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Chapter 1. Notes 

１-１. Advanced Preparation 

The following environment is recommended when using this system. 

PC or mobile device, and browser for screen operations 

Recommended PC or mobile device 

PC Mac: macOS 10.13 (High Sierra) or later 

・ Windows: Windows 7 or later 

Mobile device ・ iOS: iOS 15 or later 

・ Android: Android 12.0 (Lollipop) or later 

※ Cellphones (feature phones) cannot be used. 

 

Recommended browser 

Recommended browser ・ Google Chrome 

・ Microsoft Edge 

・ Safari 
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1-2. Notes 

(1) PCs, smartphones, and browsers 

The recommended PC or mobile devices and browsers for system screen operation are as described in 1-1. 

Advanced Preparation. 

Use of other devices or browsers may cause problems with screen appearance and operation. 

 

(2) Session timeout 

If no operations are performed for a certain period of time with the screen open, the system will automatically time 

out and log you out. 

Please note that what you entered will not be retained and you will need to do everything again. 

 

(3) Attachment types and sizes 

The file extensions and sizes that can be attached to each notification are as follows. 

File extensions .pdf, .jpg, .jpeg, .gif, .png 

Size restriction Less than 7MB per file 

 

(4) Valid email addresses 

The following characters can be used in the registered email address. 

・ Letters 

・ Numbers 

・ Symbols (! # $ % & ‘ *   - / = ? ･ _ ` . { | } ~ @) 

※ Two or more “_” cannot be used in succession. 

Email address cannot start with a “_”. 

 

(5) About Screen Images 

The screen images shown in this manual are on a PC as of October 2022, and may look different depending on the 

time period and operating environment. 

 

In addition, the figures in the ● Operations sections of this manual represent the following. 

 

  

：操作を行う画面

：ボタンまたはリンク

：表示されるメッセージ

：当システムから送信されるメール

(メッセージ名)

[(メール名)] メール

(ボタン名/リンク名)

[(画面名)] 画面 : Screen to perform an operation 

: Button or link 

: Displayed message 

: Email sent from the system 

(Message Name) 

(Email Name) Mail 

(Button Name / Link Name) 

(Screen Name) Screen 
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1-3. Common Supplementation for All Screens regarding Operations 

This section describes common supplementation and notes regarding system screen operation and entry. 

 

● Required Entry Fields 

As shown in the images below, items with a “*” at the beginning are required and must be entered. 

 
 

● Entry Error 

If the format or number of digits entered is incorrect, a red text message will appear as shown below. 

Please revise your entry according to the error message. The message will disappear when entered correctly. 

 

 

                  

 

 

● Supplementary Information for Fields and Text (Help) 

The symbols below indicate that there is a supplementary explanation for the field or text. 

   

Hover the cursor over or tap the symbol to display the explanation. 
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● Confirming and Replacing File Attachments 

When a file is attached on the registration File Attachments screen, the following will be displayed. 

 

① Download 

Click to download the attached file and check its contents. 

② Delete 

When clicked, the following pop-up will appear, and the attachment will be deleted upon clicking the OK button. 

 

③ Replace 

To replace a file, delete it and re-upload it. 

 

● [Save Temporarily] Button 

You can save the information you are entering by clicking the Save Temporarily button on the registration Entry 

screen. 

Clicking the button does not perform registration. 

However, if there is an identical registration already being temporarily saved, a new one is not allowed. 

Please see the following to revise or delete a registration being temporarily saved. 

Reference Procedure: Chapter 10. Revision of Registration Content, Withdraw of Registration, and Deletion of 

Registration 

 

To resume entry, go to the Check the Status of Registration screen and revise the registration content. 

Please see the following for the procedures. 

Reference Procedure: 10-1. Revision of Registration Content 

 

  

１ ２ 
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● Date Input (Calendar) 

You can also select the date from a calendar for the date entry field. calendar. 

Click on the calendar button to the right of the field and click on the date from the calendar. 

   

 

● [Back] Button  

Clicking the Back button on the registration screen will take you to the previous screen. 

The entered content and attached files will be retained. 
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Chapter 2. General Overview 

2-1. General System Overview 

This is a general overview of the system. Each is explained on the next page. 

 

 

Outside system 

(Human Rights Department website for the Bureau of General Affairs, search engine, etc.) 

Notification Management System for Tokyo Partnership Oath System 

Before 

Login  

 

 

After 

Login 

 

 

 

 

User Registration 

New Registration 

Registration of Change 

Inquiry 
 (After User Registration) 

Password Reset 

View and Download 

Request for Reissuance of  

Reception Certificate 

Frequently Asked Questions 

Check and Change  
User Information 

Frequently Asked Questions 

Inquiry  
(Before User Registration) Home Screen (Before Login) 

Login 

Reception Certificate 

Check the Status of 
Registration 

Home Screen (After Login) 

1 

4 

5 

2 

3 

6 

7 8 

10 

11 

12 13 

14 
15 

3 

9 
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No. Name Description 

1 Home Screen  

(Before Login) 

This is the first page that opens when the system is accessed. 

2 Inquiry 

(Before User Registration) 

You can make an inquiry before performing user registration here. 

Reference Procedure: 3-2. Inquiry (Before User Registration) 

3 Frequently Asked 

Questions 

Shows frequently asked questions regarding the operation and procedures of 

the system. Please read them before making an inquiry. 

4 User Registration You must first perform user registration. This is where you can perform user 

registration. 

Reference Procedure: 4-1. User Registration 

5 Login Logs in to the system. 

Reference Procedure: 4-2. Login 

6 Password Reset Click the button on the Login screen to reset your password. 

Reference Procedure: 4-3. Password Reset 

7 Home Screen 

(After Login) 

This screen will appear after you log in. Clicking on the button of the operation 

you wish to perform will take you to procedure screen 10, 11, 12, or 15. 

8 Inquiry 

(After User Registration) 

After performing user registration, please click here to make an inquiry. 

You can also check the content of past inquiries and answers from the TMG 

here. 

Reference Procedure: Chapter 11. Inquiry (After User Registration) 

9 Check and Change User 

Information 

Check and change the information of the currently logged-in user. 

Reference Procedure: Chapter 5. Check and Change User Information 

10 New Registration Perform new declarations and registrations for partnerships. 

Reference Procedure: 6-1. New Registration 

11 Registration of Change Perform registrations of change for partnerships. Use when there is a change 

in registered information. 

Reference Procedure: 7-1. Registration of Change 

12 

13 

14 

Reception Certificate 

View and Download 

Reissuance Request 

View and download the Tokyo Partnership Oath System Reception Certificate 

(“Reception Certificate”), and request the issuance of the latest Reception 

Certificate. 

