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1. Login 

  

1.1. Connection to the Oh-o! Meiji Computer System 
  

Start the Web browser, to connect to the computer system, enter the following URL into the Address field; 
https://oh-o2.meiji.ac.jp/ 

 
<Compatible browsers> 
- Edge  
- Chrome 
- Firefox  
- Safari  
 * The above browser setting (configuration) must be "JavaScript setting: available, and Cookie: available." 
 

1.2. Top screen before the login 
 

 

3 4 

1 

2 

1.3. Common 

authentication login 
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(1)� Guest login: By using the guest authorization, they can access the published class contents (No 

ID/Password is required).  
(2)� Search Syllabuses: You can search the published syllabus.  
(3)� Notifications: Notification including system stop and others are displayed. 
(4)� Related Site Links: Useful links for university life are displayed. 
 

1.3. Common authentication login 
 
This is the authentication screen used for login to the Oh-o! Meiji system. 
 
 

 
Input (1) your "Student number (10 digits)" and (2) a "Password", both issued by the University for use with 

the common authentication system account, then click the [sign in] button. 

If the above authentication is accepted, you will see the top screen of the Oh-o! Meiji system. 

 

*If there is required answers to questionnaires, list of required questionnaires is displayed after login. 

See “3.4.4 Required Answers to questionnaires” for the details.  
 
* If you have forgotten the password for the common authentication system account, please contact the 

Administration Office of your affiliated department. 
 

 

 

2 

1 
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2. Oh-o! Meiji system: basic screen operations 

 

2.1. Header 
 
<Header before login> 

 
 
 
<Header after login> 

 
 

(1)� Usage manual: This is a link to the manual for using the Oh-o! Meiji system. 
(2)� Help: For help and support while using the Oh-o! Meiji system, click this link. 
(3)� Contact us: An inquiry screen will be displayed. 
(4)� Language: Change the language displayed on the screen of the Oh-o! Meiji system screen with this 

link 
(5)� Logout: You can log out of the Oh-o! Meiji system. 

 
 

2.2. Footer 
 

 
 

(1)� About this Website: An overview of the Oh-o! Meiji system is displayed. 
(2)� Privacy policy: An explanation concerning the handling of the personal information used in the Oh-o! 

Meiji system is displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3. 
Individual 

Settings 
1 2 3 4 5 

1 2 

4 
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2.3. Individual Settings 
 

 

(1)� Forward Notification Settings 
You can configure your e-mail client to 
forward received mail according to the 
notification type. 
By this configuration, notice of arrivals will 
be sent to your personal e-mail address 
whenever notice is displayed on the Oh-o! 

Meiji system. 

 

(2)� Set Number of Items to be Displayed 
It is possible to set the number of items 
displayed on the Oh-o! Meiji system by 
information type. 

(3)� Register My Link 
Link collection can be displayed on the portal 
TOP screen, if you register frequent use links.                             

(4)� Design Skin Settings 
You can change the skin color of the Oh-o! 
Meiji system. 
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2.4. Global navigation 
 

 
 
 
(1)� Home: Return to the Home screen (Portal). 
(2)� Class Web: Move to the Class Web screen. 
(3)� Class search: Move to the class search screen. 
(4)� Group: Move to various groups screen. 
(5)� Portfolio: Move to the portfolio screen. 
(6)� Global: Move to the global screen. 

1 3 2 4 5 6 
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3. HOME screen (Portal) 

 
You will see the portal screen just after login or when selecting the HOME Tab.  
 

   

3.1. Calendar 

3.2. Notifications 

3.4. Questionnaires 

3.5. RSS reader 

3.6. Link 

collection 

3.6. Link collection 

3.3. e-mail 
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＊For details of each function, refer to the Chapter number at the top of the function name. 
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3.1. Calendar 
 
Personal events and automatically registered events will be displayed on the calendar. 
Events can be added privately. 
 

3.1.1. Concerning the events display 
 

  
 
 
<Supplementary explanation> 
1. Concerning class-related notifications: 
When a class-related notification is posted on the Oh-o! Meiji system, it will automatically be displayed as an 
event on the Calendar. 

At the time of initial display, the current day is selected with 

the background color: yellow. 

 

A day with registered event(s) will be displayed with the 

background color: blue. 

 

Dates with registered events will be displayed in bold font. 

* Bold fonts are not used in the School Year Calendar. 

 

Four kinds of events are displayed as follows: 
 

1. School year calendar 
2. Class-related events (Lecture cancellation/ 

Supplementary class/ Class schedule change/ 
Classroom change) 

3. Report submission day 
4. Personal events 

 
The 1st to 3rd events will be automatically registered 
in the Calendar. 
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3.1.2. Concerning the addition of events to the Calendar: 
 

(1)� Click the [+Add an Event] button. 

