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Procedures for internship application

Observe the following steps marked with icons in the procedural flow
on the menu page to register and report.

Flow
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Gray numbers are manual procedures dealt with at the reception desk of the CEED Office.

numbers are procedures done through the web system.

E_lj | Before submitting an application, you need to submit your course record
for Internship I or II to the Academic Affairs Division.

)1

Internship application is conducted via the web.

N

Submission of the internship objectives report is conducted via the web.

If you have checked "I will register at the Career Center” and submitted the internship
objectives report, you can add the name of the company at which you would like to
do your internship to the Center’s company list.

The Career Center will contact the company at which you want to do your internship and
inform you of the result.

D Register the company at which you will do your internship via the web
s after receiving confirmation of your internship.
If you need financial assistance, you should apply for it at this point.

ﬂ'm_@' If you apply for assistance for travel costs, you should acquire the estimate of
airfares, etc. from at least two travel agencies and submit it to the CEED.

N
L%, ]

You need to take the pre-training course to be held before undertaking
your internship (attendance is recorded).

l:l Submit the report on your internship experience after the completion of
your internship.
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Basic use of the web system 1

About the main menu
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-If you are applying for the If you have applied for the program
internship program for the first time, before, click here to display

click here to display the internship the login screen as shown below.
application screen.

Log in after registration
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You should log in to correct registration data, etc.

Be sure to input your student number, date of birth Click *log in” after inputting
and e-mail address correctly when registering for the your student number,
first time date of birth and e-mail address.

This information is required when logging in.

CEED - Center for Engineering Education Development - 3



Basic use of the web system 2

Student menu after login
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The date of internship
application will be displayed.
Click “Read” to read the data
inputted at that time.

You can also edit the data at
any point before confirming
the company at which

you will do your internship.

You can submit your
internship experience
report.

After submitting this
report, you can read
(but not edit) the data
at any time.

After taking the pre-training

You can submit your internship course, the date of its
objectives report completion will be automatically
After submitting this report, you can shown here.

read (but not edit) the data at any time.
The color of the button for the next step
will be shown in pink so you can clearly
see what to do next.

Submit data on the company at which
you will do your internship.

If you apply for financial assistance at
the same time, also submit your
itinerary, travel costs, etc. here.

You also need to input the creditor’s
code, so you should obtain it beforehand.

[Only for students who use the
Career Center’s program]

Up to six codes and names of
prospective companies can be
registered until the due date.
Contact the Career Center Office
about the details of the
registration (due date, etc.).
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Applying for the program for the first time
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How to input data

Click “First application” on
the main menu to display
the internship application
form. Input necessary
information and click the
“Review” button. Check for
errors on the review screen
and click “"Submit.”

Matters to be noted

*Input figures in one-byte characters
and the readings of Chinese

characters in kana. Don't’ use
one-byte katakana characters.

*To complete the process, you need
to input items that are marked
“must” on the right side.

*Be sure to register your e-mail
address (either PC or mobile phone
address). If both a PC and a mobile
phone e-mail address are inputted,
the former will be prioritized.

*If the company at which you will do
your internship has already been
finalized, you can input “prospective
job type” and subsequent items.

*If you intend to use the Career
Center’s program, please check the
“"Registered at the Career Center” box.
You will be automatically registered
with the Career Center’s system.

*You can input up to 140 two-byte
characters in the address and free
comment boxes.
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Downloading the application

objectives report form
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How to input data

A review screen will be displayed
after the completion of a new
application, and the icon to
download the Word file for the
internship objectives report will
be shown at the top of the screen.

Click the icon and download the
form to your PC. Upon clicking the
icon, the confirmation dialogue
shown below will be displayed.
Click “Save” and store the data

on your PC.

After the completion of the
download, click “"Return to the
menu” to return to the main
menu.

Matters to be noted

.| *The internship objectives
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report form can also be
downloaded from the main menu.

*You can change the file name
if you wish.
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Submitting the application objectives report
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How to input data

Click “Correct the registration data”
on the main menu to log in.

Click “"Submit the internship objectives
report” on the screen.

On clicking that button, the dialogue
screen shown below will be displayed.
Click “Review,” choose the completed
report file and click "Submit.”

After submitting the report, the date
of submission will be shown in the
application objectives report box.

Matters to be noted

*To go on the next step, you must
submit the application objectives
report.

°If it is necessary to submit the
application objectives report, the
background of the “Submit” button
will be highlighted pink.

*The report can be submitted only in
Word or PDF format.

Files exceeding 2 MB cannot be
submitted.

*The submitted data can be read

but not deleted or corrected.

Contact the CEED Office if you need to
correct or delete the data.
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Registering the prospective company name
(available only for students who use the Career Center’s program)
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How to input data
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Career Center’s company list.

Click the “Register” button of the
prospective company shown in pink.
Click the “Edit” button at the bottom
of the screen to display the
registration screen shown left.
Input up to six company names at
the bottom of the screen.

After inputting the names, click
“Review” and then “Register.”

Upon the completion of registration,
the date of registration will be shown
and the background of the
“registration of the company at which
you would like to do your internship”
will turn to pink.

Matters to be noted

*These procedures are exclusive to
students using the Career Center’s
program. If you have not checked
the “Registered at the Career
Center” box, this item will not be
shown in pink and the registration
screen will not be displayed even if

CEED - Center for Engineering Education

you click the button.

*The result of the matching of
prospective companies will be
e-mailed by the teaching staff of
the Career Center. Please note that
the result will not be automatically
reflected in this system.
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Confirmation of the company at which you will do your internship

and application for financial assistance
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How to input data

Input information on the company

at which you will do your internship
after the internship has been confirmed
(or after receiving that information from
the Career Center if you are using its
program).

Click the “Submit” button shown in pink
to confirm the company at which you
will do your internship and apply for
financial assistance. The screen shown

left will be displayed.

If you apply for assistance for travel
costs, etc., please submit the relevant
information as shown below.

After the registration is completed, the
registration date will be displayed.

Matters to be noted

*The process will not be completed
until all the items marked “must”
on the right side are inputted.

*Be sure to fill in the address of the
company at which you will do your
internship within three lines. Any
characters exceeding that limit will be
deleted.

«Do0 not use the “Enter” key of the
keyboard to enter the amount of
financial assistance.

Using that key is subject to errors.

*The application data cannot be
corrected after confirming the company
at which you will do your internship.
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Registering the internship experience report
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How to input

After completing your internship,
submit your internship experience
report.

The “My internship experience
report” box will be shown in pink.
Click “Submit” to display the dialogue
shown below left.

Click the “Review” button, chose the
completed report and click “"Submit”

Upon submission of the experience
report, the date of submission will be
shown on the relevant box.

Matters to be noted

*You can submit the report only in
Word or PDF format.
You cannot submit files exceeding

2 MB.

*You can read the submitted data
but not delete or correct them.
Contact the CEED Office if you
need to correct or delete the
submitted data.

*After completing the submission of
the report, any items can be read
but not corrected.
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