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1 Introduction

1.1 About This Manual

In this manual, operation methods of the e-Notification System (mid-to-long-term residents) are explained.
This is for mid-to-long-term residents who use the e-Notification System. Mid-to-long-term residents who
are not subject to use this system cannot register for user information. The following shows applicable resident

status.

"Professor", "Highly Skilled Professional”, "Business Manager", "Legal/Accounting Services", "Medical
Services”, "Instructor”, "Intra-company Transferee", "Technical InternTraining", "Student", "Trainee",
"Researcher"”, "Engineer/Specialist in Humanities/International Services", "Careworker", "Entertainer",
"Skilled Labor", "Dependent”, "Spouse or Child of Japanese National”, "Spouse or Child of Permanent
Resident"

The applicable residents are mid-to-long-term residents who obtained landing permission, Change of Status
of residence, and Extension of period of stay after July 9th, 2012. Those who are not applicable cannot register
for user information.

For those who are in charge of host institutions, please refer to the separate manual, "The e-Notification
System of the Immigration Services Agency, the Ministry of Justice Operation Manual - For Institutions-"

In this manual, the following figure and picture is used to describe operation procedures.

It indicates the operation target (range) the user clicks or enters
information. It also shows the target (range) the user must confirm.

When describing a button or item on the screen, it shows where the
number of figure and table is linked to, and which parts are explained.
A number is placed on the left or upper left of a red frame.

All characters entered on the screen are examples.

Manual

Screen A

1

reen link No. Contents

H

Q|-

S

When you have questions, please refer to FAQs (As) or contact the Help Desk. Both are
available on the TOP screen of the e-Notification System.

https://www.ens-immi.moj.go.jp/NAOL/NAAOLS/NAAO0L1STransfer(TOP screen of the e-Notification System)
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1.2 e-Notification System (Mid-to-Long-Term Residents) A List of

Functions and Whole Image

The following functions can be used in the e-Notification System for mid-to-long-term residents. In this
manual, the flow of functions and screens are explained.

- User information registration

- Notification registration

- Re-Issuing of Authentication ID and/or Password
- E-Mail Address Change

- Password Change

- Viewing Notification Status

Immigration
Bureau of Japan
[EE PEER User Information Completi
. pletion Screen of
LEJz;e’r Igfcc;ren;ﬁtlon “—*| Confirmation Screen [—*| User Information
Y Registration
Login Screen of User Information User Information Completion
¥ the Entry | Confirmation |__,| Screen(Reissuing of
Mid-to-Long-Term (Authentication:ID/P (Authentication:ID/P Authentication:|D/Pass
Residents assword assword word)of User
Top Screen
A
Menus are different depending on the status of residence
Mid-To-Long-Term Notification Ent Notification Completion Screen
Residents Menu S Y Confirmation of Notification
creen N
Screen Screen Reception
Log Out Screen
Search Screen of
Prefectures and
Municipalities
s Transh After
—— Screen Transfer
Login Screen of Authenticated Operation of
Institution Institutions
[Jscreen
Entry Screen of Confirmation Completion Screen
[ *|E-mail Address Screen of E-mail of E-mail Address
@ Sub-screen Change Address Change Change
Confirmation
Entry Screen of
— Screen of Password
Password Change Change
»| Viewing Screen of
Notification Status Contents Screen
of Registration
Errors
2.
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1.3 Required Environments

The e-Notification System can be operated normally with the following environments. Please note that
operation is not guaranteed with other environments.
- Internet Browser: Google Chrome(\Ver72)

Since e-mail will be sent to the registered e-mail address from the e-Notification System, make sure that
your e-mail settings allow receiving e-mails from the following domain.

@ens-immi.moj.go.jp

Please note that when there is no operation on the e-Notification System screens for a certain period of time
(more than 30 minutes), re-log in will be required. (Session timeout)
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1.4 The e-Notification System Screens

Common ways to view each screen of the e-Notification System are explained.

HAEEBEET

Immigration Services Agency of Japan

.....

EFEL> AT A

Your name: TEST USER Time and date of your last login 2019/07/02 10:23

Log out

nl STEP1 (Enter) STEP2 (Confirm) STEP3 (Done)

Entry of a change in e-mail address

| MOEQO0007:Enter the item with ) .

E-mail address change

Enter a change of your e-mail address.

El @ New e-mail address | [[ZT=d [Up to 60 1-byte alphanumeric letters

@ New e-mail address (Enter again) Up to 60 1-byte alphanumeric letters

a o=

EEELABEEEER

Immiagration Services Agency

Screen link Screen
. Contents
No. Description Item
n Process steps Displays processing flow and current steps.
Error message When an error occurs on entered contents, an error message would be
displayed at the top part of the screen in red.
E] "I" mark "I" will appear when on error items.
When the entry contents differ from the contents on a Residence Card, "!" is
displayed on all items.
Required item "Required" is shown on the items required to enter.
An error occurs when nothing is entered and you’re unable to go to the next
step.
-4 -
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Screen link Screen

. Contents
No. Description ltem

E "Confirm" button | Click the "Confirm" button after entering all information in the input fields
and checking that the entries are correct.

The confirmation screen is then displayed, if there is no error in entered
information.

Error messages show up if there are errors in entered information.

E "Back" button When the "Back" button is clicked, the previous screen is displayed.

Please note that when "« (Back) of Web Browser or ""‘Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.
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2 Basic Operations (for Mid-to-Long-Term Residents)

2.1 User information registration

To submit a notification using the e-Notification System, it is necessary to register as a user first.
Follow the next procedures to register as a user.
Note: Before trying to register as a user, please confirm that you are a mid-to-long-term resident who is a
continuously residing foreign national with one of the following permissions since July 9th, 2012.
- Aperson who has entry permission (excluding the entry by re-entry permission (include Special
re-entry)
- Aperson who has a permission of change of status of residence, extension of period of stay or
acquisition of status of residence
- Aperson who has a special permission for residence

2.1.1 User Registration Information
# Operations
1 System Top Screen of the
H#:E Japanese , :E English , e-NOtiﬁC&tion System
[Operation]
Notices From the top screen of the
E‘iiﬁfl?@ﬂjf%%ilg?ﬁaﬁ:E&Ezme:e Ofgn)gl‘ih REZ PX(EHAEF), REE P (HFF), BEE 330, RRAE e-NOIIfICEitIOI’] SyStem, CIICk
[2015/04/01] B ) ) N the "For mid-to-long-term
RO195F4E 18 (C [FHEAETER] (FRBESN, [EFERIEIESEET) ((RDELE. ChlcdD, FLAFALCSFZREE ~ A
, residents™ button to go to the
(2) List of mid-to-long-term residents who need te submit a notification )
log in screen for the
Log in(Notification under Article 19-16 and Article 19-17 of the Immigration . .
Control and Refugee Recognition Act) mld—to—long—term residents.
+ Clig] K o ] < Ilat tw
+ Click the button below, if you belong to a specified institution and want to submit your notification online.
2 Log in Screen of the
fe HAREREEF Mid-t0 Lona-T
%ﬁ Immigration Services Agency of Japan I _to an_ erm
== R Residents
BFRELEATA ——=
Back to Top [Operatlon]
From the log in screen, click
For a mid-to-long-term resident to log in the "Authentication ID
Enter your authentication ID and password, to log in. |SSU€'d" Ilnk On the |0W6r |Eft
Authentication 1D to move to the next screen.

Password

resident and have no Authentication 1D yet, make your user registration below.

Authentication ID issued

d ication 1D and/or password, or your account is locked and you cannot log in, obtain a new Authentication ID and
password from below.
Reissue of Authentication ID and/or password
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Screen

Operations

e HAREREET

Immigration Services Agency of Japan

EFEES AT A
Back to Top

Step 1 (Enter) Step 2 (Confirm) Step 3 (Registration done)

Enter user information

User information

Enter your user information

Follow the information written in your Resident Card precisely, as you enter your user information.

In case your name is not written in English on your residence Card, enter your name spelling it as it appears on your
passport.