 
 

(2)� Input required fields and items. 
 

 
 

(3)� When the input is completed, click the [Add to Events] button. 
Registered contents will be shown in the Calendar. 

This completes the personal events registration section. 
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3.2. Notifications 
 
Any notifications for you are displayed. 
Notifications can be received on your own mail system, if you have finished Forward Notification Settings on 
the "Individual Settings". 
You can also register events on the calendar from the description of notifications screen. 
Unread Notifications are displayed in boldface. 
You can make viewed Notifications underplayed by moving them to trash box. 
 

3.2.1. Description of Notifications 
(1) Title of the unread Notification is displayed in boldface. 

 
   
 Right-click the title to open new window / tab. 
 
 (2) You can see the screen below. 

 
 
a. Print        You can print the description of notifications screen. 
b. Registration on the calendar        You can register the events on your personal calendar.  
* For the registration process, see "3.1.2  Concerning the addition of events to the Calendar ." 
* For those notifications that are automatically registered on the Calendar, the [Register on Calendar] button 
becomes inactive. 
c. Delete      Selected Notifications will be moved to trash.  

 
<Supplementary explanation> 
1. "Icons" given to the titles of notifications: 

a b c 
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 ... Displayed for an urgent notification. The title of an urgent notification is also displayed in red. 
       Never miss confirming an urgent notification. 

 ... Displayed for an important notification. 

 ... Displayed for 3 days on a new notification after it has been posted. 

3.2.2. List of Notificatioins 
 (1) Select the "List" link under each category of notifications. 

  
 
 (2) The List of Notifications for each category is displayed in the yellow box. 

 
   
 a. Bulk Delete Selected Notifications will be moved to trash. 
 b. Trash Box  You can view the Notifications moved to Trash.

a 

b 
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3.2.3. Trash 
① Click “Trash” in “Other Notifications from University”. 

 
 
② The following screen will be displayed. 

 

 
All the Notifications about the category are displayed. 
a.  Restore:  Selected Notifications can be restored. 

 

This completes the List of Notifications section. 

 
 
 
 
 
 

a

.. 
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3.3. Mail (Meiji Mail) 

 

3.3.1. About Mail (Meiji Mail) 
 

Your “Meiji Mail Address” is displayed. 

 

 
 

To use the MeijiMail (Office365), enter email address and password on the sign-in page that is displayed 

by clicking on the link "Meiji Mail" (http://outlook.office365.com/). 

 

If you would like to know how to use “Meiji Mail”, please confirm from the link “About Meiji Mail”. 

 

http://outlook.office365.com/
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3.4. Questionnaires 
 
You can answer any questionnaires addressed to yourself. 
There are two types of questionnaires: Anonymous questionnaires and Open questionnaires (The type is 
indicated on the questionnaire.) 
The tally of the questionnaire answers is also displayed. 
 

3.4.1. Display screen of the questionnaire 
 

 
 
 

Results can be checked on a questionnaire if the 
[Results Published] icon is attached. 
 
When a questionnaire is selected, you will see 
the answer screen. 
3.4.3. Answers to questionnaires 
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3.4.2. Questionnaire List 
 
(1) Select a link to the "List" under the questionnaire titles. 

 
 

(2) Questionnaires you can answer / whose results are being published are displayed in the  

yellow-framed area. 

 
  
<Supplementary explanation> 
a. "Icons" given to the titles of questionnaires: 

 ... Displayed for the questionnaires which 3 days or less have passed since the submission was 
accepted. 

... Displayed for the questionnaires whose results can be ｖｉｅｗｅｄ. 

・・・Displayed for the questionnaires which have already been answered.  

・・・Displayed for the questionnaires on the first-come basis.  

・・・Displayed for the questionnaires which reached the fixed number. 

・・・Displayed for the required questionnaires. 
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3.4.3. Answers to questionnaires 
 
(1) Answer questions in the order of the questionnaire. 

 
 
(2) Click the [Confirm] button. 

The confirmation screen of registered contents is displayed. 
 

(3) Click the [Register] button, if the displayed contents are correct. 
When the "Registration is completed" message is displayed, registration is completed. 

 

Questionnaire information is displayed. 
 

(1)� Response Period: Period during which answers can be returned is 
displayed. 

(2)� Change Answer: Corrections / withdrawal can be made to the answers if 
change is "Permitted." 
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Regarding the questionnaires which are accepted in order of arrival, the responses will not be accepted once 

they reach the fixed number. In this case, fixed number (up to ～ people) is displayed as follows: 

 

①�  Answer to each question. 

 
 

②� If the responses reach the fixed number, the following message will be displayed. 

