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For New Students: ICT Environment Check Sheet.

ICT Office

This check sheet is also available for February 2026 Version

sophomore and above. Let's check! (Required time 30-45 minutes)

1. Register a password reminder and change the password for Sophia ICT Account

(D  Check your user ID and initial password on the ‘Sophia ICT Account Notice’. m

@  Access the page ‘Password Change / E-mail Address.’

(Sophia Integrated Database System https://idb.sophia.ac.jp/)

then log in with your student ID and pre-set password.

SoPHIA U m
Integrated Database System

User ID*

Password*

HMB0BICOY A VT 3ICI2RMIRENBETT,

YRAVEX—NT ELRRK TV AA LNRT—FDEBENETOT, YTT1>
AX—LT7 ELZAKREROAK ROV VBICERNBALLEDET,

B CH55 EIECETL.

071 > ORBIRECBZBRHBE. Oy IThET.
FRET/ART- FERERROI-FHBUERILS

@ Click [OK] when the dialog below appears.

@ 172.21.20.162

JRT-FURA VI HBBSNTVEEADT, BENSIRSN T
3. UNMUIERLTCIZE.

The password reminder is not registered, so the
functionality is restricted. Please register the reminder.

@ After logging in, register a password reminder email address.
You use the reminder email address for two-factor authentication when logging

in to Sophia Integrated Database System, or reissue your password by yourself.

w'- Refer to https://ccweb.cc.sophia.ac.jp/en/userguide/password/pass-04-

en/

for how to register a password reminder.
& % & & % & & 8% & 5 " B B &S S S BB E B H S E DPE S E R TR AN

1/8


https://idb.sophia.ac.jp/
https://ccweb.cc.sophia.ac.jp/en/userguide/password/pass-04-en/
https://ccweb.cc.sophia.ac.jp/en/userguide/password/pass-04-en/

(B After completing the reminder registration, please log out of the integrated
database once and then log in again. A one-time password will be sent to your

reminder email address, so please enter it.

User ID

—

Password

One-time Password
# A AT BRUA LT RUAILT A1 L AT — FERIELELREOT. ZATIEEW,

Please enter the one-time password sent to the email address registered with the reminder.

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

password.

w Refer to https://ccweb.cc.sophia.ac.jp/en/userguide/password/pass-02-
en/

for how to change your password.

o SOPHIA U

Integrated Database System

Change Password Sophia Integrated Database System
Register Reminder Welcome to Sophia Integrated Database System.

You can configure the following settings on this site.

Change Email Address . . o
If you can't find the menu, please tap or click the hamburger icon in the top-left.

Reset Authenticator App -Change your password
-Change your Sophia Mail address
-Reminder Registration

Logout

Important notice/updated information is available on the ICT Office website.
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Logging into the Integrated Authentication System

(D At Sophia University, system logins are conducted via an Integrated Authentication
System (Single Sign-On, hereafter referred to as SSO) that incorporates multi-factor
authentication.

2 To log in to the integrated authentication system, a smartphone is required. Please

install the “Microsoft Authenticator” on your smartphone:

# Download on the GETITON .
@& App Store ‘ ® Google Play

w4 For the initial setup, both a PC (to display the QR code) and a
HINT! . smartphone (to scan the QR code) must be prepared, as the QR code

displayed on the screen needs to be scanned.

3 For the First Login
Please continue to section [3. Log in to Loyola].
This is also introduced in the manual at the URL below.

httpsi//ccweb.cec.sophia.ac.jp/en/manual/other/logging-into-the-integrated-

authentication-system/

3. Login to Loyola

(D  Write your Student ID in the column below m

2 Login to Loyola from the Sophia University Web Piloti or the ICT Office website.
(https://ccweb.cc.sophia.ac.jp/en/)
L w4 X
HINT! Q” You need your Student ID and the password for Sophia ICT
' Account.
ICT OFFICE PCHE
SNAT—F-A—ATELZ u MEALYH— u
S N A
m Microsoftss HEERZA> o E HENRRR D
PI7EOT 4 TR EERETEFEE D L THLELHT - B - REEBLLOEWET S
REECELLIRELE ﬂ Microsoft365 £&E07 1> [}
|| Loyola H Moodle u m Moodle o OTHERS
EATPER-bT1UE | BEYATAE ) IEY sophia web Print(#rsis b7 —svPNRE) O B2 | ovora o
= : PrERED VPN g @ HLTEEF—FTAYF o
E Mailing List o BEEEERE o
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3 The integrated authentication login screen will appear. Enter your ID (student

number) and Sophia ICT account password. A QR code will be displayed. At this

point, DO NOT scan the QR code with your smartphone's camera app.

v LEX

Hevaak s =

2
s

Integrated Authentication System

7L

@ Launch the “Authenticator” app on your smartphone. Once the QR code is scanned,

a one-time code will appear under the “sophia” entry in the Microsoft Authentication

app. Enter this code in the “One-time code” field and tap “Submit”. Entering a

device’s name is optional.