Name in alphabet Enter 1-hyte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a
space.
Example) TURNER ELIZABETH MD

Date of birth Required

Year Month Day

sex
® 5 Male
7 Female

Nationality (region)
Residence Card No. I-byte alphanumeric letters (upper case), up to 12 letters

Authentication ID you want 1-byte alphanumeric letters and/or signs, & letters to 20 The signs you can enter
are $%&=@ #*+
Example) 123 20

Password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length
must be 8 letters or longer and up to 32 letters.
Case-sensitive. The signs you can enter are $%&=@ #*+-?1

Example) ABCD1234!

Password (Enter again.)

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length
must be 8 letters or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@ #*1-?1

Example) ABCD1234!

E-mail address change Up to 60 1-byte alphanumeric letters

Regulations of Use

Confirm the Regulations of Use below and, if you agree with them, check the check box.

Terms of Use o
Please read the Terms of Use below before using the System.
You are required to agree to the Terms of Use below in order to make an online notification to the Minister of Justice using
[the E-Notification System of the Immigration Bureau, the Ministry of Justice.The original text of the Terms of Use is in
= == = — Lesi T of Use below and the Japanese original, the Japanese  ~

I have read the Regulations above and agree with them.

AEEHABEEEERT

Immiaration Services Aagency.

User Information Entry
(Step 1)

[Operation]

Enter user information. In
the each item’s entry field,
enter information exactly
as shown in the Residence
Card. When the name is
not written in alphabetical
letters, enter the
alphabetical name as
shown in your passport.
After entering each item,
confirm the regulations of
use. If you agree with the
regulations of use, place a
check mark in the "I have
read the Regulations above
and agree with them."
checkbox to move to the
next screen.

e Errors

When there are errors or no
entry in required fields, error
messages are displayed at
the top of the screen. You
cannot proceed to the next
screen until all errors are
corrected.
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Screen Operations
%@ HAEEBEES User Information
l Immigration Services Agency of Japan Confl rmatlon (Step 2)

Rt = A5 I

[Operation]

Back 10 Top After confirming the
Step 1 (Enter) step 2 (Confirm) Step 3 (Registration done) COﬂtentS entered in the
previous screen, click the

Confirming user information "Register" button to move to

User information the next screen.

Confirm your user information When Correctlng entrlesy
Name in alphabet CI'Ck the "BaCk" bUttOﬂ tO
TURNER ELEASETHID move back to the entry
Date and year of birth (Year / Month / Date)

screen and enter correct
2012/05/30 . )
. information.
£ Male
Nationality (region)
FIHZRAS > Afghanistan
Residence Card No.
KO12345678NI
Authentication ID you want
ninsyoid123
E-mail address change
abc@xyz.cojp
{En'g_ HAEEDSERE User Info_rmatlon
Immigration Services Agency of Japan Req |Strat|0n Complete
= ~ = STEP3
BYRBHSZATA fal=2d
Back to Top [Operatlon]

Step 1 (Enter Step 2 (Confirm) Step 3 (Registration done)

Registration of your user information is done.

Your user information is registered.
A notice that your registration is done should be sent to your e-mail address abc@xyz.co.jp

In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.

[For inquiries]
TEL: 050-3786-3053

E-MAIL: mjf.support.cw@hitachi-systems.com

This is the end of user
information registration
procedures.

After the registration is
completed, you will receive
the "Notice of user
information registration
completion™ e-mail to the
e-mail address entered
before.

No password is shown in the
notice.
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2.1.2 Description on User Information Entry Screen
HAEREZEEET

I N3 Immigration Services Agency of Japan

BFREES AT A

Back to Top

Step 1 (Enter) Step 2 (Confirm) Step 3 (Registration done)

Enter user information

MOE00007:Enter the item with @) .

2] User information

Enter your user information

Follow the information written in your Resident Card precisely, as you enter your user information.

In case your name is not written in English on your residence Card, enter your name spelling it as it appears on your
passport.

@ Name in alphabet Enter 1-byte alphabetical letters. (upper case) Up to 104 letters Separate two words by a

space.
Examp TURNER ELIZABETH ML
Date of birth
© Year © M™Month © pay
/ /
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2 P
® 5 Male

iT Female

@ Nationality (region) [

@ Residence Card No. (il I[-byte alphanumeric letters (upper case), up to 12 letters

(2]

78

xample) AB12345678CD

© Authentication ID you want 1-byte alphanumeric letters and/or signs, 6 letters to 20 The signs you can
enter are $%&=@ #*4-2!

Example) 1234567890AB

© Password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length
must be 8 letters or longer and up to 32 letters.
Case-sensitive. The signs you can enter are $%&=@ #*+-2!

xample) ABCD1234!

© Password (Enter again.)

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length
must be 8 letters or longer and up to 32 letters.
Case-sensitive. The signs you can enter are $%&=@ #%¥+4-2!

Example) ABCD1234!

@ E-mail address change [EENTE Up to 60 1-byte alphanumeric letters

Regulations of Use

Confirm the Regulations of Use below and, if you agree with them, check the check box.

Terms of Use =
Please read the Terms of Use below before using the System.
You are required to agree to the Terms of Use below in order to make an online notification to the Minister of Justice using
the E-Motification System of the Immigration Bureau, the Ministry of Justice.The original text of the Terms of Use is in
Dapanese. If any conflict arises between the translation of the Terms of Use below and the Japanese original, the Japanese ¥

(1] I have read the Regulations above and agree with them.

=] =

EEESEERT

Immigration Services Agency.

Screen link Screen
. Contents
No. Description Item
n Error message When there are errors in entries, error messages will be displayed when the

"Confirm" button is clicked. You cannot proceed to the next screen until all
errors are corrected.

-10 -
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Screen link
No.

Screen
Description Item

Contents

User information

Enter user information. Enter the information as exactly written on your
latest Residence Card.
"Required" is a required field. Please enter information.

e Name using alphabet

Enter as exactly written on your Residence Card including a space.

When the name is not written in alphabetical letters, enter the alphabetical
name as shown in your passport.

e Nationality

Select your nationality from the pull-down list. Nationalities are, in
principle, ordered in English alphabetical order.

e Authentication ID and Password

You can set your own Authentication ID and Password. Upper case and
lower case are distinguished for Authentication ID and Password.
Password cannot be the same with the Authentication ID. Please make
sure to keep the Authentication ID and Password in a secure place. No
password is written in the e-mail sent from the Immigration Services
Agency.

"@" is displayed as you type the password in the password field. It is
recommended to save your password on the Note Pad and copy & paste
the password into the password input field after confirming the correct
password.

e E-mail Address

E-mail will be sent automatically to the registered e-mail address. Please
register the usable e-mail address in valid account. When registering e-mail
address of cell phone or free e-mail address, make sure to set the domain to
receive the e-mail sent from the e-Notification System.

e Domain Specification (Receiving) Setup

When a restriction is set to avoid Spam e-mail, please unset the restriction or
specify the domain, @ens-immi.moj.go.jp, so that e-mails from the domain
can be received.

"Confirm" button

The confirmation screen (STEP 2) is then displayed, if there is no error in
entered information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

When the "Back" button is clicked, the log in screen is displayed.

"(Back to top)"
link

Returns to the top screen.

-11 -
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2.2 Registration of Notification

The procedures to submit a notification via the Internet using the e-Notification System are described. After
notification event happens, you can submit a notification. Please note that you cannot submit a notification
before the notification event happens.

This can be only used by a registered user. For how to register user information, refer to [2.1.1 User
Information Registration] of this manual.