 
 
 
 

You can see the following finromatoion: 
 
① Response Period 

② Fixed number for submission 

③ Correctable or not. If correctable, you can 

correct / withdrawal the answers during the 
response period. 
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The following questionnaire answer screen is displayed when language score information is requested. 

 

 
 

 

You can enter the score and the 

exam date, if you have a higher 

score than displayed one. 
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3.4.4. Required Answers to questionnaires 
If there is required answers to questionnaires, this screen is displayed just after login to Oh-o! Meiji. 
Please answer the questionnaire displayed. 
If the [Answer later] button is displayed, you will see the home screen of the Oh-o! Meiji system without 
answering by clicking the button. This page will be displayed repeatedly after login until all questionnaires are 
answered. 
 

 

 
(1) List of required questionnaires: Links to required questionnaires are displayed. 
* As for questionnaires of the list of required questionnaires with red label, Oh-o! Meiji is not available until the 
questionnaire is completed. 
 
(2) Answer later: You will see the HOME screen (Portal) of the Oh-o! Meiji system without answering. 
* If the list of questionnaires with red label is displayed, the [Answer later] button is not displayed. 

 

 
This completes the Answers to questionnaires section. 
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3.4.5. Course Improvement Questionnaire 
 
3.4.5.1. Questionnaire response 
 
On the answer start date of the Course Improvement Questionnaire, the "Course Improvement 
Questionnaire" link appears on the portal TOP screen. 
* On the day to start responding, the questionnaire will appear in your ClassWeb update notification. 

 
① Click the "Course Improvement Questionnaire" link. 

 

② From the Course Improvement Questionnaire List, click the title of the questionnaire you want to answer. 
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③ Answer the questions in the questionnaire . 
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④ After answering the questionnaire, click the [Confirm] button. 
You will be redirected to the questionnaire answer confirmation screen. 

 
⑤ Check the answers and click the [Submit] button. 

A completion message appears. 
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3.5. RSS Reader 
 
News on the Meiji University's Web site (https://www.meiji.ac.jp/) can be displayed in the Oh-o! Meiji system 
as a RSS reader. 
It is possible to check the updated information without access to the Web site of the university. 
 

 
 

"News" on the Meiji University's Web site 
(https://www.meiji.ac.jp/) is displayed. 

The detailed screen of the News on the University's Web 
site is displayed by clicking on each News title. 
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3.6. Link collection 
 

There are 4 types of link collections: "On-Campus Links", "Staff Links", "My Links Collection", and 
"Noteworthy Contents". 

 
(1) Noteworthy Contents: Links requiring your attention are displayed. (Not displayed, if there are no 

contents.) 

(2) Campus links: Links often used for campus life are displayed. 

(3) My Links Collection: Links registered by Individual Settings are displayed.  * See "2.3 Individual Settings 

".  

3 

1 

The "Noteworthy Contents" are 
displayed when there is any link 
requiring your confirmation. 

On-Campus links: 
- Results report card; 
- Health examination results,  
and other matters are 
displayed. 

2 
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4. Search Classes 

 

4.1. Search Classes 
 
Move to the following screen by Global navigation > Search Classes. 

 

① If a link under "Syllabus (PDF)" on the left is clicked, the PDF version of the syllabus page appears. 
 

② Input the narrowing conditions and click the [Search] button. 

③ Search Results List is displayed. 

 

Only one keyword can be input. 

All the classes in the university can be searched. 

Classes of past years can also be searched. 

2 

3 

4 5 

1 

The subject started from 2020 academic year 

can be searched by the course number. 
※For search in Specific Classification, General 

Classification is required to select. 
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④ If a link to a Lecture Name is clicked on the Search Results List, the relevant Class page (Class Web) is 
displayed. 
- Readable contents will vary depending upon the access level setting of each class. 
- Access is allowed to Class pages of other departments and of past years. 
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⑤ If the "Syllabus" link is clicked on the Search Results List, the relevant syllabus is displayed. 
(Only the syllabuses with a disclosed status are displayed.) 

 



Oh-o! Meiji System Usage Manual for Students 

28 
 

 

5. Class Web 

 

5.1. Timetable 
 
Click the [Class Web] tab starting from the HOME screen, you are moved to the [Timetable] screen.  

 

①  Individual Timetable (PDF) 

Be sure to check your Course Registration status and enrollment errors by downloading your 

Individual Timetable (PDF). 

 

 

he pre-registered subjects and Oh-o! Meiji 

self-enrolled subjects are displayed. 

1 

* Media-based course are indicated by green 

shading. 

（e-meiji icon）： 

e-meiji will open in a new window. 
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5.2. Class TOP screen 
 
By selecting a class name link in the Timetable, you are moved to the "Class TOP screen" as in the chart 
below. 

 
Move to each function from the Class TOP screen. 
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5.3. Reports 
 
You can submit a report as an electronic file. 
 
