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1.Login

1.1 Logging in Through the APU Career Office
Website/Campusmate

)7« AT4 A HP

M 2“:“7:?:":- ‘ Careerd.f‘ﬁﬁ::?"

Career Office

| ‘=
Career Events & Lectures ; Job Hunting Guide ; Internship Guide } APU Career Outcomes :
Future Employers } ARY E"""'"""I::)'“’"" ) =
APU Employment Support Web System(Caritas
uc)
APU Employment Support Web System Manual ACCeSSi b I e vi a both Ca reer Offi ce

(Jap:

APU Empl
(English)

Website and Campusmate

Campusmate
M Academic Menu M @ Information —————
for Staff :
c Redi . Title Message Date
ourse Regjstration {Important Announcement]
Reference We are planning to replace some of the career
. support features on Campusmate with a new
™ Job Hunting system, the APU Employment Support Web
Menu System(Caritas UC).
This is an important change that will
usage of the Career Office, so please Recommended Environments
details helow.
APU Employment
Support Web System .
OWindows
Job Offer & Microsoft Edge: Latest
Determined Career
Path Registration Version

Google Chrome: Latest

M General Menu .
Versiona

OMacintosh

Safari: Latest Version

agent login

1.2 Logging Out

To log out, please click on the “logout” button in the o _
‘ Welcome, Jiro Ritsumei B+ logout

upper right-hand corner of the screen.

*When viewing on a smartphone,
please select the logout button from MENU in the upper right-hand corner.
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2.1 Changing Display Language

It is possible to change the display language via the pulldown menu in the upper left-hand corner.
Bengali, English, Spanish, Hindi, Indonesian, Korean, Thai, Vietnamese and Chinese (simplified)
will be offered through use of an external translation tool.

JAPAMESE
BEMGALI —
—

ENGLISH pe your world

coA T meikan MENU

SPANISH Pacific University

HIMDI .
] powered by 1) AUC

INDOMESIAN i

KOREANM

THAL

VIETNAMESE

CHIMESE (Simplified)

2.2 Registering Basic Information

When using for the first time, you will be redirected to the “Student information registration”
screen. Please enter your name, name (kana), mobile phone number, and an email address
(required fields).

1. For names with environment-dependent characters (such as &), there are cases where the
symbol @ may appear. Also, in rare cases, errors in reflecting student information may lead to
display mistakes. In these cases, please correct the information.

2. If your full name is being displayed in the last name field, please correct this by separating your
first and last names.

3. If your full name is being displayed in the last name (kana) field, please correct it by separating
your first and last names.

4. For students who have names using the alphabet, the name (kana) will not populate
automatically. Please enter this information yourself.

5. For international students, please enter your name as it is written in your passport or residence
card.

6. Only full-width characters can be used when entering in the name and name (kana) fields. For
the name (kana) field, it is not possible to enter full-width spaces.

7. For the “other email address” section, please enter a non-APU email address.
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IR{EPR/Current Address

Student information registration
HEES

Rl

E&/Name * vic) RED HEESHSAEER
& /Name(Kana) | UL son || HERER v
FHIE 4y /Category = v BRLTLZEW ¥ R 1 v
(FHETHE)
AFEE/Entrance Year 2020 W £ &2
(B - 2R
¥ - AFAY College - | EEESFE v )
Graduate School EHES/Phone Numbe - -
r
F#l - EI/Departmen | EEESTE v
t - Major IS5 EEES/Mobile Ph | 080 — | 8587 - | 5084
one Number *
A=) B

FFEA—ILT FL-R/AP
U Mail Address

FFEA—ILT FL-R/AP
U Mail Address
(FE:E)

ZOAMA—ILT FL-R/O
ther Mail Address *

ZofiX— L7 LR/ |
ther Mail Address * :

(FE:E)

2.3 Agreeing to Terms of Use

When registering basic information, students will need to review the terms of use and check off “I
agree to the terms of use.”

