAt 0K KOO
A OL-F 1L BTN 2017/01/18
% XXX XAXXK
WALBREHT I AL 2017/01/17
Tl A=)k FFaxs b 2
— )\ AR NSRS it T
RN FHAMEREA TP 1L 2017/01/17
> B= XK XHXHK
+ f HEAFORE? 2017/01/17
XXKH XXXKK
FHEOE 2017/01/17
Microsoft Online Services Team
Exchange Online (7> 2) OCHIARMAOZR 2017/01/17 E e @J
v i
3 A '
Figure 9 Create an email
38 BCC
% To
CcC
GEXecn Subje
ct
Main
text
& [calibri vz B I U 2+ -
(w1 se
TANT-FZETF & (HREL) X

Figure 10 Emalil creation screen

Write the main text of the email in the large square in the center. Write the email
subject in the [Add a subject], and the email address of your email’s recipient in [To].
When sending the email to multiple recipients, separate each email with a comma (,).
Enter the email address of the person to whom you want to send an email copy in [CC].
When you want to send a blind carbon copy, click “BCC” next to [To]. After you completed

the above steps, click .
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CC and BCC

mCC: An abbreviation of “carbon copy”. Everyone who received the email can see who sent
it, so it is suitable for applications such as confirmation emails that say, “I sent you this
kind of email”. Multiple email addresses will be notified to other delivery destinations, so
the purpose of use needs to be clearly defined.

mBCC: An abbreviation of “blind carbon copy”. Email addresses in BCC are not displayed
in the email. In the case of BCC, the other recipients of the email are not known, so it is
used when sending an email to an unspecified number of people all at once.

In order to attach a file to an email and send it, click at the bottom of the email creation
screen to display [Browse this computer] or [Browse Cloud]. Next, when you click
[Browse this computer], a list of files on your computer (Fig. 11) will be displayed, so
select the file you want to attach, and click [Openl].

=1 %
< AL« 2 T v o [ Fsoss »
=E - HLLTAS
v s 497 IR tEE
KIusg Recorded TV
W 7RIy T 1Ty I05y0-K
¥ Fovo-F v P iSSPV
B ok KUy I0EIFe
- s KTV9I087%
=7 RV I0I2-97
= =z
D za-ven
/@ OneDrive
H rcC
= U1 FRIE | < R
B0 Frtll

Figure 11 Select attachment

BCC

CcC

TP It X
340 )4k v

EN <= v

Figure 12 Email creation screen (with attachment)

If you want to delete the attachment before sending, click the ™ next to the
attachment in the email creation screen (Fig. 12), and click [Remove attachment].
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If the file size is too large, then it may not be sent. The maximum size that can be
sent depends on the settings of the mail server. If exceeding 3 MB, then consider
another communication method. Additionally, folders cannot be sent, so in such cases,
you will need to use compression / archive software to create a file that contains all
folders (see “9.8.1. Compressing and archiving files”).

[Reference]
The National Institute of Informatics (NII) provides a file transfer service.
University members can use this service. Please see the next page for details.
https!//meatwiki.nii.ac.jp/confluence/pages/viewpage.action?pageld=21448920

(2) Reply to email

First, select the email you want to reply to from the list of received emails, and display
it on the Reading Pane. Next, click the [Reply] button at the top of the Reading Pane,
and the reply email creation screen (Fig. 13) will appear. The recipient’s email address
is automatically entered as the destination. Additionally, RE: <Subject of received email>
is automatically entered as the subject (for example, if the subject of the received email
is “Inquiry”, then the subject of the reply email will be “RE: Inquiry”. In order to edit the

subject, click the <" next to the recipient email address). The rest is the same as when
usually sending an email.

e T K KR s

Ic
®

<& [vu cothic ur |2 v B I
EROER

Figure 13 Reply emalil creation screen

i
it
i

(3) Forward an email

Transferring a received email to another destination is referred to as “forwarding an
email”’. When forwarding an email, first click on the email you want to forward, and
then click the [Forward] next to [Reply alll. The rest is the same as when usually
sending an email.