The report submission deadline is also displayed in the portal’s calendar. 
 

5.3.1. Submit Report 
 
Move to Class TOP screen > Reports. 

 
 

Starting from the link of Title or Submission, move to the report detailed screen.  
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(1) Submission Method is “Submit file”. 

 

 

① Add a file by drag & drop     You can upload a file by drag & drop.   

② Choose a file       Choose a report file to be submitted. 

③ Add lines        You can submit several files by adding lines. 

 

 

Click ②「参照」 button and choose a file to be submitted.  

If there are several files to be submitted, click ③ “Add” and choose the files. 

※ The size can be uploaded is up to 10MB each. 
 
Or click ① and add files by drag & drop. 
* Some browsers do not permit file addition by the drag and drop method. In that case the following message 
is displayed: 

（Drag and drop file uploads cannot be used in your browser） 

 

 
 
After specifying a file, click the [Confirm] and move to the confirmation screen. 

1 

2 

3 
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After confirming that the contents are correct, click the [Register] button to register. 
* Viruses will be checked for the report with the following screen displayed. 

 

 

 
Submission is completed when the "Completed" message is displayed. 

 

 



Oh-o! Meiji System Usage Manual for Students 

33 
 

 
(2) Submission Method is “Hand in paper”. 
 In the case of “Hand in paper”, it is displayed as follows. 
 Regarding the submission, teachers give instructions in classes. 
  
 Submitted report in paper may be returned from a teacher as feedback file. 
 (See “5.3.3 Confirmation”) 
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5.3.2. Additionaly submit/Resubmit 
 

If you want to submit another report after submitting, there are two ways (additional submission & 
resubmission) to submit as follows: 

 

Additional submission 

Add a file to the file which has already been submitted. 
 
* Submission date is not changed. 
* File name should be changed from the previous one. 

Resubmission 

Delete all the files submitted and resubmit another file. 
 
* Please note that submission date is updated. 
* Resubmission is not accepted after submission period. In this case, submit it 

as an additional report.  

 

The following screen will be displayed for additional/resubmission of the reports. 

 
 

(1) You can select the way to submit. 

1 
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5.3.3. Confirmation 
 
You can confirm the submission status of reports and comments added by the teacher.  
If you click the title of a report, you are moved to the following screen. 
 

 

Submitted report in paper may be 
returned as a feedback file after 
correction and grading by teacher. 
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5.4. Quiz 

 

You can take quizzes given by the teacher. 

  

5.4.1. Quiz Answer 
 

Move to the Class TOP screen > Quiz. 

 
 

Click a quiz title or the Start Quiz (Retry) link to move to the screen that appears before the quiz starts. 

* The link will appear on the start day of the Submission Period; however, you cannot take the quiz until 

the start time. 

* For 3 days after Submission Period starts, NEW will be displayed with the title of the quiz. 

* You cannot take an overdue quiz. 

* Retry may be allowed if it is within the Submission Period. Check the screen that appears before the 

quiz starts or ask the teacher. 
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Check the details of the quiz in the standby screen that appears before the quiz starts, and then click the 

[Start Quiz] button to go to the Answer screen and start the quiz. 

For some quizzes, you have to answer within the time limit. Once the time is up, the quiz will end and 

the answers you have entered by that time will be sent automatically. 

* Once the start time arrives, the [Start Quiz] button will become active in real time as shown in the 

image below. Please wait without performing actions such as reloading the screen. 

 

 
 

* To prevent high traffic, the start time is shifted for each student.The shifted start time will be displayed 

to the right of the Submission Period; please check.When the start time is shifted, the end time will be 

shifted accordingly to maintain the regular test time. 
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Fill out the quiz and click the Confirm button to go to the confirmation screen. 

* Do not perform actions other than entering the answers or clicking the [Confirm] button. 

If you perform other actions (such as closing the browser, reloading, opening other pages, pressing a 

browser button, etc.) an error may occur or you may not be able to take the quiz correctly. Your answers 

up to that point will not be retained. 

* If the deadline comes while you are answering a question, the answers you have entered at that time 

will be sent automatically. 

Single Choice 

Multiple Choice 

Free Text 

Fill-in-the-blank 

The count is not intended for the newline. 

You can input 9999 characters including 

newline or less. 

Blanks before and after the answer will be 
automatically deleted at the time of submission. 
Example ) 「Tokyo 」→「Tokyo」 

「 12 34」→「12 34」 
「 東京都 」→「東京都」 
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Check the details in the Checking Results screen and click the [Submit] button. 

Answer submission is completed when the "The quiz has been submitted." message is displayed. 

* Please note that if you close the browser before clicking the Submit button or before "The quiz has been 

submitted." message is displayed after clicking the button, all your answers up to that point will be 

discarded. 