2.2.1 Notification Registration
# Screen Operations
1 Log in of the Mid-to-Long-Term
SEk HAREBEET 4 8
U immigraton Senvices Agency of Japan Residents
BYEHSATA [Operation]
Back o Top Enter your Authentication 1D and
For a mid-to-long-term resident to log in Password in the log in screen and
click the "Log in" button to go to the
Enter your authentication ID and password, to log in
Authentication ID neXt SCreen-
Password
Login
If you are a mid-to-long-term resident and have no Authentication 1D yet, make your user registration below.
Authentication 1D issued
If you have lost your Authentication 1D and/or password, or your account is locked and you cannot log in, obtain a new Authentication 1D and
password from below.
Reissue of Authentication ID and/or password
Menu for mid-to-long-term residents Mid-To-Long-Term Residents
Menus
Various notifications [Ope ration]
i i Since different buttons for available
Notification of active organization notifications are displayed, click a
The name of the institution you serve has been changed nOtification button you W0u|d I i ke tO
Narnecnange .
submit to go to the next screen.
The location of the institution you serve has been changed
The institution you serve has been abolished L Dlsplayed Buttons
Depending on the resident status, the
You et th insitution buttons that are displayed on the
el screen change.
‘You moved to another institution For the bUttOﬂS that ShOW up
= 1 depending on the status of residence,

refer to [2.2.3 Description of
Mid-to-Long-Term Residents
Menus] of this manual.

-12 -
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Screen

Operations

HAETEZEEET

Immigration Services Agency of Japan

E
e
EFRHS T

Your name-TEST USER

Log out
step 1 (Enter) Step 2 (Confirm) Step 3 (Accepted)
Enter your notification ( Name change )

Person submitting this notification

Enter information on the person notifying
Enter what is written in your Resident Card precisely, as you enter the information on the person notifying
In case your name is not written in English on your residence Card, enter your name spelling it as it appears on your passport.

Name in alphabet Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.

Example) TURNER ELIZABETH MD

Date of birth

Year Month Day

sex
® 5 Male

I Female
Nationality (region)

Address (Prefecture, municipality)

Click the button and choose from the list displayed

Residence Card No. I-byte alphanumeric letters (upper case), up to 12 letters

Example) AB12345675C

Cellular phone number  Up to 12 1-byte letters

Example) 090123456

Notification Entry (STEP1)

FAQs and As
——

Name change of the institution you belong to

Enter your notification

Date and year of change
Year Month Day

Name of the institution (before change) Up to 60 2-byte characters

Name of the institution (after change) Up te 60 2-byte characters

Location of the institution ( . munici )

Location of the institution (Town name, street name, etc.) Up to 80 2-byte characters

EBEEHMABESEEET

Immiarati ices Agency.

[Operation]

Enter user information on the upper
part of the screen. In the each item's
entry field (identification items, etc.),
enter information exactly as shown
in the Residence Card.

When the name is not written in
alphabetical letters, enter the
alphabetical name as shown in your
passport.

Enter notification at the lower part of
the screen. Entry contents differ
depending on status of residence. For
the descriptions on information entry
item, refer to [2.2.4 Descriptions on
Notification Items of Notification
Entry Screen].

After entering all required
information, click the "Confirm"
button to go to the next screen.

e Errors

When there are errors or no entry in
required fields, error messages are
displayed.

You cannot proceed to the next
screen until all errors are corrected.
e Alphabetical Letters of Name
Enter as exactly written on your
Residence Card including a space.

-13-
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Screen

Operations

%%% HAEEZREET

Immigration Services Agency of Japan

EFEHEATA

Your name:TEST USER

Log out

Step 1 (Enter) Step 2 (Confirm) Step 3 (Accepted)
Confirm entry of notification ( Name change )

Person submitting this notification

Confirm your notification has been entered

Name in alphabet

TEST USER

Date and year of birth (Year / Month / Date)
1980/01/01

Sex

£ Male

Nationality (region)

R[E People's Republic of China

Address (Prefecture, municipality)
RERETREX

Address (Town name, street name, etc.)
EsE1-1-1 Es#/\fv2028
Residence Card No.

AB12345678CD

Telephone number

0312345678

Cellular phone number

09012345678

Name change of the institution you belong to

Confirm your notification

Date and year of change (Year / Month / Date)

2019/05/20

Name of the institution (before change)

FRAEEER

Name of the institution (after change)

BRAEEERES

Location of the institution (Prefecture, municipality)
FRERIIX

Location of the institution (Town name, street name, etc.)

M5-5-30 ErHEIL

Confirm copy

Once you click the Netification button, you cannot confirm what you notified any more. Be sure print out or display a screen shot of your
notification
After you have obtained a copy of your notification, check the check box

I I have obtained a copy of my notification. I

| =2 | [

Notification Confirmation
(STEP2)

[Operation]

Confirm the information entered
in the previous screen.

Contents of a notification cannot
be confirmed on the system later;
therefore, try to save the contents
by printing or taking a screen shot
(saving the screen).

After saving the contents by printing
or screen shot, enter a check mark by
clicking the "Saved the notification
contents" checkbox to go to the user
information confirmation screen.
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Screen

Operations

e wAEEREET
%fl\ﬁ Immigration Services Agency of Japan
BfELATA

Your name:TEST USER

Step 3 (Accepted)

Notification received ( Name change )

Your notification has been received.

A notice of receiving of your notice should reach your e-mail address abc@xyz.co.jp
[Notification Reception No. : MK1900000579)
[Time and date of notification:2019/07/01 16:36]

In case the notice e-mail does not reach your address after some time, please contact the Inguiry Address below.

[For inquiries]
TEL: 050-3786-3053
E-MAIL: mjf.

port.cw@hitachi-systems.com

Completion of Notification
Reception (STEP 3)

[Operation]

This is the end of notification
registration procedures.

After several minutes, you will
receive the "Notice of reception
completion™ on the registered e-mail
address.

Also, the Immigration Services
Agency confirms the contents about
the received notification. After
confirming there is no problem on
notification contents, the "Notice of
completion of registration™ will be
e-mailed to the registered e-mail
address. (It will take 1 to 2 days for
the e-mail to be sent).

On the other hand, when there are
problems in the notification contents,
e-mail will be sent regarding the
problems. Then, please re-submit a
notification with correct contents.
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222 Description on Notification Entry Screen

HAEEEEET

Immigration Services Agency of Japan

EFELH AT A
[==hm /== NN
Your name: TEST USER Time and date of your last login 2019/07/01 14:39

E Log out

Step 1 (Enter) Step 2 (Confirm) Step 3 (Accepted)

Enter your notification ( Name change )

MOEQ0007:Enter the item with @ .

Person submitting this notification

Enter information on the person notifying.
Enter what is written in your Resident Card precisely, as you enter the information on the person notifying.
In case your name is not written in English on your residence Card, enter your name spelling it as it appears on your passport.

FAQs and As

@) Name in alphabet Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.

Example) TURNER ELIZABETH MD

Date of birth

O Year @ Month @ Day

® E Male
iz Female

@ Nationality (region) [

@) Address (Prefecture, municipality)

Click the button and choose from the list displayed.

Address (Town name, street name, etc.) Up to 80 2-byte characters

Example) &+ B1-1-1 &EoE

@) Residence Card No. I-byte alphanumeric letters (upper case), up to 12 letters

Example) AB1234 CD

Telephone number Upto 12 1-byte letters

Example) 0312345678

Cellular phone number Up to 12 1-byte letters

Example) 09012345678
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Name change of the institution you belong to

Enter your notification.

I Date and year of change
© vear © Month © Day

Example) FTA

@ Location of the institution (Prefecture, municipality) Required

Click the button and choose from the list displayed

@ Name of the institution (before change) Up to 60 2-byte characters

© Name of the institution (after change) Up to 60 2-byte characters

© Location of the institution (Town name, street name, etc.) Up to 80 2-byte characters
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Screen link
No.

Screen
Description Item

Contents

Error message

When there are errors in entries, error messages will be displayed when the
"Confirm" button is clicked.

User information

Enter user information. Enter the information as exactly written on your
latest Residence Card.
"Required" is a required field. Please enter information.

e Alphabetical Letters of Name

Enter as exactly written on your Residence Card including a space.