2.4 Registering Desired Employment and Career Path

When using for the first time, after entering your basic information, you will be redirected to the
Desired Employment and Career Path Registration screen. Please follow the questions and register
your information.

*When registering for the first time, the screen will only be displayed in Japanese. From the second time onward, it will be

possible to change the display language via “My Page” to change or add information.
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First choice

Desired course *

Preferred industry

Desired occupation

Desired area

please select v

please select

Employment request (seeking a job in Japan while in school)

Employment hope (seeking a job overseas (home country) while in school)
Employment hope (seeking a job after graduating)

Desire to go on to higher education (advance to a graduate school in Japan)
Desire to go on to higher education (advance to a graduate school abroad (home country))
Desire to go on to higher education (vocational school or language school)
self employed

Professional Contract / Freelance

starting 2 business

Continuing incumbent (students working in society, etc.)

Inactive (no intention to work)

others

plesse salect W

please select v

Q1 Where do you went to start your career after graduation? *

Japan Korea Indonesia
People's Republic of China Vietnam Kingdom of Thailand
Bangladesh Taiwan Myanmar

India mongolia sri Lanka

Nepal Malaysiz Philippines
singapore Hong Kong Afghanistan
Tejikistan England Switzerland
Germany America Canada

Australia Papuz New Guinea Other oversezs

(Muttiple selection possible: 27 or less)

Q2 Remerks

(within 300 double-byte characters)

Q3 If you chose Japan in Q1, please tell us your preferred area.

Nationwide Hokkaido Tohoku
Kanto Chubu Hokuriku
Kinki Chugoku Shikoku

Kyushu-Okinawa

*The recommendation function prioritizes displaying job postings that match the career path information entered.

We recommend including as many details as possible to receive information about jobs and companies that you

would be interested in.

(Recommendations will be displayed based on a combination of your 1%-3™ choices of industry, job type, desired

location, the type of company you want to work for, and the screen you are viewing.)

When finished entering your information, please click the [Register] button.

3.Top Page

3.1 Explanation of Top Page

After logging in (or after registering basic information
for the first time), the Top page will be displayed.

On the smartphone screen, there is no "logout"

button.

My Page
Here you can view or change your
registered information, entry information,

and Desired Employment and Career Path.
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APU Employment Support Web System

‘Aju sn.p- your world
R e Universi ity powered by P AUC

g

Notice from Ritsumeikan Asia Pacific University Career Office

2023/5/31

Suspension of accepting face-to-face individual consultations due to heavy snow

RO, oAt

Notices from the Career
Office will appear here.

I quick search

Job postmg/Company Work research/ ( Experiences
internship

2024 graduatlon W
Free Word Search ( B

Quick Search

Enter the keywords in the search

bar, then select E . Click on the tabs to
switch between categories (Job
posting/Company, Work
research/internship, Experiences).
Keywords must be entered in Japanese or

it will not appear correctly in the search.

You can search by the most popular search conditions.

Search for job postings/companies Find Job Research/Internship
[Eﬁ EHER0)
E )

. . . e Book a consultation (on
Find testimonials participate to the event
campus)

=5 Kl

Advanced Search

Search for job postings/companies p8-
(Entry information on p11-)

Find job research/internships p8-

Find testimonials p10
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Internships

Method 1. Quick Search

Select the tab you want to search (the selected tab will

4.1 How to Search from Top Page

appear in dark red). Enter the keyword(s) in Japanese and

i I quick search )
click on the search button.

Job posting /Company { Work research/ 1 | Experiences ]

2024 graduation internship

1
I Free Word Search C B !

Method 2. Search using
popular search conditions

v WEB entry possible —

Search for job postings/companies Find Job Research/Internship
EHO)
ECHOE )

- - = oL Book a consultation (on
Find testimonials participate to the event
campus)

ol

o

Method 3. Search from buttons
You can search using advanced search conditions.
Please search once you have selected the desired

conditions.
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When searching for job postings, a screen will appear with a list of companies.

