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(1) Semesters
The academic year consists of a Spring Semester and Fall Semester. Each semester has three modules.

The semesters begin and end on the following dates:

Spring: April 1 - September 30

Fall: October 1 - March 31

General Guide to Academic Courses and Registration

The Spring A, B, and C modules comprise the Spring Semester, and the Fall A, B, and C modules comprise the Fall Semester.
Refer to the table below and the academic calendar for the periods of the modules, start dates, and exam dates of AY 2020.

Period of Courses Beginning in Period of Courses Beginning in Period of Courses Beginning in
Module A Module B Module C

Spring ABC | April 27 - July 31 Spring BC | May 30 - July 31 Spring C | July 6 - July 31
w2
g, Spring AB April 27 - June 27 Spring B May 30 - June 27 - -
P
g
2 Spring A April 27 - May 29 - - - -
e

Spring AB module final exam dates: June 29 - July 3

Spring ABC module final exam dates: August 3 - August 7

November 11 - January 6 -
Fall ABC October 1 - Feb 8 Fall BC Fall C
2 ctober eomary 2 February 8 2 February 15

Fall AB October 1 - December 21 Fall B November 11 - - -
- December 21
()
Q Fall A October 1 - November 5 - - - -
;
@ | Fall module A examination preparation day: November 10

Fall AB module final exam dates: December 22 - 28

Fall ABC module final exam dates: February 4 and 9 — 15

Fall module C examination preparation day: February 16

Examination preparation day means the day for performing test of the course which is completed in a single module. In

principle, for the course which is set up the period longer than a single module and the course which is completed in a single

module and will not perform the test, the day will be off. For the spring semester in AY 2020, no examination preparation day

is available.

(2) Course Timetable
The tables below show the course periods in each category: (75-minute periods)

[Tsukuba Campus] (Monday - Friday)

Period Start - End Recess
1st Period 8:40 - 9:55 9:55-10:10
2nd Period 10:10 - 11:25 11:25 - 12:15
3rd Period 12:15 - 13:30 13:30 - 13:45
4th Period 13:45 - 15:00 15:00 - 15:15
5th Period 15:15-16:30 16:30 - 16:45
6th Period 16:45 - 18:00
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Course timetable pertaining to the special provisions for education methods prescribed in Article 14 of the Standards for the
Establishment of Graduate Schools

Period Start - End Recess
7th Period 18:00 - 19:15 19:15-19:20
8th Period 19:20 - 20:35

[Tokyo Campus] (Tuesday - Saturday. Note that classes are scheduled for the 7th and 8th periods from Tuesday to Friday, and
for the st to 8th periods on Saturday.)

Period Start - End Recess

1st Period 8:55-10:10 10:10 - 10:20
2nd Period 10:20 - 11:35 11:35-11:45
3rd Period 11:45 - 13:00 13:00 - 13:45
4th Period 13:45 - 15:00 15:00 - 15:10
5th Period 15:10 - 16:25 16:25 - 16:35
6th Period 16:35-17:50 17:50 - 18:20
7th Period 18:20-19:35 19:35-19:45
8th Period 19:45 -21:00

Credits and Hours

One unit of credit requires 45 hours of academic work. Based on this standard, the hours shown below are required:
Lectures and Class Exercises: 15 - 30 hours per credit

Experiments, Practical Training, Practical Exercises: 30 - 45 hours per credit

* The University of Tsukuba calculates 1 class period (75 minutes) as 1.5 hours (90 minutes).

Course Catalog
(i) The University of Tsukuba website
The Course Catalog for each academic year is available on the University’s website.
URL  https://www.tsukuba.ac.jp/education/g-courses/g-tsukuba_tokyo.html
The Catalog is updated at the beginning of each academic year. Please note that some new classes are not included, and

information on place and time may be changed.