When the name is not written in alphabetical letters, enter the alphabetical
name as shown in your passport.

e Nationality

Select your nationality from the pull-down list. Nationalities are, in
principle, ordered in English alphabetical order.

e Place of Residency

Click the "Select" button under the residency field and select an appropriate
Prefecture. Since the names of City are displayed based on the selected
Prefecture, select an appropriate Municipality. After selection is done,
selected residency is displayed in the residency field (right side of the
"Select" button. Enter your "Address" in the text box with 2-byte characters.

Notification

Enter notification. Entry contents differ depending on status of residence.
For the descriptions on each item of information, refer to [2.2.4 Descriptions
on Notification Items of Notification Entry Screen].

"Confirm" button

The confirmation screen (STEP 2) is then displayed, if there is no error in
entered information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

When the "Back" button is clicked, the mid-to-long-term residents menu
screen is displayed.

Please note that when "« (Back) of Web Browser or *"Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.2.3 Description of Mid-to-Long-Term Residents Menu

Various notifications buttons displayed in the mid-to-long-term residents menu screen are different by the
user's latest status of residence.

Button display patterns based on status of residence

o Number is the display pattern
) Notification about the institution you serve
@ Notification about the institution you have a contract with
® Notification about spouse
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) Notification about the institution being served

Your name: TEST USER

HAEEREET

Immigration Services Agency of Japan

BFEE> AT A
==k /== [N N g
Time and date of your last login 2019/07/01 14:39

Log out

Menu for mid-to-long-term residents

Various notifications

Choose the item involving a change.

Notification of active organization

The name of the institution you serve has been changed

O e ]

The location of the institution you serve has been changed

| Location change

The institution you serve has been abolished

Abolished

You left the institution

7Y

You moved to another institution

B

Screen link Screen
Description Item

Contents

"Name Change™
button

When there is a name change for the institution you serve, you submit a
notification from here.

E Bz

"Location
Change" button

When there is a location change for the institution you serve, you submit a
notification from here.

"Abolished" When the institution you serve is abolished, you submit a notification from
button here.
"Left" button When you left the institution, you submit a notification from here.

"Moved" button

When the institution you serve is moved, you submit a notification from
here.
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@ Notification about the institution you have a contract with

Your name: TEST USER

HAEETEEEET

Immigration Services Agency of Japan
BFEHS T LA

== == 1 W g

Time and date of your last login 2019/07/02 13:20

Log out

Menu for mid-to-long-term residents

Various notifications

Choose the item involving a change.

Notification of contracting organization

If the institution with a contract has changed its name

If the institution with a contract has

If the institution with a contract has

If the resident has terminated the c

Name change

moved its location

Location change

been abolished

Abolished

ontract with the institution

Completion of your contract

If the resident has signed a new contract

Signing of a new contract

Screen link

Screen
Description Item

Contents

"Name Change™
button

When there is a name change for the institution you have a contract with,
you submit a notification from here.

E BRE

"Location
Change" button

When there is a location change for the institution you have a contract with,
you submit a notification from here.

"Abolished"
button

When the institution you have a contract with is abolished, you submit a
notification from here.

"Completion of
Contract" button

When the contract you have with your institution is terminated, you submit a
notification from here.

"Signing of New
Contract" button

When a new contract with your institution is signed, you submit a
notification from here.
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® Notification about spouse

HAEEBZEET

Immigration Services Agency of Japan
BFEh> AT A

Your name TEST USER Time and date of your last login 2019/07/02 11:55

Log out

Menu for mid-to-long-term residents

Various notifications

Choose the item involving a change.

Divorced your spouse or lost him/her in death

n Divorce / spouse’s death

Screen link Screen
. Contents
No. Description Item
“ "Divorce/Death™ | When you and your spouse are divorced or your spouse is dead, you submit
button a notification from here.
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224

- Notification reason

Descriptions on Notification Items of Notification Entry Screen
Notification on the notification entry screen has different entry items depending on the following conditions
- Notification Contents (Differs from the latest status of residence. *)

status of residence.

* Refer to [2.2.3 Description of Mid-to-Long-Term Residents Menu] for the display pattern by different

Name change of the institution you belong to
Enter your notification

Date and year of change

e Notification about the institution (®) and when the notification reason is "Name Change"

Year Month

Day

i
ot

Name of the institution (before change)

Up to 60 2-byte characters

Name of the institution (after change)

g}

Up to 60 2-byte characters

Location of the institution (Prefecture‘ municipality)
|

Location of the institution (Town name, street name, etc.)

Up to 80 2-byte characters
. Screen Description
Screen link No. P Contents
Item
n Notification Enter the name change information of institution
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e Notification is about institution (®) and when the notification reason is "Location Change"

Location change of the institution you belong to

Enter your notification.

n Date and year of change

Year Month Day

- i

2010 04 01

Name of the institution Up to 60 2-byte characters

Example) R A

Search Click the button and choose from the list displayed

Location of the institution (before change) (Town name, street name, etc.)

Hm5-5-320

Example) E 5 2 u

Search Click the button and choose from the list displayed

Location of the institution (after change) (Town name, street name, etc.)

Example) 5 —-5-30

Pl
&

Location of the institution (before change) (Prefecture, municipality)

Up to 80 2-byte characters

Location of the institution (after change) (Prefecture, municipality)

Up to 80 2-byte characters

Screen Description

Screen link No.
Item

Contents

(1] Notification Enter the location change information of institution.

e Notification is about institution (®) and when the notification reason is "Abolished"

Abolishment of the institution you belong to

Enter your notification.

n Date and year of the abolishment
Year Month Day

2010 04 01

Name of the institution Up to 60 2-byte characters

Example) R A

Location of the institution (when it was abolished) (Prefecture, municipality)

Search Click the button and choose from the list displayed

Location of the institution (when it was abolished) (Town name, street name, etc.) Up to 80 2-byte characters

Screen Description

Screen link No.
Item

Contents

n Notification Enter the abolishment information of the institution.
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o Notification is about institution (®) and when the notification reason is "Left"
Left the institution you belonged to

Enter your notification.

n Date and year you left the institution
Year Month Day

. i

2010 04 01

Name of the institution you left Up to 60 2-byte characters

Example) Ex A

Location of the institution you left (Prefecture, municipality)

Search Click the button and choose from the list displayed

Location of the institution you left (Town name, street name, etc.) Up to 80 2-byte characters

xample)

M

S-S5 —-30

Screen Description

Contents
Item

Screen link No.

n Notification Enter the information of the institution you left.
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e Notification is about institution (®) and when the notification reason is "Moved" and status of residence is
not "Student".

Shift from one institution to another
Enter your nolification

n Date and year of the shift
Year Month Day

Hame of the institution (before the shitt) |[Eiel Upto 60 2-byte characters
el

Location of the institution (before the shift) (Prefecture, municipality)

Location of the institution (before the shift) (Town name. street name. etc.)  [[Eoacll Up to 80 2-byte characters

Mame of the institution (after the shift) [IETol Up to 60 2-byte characters
Ji

Location of the institution (after the shift) (Prefecture, municipality)  [IEnied

Location of the institution (after the shift) (Town name, street name, etc.) [T Up to 80 2-byle characters

Your activities in the new institution

If you hawe chasen “Others,” enter the activities you do below. Up 1o 30 2-Dyte characiers

Place where you actually have your activities

If you ane active somewhens other than the location abowe, and if you can notify us of the onganization you actually aré senving, its ocation
and contact infarmation,
check the chick box first and then enler the rekevant information in the comesponding items.

| notify the name, location, and conlact info of the organization | am aclually sening

Name of the erganization where you are actually having your activities  Up 1o 60 2-byte characters
Location where you actually have your activities (Prefecture, municigality)

Location where you actually have your activities {Town name, street name, etc.) Up to 80 2-byte characters

Contact information (phone number) of the location where you actually have your activities Up to 12 1-byle letters

Screen Description

Contents
Item

Screen link No.

n Notification Enter the transfer information from the institution.
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Location of actual | Enter the information on the location of actual activity. (Optional)
activity When entering the location of actual activity, place a check mark in
the "Name, location and contacts of office of actual activity are
informed” checkbox. Place a check mark by clicking the checkbox.

e When the name or location of the institution is different from the
name or location of actual activities, information on location of actual
activities can be entered here optionally. For example, if you notified
the name and location of headquarter of the institutions you serve, but
you actually work in a remote sales office, this is applicable.

