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Procedures
for

Extending the Period of Stay
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シングルサインオンSSO認証
Web Single Sign-On

イメージングマトリクス認証でWeb Single Sign-Onにログインする場合の認証方法 

Authentication method when "Imaging Matrix" is selected for multi-factor authentication at Web Single Sign-On login

同志社大学オフィシャルサイトの「在学生の方」から、シングルサインオン画面に遷移してください。

From the Doshisha University official website’s “current students page”, please proceed to the single sign-on screen.

1．Web Single Sign-Onにログインします。 

Log in to Web Single Sign-On. 

2. 多要素認証で「イメージングマトリクス」を選択します。 

Select “Imaging Matrix（イメージマトリクス）” for multi-factor authentication. 
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3. 事前に登録した3つの画像を正しい順序でクリックします。 

※ログイン毎に画像の位置は変化します。 

Click the three pre-registered images in the correct order. 

* The position of the image will change with each login.

4. 画像をクリックすると、表の下に「・・・・」が表示されます。3つ選択されたことを確認して

「ログイン」をクリックしてください。 

     ※「パネル表示」を選択すると、画像に対応したマトリクス表の番号が表示されます。 

When you click on the image, “・・・・” is displayed. Make sure that the

three images have been selected and click on “Login（ログイン）". 

*If you select “Show Panel（パネル表示）", the numbers in the matrix table       

corresponding to the images are displayed. 

③①

②

※例

シングルサインオンSSO認証
Web Single Sign-On
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5. 以上で認証完了です。Web Single Sign-On にアクセスできます。 

Authentication is completed and you can access Web Single

Sign-On.

6. Web Single Sign-On画面から、D-GATEのタイルを選択する。

From the Web Single Sign-On screen, select the “D-GATE”.

シングルサインオンSSO認証
Web Single Sign-On
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Procedures for Extending the Period of Stay

1. Click “Applicant data.” 2. Fields marked with a “●” are required.

Select the field to enter information.

3. Click “Edit” and complete all required

(●) fields. 

ドウシシャ ガクセイ
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Procedures for Extending the Period of Stay

4. Upload of Required Documents.

 (1)Prepare the following documents:

• Certificate of Enrollment (issued via the certificate issuance service)

• Official Transcript (issued via the certificate issuance service)

• Passport

• Residence Card

• Photograph

• Student ID card

• Course registration check sheet

(output from DUET)

(Only applicable students)

• Statement of Reasons

If the GPA listed on the academic transcript is below 1.5

If the period of enrollment exceeds the standard duration of study

(Leave of absence periods are not included)

Facial Photo Specifications

✓Size: 4 cm (height) × 3 cm (width)

✓Must show only the applicant

✓The dimensions of the area excluding the frame must meet the 

specifications shown in the diagram on the left (The face measurement

is  from the top of the head (including hair) to the tip of the chin)

✓Must be taken facing forward without a hat

✓Must have no background (including shadows)

✓Must be clear and in focus

✓Must have been taken within 6 months prior to the submission date



- 6 - Copyright © Horizon Business Assistants. All rights reserved.

Procedures for Extending the Period of Stay

(2) Click “Document.” (4) Items marked with a “●” are

required documents. Click "Upload.“

Select the file from the save location,

then click "Open.

(3) Click “Edit.”
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Procedures for Extending the Period of Stay

(5) State after uploading. (7) To replace an uploaded file, click

“Edit” under the tab of the relevant

item, following the same procedure

as in Step 4.(3).

(6) After uploading all required

documents, click "Save changes“

at the bottom of the screen.
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Procedures for Extending the Period of Stay

(8) Check “Delete”, then click “Upload.” As in Step 4.(4), select the file from

the save location and click “Open.”

(9) After uploading all required documents, click “Save changes” at the bottom

of the screen.
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Procedures for Extending the Period of Stay

If you would like to apply for Permission to Engage in Activity Other Than That Permitted under the 

Status of Residence at the same time (If not, please proceed to Section 5 on the next page)

・For those applying for the first time:

In the “11-1_Unqualified activities” tab, select “No” for “Unqualified activities．”

・For those who have already obtained permission but are not currently working part-time:

In the “11-1_ Unqualified activities” tab, select “No” for “Unqualified activities”, and enter the

“Present activity” based on the Course Registration Check Sheet. (Other fields may be left blank.) 

・For those who have already obtained permission and are still working part-time:

In the “11-1_ Unqualified activities” tab, select “Yes” for “Unqualified activities” and check the box

for “Ongoing activities are still ongoing”.  Enter the “Present activity” based on the Course   

Registration Check Sheet. Then, enter your part-time job information under “Unqualified activities 1”

and onwards. If you have multiple part-time jobs, enter all of them under “Unqualified activities 1”

“Unqualified activities 2” and so on.
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Procedures for Extending the Period of Stay

5. After completing all required fields,

check the box at the bottom of the

screen and click “Confirmed /

updated applicant data.”

※ If an error occurs at this stage:

(If no error occurs, proceed to Step 9.) 

Click “OK.”

6. Tabs with errors are highlighted in red.

7. Error messages are displayed at the

relevant fields. Follow Step 3 or Step

4.(3) to enter the required information

or upload the file, then save. 

Be sure to click “Save changes”

to save your entries.
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Procedures for Extending the Period of Stay

8. After clicking "Save changes,“ the

following screen will be displayed

again.

Check the box and click “Confirmed /

updated the applicant data."

10. The following message will be

displayed.

9. When the button below appears at

the bottom of the screen, click

“Update / Study Abroad Application

Form Download.”

11. When the next message appears,

click “Download.”
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Procedures for Extending the Period of Stay

12. Review the application form and

ensure there are no errors.

13. If everything is correct, PRINT it

and close the PDF file. Since the

following window is displayed on

the D-GATE screen, click “Cancel.”

14. When the following screen appears,

click the “Back”.

※Important Note

The “Application for Permission to Engage in Activity Other 

Than That Permitted under the Status of Residence Previously 

Granted” cannot be printed. If you wish to apply, please make 

sure to inform the Office of International Students when you 

receive the “Application for Extension of Period of Stay (For 

Organization).”
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Procedures for Extending the Period of Stay

15. After returning to the top screen,

the Residency Expiration Alert

Response Status will be shown

as “Answered.” Log out to finish.

Please refer to the following pages for

“Future Process”
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Procedures for Extending the Period of Stay

Future Process

1. Document Review

After the submitted documents have been reviewed by the Office of International Students, you will be

contacted regarding the next steps. If you do not receive any contact within one week, please inquire by

phone or email.

2. Submission of Original Documents 

(After receiving instructions from the Office of International Students)
After receiving instructions from the Office of International Students to submit the documents, please

bring the original copies of the required documents to the office. If there are no issues, you will be

issued the “Application for Extension of Period of Stay (For Organization)”.

3. Application to the Immigration Services Agency of Japan
Please visit the nearest Regional Immigration Services Bureau corresponding to your place of residence

and submit the application with the following documents: all required documents and the Application for

Extension of Period of Stay (For Organization)

4. Procedures after Receiving Your Residence Card
After receiving the new Residence Card, please complete registration in D-GATE. For details, please

refer to the separate manual.
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