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0_1. Login screen

1. Go to the link below and click “HFEEES 2T A0J 1 VB (Attendance Management System) (£255”
Recommended browser: Microsoft Edge
https://www.meijigakuin.ac.jp/office/educational/kyomuweb.html

2. Enter your login ID *Same as your Kyomu Web login ID

® Applying through your MAIN account

<Previous ID>@<subdomain>.meijigakuin.ac.jp
* The same as the account you use to access our Microsoft

365 service.
B Microsoft
P& %
® Applying through an account other than your MAIN account
<Previous ID>@meijigakuin.ac.jp

LR

3. Enter your password *Same as your Kyomu Web login ID, password

I'@; MEIf| GAKVIN VIIVERSITY

YAA

MGA L7 RLATHA >4 > LT,

S FEES/NTF> @meijigakunacip

TOA 1 MANFATY R>@<HTRAA>
>.meijigekuin.acjp

IAUTZRBEFAADAE. ANRBCTEEC
rEW,

Sign in with your MG emall address.

Students: <student 1D number>@meijigakuinacjp
Cthers: <MAIN

account>@ <subdomain> meijigakuin.acjp

*1f you have apglied to use aliases, olease pay
attention to the information you have entered.
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4. Click on the HEZE14EE (teacher attendance function) tab
UNIPROVEE/ (1)L E1E

iR

5. Click on the pencil mark above % — (class list)

UNIPROVEE/\A )L EH ik
R
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6. Displays a list of your classes

UNIPROVEE/ ()L &R

BERER

s

@fRnL

.- O (aE

BEI-F
309999995

3CC5000000

3CC9999992

309999993

309999994

309999990

309999996

309999991

HEs BU8R

[77U@RA] LELN0IZRY BrE2a
A

[77U%2A] LEBRLIOLY IA t5 2
#AH

(77852 LEBRLIONY IAX fE v RERA
FAM

(77U LEBESI06EE (STRER
A

[77V@3] LEBESIOTRYE St R2R
B

[77R25] LEBRLLOLY IAX (S LA
#AH

[77U%2m] LEBESWOTEE (SrRER
B

(77w LEBESI06EXE fEtmRA
A
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1_1. Set attendance method

O Sets the attendance method for vour classes. Available attendance methods are as follows.

« WE# L 5L (no attendance)

HIE# &£ 57200 (no attendance)

« WE# L 5L (no attendance)

« INFR b (auiz)

« 72— b (survev)

Select if attendance is not taken for the class. The initial setting is Hi%% & & 7L (no attendance). If attendance is not taken, you do not need to set the attendance method. If a class is canceled, set this for the
class on that day.

Attendance taken by students oressina the “t % (oresent)” button

Attendance taken by detection via beacons installed in classrooms. Some small classrooms do not have beacons. In such cases, set a method other than this (see “2_2. List of classrooms with beacons”). Beacon
detection can also record student tardiness (see “2_1. Determine attendance with a beacon”)

Attendance taken based on number of correct responses in a quiz. — On the B #5%} B ## (course information) screen, create a quiz (see “3_1. Create a quiz"), then set the attendance method.

Attendance taken based on response to a survey. — On the & #& %} B ##f (course information) screen, create a survey (see “4_1. Create a survey"), then set the attendance method.

+ TUB A LR T — K (one-time password) —  Attendance taken by havina students enter a oredetermined one-time nassword. For instructions on creating a one-time nassword. see “5 1. Set a one-time nassword.”

O Attendance method cannot be set for classes that have alreadv been held
O Make sure to chanae the attendance method at least 5 minutes before the start of class.

