
国立大学法人東京工業大学

Enrollment Fee ＆ Tuition 
Exemption application system
Guide (for applicants)

March 27, 2023

November 14, 2023

March 13, 2024 update

All Rights Reserved Copyright (c) 2022 A.M
.Y.Creative

Co.,Ltd.

1



Table of contents

All Rights Reserved Copyright (c) 2022 A.M.Y.Creative Co.,Ltd. 2

1. Outline of the System   
System Requirements/Peripheral Equipment

2. Switching Languages
3. File Selection Operations (PC Version)
4. File Selection Operation (Smartphone Version)
5. Log in
6. Application My Page
7. Status Description
8. Applicant's My Page  

Decline of Enrollment fee and/or Tuition 
9. Step 1 Transition
10. Step 2 Transition
11. Explanation of question display
From 12. to 29. Items for International Students
From 30. to 33. If the case falls under Affected

Financially by COVID-19



1.  Outline of the System System Requirements/Peripheral Equipment

System Requirements

Browsers

・Windows ／Microsoft Edge、Mozilla Firefox、Google Chrome

・MacOS ／ Apple Safari、Mozilla Firefox、Google Chrome

・Other iOS、Android

Peripheral Equipments

• Printer that can output A4 size

• Devices that can take pictures of documents and create image files
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2. Switching Languages

Language Switching and Language of Downloaded Files 

• The language of this system can be switched between Japanese and English. 

• A switch button appears in the upper right corner of the system. To change the language, click [English] or [Japanese]. 

• Even if you have selected English, the documents may be in Japanese, or documents in both Japanese and English. (Documents for 
each language are specified according to the application category.)
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3. File Selection Operations (PC Version)

The process for uploading files is as follows. 
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* If it has already been uploaded, it will be overwritten by uploading again.
* The maximum file size is 8 MB.
* Supported formats are jpg, png, and pdf.
* To delete an uploaded file, click the X button next to the file name.

1. Press [ファイルの選択]. 2. Browse to the destination folder and select the appropriate file.
(If you cancel ,select cancel button)

3. Registered file names are shown.

If you cancel  selected file,
select  ”choose File” and  cancel button.



4. File Selection Operation (Smartphone Version)

The process for uploading files is as follows. 
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1. Press [ファイルの選択].

2. Take a picture with the camera application or browse to the destination folder and select the appropriate file.



事務局
メモ

5. Log in
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Access the Enrollment Fee & Tuition Exemption application system via the Tokyo Tech Portal 



6. Application My Page
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Decline Request Button
- Decline the enrollment Fee
- Decline the tuition

Display of each application status

<About the status display>  
Step 1: Not submitted / Submitted / out of term
Step 2: Not submitted / No action * / Submitted** /
out of term 
*In case there is NO application “sudden change of 
household due to COVID-19”.
**In case there is the application “sudden change of 
household due to COVID-19”.

Logged-in person's information
- Student ID No.
- Name
- Degree Program

After login, the applicant must click on the button in Step 1  
to proceed with the application process.

- Name of logged-in person
- Manual
- Application Procedure: Go to HP (Displayed 

in a new tab)
- Japanese/English switch button
- Logout button



7. Status Description
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Common to both STEP1 and STEP2 

- The application has not yet been submitted 

- The application has temporary saved and not yet completed

Common to both STEP1 and STEP2*

- The application has been submitted 

* Only in case there is application sudden change of 

household due to COVID-19. 

STEP2 only** 

**In case there is NO application “sudden change of 

household due to COVID-19”.

Common to both STEP1 and STEP2 

- Outside application period 

No operation in 20 minutes, system will be timed out and not saved.
If you do not operate for a while, please save temporarily.



8. Applicant's My Page   Decline of Enrollment fee and/or Tuition 
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When pressed

To Application My Page

To Application My Page

When pressed

Check the checkbox



STEP1-2/2 confirmation

STEP 1-2/2 input screen

STEP 1-1/2 input screen

9. Step 1 Transition
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STEP 1 Button

Application is complete

Modify STEP 1-2/2 Confirm

Modify STEP 1-1/2 
(to correct)

Modify STEP 1-1/2 To STEP 1-2/2

Apply

You will receive an email to your Tokyo Tech email address confirming the completion of STEP1.



STEP 2 confirmation

STEP 2 input screen

10. Step 2 Transition
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STEP 2 Button

Application is complete

Apply

Modify STEP 2Confirm

In case there is NO application “sudden 

change of household due to COVID-19”. 

You will receive an email to your Tokyo Tech email address confirming the completion of STEP2.



11. Explanation of question display
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For each question, if you need to submit materials and select an item, it will be displayed when you 
select the items. 

2024 spring semester at Tokyo Tech 



Items for International 
Students

STEP1 (1/2)
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12. Items for International Students STEP1 (1/2)
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Application category 【 Enrollment fee 】 *Only new students



13. Items for International Students STEP1 (1/2)
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Application category [Tuition ]: Select one of the following 

*Selection items for the application category [enrollment fee] and application category [tuition fee]
The contents to be registered will vary depending on the contents of the selection items.

1. If “Postponement of enrollment fee payment (Exemption is not applicable)” and/or 
“Postponement of tuition payment (Exemption is not applicable)” is selected
- Reason for payment postponement

2. If “Tuition exemption” is selected
- Reason for exemption

3. In the case of both postponement and exemption
- Reason for payment postponement
- Reason for exemption

4. If “Not applying” is selected
- Nothing is displayed



14. Items for International Students STEP1 (1/2)
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Reason for exemption: input text

Reason for payment postponement: Select one of the following (If "Other" is selected, the text input field will be displayed.)