Reference Procedure: Chapter 8. View and Download Reception Certificate, 

and Request for Reissuance 

15 Check the Status of 

Registration 

Check the status of registrations (new notifications. registrations of change, 

requests for reissuance of Reception Certificate). 

Reference Procedure: 9-1. Check the Status of Registration 

In addition, you can revise or delete registrations that are being temporarily 

saved or revised, or withdraw new registrations. 

Reference Procedure: Chapter 10. Revision of Registration Content, Withdraw 

of Registration, and Deletion of Registration 
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Chapter 3. Home Screen 

3-1. How to Operate the Home Screen 

This section gives an overview of the buttons and links on the Home screen of the system. 

 

 

 

Each is explained on the next page. 

  

１ ２ ３ ４ 

５ ６ ７ 

８ 

９ 
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No. Name Description 

1 Human Rights 

Department, Bureau of 

General Affairs, Tokyo 

Metropolitan Government 

Goes to the top page of the Human Rights Department website for the Bureau 

of General Affairs, Tokyo Metropolitan Government. 

2 Home Goes to the Home screen. 

 

This can be used to return to the Home screen from another screen. 

3 Inquiry Goes to the Inquiry screen. 

 

This can be used to make an inquiry before user registration. 

Please see the following for details. 

Reference Procedure: 3-2. Inquiry (Before User Registration) 

If you have already performed user registration, please log in using button 6 

before submitting your inquiry. 

4 Frequently Asked 

Questions 

Goes to the Frequently Asked Questions screen. 

 

The most frequently asked questions are written here. 

Please read them before making an inquiry. 

5 User Registration Goes to the User Registration screen. 

 

In order to submit registration, etc., you must first perform user registration. 

If you have not performed user registration, please click this button to register. 

Please see the following page for details. 

Reference Procedure: 4-1. User Registration 

6 Login Goes to the Login screen. 

 

If you have performed user registration, you can log in using this button to 

perform various procedures. 

Please see the following page for details. 

Reference Procedure: 4-2. Login 

7 Language You can select the language displayed on the screens (Japanese or English). 

 

Japanese is the default language, but if you would like display the text in 

English, please click here and select English (US). 

8 System User Guide For details on the Tokyo Partnership Oath System, please refer to the Tokyo 

Partnership Oath System User Guide (“System User Guide”). 

9 Operation Manual Displays the Operation Manual (this document). 
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3-2. Inquiry (Before User Registration) 

Please contact us if you have any questions about how to use the system or the Tokyo Partnership Oath System. 

This section describes the procedure for making an inquiry before performing user registration. 

 

 

 

 

  

 

▼△ Point △▼ 

 

● Frequently Asked Questions 

Some of the most frequently asked questions are listed in Frequently Asked Questions. 

Please read them before making an inquiry. 

 

 

● Inquiry After User Registration 

If you have already performed user registration, please use the Inquiry function after 

logging in. 

In addition to an answer through email, you can check past inquiry details and the 

answers you have received on the screen. 

 

Please see the following for details. 

Reference Procedure: Chapter 11. Inquiry (After User Registration) 
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● Operations 

 

 

● Procedures 

・ Displays the Home screen. 

・ Click on the Inquiry button (as shown in ① below). 

 

 

 

  

< Click Inquiry from the menu at the top of the screen. 

< Enter your message in the inquiry form and click Confirm. 

< Confirm that the input contents have been entered corrected and click Submit. 

< A success message will be displayed after your inquiry has been submitted. 

< A response will be given by email. Please wait for the response. [Answer to Inquiry] Mail 

Success Message 

Confirm 

Home Screen 
 (Before Login) 

Inquiry 

Inquiry Entry Screen 

Confirmation of  
Input Contents Screen 

Submit 

① 
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・ ◆ Confirm the inquiry details and fill in all three fields of the inquiry form (as shown in ② below). 

 

 

・ Once everything is filled in, the Confirm button will turn blue and you can click it (as shown in ③ below). 

 

 

  

② 

③ 
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・ Confirm the details and click the Submit button (as shown in ④ below). 

* If you wish to make a revision, click on the Cancel button and make the revision. 

 

 

・ Your inquiry is complete when you see the following pop-up window. 

・ Click the Close button to return to the Home screen. 

 

 

・ The TMG's answer will be sent to the contact email you entered with the following subject. 

Subject: [Answer to Inquiry] Notification Management System for Tokyo Partnership Oath System 

Please see the answers in Answer Content (as shown in ⑤ below). 

 

  

④ 

⑤ 
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Chapter 4. User Registration, Login, and Password Reset 

4-1. User Registration 

You must first perform user registration in order to declare a partnership or submit a registration in the system. 

This section describes the user registration procedures. 

 

● Operations 

 

 

 

 

 

 

 

  

 

< Click User Registration. 

< Review the Terms of Use and Privacy Policy, and click Agree and Proceed to User Registration. 

 

< Enter the information required for user registration and click Register. 

< Click on the URL in the user registration completion mail sent to your email address. 

 

< Enter your password and click Change Password. 

< If successful, you will be automatically logged in. 
Home Screen 
 (After Login) 

Policy Screen 

User Registration Screen 

Change Password Screen 

Register 

URL 

User Registration 

Agree and Proceed to  
User Registration 

User Registration  
Complete Mail 

Home Screen 
 (Before Login) 
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● Procedures 

・ Displays the Home screen. 

・ Click on the User Registration button (as shown in ① below). 

 
   

・ Review the Terms of Use and Privacy Policy, and click the Agree and Proceed to User Registration button. 

(As shown in ② below) 

 

 

 

 

  

① 

② 
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・ Fill in each field (as shown in ③ below). 

・ Click on the Registration button (as shown in ④ below). 

 

 

 

 

 

  

 

▼△ Point △▼ 

 

● Email Address 

The email address will be used as the user ID. It cannot be changed after registration. 

However, in addition to the user ID (email address) registered on this screen, you can also 

register a contact email, which can be changed even after registration. Unless you perform 

the change operation, the email address registered on this screen will be your contact email. 

Please see the follow for how to change your contact email. 

Reference Procedure: 5-2. Change of Contact Email Address, Phone Number, and Language 

of Use 

③ 

④ 
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・ User registration is complete when the following pop-up is displayed. 

 

 

・ The following email will be sent to the email address you entered. 

Subject: [User Registration Complete] Notification Management System for Tokyo Partnership Oath System 

・ Click on the URL in the body of the email (as shown in ⑤ below). 