Set attendance method
* Create qui this
i i before setting th

1 B - — 5 (class searchlist) screen 2 REF B (course information) Seren before seting the 3. KHHRE (set attendance method) soreen

Click “4 B 84 (course information)” of the Select the class date and time from the Select the attendance method from the drop-down

class for the attendance method you want to drop-down menu, then click “Hi /& 75 % 3% menu for the date you want to set, then click “£&%F

set 7 (set attendance method)” (save)" at the bottom of the page
RPROVEC T TR Py - =t TR —
(LTS C
[— < v c < r—

[

..... ) =

4. HFEFTEERE (set attendance
method) screen

EETHQ02mM A2
o wnmnym
o vwzmm

s -

5. [@#&% B #4# (course information) screen

Return to the B &%} B ## (course information) screen

The “E#I<&8& LFE L1,
(registered)” message is displayed —
click the “OK” button

and select the relevant class date/time. The selected
attendance method is displayed in the “t & 75 3%
(attendance method)” section.
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1_1_1. Reference: Student screen: Press attendance button only

If you selected HHfER 42 LT DH (press attendance button only) when setting the attendance method (1_1), students do the following to register attendance via
smartphone after entering the classroom.

Register attendance (press attendance button only)

1. B8 Z| (timetable) 2. BE%I B &%# (course g ) ]
screen information) screen 3. B1E% B34 (course information) screen
. X After the button is pressed, status changes to “Hi&
— 4
Tap the class Press the H:'.J%ﬁﬁ (register (present)” and the “ti f& &% (register attendance)”
attendance)” button o
button is disabled

< 2024/11/04 ~ 2024/11/10 > < AnENE c l Omitted I < [ EE @
Aox ox 2 & RS BRI
we aws oae o ouroun s
EETHQ02MR RS2 iy 7 £ £ £ o5 g o o o gD S
N O 20205 Hrm Wom o oM # - - WOM oMWW -
s o AR3INA e sm o om am T sae s on s em em 7
. e - - - - - - =f==4=4=1=
EEaio0) MoHSSION EETHORE mes 2 s w B2 8 86 83 T2 9 T26 82 89 86 23
2 IEREA| 1R AR ¥ 282301 z = bl k2
us | | w
o . BERE L1 e =
RERAES . [ 200570120 2w 11m v 2025/01/20 2 1R v

EEoRGa0) WGETHGD
3 1 -umm| 2eEers)
0 v | warg
oo
s ey 2084 e I

. eEoRGa1 | MoLisz1t) EETHG .
1mmmn| sonz | 1w _ g —
asas w1 wy | wwn sE9E sm BRERF—SR_ BL snzr—s2 [wE]

ERERNE HATH

)

5 e 1R 120w n- 12uh—

2 : -

e Eee N HRKR BEEBDEEA. BEBDEEA.

& = & -

A R = R 4 = 0 onoa - @ - ® M 9 -
= b vome Fb NSt WER TYuh SOR e sop sdee R nene ©Of dome gt oFsv mEH zour
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1_1_2. Reference: Student screen: Beacon

1. FHSH B 54 (course
information) screen  ——>1

2. F#EH B B8 (course

Was beacon
information) screen

detection successful?

Press the "t 8}
(register attendance)"
button

Displays the £ —3 U
1 (beacon detecting...)”
P

20213131129

Yes

5. FE#H B 348 (course
i tion) screen

3. mER

7 (course

g 4. BAEH B 54 (course information) screen

Attendance status changes to
‘A5 (REA) (accepted (undetected)”

Displays the '3 Y BHIER Lol 5tays the - (- SARBAITS ©

Displays the * £ — 2 > #ench (140
&R i2{E %) (beacon
detecting...(ransmitting detection
results))” pop-up

e e ?f’&lg’;‘?“" SEMLTC L, ] (boacon not delected. Press
the register attendance button)” message
buttan — Press the "t [ &% (register attendance)’ button,
then proceed to step 2

E-avigmss .