This displays the search conditions.

| Search condition

< To change the search conditions, click on

("Ghange conditior
% e [>Change conditions/Advanced search].

Target year 12024
B S *Search results will be displayed by individual
i e e B eSSl SRR Er R S e company.
1 2 3 Four || Five | | 38 | tothe next )}
YrBookmarking
Smjﬁﬁ'd APU Co., Ltd. Click on the [+r] symbol to bookmark companies.
B ﬁ ‘g e — Once the symbol turns yellow, then the company has
- been bookmarked.
:ert‘HﬂT 5;.23; e The list of bookmarks can be viewed/edited via "My
S page."

construction and maintenance of various large machinery and plants to logistics, we are

expanding our business globally and supporting key industries in Japan and overseas.
o o Corporate Information | Job Posting | Job

— - -
“T Research/Internship | Experiences

Corporate information | job posting | Job research/internship | Experiences

Click on the text to go to the details screen for each

APU Co. Ltd. Career track (Logistics management,/Corporate st [l
aff) Accepting seminars
[Full-time employee | Graduated in 2024] Category.

Limited recruitment

Display Icons

APU Co., Ltd. Career track (Logistics management/Corporate st [l tabe haseaiad \ WEB entry pOSSihlE

aff) Position currently accepting entries
[Full-time employee | Graduated in 2024]
; . Seminar registration currently open
Notes job information distributed to limited
EZ20iE > number of schools
®3Job Type

Name of position being recruited for

@Employment Category

Displays employment categories such as full-time
employee, contract employee, temporary worker, etc.
®View the Details

Takes you to the details screen for the job posting
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5.1 How to Search from Top Page Method 2. Free Word Search

You can search by entering the company name in

Method 1. Search from button

You can search using detailed search conditions.

Japanese.

*When searching for experiences with applying to

graduate schools, please enter “X%8z (HA) ” for

Sehrch for job posti Find Job Research/
n gs/companies Internship graduate schools in Japan, and "XZBe (85 ” for

graduate schools overseas.

i I quick search

participate to the e

2024 graduation internship:

Free Word Search (

W_

New testimonials

Records newly published by the university will be

06/16 @ unofficial offer
Coll f Asia Pacific Studi Depart t of Asia Pacific Studi . .
[ oo Crocumma i a0san e o s Pecc St | displayed here. Information that has been recently

activity report  Graduate school (overseas)

Other groups / Updated will be dlSplayed at random.

06/16 @ unofficial offer 4/ * Click on the company name to go to the testimonial
[College of Asia Pacific Studies | Department of Asia Pacific Studies |
% Wemen| Graduated in 2023] details screen.

activity report  Graduate school (Japan)

Other groups

conditional search

Faculty Department

Select Faculty v ‘N Each of these search conditions follows a different
Graduation year approach .
SelectSraduation Year v *Select the condition(s) and click search to go to the
Industry testimonial details screen
Maker energy Finance
trading company distribution service
IT/information Information Transportation/Warehou
processing (communications/mass se
media)
Government educational institution Medical and welfare
offices/organizations facilities

Professional and
technical services

search

10
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6.1 Registering Entry Information

When submitting an entry for the first time, you will need to register entry information.
If basic information has already been registered, that information will populate in the appropriate
fields.

*For names with environment-dependent characters (such as &), there are cases where the
symbol @ will appear. Please correct the information in these cases.

*After registration, it is possible to modify/add information via “My page.” When modifying/adding information, please enter your

password and click “send.”

*The display language cannot be changed from the entry information screen.

My page
!
2
(e

Scheduled event

I
Il
ik

=it Zhi g

Conﬁrmatlpn/cha Check/Change Conﬁrmatlor_llcha Application History Message from
nge of registered i nge of desired
. : Entry Information Bookmark company
information course

.

*Registration of "entry information” is required in order to apply for job offers, work research, and internship entries at companies.

(> Change Password /\\

terms of service

Change entry information

You can madify the entry information.
Enter your password and click "Submit".

