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For New Students: ICT Environment Check Sheet.

ICT Office
2022/3/23 version
(Required time: 30-45 minutes)

This check sheet is also available for
sophomore and above. Let’s check!

1. Check your ID/password and log in to Loyola
A) Write your student ID in the column below:

e G

B) Login to Loyola from Sophia University website or ICT Office website.

CHECK! &

WL
HINT! \Q' You need your Student ID and Loyola password to log in.

Loyola password is different from the one for Sophia ICT Account. CHECK!
CAUTION! :
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2. Change the password for Sophia ICT Account and register a password riminder.
1
A) Check your pre-set password on the ‘Sophia ICT Account Notice’. CHECK!
B) Access the page ‘Password Change / E-mail Address’ (https://idb.sophia.ac.jp/ Sophia
Integrated Database System) then log in with your student ID and pre-set password. m&
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https://idb.sophia.ac.jp/
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w | B K 2% Sophiaintegrated Database System

SOPHIA UNIVERSITY VI74TRET—EN—-2R

Login ‘

%J)CRAT—R=NdZ55 / Forgot your password?

1> ORENSRERABRIZ5E. OyJEnFd.
Accounts will get locked automatically if there are certain incorrect logi
A=)V 7 RLAFIASREFR R/ (R ) - REREHEOREEEN /13255

Click here if you are continuing to apply for e-mail address application

C) After logging in, change your password and remember or write down your new

SOPHIA UNIVERSITY

password.
OO (@) LEAY sophiaintegrated Databasesy CHECK!

mewo /i

FATAIRTE. PAIPAok (a~z A~Z) (BF (0~9) (BS (-1$~8&(){}_~")

JRO-H. Chso 3 R0 FHITAT- e EN TV IRAICOM ERICERINET.

A= A% -] Tab] ¥~ E A T FRAD TS EMCER LY

A password must be eight characters or more and sixteen characters or less.

Use a mixtura of alphabets(a~z, A~Z), numbers(0~9) and symbols(- 1§ ~ & () {} _~").
Passwords are created successfully only if those three types of characters are included in the password.
Note that you cannot use space key or tab key.

RISERER
Last updated
THERE

Can be changed
RAT-F* |
Password

HRT—K ’7
New

#/KRO—F (RsRA) *
Confirm New Password

2021/03/20 13:45:33

2021/03/20 13:45:33

back save

Loyola password is different from the one for Sophia ICT Account. CHECK!
1
SARTION You have changed the password for Sophia ICT Account here.

D) Next, register a password reminder. m&

By doing so, you will be able to reissue the password yourself.
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3. Log in to Sophia Mail / Send a message

A)  Write your Microsoft Office365 Username on the ‘Sophia ICT Account Notice’ in the

column below:

e

B) Login to Sophia Mail from the ICT Office website.

\1LY;

HINT! S-f.  You need Microsoft Office365 Username and the password for

Sophia ICT Account to log in. Do not use your Sophia mail address

as user ID.
For Newcomers Our Facilities E-Mail Guide Printer Guide Network
® o @ |
A S
Password Class Support Information Services
Security
ICT OFFICE COM/CALL Info
ﬂ Passwords /| Email address In] Opening Hours
E Microsoft365 Teachers Login O E COMICALL Info
| ﬂ Microsoft365 Students Login o

C) Write your Sophia Mail address on the ‘Sophia ICT Account Notice’ in the column

below:

cvccr 13

numeric 1 and lowercase L.

- Check your mail address for any misleading characters, such as
CAUTION! &

The initial Sophia mail address includes lowercase alphabets,

numerical characters and hyphens.
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D) Send a message from your private email address to your Sophia Mail and check if CHECK! é

you received a message. And vice versa.

4. Log in to Moodle

A) Log in to Moodle from the ICT Office website. CHECK! &

HINT! 3L You need ‘student ID’, NOT your email address, and the password
: Q for Sophia ICT account to log in.

— — —
ICT OFFICE COM/CALL Info
Passwords | Email address o
& [ —— : E Sophia University Moodle
] swvorots s oo 0
e i [ JRRD— ] BREQISTS DTy F—

EEMCLTLEZZL. @
O1—Yazieds
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B) Try to enroll the test course on Moodle which is created by the ICT Office.
Click /Gt~ 27 % (ICT Office)’ at the bottom of the page, click ‘public’, then click
“YHH > 2 7 L% (ICT Office) Moodle Trial Course’.

4
yJo—-)ULBEE> S —

EEBEMRETZ >4 — | CLER (Center for Language Education &
»
Research)

» BES AT AZE (ICT Office)

IRIRIEF 7R/ Graduate School of Global Environmental
»
Studies

Course categories: B AT AE (ICT Ofiice)

Search courses

B13) Course categories | 1B A7 LE (IGT Office) / public v

» public »

© B8RS X5 AE (ICT Office) Moodle Trial Course
TS 25 4 Moodle@ 1O~
IS A1, MoodleDEIF A METBEBEHOGOTY, Bl
Aoy

ICT Office Moodle test course.

Gaution:This course is NOT for lass, but is to check how 12 enroll a course.

C) This is the self-enrollment screen.

Enter ‘moodle’ in lowercase to the ‘Enrolment key’

|e) Moodle Trial Course

public 1825 AZ (ICT Office) Moodle Trial Course Enrol me in this course Enrolment options

Enrolment options

GR35 LAZE (ICT Office) Moodle Trial Course
BEEATAE MoodleSHIAI—R

AR COI—X(F. MoodleDENMF A TS
Ao

ICT Office Moodle test course

Caution:This course is NOT for class, but is to checl

~ Self enrolment (Student)

Enrolment key

Enrol me

D) When self-enrolment is completed, you will see a PDF ‘Sophia Moodle selfcheck’.
Open the file and read it carefully. CHECK!

Now you can use Moodle.
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5.  Sign up to Zoom

A) Try to sing up to Zoom. The manual is below:

A)

B)

A)

A)

https://ccweb.cc.sophia.ac.jp/en/manual/other/zoom/

Refer to 2-3 Sign-up instructions’ and sign up to Zoom using Sophia Mail

address.

Check if you can watch the videos below:

LG ar A httpsi/ceweb.cc.sophia.ac.jp/self-check-for-zoom-meetingjp/
If you cannot watch, read ‘2-4 Status after Completion of

Registration’ carefully and try to sign in again.

6. Prepare to use your PC on campus.

Have you installed Zoom application, Microsoft Office, PDF Reader, etc.?

Have you prepared a headset that does not leak sound?

7. Connect Wi-Fi on campus.

Set up to connect to sophiawifi2019.
Refer to the manual below on the ICT Office website:

https://ccweb.cc.sophia.ac.jp/en/manual-cat/wireless/

HINT! *6' It 1s a bit difficult to set up the Wi-Fi on a Windows 10 PC.
Also check the instruction video.

Tl :ar vl Turn off Wi-Fi diligently when you are not using it.

8. Other Services
Refer to the page below for how to use PC rooms, how to install Office software, and
S0 on.

https://ccweb.cc.sophia.ac.jp/en/userguide/newuser/nu-02-en/

cnccr 1

cnccr

cnccr 19
cnecr 19

e

cuccua

The orientation is completed. Have a good campus life!

Sophia University, ICT Office (https://ccweb.cc.sophia.ac.jp/en/)
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