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I 1. Overview

I 1-1. Outline of the system
This is a user manual for Kyoto University’s additional positions administration system. It is designed for people
wishing to lodge requests for additional positions.

System URL.: https://kengyo.adm.kyoto-u.ac.jp/register/

€ The system is designed for use on a personal computer. It works on the following operating systems and web
browsers.
OS: Microsoft Windows 10/11, Mac OS 10.15-12.0
Web browser: Microsoft Edge, Google Chrome, Firefox, Safari

€ To request a Kyoto University faculty or staff member to hold an additional position outside the university,
lodge an additional position request using this system. After the request is lodged, you may be contacted
through the system by e-mail etc. if the university’s additional position administrators have questions

regarding the content of your application.

€  All system e-mail messages will be sent from this address: no-reply@kengyo.adm.kyoto-u.ac.jp . Please be
aware that depending on your domain settings, messages from this address may be classified as spam. Also

note that you cannot reply directly to messages sent from the additional positions administration system.
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I 2. System Operations

I 2-1. Register an additional position request

Use the system URL to access the system, then click [Go to Additional position request provisional registration |

form [(RHGHIEWAT 7 + — L~ ],

{8y (yOTO UNIVERSITY 5HBAE WS A5/

p g

BEPBRERERIA—A

FFRBMEAOFEERCONT
hittps /AW KYOto-U.ac dditional-Position

wHREMRBEDRN

DFFFTT b MERFEIA—L] FOBEEEFADLTIEEL,

QANVEREWEA LT FLRGEC [FREURLOEN] 2850 LFT.
A—LACREENZURLY SEFEEEADT A L. FEET 7 —LNEDERC L.
() TR0 — FEREDHEHERA)

OFBHI A —LEADR. ERETOTIREEL,

niRFEEEE CDVT

REFACHIo>TREFENES. FATRICEMEELFTIOT. FPOFRBET O THERALTIZS L,
BEIC. FEREZOHBOENMTIEOTEREEORRORCONZBOICDINTZ.
EEINEEELEEZELZIOT. JERI(ES L.

EEEAOEE

HROENMTDE0. EAEEORSORICIN 260 FEMBEED2~30F4
EEMADED  FEERED1~20 B

MEANSHEMBEHETORMMAEVES. HBEAE TSI TERNIEABDET.
(BERREEECOVTE. SROBALISCIBRIZEV. )

nYAFACETSHVEDES
REAFASTSHRERE
E-Mail : hukumu-ali@mail2.adm_kyoto-u.ac jp

AREBFBERAT T 4 —LANED

* When you have accessed the Additional position request provisional registration form, enter the requester’s

details as required and complete your provisional registration.
Provisional registration form:

KYOTO UNIVERSITY SREPAE FES AT A

REFARSRITA—A

TROBREADLTZEL,

HEEBCDNT

I

EERBAEE(COVT

“Edit [{&1E]” or “Register [B$%]”

I

CORBTHRBFZHVET,

“Check [fZ2]” EE
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* When the provisional registration is complete, a URL for full registration will be sent to the requester’s e-mail
address. Access the URL provided in the e-mail.

[REPARE - FE X5 /] HBURLOESD =2ri1~

no-reply@kengyo.adm.kyote-u.ac.jp

FEERBERHITVIZUELE.

TROURLEDESEZERET LT ZEV. (URLIFNDEENTY)

(FRURLED T HER L1Z&L)

| hitpsiikengyo.adm.kyote-u.ac jpiregister/#/check?par |

* The e-mail will be sent from no-reply@kengyo.adm.kyoto-u.ac.jp .
You cannot reply directly to messages sent from the additional positions administration system.

*If you do not receive the e-mail withing 5 minutes, please check the following:
(1) Check that you inputted the e-mail address correctly.
(2) The message may have been classified as spam.

* When you access the URL, you will be asked to create a password (3 First time only). You will use this
password whenever you need to log in to the additional positions administration system.