(ii) The Curriculum Scheduling Support System (KdB): https://kdb.tsukuba.ac.jp/
The Curriculum Scheduling Support System (KdB) is available for finding the latest information about courses and for

viewing syllabi. Please see “(12) Manual for the Curriculum Scheduling Support System (for Students)” for how to use the
System.


https://www.tsukuba.ac.jp/education/g-courses/g-tsukuba_tokyo.html

(iii) Teaching methods

The courses at the University of Tsukuba offer lectures, class exercises, experiments, or other relevant activities, while some

of the courses use two or more of these teaching methods.

The Course Catalog shows which of the teaching methods each course uses as below:

Code Teaching methods Code Teaching methods

Class exercises, practical training,

1 Lectures 6 . . :
experiments, and practical exercises

Lectures, class exercises, practical training,

2 Class exercises 7 . X h
experiments, and practical exercises

Practical training, experiments, and

3 practical exercises 8 Thesis, research, etc.
4 Lectures and class exercises 0 Others
5 Lectures and practical training,

experiments, and practical exercises

(5) Course Registration
Students must register for the courses they plan to take during the given course registration period (see (iii) Course registration

schedule). Students are allowed to attend only the courses for which they have registered.

(i) Notes on course registration:

A.
B.

Receive guidance about the learning scheme from your academic advisor before course registration.

Courses already scheduled for specific days of the week and periods in a semester must be registered for during the
module’s course registration period. The schedules of some intensive courses may be undecided. They are announced
on the bulletin board and by other means as soon as the days of the week and periods are determined. Register for these
courses during the course registration period indicated in the announcement. (See (iii) below)

As a rule, courses for which a student has registered cannot be changed after the course registration period. If you need
to register for any additional courses or cancel registration for any courses after the course registration period ends,
contact the Graduate School Academic Affairs of the relevant Academic Service Office to take necessary steps to make
the changes.

You cannot register for multiple courses offered in the same class period on the same day of the week.

To take a course offered by a School or Graduate School outside of your major, receive approval from the course
instructor, your academic advisor and the head of your Program. Note that if you intend to take a teacher training course
offered by a School in order to become certified, register for the course as the School’s non-degree student. (You need
to complete a certain procedure in order to attend a course as the School’s non-degree student. Contact the Graduate
School Academic Affairs of the relevant Academic Service Office.)

Changes in class schedules are announced on the bulletin board or by other means. Please check the latest schedules
before course registration.

You cannot re-take any course from which you have already earned credits (i.e., completing the same course more than
once).

The same registration code can be shared among multiple courses. Please make sure to use the code corresponding to
your affiliation and the year you enrolled when you register courses.

(ii) How to register for courses

Use the online system “TWINS” to register for courses. (https://twins.tsukuba.ac.jp/)

When students enroll at the University, they each receive a card that shows an ID for the Unified Authentication System and
a default password. Use the ID and password to log on to TWINS. Please refer to “(11) Using TWINS” for instructions on
how to use the system and register for the courses within the given course registration period.

If you need to have your password for the Unified Authentication System re-issued because you have lost it or for any other

reasons, submit a request for re-issue to the Academic Information Media Center or the University Library.



(iii) Course registration schedules
Please see the schedule of course registration and grading on the page shown after logging in to TWINS.

* There may be a separate registration period for courses if the dates of intensive classes or the class instructors are undecided.
Please keep checking the bulletin board for any announcements.

(iv) Subject Area
1. The default value of “Major Subject,” “Foundation Subject for Major,” “General Foundation Subject,” or “Others (non-
requirement)” is automatically set for the “Subject Area” when you register for a course. You do not need to select a value
for each subject.
2. The default setting for the Subject Area may not correspond to the registration procedure. Go to the “View/Change the
Subject Area” on TWINS to change the value for the Subject Area if necessary.

[Codes for the Subject Area for Course Registration] * Applicable to students who enrolled in AY 2013 or thereafter.

Code Subject Area Code Subject Area
A Major Subject C General Foundation Subject
B Foundation Subject for Major D Other subjects

* Refer to the Graduate School Handbook for the year of your enrollment if you enrolled in AY 2012 or before.