Notification is about institution (®) and when the notification reason is "Moved" and status of residence is
"Foreign Student".

Shift from one institution to another

Enter your notification.

Date and year of the shift

Year Month Day

Mame of the institution (before the shift) Up to 60 2-byte characters

Example) 357

Location of the institution (before the shift) (Prefecture, municipality)

Click the button and choose from the list displayed

Location of the institution (before the shift) (Town name, street name, etc.) Up to 80 2-byte characters

Pit ]

Name of the institution (after the shift) Up to 60 2-byte characters

Location of the institution (after the shift) (Prefecture, municipality)

Click the button and choose from the list displayed

Location of the institution (after the shift) (Town name, street name, etc.) Up to 80 2-byte characters

cxampie

il

. Screen Description
Screen link No. P Contents
Item
n Notification Enter the transfer information from the institution.
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e Notification is about institution you have a contract with (®) and when the notification reason is "Name

Change"

Name change of the institution you have a contract with

Enter your notification.

Date and year of change

n Year Month

=

=

=

Name of the institution (before change) Up to 60 2-byte characters
Name of the institution (after change) Up to 60 2-byte characters
Location of the institution (Prefecture, municipality)

Search Click the button and choose from the list displayed.

Location of the institution (Town name, street name, etc.)

Day

Up to 80 2-byte characters

Example) &3
. Screen Description
Screen link No. P Contents
Item
n Notification Enter the name change information of institution you have a contract
with.
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e Notification is about institution (@) and when the notification reason is "Location Change"

Location change of the institution you have a contract with

Enter your notification.

n Date and year of change

Year Month

=L

i

xample

Name of the institution Up to 60 2-byte characters

Location of the institution (before change) (Prefecture, municipality)

Search Click the button and choose from the list displayed.

Location of the institution (before change) (Town name, street name, etc.) Up to 80 2-byte characters

Location of the institution (after change) (Prefecture, municipality)

Search Click the button and choose from the list displayed.

Location of the institution (after change) (Town name, street name, etc.) Up to 80 2-byte characters

Day

@

Screen Description

Screen link No.
Item

Contents

“ Notification

Enter the location change information of institution you have a
contract with.

e Notification is about institution you have a contract with (@) and when the notification reason is

"Abolished"

Abolishment of the institution you have a contract with

Enter your notification.

nl Date and year of the abolishment [T

Year Month

(%)
(=]
=]
—_
—_

Example) R A

T
Mg
[11ki]
1

Example) &5 — 5 — 3

i

=/

Name of the institution Up to 60 2-byte characters

Location of the institution (when it was abolished) (Prefecture, municipality)

Search Click the button and choose from the list displayed.

Location of the institution (when it was abolished) (Town name, street name, etc.) Up to 80 2-byte characters

Day

Screen Description

Screen link No.
Item

Contents

n Notification

Enter the abolishment information of the institution you have a
contract with.
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e Notification is about institution you have a contract with (@) and when the notification reason is

"Completion of your Contract"
Completion of your contract with your institution

Enter your notification

Year

xample

Date and year when your contract expired

Month

Location of the institution with whom your contract expired (Prefecture, municipality)

Click the button and choose from the list displayed.
Location of the institution with whom your contract expired (Town name, street name, etc.) Up to 80 2-byte characters

k the

il
A

Day

Required

. Screen Description
Screen link No. P Contents
Item
n Notification Enter the complete contract information of institution you have a
contract with.
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e Notification is about institution you have a contract with (@) and when the notification reason is "Signing
of New Contract"

Signing of a nhew contract

Enter your notification.

n Date and year when you signed a new contract Required

Year Month Day

2010 04 o1

Name of the institution (with whom you had your former contract) Up to 60 2-byte characters

Location of the former institution (Prefecture, municipality)

Click the button and choose from the list displayed

Location of the former institution (Town name, street name, etc.) Up to 80 2-byte characters

L /L

Example)@5 -5 —

Name of the institution (with whom you had your new contract) Up to 60 2-byte characters

Example)

Location of the new institution (Prefecture, municipality)

Click the button and choose from the list displayed

Location of the new institution (Town name, street name, etc.) Up to 80 2-byte characters

2 P =

(¥a)
i

il ]

Example)F@ 5 — EJL

Your activities in the new institution [Eo

If you have chosen "Others," enter the activities you do below. Up to 30 2-byte characters.

Place where you actually have your activities

If you are active somewhere other than the location above, and if you can notify us of the organization you actually are serving, its location
and contact information,
check the check box first and then enter the relevant information in the corresponding items.

E ] | notify the name, location, and contact info of the organization | am actually serving.

Name of the organization where you are actually having your activities  Up to 60 2-byte characters

Example)

Location where you actually have your activities (Prefecture, municipality)

Click the button and choose from the list displayed.

Location where you actually have your activities (Town name, street name, etc.)  Up to 80 2-byte characters

Example) 5 -5-30

B

]

/L

Contact information (phone number) of the location where you actually have your activities Up to 12 1-byte letters

Example) 0312345678

-31-
Operation Manual - For Mid-to-Long-Term Residents -



Screen link No.

Screen Description
Item

Contents

Notification

Enter the information on the signing of new contract with the
institution.

Location of actual
activity

Enter the location of actual activity information. (Optional)

When entering the location of actual activity, place a check mark in
the " Name, location and contacts of office of actual activity are
informed" checkbox. Place a check mark by clicking the checkbox.

o When the name or location of the institution is different from the
name or location of actual activities, information on location of actual
activities can be entered here optionally. For example, if you notify
the name and location of headquarter of the institutions you serve, but
you actually work in a remote sales office, this is applicable.
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e When the notification is about spouse (®) and notification reason is "Divorce" or "Death".

Divorce with / loss to death of your spouse

Enter your notification.

Reason for your notification

. Divorce with your spouse
Loss of your spouse in death

Date and year of the divorce / death
Year Month Day

. Screen Description
Screen link No. P Contents
Item
n Notification Select the reason and enter the date of "Divorce" or "Death".
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2.3 Re-Issuing of Authorization ID and Password

These are procedures taken when you forget your Authorization ID or Password. Re-issuing notice is sent to
the registered e-mail address when the Authorization ID is forgotten. When forgetting your password, you
must set a new password.

The most common cause of incorrect Authentication ID or Password is due to the usage of uppercase or
lowercase letters. Please confirm it before re-issuing.

When a confirmation or change is necessary, please follow the procedures below.

23.1 Re-Issuing of Authorization ID and Password

# Screen Operations

1 Log in Screen of the
§\ﬁ'l/¢’ Bn s g -
£ ?A@?Egg Erf Mid-to-Long-Term
BFEHSZTA Residents
ack o Top [Operation]

From the log in screen,
click the "Reissue of
Authentication ID and/or
Password" link on the
Passwora lower left to move to the
next screen.

For a mid-to-long-term resident to log in

Enter your authentication D and password, to leg in

Authentication ID

If you are a mid-to-long-term resident and have no Authentication ID yet, make your user registration below.
Authentication ID issued
If you have lost your Authentication 1D and/or password, or your account is locked and you cannot log in, obtain a new Authentication 1D and

I Reissue of Authentication 1D and/or password I
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’%‘% HAREZESHEF

Immigration Services Agency of Japan

BFREES AT A

Back to Top

step 1 (Enter) Step 2 (Confirm) Step 3 (Done)

Enter user information (Re-notification of your Authentication ID /
password)

User information

Enter your user information

Follow the information written in your Resident Card precisely, as you enter your user information

In case your name is not writien in English on your residence Card, enter your name spelling it as it appears on your passport
In case you have lost your password, enter your new password in the Password field

In case you have lost your Authentication 1D alone, you have no need to enter your password

Name in alphabet Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space

Example) TURNER ELIZABETH MD

Date of birth Required

Year Month Day

sex
® = Male
i Female

Nationality (region)

Residence Card No. I-byte alphanumeric letters (upper case), up to 12 letters

Example) AB12345678CD

Password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters
Case-sensitive. The signs you can enter are $%&=@_#+-2!

