User Manual for Rikkyo Web Application

System(Graduate School of Business)

Note:

The Web Application System allows you to complete the entry procedures at any time during the application
period. However, the session will be timed out automatically within 180 minutes after you start entering
the information into the system (requiring re—entry). You must complete your payment of the application fee
within 180 minutes. Since the data cannot be stored temporarily, please refer to this manual and the
Examination Guidelines first to prepare the information you need to enter.



Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(DApplication Category(Selection of Examination)

Please select the following.

Name of Graduate School : Graduate School of Business
Major : Business
Course Name :MB

Master Doctor: Doctor(Spring Exam): April or September enroliment
Admission Category : General




Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(DApplication Category(English Qualification)

Please enter your score and test date
according to the instructions in the
Entrance Exam Guidelines.

* Please check the Entrance Exam
Guidelines for the valid test dates.

@ GMAT or GRE scores are not required.

Please make sure to fill this in if you are going to take the examination in the “examination category” of the graduate school for which the
submission of a certificate is required in the application documents. (You do not need to fill it in if you take the examination in the
“axamination category” without the instructions in the Entrance Exam Guidelines.)

Score
GMAT
Exam Date year ¥ | month ™| day
GRE Verbal Score
GRE Quantitative Score:
GRE
GRE Analytical Writing Soore
Exam Date year ¥ | month ™ | day



Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(DApplication Category(Confirmation of the Selection of Examination)

Enter your latest English qualification

Score:
TOEFL iBT
: Exam Date -
Score: 500
TOEIC L&R
Exam Date Sl vear montn llday
IELTS Score:

(AcademicModule) | Exam Date :

TOEIC conducted at| 5core:
Rikiyo | E@mDat=

Seore:
Other test
er Sxem Date : year morth day

GMAT or GRE Score

= Comfirm your entry and click the "Next" button.




Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(@Personal Details(Privacy Policy)

Check the box and click the "Next" button.



Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(2Personal Details(Registraion of Personal Infomation)

Notes for Foreign
Nationals:

-Residents in Japan:
Please enter your name
as listed on your
Certificate of Residence.
-Residents outside
Japan (or those without
a Certificate of
Residence): Please

| enter your name as
listed on your passport.

N

Click the "Mail Submit Test" buttonand make sure you have
received the email from Rikkyo online application system.




(2Personal Details(Photograph)

(1)Click the "Select Photo"
button

(2)Select your ID photo data
(3)Adjust so that your face is at
the center

(4)Click the "Save" button




Within 180 min from

STEP1:Registration of Application Information the start of

entering.

@Personal Details(Educational Background 1,2)

Educational Background 1 (Enroliment at Rikkyo University)

If wou selected an option other than “No” in the “Enrollment at Rikkyo University” fiald, please enter your Student 1D _Number for the

undergraduate college and/er graduate school that you were previgusly enrolled at.

Enroliment at

Rikkyo University v
[Required]

Student ID

Number
(University) Student 1D number if currently or previous

Student ID

Enrollment at Rikkyo University:"No" , "Currently enrolled",

"Graduated from/completedprogram(s) at Rikkyo",

"Withdrew/dismissed from Rikkyo".

*If you are /were a credited auditor or special international student, select "No".

Number

(Graduate Student 1D number If currently or previous
School)

Educational Background 2 (Educational background) <

Please list only the institutions where you were enrolled as a degree-seeking
student. Do not include periods of enroliment as an auditor, non-degree
student, research student, or exchange student.

< >

Please enter the information exactly as it
appears on the certificate.

% Select "Enrolled".
—~

Select "Graduated" or "Expected to Graduate".

Select "Master"/ "Doctor" /
"Professional Graduate".

—

Select "Enrolled".

University®
For the applicants who have earned double
degree.

T

Select "Completed" or "Expected to Complete.




Within 180 min from

STEP1:Registration of Application Information the start of

entering.

(@Personal Details(Educational Background 3)

: % Check "None of above".

Educational history up to high school is not

Enter within required.
400 characters

Notes on
Education
Background




Within 180 min from
STEP1:Registration of Application Information the start of

entering.

@Personal Details

(Work Experience, Licenses and Qualifications, Research and Academic Achievements)

Work Experiences, Licenses and Qualifications

Applicants to the Graduate School of Business Administration and Graduate School of Social Design Studies should select “None.”

Please list your previous werk experiences starting from the most recent pesitions held.