—amncwETs seATLE,

A aREE, ERELTCRE

[
2004/11/13 1341

v 7. FE#%EHM (course information) 8. [FE#&% B E# (course information)
e screen screen
Displays the * AVERHME (RAMER Registration status changes to “2f# (#|
#{E5T) (beacon detected (beacon £%) (accepted (detected))’ and the “Ht
detection results sent))” pop-up — Press T &4% (register attendance)" button is
6. FE#H B B4 (course information) P 2 ey o (register atiendance)
screen
No
Displays the “41# Ri{E % 8 (failed to
< wmvnme c

send detection results)” pop-u
— Press the "B L % (close)" bution and iy
proceed to step 4 E-AVERAE

womsanr

RS REERY

e-azemnLeLsmRONRS L
WOMROWEIABLS U

2041131128

W RS, ERELTCRS

2024/11/13 1404

wxwn
o owom o
x

= %

osoaanin <1

[l
ensr-9n

(02
[Trerren

a & ® 0 o o
LE283

7124

2411/131405

Was detection data
transmitted?

(Go to the next line)

(Go to the next line)



1_1_3. Reference: Student screen: Quiz

Register attendance (quiz)

1. BEF B34 (course
information) screen

2.5 2 b (quiz) screen

3.5 2 b (quiz) screen

4. /TR b (quiz) screen

5. [E#&# B 54 (course information) screen

Press the “tH % & % (register
attendance)” button

Enter response(s), then press the
“f#% (respond)” button

The "REE(ELET, (send response?)”
message is displayed
— Press the “OK” button

The “BREMET LE L1z, (response
finished)’ message is displayed

Status changes to "5 {4 (accepted)” and the
“HiE24% (register attendance)” button is

*If you press the “F ¥ 4L (cancel)” button, — click the "OK” button disabled
proceed to step 2

i L] c < MERE < AHENE c
EETHQ02¥)iR /DI NF2 on HRER

e o S

z EEEEEC

i . onnoas

FARRE: @A IS WE A7 B A6 AT

y
L mE Os
Oc
REMARE e BEERELET. (L2313
i o . e
;
— .
e ] )
o
12 2 RERBD ECA.
e -
" .
2 E 0002 G S e woe Lp eEse mEm g TN
z223 3 2
7. FEEF B (course
Was the number of A "

Yes

screen

correct responses set by
the teacher achieved?

6. FEEFH M (course information)
screen

Once accepted, attendance status
changes to “tif# (present)”

Once accepted, attendance status
changes to “R & (absent)”

% AEHANE c
KR
s am g 4 w550 s
BB om oW -

s s e o s

- - =
w2 e T s W W o
= &

|as

Jere
anzr—sx [ZE]

1505n-
BEBD FA.
A = Op 2

oms fop tme SEM st
& 2

€ REHENG c
SR
W am g 4z 5 s s
# o o- -
s @ e o om s
- - - - Y

wa e s e W e e
= &

|mzes
a02sj01/20 1R

|
Bmar—52

17u9n=
BEGBDFCA,

A = O M o o

o fop tme SE Zab
fd cA
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1_1_4. Reference: Student screen: Survey

Register attendance (survey)

1. BEF B34 (course
information) screen

2.7 vr— b (survey)
screen

Are any required No

(Multiple-response question)

(Go to the next line)

Is the number of responses

Press the "t &}
(register attendance)’
button

Enter response(s), then
press the "B (respond)”
n

not answered?

3.7 % — b (survey) screen

< LEtE] ©
EETHQO2UIR /IR
]

o rmwsmm

mes
v 25m01
EnE i
EnARs -

208

@ Ten
(=)L TR

A
Os
0

@ Test3

The “@l <. BFAFELTLEE
LY. (Response required)’ message is displayed
for the relevant question
— Respond, press the “EJ (respond)” button,
then proceed to step 5

@ Tesn

2 IWERLTCIEE
w

B B e Ao e i con =
i ks Py O

3

@ T
L2 A RS G
e FA
5.7 w4 — b (survey) screen 6. 7 w4 — b (survey) screen 7. FB#E% BE# (course information) screen
— >

The "EIZE%#{ELET. (send response?)"
message is displayed
— Press the "OK” button
*If you press the “¥ + >z JL (cancel)” button,
proceed to step 2

The ‘BI&EAFET LE L1, (response
complete)” message is displayed — Press the
“OK” button

Status changes to "t/ (present)’ and the “i!
J%24% (register attendance)” button is disabled

Success
EErRERTLELE.