※ The URL can be used only once. 

※ The URL is valid for 7 days from the time of transmission. 

If you are unable to complete your user registration within the deadline, please go to the Login screen to reset 

your password. 

 

 

 

 

  

⑤ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 



Notification Management System for Tokyo Partnership Oath System User Manual 

   Copyright©2022 Tokyo Metropolitan Government. All Rights Reserved. 

18 

 

 

・ Enter any password according to the password requirements shown (as shown in ⑥ below). 

For “Confirm new password,” enter the same password as in “New password.” 

 

 

・ Once you have entered a password following the password requirements, a green check mark will appear for 

all of the requirements, and the Change Password button will turn blue. Please click on it (as shown in ⑦ 

below). 

If it does not turn blue, please check the following again. 

・ Have you met all of the password requirements? 

・ For “Confirm new password,” did you enter the same password as in “New password”? 

 

 

 

  

⑥ 

⑦ 
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・ If successful, you will be automatically logged in and the Home screen will appear afterward. 

 

 

 

 

  

 

▼△ Point △▼ 

 

● If registration information is incorrect 

If you have performed user registration using incorrect information, please be sure to 

revise it according to the following. 

 Revision of contact email address, phone number, and language of use 

You can register and revise them from the Check and Change User Information 

screen. 

Please see the following for how to make revisions. 

Reference Procedure: 5-2. Change of Contact Email Address, Phone Number, and 

Language of Use 

 Revisions other than the above 

You can make revisions from the Registration of Change or New Inquiry screens. 

Please see the following for how to make revisions. User IDs (e-mail address) 

generally cannot be changed. 

Reference Procedure:  

When procedures for new registrations have been completed: 7-1. Registration of 

Change 

For other than the above: 11-1. New Inquiry 
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4-2. Login 

This section describes the procedure for logging into the system. 

If you have not yet performed user registration, please first refer to the following for user registration. 

Reference Procedure: 4-1. User Registration 

 

● Operations 

 

 

● Procedures 

・ Displays the Home screen. 

・ Click on the Login button (as shown in ① below). 

 

 

 

  

< Click Login. 

< Enter your user ID and password, and click Login. 

Login 

Login Screen 

Login 

Home Screen 
 (Before Login) 

Home Screen 
 (After Login) 

① 
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・ Enter your user ID (email address) and password (as shown in ② below). 

Enter the email address you entered during user registration in the User ID (email address) field. 

・ Click on the Login button (as shown in ③ below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

▼△ Point △▼ 

 

● Password Lock 

If you consecutively enter your password incorrectly 10 times, the system will lock your 

account for security reasons, and you will be unable to log in again even if you enter your 

password correctly. 

 

 

If you believe that your password has been locked, please contact us using Contact Us, 

and tell us that your password has been locked and your user ID (email address). 

Please see the following for information on how to make an inquiry. 

Reference Procedure: 3-2. Inquiry (Before User Registration) 

② 

③ 
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・ If successful, the Home screen will appear afterward. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Notification Management System for Tokyo Partnership Oath System User Manual 

   Copyright©2022 Tokyo Metropolitan Government. All Rights Reserved. 

23 

 

 

4-3. Password Reset 

This section describes the procedure for resetting a user's password. 

Please use this function when you want to change your password or have forgotten it. 

 

● Operations 

 

 

 

  

< Click Login. 

< Click Reset. 

< Enter your user ID and click Password Reset. 

< Click on the URL in the password reset mail sent to your email address. 
 

< Enter your password and click Change Password. 

< If successful, you will be automatically logged in. 

URL 

Change Password Screen 

Login 

Login Screen 

Login 

Password Reset Screen 

Password Reset 

Password Reset Mail 

Home Screen 
 (Before Login) 

Home Screen 
 (After Login) 
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● Procedures 

・ The Home screen before login is displayed. 

・ Click on the Login button (as shown in ① below). 

 

 

・ Click on the Reset Password link (as shown in ② below). 

 

 

・ Enter the the user ID (email address) you registered during user registration (as shown in ③ below). 

・ Click on the Reset Password button (as shown in ④ below). 

 

 

 

 

 

  

① 

② 

③ 

④ 
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・ Password reset is complete when the following pop-up is displayed. 

 

 

・ The following email will be sent to your contact email. 

Subject: [Password Reset] Notification Management System for Tokyo Partnership Oath System 

・ Click on the URL in the body of the email (as shown in ⑤ below). 

※ The URL can be used only once. 

※ The URL is valid for 7 days from the time of transmission. 

If you fail to respond within the deadline, please start the procedure over from the beginning. 

 
 

  

⑤ 
＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 
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・ Enter any password according to the password requirements shown (as shown in ⑥ below). 

For “Confirm new password,” enter the same password as in “New password.” 

 

 

・ Once you have entered a password following the password requirements, a green check mark will appear for 

all of the requirements as shown below, and the Change Password button will turn blue. Please click on it (as 

shown in ⑦ below). 

If it does not turn blue, please check the following again. 

・ Have you met all of the password requirements? 

・ For “Confirm new password,” did you enter the same password as in “New password”? 

 

 

  

⑥ 

⑦ 
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・ After resetting your password, you will be automatically logged in and the Home screen will appear afterward. 
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Chapter 5. Check and Change User Information 

5-1. Confirm User Information 

This section describes the procedure for confirming user information. 

 

● Operations 

 

 

● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on (User Name) and click on the Check and Change User Information button that is displayed. 

(as shown in ① below). 

 

 

 

  

< After logging into the system, click (Name), and click Check and Change User Information. 

 

< You can check your user information. 

(Name) 

Check and Change User  
Information Screen 

Check and Change  
User Information 

Home Screen 
 (After Login) 

① 
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・ You can check your user information. 
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5-2. Change of Contact Email Address, Phone Number, and Language of Use 

This section describes the procedure for changing your contact email, phone number, and language of use in your user 

information. 

 

 

 

  

 

▼△ Point △▼ 

 

● When there are changes to registered information 

If there are any changes to user information, please be sure to follow the procedure for 

changing the information. 

 

● Change of name, alias, date of birth, etc. 

If you want to change anything other than your contact email, phone number, or language of 

use, please follow the procedure below. 

When procedures for new registrations have been completed: ７-１. Registration of Change 

For other than the above: 11-1. New Inquiry 

 

● Items that cannot be changed 

The following items cannot be changed by changing user information, using a Registration of 

Change, or an inquiry. 

 

・ User ID (e-mail address) 

・ Partnership ID 
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● Operations 

 

 

 

 

 

  

< After logging into the system, click (Name), and click Check and Change User Information. 