Example) ABCD1234

Password (Enter again.)

Be sure 1o use at least one from each of the 1-byte alphabet letters, 1-byte numbers. and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters
Case-sensitive. The signs you can enter are $%8&=@_#+-?!

Example) ABCD1234

o

EEELADEEERER

Immigration Services Agency

User Information Entry
(Authentication
ID/Password) (STEP 1)
[Operation]

Enter user information. In
the each item's entry
field, enter information
exactly as shown in the
Residence Card. When
the name is not written
in alphabetical letters,
enter the alphabetical
name as shown in your
passport.

After entering all required
information, click the
"Confirm" button to go to
the next screen.

o If you wish for only
reissuing of
Authentication ID, you
do not need to enter the
""Password" field.

® When you forget your
password, enter a new
password. Since the
password you just
entered cannot be
confirmed from the next
screen on, make sure to
save your password
somewhere.

e Errors

When there are errors or
no entry in required fields,
error messages are
displayed. You cannot
proceed to the next screen
until all errors are
corrected.
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e HAEEREET

Immigration Services Agency of Japan

EFEHSATA

Back to Top

Step 1 (Enter) Step 2 (Confirm) Step 3 (Done)

Confirm your user information (Re-notification of your
Authentication ID and password)

User information

Confirm your user information.

Name in alphabet

TURNER ELIZABETH MD

Date and year of birth (Year / Month / Date)
1981/03/20

Sex

£ Male

Nationality (region)

#:[E] United States of America

Residence Card No.

AB12345678CD

EBEBABEBEET

Immiaration Services Agency.

User Information
Confirmation
(Authentication
ID/Password) (STEP2)
[Operation]

After confirming the
contents entered in the
previous screen, click the
"Register"” button to
move to the next screen.
When correcting entries,
click the "Back" button
to move back to the entry
screen and enter correct
information.

HAEEZREET

Immigration Services Agency of Japan

BFEES AT A

Back to Top

Step 1 (Enter) Step 2 (Confirm) Step 3 (Done)

Registration of user information done (Re-notification of
your Authentication ID and password)

Re-notification of your Authentication ID or change of your password is done.
A notice that your registration is done should be sent to your e-mail address abc@xyz.co.jp

In case the notice e-mail does not reach your address after some time, please contact the Inguiry Address below.
[For inquiries]

TEL: 050-3786-3053
E-MAIL: mjf.support.cw@bhitachi-systems.com

BESEET

rvices Agency.

User Information
Registration Complete
(Authentication
ID/Password) (STEP3)
[Operation]

This is the end of
re-issuing of
Authentication
ID/Password.

After several minutes,
you will receive a
notification on the
registered e-mail address.
No password is shown in
the re-issuing notice.
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2.3.2 Description of Re-Issuing Entry Screen of Authorization ID and
Password

HAEEEZEEET

Immigration Services Agency of Japan

BEFEHE AT A

Back to Top

Step 1 (Enter) Step 2 (Confirm) Step 3 (Done)

Enter user information (Re-notification of your Authentication ID /
password)

MOE00007:Enter the item with @)

User information

Enter your user information

Follow the information written in your Resident Card precisely, as you enter your user information.

In case your name is not written in English on your residence Card, enter your name spelling it as it appears on your passport.
In case you have lost your password, enter your new password in the Password field.

In case you have lost your Authentication ID alone, you have no need to enter your password.

© Name in alphabet Enter 1-byte alphabetical letters. (upper case) Up to 104 letters  Separate two words by a space.

Example) T

Date of birth
© Year © Month © Day

sex
® 5 Male

% Female

© Nationality (region) [ET

@ Residence Card No. I-byte alphanumeric letters (upper case), up to 12 letters

Example) AB12345¢ D

Password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters

Case-sensitive. The signs you can enter are $%8=@_#"+-2!

Password (Enter again.)

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters
Case-sensitive. The signs you can enter are $%8=@_#"+-2!

N

EBEELABEEEERERT
Immiaration Services Agency
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Screen link

Screen
Explanation Item

Contents

Error message

If there are errors in entries, error messages will be displayed when the
"Confirm" button is clicked.

User information

Enter user information. Enter the information as exactly written on your
latest Residence Card.

"Required" is a required field. Please enter information.

e Name in alphabet

Enter as exactly written on your Residence Card including a space.

When the name is not written in alphabetical letters, enter the alphabetical
name as shown in your passport.

e Nationality

Select your nationality from the pull-down list. Nationalities are, in
principle, ordered in English alphabetical order.

"Confirm" button

The confirmation screen (STEP 2) is then displayed, if there is no error in
entered information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

When the "Back" button is clicked, the log in screen is displayed.

Please note that when "« (Back) of Web Browser or *"Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"(Back to top)"
link

Returns to the top screen.
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2.4 E-mail Address Change

The procedures to change e-mail address set in the user information registration are described.
Registered e-mail address is used to send notifications from the Immigration Services Agency.
For how to register user information, refer to [2.1 User Information Registration] in this manual.

2.4.1 E-mail Address Change
# Screen Operations
! 2 wADEREES Log in of the
%‘ﬁ Immigration Services Agency of Japan Mid-to-Lan-Term Residents

BFEES AT A

For a mid-to-long-term resident to log in

Enter your authentication ID and passwaord, to log in

Authentication ID

Password

If you are a mid-to-long-term resident and have no Authentication ID yet, make your user registration below.
Authentication 1D issued

password from below.
Reissue of Authentication 1D and/or password

If you have lost your Authentication ID and/or password, or your account is locked and you cannot log in, obtain a new Authentication ID and

Back to Top

[Operation]
Enter your Authentication ID
and Password in the log in
screen and click the "Log in"
button to go to the next screen.

2 | Userinformation change

Change your user information below.

To change your e-mail address

E-mail address change

To change your password

Password change

See notification’s status

Confirm the history of your notifications below.

See notification’s status

Mid-To-Long-Term Residents
Menus

[Operation]

Click the "E-mail Address
Change" button to go to the next
screen.
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HABREZEET

Immigration Services Agency of Japan
BFELSATA

Time and date of your last login 2019/07/02 10:53

‘Your name TEST USER

Log out

STEP1 (Enter) STEP2 (Confirm) STEP3 (Done)

Entry of a change in e-mail address

E-mail address change

Enter a change of your e-mail address

New e-mail address Up to 60 1-byte alphanumeric letters

Example) abc@xyz.co.jp

New e-mail address (Enter again) Up to 60 1-byte alphanumeric letters

Example) abc@xyz.co.jp

EEELABESERT

Immiaration Services Agency.

Entry of E-mail Address

Change

(STEP1)

[Operation]

Enter your E-mail address. After
entering a new E-mail address,
click the "Confirm" button to go
to the next screen.

e Errors

When there are errors or no entry
in required fields, error messages
are displayed. You cannot
proceed to the next screen until
all errors are corrected.

s wAREREEs
2 Immigration Services Agency of Japan

EFELSATA

Time and date of your Iast login 2019/07/02 10:53

Your name:TEST USER

Log out

STEP1 (Enter) STEP2 (Confirm) STEP3 (Done)

Confirming e-mail address change

E-mail address change

Confirm the e-mail address change.

E-mail address change

abc@xyz.co.jp

Immigrati

Confirmation of E-mail
Address Change (STEP 2)
[Operation]

After confirming the contents
entered in the previous screen,
click the "Register" button to
move to the next screen.

HABEEBEET

Immigration Services Agency of Japan
BYEEHS A5 A

Time and date of your last login 2019/07/02 10:53

Your name:TEST USER

Log out

STEP1 (Enter) STEP2 (Confirm)

STEP3 (Done)

E-mail address change done

Your e-mail address has been changed.
A change notice should reach the e-mail address abc@xyz.co.jp

In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.
[For inquiries]

TEL: 050-3786-3053
E-MAIL: mjf.support.cw@hitachi-systems.com

EZHEERABEEERT
Immiaration Services Agency.

