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Microsoft 365 Apps
at What is

Microsoft

Sqitam.a 365 Apps ?

University S

Microsoft 365 Apps 1s freM”W
for current SU students.

B Each user caninstall Microsoft 365 Apps on up
to each five home or personally-owned
PCs/Macs, tablet and mobile devices.

B You can use the latest apps and services on
Microsoft 365 Apps.

M Only available for a Student of University.

The following applications are included and available for you to install on Windows and mac0S
ngows Power One One T
Point Note Drive S
Mac OS

Microsoft 365 university account for using E E
Microsoft 365 Apps will be distributed automatically

after enrollment. No paperwork is required. E

For more Information Technology Center
information, l Saitama University Saitama University
Please VISIT Iﬁ::K# https://www.itc.saitama-u.ac.jp/
our Website. —tak Contact Us : https://forms.office.com/r/S0TZfkZbM8
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7 7 < A URL : https://web.risyu.saitama-u.ac.jp/campusweb/portal.do?_display=login
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We hereby notify you that we have issued the following user ID and initial password for the guarantor's use of the

CampusSquare (e.g., to check grades).

Guarantor Account Information

ID:  0000®]
Initial password: (@ @@ @]

Access URL: https://web.risyu.saitama-u.ac.jp/campusweb/portal.do?_display=login

Note 1) Please forward this e-mail to the guarantor if he/she wishes to use the service.
Note 2) After logging in for the first time, please change your password from the password change screen.
Note 3) After changing your password, please register your e-mail address so that you can receive notifications

from the University from the e-mail address registration screen.
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https://www.anpic.jp/mailinfo/

SU safety confirmation system SU [ANPIC)

Saitama University has introduced a safety confirmation system [ANPIC] to respond
to emergencies in the event of a major earthquake.

OWhen the Japan Meteorological Agency announces an earthquake with a seismic intensity of 5 or
higher in the Kanto area, a safety confirmation email will be sent to students’ smartphones, mobile

phones, and PCs.

@ The safety confirmation email will be sent to the address registered in the CAMPUSSQUARE.
Be sure to register the email address of your smartphone or mobile phone in the CAMPUSSQUARE.

O Please make it possible to receive the e—mails from [no-reply@jecc.jp]
with the specified reception setting.
Click here for changing your reception setting —  https://www.anpic.jp/mailinfo/

OWhen you receive the e—mail, please access the URL in the e—mail as described below and report
the safety status. (We will also deliver test emails for adomission and disaster prevention drills, etc.)

Safety confirmation email screen

#H4) [BEXRIZERREZHESE LIS (Please report your safety situation.)

(R BEKE XXX XXXXHE (Dear XXX XXXX)

EMNFEAELFELT=, (An earthquake has occurred.)
LTFOURLEY)YIL T, REKREREL T2,

(Please visit the following URL and report your safety situation.)
https://XXXXXXXXXXXXXXXXXXXXXXXXXXXXXKKXXXXXXXXX ~

Click the URL

@ LFRURLIZZ VR TERWMGE LTSN |

(If you are unable to access the above URL, please report your safety situation here.)
http:// XXXXXXXXXXXXXXXXXXXKXXXXXXXXXXKKXXXXXXXXX ~

Report your safety screen

Report your safety

O HAFE @ Other language

Name I
Your safety required O V(A_~)W all right
Click the relevant part of O (T _T) light injury
“Your safety” O (X _ X) serious injury

O (? _7?) other

Your location requirad O home
) campus

Click the relevant part of © hometown
”YOUI' |Ocati0n” O student teaching / internship
O other

Comment The details of your situation, contact, information, etc.

If you have any
information, enter it in
the comment field.

i
Up to 200 characters, A new-line is treated as one character.

* The situation you report here will overwrite your latest situation and be registered.

m Click the “Submit” to complete the report
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Earthquake Safety Guide

€ This document outlines important considerations in the event of a major earthquake. Please read it in
advance and review it periodically to stay prepared for potential emergencies.

@ In the event of a major earthquake (intensity 5 or higher on the Japanese seismic scale in the Kanto region),
important information will be posted on the university website. Please check the website regularly for
updates and instructions.

H
Eﬁ§ Response to an Earthquake

When an earthquake occurs:

Protect your head, hands, and feet from
falling objects. personal safety.
Move away from shelves, windows,

chemicals, and other hazardous items.

If possible, open doors to secure
evacuation routes.

If you are in a laboratory, stop any active

equipment and turn off gas and
1 ‘
~J
i .
%
@,

machinery.

electricity if it is safe to do so.

After the earthquake subsides:
* Check your surroundings and ensure your

» Be cautious of aftershocks and wait for a
few minutes to assess the situation.

* Turn off any active equipment or

+ Listen carefully to announcements over
the campus public address system.

K evacuation site/route map).

»¢ Actions During Classes or Activities
1. During classes:

+ If an earthquake with a seismic intensity of 5 upper or higher occurs:
Immediately suspend the class and evacuate to designated safe areas.