<  
Enter your contact email, phone number and language of use,  

then click Change User Information. 

< Confirm that the input contents have been entered corrected and click Submit. 

< The user information change is complete when the success message is displayed. 

<  
If you have changed your contact email address, click on the URL provided in the body 

of the email that you received to change your email address. 

< This screen is displayed when the email address change has been reflected. 

URL 

Email Address Changed 
Screen 

Submit 

(Name) 

Check and Change 
 User Information 

Check and Change  
User Information Screen 

Confirmation of Input  
Contents Pop-up 

Email Address Change 
Mail 

Success Message 

Home Screen 
 (After Login) 

Change  
User Information 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on (User Name) and click on the Check and Change User Information button that is displayed. 

(as shown in ① below). 

 

 

・ Revise your contact email, phone number, or language or use (as shown in ② below). 

・ Click on the Change User Information button (as shown in ③ below). 

 

 
 

 

  

① 

② 

③ 
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・ Confirm the details and click the Submit button (as shown in ④ below). 

* If you wish to make a revision, click on the Cancel button and make the revision. 

 

 

・ The user information change is complete when the following pop-up is displayed. 

・ Click the Close button to return to the Check and Change User Information screen. 

 

 

The procedure is complete if you did not change your contact email. 

If you changed your contact email, the change has not yet been reflected. 

Follow the procedure on the next page to reflect the change. 

 

  

④ 
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・ The following email will be sent to the email address you entered when you change your contact email. 

Subject: [Email Address Change] Notification Management System for Tokyo Partnership Oath System 

・ Click on the URL in the body of the email (as shown in ⑤ below). 

※ The URL can be used only once. 

※ The URL is valid for 72 hours from the time of transmission. 

If you fail to respond within the deadline, please start the procedure over from the beginning. 

 

 

・ When the Email Address Changed screen is displayed, the change has been reflected. 

・ Click the Next button to display the Home screen (or the Login screen). 

You can check the changes on the Check and Change User Information screen mentioned previously. 

 

 

 

 

⑤ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 

＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊＊ 
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Chapter 6. New Registration 
6-1. New Registration 

This section describes the procedure for making a new declaration and submitting a registration for partnerships. 

New registrations must be declared and registered by the two parties in a partnership. After the first party registers, the 

other party must also register within 14 days. Please note that the TMG will start checking the contents of the registration 

after receiving the registration of both parties, and will accept them only when there are no omissions. 

 

Please note that the following people will be unable to access the New Registration screen. 

・ Those whose declaration or registration of a partnership has been accepted by the TMG (excluding those who have 

ended their partnership through a Registration of Change) 

・ Those who have already submitted a new registration 

* However, if the other party does not register within 14 days from the day after your registration, the registration will 

be automatically canceled and you will be able to access the New Registration screen again. 

●  Operations

 

< After logging into the system, click New Registration. 

< Check the registration content and requirements, and click Next. 

< Enter the information required for the registration and click Next. 

< Attach photos of the documents required for the registration and click Next. 

< Check the entered registration content and click Submit Registration. 

< This screen is displayed when registration is complete. 

< Please check the email sent to you regarding the received registration (new registration). 
Registration Received 
 (New Registration) Mail 

Next 

Home Screen 
 (After Login) 

New  
Registration 

Overview Screen 

Next 

Entry Screen 

Submit  
Registration 

Complete Screen 

File Attachments Screen 

Next 

Confirm Screen 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the New Registration button (as shown in ① below). 

 

 

・ Confirm the overview and click the Next button (as shown in ② below). 

 

 

 

 

 

  

① 

 

② 
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・ Fill in each field (as shown in ③ below). 

・ Click on the Next button (as shown in ④ below).  

 

 

 

 

 

③ 

④ 
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▼△ Point △▼ 

 

● Partnership ID 

Enter the other party's partnership ID in the Partnership ID field of the Matters Relating to 

the Other Person in the Partnership section. 

Please follow the procedure below to have the other party confirm and enter your partnership 

ID. 

① The other party logs into the system with their user ID. 

② Confirm the partnership ID on the Check and Change User Information screen by referring 

to the following. 

Reference Procedure: 5-1. Confirm User Information 

※ Please note that the partnership ID and user ID are different. 

 

 

● Entry order for child related matters 

The order in which children will appear on the Reception Certificate will be the same as shown 

in the Matters Relating to the Children of the Registrant section. (Maximum of 10 people) 

 

First 

person 

Second 

person 

Third 

person 
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・ Prepare the documents listed on the screen in PDF format or image file format 

(as shown in ⑤ below). 

・ Click on the Upload File button (as shown in ⑥ below). 

 

 

 

▼△ Point △▼ 

 

● Increase/decrease child entry fields 

To enter information for a third or subsequent child in the Matters Relating to the Children of the 

Registrant section, click the Add Entry Field for Child button to increase the entry fields by one. 

 

(Maximum of 10 people) 

 

You can also click on the Delete Entry Field for Child button to decrease entry fields by one. 

 

⑥ 

⑤ 
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・ Upload the file. 

※ There are restrictions on the size and extension of attachments. Please see the following for details. 

Reference Procedure: 1-2. Notes 

 

[For PCs] 

In the file selection dialog, select the file you want to upload and click the Open button. 

 

[For Smartphones] 

Select the file to upload. The following shows when uploading from a photo. 

Select a photo from the list. (The screen will vary depending on the device.) 
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・ When you select a file, the following pop-up is displayed. 

・ Once the upload is complete, the Complete button will turn blue and you can click it (as shown in ⑦ below). 

 

Repeat the same operation to attach multiple files. 

Please refer to the following for instructions on how to check the contents of attached files and replace them. 

Reference Procedure: 1-3. Common Supplementation for All Screens regarding Operations 

 

 

 

・ Click on the Next button (as shown in ⑧ below). 

 

 
 

  

 

▼△ Point △▼ 

 

● Virus Scan of File Attachments 

When you upload a file attachment, the file is automatically scanned for viruses. 

Please note that files may be automatically deleted depending on the results. 

⑦ 

⑧ 
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・ Confirm the details and click the Submit Registration button (as shown in ⑨ below). 

* If you wish to make a revision, return to the Entry screen by clicking on the Back button and make the revision. 

 

 

 

・ The Registration Complete screen is displayed when the new registration is complete. 

Please check the following email that will be sent to your contact email. 

Subject: [Registration Received (New Registration)] Notification Management System for Tokyo Partnership Oath 

System 

As soon as the registrations from the two parties in the partnership have been received, the TMG will confirm the 

contents. 