RO~

<Continued on next page>

11
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ToP FAF - ERERT ALF- TV TRET BEREET FENSOENSE RAM—

ELERES *"Entry Information" that has been registered will be
sent to companies.
Please be careful of typos, misspellings, and other

€rrors.

Categories to Enter

@® College/Graduate school, Seminar/Research lab,
Expected graduation date, and other school-
« related information

Name, Name (kana), Date of birth

Current address/Address while on vacation
Email address

Self-promotion

Skills/Qualifications

@060

*Entry information registered will not change/update
- your basic account information. This is simply a
: screen for registering information necessary for
submitting entries.
*Click on the "Save" button during entry to save your
Ly v progress. This will allow you to resume entering

v information later on, starting from where you last

saved. (bottom right corner of page)

B EERT

ZFIL - {118

i

12
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You can check whether a company is accepting entries or not by using the top page or the search
function.

l quick search

Job posting/Company Work research/ [ Experiences 1
2024 graduation internship
Free Word Search ( X E

The company name must be

searched in Japanese or it will not
Here you can narrow down

appear correctly in the search.
the search to companies that

are accepting entries.

Shape your world

AAPU

Ritsumeikan
Asia Pacific University

APU Co., Ltd.

APU is a comprehensive company that makes challenges

more free.

Companies currently accepting

Corporate information | job_posting | Job research mtemshi/ entries will have the "WEB entry
possible" icon displayed.

Engineer WEB ent ible

[Full-time employee | Graduated in 2024]

(> view the details )

Sales 'WEB entry possible
[Full-time employee | Graduated in 2024]

/7 \
( > view the details )
~~—

13
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6.3 Submitting Entries

Submitting entries for open job postings and internships:

Shape your world

_APU

Ritsumeikan
Asia Pacific University

APU Co.,Ltd.

Shape your world

APU

Ritsumeikan plant
Asia Pacific University

APU Co.,Ltd.

i iReering) |land Eransportation| |Warehouse| [Tt

Clicking "enter" will take
you to the different entry
buttons at the bottom of

the page.

APU is a comprehensive company that makes challenges P s (o o
j R
more fr-ee. +«Back to list b postings
Check theJob descrptons and actvey appy for 0bs anggfonne]
Corporate information | job posting | Job research/internship
Engineer « WEB entry possible
[FUII'tlr“e Employee 1 Graduated in 2024] In addition to this site. you can aiso apply for jobs from this site,
[ » view the details )
./
Rikunabi &
/ _ompany HP@
Clicking on "view the FEGE
+Bacl I ¥

details" will take you to
the detailed information

screen.

The number of buttons will vary

depending on each company'’s settings

for their entry links.

Submitting Direct Entries Using the APU Employment Support Web System

®Click the “enter” button >

@Confirm entry

> ®Entry complete

APU Co.,Ltd.

Confirm entry

[Humanities students are also welcame] Creating new functions of the accpunting system roval read "KEIRI" with vour awn ha
nds

enter

b4

entry completed

Vou can check the infarmation you entered ts Bme from “Appiication History” on My Page

View application histar
y

jtered in the regiszration information

£ My Page

AEntry confirmation screen

—
AEntry completion screen

You can view application history for job

postings and internships via "My page."

14
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Submitting Entries Using Links (for job hunting sites, company recruiting pages, etc.)

It is possible to submit entries using the job hunting sites and/or company recruiting pages

listed. Please follow the rules of each site for registration and submitting entries.

—

Jp—

7.Application Management

7.1 Viewing Application History

You can view your application history from “My page” through the “Application History/Bookmark”
tab.

My page

0 Unregistered

=

Confirmation/cha
nge of desired
course

-
Il

Confirmation/cha
nge of registered
information

Application History Message from
Bookmark company

Check/Change

Entry Information Scheduled event

*Registration of "entry information” is required in order to apply for job offers, work research, and internship entries at companies.

terms of service

List of bookmarked companies

List of compani lied t
*Once an entry has been submitted, that company St or companies app ed to

will be bookmarked automatically.

