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1. The Nomination Message

1) You should have received a message from noreply@iris.rikkyo.ac.jp as below.

2) Click the URL marked in red.
3) One university has one account which can be accessed by multiple users with respective email address and

password. (Please refer to P.

[Rikkyo] Exchange Nominations for Spring 2025 admissions | [37# A=) 2025 EHZD / =R—/3 & @
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noraply @iris.rikkyo.ac.jp
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CHA RS RO ESES
Dear Parnnars

s emmail was sent 1o you automatcally from Rikkyo Umiversity's application systam for our exchange program

Plezsa note that cu’ nominatior and apphcation system has been renawed staring with the stud=nts admrired in Spong 2025

Plees= logh fium e URL blow and J=ck Uie nunning o and spplicaiion st edule o B2 0w pan
The Irita passworc O loghn Is “rikkyo
Progrars : 2025 Spiing Apolcatiun fa Siudent Exchiangs Progian (nte-Colege 4gresinenls

Y Y Y Y g% 4% i
Nceminatior & Applicati o] | ' al
Login URL (for partner)): htlp /iris rikkyo.ac jplparnertastbusinessunive sitvtwo'recrugment/show J



mailto:noreply@iris.rikkyo.ac.jp

1. Logging in

1) The URL will lead you to the log-in page that looks like below.
2) Type in the email address that you received the nomination message and “rikkyo” for the initial password.
3) Once you logged in, please change the password to a unique one.

Enalish =

E-mail Your email address Password  rikkyo

m Click here if wou forgot your password




2. Nomination: Top Page

* Once you logged in, you will see the screen as below.
* To nominate students, click “Student” on the top menu.

u.r;'.'.',':ii Eé;b DP User Program Application Student

" NUm of NOMINaDo"E
Apply dote(1ST) e dg:: R (Dluding Rejected and ':I"'WL::: N'.""'I't Confirmed | Approved
Withdrawal) \oquodta Apply
m (Inter-
2024/0%/01 202471043 6 Business




2. Nomination: Nominate your students

1) Click “Nomination”

Program Application

[weee | e
m Emnall Address Apolication Category Latest Appy LaT2sK StatLs Uadate date

Emall Address




2. Nomination: Nominate your students

1) Fill out student’s name and student’s email address. You can leave the rest blank.
2) Click “Save” on the right top.

wnéﬁi'[.:'m TOP User Program Application Student

English = Clear Back

Login Mot Allowed Flag

Name In English(same

order as in your MARIA HANAKO SMITH Name (Katakana)

passport)i

Name (kanji) Sex v

Date of Birth

Phone Mumber

Email Address: hsmith @ oo, x00. X0

Password

Password confirmation

Nationality w
Birthplace

Present address




ATE ) PN

2. Nomination: Nominate your students RIKKYO UNIVERSITY

1) Click “Yes” to “Do you want to nominate?”

Do you want to
nominate?

2) Click “Inter-College” for “Application Category”

3) Choose the term and agreement type for “Program” Ztrngmw ;A;[BAHANAKZSMH:’ -
4) Choose “Business” for “Program Detail” Application Category © Inter-College \\
5) Choose Study level and the exchange term Program 2025 Spring Application for Student Exchange Program (Inter-College agreements) v |
6) Please fill in in “Comments”, if there is anything FRCET EEE

we should know about the student. R

Period of Study ® One semester O Full year

7) Click “Check”

Comments




2. Nomination: Nominate your students

1) Review what you put and click “Nomination” if the information is correct.

Home University
Student Name

Application Category

Program

Program Detail

Course

Period of Study
Comments
Program Year
Program period
Student Birthday

Student email

s [ e |

Test Business University2
JENNIFER SMITHH
Inter-College

2025 Spring Application for Student Exchange Program (Inter-College
agreements)

Business
Undergraduate

Full year

2025 Spring
2024/09/01 - 2024/10/31

1sMIth @000 XK. XX

2) “Nominated” message will come up. Your nomination is completed!

Application.

No:255U10004

Nominated

Your student is nominated.
You can check the data from

ATE ) PN

RIKKYO UNIVERSITY



2. Nomination: See Application Status

* You can see the list of nominated students under the “Application” tab. The status should say “Nominated” when

the nomination is completed.

» As your student moves forward with the application process, the application status will be updated.

TOP User

Application
numier

Program

Name In English{same orc 1

as in your passport)

| Application \
Application
status

Application
Category

ATE ) PN

RIKKYO UNIVERSITY

Student

2025 Spring Applicaticn for Student

==

Period of Program Update user/Update
Department Courss Program
- pEﬂDd

Inter- 2025/4 -
O | 25sui0004 STUDENT STUDENT Nominated o . Undergraduats | Half Year ﬂ:: - Exchange Program (Inter-University partnerl / 2024/08/23
—nversity =mes agresments)
Inter 50254 2025 Spring Application for Student
er= A 8 Fdn T -
C 255010003 STUDENT SEVEM Nominated niversity Master Half Year "-"-2;:*8 Exchange Program (Inter-University partnerl / 202408721
- ! o agreements)
Intar 032574 - 2025 Spring Application for Student
(] 255010002 STUDENT EIGHT Mominated o Undergraduate | Half Year ' Exchange Pragram (Inter-University partnerl / 2024,/08/21
University 2025/8 .
agreements)
e e P 2025 Spring Application for Student el AL




3. Add Users

You can add multiple users to one institution account. Each user can set up its own password attached to the email address.

1) Go to “User” tab.
2) Click “Register”
3) Type in the information and click “Save”

Program Application Student

=
Search user name (English Letter) User name (kanji) Authority Classification Not Allowed

1~2 / 2 Ttems acepartnarg Administrator

acepartnerl Administrator

1~2 / 2 Items
Authority Classification

User name (English Letter)
Partial match
User name (kanji)

Partial match
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3. Add Users

1) Fill out the information.

2) Choose “Administrator” for “Authority Classification”.

3) Click “Save” on the right top.

4) Unfortunately you will not be able to delete the user once it’s registered. However, you can disallow the user from
accessing the account by clicking “Login Not Allowed Flag”.

Program Application Student

Responsible

category

AUth(_)':'ty L @® Administrator_ User Login Not
Classification Allowed Flag

User name
(English | Megumi Higuchi
Letter)

User name
(Katakana)

User name
(kanji) | |

Email Address: | megumihiguchi@example.ct|

Password
confirmation:#

Password: [TTTYTYYS |
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Any Questions?

If you have any questions about the new online nomination/application system,
please feel free to contact us at cobincoming@rikkyo.ac.jp.

Thank you.
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