・ You can check the status of your registration by clicking on the Check the Status of Registration button or the Check 

the Status of Registration button at the top of the page. 

 

 

 

⑨ 
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6-2. Response to Request for Correction (Request for Revision) 

After submitting a new registration, if the TMG checks the contents and finds any errors or omissions in the entered 

content or attached files, the TMG will send a request for correction (“Request of Correction”) of the registration details. 

This section describes how to respond to a request for correction with a new registration. 

Upon receiving a request for correction, you will receive the following email to your contact email. 

Subject: [Request for Revision (New Registration)] Notification Management System for Tokyo Partnership Oath System 

You must revise your registration content within 7 days from the day following the day you receive the email. 

Please note that failure to respond within the deadline may result in the rejection of your registration. 

 

● Operations 

 

 

 

 

 

 

 

< When you receive an email requesting a revision, access the system. 

< Enter your user information and click Login. 

< Click Check the Status of Registration. 

< Click on (Category) of the new registration that is labeled Correcting. 

< Click Revision of Registration Content. 

< Click Revise. 

< 
On the Entry screen or File Attachments screen, correct the information 

listed in the email and submit the registration again, 

following the same procedure as for new registrations.  

< This screen is displayed when complete. 

Check the Status of Registration 

Check the Status of 
Registration Screen 

(Category) 

Registration Screen 

Revision of 

Registration Content 

Request for Revision 
Mail 

（URL） 

Login Screen 

Login 

Home Screen 
 (After Login) 

Omitted 

Complete Screen 

Revision of Registration  
Content Pop-up 

Revise 

Entry Screen 

Same procedures 
as Revision of  
Registration 
Content  
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● Procedures 

・ Check the items that need to be corrected in the received email (as shown in ① below). 

The content shown here needs to be revised. 

・ Access the system and open the Login screen. 

 

 

・ Enter your user information and click on the Login button (as shown in ② below). 

 

  

② 

① 
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・ The Home screen will be displayed. 

 

 

・ Please see the following for subsequent procedures. 

Reference Procedure: 10-1. Revision of Registration Content 

 

If you register again, your response to the request for correction is complete. 

No email will be sent indicating that the correction has been accepted. 

The TMG will check the contents again based on the revised registration. 
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Chapter 7. Registration of Change 

7-1. Registration of Change 

This section describes the procedure for registering changes to the information that has already been registered. Also, a 

Registration of Change must be performed to change information that cannot be changed in the Check and Change User 

Information section. 

 

 

● Operations 

 

  

 

▼△ Point △▼ 

 

● When there are changes to registered content 

If there are any changes to registered content, please be sure to follow the procedure for a 

Registration of Change. 

 

 

< After logging into the system, click Registration of Change. 

< Check the registration content and requirements, and click Next. 

< Enter the information required for the registration and click Next. 

< Attach photos of the documents required for the registration and click Next. 

< Check the entered registration content and click Submit Registration. 

< This screen is displayed when registration is complete. 

< Please check the email sent to you regarding the received registration (registration of change). 

File Attachments Screen 

Next 

Confirm Screen 

Complete Screen 

Next 

Home Screen 
 (After Login) 

Overview Screen 

Next 

Entry Screen 

Submit 
 Notification 

［Notification Received 
 (Notification of Change)] Mail 

Notification  
of Change 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Registration of Change button (as shown in ① below). 

 

 

・ Confirm the overview and click the Next button (as shown in ② below). 

 

 

 

  

① 

 

② 
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・ Check all applicable boxes in the Details and Reasons for the Change column (as shown in ③ below). 

 

 

 

 

  

③ 
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・ Fill in any new fields that are displayed (as shown in ④ below). 

 

 

If you check Other under “There has been a change in registered content due to the provisions of Article 4 of the 

Ordinance,” an additional entry field will be displayed. Please enter the name of the item to change and the value 

after the change. 

 

 

  

④ 

④ 
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・ Click on the Next button (as shown in ⑤ below). 

 

 

・ Prepare the documents listed on the screen in PDF format or image file format 

(as shown in ⑥ below). 

* Depending on the changes, file attachments may not be necessary. 

In that case, do not attach anything and proceed to ⑨. 

・ Click on the Upload File button (as shown in ⑦ below). 

 

 

 

 

  

⑤ 

⑥ 

⑦ 
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・ Specify the document file and upload it. 

※ There are restrictions on the size and extension of attachments. Please see the following for details. 

Reference Procedure: 1-2. Notes 

 

[For PCs] 

In the file selection dialog, select the file you want to upload and click the Open button. 

 

[For Smartphones] 

Select the file to upload. The following shows when uploading from a photo. 

Select a photo from the list. (The screen will vary depending on the device.) 
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・ When you select a file, the following pop-up is displayed. 

Once the upload is complete, the Complete button will turn blue and you can click it (as shown in ⑧ below). 

 

Please refer to the following for instructions on how to check the contents of attached files and replace them. 

Reference Procedure: 1-3. Common Supplementation for All Screens regarding Operations 

 

・ Click on the Next button (as shown in ⑨ below). 

 

 

・ Confirm the details and click the Submit Registration button (as shown in ⑩ below). 

* If you wish to make a revision, return to the entry screen by clicking on the Back button and make the revision. 

 

 

 

⑧ 

⑨ 

⑩ 
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・ The Registration Complete screen is displayed when the Registration of Change is complete. 

Please check the following email that will be sent to your contact email. 

Subject: [Registration Received (Registration of Change)] Notification Management System for Tokyo Partnership 

Oath System 

・ You can check the status of your registration by clicking on the Check the Status of Registration button or the Check 

the Status of Registration button at the top of the page. 
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7-2. Response to Request for Correction (Request for Revision) 

After submitting a Registration of Change, if the TMG checks the contents and finds any errors or omissions in the entered 

content or attached files, the TMG will send a request for correction (Request for Correction) of the registration details. 

This section describes how to respond to a request for correction with a Registration of Change. 

 

Upon receiving a request for correction, you will receive the following email to your contact email. 

Subject: [Request for Revision (Registration of Change)] Notification Management System for Tokyo Partnership Oath 

System 

You must revise your registration content 7 days from the day following the day you receive the email. 

Please note that failure to respond within the deadline may result in the rejection of your registration. 

 

● Operations 

 

 

 

 

 

< When you receive an email requesting a revision, access the system. 

 

< Enter your user information and click Log in.. 

< Click Check the Status of Registration. 

< Click on (Category) of the Registration of Change that is labeled Correcting. 

< Click Revision of Registration Content. 

< Click Revise. 