* If you perform actions other than clicking the Submit button (such as closing the browser, reloading, 

opening other screens, pressing a browser button, etc.), you may not be able to send the answers correctly. 

Your answers will be discarded 

. 
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5.4.2. Confirm 
 

Click the title or Display link of a submitted quiz to check your answers, score, and feedback comments 

from the teacher. 
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* The score, result, correct answer, and commentary may not be displayed depending on the quiz. Check 

the screen that appears before the quiz starts or ask the teacher directly. 
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5.5. Discussions 
  
This is a message board function that can be used for the exchange of ideas with other students and faculty 
members.  Only faculty members can create topics. 
 
* The Discussions support smart phone. 
 

5.5.1. Post 
 

 
Click a link of Title or Join. 
 
You are moved to the Discussions screen. 

 
If you click the [Post] button, you are moved to the Post screen. 
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After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Contribution is completed when the "Completed" message is displayed. 
 

Files (.xls,.doc,.pdf,.txt）can be attached. 

* The size of the attached file is limited to 

10MB. 

Images (JPG,GIF,PNG）can be attached. 

* The size of the attached file is limited to 

10MB. 
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5.5.1.1. Reply 
You can reply to a specified post. 

 
Click the [Reply to This Post] button and move to the reply post screen. 
 
After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 
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5.5.2. Edit Post 
 
You can edit the post you have made. 
 

 
Click the [Edit] link attached to your post, and move to the edit screen. 
Please note a post cannot be deleted if any reply is attached. 
 
After moving to the edit screen, enter the required items and click the [Confirm] and move to the confirmation 
screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 
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5.6. Questionnaires 
 
This is a function to answer the questionnaires (to confirm the level of understanding or to set small tests) 
sent by the teacher.  
 
* The Questionnaires support smart phones and mobile phones. 
 

5.6.1. Answer 

  
 
Click a link of Title or Answer and move to the answer screen. 
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After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 
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5.6.2. Confirm/Edit Answers 
Editing answers is not permitted in some questionnaires. 
Click a link of Answer or Title and you are moved to the confirmation screen. 
Confirmation screen can be used for answer screen, if editing answers is permitted.  

Also, withdrawal of answer is possible.  
 
<When editing answers is permitted> 

 
 
<When editing answers is not permitted> 
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5.6.3. Confirm Results  
 
It is possible to confirm the results if the questionnaire results are disclosed. 

 
 
If you click the links of Results > Display Results, questionnaire results will be displayed in the form (graph, 
table or others) chosen by the setter of the questionnaire. 
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5.7. Class Contents & Resources 
 
This is a function to confirm the documents given or links introduced by the faculty members.  
 

5.7.1.  Download/Links 
 
If Class contents and resources are uploaded by the teacher, you will see the following display. 
 

 
 
Each link is meant for the downloading of files or connection to a Web site link. 
Confirm instructions given about each link.  
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5.8. Notifications concerning your classes 
 
Class notifications such as a Lecture cancellation are displayed. 
 

5.8.1. Confirm 
 
When notifications are updated by the teacher in charge, the notifications will be displayed in the following 
two places. 
 
<HOME screen (Portal)> 
"Notifications concerning your classes" 

 
 



Oh-o! Meiji System Usage Manual for Students 

52 
 

 
<Class details screen> 
"Notifications" 

 
 
The word "NEW" is attached to a new notification. 
If you click the hypertext link you can confirm the notification details. 
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5.9. Attendances 
You can register your attendance using your PCs or smart phones, only when the teacher has indicated. 

5.9.1. Send Attendance 
Move to the "class details screen" of the lecture you are attending. If you access the time set by the teacher, 
the [Send Attendance] button will be displayed. 

 
Click the [Send Attendance] button to send your attendance information. At that occasion, a one-time 
password is required for each class. (The one-time password is assigned by the teacher.) 

 
After entering the one-time password, click the [Send] button to send your attendance information. 
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5.9.2. Confirm Attendance Status 
 
Your attendance status can be confirmed on the "Attendance" panel. 

  
In order to confirm with more details, click the hypertext link. 
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Comments from teachers are displayed as follows: 

 

 
 
In order to confirm with more details, click the hyperhypertext link. 
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5.10. Classweb Updates 
 
Any update about the class is posted in the update information column in the red frame shown below. 
Ten items are displayed in the order of the latest posting dates. Please note that update information will not 

be displayed after 1 week from the date posted. 

* Update Information can be sent by an e-mail (once a day at about 21:00, or once an hour）. 

Updates can be set-up by starting from the Individual Settings > Notification forwarding setting > 
Classweb update. 

* For the Classweb update display specifications, please refer to Appendix B "Classweb/Group update 
Display Specifications". 
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Example of a Classweb update 

  
 

 

When you answered a questionnaire and 
commented on the discussions. 