< BEEERS c
HRAR
o wm s wm
miml-|-

W

s as o e T
- - - - - - &
v e w4 e wm
® %
|=2am

225/01/24 23 11K v

|

lzuyn—
BESD Eh,
[ T

= o B

S WA

9/24

within the set range?

4.7 v — b (survey) screen

No

The SBRL=HBEKISRYAHYET .
(incorrect number of responses selected)”
message is displayed for the relevant question
— Correct the response, press the “EI%&
(respond)” button, then proceed to step 5

@ T
L2 r2 4803
&




1_1_5. Reference: Student screen: One-time password

information) screen

1. E#EH B34 (course

Press the “H & &% (register
attendance)” button

< . c

EETHQO2INMR RS2

un e
eannss -
uawom  2ome

2.9 U8 A LSXT—F (one-time
password) screen

(Go to the next line)

s an OTP being Yes
accepted?

2. FE#5F B B4 (course information) screen

The ‘BAERMHRDT U214 LISRT— FEHY FEE
. (there is no one-time password currently being
accepted)” message is displayed
— Press the “OK’ button, then proceed to step 1

No

®

Error

RESHPOT 21 LARD—KIE

Enter the set one-time password

DYEALRRD~K

Q00
0°°°~

W

e 2

=
=

6. 728 4 LR T — F (one-time
password) screen

7. BAEF B (course
i screen

Is the OTP you

entered correct?

5.7 284 LS —F (one-time password) The “®IF4313% L=, (accepted)’
screen

“DUBA LISRT— FHE>TOET ., (one-
time password is incorrect)” is displayed on the

Status changes to "OTP#]

top of the screen
— Enter the correct password, then proceed to
step 6

Success
FoMELE

message is displayed EI24£3# (OTP accepted
— Press the “OK" button first time)”
< e ©
ey

s s 5 s

WoM - -
s s ar o o em T
- - - - - -

s s e s am

[EEEE)

20510124 1R v

I2von—
BEGBDEEA.

LE2028 &

10/24

Is the class time and batch
determination finished?

8. IBIETHE 3% # (course information)

screen

When class has finished, the *t &6k
(register attendance) button is disabled and
attendance status changes to “tf§
(present)”

< LLUEE c
HRYR

ow o -

=

s swim v
(i

anxr—s2 [EE]

1ousn—

oy

AR08



2_1. Determine attendance with a beacon

Class undefway (a

T
Attendance tardy
Attendance result = tardy
- nin. (9:35-10;
1st period (
Batch determir
N
v
5 min. (10:45-10:5(
( ) Waiting for app to receive i
10 min. (10:50-11:00) i
(2) starts @) s ends Attendar available on the screen
Time 9:14 | 945 | 9:16 | 917 | 9:18 | 919 | 920 | 921 | 922 | 923 | . | 934 | 935 | 9:36 | 9:37 | 938 | 939 | 940 | . | 1028 1045 | 10:46 1049 | 10550 | 10:51 | 1052 | . | 1059 | 1100
Class time (min.) [ 2 3 4 5 | 6 7 8 9 o[22 [ [ a5 26 | | s 91 92 95 | 96 97 | 98 | 05|

*Attendance method can no longer be changed 5 min. before start of class.

*Attendance via beacon determination results are registered on the Attendance Management System as follows. See
“6_1. Confirm attendance status.”