< 
On the Entry screen or File Attachments screen, correct the information  

listed in the email and submit the registration again, 

following the same procedure as for registrations of change. 
 

< This screen is displayed when complete. 

Request for Revision 
Mail 

（URL） 

Login Screen 

Login 

Home Screen 
 (After Login) 

Entry Screen 

Omitted 

Complete Screen 

(Category) 

Registration Screen 

Revise 

 

Notification 

[Revision of Registration 
 Content] Pop-up 

Same procedures  
as Revision of  
Notification  
Content 

[Check the Status of 
 Registration] Screen 



Notification Management System for Tokyo Partnership Oath System User Manual 

   Copyright©2022 Tokyo Metropolitan Government. All Rights Reserved. 

55 

 

 

● Procedures 

・ Check the items that need to be corrected in the received email (as shown in ① below). 

The content shown here needs to be revised. 

・ Access the system and open the Login screen. 

 
 

・ The Login screen will be displayed. 

・ Enter your user information and click on the Login button (as shown in ② below). 

 

 

 

  

② 

① 
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・ The Home screen will be displayed. 

 

 

・ Please see the following for subsequent procedures. 

Reference Procedure: 10-1. Revision of Registration Content 

 

If you register again, your response to the request for correction is complete. 

No email will be sent indicating that the correction has been accepted. 

The TMG will check the contents again based on the revised registration. 
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Chapter 8. View and Download Reception Certificate, and Request for Reissuance 

8-1. View and Download Reception Certificate 

This section describes the procedure for viewing and downloading the Tokyo Partnership Oath System Reception 

Certificate (Reception Certificate) after the registration has been accepted. 

When the Reception Certificate is issued, the following email will be sent to your contact email. 

Subject: [Procedure Completion Notice ((Registration Name))] Notification Management System for Tokyo Partnership 

Oath System 

Once this email is sent, you will be able to view and download the Reception Certificate. 

 

 

In addition, Reception Certificates that can be viewed and downloaded differ depending on which of the two parties in the 

partnership is logged in as the user. The name of the currently logged-in user is displayed on the left, and the name of 

the other party is displayed on the right. 

 

● Operations 

 

  

< After logging into the system, click Reception Certificate. 

< Click View and Download. 

< Click the PDF symbol. 

< 
The Reception Certificate will be displayed in your browser. 

Click Download to download the certificate. 

< A PDF file of the Reception Certificate will be downloaded. PDF 

Download 

Home Screen  
(After Login) 

Certificate Menu Screen 

View and Download 

View Certificate Screen 

PDF 

Display of Certificate of 
Acceptance 

Certificate of 
 Acceptance 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Reception Certificate button (as shown in ① below). 

 

 

・ Click on the View and Download button (as shown in ② below). 

 

 

・ Click on the PDF for the Reception Certificate (as shown in ③ below). 

 

  

① 

 

② 

③ 
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・ The Reception Certificate will be displayed. 

・ To download the Reception Certificate, click on the Download button (as shown in ④ below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

④ 
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8-2. Request for Issuance of Latest Reception Certificate 

This section describes the procedure for requesting the latest Reception Certificate. 

 

● Operations 

 

 

  

< After logging into the system, click Reception Certificate. 

< Click Request for Issuance of Latest Reception Certificate. 

< Check the overview and click Next. 

< Enter the reason for requesting reissuance and click Next. 

< Attach photos of the documents required for the registration and click Next. 

Check the entered registration content and click Submit Registration. 

This screen is displayed when registration is complete. 

< Please check the email sent to you regarding the received registration (request for reissuance). 

Complete Screen 

Entry Screen 

Next 

File Attachments Screen 

Next 

Confirm Screen 

Next 

 

Home Screen (After Login) 

Certificate Menu Screen 

Overview Screen 

Request for Issuance  
of Latest Certificate  
of  Acceptance 

[Notification Received 
 (Request for Reissuance)]  
Mail 

<  

<  

Certificate of 
Acceptance 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Reception Certificate button (as shown in ① below). 

 

 

・ Click on the Request for Issuance of Latest Reception Certificate button (as shown in ② below). 

 

 

 

 

  

① 

 

② 
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・ Confirm the overview and click the Next button (as shown in ③ below). 

 
 

・ Check all applicable boxes in the Reasons for Requesting Reissuance section (as shown in ④ below). 

* Multiple selections are possible. 

If you checked Other (Specific Reasons), enter the specific reason for requesting reissuance in the entry field below. 

・ Click on the Next button (as shown in ⑤ below). 

 

 

 

  

④ 

⑤ 

③ 
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・ File attachments are not required, so click on the Next button (as shown in ⑥ below). 

* Depending on the registration, file attachments may not be necessary. If the screen indicates that a file attachment 

is required, please follow the same procedure as for new registrations or registration of changes to attach the file. 

 

 

・ Confirm the details and click the Submit Registration button (as shown in ⑦ below). 

* If you wish to make a revision, return to the screen by clicking on the Back button and make the revision. 

 

 
 

 

  

⑥ 

⑦ 
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・ The Registration Complete screen is displayed when your request for the latest Reception Certificate is complete. 

Please check the following email that will be sent to your contact email. 

Subject: [Registration Received (Request for Reissuance)] Notification Management System for Tokyo Partnership 

Oath System 

・ You can check the status of your registration by clicking on the Check the Status of Registration button or the Check 

the Status of Registration button at the top of the page. 
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8-3. Response to Request for Correction (Request for Revision) 

After the request for reissuance of the Reception Certificate is submitted, if the TMG checks the contents and finds any 

errors or omissions in the entered content or attached files, the TMG will send a request for correction (Request for 

Correction) of the registration details. 

This section describes the procedure for responding to a request for correction when requesting the reissuance of a 

Reception Certificate. 

Upon receiving a request for correction, you will receive the following email to your contact email. 

Subject: [Request for Revision (New Registration)] Notification Management System for Tokyo Partnership Oath System 

You must revise your registration content within 7 days from the day following the day you receive the email. 

Please note that failure to respond within the deadline may result in the rejection of your registration. 

 

● Operations 

 

  

< When you receive an email requesting a revision, access the system. 

 

< Enter your user information and click Login. 

< Click Check the Status of Registration. 

< Click on (Category) of the Request for Reissuance of Reception Certificate  

that is labeled Correcting. 

 

< Click Revision of Registration Content. 

< Click Revise. 

< 
On the Entry screen or File Attachments screen, correct the information 

listed in the email and submit the registration again, 

following the same procedure as for requests for reissuance. 
 

< This screen is displayed when complete. 

