
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.



①Application Category(Selection of Examination)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

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 enrollment
Admission Category : General



①Application Category(English Qualification)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

GMAT or GRE scores are not required.

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.



①Application Category(Confirmation of the Selection of Examination)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

Comfirm your entry and click the "Next" button.



②Personal Details(Privacy Policy)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

Check the box and click the "Next" button.



②Personal Details(Registraion of Personal Infomation)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

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

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.



②Personal Details(Photograph)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

(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



②Personal Details(Educational Background 1,2)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

University②
For the applicants who have earned double 
degree.

Select "Graduated" or "Expected to Graduate".

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

Select "Enrolled".

Select "Completed" or "Expected to Complete.

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".

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

Select "Enrolled".

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



②Personal Details(Educational Background 3)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

Educational history up to high school is not 
required.Enter within

400 characters

Check "None of above".



②Personal Details
(Work Experience, Licenses and Qualifications, Research and Academic Achievements)

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

Confirm your entry and click the "Next" button.

Please select from the following 
options.
"Permanentemployee",
"Contract employee ･Full-time",
"Contract employee ･Part-time",
"Others"

Enter within
600 characters

Select "Yes" or "No". 
If you select "Yes," please enter information regarding your 
work history, starting with your "Current Occupation".

Enter within
100 characters

Enter within
600 characters



③Confirmation

STEP1:Registration of Application Information
Within 180 min from

the start of
entering.

Return to the previous page.

Return to the previous page.

Confirm your entry and click the "Next" button.



④Payment

STEP2:Payment of the Application Fee
Within 180 min from

the start of
entering.

Confirm the Examination 
Guidelines for acceptable credit 
cards.

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



⑤Completed

STEP2:Payment of the Application Fee
Within 180 min from

the start of
entering.

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.



Mypage (Home)

Within the
application periodSTEP3: Upload Application Documents

This button will be available after the ticket is issued.

All documents are not required to be submitted.

Click here to upload application documents.



STEP3: Upload Application Documents Within the
application period

Mypage (File Upload)

To upload documents, please select an 
item from the pull-down menu indicated 
below, click the 'Select File(ファイルを選

択）' button to choose your file, and then 
press the 'Upload' button.

Submission is complete once you press the "Confirm" button and the status display 
"Upload Complete".
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 
within the application period. 

*Note: Documents with the status 
"Upload Complete" cannot be 
corrected. 
Please check your documents 
carefully before uploading.
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