(v) Registration for courses offered by Schools
1. To register for courses offered by any of the Schools pursuant to Article 37 of the Graduate School Regulations, go to
“Special Course Registration” on TWINS to fill out the form, have the seals of approval from your academic advisor and
the head of your Program affixed to it, and submit it to the Graduate School Academic Affairs of the relevant Academic
Service Office.
2. The course registration period for courses offered by Schools is the same as the Graduate School’s course registration period.
The Special Course Registration form must be submitted during the period.

(6) Grading and Examinations

(i) Grading and credits
According to grading philosophy stated in each course syllabus, course instructors grade the student’s overall performance on
a five-point scale (A+, A, B, C, and D) as shown below. A+, A, B, and C are passing grades, and thus the student earns the
course credits. D is a failing grade and credits are not granted. (The student’s transcript shows courses for which he or she has
earned credits by receiving A+, A, B, or C.)

[Scores required for the grades]
A+:90-100 A:80-89B:70-79 C:60-69 D: 59 or lower
In courses offered over two semesters, a student’s work will be evaluated each semester and overall grading will be conducted
at the end of the second semester.

(ii) Examinations and others
“Examinations and others” include tests administered on given examination dates, papers that must be submitted, and other
assignments during the semester. See the academic calendar for examination dates.

(iii) Where to find your grades
You can view your final grades on TWINS about three weeks after the end of the examination period.

(7) Approval of Credits Completed at Other Graduate Schools or Institutions before Enrollment

(i) Approval of credits
The University of Tsukuba may approve up to 10 transfer credits a student has earned for courses completed at another
institution before enrolling at the University (including credits earned as a non-degree student) pursuant to the Graduate School
Rules. These credits are converted to those required by the student’s Graduate School and Program.



The University may also approve more than 10 credits earned for courses completed at the University’s Graduate Schools
before enrolling in the current program (including credits earned as a non-degree student).

(ii) How to request approval
To request approval for transfer credits, fill out the “Transfer Credit Request Form™ available at the Graduate School Academic
Affairs at the relevant Academic Service Office soon after enrollment, and submit the complete Form, together with a transcript
from the graduate school that has granted the credits, to the same Academic Service Office by the deadline announced at the
new student orientation and on the bulletin board.

(8) Approval of Credits for Courses Completed at Other Graduate Schools by Transfer Students Enrolling in

the 3rd Year of the University’s 5-Year Doctoral Programs
Since the credits are processed for approval on the basis of the transcript submitted for enrollment, a transfer student does not

need to request approval. Please note that the University may ask for additional supporting documents or an interview if
further clarification is needed regarding the credits before granting approval.

(9) Graduate School Offices (Academic Service Offices)
The University of Tsukuba has the Academic Service Offices as administrative units for student services. These Offices
receive request and application forms, offer guidance on course registration, and handle the procedures for tuition waivers and
scholarships.
The table below shows the Academic Service Offices for the Graduate Schools and Programs. Please contact the relevant
Academic Service Office if any issues related to student services arise.
The administrative offices of the Graduate Schools and Programs are also available for assistance.

[For Students Enrolled in 2020]
Educational Organization Academic Service Office Location

Graduate School of Business Sciences, Humanities
and Social Sciences Humanities and Social Sciences Area 1A Building 3F
Degree Programs in Humanities and Social Sciences

Graduate School of Business Sciences, Humanities
and Social Sciences . . . . . . Tokyo Campus (Bunkyo School
Degree Programs in Business Sciences; Business Sciences g
Building 3F)
Law School Program;
MBA Program in International Business

Graduate School of Science and Technology

Degree Programs in Pure and Applied Sciences Pure and Applied Sciences Arca 1A Building 3F

Graduate School of Science and Technology

School of Integrative and Global Majors Systems and Information Engineering Area | 3A Building 2F

Ph.D. Program in Empowerment Informatics

Graduate School of Science and Technology Office of the Ph.D. Program in 3A Building 2F
Doctoral Program in Empowerment Informatics Empowerment Informatics uidng