Number | Present/absent | Attendance comment | StudentPOV Description
1 HFE (present) - H (present) Beacon detection within 5 min. of start of class
2 HiFE (present) JEZI1 (tardy 1) JE (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HiFE (present) B2 (tardy 2) JE (tardy) Beacon detection after 20 min. elapsed from start of class
4 R (absent) - X (absent) No beacon detection
5 HFE (present) HiFE (present)* H (present) Teacher manually changed to “present” on the screen
6 HiFE (present) JEZI1 (tardy 1)* & (tardy) Teacher manually changed to “tardy 1” on the screen
7 HiFE (present) B2 (tardy 2)* JE (tardy) Teacher manually changed to “tardy 2" on the screen
8 RJE (absent) R & (absent)* & (absent) Teacher manually changed to “absent” on the screen

*Student POV
Attendance comments are not displayed on the student screen in the MG Kyomu app. tH, &, or i& (present, absent,
or tardy) is displayed on the student screen

O FE{&5##0 (course information) screen O B:RZ| (timetable) screen
< EER B c < 2024/11/04 ~ 2024/11/10 >
A x x* * & E3 a
114 115 11/6 117 11/8 11/9 11/10
TCBAS903¥ & HIE LEETE]
= e 1 201
915 ®A
105 2 % 1031
N TcBASs) Mol | LELIN2| TeTEA
03%# | 020 || 01388  901...
FIE N 2,084 oo w5 =5
HESW Y = To Lo} e Loa
MGAR || MGJP || MGIN || MGJP
3 T202. 101 D14 || L102..|
ﬂ&ﬁ‘!ﬂ' O l‘.ﬂ. E2 W1 |]2.5%2 %8
50 oy )| o || s fuon
mx‘kﬁ LEBES/ LEBES|
203tis 2068
9/24 10/1 10/8 10/15 10/22 10/29 11/5 o8 ad...A
--F-0-F-F-0= L 130 || 136
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2 2. List of classrooms with beacons
Some small classrooms (such as seminar rooms on the Shirokane Campus) do not have beacons.

Make sure the method set in the Attendance Management System is one other than via beacon for
these classrooms.

Shirokane Campus Yokohama Campus
1201 1406 135 1050 631
1251 1407 136 1051 632
1252 1451 137 1052 633
1253 1452 138 510 634
1254 1453 139 511 635
1255 1454 330 512 636
1301 1455 310 513 640
1302 1456 311 514 641
1303 1457 320 520 642
1304 1458 321 521 643
1305 1101 420 522 644
1306  1B31 421 523 645
1307 1B33 422 530 646
1308 1B51 423 531 650
1309 1B52 424 532 651
1310 2101 430 533 652
1351 2102 431 534 653
1352 2201 432 535 654
1353 2202 433 536 655
1354 2301 434 541 656
1355 2302 440 542 657
1356 2401 441 543 658
1357 7B02 442 544 659
1358 3101 443 545 711
1359 3102 444 546 712
1360 3201 1021 610 720
1361 3202 1022 611 821
1401 3203 1031 612 822
1402 13101 1032 613 823
1403 15101 1040 620 824
1404 15201 1041 621 825
1405 15202 1042 630 831
841
842
851
911
912
921
922
930

{&-B1 Seminar
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3_1. Create a quiz

To create multiple questions, repeat
the process for the *2. /T X R
(create quiz)’ and *3. FIZESCIERL

T BT EEH (course 2.7 X FTERK (create quiz) ang TETEATE X (create question)
K fom) screen seroen (create question)’ screens. soreen
) " . Enter the question format, text and
Pir::hs eﬂ:]e\ fzﬂih(xirie:;e));;x‘n Enter the’J :t::,dt;?r; .?;‘;f.s the “i& correct answer, then press the “/& (Go to the next line)
a H% (create)" button
=

(|

< wane
nans

- - o asex

e

- Up to 99 questions can be created.

+ To use the number of correct responses to determine
attendance, enter a number in the blank in front of *O/ORELE
ERRTHRE XHFEHEIEAT 5BE (_ of X correct
responses required to be determined present when used for
attendance)”

+ Up to 10 response
options can be created.

