D-pass Operation Manual

[Faculty Lecture Survey]

Doshisha Women's College of Liberal Arts



Flow of the Lecture Survey

The process for external teaching assignments proceeds as follows.If there are no changes to
personal information or primary employment information, submission is not required.Similarly, if
there is no primary employment, submission of the external teaching request procedure
application is not required.

D-pass .
FRAE =¥ B
(i3 ) 'f‘> A 'f‘> HARE

= SRS

[Web&5E
k2003 ["B:t] AANBEHR/ A IBERBIHRE

U

(74 —F]
1 20265 AKE~DHBKEFHEHE

/ (RHBEDHZHEDHIIR)
N
3

14Kk [E] 28RO, HWEREEAS s
L. [EZ] LTLEEL,

oy

{$?§§ﬁ®ﬁ>5%ﬁz§@%«ﬁ%r¢o

i:
HERERT
Basic Operations
o To proceed with the lecture survey, please
st LS .
- R navigate through the screens.
st st Ep gt g P
P e Once you have reviewed and addressed the
et Sny " T ’ . . .
- information displayed on the screen,
T p|ease click the “>"” button in the upper r|ght
B A e corner to move to the next screen.

[ !
. 5ol e v
Fesd O e

{Resrel i

Cherg Teges o




Submission of Lecture Attendance Survey
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From the main menu,click [Lecture Attendance
Surveyl].

K This will only be displayed during the

response period.
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The [Description screen] will appear.

Be sure to review the explanation before
proceeding.

Click the arrow in the upper-right corner to
advance to the next page.
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[Teacher information inquiry] will be displayed.
Please verify that the various information
displayed is up to date.

[Basic Information]

Please verify your “Full Name” and “Kana
Name”.lf you find incorrect, please contact the
Academic Affairs Office.

[Current Address Information]
Please verify your “Current Address,” “Email
Address,” and “Phone Number.”
Your “Email Address” will be used for
communications from the university.

[Primary Employer Information]
This section appears only if a primary employer
is registered.
Please verify the “Primary Employer Name,”

”

“Primary Employer Position,” “Primary Employer
Address,” and “Primary Employer Phone

Number.”

X Part-time positions are not included as
primary employment.

XThis is also required if your primary
employment is not a school.

XIf any changes occur to your primary
employment or job title in the future,be sure
to report them.

After confirming the contents, click the arrow in

the upper right cornerto proceed to the next page.
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The [Description screen] will be displayed.

After reviewing the contents,click the arrow in the
upper right corner to proceed to the next page.

»*For newly hired teachers in the 2026 academic
year who have a primary place of employment,
please be sure to apply for the primary place of
employment address and phone number on the
next page.
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Personsl Information Change Request Form [Vsc001]
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The [Application Form Selection] screen will appear.

If you need to update your faculty information,
Click [k2003 ["BFt] ANIBW/ AEILIBEREIFE]

to proceed to the next page.

XIf you do not need to update your faculty
information,click the arrow in the upper right corner
twice to proceed to “® Survey on the Necessity of
Lecture Request Letters.” (Please proceed to step 9

on page 6 of the manual.)
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The [Application content entry] screen will appear.
Be sure to review the important notes, enter the required
information, and click [Apply].

*Please apply only if changes are required to your
current address or primary employer information. If no
changes are needed, click the arrow in the upper right

corner to proceed to the next page.

X For changes to your current address information, please
enter the details in the [Current Address/Personal]
section.For changes to your primary employer information,
please enter the details in the respective fields under the

(Primary Employer) section.

¥Even if only a portion of the information changes (such
as the room number), please enter the latest information
for all fields (postal code, address, etc.). (Do not enter only
the new room number.)

¥ For teachers hired in fiscal year 2026 who have a
primary employment:Your primary employment address
and phone number are not registered. Please be sure to
apply for your primary employment address and phone
number during this teaching assignment survey.

¥ To review your current registration information or
copy/paste it, click the arrow in the upper left corner to
return to the previous page.
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The information you entered (address details,
etc.) will be displayed in gray.

Click the arrow in the upper right corner to
proceed to the next page.
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The [Description screen] will appear.

After reviewing the contents, click the arrow in
the upper-right corner to proceed to the next
page.
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Questionnaire response list

Not answored JRFIRY

Deadline:2025/11/20(Thu) 00:00(1 more.

© will be displayed to important questionnaire.

The [Questionnaire response] screen will appear.

Faculty members with primary employment should
click “2026 EE ABH~OHBKREFHEHA (K
BEDODHHHEDHNR) (HHER) ” and proceed to
the next page.

If you do not have a primary employment, click the
arrow in the upper right corner twice and proceed to
“@ The lecture survey is now complete.” (Please

proceed to item @ on page 7 of the manual.)
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The [Questionnaire response list] screen will
appear.Please review the instructions, select or enter

the required information, and click [Answer].

X This survey is for requesting a letter of invitation to
teach at your primary institution (place of
employment). It is only for faculty members who
have a primary institution.

X Letters of invitation will be issued upon request.
They will not be issued without a request.

If you do not require a lecture request letter,select
“IE" under “1. #KFEIR” and click [Answer].

If you require a lecture request letter, select “&”
under “1. {KFEIR,” enter the “2.BFR4L" and “3.4F5C =
18," then click [Answer].

X “2.BFf44": Please enter the number of hours
specified in the lecture request form(1 session = 2
hours) if required. If no hours are entered, the
request form will be created based on the actual
number of hours.

X “3.4550EIE": Please enter any other requests
regarding the lecture request procedure here.
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Questionnaire response list

Survey on the Necessity
of Lecture Request
Letters

y of Lecture Request Letters [Bsc005]

Target questionnaires to r

© will be displayed to important questionnaire.
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Please answer questionnaire by deadline.
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Once your application is complete, it will display
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Click the arrow in the upper right corner to
proceed to the next page.
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The [Description Screen] will appear.

X For instructors who responded “Required” to
the lecture request form, the university plans to
send the forms around mid-February as in
previous years.

This concludes the lecture survey.
Thank you for your cooperation.
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