When a teacher makes additions to the 
questionnaire and discussions. 
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5.11. Portfolio 
 
Your learning activities in the Class Web can be displayed in the Portfolio. 
Here, you can enter your self-appraisal as a summary, incorporating what you have studied in your classes, 

or teachers can enter their comments (overall assessment) about you. 

* Oh-o! Meiji Self Enrollment subjects are not displayed. 
 

  
 
Concerning the Portfolio, see "7. Portfolio". 

Concerning the Portfolio of class, see "7.2. Class Portfolio ".
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5.12. Self Enrollment 

 

The Oh-o! Meiji system Self Enrollment function is the function with which you can participate in 

classes tentatively (participation prior to Course Registration) as an enrollee in the Oh-o! Meiji system 

by yourself before completing Course Registration, such as at the beginning of a school year or semester. 

 

When you self-enroll in a class on the Oh-o! Meiji system, you can use the Oh-o! Meiji Class Web prior to 

Course Registration. The classes you have self-enrolled in will be displayed in the Oh-o! Meiji timetable 

as well. 

 

 

 

 

 

 

 

 

 

 

5.12.1. Register Self Enrollment 
 

"Self Enrollment" button is displayed at the top of the Class TOP screen. 

* Self Enrollment is available only for classes that permit Self Enrollment. 

 

 
 

By clicking the "Self Enrollment" button, the Self Enrollment confirmation window appears. 

Notes (be sure to check the following) 

  -  The Oh-o! Meiji system Self Enrollment function does not constitute official Course 

Registration.  

You have to register on the Course Registration System if you take the course.  

-  You should check whether the course is applicable to your degree program.  

-  Check your Individual Timetable (PDF) to confirm your registered courses. 
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Self Enrollment registration is completed when the "Self Enrollment" button is clicked. 

 

* If you do not register the course, the Self Enrollment subject will be deleted automatically and access to 

registered data will be lost. 
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5.12.2. Cancel Self Enrollment 
 

You can cancel classes you have self-enrolled in on the Oh-o! Meiji system. 

If you cancel Self Enrollment, you cannot access reports/questionnaires you registered/answered during 

the Self Enrollment. 

 

 

 

 

 

 

 

 

"Self Enrollment Course" is displayed at the top of the Class TOP screen if you have self-enrolled in the 

class. 

 
 

By clicking the "Cancel" link, the Self Enrollment cancellation confirmation window appears. 

 
 

Self Enrollment cancellation is completed when the "OK" button is clicked. 
 

Notes (be sure to check the following) 

-  The Oh-o! Meiji system Self Enrollment function does not constitute official Course 

Registration.  

You should register and modify the course on the Course Registration System. 

-  Check your Individual Timetable (PDF) to confirm your registered courses.. 
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6. Group 

 
It is possible to study/communicate with other groups than the class, by using the same function as in the 
Class Web. 
 

6.1. List of Groups Joined/ Groups Search 
 

6.1.1. List of Groups Joined 
 
If you click the "Group" on the global navigation, you are moved to the Group TOP screen. 
In the TOP screen the groups in which you are joining are displayed in a List. 
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By clicking each link name you are moved to each Group. 
Your name is displayed as the "Administrator" under the link name of the Group of which you are in charge. 
 
It is possible to search the groups that you are not joining in, when you make a Group search. 
Select the Academic Year requiring search, enter the Group Name and click the [Search] button. 
 

6.2. Group TOP Screen 
 
By clicking a group name you are moved to the Group TOP screen. 
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6.3. Item Submitted 
 

6.3.1. Submit 
Move to the Group TOP screen > Item Submitted. 

  
 
Starting from the link of Title or Submissions, move to the submissions detailed screen. 

  
 
Files can be added by inputting (selecting) a file path or dragging and dropping a file into the yellow framed 
area. 
* Only one file can be added. * The size of an uploaded file is limited to 30MB. 
* Some browsers do not permit file addition by the drag and drop method. In that case the following message 
is displayed. (Drag and drop file uploads cannot be used in your browser.) 
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After specifying a file, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Submission is completed when the "Completed" message is displayed. 
 

6.3.2. Confirm 
You can confirm the submission status of items and comments added by the administrator. 
If you click the title of a report, you are moved to the following screen. 
 

  



Oh-o! Meiji System Usage Manual for Students 

66 
 

 

6.4. Message Boards 
 
This is a function usable between the joining members of Groups. 
 

6.4.1. Post 
 

 
 
Click the links of Title or Join. 
 
You are moved to the Message Boards screen. 
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If you click the [Post] button, you are moved to the Post screen. 
 

 
 
After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Files (.xls,.doc,.pdf,.txt）can be attached. 

* The size of the attached file is limited to 

10MB. 

