3

Hitx#

FPERW AT L

Y, 22272

Student Afffairs Information System

Operating Manual (Abridged Version)
- For Students -

(April 2020)



Introduction

You can use this system by logging into either of the following Web addresses.

PC, Smartphone
https://www.srp.tohoku.ac.jp/

Mobile Phone
https://www.srp.tohoku.ac.jp/sa_mb/ktop.do

System Overview

1.1 Student Affairs Information System
This Web system provides campus life support services.
You can check information such as notices or calls from the university on your PC, mobile phone, or
smartphone over the Internet from inside or outside the university.
You can also manage schedules and ToDo tasks.
[Core functions]

*Display messages

-Manage schedules

-Manage ToDo tasks

-Course registration

*Grade inquiries

1.2 System Requirements
This system supports the following environments:

[Web browser] [OS]
*Internet Explorer -Windows Vista or later (must support the specified browsers)
- Firefox *Mac OS X or later (must support the specified browsers)
-Google Chrome
Safari

* Please enable JavaScript in your browser settings.

1.3 Notes on Using Browsers
Note the following when accessing the system on browsers.

(1) You can't use the [Back] button on your browser or the [F5] key on your keyboard to display or
update the screen. Instead, use the buttons and links provided on screen. If you open
multiple windows or tabs, the system may stop working.

(2) If the system remains inactive (no screen navigation) for one hour, a timeout occurs and
an authentication failure message appears. Any content that you have entered will be discarded.

1.4 Points to Note When Using a Mobile Phone Service
Note the following when accessing the system on mobile phones.

(1) The URL for the mobile login screen is different from the URL for the PC,Smartphone login screen.
(2) Files attached to messages are not displayed on mobile phones.
(3) If the system remains inactive (no screen navigation) for one hour

an authentication failure message appears. Any content that you have entered will be discarded.
(4) You can't use "Course Registration" and "Grades Inquiry" on mobile phones.

1.5 System Language Setting
Japanese is initially set up.
If you want to browse in English, you need to change the language setting after logging into the system.
For details, see page 7.



2.1 How to Login

1) Access from inside the university: the

. portal screen appears.
Access the SRP login screen. | 2 access from outside the university:

‘- the image matrix authentication screen
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2.2 How to Logout

* Change your paééword and image icon regularly.

WELT FRWELAG A Web A—SHEDAYE—Z ===

B I I o e

Top right of the

A logout confirmation

MR | St/ | A | it | S e | é @ oo | n[wg}s(?age appears.
Fy T ety TS R ' =
Fovns [Logout] i 1| =Log out.

screen
[Logout]

2.3 Screen Layout Overview | [Tab area] Menu bar for various functions.
A Click a tab to display its corresponding side

[Weekly Schedules]
Displays the user's weekly
schedule.
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[User information]
Displays the current user
information.
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[Side menu]

Displays various menu items.
Menu items displayed here
correspond to the functions
selected with the tab at the
top of the screen.
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[Portlet area]

Displays messages and
general information in the
corresponding frames.

Note

*The screenshots shown here are examples and may differ
from those displayed on the actual website.

*For details on each feature, see the online manual.

[Class notices]

Notices of the classes are

displayed.

r;f'fj = Canceled class information

r‘!j_l =Makeup class information

r'@J =Timetable change information
122 | =>Class contact information

r‘@_l = Assignment information

The information of a subject
taking is not displayed until a
study registration period is
over, Search individually
from "View All".




Course Registration

3.1 Registering Courses by Day of the Week and Period
(1) You can select only courses available to you for registration on the [Course Registration] screen.
(2) During the registration period, you can change courses after registering them.