Graduate School of Science and Technology
Degree Programs in Life and Earth Sciences;

Joint Master’s Degree Program in Sustainability and Life and Environmental Sciences Area 2B Building 3F
Environmental Sciences

Graduate School of Comprehensive Human Sciences
Degree Programs in Comprehensive Human 2C Building 2F

Sciences (Education; Psychology; Disability Human Sciences Area 2A Building 2F (after June 2020)
Sciences)




Graduate School of Comprehensive Human Sciences
Degree Programs in Comprehensive Human
Sciences (Neuroscience; Human Care Science;
Public Health (Doctor); Sports Medicine; Physical
Education, Health and Sport Sciences; Sport and
Olympic Studies; Coaching Science; Art; Design;
Heritage Studies);

Joint Master’s Program in International
Development and Peace through Sport;

Joint Doctoral Program in Advanced Physical
Education and Sports for Higher Education

Art and Sport Sciences Area

5C Building 2F

Graduate School of Comprehensive Human Sciences
Degree Programs in Comprehensive Human
Sciences (Medical Sciences; Public Health (Master),
Nursing Science)

Medical Sciences Area

4A Building 2F

Graduate School of Comprehensive Human Sciences
Degree Programs in Comprehensive Human
Sciences

International Joint Degree Master’s
Program in Agro-Biomedical Science in
Food and Health (GIP-TRIAD) Office

4E Building 6F

Graduate School of Comprehensive Human Sciences
Degree Programs in Comprehensive Human
Sciences (Counseling; Counseling Science;
Rehabilitation Science; Sport and Wellness
Promotion)

Business Sciences

Tokyo Campus (Bunkyo School
Building 3F)

Graduate School of Comprehensive Human Sciences
Master’s and Doctoral Programs in Informatics

Library, Information and Media Sciences
Area

7B Building 2F

Graduate School of Science Technology
Master’s and Doctoral Programs in Life Science
Innovation

Graduate School of Comprehensive Human Sciences
Master’s and Doctoral Programs in Life Science
Innovation; Doctoral Program in Human Biology

School of Integrative and Global Majors
Ph.D. Program in Humanics,

Administrative Office for the School of
Integrative and Global Majors

Laboratory for Advanced Research
ATF

[For Students Enrolled before 2019]

Educational Organization

Academic Service Office

Location

Master’s Program in Education

Human Sciences Area

2C Building 2F
2 A Building 2F (after June 2020)

Graduate School of Humanities and Social Sciences

Humanities and Social Sciences Area

1A Building 3F

Graduate School of Business Sciences

Business Sciences

Tokyo Campus (Bunkyo School
Building 3F)

Graduate School of Pure and Applied Sciences Pure and Applied Sciences Area 1A Building 3F
Graduate School of Systems and Information
Engineering

Systems and Information Engineering Area | 3A Building 2F

School of Integrative and Global Majors
Ph.D. Program in Empowerment Informatics

Graduate School of Life and Environmental Sciences

Life and Environmental Sciences Area

2B Building 3F




Graduate School of Comprehensive Human Sciences
Master's Program in Education Sciences; Master's
Program in Psychology; Master's Program in
Disability Sciences; Doctoral Program in Education;
Doctoral Program in School Education; Doctoral
Program in Psychology; Doctoral Program in
Disability Sciences

Human Sciences Area

2C Building 2F
2 A Building 2F (after June 2020)

Graduate School of Comprehensive Human Sciences
Master’s/Doctoral Program in Art and Design;
Master's Program in World Heritage Studies;
Master's/Doctoral Program in Kansei, Behavioral
and Brain Sciences; Master's Program in Physical
Education, Health and Sport Sciences; Doctoral
Program in Human Care Science; Doctoral
Program in Sports Medicine; Doctoral Program in
Physical Education, Health and Sport Sciences;
Doctoral Program in Coaching Science; Doctoral
Program in World Cultural Heritage Studies; Joint
Master's Program in International Development
and Peace through Sport; Joint Doctoral Program
in Advanced Physical Education and Sports for
Higher Education

