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[Introduction]

Those attending the graduation ceremony at Sophia University, including
students, parents, and guarantors, are required to register in advance
through the ticket application system.

On the day of the ceremony, please present the QR code from your My Page at
the entrance of the venue. This operational manual provides application and
method to modify registration information for students. If you have any
questions or concerns, please contact "soumu kouenkai-co@sophia.ac.jp" by

email, including your name, faculty, and the email address used for registration.
Additionally, please review the following important points before applying.

[Please note]

e Each student will need their own QR code.

e If you register with the following mobile carrier email addresses, you may not
receive the "Registration Completed” email which is supposed to be sent
immediately after registration. We recommend registering with an email address
other than the one listed below, if possible. However, even if you do not receive an
email, you will still be able to enter with the QR code issued on your My Page.
OO@docomo.ne.jp, OO@au.com, OO @ezweb.ne,jp

e If you wish to change the reserved seat block after registration, please cancel the
reservation once and then register again as a new application.

e If you are unable to attend the ceremony after obtaining the QR code, be sure to
proceed with the cancellation process.

e Sophia University uses the “Event planner” system from TKP Corporation for the
entrance ticket application system. Please be aware that the name "Event Planner"
and the following logo will appear on the application screen and in the registration

completion email.

PPl
Planner

e At the end of the manual, there is also an Frequently Asked Questions, so

please check there as well.



In this application site, there are certain areas where it is impossible to display
anything other than Japanese due to system limitations. Here is the English
translation for those parts.
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* This site is the admission ticket application for Parents and
guarantors can apply on a separate site.

« Please select your desired block from the seating chart on the right and
proceed with your reservation.

* In the block, we will guide guests to their seats in order of arrival, starting from

the front.
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* Once you have completed the application, a My Page will be created.

I{EETE ﬁ Please present the QR code from your My Page at the entrance on the day
=] of the event.
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Sophia University Office of General Affairs
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*If you are inquiring by email, please write “Graduation Ceremony” in the subject line.
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2-1-6 Ariake, Koto-ku, Tokyo
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<Application for Admission Ticket (QR Code) >

@ Select the relevant application from the admission ticket application sites.
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Sophia University Graduation Ceremony 2025 March
Admission ticket application
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Please be sure to review this manual first before proceeding with the application process.

2025-3-24(H) RRA—FT>IF7H—
[TREF - FEEAR] 20245E FEART 243%55, [For Parents/Guarantor] Graduation Ceremony March
2025
2025-3-24(H) REA—F>375—

[Z22% - (ET 4] 20245FE F8AZF 2438530 [For Students] Graduation Ceremony March 2025

There are options for "For Students” and "Parents/Guardians”. Please apply from
the "For Students" section.

2025-3-24(H) RRA—F>37H—
(TRE - FIEAAB] 2024FE FEAF FA%53. [For Parents/Guarantor] Graduation Ceremony March
2025
2025-3-24(H) RRA—F>37H—

(22 - ET 4] 20245FE FEXF FAIE5R | [For Students]] Graduation Ceremony March 2025

@Please check the display and click on the appropriate category (pink section) to
proceed to the application page.



(QPlease select the block where you would like to be seated from the seating
chart. Please note that you can choose seats on the Arena or Balcony 1.
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There are no assigned seats within the block, but you will be seated on a first-
come, first-served basis.



@pPlease check the block you would like to sit in.
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The display on the right Japanese part is as follows:
O BEISHKBNHYUEYT - There are plenty of seats available in the block.

6 (Number) —> The remaining number of seats is quite low.
X SHRE — The block is fully booked.



®Please input the required information.

* Your email address will serve as the login ID for accessing your My Page.
* Please also remember your password, as it will be required to log in to your My
Page. It is recommended to keep a note of it to avoid forgetting.

A—N7ELZ 1 Email €D

A=) 7 ELAFER) | Email (Confirm) €2

Password O

¥% | Family Name Q £ | First Name CD
sgraas e G

sgEE= ) Student number ()

35281 (45A72H | Faculty or Graduate School ()

FHZ/=(3EH | Department or Major (om)

X|f you wish to be seated together with your friends, please select the same block
during each of your individual registrations.



®Please confirm your agreement to the Privacy Policy by checking the box
marked "offl &3 %" and then click the "H! LiAZ»" button.
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Please click "OK" when this prompt appears.