[Menu Screen]

sy - g A i ‘ fuad ® : 3
MO, | Schizol Moy ’ Sl | St S, | ohiali Ao [Tab] Courses/Grades
C{Upace Tine omd O0- vl 002 ¥ ? LIeidsalect top menu e welent @leht-shle mevaa l

[Side menu] Course Registration

) o3 i
fw;ﬂdidlln s e
—1
ataisd pzldel NPl MMl mEAT | B
Todess Schechios menm 1 & Crireilrual

1 Pew Messaees i Loy ey
There we e Trretahbs dor todny @ Teses by
P & Cedewt Al
[Course Registration Screen] @
Cosaonn Fhisgel 0P8 Bny
Frdiew Pl bt »
Dt
e
sl - * ol [Course Selection Screen]
FONITIES R T ——
o 2 " " |
P Select Courses:
i L;:;H_ : 5 2017 Fall Friday First Period
& sett s
Select Cowrse Code  Cowse Mame  Fiold and Category Sylabus Credit Istructor inCharee Classroom Information 01
v [2] Select the course you want e P
to take BN Rodochemisty b S (@ Browsd 2 AKRAKIRGHMA 518888
o Sometimes.there are courses ® v s FFIN (o o SR ees
alreagv registered. Click on e =
[ | X the [¢. ] to display the course Toas i TEPRPRE a0 IBHBH  giesx
lrcma s & 2 selection screen. Selected courses are displayed
on the [Course Registration]
{ screen.
Ao @ [Register]
You can check the number ) ]
of course credits for the [3] Click to display the [Course
Registration Completion] screen.

semester and the year.

[Confirm Entry]

[Course Registration
Completion screen]

Gt Pt tint.

e Vet

Bl Py

tana s

Toiges e

%

& =

* Confirm that the
following message is
displayed on the
[Registration
Completion] screen:
"The following items are
registered."”

s
Ry s §

Notes about Course Registration

You have to register by the course registration
deadline and during the designated access
time. If either of these expires before you
finish, you won't be able to register.

It may be difficult to log in to the Student
Affairs Information System during the
registration period due to heavy access.




3.2 In addition to registering courses by day of the week and period, you can also perform the

following operations. [Register intensive and other courses]
(1) Register intensive and other courses. —
(2) Register courses in other departments. -

(3) Search for and register courses. S et s et
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Grades Inquiry

4 Grade Inquiry Operations

[Menu screen]

[1] Menu screen
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[2] [Grades Inquiry] screen
(course list) appears.
[View Course List]

[Grades Inquiry screen]

Ve Irupary
Vorw Cawens Losl W e
s et e > i Chewae N Ta o Cowtl Toxew
P [Print]
You can switch screens by selecting You can print a screenshot.
the course list tab or credits tab. o
[View Course List][View Credits]
T o
s sl Lo
it
Lruir &1 - r:::‘
Unpw Casins:
SR SE— - ; e
Aa et
it gl - T
' - LE-ITETL
[3] To check your credits earned
[View Credits]
[Credits Earned screen]
Cirmci Sy
Ava 14t ww Cresams | wpi'n";
Latrgeey Farpreesk | el [ e [Tere ] ep— [Print]

You can print a screenshot.




Message Forwarding Setup

5 Operations for Automatically Forwarding Notices and Other Information by Email
The default mail address is your DCmail address.

Messages can be forwarded immediately upon release or periodically.
(1) Prompt Distribution: Any messages will be forwarded immediately upon release.
(2) Periodic Distribution: Any messages will be forwarded at the time you set here.

7 [Menu screen] [Set Message Forwarding screen]
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[Side menu] Set Message Forwarding
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New Application

6 About New Applications
(1) Here you can send change of address/contact information notifications, and submit various applications.

(2)You can also view past applications. —m Update information for your:
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Language Settings

7Changing the language setting
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Other Functions

(1)Show Progress and Graduation Forecast

= +[Tab]Courses/Grades — [Side menu] Course Registration , Confirm Course
(2) Search Syllabus ====- [Tab] Syllabus — [Side menu] Syllabus Search
(3) Job-search Activity- - - [Tab] Job-search Support — [Side menu] Job-search Activity
(4) Answer Survey == ==xx- [Tab] Student Services  — [Side menu] Answer Survey

Contact

*For inquiries about Tohoku University ID, password, registration details and operations:

1st/2nd year undergraduate students: Liberal Education Operating Section, or School Affairs
section of your faculty/department
Other students: School Affairs section of your faculty/department

*For inquiries about operations (contact the above for all other inquiries):
ICL Help Desk (Multimedia Education and Research Complex, Room 102)
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