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1. Overview 

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. 

 

  

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


Kyoto University 
Additional Positions Administration System Manual (for Additional Position Requesters) 

 4 / 11 

2. System Operations 

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 [仮申請情報入力フォームへ進む].  

・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: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

“Check [確認]” 

“Edit [修正]” or “Register [登録]” 
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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.  

* 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 (★ First time only). You will use this 

password whenever you need to log in to the additional positions administration system. 

*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 [登録] button. 

 
Full registration form: 

 

Switch between tabs 

You can switch back to a tab 

you have already completed by 

clicking the tab title. 

When you have finished 

entering all information on the 

current tab, click “Next [次へ]” 

to proceed to the next tab. 

 

*When completing the form, refer to 

the guidance and examples provided 

near the input fields, and ensure you 

have entered everything correctly. 
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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. 

・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] 
 

 
・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. 
 

 

 
XX@XX.XX 
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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 a rule, 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 [編集] button shown below. (You can view the request at any time.) 

 

・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 [編集] button shown on the screen 

above, and edit and re-submit your registration. (Clicking the Edit [編集] button will open the registration form 
for editing.)  
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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: 

 

・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: 

 

・Enter a message title and body text, then click the blue Send [送信] button to send your message.  

・Use the Check additional position details [兼業情報確認] 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. 

(1) Check the 

inquiry details 

(2) Access the 

URL to respond 
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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: 

 
・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: 

 

・You can obtain a response letter by clicking the green Download response letter [回答通知文書をダウンロー
ドする] 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 [この兼業申請内容を PDF へ出力する] (The red button): Output 
and save the additional position request details screen as a PDF file.  
Copy this additional position request to create a new request [この兼業申請を複写して新たに申請する] (The 
blue button): Copy the details of this additional position request over to a new request.  
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3. Frequently Asked Questions 
Q1. I registered an additional position request by mistake. How can I cancel it? 
A1. 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 a rule, 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. [回答文書送付先等]” 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?  
A5. 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 [次へ]” button, and complete the 

registration. If possible, in the “Remarks [備考]” 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.  

 

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
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