Art and Sport Sciences Area

5C Building 2F

Graduate School of Comprehensive Human Sciences
Master's/Doctoral Program in Nursing Science;
Master's Program in Medical Sciences; Doctoral
Program in Biomedical Sciences; Doctoral
Program in Clinical Sciences

Medical Sciences Area

4A Building 2F

Graduate School of Comprehensive Human Sciences
International Joint Degree Master's Program in
Agro-Biomedical Science in Food and Health

International Joint Degree Master’s
Program in Agro-Biomedical Science in
Food and Health (GIP-TRIAD) Office

4E Building 6F

Graduate School of Comprehensive Human Sciences
Master's Program in Lifespan Development;
Master's Program in Sports and Health Promotion;
Doctoral Program in Lifespan Developmental
Sciences

Business Sciences

Tokyo Campus (Bunkyo School
Building 3F)

Graduate School of Library, Information and Media
Studies

Library, Information and Media Sciences
Area

7B Building 2F

School of Integrative and Global Majors
Ph.D. Program in Human Biology
Master's/Doctoral Program in Life Science
Innovation
Ph.D. Program in Humanics

Administrative Office for the School of
Integrative and Global Majors

Laboratory for Advanced Research
A7TF




(10) Classrooms
The Course Catalog uses codes to indicate classrooms as shown in the table below. If you have any questions, contact the
administrative office for the Graduate School or Program.

Classroom (Japanese) Classroom (English) Building and Floor
1D201 1D201 1D Building 2F, Room 201
4A204 4A204 4A Building 2F, Room 204
5C412 5C412 5C Building 4F, Room 412
7A203 7A203 7A Building 2F, Room 203
3A106 8A106 Master’s Programs in Humanities and Social Sciences Building,
Room 106
wa Alll 27111 Laboratory for Advanced Research A 1F, Room 111
& B110-1 37110-1 Laboratory for Advanced Research B 1F, Room 110
ANt A201 8E201 Institutes of Humanities and Social Sciences A 2F, Room 208
H%X B215 1K215 Institutes of Natural Sciences B 2F, Room 215
HELR B107 B107 Nat. Sci. Natural Science Building B 1F, Room 107
A[E A202 8C202 Institutes of Human Sciences A 2F, Room 202




(1) TWINSOFIFIZHT=>T  Use of TWINS

TWINS(DOW AT & id, IEXA % [Tsukuba Web-based Information Network System| & SV, HEKFEOHEEH L A
T LADERTT, FHORERECKERRIT, ZOTAT LA TITVET,
TWINS is a nickname of the educational 1nformat10n system of the University of Tsukuba. Its official name is “Tsukuba Web-based
Information Network System”. Students can register courses and confirm their academic assessment via this system.

@045 4> MDAE  How to login
TWINSIZ, Web” T U TLLFOURLIZT 7 BA LET, HAIED, HWENLOBEREY LET,

You can access to TWINS via Web browser: You can choose the Japanese Pages or the English Pages.

https://twins.tsukuba.ac.jp/

ﬁ?&k% I1-H-% JEXI—R OFA> | » English| » AR

University of Trukuba
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Please use Unified Authentication System password.

O EFEAOBASE O BAst
E LBhEST | BRIAPAN S¥IHEERT -3y TR BE. LATLALTF L ACHTIENSE =7
15258 (&) 16:45~ Currently, we do not have any announcements regarding the system mail
2018, 12/26
FEAESmeT O KOt 2010
=PRI TFEE D] T, AAT = NI AFRICERA LTS TRG8REY AT LIS A T — K| 1 — RIZFR#

ENTWVWET,

Your username to login is the same as your student ID number and your initial password is written on the card “Unified Authentication
System Password” which has been distributed to you.