KR — R4EEL

HEHFE BS BELLCAVS/TRRDO- PRI LET.
FERH BE BEBE. BEVCEWLRD- FOAINRECRDETOT
EERE BNTCERVIEEETLD. BEVELET.

TFLVFAHRELT, BEWVERRD— PR

FREQTHOY MERNSERICHATEZXT (BE, A-LTELAD—EE)
+BEUZFHOEEL (0000, 123123, abcabc®)

BE, BBUNFFIRRELRNL S CTERLRE .

L1

*The password you set will be needed in order to access the page for this additional position request every
subsequent time you visit. Please take good care not to forget your password. As a security measure, you should
select a password that does not include characters that can easily be guessed by others.

*A new URL will be issued and you will need to set a new password each time you lodge a new additional position
request.
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* Enter the details of your request in the registration form. (Fields marked with an asterisk* are mandatory.)

The form is divided into several tabs. Information that you entered at the provisional lodgment stage will appear
automatically.

Once you have finished the final tab, click the blue Register [ #%] button.

Full registration form:

BEBBEEFIA—A

S - EENESE o0 oo Switch between tabs

You can switch back to a tab
i)

you have already completed by

clicking the tab title.

MBI

WHRRETY ERBEARERR(R)LARETT

HHETIRRCHTITELUAOTEASCERLT (EaW,

B LETEASEFSAEETY

| s ) | | mmmsmmae |
EELEE R ARELEER () ErATE O T

R

HIRELEEEES

BEERTT When you have finished

| smEsE— L TR

HERELE A LT FLAGHERETY

entering all information on the

current tab, click “Next [XR~]”

to proceed to the next tab.
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* When you have completed all sections of the form, a registration completion screen will appear and a completion

confirmation e-mail for your additional position request will be sent automatically to the requester’s e-mail
address.

FHERES BEIA — A
sEHEMNMETLELRE.

FEDOA—ILT FL-RFE(C. BREEEAN—-IOURLERZES LA —JLEEMLUET.
ZOURLAS WD TEREEROEENFIZE T .

XX@XX.XX

HEDBURIC A LD BARNBS. EBAXILNRODIF SN TV SaIaEENB0ET.
BFHCTIN. —EA IRy REERIZE 0.

CORERFORATEPDFAED TS

CORERFEES L THLECHAT S

* You can use the button on the registration completion screen to output and save your request details as PDF. [The

red button]
Furthermore, you can copy the registered content to create a new request. [The blue button]

[FHAE - R AT L] HEFURLDIEH

no-reply@kengyo.adm.kyoto-u.ac.jp <no-reply@kengyo.adm.kyoto-u.ac jp>
To:

R
WERFEST TLELELR.
TRAURLE DD TERRAE OISR TY .

(PO AR, AREERT CREVERWE/ (20— RO LSRN ETT . )

(FRRURLE D7 Iz ALEEW

hitps:./kengyo adm kyoto-u.ac jpfregister/#icheck?param=%7B%22index%22%3A%200

* You can check the details you have registered by accessing the URL shown in the completion confirmation e-

mail.
*You will need to enter your password in order to access this URL.

FEFEFREICERLL/IRT— FEARLTIRZEL,
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I 2-2. Alter an additional position request already registered

You can view and edit* the request details at the URL provided in the completion confirmation e-mail for your
additional position request.

*As arule, editing is disabled while the university’s additional position administrators are processing the request.

At this time you will not be able to use the [Edit [#f#%£ ] button shown below. (You can view the request at any time.)