Check the Status 
 of Registration 

Request for Revision 
Mail 

（URL） 

Login Screen 

Login 

Home Screen 
 (After Login) 

Entry Screen 

Omitted 

Complete Screen 

(Category) 

Registration Screen 

Revision of Registration  
Content Pop-up 

Revise 

Same procedures  
as Revision of  
Registration 
Content 

 

Check the Status of 
 Notification 

Revision of 
Notification Content 
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● Procedures 

・ Check the items that need to be corrected in the received email (as shown in ① below). 

The content shown here needs to be revised. 

・ Access the system and open the Login screen. 

 

 

・ Enter your user information and click on the Login button (as shown in ② below). 

 

 

 

  

② 

① 
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・ The Home screen will be displayed. 

 

 

・ Please see the following for subsequent procedures. 

Reference Procedure: 10-1. Revision of Registration Content 

 

If you register again, your response to the request for correction is complete. 

No email will be sent indicating that the correction has been accepted. 

The TMG will check the contents again based on the revised registration. 
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Chapter 9. Check the Status of Registration 

9-1. Check the Status of Registration 

This section describes the procedure for checking the status and details of registrations (new notifications, registrations 

of change, requests for reissuance of reception certificate) that have been made in the past or are Paused. 

 

● Operations 

 

 

● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Check the Status of Registration button (as shown in ① below). 

 

 

 

 

 

< After logging into the system, click Check the Status of Registration. 

< 
You can check the submission date and status of registrations. 

To confirm input contents, click (Category) for the registration. 

< Check the content and file attachments of the registration. 

Home Screen  
(After Login) 

Check the Status of 
 Registration 

Check the Status of  
Registration Screen 

(Category) 

Registration Screen 

① 
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・ A list of your registrations will be displayed, and you can check the submissions date and status of each registration. 

  

Each of the words that appear under Status represents the following. 

Status Description 

Under review The TMG is checking the contents of the registration. Please wait until it is complete. 

Rejected The registration was not accepted. Possible reasons include the following. 

 ・ The registration requirements were not met. 

 ・ There was no response to a request for correction. 

  etc. 

Please see the Notification of Rejection mail for more information. 

Correcting There are omissions, etc. in the contents of the registration, and a correction has 

been requested. 

The following should be used as a reference when revising registration content. 

For new registrations 

Reference Procedure: 6-2. Response to Request for Correction (Request for 

Revision) 

For registrations of change 

Reference Procedure: 7-2. Response to Request for Correction (Request for 

Revision) 

Request for reissuance of Reception Certificate 

Reference Procedure: 8-3. Response to Request for Correction (Request for 

Revision) 

Review 

Complete 

Confirmation of the contents of the registration has been completed. 

For new registrations and requests for reissuance of Reception Certificates, the 

Reception Certificate can be viewed and downloaded. 

Paused The contents of the registration being entered are temporarily saved. The contents of 

the registration not yet been submitted to the TMG. 
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・ To check the content of the registration, click on (Category) of the registration (as shown in ② below). 

 

 

・ You can check the content and file attachments of the registration. 

 

 

 

 

 

  

② 
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Chapter 10. Revision of Registration Content, Withdraw of Registration, and Deletion of 

Registration 

This section describes the procedure for how to revise, withdraw, or delete a registration from the Confirm Registration 

Content screen. 

An overview of each operation and whether they can be used for certain registrations are as follows. 

Function Overview 

Can Be Used for Registration 

New 

Registration 

Registration 

of Change 

Request for 

Reissuance 

of Reception 

Certificate 

Revision of 

Registration 

Content 

You will be redirected to the entry screen, where 

you can revise and resubmit your registration.  

It can only be used if the procedure status of the 

registration is as follows.  

・ Paused 

・ Correcting 

○ ○ ○ 

Withdraw of 

Registration 

You can restore the status of a new registration 

you have made to Paused.  

It can only be used between the time you submit 

a new registration and when the other party 

submits a new registration. 

○ × × 

Delete 

Registration 

You can delete a registration.  

It can only be used if the procedure status of the 

registration is as follows.  

・ Paused 

・ Correcting 

△ 

Only when 

Paused 

 

○ ○ 
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10-1. Revision of Registration Content 

This section describes the procedure for revising registration content. 

This function is available only when the procedure status of the registration is as follows. It cannot be used in other cases. 

・ Paused 

・ Correcting 

 

If you want to revise the details of a registration that has already been reviewed, you can through a Registration of Change 

or from Check and Change User Information. Please see each of the following for the procedures. 

Registration of Change: 7-1. Registration of Change 

Check and Change User Information: 5-2. Change of Contact Email Address, Phone Number, and Language of Use 

 

● Operations 

 

 

 

  

< After logging into the system, click Check the Status of Registration. 

< Click (Category) of the registration to revise. 

< Click Revision of Registration Content. 

< Click Revise. 

< You can resume entry. Entry Screen 

Revise 

Revision of Registration  
Content Pop-up 

Home Screen  
(After Login) 

Check the Status of  
Registration Screen 

Registration Screen 

Check the Status of  
Registration 

(Category) 

Revision of  
Registration Content 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Check the Status of Registration button (as shown in ① below). 

 

 

・ A list of your registrations will be displayed. 

・ Click (Category) of the registration to revise (as shown in ② below). 

 

 

・ Click on the Revision of Registration Content button (as shown in ③ below). 

 

 

  

② 

③ 

① 
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・ Click on the Revise button (as shown in ④ below). 

* To cancel, click the top right [X] button or the top left Cancel button. 

 

 

・ Takes you to the entry screen for each registration. The same procedure as for each registration can be used to 

revise the content. 

It is also possible to temporarily save the registration again. 

 

 

 

 

 

  

④ 
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10-2. Withdraw of Registration 

This section describes the procedure for withdrawing a new registration. 

This function can only be used after you have submitted a new registration and before the other party submits a new 

registration. 

If you are the second party to submit a registration, or if both of you have already filed new registrations, you cannot 

withdraw your new registration. 

When a withdrawal is made, the procedure status changes from Under Review to Paused. 

In addition, Registrations of Change and Requests for Reissuance of Reception Certificate cannot be withdrawn. 

 

● Operations 

 

 

 

 

  

< After logging into the system, click Check the Status of Registration. 

< Click (Category) of the new registration to withdraw. 

< Click Withdraw of Registration. 

< Clicking Withdraw will return the registration procedure status from Under Review to Paused. 

 

Withdraw of  
Registration Pop-up 

Home Screen  
(After Login) 

(Category) 

Registration Screen 

Withdraw of 
 Registration 

Check the Status of  
Notification 

［Check the Status of 
 Notification] Screen 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Check the Status of Registration button (as shown in ① below). 