2.During nighttime or holidays:

« If an earthquake with a seismic intensity of 5 upper or higher occurs: Students
engaged in research, experiments, or extracurricular activities should promptly

evacuate to temporary evacuation sites.
3.For earthquakes with seismic intensity of 5 lower or less:

* Take appropriate actions similar to points 1 or 2 above, depending on the

specific situation and safety assessment.

ﬁ Safety Confirmation System (ANPIC)

April 2026

Evacuate to the designated
emergency assembly area:

Follow the instructions of faculty
members or campus announcements
and evacuate calmly and orderly.

Do not use elevators during evacuation.
Be aware of potential hazards in the
surroundings, such as ground
liquefaction or building collapse.

* Locate and review posted notices in
classrooms regarding evacuation
locations and routes (Refer to the

Deciding whether to return
home:

* Once the situation has stabilized, assess
the status of transportation, your route,
and the distance to your home to
determine whether it is safe and feasible
to return home. Consider that the
average person can walk 3-4 km in one
hour, and up to 20 km in a day.

* If returning home is not advisable or
possible, evacuate to a temporary shelter
the university will establish.

At our university, we have implemented the safety confirmation system "ANPIC" to address emergency
situations. In the event of an earthquake with a seismic intensity of 5 upper or higher in the Kanto region, a
safety confirmation email will be sent to the email address registered in the academic system (CampusSquare).
The safety confirmation process provides critical information for early identification of missing persons and
determining the timing for resuming classes, thus contributing to the rapid recovery of university functions.
We kindly request your cooperation in reporting your safety status. Please ensure that you register an email
address that can reliably receive messages in preparation for potential disasters.

Safety Confirmation email Screen

(%) [BEXFE] ZERATEALE a0
(Please report your safety situation.)

(&30

HERZE XXX XXXXEk (Dear XXX XXXX)
HWEANFE L £ L7z, (An earthquake has occurred.)
UTFTOURLZZ Uy LT, BERAZIRE L TLIZE L,
(Please visit the following URL and report your safety
situation.)
https://XXXXXXXXKXXKXXKXXKXXKXXKXXKXXKXXKXXKXXKXK ~

@ LCURLICT /R TERWERIEIZIBoAL |

(If you are unable to access the above URL, please report
your safety situation here.)

hEtp:/ / XXXXXXXKXXXXXKHXXXXXKXXXXXK XXX XXKKXXXXKK

4

~
“J’Saitama University

[Emergency Contact])

& Office of International Affairs

Tel: 048-858-3908

E-mail: ryugakul[at]gr.saitama-u.ac.jp
@ International House

Tel: 048-854-4555

E-mail: ihouse[at]gr.saitama-u.ac.jp
@ Health Service Center

Tel: 048-854-5356
@ Security Guard Office

Tel: 048-858-3006

* If you have a supervisor, please verify their
contact information and make a note of it.
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Key Points When Reporting

wStay calm. Speak slowly and
clearly.

MUniversity Name :
Saitama University

@University Address :
255 Shimo-Okubo, Sakura-ku,
Saitama City

@ Phone Number :048-858-3928
(General Affairs Division,
General Affairs Department)

@Your Information:
Name:
Student ID Number:

®lncident Details:

When did it happen?

Where did it happen?

What happened?

Current situation (any

injuries or damage?)

Description of the suspicious

person:
Facial features, Height,
Build, Approximate age,
Gender, Glothing,
Direction of escape

Related Emergency Contacts

X5

Week
days

General Affairs Division
048—858—3928

Campus Security Office
048—858—3006

Nigh
ts/
Week
ends
/
Holi
days

Campus Security Office
048—858—3006

Urawa-Nishi Police Station
048—854—0110
(Police:110)

Sakura Fire Station
048—836—01109
(Fire/Ambulance: 1 1 9)

Sakura Fire Station,

Okubo Branch
048—857—0119
(Fire/Ambulance: 1 1 9)

Suspicious Person

Response Manual
(For Students)

p —

Saitama University

Saitama University




If you see a suspicious person,

immediately notify a nearby faculty or staff member!!

Students must NOT approach the suspicious person or contact the police directly.
Ensure your own safety, evacuate promptly, and report the situation to the nearest
administrative office or campus security office.

N 1 p
35» Witness <:f§> Evacuate <€£?, Report
Q >
0$e
® 1l| |Ir
A 9‘!}
é - .
» STAFF
1. Secure your personal 2. Go to the nearest 3. Calmly explain the
safety and leave the area P administrative office or | situation and provide
immediately. inform a nearby as much detail as
faculty/staff member. possible.

After Hours / Weekends Contact
Campus Security Office Tel: 048-858-3006 Police: 110
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Information Security | 7~

/ Ethics Manual

10 items for using the information system with confidence

1. Keep your OS and software up to date

Always update the basic software (OS) and application software on your PC and
smartphone to keep your security measures up to date.

