Manual for Online Application System

(College of Information Science and Engineering)

College of Information Science and Engineering, Ritsumeikan University

Email: johokobo@st.ritsumei.ac.jp

1. Input method
@® Please enter the information after confirming the notes in each field.
@ Once you enter your date of birth, your age at the time of appointment will be automatically
calculated (enter the date in the Western calendar using half-width numbers).
® If you are currently living outside of Japan, you do not need to enter your zip code and
prefecture.
@ The "Present Post" field should be entered out as follows
1) Enter the name and position of the current organization. In the case of a university, enter
the college and position, e.g., professor.
2) In the case of more than one present post, enter the primary present post.
3) In the case of fixed-term faculty member, enter (fixed-term) after the position.

4) If there is no present post, please leave it blank.

® The "Final Academic Background" field should be entered as follows
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1) Enter the name of the university in the case of "graduation," "completion," "maturity
withdrawal," or "withdrawal with credits," from a university, a technical college, or a school
recognhized as equivalent or higher (hereinafter referred to as "university, etc.").

(If you have dropped out of school, do not write it in your educational history.)

2) Inthe case of a university, enter up to the department or college. In the case of a graduate

school, enter the name of the graduate school, major, and course of study.
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(Even if the name of the school has been changed after “graduation,” “completion,” please
enter the name of the school at the time of enrollment.)
3) Enter the name of the university, department or college at the time you were enrolled, and
in the case of a graduate school, the name of the graduate school and major.
4) If there is more than one "completion" of an equivalent course of study, enter one university
specializing in the field of information engineering etc.
5) If your final academic background is from an educational institution other than "university,

etc.", enter it.



6) If the university or graduate school is outside Japan, enter the name of the university (up
to the name of the program) followed by the name of the country in parentheses.

—Example: "Graduated from OOO University, College of XXX(name of country)"

® The "Degree" field should be entered out as follows

1) If you have doctoral degree (Ph.D.) (or a master's degree), enter the name of the last
degree, the awarding university, and the year day of acquisition.

2) If the applicant received a doctoral degree (or master's degree) in Japan before July 1991,
enter "Ph.D. in Degree (University)"; if the applicant received a doctoral degree after
August 1991, enter " Ph.D. (Degree, University)".

@ Please enter the title of your doctoral dissertation in the “Ph.D. Dissertation Title” field.
Do not enter the name of the master's thesis and the thesis under review.
In the "Main Research Achievements (1), (2), and (3)" fields, please enter not only the title

but also the same content as that entered the "V. Research Achievements: Three Main

Research Achievements "the Curriculum Vitae” field. (See below).
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<Possible input errors e.g.>
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ddIf the message "Please confirm your entry” is displayed, it may be that the maximum
number of characters (MAX 128 bytes / full-width 64 characters) has been exceeded. In that

case, please enter the information in the order listed in the CV to the extent possible.



©® The file name should be as follows (from the "Curriculum Vitae" field to the "Other

Attachments as Specified" field).

®  Curriculum Vitae _Name

[ ) Certificate of Last Degree _Name

) Other Attachments as Specified _Name
- Research Achievements (Form A) _Name
- Main Research Achievements (books or papers) (1), (2), (3), (4), (5) (abstract) _Name
- Summary of research to date and future research plans _ Name etc.

*Please check the application guidelines for the required documents.

@ The maximum file size that can be uploaded for each item is 10 MiB. Only the "Other

Attachments as Specified" field allows uploads of up to 70 MiB. Please compress all other

attachments and submit them in one zip file. Please do not password-protect the files you

submit.

@ Please submit the "Curriculum Vitae" field as a PDF file (Convert the Excel file in the
prescribed format to PDF) and the "Certificate of Last Degree" field as a PDF file (Convert
the scanned file to PDF.)

@ Please check the "Confirmation" box after confirming the contents of the form. If you cannot
pledge, you will not be able to apply for.

@ When you have completed all the information, click the "Send" button. If you do not click
the "Send" button, your data will not be sent (your application will not be completed). If you
need to make any corrections, click "Back" to make the corrections, click "Send" again to

confirm, and then click "Send" on the confirmation screen to apply for.

Notes on Entry

@ Please make sure that the name of the College/Graduate Schools and the name of the
Courses and the Appointment Positions, the Appointment Date or Period match the
recruitment you wish to apply for.

@ You can enter your application even after the closing time of the application reception, but
we manage applications based on the time the form was submitted. Applications received
after the application deadline will not be accepted.

® This application system is only available in Japanese and English.

@ There is no time limit for inputting information on the application screen, but the
confirmation screen will time out after 5 minutes and the information you have entered will
be lost. Please confirm within 5 minutes.

EOD.