OTWINSFIER =27 IL~ADT7 IR How to access to the user’ s manual for TWINS.
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FOR=LNX=VN HEFLEDTT~] ORXR=DICBE L ET)

You can find the user’s manual for TWINS from “Manual” button on the menu bar for details. (When you click the “Manual”, it jumps
to the university home page “Current students”.)
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OTWINSICEET HfEL\EHE For more information about TWINS
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We would like to get your feedback and inquiries at qa.twins@un.tsukuba.ac.jp. Please contact to academic service office regarding
Subject register and academic records.
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the course registration by TWINS
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From the Menu, choose the “Course”, and
then click on the “Course registration,
Registration status” which is following the
sub menu.
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Even if you click on “None” before or after
the register period, nothing happens.
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If and when registering for courses which are intensivi
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or out of the given period of the registration, click on the “Register for
intensive courses”.
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On this left screen, enter the course code and click “Register” button.
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When the registration is completed, confirm the subject is displayed in a
column of the day and that of the period.

Regarding the “Intensive course”, the result is seen at the bottom of the
screen.
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If you don’t know the course code, click the link “Course search”.
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1. Some courses, the class supervisor / the instructor or the semesters are yet to be determined, which exist on a course list as a
designated subject. Those courses are, however, not recorded on TWINS, thus the screen does not reflect on the search results at that
time. In that case, the course registration is available after the pending conditions (such as the class supervisor/ the instructor or the

semester) are settled.

2. The Course Affiliation is assigned to the school or the center. Narrowing the target by the college or the major is not possible for the




search.

3. “Setup Category”, “Course Affiliation”,

“Term”,

“Day”, “Period” and “Regular year level of course” are automatically set

according to your enrolment school year or the other information. Thus, please change the items in case of the needs.
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When you click the search button, a list
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see on your left hand side. Choose an
*|" intended subject, then the screen comes
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Color coding for the registration subjects:
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Yellow: Single module / Orange: Multiple modules

About pre-registration by TWINS
CHERIRE - ZEREICOWVWTOMHY — T Ly FEEA L THETOT,
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Regarding Pre-Registration / Course Registration Adjustment, please refer the leaflet we have distributed to explain that.
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Issuance of Certification
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TWINS provides various certificates such as Student discount certificate, Certificate of Enrollment, Transcript of Academic Record,
Health Certificate and Certificate of Expected Graduation. When the current student needs to obtain the certificates, please operate an
“Automatic Certificate Issuing Machine” by yourself. The machines are placed on the campus.

Issuing machines:

The setting places of the machines are Academic Service Offices, Student Plaza, University Hall, Shimoda Marine Research Center
and Sugadaira Montane Research Center. The operation-hour of the machines is different in each setting place, but available form of

the certificates is the same.

SFEAZ BEHKITHOHRESA The installation locations of issuing machines

REBEGET

The installation location

BRYEDHI A BRF

Operating time
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Contact for out of paper and so on
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In the Academic service office (3A, 2F), Dai-san Area

2 VT BB SUREN

In the Academic service office (2B, 3F), Dai-ni Area
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H W~
Monday - Friday

VAT AMERT Y 7 SRE FHEE
Undergraduate courses educational affairs,

Academic Service Office for the Systems and
Information Engineering Area

AARBREE T U 7 SR AR

Student affairs, Academic Service Office for the
Life and Environmental Sciences Area

ANMx= VD 7 X RS

The space in front of the Office for Students with Disabilities (2A 9:00~17:00 Undergraduate courses educational affairs,

2F), Dai-ni Area Academic Service Office for the Human Sciences
Area

W=V 7 NGk KB BT = ) 7 XBE FRERT;

In the Academic service office (1A, 3F), Dai-ichi Area Undergraduate courses educational affairs,
Academic Service Office for thePure and Applied
Sciences Area
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A= Monday - Friday

Entrance hall, Student Plaza (1D, 2F), Dai—ichi Area 9:00~21:00 Students planning section, Division of Student

Welfare

KEFLFET U T IPHR2ME  FEHEN
In the office of bild. 9P 2nd floor, Daigaku-kaikan Area