(4) Confirmation of sent email

when confirming that an email has been sent, clicking on the EERHTATL ip the
Navigation Pane displays a list of emails that have been sent, so you can select an
email from the list and click it.
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Outlook

Fe DFERNE v E MR @F-mT Bhv HdEv

= 2209 ERRA AT A 7 A= Jla%(E
v BEICAD fo: TIPS 2 BB BRI - Er-m
- I [ e_ & % ER
SR 16 LSl 1 |
Tl S
EAASFIrh WY
MEEATITL 0000, W, 0 A-RERELET,
7 L]
7
aT
——— List of sent emails Mail content (preview)

Figure 14 Sent email

9.2.4 Deleting emails

In order to delete received or sent emails, click the email you want to delete from the
email list, and click on either M B¥ from the toolbar or I next to the email. If you
want to delete multiple emails at once, then check the checkboxes of those emails, and
then click T #E (checkboxes appear to the left of each email when you click on it or
hover over it).

Deleted emails do not disappear immediately, but are temporarily moved to “Deleted
items” for storage. These emails can be browsed by clicking on BE&&717A in the
Navigation Pane, and you can restore emails that you accidentally deleted from here.

Click W SNTHIBR in order to delete all deleted items. Emails deleted from the deleted
1tems cannot be recovered.

9.2.5 Organizing emails
Microsoft 365 has folders for sorting and storing emails. These folders can be
browsed from the Navigation Pane. The seven default folders are [Inbox], [Drafts],
[Sent Items], [Deleted Items], [Archivel, [Notes], and [Spam]. However, you can also
create new folders (called subfolders) within these and store your emails there.
(1) Creating subfolders
A) Right-click the folder where you want to create a subfolder.
B) Click [Create new folder] (Fig. 15).
C) Enter a name for the subfolder (Fig. 16).
You can also create subfolders within subfolders using the same procedure.
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Figure 15 Creating Figure 16 Inputting subfolder
subfolders name

(2) Moving emails
In order to move an email to another folder, select the email you want to move from
the list, click it, and drag and drop it to the destination folder.

9.2.6 Contacts
You can register email addresses, names, and other information as contact
information. If this is registered as a contact, then inputting an email address will
become easy when creating an email.
(1) Clicking the H on the left end of the navigation buttons and selecting [Contacts]
will switch you to your contacts (Fig. 17).
(2) Ifyou click on [New contact], then this will display the contact registration screen.
Here, enter names, email addresses, etc., and click [Create].

(SR - B ]

Figure 17 Contact management screen

In order to use a contact, click Fig. 10 in the mail creation screen ( ) to display

a list of registered contacts. When clicking on * next to the name, and then clicking
[Save] in the bottom right to close it, then the email address of that contact will be
automatically entered as the destination.
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9.2.7 Creating a signature

The signature is the name, affiliation, contact information, etc. described at the end
of the email. You can set it so that your signature is automatically added to newly
composed emails, replies, and forwarded emails.

The procedure for creating a signature is as follows.

ey
@

Click on the gear icon kil in the upper right corner of the screen, then click [View
all Outlook settings] at the bottom of the menu.

From the menu that appears, click [Compose and replyl under [Maill to open the
signature input section (Fig. 18).

= —
ax AE L1779k
0 mrskn || teeueEts
AT I71)
B 28 |
=
B X-=)
—RALE
EKREA-))
R ERE
TII3VDHAINARX
T4V EEZTTR N
A=)z [EHA

Figure 18 Creating a signature

(3) Enter the signature name in the [Edit signature name] field in the signature ed-

iting screen (Fig. 19). Use half-width alphanumeric characters in the [Edit signa-
ture name]. Next, enter the signature content in the entry field below this, and
then click [Save]. When you save the signature, you can select the signature you
entered in [For New Messages:] and [For Replies/Forwards] in the [Select Default
Signatures], so select the signatures you want to use for each, and click [Save]
again.
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Figure 19 Signature editing screen

9.2.8 Automatic forwarding of email
We do not recommend using this for the forwarding of emails. If you will be using
this, then please do so after confirming the setting methods independently.

9.2.9 Signing out

When done with (signing out of) Microsoft 365, first, click the
corner of the screen, and then click [Sign out] (Fig. 20).

in the upper right
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Figure 20 Sign out

9.3 Reference
9.3.1 Compressing and archiving files

Reducing the amount of data without changing the actual file is referred to as
“compression”, and the process of combining multiple files into a single file while
preserving the folder structure is referred to as “archiving”. Compressing and archiving
are often done together.
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The procedure for compressing and archiving files using the standard functions of
Windows 10 is as follows.

