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1.  Login on 教務web（1/3）

Click 【教員専用】(For Faculty) in the 
lower part of the page.

Visit official web site of  明治学院大学.

https://www.meijigakuin.ac.jp/

Log in to 【教員専用】 web page. 

（1）
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Click 【教務Web】

Click【教務Webログイン画面 (“Kyomu” Web Login page)はこちら】
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1.  Login on 教務Web（2/3）
The following page is displayed after 
you click 【教員専用】 .



①Enter your information.

・User ID（MAIN ID）
・Password

②Click 【ログイン】(Login).

The following popup window is displayed.

※ If you have not applied for“MAIN ID”, please log in 
with the ID & password that you used when writing 
syllabus.

※ If you forget ID & password, please contact 
情報センター(Information Technology Center)
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1.  Login on 教務web（3/3）
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2.  Preparation for submit（1/2）

Click        button that you are going to register information.
Please select for all the classes regardless of Course Mode.
For classes scheduled to administer the “Unified Exam,” no entry is 
required.Please enter this information only if you are the designated instructor.

Click 【試験準備情報登録】.

After login “教務web”, this page is displayed.

（1）
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2.  Preparation for submit （2/2）

The following page for registration is 
displayed.

（3）
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The following pages provide explanations 
of the input information.



3.  Submit Examination method（１/５）
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★Choose the method of your examination.

Please refer to the following pages depending on the method.
※Required field
■1. Final Exam during the Final Examination period………………………………P.7、8、9

■2. Final Exam during the Final Examination period and Final Report ………P.7、8、9

■4. Final Report………………………………………………………………………………P.8、9
■6. No Final Exam/Exam on a regular class…………………………………………P.8、９
■7. Unified Exam………… No input required (Registered by Academic Affairs Division)

*Please also refer to page 10 for information on entering data for HyFlex classes.

*The administration of final exams for remote classes (Simultaneous bidirectional, HyFlex, 
and on-demand)is limited to those that have been reported in advance to the Academic 
Affairs Division by each faculty or center and have been approved.

【Caution】
If you do not select “Final Report”or“Final Exam during the Final 
Examination period and Final Report”, it will not be applied to Guidelines for 
disciplinary standards for cheating on reports.

【Method of Examination】

Please select from the pull down.

■1.定期試験

（Final Exam during the Final 

Examination period）

■2.定期試験およびレポート

（Final Exam during the Final 

Examination period and Final Report）

■4.レポート

（Final Report）

■6.平常点

（No Final Exam/Exam on a regular class）

■7.統一試験

（Unified Exam）

※No input required  

Please be sure to enter this 
information.



3.  Submit Examination method（2/5）
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（Ⅰ）Enter the information of the Final Exam during the Final Examination period
（Required only if you choose the " Final Exam during the Final Examination  

period " or " Final Exam during the Final Examination period and Final Report "）

※ If you have not entered every single form,  your registration cannot be completed.  If 

an error occurs, please confirm the P.11. Regarding 統一試験（Unified Exam）, only the 

teacher in charge of input can enter the data. 

①Assistant proctor (補助監督) ※ Required

If you need assistant proctors, choose “要”(More than 60 students).

If not, please choose “不要”.

②Request Academic Affairs Division to print exam(試験問題印刷依頼) ※ Required

If you would like to ask Academic Affairs Division to copy your exam, choose “要”.           

If not, please choose “不要”.

※ When you order it, please bring your manuscript of examination papers to    

Academic Affairs Division before a deadline.

③Type of answer sheet(解答用紙の種別) ※ Required

Please select from the pull down.

・「0 不要」: None

・「1 明治学院大学試験用紙(A4/罫線あり)」: Answer sheet with ruled line (A4).

・「2 マークシート」：Mark type answer sheet.

Or if you are a full-time teacher of Faculty of Economics and want to use a mark 

type answer sheet specifically for the Faculty of Economics, please mention it in "

④試験備考".

・「3 明治学院大学試験用紙(A4/罫線あり)およびマークシート」

: Answer sheet with ruled line (A4) & mark type answer sheet.

④Remarks(試験備考) Optional (within 60 letters)

Please enter your request : (for example) want to use the mark type answer sheet 

for Faculty of Economics, seat designation, preparation of calculation paper. 

Go to the page 8 ⇒

①

②

③

④



3.  Submit Examination method（３/5）

（1）
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（Ⅱ）Confirmation of the information.

Click 【登録】at the 

bottom of the page.

You can overwrite before 

the deadline.

（2）

Click 【OK】.

After entering the information, please confirm it as below.



3.  Submit Examination method（４/5）

（3）
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（Ⅲ）Confirmation of the information.

To continue entering the information of your 

other classes, click 【結果一覧画面へ戻る】.

Registration is completed when the following message is displayed.



3.  Submit Examination method（5/5） ※Only for the specified classes

（4）
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（Ⅳ） Entering HyFlex Class Information

Regardless of the Examination method, please click the 

“登録” button highlighted in red above.

As shown in the red box on the left, the “Method 

of Examination” will be automatically populated.

■ For “Final Exam during the Final Examination period” 
or “Final Exam during the Final  Examination period and 
Final Report”

:As described in “(I) Enter the information of the Final 
Exam during the Final Examination period” on page 
7,please enter the final exam information for that campus 
course.

For HyFlex classes, you will need to enter the examination method twice.
One of the “Examination Methods” will be automatically populated as shown in “①” on the 
screen below, so no input is required. After that, please enter the following information.

■ For “Final Report” or “No Final Exam/Exam on a regular class”: Click the “登録” button (②) in 
the lower right corner.

■ For “Final Exam during the Final Examination period” or “Final Exam during the Final 

Examination period and Final Report”:

As with “(I) Enter the information of the Final Exam during the Final Examination period” on 
page 7, please enter the final exam information for that campus class, then click the“登録”button 
(②).



4.  If an error occurs（1/1）
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If required items are not entered, an error occurs as the image below. 
Registration can not be completed. Be sure to clear the error.

①

②

If any errors occur, the sign        (②) will display. Please 

check the message at the top of the page (①) and revise 

them. 

※ The number of errors that can be displayed at one time 

is limited. Please note that all errors may not be displayed 

at the top of the page (refer to ②)
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【Inquiry Contact】

Meiji Gakuin University
Academic Affairs Division

【Shirokane】 03-5421-5140          
【Yokohama】 045-863-2025

※If you forget your login ID and Password for “教務 Web”
please contact “Joho (Information Technology) Center.”

e-mail : joho@cc.meijigakuin.ac.jp