*Applicants to the Graduate School of Arts, Graduate School of Community and Human Services, Graduate School of Sport and Wellness,
Graduate School of Business Administration and Graduate School of Social Design Studies can list any practical activities related to social

issues.
- " " HEj A"
Work experience [ o\ Select "Yes" or "No". ) ) _
[Required] If you select "Yes," please enter information regarding your
Current . . . .
ren work history, starting with your "Current Occupation".
occupation
MName of the organizaticn
Work Type of work Type of employment
experience#1 -
[Reguired]
Work peried ~ Year v |Maonth  ~ v | Year v | Month
I case you are currently cn‘Eloxcd enter the information as of the time of application
MName of the arganization
Work Type of work Type of employment
experience#2 v .
Please select from the following
Work peried W Year v Month  ~ | Year w | Month options.

"Permanentemployee",
"Contract employee -Full-time",
"Contract employee - Part-time",
"Others"

I

—

Motes on work . .
e Enter within

licenses and 600 characters

qualifications

Research and Academic Achievements (authorships, publications and presentations)

Please enter details of any research or academic achievements. If you have no research or academic achievements, you do not need to
complete this section.

Month and year w Year w | Month

2 . Enter within
Content

100 characters

Manth and year w | Year w | Month
2
Content
B T~
~N—— —
Additional
information

Enter within

600 characters

Confirm your entry and click the "Next" button.




Within 180 min from

STEP1:Registration of Application Information the start of

entering.

@ Confirmation

4 Return to the previous page.

4 Return to the previous page.

4 Confirm your entry and click the "Next" button.




Within 180 min from

STEP2:Payment of the Application Fee the start of

entering.

@Payment

Confirm the Examination
Guidelines for acceptable credit
cards.

3

Click the "Back" button
and continue the
application procedure.

i
[ ]




Within 180 min from

STEP2:Payment of the Application Fee the start of

entering.

B Completed

[T

Your application has not been completed yet, eventhough the registration of
your application information is finished.

Please check "My Page" to upload yourapplication documents.

If the application documents are not uploaded within the deadline, your
application will not be accepted.




STEP3: Upload Application Documents aoplioaon b o

Mypage (Home)

% This button will be available after the ticket is issued.

All documents are not required to be submitted.

I File upload

Accerding to the Entrance Exam Guidelines, please follow the procedure of uploading the required application
documents from My Page for each graduate schocl and examination category.

Apart from this procedure, please follow the procedure of mailing the documents that need te be mailed by the
deadline

Please note that if you forget to upload or mail documents, the online application procedure will be invalid, and
your application will not be desmed complete

* Applicants to a graduate school or examinaticn category that do not require uploading the application
documents do not need to go through the upload procedure.

File upload

Click here to upload application documents.




STEP3: Upload Application Documents

Mypage (File Upload)

Within the
application period

Upload1

Upload2

Answer Sheet or Pre-assignment

Research Proposal
Certificate of Grades and Credi

Upload3

CHSI

Certificate of Graduation (expected graduation) for Bachelor Degree

To upload documents, please select an
item from the pull-down menu indicated
below, click the 'Select File(Z7 A L% R
#R) ' button to choose your file, and then
press the 'Upload' button.

Upload4 #15 (BAF) B2 (RA) EAS

CDGDC

Centificate of English Qualification_Cert

i Examinati§b

&

Certificate of Proficiency in Japanese

TEREIRAS - MBS - MEEES

Uploads

Letter of Recommendation

&

SR~ ERR - EREEHSEIAS

Essay Question

Uploade

HREE R

7

Presentation
Activity Report

Upload7

FREVFCETNCETIRIONE

Statement of Purpose

Written Project Plan

Uploads

Certificate of Graduation (expected graduation) for Master's Deaveb

Summary of Master's Thesis

Master's Thesis
Other Achievements
Notification Form Regarding Language and Dictionary Used for Answering

rificate of Family Regi
Certificate of Withdrawal (only for those withdrawing from Rikkyo University >
Application Form for MPMA and MSDA

Fite : | Certificate of Grades and Credits v

—
5339789562_Certificate of Grades and Credits_20251105_162148.pdf Confirm

Upload1

@

=

*Note: Documents with the status
"Upload Complete" cannot be
corrected.

Please check your documents
carefully before uploading.

File : | Certificate of Grades and Credits

Upload1
5339789562_Certificate of Grades and Credits_20251105_162148.pdf

"Upload Complete".

within the application period.

Status:Upload Complete

Submission is complete once you press the "Confirm" button and the status display

After uploading the files, please be sure to verify that the status is "Upload Complete".
Your application will not be accepted if all application documents are not submitted
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