E e T
BHHS 202404040002
RS B2ty
EnEtEERE HERWEHR
foRnRtEEES (1B "X
HHRNRREES (&) AR
AR BRAE oo lCMT BRARREEALLBREND., @ KYOTO UNIVERSITY SREPAE FES 5L
FRELETERNS BRIt EKU EEMEEETA—A
A ERSES B PR
ENERS (18) A -
ERENERS (&) T R
AARIE L TR 000-000-0000
AHBLUT AT L2
HHCHT IMERE x
CRARFIERIEEE x
&l x
Lt
BEMEORE ARERCOMDIEREERERITU, £
HERE
BRERSEETER SheEsAnRERS
HEOEEADEEN
EENSOERIEE RBU
#ai
GEFEEEE 2t A1@ EsEE
SRR (33) 36.00
HHHR
PEHES ] 5,000,000/
At (F) 5000000

CORRBHONTFLPOFAHNTS CORRRHEMSLTHLICRRATS

* After receiving the request, the university’s additional position administrators may contact you to ask for

amendments to the details you provided.

In this case, a message asking for the amendments will be sent to the requester’s e-mail address.

Use the URL shown in the message to access the system, click the [Edit [#f££ ]| button shown on the screen

above, and edit and re-submit your registration. (Clicking the [Edit [#f#£ ] button will open the registration form

for editing.)
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I 2.3 Respond to an inquiry regarding your request

If the university’s additional position administrators need to confirm any details of a request you have made for an

additional position for a university faculty or staff member, they will send an inquiry message via the system to the

requester’s e-mail address.

Sample e-mail message:

no-reply@kengyo.adm.kyoto-u.ac.jp
To

#®

LWOEEEZCUCTENET.
FERED EEBHULET.

SENBRBEVEIEET L. «ofIFR XOOXADFIERIEI DV T.
LTFORBICDVWT. CEREESRVTEEZITLL I,
E&Ed. FEOURLEDBREVLELET.

<EVESDERE>

(FEURLED 7oA TZEW)

(1) Check the

inquiry details

hitps//kengyo.adm kyoto-u ac jpiregister//#/check?param="%7B%22index%22%3A%2

BT [BUB] ETIECEEVERIET EFEVTT,
BLLWELET.

(2) Access the

URL to respond

* Check the details of the inquiry shown in the message.

Click the URL in the message to open the additional positions administration system in your browser. Use the

system’s e-mail function to send your response. (*You will not need to enter your password.)

*You cannot reply directly to messages sent from the additional positions administration system.

Screen of Compose e-mail response in the additional positions administration system:

() kvoro UNIVERSITY ST

A=)l EIE{ERL

ST - 202407050001 SIFEIN : 2024107105 14:5059 B IR : 2024107118 17.20.05

* Enter a message title and body text, then click the blue

Send [i5(3]

button to send your message.

* Use the |Check additional position details [F#E & #if2]

button in the top right on the compose e-mail screen if

you need to view the details of the additional position request that the inquiry refers to.
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2-4. Obtain an additional position permission response letter (PDF)

After the university’s additional position administrators complete the permission procedures for an additional

position request for a Kyoto University faculty or staff member, a permission notification message will be sent to

the requester’s e-mail address, provided the requester has indicated at the time of registering the request that a

response letter is required.

Sample e-mail notification:

® no-reply@kengyo.adm. kyoto-u.ac.jp
® -
=

WOEEEEICROTEVET.
REAED EBUET.

SERRETVCIEEE UL, oA OXADHFEMFEC DUV T,
CHEONS TERSNEC L RERABDFEADT.
TEURLOESEESEHEE - CHFaREE SRR IEw.

. EEEMEPDFIFILICTY IO R % T,

(FREURLEDF AL ZEL)

I hitps:/ikengyo.adm kyoto-u ac jp/iregister//#/check?param=%7B%22index%22%3A%200%

+ Use the URL shown in the message to access the system (*you will need to enter your password), and check the

details of the additional position that has been permitted.
*You cannot reply directly to messages sent from the additional positions administration system.