 

 

・ A list of your registrations will be displayed. 

・ Click (Category) of the new registration to withdraw (as shown in ② below). 

 

 

・ Click on the Withdraw of Registration button (as shown in ③ below). 

 

 

 

  

① 

 

② 

③ 
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・ Click on the Withdraw button (as shown in ④ below). 

* To cancel, click the top right [X] or the top left Cancel button. 

 

 

・ The procedure status changes to Paused. 

 
 

The registration can then be revised and resubmitted or deleted. Please see the following for the procedures. 

Reference Procedure: 10-1. Revision of Registration Content 

Reference Procedure: 10-3. Delete Registration 

 

  

④ 
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10-3. Delete Registration 

This section describes the procedure for deleting registrations. 

This function is available only when the procedure status of the registration is as follows. It cannot be deleted otherwise. 

・ Paused 

・ Correcting (excluding new registrations) 

 

For situations other than the above, when you want to delete a registration, please contact us through Inquiry. 

Please see the following for the procedures. 

Reference Procedure: 11-1. New Inquiry 

 

● Operations 

 

 

 

 

  

< After logging into the system, click Check the Status of Registration. 

< Click (Category) of the registration to delete. 

< Click Delete Registration. 

< Clicking Delete will delete the registration. Delete Registration Pop-up 

Home Screen  
(After Login) 

Check the Status of  
Registration 

Check the Status of  
Registration Screen 

(Category) 

Registration Screen 

Delete 
Registration 
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● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on the Check the Status of Registration button (as shown in ① below). 

 

 

・ A list of your registrations will be displayed. 

・ Click (Category) of the registration to delete (as shown in ② below). 

 

 

 

 

 

  

② 

① 
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・ Click the Delete Registration button (as shown in ③ below). 

 

 

・ Click on the Delete button (as shown in ④ below). 

* To cancel, click the top right [X] button or the top left Cancel button. 

 

 

 

 

  

③ 

④ 
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Chapter 11. Inquiry (After User Registration) 

Please contact us if you have any questions about how to use the system or the Tokyo Partnership Oath System. 

This section describes the procedure for making inquiries after user registration on the system. 

 

 

 

 

  

 

▼△ Point △▼ 

 

● Some of the most frequently asked questions are listed on the Frequently Asked Questions 

page. 

Please read them before making an inquiry. 

 

 

● If you have not performed user registration, you can use your inquiry before user registration. 

Please see the following for the procedure to make an inquiry. 

Reference Procedure: 3-2. Inquiry (Before User Registration) 
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11-1. New Inquiry 

This section describes the procedure for making new inquiries. 

 

● Operations 

 

 

● Procedures 

・ Log in to the system and open the Home screen. 

・ Click on Inquiry (as shown in ① below). 

 

  

< After logging into the system, click Inquiry. 

< Click New Inquiry. 

< Enter the details of the inquiry in the inquiry form and click Confirm. 

< A success message will be displayed after your inquiry has been submitted. 

Confirm 

Success Message 

Home Screen  
(After Login) 

Inquiry 

Inquiry Screen 

New Inquiry 

Inquiry Entry Screen 

① 
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・ ◆ Check during inquiries click the New Inquiry button (as shown in ② below). 

 

 

・ Enter the subject and details of inquiry (as shown in ③ below). 

・ If you want to attach a file to your inquiry, click on the Upload File button to attach the file. 

File attachment instructions are described on the next page. 

※ File attachments are not required. 

・ Click on the Confirm button (as shown in ④ below). 

 

 

 

 

 

② 

③ 

④ 
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▼△ Point △▼ 

 

● File Attachment Procedures 

・ Click on the Upload File button. 

 

 

・ Prepare the files you want to upload in PDF format or image file format. 

 

Select the file you want to upload and click the Open button. 

 

 

 (Continues on next page)  
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 (Continues from previous page) 

 

・ When the upload is complete, the Complete button will turn blue. 

 

 

・ The uploaded file will be displayed on the screen. 

 

 

Repeat the same operation to attach multiple files. 

Please refer to the following for instructions on how to check the contents of attached files 

and replace them. 

Reference Procedure: 1-3. Common Supplementation for All Screens regarding Operations 
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・ Confirm the details and click the Submit button (as shown in ⑤ below). 

* If you wish make a revision, click on the Cancel button and make the revision. 

 
 

・ Your inquiry is complete when you see the following pop-up window. 

・ Click the Close button to return to the Home screen. 

 

 

 

 

 

⑤ 
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▼△ Point △▼ 

 

● Past Inquiries 

Inquiries you have made in the past are listed on the Inquiry screen. 

You can check the content and attached files by clicking the Inquiry No. 

 

 

 

 

 

 

● Answer to Inquiries 

The answer from the TMG to your inquiry will be sent by email and will also be displayed on 

the screen above. 

 

See below for details on how to check the answers. 

Reference Procedure: 11-2. Confirm Answer to Inquiries 
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11-2. Confirm Answer to Inquiries 

This section describes the procedure for checking answers from the TMG to past inquiries. 

 

● Operations 

 

 

 

  

< 
You will receive an email in response to your inquiry with the answer to your question. 

Access the system if you want to check it on the screen. 

< Enter the user information for the inquiry and click Login. 

< Click Inquiry. 

< Click (Inquiry No.) for the inquiry you want to check the answer. 

< Check the details of the inquiry and the answer. 

[Answer to Inquiry] Mail 

Login 

Inquiry Screen 

(Inquiry No.) 

Inquiry: QA-XXXX Screen 

(URL) 

Login Screen 

Home Screen 
 (After Login) 

Inquiry 



Notification Management System for Tokyo Partnership Oath System User Manual 

   Copyright©2022 Tokyo Metropolitan Government. All Rights Reserved. 

89 

 

 

● Procedures 

・ The answer from the TMG will be sent to your contact email with the following subject. 

Subject: [Answer to Inquiry] Notification Management System for Tokyo Partnership Oath System 

Please see the answers in Answer Content (as shown in ① below). 

・ You can also check the details of your inquiry and the answer on the screen of the system. 

To check on the screen, log in to the system as the user who made the inquiry and open the Home screen. 

 

 

・ Click on the Inquiry button (as shown in ② below). 

 

 

 

  

② 

① 
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・ A list of your previous inquiries will be displayed at the bottom of the screen. 

・ Click (Inquiry No.) for the inquiry you want to check the answer (as shown in ④ below). 

 

 

・ You can check the answer (as shown in ⑤ below). 

 

 

 

 

④ 

⑤ 