Images (JPG,GIF,PNG）can be attached. 

* The size of the attached file is limited to 

10MB. 
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6.4.2. Reply 
You can reply to a specified post. 

 
Click the [Reply to This Post] button and move to the reply post screen. 
 
After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 
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6.5. Questionnaires 
 

6.5.1. Answer 
 
Starting from the Group TOP screen, click the Questionnaires link.  

 
 
Click a link of Title or Submissions and move to the answer to questionnaires screen. 
 

 
 
After entry of the required items is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Post is completed when the "Completed" message is displayed. 
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6.5.2. Confirm/Edit Answers 
Editing answers is not permitted in some questionnaires. 
Click a link of Answer or Title and you are moved to the confirmation screen. 
Confirmation screen can be used for answer screen, if editing answers is permitted. 

Also, withdrawal of answer is possible. 
 

6.6. Group Topics 
 

6.6.1. Download/Links 
 
If topics are added by the administrator, you will see the following display. 
 

 
 
Each link is meant for the downloading of files or connection to a Web site link. 
Confirm instructions given about each link. 
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6.7. Notifications 
 

6.7.1. Confirm 
When updating of notifications is made by the administrator, the notifications will be displayed in the following 
two places. 
 
<HOME screen (Portal)> 
"Notifications concerning your classes" 
 

 



Oh-o! Meiji System Usage Manual for Students 

72 
 

 
<Group TOP screen> 
"Notifications" 

 
 
The word "NEW" is attached to a new notification. 
If you click the hypertext link you can confirm the notification details. 
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6.8. Attendance 
 

6.8.1. Send Attendance 
 
If attendance sending is permitted, the [Send Attendance] button will be displayed as follows. 
 

 
 
Click the [Send Attendance] button to send your attendance information. 
At that occasion, a one-time password is required for each Group. (The one-time password is assigned by the 
administrator.) 
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6.8.2. Confirm Attendance Status 
Your attendance status can be confirmed on the "Attendance" panel. 

 
In order to confirm with more details, click the hypertext link. 
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Comments from Course Managers are displayed as follows: 

 

 

 
In order to confirm with more details, click the hypertext link. 
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6.9. Classweb Updates 
 

Any update about the group is posted in the update information column in the red frame below. 
Ten items are displayed in the order of the latest posting dates. Please note that update information will not 

be displayed after 1 week from the date posted.  

* Update Information can be sent by an e-mail (once a day at about 21:00, or once an hour）. 

Updates can be set-up by starting from the Individual Settings > Notification forwarding setting > Classweb 
update. 

* For the Group update display specifications, please refer to Appendix B "Classweb/Group update Display 
Specifications". 
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Example of a Classweb update 

  
 

When a faculty member added a message 
board or questionnaire. 

When a student entered a comment on the 
message board or submitted a submission. 
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6.10. Portfolio 
 
Students can refer to the Portfolio of the joining Group from the "Group" in the Portfolio List. 
Several settings can be made on the Portfolio of each Group. 
 

 
  
Concerning the Portfolio, see "7. Portfolio". 
Concerning the Portfolio of a joining Group, see "7.3. Group Portfolio". 
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7. Portfolio 

 
Your learning activities in the Class Web and a Group can be displayed together in the Portfolio. 
Here, you can enter your self-appraisal as a summary reflecting what you have studied through the classes 
or groups, or receive comments (overall judgment) of the relevant teachers. 

 There is also a function to download your overall learning outcomes.  

* Self Enrollment subjects are not displayed. 
 

7.1. Portfolio List 
 
Portfolio List screen can be displayed starting from the Global menu > "Portfolio". 
Select a year and click the [Display List] button, you can confirm the portfolios of different Academic years. 
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7.1.1. Batch Download 
 
You can make batch downloading of each Portfolio in the Class Web and the Groups.  
Check the check-box and click the Create Download Data button. 
 

 
 
Download data creation will start. 
After the download data creation is completed, the [Batch Download] button will be displayed. 

 
 
If you click the [Batch Download] button, data in the Portfolio will be collectively downloaded.  
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7.2. Class Portfolio 
 

Class Portfolios are displayed as "Class Web" in the Portfolio List screen. 
Several settings can be made on each Class Portfolio. 
 

7.2.1. Set Access Level 
 
Click the Subject Name link for which you want to set the access level. 

 
 
Move to the Portfolio setting screen of each class. 

 
 
Select the access level and click the [Submit] button. 
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7.2.2. Retrospective Comment 
 
You can leave your comments and reviews about the classes you enrolled. These comments will be 
disclosed in accordance with the access level setting you have made in 7.2.1.  
Click the [Edit] button in the "Retrospective Comment (Self-Evaluation)". 