2. Ensure comprehensive virus protection

Viruses that steal IDs and passwords, perform remote control, or unauthorizedly encrypt
files are on the rise. Install antivirus software on your PC and smartphone. A

3. Manage your IDs and passwords properly

IDs and passwords are crucial information to prove your identity. Make sure your password is not
"disclosed” or "known” to third parties. Avoid using easily guessable information such as birthdays or
names, or reusing the same password. If multi-factor authentication is available, enable it.

4. Ignore (delete) suspicious emails

Clicking on links or opening attachments in suspicious emails can lead to virus infections. Confirm the
sender of the email and ignore (delete) emails from unknown senders. Make effective use of email
software or smartphone filters to prevent sender impersonation.

5. Pay attention to information management

There have been many incidents of personal information leaks due to virus infections, network
intrusions, and theft or loss of PCs and USB memory devices. Lock important files containing personal or
confidential information with a password to ensure thorough management. Make backups of important
files that you do not want to lose and store them appropriately.

6. Verify if web page communications are encrypted

When entering passwords or credit card numbers on a web page, check for encrypted communication
to prevent eavesdropping or tampering. If the web page address starts with "https://” or if the
browser’s address bar displays a padlock symbol "@,” the communication is encrypted.

7. Do not infringe on intellectual property such as copyrights

Do not reproduce copyrighted works or designs without permission, and refrain from
posting them on web pages or social media. Do not use software without proper licenses or
engage in illegal downloads.

8. Use bulletin boards and social media with caution

Just as in the real world, you should observe the same rules and manners on the Internet and do not

slander or defame individuals on bulletin boards and social media. Do not believe what you read, and

make sure that it is not a hoax or fake news.

Merin chan
Mascot of

Saitama University

9. Protect personal and privacy information &

It is dangerous to casually disclose personal or privacy information on the
Internet. When posting personal information of yourself, family, or friends on
social media, pay attention to the scope of information you disclose. When
publishing a photo, ask permission from the person in the photo in advance.

10. Deepen your understanding of information security

Correct knowledge of information security is essential for the safe use of information systems.
Learn about information security measures through security e-learning and other resources.

*Comply with other laws and regulations* Information Technology Center, Saitama University
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February 19, 2026
Promotion Office for Prevention of
Research Fund Misuse

To Our Students:

Know What Constitutes Misuse of Research Funds

The misuse of research funds is not limited to personal diversion or embezzlement. It also includes the
following:

e Invoicing of honorariums (monetary rewards), salaries and travel expenses that differs from the
actual facts and amounts

¢ Depositing research funds with a supplier as payment for a fictitious delivery
Misuse of research funds for purposes other than research, either intentionally or as a result of gross
negligence

e Misuse of funds in violation of the decision to grant research funds and its conditions

The vast majority of the funds that become research funds come from the hard-earned money the citizens of
Japan have paid as tax revenues. The misuse of research funds is therefore impossible to justify for any
reason.

Of these various areas, those particularly relevant to you as a student include receiving honorariums,
salaries and travel expenses that are paid for helping to run academic laboratories.

With regard to the payment of such honorariums, salaries and travel expenses, the following examples
discuss the misuse (fraudulent receipt) of research funds. You must strictly avoid any such behavior.

Falsified Honorariums/Falsified Salaries or Allowances

- Reporting fraudulent attendance records to the university and receiving honorariums and salary for work
that has not actually been performed.

Falsified Business Travel, Inflated Travel Expenses, Duplicated Travel Expense Receipts

- Submitting fraudulent business trip reports to the university and receiving reimbursement for travel
expenses while not actually taking the business trip(s) reported.

- Invoicing the university for travel expenses of greater value than the actual costs incurred and receiving
fraudulent travel expense reimbursement while using less expensive means of transportation for business
trips.

- Submitting business trip reports to the university and receiving travel expense reimbursement while also
receiving travel expense payments from other institutions.

Redirecting Funds

- After being paid honorariums, salaries or travel expenses that you are entitled to from the university, it is
strictly prohibited to respond to a request or demand from a laboratory to take a part or all of those funds to
use for other purposes in the laboratory or redistributed to other students.

Note: Actions such as laboratories redirecting funds are strictly prohibited.

[Please consult with the report reception desk mentioned below if you are being
pressured to engage in any of the aforementioned actions, or feeling anxious about
kthe possibility. )

[ O Research Fund Misuse Report Reception Desk
Saitama University General Affairs Department, General Affairs Division
TEL 048-858-3928 e-mail : soumu@gr.saitama-u.ac.jp
https'//www.saitama-u.ac.jp/guide/disclosure/prevention/index. htm#inquiry
Notes:
1. Please refer to the abovementioned website for details concerning reporting and related matters.
2. Submitting such reports will not be grounds for being subjected to any disadvantage or detrimental
treatment.
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