Completion of E-mail Address
Change (STEP 3)

[Operation]

This is the end of change of
E-mail address procedures.

After several minutes, you will
receive the "Notice of completion
of change" on the new e-mail
address.
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2.4.2 Description of Entry of E-mail Address Change Screen

Your name: TEST USER

STEP1 (Enter) STEP2 (Confirm)

HAEEBEET

Immigration Services Agency of Japan
BEFEES AT A

Time and date of your last login 2019/07/02 10:53

Log out

STEP3 (Done)

Entry of a change in e-mail address

n MOEQ0007:Enter the item with @ .

E-mail address change

Enter a change of your e-mail address.

© New e-mail address Up to 60 1-byte alphanumeric letters

@) New e-mail address (Enter again) Up to 60 1-byte alphanumeric letters

Hex

Back

EHEEHABEEERT

Immiagration Services Agency

Screen link Screen
: Contents
No Explanation Item
(1] Error message When there are errors in entries, error messages will be displayed when the
"Confirm" button is clicked.
Change of E-mail | Enter your E-mail address.
Address "Required" is a required field. Please enter information.
Information
3 "Confirm" button | The confirmation screen (STEP 2) is then displayed, if there is no error in
entered information.
Error messages show up on the top of the screen, if there are errors in
entered information.
"Back" button When the "Back™ button is clicked, the menu screen is displayed.
Please note that when "«"* (Back) of Web Browser or "'Back Space"
key is used to move back to the previous screen, it is regarded as an
invalid operation and the user is logged out.
5] "Log out" link Logs out from the e-Notification System.
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2.5 Password Change

The procedures to change password used during log in are described.
This can be only used by a registered user. For how to register user information, refer to [2.1 User
Information Registration] in this manual.

251 Password Change
# Screen Operations
1 0 HABEEE SRR Log in of the
Immigration Services Agency of Japan M | d_to_ Lonq_Term RESIdentS
BFELH AT A [Operation]

packio o Enter your Authentication 1D and

Password in the log in screen and
click the "Log in" button to go to

Enter your authentication ID and password, to log in

Authentication ID the neXt Screen.

For a mid-to-long-term resident to log in

Password

=]

If you are a mid-to-long-term resident and have no Authentication 1D yet, make your User registration below.

Authentication ID issued

If you have lost your Authentication ID and/or password, or your account is locked and you cannot log in, obtain a new Authentication ID and
password from below,

Reissue of Authentication ID and/or password

2| Userinformation change Mid-To-Long-Term Residents
Change your user nformation belor. Menus
S [Operation]
Click the "Password Change"
To change your passwond button to go to the next screen.

Password change

See notification's status

Confirm the history of your notifications below.

See notification's status
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e HAETEREET
Immigration Services Agency of Japan
EFEESATA
Time and date of your last login 2019/07/02 10:53

Your name: TEST USER

Log out

STEP1 (Enter) STEP2 (Done)

Entry of a password change

Password

Enter a change to your password

Current password

New password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@_#"+-?!

New password (Enter again)

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be & letters
or lenger and up to 32 letters.

Case-sensitive. The signs you can enter are $%8=@_#*+-2!

m

ABELADEEERT

Immiaration Services Agency.

Entry of Change of
Password (STEP 1)
[Operation]

In the entry fields, enter the
current password and new
password respectively. The
new password you entered
will not be displayed in the
next screen.

After entering all required
information, click the
"Confirm" button to go to the
next screen.

e Errors

When there are errors or no
entry in required fields, error
messages are displayed. You
cannot proceed to the next
screen until all errors are
corrected.

HABREEEET

Immigration Services Agency of Japan
BYEHS AT

Time and date of your last login 2019/07/02 10:53

Your name: TESTUSER

Log out

STEP1 (Enter) STEP2 (Done)

Password change done

Your password change has been done.
A change notice should reach the e-mail address abc@xyz.co.jp

In case the notice e-mail does not reach your address after some time, please contact the Inquiry Address below.
[For inquiries]

TEL: 050-3786-3053
E-MAIL: mjf.support.cw@hitachi-systems.com

EBEHEAEEEEET

Immiaration Services Agency.

Completion of Password

Change

(STEP 2)

[Operation]

This is the end of change of
password change procedures.
After several minutes, you
will receive the "Notice of
completion of change™ on the
registered e-mail address.
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o

2.5.2 Description of Entry of Password Change Screen

HAEEBEET

Immigration Services Agency of Japan
B FEt> AT
== /== [ W o g
Your name: TEST USER Time and date of your last login 2019/07/02 10:53

B =]

STEP1 (Enter) STEP2 (Done)

Entry of a password change

MOEODO00O7:Enter the item with ) -

Password

Enter a change to your password.

@ current password

@ New password

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be 8 letters
or longer and up to 32 letters.
Case-sensitive. The signs you can enter are $%&=@_#*+-?!

@ New password (Enter again)

Be sure to use at least one from each of the 1-byte alphabet letters, 1-byte numbers, and 1-byte signs. The total text length must be & letters
or longer and up to 32 letters.

Case-sensitive. The signs you can enter are $%&=@_#+-2!

o[ A=)

TEELABEEEER

Immiagration Services Agency

Screen link Screen
. Contents
No. Explanation Item
(1] Error message If there are errors in entries, error messages will be displayed when the
"Confirm" button is clicked.
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Screen link Screen
. Contents
No. Explanation Item
Change of Enter your E-mail address.
Password "Required" is a required field. Please enter information.
Information

e About Password

Upper case and lower case are distinguished for password. Password
cannot be the same with the Authentication ID. Please make sure to
keep the password in a secure place. No Password is written in the
e-mail sent from the Immigration Services Agency.

"@" is displayed as you type the Password in the Password field. It is
recommended to save your password on the Note Pad and copy & paste
the password into the password input field after confirming the correct
password.

"Confirm" button

The confirmation screen (STEP 2) is then displayed, if there is no error in
entered information.

Error messages show up on the top of the screen, if there are errors in
entered information.

"Back" button

When the "Back" button is clicked, the menu screen is displayed.

Please note that when "« (Back) of Web Browser or *"‘Back Space™
key is used to move back to the previous screen, it is regarded as invalid
operation and the user is logged out.

"Log out" link

Logs out from the e-Notification System.
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2.6 Confirmation of Application Status

You can check the notification status you submitted through the e-Notification System. You cannot check
the contents of notification.

This function can be only used by a registered user. For how to register user information, refer to [2.1 User

Information Registration] in this manual.

# Screen Operations
1 Log in of the
s -
%{%}% HA BB EET Mid-to-L ong-Term
Immigration Services Agency of Japan R
BRI 2/ Residents
=R = AT o [Operation]
ack to Top
Enter your Authentication
For a mid-to-long-term resident to log in ID and Password in the
Enter your authentication ID and password, to log in Iog |n screen and CIle the
Authentication ID .
S — "Log in" button to go to
Passwora the next screen.
I you are a mid-to-long-term resident and have no Authentication 1D yet, make your user registration below.
Authentication ID issued
If you have lost your Authentication |D andfor password, or your account is locked and you cannot log in, obtain a new Authentication ID and
password from below.
Reissue of Authentication 1D and/or password
2 User information change Mid—To—Lonq—Term
Change your user inforition below. Residents Menus
To change your e-mail address [Ope ration]
Click the "View
To change your password NOtifiCation StatUS" bUttOn
to go to the next screen.

See notification's status

Confirm the history of your notifications below.