(1) Select the file or folder you want to compress / archive and right-click.

(2) Select [Send to] — [Compressed (zipped) folder].

(3) Name the file after compression (***.zip).
Conversely, in order to restore (decompress) a compressed / archived file, select the file
(*** zip), right-click, and select [Extract alll.

9.3.2 Email software

You can read and write Microsoft 365 emails with PC software. For example, there is
the following email software.

® Outlook (for desktop)

® Thunderbird

® 10S mail app

® Mac mail app

Please refer to the following page for email software:

https://www.u.tsukuba.ac.jp/email-s-client/

9.4 Warning when you are using Internet
9.4.1 Be careful when registering

Sites will often require a username and password. Avoid using the same password on
multiple sites, since the leaking of a single password puts all your accounts with the same
password at risk. Also, passwords registered with websites that do not use SSL are easily
discovered. However, even if the website uses SSL, there is a chance that it is a fake website.
Extra care is needed when registering your bank number of credit card number.

9.4.2 Do not accept requests from strangers

Do not accept requests from strangers. It is possible that such requests are sent to an
unspecified number of people who use email. Such claims can show the recipient’s
connection sources and operating system (OS) in an attempt to threaten. Such claims are to
be ignored.

9.5 Using Email

This section shows the matters of caution related to using email. In this reference shall be
made to the “Rules & Manners on using the Internet,” published by IAJapan
(http://www.iajapan.org/rule/rule4general/).

9.5.1 Security

It is difficult to assure the reliability and security of an email. Since e-mail is sent through
various networks, there is an inherent possibility of it being snooped or being lost in the
process. You should not exchange individual information such as your bank account
number, credit card number, and password through email.

9.5.2 Email title or subject
Your email should have a simple title or subject so that its content can be understood at a glance.

9.5.3 Confirmation of address

It is impossible to delete an email you sent. At the University of Tsukuba, the email address
of students is based on the students’ ID number. Thus, a single misspelling can cause the
email to be sent to someone else. Make sure to spell the e-mail address correctly before
posting.
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9.5.4 Symbols to use

Since various types of PC are connected to the Internet, some symbols such as non-
alphabet characters and half-width katakana are not correctly displayed, depending on PC.
Do not use such characters when writing an e-mail.

9.5.5 Email content
Do not impersonate someone else. Do not edit someone’s email and forward it.
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9.6 Manners when writing an Email
Though email is a favorite medium, it is important to not forget about proper manners
when writing an email.

9.6.1 Language

Unlike face-to-face conversation, where facial expressions or tone of voice are
transmitted along with the message, this is not the case with e-mail, which consists only
of letters. Therefore, it is necessary to think about how the message will be received by
the recipient. Avoid using aggravating or antagonizing language, be tolerant, and do not
respond to provocative messages.

9.6.2 Emoticons/emoji

Though emoticons are commonly used on cell-phone chats, avoid using them with
people whom you are not close with. Avoid using emoticons toward superiors, strangers
or formal emails. Also, note that PCs often do not support emoji, so avoid using them
when writing e-mails.

9.6.3 About the reply from addressees

Do not expect an immediate response from the person you have sent an email to. It is
possible that the addressee is not using a computer presently, and there is always a
chance that your email was not correctly received.

9.7 How to write sentences on Email

When writing emails, it is important to consider readability. In contrast to books, text
displayed digitally tends to be harder to read. It is therefore important to improve
readability by leaving space between paragraphs and starting on a new line when
appropriate. Make sure your text is concise and on-point. Only quote when necessary
and keep your sentences short

9.7.1 Example of proper email writing
Similar to writing letters, there are rules for writing an email.

Capture the main point of the email in the subject line

Subject (A —JLHER) © EIEDHEL Put the name of addressee at the top.
Don’t abbreviate the addressee’s company

name, organization, or belonging.

WEA%EE« | Ex) Incorrect: XYZ Corp.

Correct: XYZ Corporation
FHAFEDOHFEALTY ‘ T
S~ Write your name and affiliation.
SANBICKRERM TOAT STV aAVTUOTRAMIHET S LICHRYELR, £
[CHA2ZEWEEELOOT, xxBHAHWIX X BIZEFAVLEZVLDOTTLS, £EDD
MEDRBVWESHBZEHA N EITLALTL &£ 5H,

1R ERTFE
HERS 2020xxXXX
PR KER
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