 
A comments entry column will be displayed. 
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After required entry is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Registration is completed when the "Completed" message is displayed. 
 

7.2.3. Download 
 
If you just want to download the Portfolio of the class, click the [Download] button. 
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7.3. Group Portfolio 
 
The groups displayed as "Group" is the List of Groups of which you are a participant.  
Several settings can be made on the Portfolio of each Group. 
 

 
 
Click the link of Group Name that requires setting and move to the portfolio management screen of each 
Group. 
 
 

7.3.1. Set Access Level 
 
Set-up the access level of the Portfolio. 
Select the access level, and click the [Register] button. 
 

 
 
 

7.3.2. Retrospective Comment 
 
You can leave your comments and reviews about the Groups you participated in. These comments will be 
disclosed in accordance with the access level setting you have made in 7.3.1. 
Click the [Edit] button in the "Retrospective Comment (Self-Evaluation)". 
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A comments entry column will be displayed. 

 
 
After required entry is finished, click the [Confirm] and move to the confirmation screen. 
After confirming that the contents are correct, click the [Register] button to register. 
Registration is completed when the "Completed" message is displayed. 
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7.3.3. Download 
 
If you just want to download the Portfolio of the Group, click the [Download] button. 
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8. Global 

 

8.1.   Language Score Test 

 

You can confirm your own language exam socres on this Language Test Score page. 

If you have other score of these exams which is acquired by an individual, please inform the 

administration office of your affiliated department.  

 

 
 

• Language scores are displayed in order of exam date. 

• The highest score is displayed in pink background. 

• The average score is the result of the examination at your faculty / graduate school. It is displayed only 

when the examinee of the exam exceeds a certain number. 

 

The score of EIKEN TEST is displayed as follows. 

 

TOEIC only 

It is possible to select the test type 

by ”IP test" or "Public test". 
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Appendix 

 

Appendix A. Original authentication login 
 

A.1. Login 
This describes a login method, other than the Common authentication login method (in the case where ID/ 
Password for login the Oh-o! Meiji system only is held). 
Click "If you have a special Id". 
 

 
 
You can see the screen below. 

Original 

authentication Login 
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Enter the (1) "ID" and (2) "Password" issued by the university and click the "Sign in" button. 
If the above authentication is accepted, you will see the top screen of the Oh-o! Meiji system. 

 

A.2. Change Password 
 
It is possible to change the password of original authentication users from the Individual Settings window. 

 

 
 

1 

Cange Password 
It is possible to change the password for login 
to the Oh-o! Meiji system. 

2 
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Appendix B. Classweb/Group update Display Specifications  

 
Update notification will be displayed when the following events occur. 
 

＜Students＞ 

・Syllabus Supplement 

 －Newly registered 

 －Description has been changed 

・Reports 

 －New reports added 

 －Report submitted 

 －Setting changed by faculty member（Title, Content, Attachment, Period/Deadline, Allow Late Submission） 

 －Feedback comments entered 

・Discussions 

 －New discussion added 

 －Setting changed by faculty member（Title, Content, Attachment, Picture, Period/Deadline） 

 －Post or reply to discussion 

 －Posts or replies by other users 

・Questionnaires 

 －The questionnaires response period has started 

 －Answer the questionnaire 

 －Feedback comments entered 

・Class Contents & Resources 

 －Contents & Resources added 

 －Setting changed by faculty member（Title,Content,Open Period,Resources） 

・Portfolio 

 －Comments entered by a faculty member 

 －Enter your retrospective comments 
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Appendix C. List of maximum characters 
 
The maximum number of characters for each piece of content. 

 

Item 
No. 

Categories Functions Items maximum characters 

3.1.2. Portal Event Title 600 characters 

3.1.2. Portal Event Contents 9999 characters 

3.4.3. Portal Answers to 
questionnaires 

Text Format type 9999 characters 

3.4.3. Portal Answers to 
questionnaires 

Free Text Format 
type 

9999 characters 

5.4.1. Classweb Discussions Title 255 characters 

5.4.1. Classweb Discussions Post Contents 9999 characters 

5.5.1. Classweb Answers to 
questionnaires 

Text Format type 9999 characters 

5.5.1. Classweb Answers to 
questionnaires 

Free Text Format 
type 

9999 characters 

5.8.1. Classweb Attendances Comment 9999 characters 

6.4.1. Group Message Boards Title 255 characters 

6.4.1. Group Message Boards Post Content 9999 characters 

6.5.1. Group Answers to 
questionnaires 

Text Format type 9999 characters 

6.5.1. Group Answers to 
questionnaires 

Free Text Format 
type 

9999 characters 

7.2.2. Portfolio Class Portfolio Retrospective 
Comment 

9999 characters 

7.3.2. Portfolio Group Portfolio Retrospective 
Comment 

9999 characters  
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