See notification's status
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AWy s Viewing Notification
{ip HAREREET p—

==

==/

% Immigration Services Agency of Japan ;
. [Operation]
TREHZAT A A list of past notification
Yourname: TEST USER Time and date of your last login 2019/07/02 10:53 status of the |Ogged in user
Log ot is displayed.
You can confirm the date
and time of notification,
N , notification reason and
isplaying history
Total Ne. of notifications 1 Notification ‘ ‘ | | | | ‘ | StatUS Of nOUfIC&tIOﬂ
1-1 NotificationDisplaying ! J
(results).
_ N Click the "Back" button on
1 2019/01/21 1704 MK1900000050 (= =L
Moved to another institution Being received the |0W€f Ieft Of screen tO
go back to the
mid-to-long-term residents
menu screen.

See notification's status

e About Notification
Status
- B&H (Registering):
Processing in the system.
After completing the
registration, a notice of
o
P ERnE=® | s sent to the registered
e-mail address.
- X5 T (Completion
of Registration): The
notification is registered.
- BRfgT T —
(Registration Error): There
are errors in notification.
Click the "Xk 7 —
(Registration Error" link
and confirm the error
contents. Re-submit a
notification with correct
information. In order to
print the error contents
confirmation screen, right
click the screen and select
"Print".
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3 Others

3.1 List of Error messages

A List of error messages that can be displayed in the E-Notification Message is shown in the appendix.
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Operation Manual - Appendix "List of Error Messages"

Message ID Message Solutions
There is an error with the item with "I". Confirm the entry and entry example on the |Confirm the entry and entry example on the screen, and enter again.
MOE00001 . : iy . ]
screen, and enter again. Since password becomes blank when "!I" is not shown, enter it again.
MOE00004 Confirm whether or not the e'-ma|l ?ddress you entered is of the correct e-mail Enter it again.
address format. Then, enter it again.
MOEO00005 |Do not enter two straight spaces in a name using alphabet. Do not enter two spaces consecutively.
. ) Enter the items with "I".
o
MOEQ0007  |Enter the items with ™", Since password becomes blank when "!" is not shown, enter it again.
MOE99999 |A system error has taken place. Contact Help Desk. A system error has taken place. Contact Help Desk.
Error of double login. Do not try to work in multiple screens at once. If you are not |Error of double login. Do not try to work in multiple screens at once. If you are not at
MOE99998 |at work in multiple screens and still you see this screen in display, please contact work in multiple screens and still you see this screen in display, please contact Help
Help Desk. Desk.
MOEQ0101 Enter the name, location, and contact of the institution where you actually have Enter the name, location, and contact of the institution where you actually have
activities. activities.
MOE00102 Cht_ec?lf the "l agree" check box, if you enter the location where you actually have Check the "I agree" check box.
activities.
MOEO00120 |Enter the correct Date and year of birth as exactly written on your Residence Card. |Enter as exactly written on your Residence Card.
Enter the correct Date and year of birth as exactly written on your Residence Card . .
MOE00121 or "Minashi" (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEO00123 |Enter the correct Sex as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
Enter the correct Sex as exactly written on your Residence Card or "Minashi" . .
MOE00124 (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEO00125 |Enter the correct Nationality as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
Enter the correct Nationality as exactly written on your Residence Card or "Minashi" . .
MOE00126 (Deemed) Residence Card (Alien Registration Card). Enter as exactly written on your Residence Card.
MOEO00127 |Confirm whether or not the Prefecture and municipality you entered are correct. Confirm whether or not the Prefecture and municipality you entered are correct.
MOEO00128 |Confirm whether or not the Activities you entered are correct. Confirm whether or not the Activities you entered are correct.
MOEO00131 |Enter the same value in "Password" and "Password (Enter again)." Enter the same value in "Password" and "Password (Enter again)."
. Enter a password that cannot be easily guessed.
MOE00132 |Enter a password that cannot be easily guessed. Example) When the password is the same with Authentication ID
MOEO00133 |Enter the same value in "E-mail address" and "E-mail address (Enter again)." Enter the same value in "E-mail address" and "E-mail address (Enter again)."
MOE00134 Confirm whether or not the Date and year the reason occurred you have entered is |Confirm whether or not the Date and year the reason occurred you have entered is
correct. correct.
MOEO00135 |The Authentication ID you have entered is not valid. Enter another Authentication ID.|Enter another Authentication ID.
MOEQ0136 The user mformapon is already registered. Log in with the Authentication ID you Log in with the Authentication ID you have already registered.
have already registered.
The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration Enter as e)l(actly wntFep on your Regdence Card. -
) . . Please verify the validity of the Residence Card. Note that notification cannot be
MOEO00138 |Card) No. is not valid. Enter the correct Number as exactly written on your latest . ) : ) A
: made on the day of Residence Card issuance since the information is not reflected
Residence Card. .
in the System.
MOE00142 |The information you have entered is ot valid. Thg resident stgtus is out of _notllﬁcatlon. Please contact Help Desk when the
resident status is out of notification.
MOEOQ00144 |Enter as exactly written on your Residence Card. Enter as exactly written on your Residence Card.
MOE00145 Enter as' exactly'wrltt('en on your Residence Card or "Minashi" (Deemed) Residence Enter as exactly written on your Residence Card.
Card (Alien Registration Card).
MOEO00146 |An invalid password. Confirm your current password again. Confirm your current password again.
Following causes can be assumed. Please confirm.
- Mid/long stay resident's information is not registered.
- Authentication ID or password is incorrect.
- The residence card is no longer valid.
MOEO00147 |The user information is not valid. ) Re3|der!t stgtus |slmod|f|ed. .
- Authentication ID is no longer valid.
- The effective period of authentication ID has expired (for the mid/long stay
resident, the effective period is 1 year from the last login for affiliated institutes,
which is the same as the period of stay).
- The password has expired. (A password is valid for 1 year from the date of user
information registration or the last password change.)
MOE00149 YOL.J 'hav'e rez}ched the maximum ltlmes a smgle' user can lreg!ster his/her Please register the remaining notifications tomorrow or later.
notifications in a day. Please register the remaining notifications tomorrow or later.
You have failed to log in, beyond the maximum number of times allowed. The . . .
MOEO00161 |account, therefore, is locked. This lock is removed automatically after 24 hours. To This lock i removed automatically after 24 hours. To uniock the account

unlock the account immediately, notify your Authentication ID and password again.

immediately, notify your Authentication ID and password again.




Message ID

Message

Solutions

MOEO00167 |Either the Authentication ID or password entered is invalid. Enter it again. Enter it again.
MOE00168 In casg ygu have chosen "Others" for Activities with the new institution, enter what Enter what the activities are.
the activities are.
MOEQ0169 To gntt_er what the activities are, choose "Others" for Activities with the new Please choose "Others".
institution.
MOE00188 When Prefecture aﬂd mun|C|pallty of residence is selected "Not Decided" (shown on Do not enter town name, street name, etc. of residence.
the back of the notification), do not enter Town name, street name, etc.
MOE00189 When Prefecture and munlcpqllty pf residence is selected besides "Not Decided Enter town name, street name, etc. of residence.
(shown on the back of the notification), enter Town name, street name, etc.
When "Minashi" (Deemed) Residence card (Alien Registration Card) number is . " N I
MOEO00190 |entered, select any choice but "Not Decided" (shown on the back of the notification) Select any ChOIC? but th Decided" (shown on the back of the nofification) for the
) ) Prefecture and city of residence.
for the Prefecture and city of residence.
An incorrect screen transition has taken place, and the connection with the server _—
MOE99996 has been cut off. Start over your procedure from the beginning. Start over your procedure from logging in.
The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration |The Residence Card No. / "Minashi" (Deemed) Residence Card (Alien Registration
MBES59101 |Card) No. is not valid. Enter the correct Number as exactly written on your latest Card) No. is not valid. Enter the correct Number as exactly written on your latest
Residence Card. Residence Card.
MBE59102 |The information you have entered is not valid. Contact Help Desk.
If you make the same type of notification multiple times in one day, only the last If you make the same type of notification multiple times in one day, only the last
MOW10005 e ) A e ) A
notification will be valid. notification will be valid.
MOW10006 If you make the same type of notification multiple times in one day, only the last If you make the same type of notification for the same mid-to-long-term resident

notification will be valid.

multiple times in one day, only the last notification will be valid.