K= ) 7 BCHR2ME N

In the Academic service office (5C, 2F), Tai-gei Area
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Monday — Friday

AR (1A101)
Division of Student Exchange,
Student Affairs

Department of

WEZM U 7 34gE FAIE
Student affairs, Academic Service Office for the
Art and Sport Sciences Area

EERR T U 7 SRS A SR

Entrance hall In bild. 4A 2nd floor, Ilgaku—iryou Area 9:00~17:00 Student Support, Academic Service Office for the
Medical Sciences Area
FERDT TBER2ME “FAESEEN BIEAE T V) 7 3RS FAEER
In the Student Support Section (7B, 2F), AKasuga Area Student Support Section, the Academic Service
Office for the Library, Information and Media
Studies Area
WA F v V8 A SURUR A 3334 fhas N KB 4% KR~ e NRFEPE SRS By
EWN Tuesday — Friday Academic Service Office for the Business Sciences
In the Academic service office for the Business Sciences Area (3F 10:00~21:10 Area
#334), Tokyo Campus
j:ﬁ@ Saturday
10:00~20:00
H H%ag Monday
10:00~18:30
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In the office, Dai—ichi-kenkyut—tou (1F), Shimoda Marine Research
Center
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In the office, Sugadaira Montane Research Center
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Monday — Friday

9:00~17:00
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Office for the Shimoda Marine Research Center

EERERE 2 — FHE

Office for the Sugadaira Montane Research Center
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Curriculum Scheduling Support System Manual (For Students)
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1. What is the Curriculum Scheduling Support System
The Curriculum Scheduling Support System (KdB) is a database that manages/publishes information
regarding courses offered at the University of Tsukuba. As of now, it has been created in excel by each
educational organization every academic year and distributed in print, however we are striving to integrate the
databases to enhance the consistency and renewability of the data.

Please launch a web browser and access https://kdb.tsukuba.ac.jp. Supported browsers are the latest and

second latest versions of Internet Explorer/Firefox/Google Chrome/Safari. At the top of the screen in the
menu area, there will be a place to enter a user ID and password to log in but students will not be able to do
sO.

Switching Displayed Languages between Japanese/English
When you first access the website the page will be displayed in Japanese, but you can select “English” from
the pull down menu by clicking “HZAEE” located on the top right of the screen. (It is to the right of the Login
button)
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2. Course Searches and Downloading the Course List
Classes will not be displayed just by accessing the website. By specifying the search criteria and clicking the
“Search” button, the relevant courses will be displayed. You can refine your search through the following 8
criteria. (Figure 1)
Academic year (specification is required)
Term/Module (partial match; courses that are offered within the specified module will be displayed)
Day (partial match; courses that are offered within the specified day of the week will be displayed)
Period (partial match; courses that are offered within the specified time period will be displayed)
Classroom (Courses held in the specified classroom will be displayed)
Requisite (Courses belonging to the specified group will be displayed)
Keyword Search (Courses that match with the keyword will be displayed)
Checkbox
O MEZ - 27 32 %5 T Include outline * syllabus” (check if you want to display the outline and

© Q06006

the syllabus information)
O FH%EE4E %5 For Credited Auditors” (check if you want to display the courses that
allows Credited Auditors to apply)
If you specify more than one criterion and hit the search button, only the courses that meet all of the specified
criteria will be displayed. (Figure 2) To be able to create a timetable at the same time, a timetable tab for each
module will be added at the upper middle section of the screen, and on the right side of the screen, an overview

timetable will be displayed.

- 3
EERE—E
2014 & * f}*,ﬁﬂagm@ . aééaagg? . E%ﬂaagﬁ . %ﬁ{@%‘ - g -
@ WE-oS/aEst U NESEEEAR | m®

1 FRER DA

Figure 1 The Search Screen
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Search Tips

You have the option to use wild card as a search term for course numbers and instructor’s names.