FIARBEADLT

you manaze your OT)

=) [Provide a Device Name to help

244 AJ—F (One-time code) *

FIT A# (Device Name)

= Authenticator

@ sophia

927 154 %

o}

+

(B Please select Log out.

The icons for the SSO-enabled systems will be displayed.

LOYOLQ

\v (BN

SOPHIA UNIVERSITY

HENRISATVWEVSATLR. PAIYEIY Y ILTHTIEATEELA.

Systems which you are not allowed to use cannot be accessed by clicking on the icon.

Mailing List

Multi-Factor
Authentication
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Portal setup

Logout
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4. _Login to Sophia Mail / Send a message
(D Click on the Microsoft365' icon on the page below to log in to Microsoft365.

https://sso.sophia.ac.jp/

ALy
b -

HINT! ' ~ Youneed the Student ID and the password for Sophia ICT Account.

m g m ﬂ
Microsoft365 My Sophia Loyela Moodle Self Learning My OPAC

Portfolio

Medical Checkup
Issuance Results

Multi-Factor

Authentication

(2 Write your Sophia Mail address on the ‘Sophia ICT Account Notice’ in the

column below.

/ ~ Check your email address for any misleading characters, such as
4 numeric 1 and lowercase L.
The initial Sophia email address includes lowercase letters,

numerical characters, and hyphens.

(3 Send a message from your private email address to your Sophia Mail and check

if you receive a message. And vice versa.
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5. Login to Moodle

@  Click on the 'Moodle' icon on the page below to log in to Moodle. CHECK!
https://sso.sophia.ac.jp/

why

m‘ You need your Student ID and the password for Sophia ICT

Account.

m = m I
Microsoft365 My Sophia Loyola Moodie Self Learning My OPAC
Portfolio

zjzjofa]=]:

Zoom Mailing List Career Center Certificate Medical Checkup

System Issuance Results

Authentication

2 Try to enroll in the test course on Moodle, which the ICT Office creates.
Click /5t > 2 7 % (ICT Office)’ at the bottom of the page, click ‘public’, then
click 4F#H > 2 7 2% (ICT Office) Moodle Trial Course’.

= IEET YA I AR TOIS
/ Graduate Degree Program of Applied
Data Sciences

™= Graduate Program in Global Studies
(GPGS)

= 00Ul - 257« —ZIEREE
BE{%2E 1 / Graduate Program in
nternational Relations

= HERIRIE FFE R/ Graduate School of
Global Environmental Studies

T SENFAENSEFEN / Graduate
c-ob £ = TEtat=1 rar: RET TS e

|
| ™ B A7 AZE (ICT Office)
) T ICIININ TN FAINLCIL ‘ ‘\%é&}l—?bi [lCTOffi[E) R | |
STUDIES

= SUMMER SCHOOL

7 suMMER SESSION IN ASIAN STY |+ public
7= SUMMER SESSION IN JAPANESE 1BIR> A5 I\ (ICT Office) Moodle Trial Course %

R COO—RIE MoodleDENT A MET BT OEOTY. EELG—IMEHESDFEA.
ICT Office Moodle test course.

Caution:This course is NOT for class, but is to check how to enroll a course.
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(3 Thisis the self-enrollment screen. Enter ‘moodle’ in lowercase in the ‘Enrolment

b

key.

Enrolment options

1B = A5 IsZE (ICT Office) Moodle Trial Course %

1B AT AE MoodleZIIAI—2

HE : COO—A(E MoodleDENFTR FETBEHEHDEDTY. FELE—IBEESDFEA.
ICT Office Moodle test course.

Caution:This course is NOT for class, but is to check how to enroll a course.

v Self enrolment (Student)

Enrolment key ‘

Enrol me

@ When self-enrolment is completed, you will see a PDF ‘Sophia Moodle selfcheck’. m&
Open the file and read it carefully.

Now you can use Moodle.

6. Login to Zoom

(D Click on the 'Zoom' icon on the page below to log in to Zoom.

https://sso.sophia.ac.jp/

You need your Student ID and the password for Sophia ICT

Account.

IMPORTANT! Check if you can watch the videos below: w&

httpsi//ccweb.cc.sophia.ac.jp/self-check-for-zoom-meetingip/

If you cannot watch, sign out of Zoom, then sign in again.

7. Prepare to use your PC on campus.

(D Have you installed the Zoom application, Microsoft Office, Acrobat Reader m
(PDPF), etc.?

(20 Have you prepared a headset that does not leak sound? &
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8. Connect to Wi-Fi on campus.

(D Set up to connect to sophiawifi2019.

Refer to the manual below on the ICT Office website: m&

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

T ~‘(§' It is a bit difficult to set up the Wi-Fi on a Windows PC.

Also, check the instruction video.

[NV Turn off Wi-Fi diligently when you are not using it.

9. Other Services
(D Refer to the page below for how to use PC rooms, how to install Office software, m&
and so on.

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

The orientation is completed. Have a good campus life!
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