TERETERX (create question) 5. FRETER (create question) 6. [ETEFI H a5 (course
screen screen i tion) screen
— i The “f7% L E L1=. (saved)’ After start of class, press the “%
?2:: ’:;‘?g;?g:’:?;:;:n message is displayed — Press {4334 (start acceptance)” (Go to the next line)
P d the "OK” button button

awun sunzcanTse

77 FZE (change quiz) 8. /N7 X FEHE (change quiz) | - - -
screen screen 9. /N7 R k2 (change quiz) screen
4 -
Press the “ Btk (start Select the deadiine, then press The :':fd ';’ﬁfelsfsf LiT; 4 ialcac?;anoe
acceptance)” button again the ‘B (start)” button — Press theg“eOK" nu‘t’mz
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3_2. Quiz response confirmation screen

Press the “E%44 Y R +

*§#48 (information)” button

t of students
who screen

T. BT Ha¥# (course 2. NT X FEEHEE (view quiz
i tion) screen screen
Press the ‘B (view)” button in Responses displayed per
the /N R b (quiz) section question
< =

student results) screen

TR FNREEFERE (Quizanswer,

—| Displays alist of students who

answered— Tap *>"

Displays answers per student

A
(information)”
button

14 /24

Tlist of students who responded)” buttor

"EE$E Y R b (list of students who responded)” button

You can check responses per student per
question

(Go to the next line)




4_1. Create a survey

T TEEF e (course 2.7 27— FTERK (create [P -
i tion) screen survey) screen 3.7 /7 — hERRA{E (create survey question) screen
Press the “{ A% (create)’ button . Enter the survey format, content, whether are
inthe 7 > %7 — b (survey) Enter the titl, then press the "8 required and selection options (use the “3&1 (add)” button (Go to the next line)

0 (add)” button

section to create multiple), then press the “4EA% (create)” button.
oz, ez =
(e )
E — P < v
=
[=]
4.7 2% — FERL (create 577 TERX (create survey) 6. [ETEFI H a4 (course
survey) screen screen i tion) screen
N . The “R#F L& L1z, (saved)’ After start of class, press the “5
?:sesc ’.‘hﬁ'fg;e@;ev':?}f:ﬁﬂn message is displayed {BA (start acceptance)” (Go to the next line)
P d — Press the "OK” button button
= o = OOR £
0 — <

7.7 27— FE & (change 8.7 »’r— FEH (change b N
survey) screen survey) screen 9. 7 /7 — hZEHE (change survey) screen

The “S4¢ % Bl L % L 7=, (acceptance

Press the “2 {154 (start Select the deadline, then press “ L
acceptance)” button again the “BA%4 (start)" button s'a:eﬂ)re:'::f:?&'j ‘:,'zf":: ed
=
il
< v
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4_2. Survey response confirmation screen

T F#ﬂ Eiﬁﬂ (course

screen

2.7 o7 — FEEHE (view

survey response) screen ross the “EEFE YR T

list of students who responded)" button

Press the ‘B (view)” button in
the 7 >4 — b (survey) section

Responses displayed per
question

“§48 (information)” bution

()

<

—| Displays a list of students who

answered
— Tap*>"

B4 1) R b (list of students who responded)” button

5.7 o7 — FEBFEF (survey

response, student results) screen

Displays responses per student

16/24

) iew survey
(information)” response i tion) screen
button
You can check per student per|
question

(Go to the next line)




5_1. Set a one-time password

1. FEfE% B &## (course information)
screen

Press the “J& /0 (add)” button in the 7

N

TEIE7 B ¥4 (course
information) screen

3. DB A LIRRT— FERE (set
one-time password) screen (Goto the next line)

Set the start time, finish time and
password

28 4 L8R T — K (one-time Tap*>"
password) section
— — =y
- (wm |
A —— o < v 3 < EET—
- o
an —— =

e

Press the ‘&%
(change)” bution
OR "HIF (delete)”
button

Delete

(Go to the next line)

Has the student
entered the OTP?

No

5. T3 A L/INXAT— FEXRE (setone-
time rd) screen

4. T8 A L/SRT— FERE (set one-time password)
screen
The "FETF—EARIFHTORTNEESD. BIRTE
FH#A T L1 (student data has been accepted, and
could not be deleted)” message is displayed
— Press the “OK” button, then proceed to step 3

The “HIBk L% L=, (deleted)’ message
is displayed — Press the “OK” button,
then proceed to step 1

class.

changed until the class starts.

the class starts.)