2024 spring semester at Tokyo Tech.



15. Items for International Students STEP1 (1/2)
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Application due to sudden change in household finances due to COVID-19: : Select one of the following 
(When "Yes" is selected, a caution message is displayed.)

* If "Yes" is selected, the following actions are required.
STEP 1-2/2: Declaration of Change in Household Income Due to 
COVID-19

STEP 2: Submit the documents proving financial hardship due to 
COVID-19



16. Items for International Students STEP1 (1/2)
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(Privately  funded international student and new student) Old student ID number: Please enter each item.

※If you are a privately funded international students and your status immediately prior to enrollment is not that of a Tokyo Tech
student, you cannot apply for enrollment fee exemption.
※If there is an error in the information you have entered, we will contact you for confirmation on an individual basis.
Please note that if it is discovered that your status immediately prior to enrollment is not that of a Tokyo Tech student, 
your application for enrollment fee exemption will be cancelled and your application for postponement of enrollment fee payment 
will be automatically switched to that for postponement of enrollment fee payment.
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Items for International Students
STEP1 (2/2)



17. Items for International Students STEP1 (2/2)
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Pledge for Exemption and/or Postponement of Enrollment Fee and Tuition Application
(Upload File and submit the original)



18. Items for International Students STEP1 (2/2)
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Cohabiting Family Members: Input and upload the following information. Press "+" or "-" to add or delete input fields. 

Is any member of your household(other than yourself) enrolled in high school or higher education institutions? (Including your spouse): Select any (if yes, upload student 
ID card)

1-3. Number of family including the applicant (required entry)
Family members residing in Japan and living with the applicant



19. Items for International Students STEP1 (2/2)
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Financial Circumstances: Input text

Monthly average of living expenses for the entire household: Input amount



20. Items for International Students STEP1 (2/2)

24All Rights Reserved Copyright (c) 2022 A.M.Y.Creative Co.,Ltd.

Currently working part-time (including spouse): Select one of the items (if you select yes, upload the file)

TA/RA income in the current year (including spouse): Select one of the items (if you select yes, upload the file)



21. Items for International Students STEP1 (2/2)
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Worked at the same employer: Select one of the items (if you select yes, upload the file)

Changed jobs or started working in the middle of the previous year or in the middle of this year and is still working at the same place: Select one of the items (if you 
select yes, upload the file)

2023

2023 to the



22. Items for International Students STEP1 (2/2)
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Currently receiving scholarships or grants (including spouse and siblings living together)(if you select yes, input text and upload the file)

Be a recipient of the JSPS Research Fellowship for Young Scientists. (including spouse) (if you select yes, upload the file)



23. Items for International Students STEP1 (2/2)
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The applicant receives a salary from a company in home country and spends money for living in Japan: Select one of the items (if you select yes, upload the file)

Other e. g. Withdrawal from your savings: Select one of the items (if you select yes, input text. Press "+" or "-" to add or delete input fields. 

3-1-9 Other e.g. Withdrawal from your savings



24. Items for International Students STEP1 (2/2)
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Expenditure: Input amount



25. Items for International Students STEP1 (2/2)
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About housing: Select one of the items. Upload  as indicated below 



26. Items for International Students STEP1 (2/2)
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Continued from previous page: Select one of the items. Select as indicated below 



27. Items for International Students STEP1 (2/2)
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You are living in a shared house or flat : Select one of the items (if you select yes, upload the file)



28. Items for International Students STEP1 (2/2)
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Declaration of Research Results: Enter the following information and upload files (up to 5 files)



29. Items for International Students STEP1 (2/2)
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Notes for Tuition Exemption Applicants Whose Study in Doctoral Programs Exceeds the Standard Duration: Select one of the items and input text



STEP 1-2/2: Declaration of Change in Household Income Due to COVID-19

->Go to 30 (p38). 
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Items for International Students
STEP2



STEP 2: Submit the documents proving financial hardship due to COVID-19 

-> Go to 31 (p39).
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If the case falls under Affected 
Financially by COVID-19. 
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30. STEP 1-2/2:  Declaration of Change in Household Income Due to COVID-19
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Input and select the following information.



31. STEP 2:  Submit the documents proving financial hardship due to COVID-19 

39All Rights Reserved Copyright (c) 2022 A.M.Y.Creative Co.,Ltd.

Upload required documents according to choices

If A is selected

B. Applicants whose annual employment income is expected to drop by 25% or more from 2022, 2021, 2020 or 2019

C. Applicants whose annual income from sources other than salary is expected to drop by 25% or more from 2022, 2021, 2020 or 2019
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If B is selected

32. STEP 2:  Submit the documents proving financial hardship due to COVID-19 

B. Applicants whose annual employment income is expected to drop by 25% or more from 2022, 2021, 2020 or 2019

C. Applicants whose annual income from sources other than salary is expected to drop by 25% or more from 2022, 2021, 2020 or 2019

(When compared to 2022) ※２Choose one of the below year which to be compared with current income(decreased) and upload the required certificates.
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If C is selected

33. STEP 2:  Submit the documents proving financial hardship due to COVID-19 

B. Applicants whose annual employment income is expected to drop by 25% or more from 2022, 2021, 2020 or 2019

C. Applicants whose annual income from sources other than salary is expected to drop by 25% or more from 2022, 2021, 2020 or 2019
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