Screen of Additional position permission notification in the additional positions administration system:

@ KYOTO UNIVERSITY FREPASE FES AT

FREEEREAGEH
RFES 202407050001
RS S
TP ooBxGR
REMIREERE () pe ]
REMIREERE (&) wes
B EFRMBEE ey
RBEFRAEE RER
BRBYERS (1) 'S
BRBYERS (&) 25
BRBYETEERS 000-000-0000
EFEBRREK (FhE) 1.00
ENER x

* You can obtain a response letter by clicking the green

Download response letter [[FIZF @A EHZ XV v 1 —

3~ % ] button at the bottom of the additional position request details screen.

* You can also perform the following operations using the buttons at the bottom of this screen:

Save additional position request details to PDF [ Z DI FENA % PDF ~H 19 %]

and save the additional position request details screen as a PDF file.

(The red button): Output

Copy this additional position request to create a new request [ Z DR ZEE L CTHi 72 ICHFET 5] (The

blue button): Copy the details of this additional position request over to a new request.
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I 3. Frequently Asked Questions

QL. I registered an additional position request by mistake. How can I cancel it?
Al. Please contact the relevant university administrator as shown below so they can process the cancellation for
you.

* Administrator in the department responsible for the additional position request (Kyoto University website:

Departmental contacts)

* If you do not know who to contact:

Contact the Duties Section, Labor Division, Personnel Department, Kyoto University (hukumu-
all@mail2.adm.kyoto-u.ac.jp)

Q2. I submitted a request, but have not received an e-mail message. What should I do?

A2. First, check that you entered your e-mail address correctly.
All system messages will be sent from the address: no-reply@kengyo.adm.kyoto-u.ac.jp . If you have not
received the message within 5 minutes, it may have been classified as spam based on your domain settings.
Please check the spam box in your e-mail system.
Please also note that you cannot reply directly to e-mail messages sent from the additional positions
administration system.

Q3. I’ve forgotten my password and can’t access the system. What should I do?
A3. If you forget the password you set when you submitted the request, please contact the section shown below.
Your password will be reset so you can nominate a new password.

* Administrator in the department responsible for the additional position request (Kyoto University website:

Departmental contacts)

* If you do not know who to contact:
Contact the Duties, Labor Division, Personnel Department, Kyoto University (hukumu-all@mail2.adm.kyoto-
u.ac.jp)

Q4. The additional position permission response letter is downloadable as a PDF file, but is it possible for you to
send a hard copy of the response letter? Also, Kyoto University’s official seal imprint doesn’t appear in the
downloadable response letter. Can I obtain a response letter with the official seal imprint attached?

A4. As arule, Kyoto University provides response letters in PDF or other digital form, with no official seal imprint.
If you require a response letter with official seal, please state this requirement in the “Address for sending

rsponse letter, etc. [[F1ZF 3 F X555 ] field in the request registration form, and provide a postal address.

You will also need to supply a return postal envelope: please post this to the administrative contact in the
applicable department. Reference: Kyoto University website: Departmental contacts)

Q5. How should I lodge an additional position request for a person who is scheduled to be employed by Kyoto
University at some time in the future?

AS. Please register the request through the system in the same way as for other additional position requests. When
selecting the additional position appointee in the full registration form, after searching for the person’s name

in katakana script, enter their full name in kanji characters, click the “Next [X~~]” button, and complete the
registration. If possible, in the “Remarks [fi#]” field in the registration form (the final section of the form),
state that the request concerns a person who is yet to begin work at Kyoto University.

11/ 11


https://www.kyoto-u.ac.jp/ja/research/Additional-Position
https://www.kyoto-u.ac.jp/ja/research/Additional-Position
https://www.kyoto-u.ac.jp/ja/research/Additional-Position
https://www.kyoto-u.ac.jp/ja/research/Additional-Position
https://www.kyoto-u.ac.jp/ja/research/Additional-Position

	1. Overview
	1-1. Outline of the system

	2. System Operations
	2-1. Register an additional position request
	2-2. Alter an additional position request already registered
	2.3 Respond to an inquiry regarding your request
	2-4. Obtain an additional position permission response letter (PDF)

	3. Frequently Asked Questions