Are you okay with registering for

@ event.event-planner.net
this event?
ZOARYMOSMBRET>TEEILNTI A 2 1
5
When the following instructions appear, please click "OK."
.|
@© event.event-planner.net | Your registration has been
completed.
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@Your My Page will be displayed once the registration is completed.

My Page
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= If you want to s next to each other, please be sure to reserve the same block
- If you wish to change the reserved block, please cancel the existing reservation and make 3 new one

If you would like a PDF version of the QR code, please click the button below the
QR code. You will be able to download the PDF version, which can also be printed

and brought with you.
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Once your registration is complete, a confirmation email will be sent to the email
address you provided. Even if you do not receive the email, you can still enter

with the QR code on your My Page.




<After completion of registration>

How to log in to my page

@D When you return to the application site, you will find a
"My Page IZ & 7' 1 " button at the top right of the site.
Please click on it.
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* This site is the admission ticket application for students. Parents and
guarantors can apply on a separate site.

* Please select your desired block from the seating chart on the right and
proceed with your reservation.

* In the block, we will guide guests to their seats in order of arrival, starting from
the front.

+ Once you have completed the application, a My Page will be created.
Please present the QR code from your My Page at the entrance on the day
of the event.
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- If you want to sit next to each other, please be sure to reserve the same block.

- If you wish to change the reserved block, please cancel the existing reservation and make a new one.

arrive with ample time to spare.
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Please enter the email address and password you used during registration to
log in.

MyPagelcOJ 1 >

Email Address
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Password
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@ You will see your My Page and a QR code displayed.

My Page
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x wdt to each other, please be sure to reserve the same block.
« If you wish to change the resesved block, please cancel the existing resenvation and make a new one.




If you want to cancel (or temporarily cancel to change the block)

D Please clickon “H LiAZ % % % > & /L " button at the bottom of the My Page.

< BRUAHZF v > / Cancel the

application.

3 When the confirmation message appears, please click "OK" to cancel.

@ event.event-planner.net

Are you sure to cancel

ANV PELAHZFYIEILTESALWTLEID ? .
this event?

o I

® Once this prompt appears, the cancellation is complete.

@ event.event-planner.net

Cancellation is
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complete.
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If you want to change your registration information, please follow these
steps:

If you want to change your registered information such as your name, contact
details, faculty/graduate school, department/major, or password, it is possible to
do so. However, if you want to change your block, you will need to cancel and
reapply for a new one.

@ After logging into your account, please click on the " &% {#E #H D fFE" button
located in the upper right corner of the My Page.

SRIBHRORE

My page Edit Registration
o Information
NANR—2

@ Please make the necessary modifications and press the " &N % f£47" button

If you want to change your
password, slide here and
then enter it.

Save Changes«
m//‘




<Frequently Asked Questions >

Q: 1 have completed the registration, but | have not received the
application acceptance email.

A: You are supposed to receive a reply from the email address noreply@event-
planner.net. Please check your spam/junk mail folder just in case. Additionally, if
you have registered using the following mobile carrier email addresses, you may
not receive the email. We recommend registering an email address other than
those listed below, if possible:

OO @docomo.nejp, OO@au.com, OO@ezweb.ne jp.

Even if you do not receive the email, a QR code will be issued on your My Page,
so you can enter on the day of the event.

Q: What should I do if | need special support for seating on the day of
the event due to certain circumstances?

A: Please send an email to soumu kouenkai-co@sophia.ac.jp with your
name, faculty, and the email address you used when applying.

Q: Can | change the block | reserved once?
A: Please cancel your existing reservation and make a new reservation for a
different block. You can cancel from My Page.

Q: | can no longer attend after making a reservation. What should | do?
A: Please cancel from My Page. If you are unable to attend on the day of the
event, please cancel as soon as you know.

Q: Can someone other than parents be registered as parents or guardians ?
A: As a general rule, we ask for the presence of your parents or guardians.
However, if your parents or guardians are unable to attend and there is
someone else you would like to invite, such as a benefactor, please
contact us.

Q: 1 want to modify my registration information.

A: You can modify your name, contact information, faculty,
department/major, and password from My Page. However, if you want to
change the block, you will need to cancel and reapply for a new reservation.

Sophia University Office of General Affairs

E-mail: soumu_kouenkai-co@sophia.ac.jp

*If you are inquiring by email, please write “"Graduation Ceremony” in the
subject line.