“? “ represents any single character. If you enter “ S ” to search for an instructor, names that include “ S ” will
come up, such as “Smith” or “Farnsworth”. However, if you search as *“ S* ”, only names that start with S will

be retrieved and if you search as *“ *S ”, only names that end with S will be retrieved.
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Course Search

1.

To search for a course held at a given year, place your cursor over the “year” column and enter the year.
However, since the initial value in the column will be the current year, usually this step is not necessary. There
must be a year in that column and it cannot perform searches across multiple years.

Please select other search criteria with the pull-down menu. For instance, if you click on the “semester
selection”, a pull-down list will be displayed and you can select the desired module (such as “Spring A”). For
the requisite, headings that correspond to the subject list’s table of contents will be displayed hierarchically. If
you click on the triangle on the right, the next hierarchy of headings will be displayed. When you want to
cancel a search criterion, click on the “cancel” button at the lower right of the screen.

Click on the “Search” button.
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Figure 2 Search Results Screen
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Downloading the Course List

1. Select either CSV format or EXCEL format (XLSX format of Office Open XML) from the course list from
the lower center of the screen. Since the CSV format is stored in a Shift JIS code, there may be times where a
person’s name cannot be displayed correctly.

2. Click the “Download Course List” button.

3. The browser will download the course list with the file name “kdb_yyyymmddhhmmss.xIsx” or
“kdb_yyyymmddhhmmss.csv” (yy...ss being the year, month, day, hour, minute, second). Depending on the

browser, it should give you an option to “save” or “open” the file at this point.
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Displaying the Syllabus

If the educational organization is using the syllabus function in KdB, you can display the syllabus for each course

from the course list

1. For courses that currently have an existing syllabus, the course name will be a link to the syllabus. If you click
on the course name, the syllabus will open in a new tab. (Figure 3).

2. The syllabus that is first displayed is the first version of the syllabus that was finalized. If the instructor has
updated the syllabus since then, a FHTRD > 7 /N X % 3R, “display latest version of the syllabus” link will
be displayed. Also in the upper right, there is a clip icon that is set to the URL of the syllabus.
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Downloading the Syllabus
1. Click the “download the syllabus” button.
2. The browser will download all the syllabus for all the courses displayed on the screen with the file name

“syllabus_yyyymmddhhmmss.pdf” (the yy...ss is year, month, day, hour, minute, second)
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3. EEREIBIDIERL

—RICFR SR B 2B E AR ORMEIEEIC N7 v 77 Fia y 7452 LT, RHEZ2/E
T EET. MR L72RIENI S AT ARICRAE L TR AEBET 2 X 5 WX TE AR, S
(CRAFLCRIBICE £97. Bimm TR o RHBZ v rn—R) R2rz22 0y o758, Fsh
72 TORH ORHFIE#Z XLSX B THRFE L £

3. Creating a Timetable

You can create a timetable by dragging and dropping each course from the list to the right side of the screen into
the timetable area. You will not be able to save the timetable you have created in the system or edit it at a later
time, but you will be able to save it externally and print it. When you click the “Download Timetable” at the

center bottom of the screen, it will save all the registered timetables.
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Registering the Timetable
1. Please drag and drop that courses you want to take into the timetable area on the right side of the screen.

2. The boxes for the semester * days the courses are held will be colored in on the timetable.



3. When you select the module tab (or the intensive course tab) at the upper center of the screen, you will be

able to check the details of the module (course number, course name, instructor(s), room number). (Figure 4)
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Deleting the Timetable

1. Select the module tab to display the details of the timetable

2. You can delete a course by dragging and dropping the course you want to remove in the lower part of the
status area. When the course appears in multiple areas of the timetable, it will all be deleted no matter which

area you choose to drag and drop
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Saving the Timetable
1. Click the “Download Timetable” button on the lower center of the screen.
2. The browser will download the displayed course list with the file name in the format of

“kdb_yyyymmddhhmmss.xIs” (yy...sss is year, month, day, hour, minute, second)
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Figure 4 Detail Screen of the Timetable