Bookmark company (applicant company) Application history
I i Boakmark company (applicant company) Application history

blied from each job information site, please check on each site

Job research and internship application history

Job application history Al | Yes | No
OB/OG visit application history All | Yes | No Shows whether entries
Reception status Al | Yes | No

application history

All | Job Research/Internship Online Entry Acceptance | Recruitnf
ance | Seminar Acceptance Acceptance | OB/OG Visit Acceptand®

are being accepted B Th—

Shape your world
APU Co Ltd Recruitment WEB entry is being accepted 5 s
Mll -r - Job Research/Internship Entry History
plant engineering
Ritsumeikan There are no job research or intermships you are currently applying for

Asia Pacific University

Corporate information | job posting | Job research/internship | Experiences
Recruitment seminar application history

(- Remove bookmark )

There are currently no recruitment seminars for which you are applying

15
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8. Messages from Companies

8.1 Content of Messages from Companies

You can exchange messages with companies you have applied to through the management
screen.

TO | Search for job postings/come | Find Job Research/Intem | Find tesimeni | News fiqmsch My pa
shi 00 !

anies

<My page: Message from company>

Unread messages will have an “unread message” symbol.

|

Confirmation /cha
: Application History|  Message from
|\g2tu‘:L:::|md Bookmark company Scheduled event

Confirmation fcha
nge of registered |
information

Check/Change
ntry Information

*Registration of “entry information” is required in order to apply for job offers, wark research, and intemship entries at companies.

Message from company

1nbos (4 tems) sent Garbage can Click on the subject to view message details.
> all unread only  star only From subject raply. hﬁﬁ:ﬂe dele
Number of hits: 4 g:s(‘t;\:\mrmm.exm\:ﬁ\ T S ey i @
:
From abject oty || Bocprceafladia ||

Click on the company name to view details about
the company you have applied to.

DISCO Pharmaceutical

et Thank you for applying to our seminar. no reply. 3/6

= Thank you for your antry. no raply 3/6

M. Taro Disco, Faculty of Economics, Trial
University

i
i}
noreply 2021/9/21 1l
o

Disco Transportation Co.,
Ltd,

Seminar recaption complated noreply  2020/12/1

[Category Overview]

; Receipt date  dele
From subject reply e = *
EiSCL(t)dPharmaceutlcal Thank you for applying to our seminar. no reply 3/6 m j:f
IO Iahac ol Thank you for your entry. no reply 3/6 i i
Co., Ltd.

. Mr. Taro Disco, Faculty of Economics, Trial A,
Disco Inc. Uriversity noreply 2021/9/21 Ml %
Etlzco Npneportation ot || ¢ s reception completed no reply 2020é12/1 1 g

| . I | L
| 7 -——" |
/ -
Click on company name Click on subject to view Click on garbage can Click on » to save
; ; ) ; to move messages messages in bookmarks
to view company info message details to garbage can folder

16
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8.2 Sending and Receiving M

essages

You can exchange messages with companies you have applied to through the management

screen.

m Inbox

Thank you for your entry.

Recalpt dateand Bime.  2023/3/5 14:30
Sercder company

abject

Confirming message content:

To reply, click the “reply” button

Create a corporate reply message

Restplent company

When finished writing, click "Check your entries.”

bt
Up t 200 dharacaers*

[e——
Up e 5,000 chesractms®

Check your entries

If there are no problems, click "Send."

Confirmation of reply messages to companies
2 "Send” button after the contents of the on

Re: Thank you for your input.

If changes need to be made, click "fix."

Hent data and Hioe 2023/6/30 10:23

Resiplent company. | Disco Digital Inc.
subject Re: Thank you far your input

Messags bedy message

Click on the subject to view details of messages sent.

W Garbage can

Message from company

Inbox (0 items)

Messages moved from the inbox/sent folders to the garbage
can will be displayed here.

Delet

perm
anentl

To completely delete messages, click on the garbage can.

Messages that have been deleted cannot be recovered.
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