- Before class has started, press the “i&10 (add)"
button to set the start time to the start time of the

Start time, finish time and password can be
- Once class has started, press the &1 (add)"

button to set that time as the start time. (Start time,
finish time and password cannot be changed once

Current time is
the same as or
later than start
time

Yes

No

6. TUBA L/ISAT— FERE (set one-time
password) screen

The “ZfHHAE L TV B -HEETEFLATL
(acceptance has started and cannot be changed)”
message is displayed — Press the “OK” button, then

proceed to step 3

7. DB A LSZAT— FE&E (set one-
time password) screen

The “E# L% L7=. (updated)’ message is
displayed — Press the “OK” button, then
proceed to step 3

Error

MLt srpEET sUATLE
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6_1. Confirm attendance status

* The following indicate how to change and download attendance data.
6.2 1. Change attendance data per student (in the Attendance Management System)
6_2_2. Change attendance data per class day (in the Kyomu Web teacher's menu)
6_3_1. Download attendance data (from the Attendance Management System)

6.3 2. Download attendance data (from the Kyomu Web teacher's menu)

HiFEHK R — ¥ (attendance status list) screen

1. BRBR (class 2. FE#E%E 4 (course information) screen 3. HMRR—H (attendance status list) screen
searchfist) screen _ (Goto the next line)
Click “F4 B 848 (course information)” Select the class date and time from the drop- A listof students enfoled n the class Is displayed foryou to
of the class you want to confirm the down menu, then clck *>” for the HiE X Tt— o e the
attendance of 5 (attendance status list) Student you e 2P

@ WRTE (resenuabent ) sereen * Statuses indicated on this screen are as follows.
« “Hiff (present)” — Displayed if an attendance status of “present” has been confirmed.

Displays attendance status information per
class day for the selected student

"&{teh (waiting)” — Displayed if attendance status takes time to confirm (such as
with beacons or surveys).
ONTFROVES TR + “7 L (NJAY' — Displaved for future classes, or if attendance was not taken.

« “RJ% (absent) — Displayed if an attendance status of “absent" has been confirmed.

* You can view attendance comments for *2 1. Determine attendance with a beacon” on this screen.

Boacon detection within 5 min. of star of class
Beacon detection after 5 min. elapsed from start of class, wilhin 20 in.
tardy) | Beacon detection after 20 i elapsed from start of class.

absent) | No beacon detection

11 (tardy 1)
SEAI2 (tardy 2)

To "present on he screen
tardy 1 on the screen
o ardy 2 on the soreen
“absent on the screen

% (present)”
A1 (tardy 1)
ERI2 (tardy 2)”
R (@bsont)”

o 2 e | 2
5
€128

(absent)
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6_2_1. Change attendance data per student (in the Attendance Management System) *Attendance data can be corrected per student.

1. FEfEFIH 5% (course information) 2. WK — & (attendance status 3. HIR—IE (presentiabsent list) screen 4 HR—E&E
screen list) screen . present/absent list
Displays the number of people for whom Displays attendance status per student Displays attendance status per class day per student _
attendance has been registered in the o Tap“>" — Change present/absent or attendance comment, Message displayed
attendance register section — Tap “>” P then press the “& % (register)” button
S NPROVESTCIIET S ONGROVES/CTTEE ==y
— == - (o) Commoe )
< s cj < wn H
[—
oz
) -
S
*Changed attendance data is also reflected in the student MG Kyomu app.
May take up to around 10 min. to be reflected in the app.
Screen display in the student MG Kyomu app is as follows.
Number | Presentabsent [ Attendance comment | Student POV Description
1 HifE (present) - Hi (present) Beacon detection within 5 min. of start of class
2 |Hif (present) E21 (tardy 1) 32 (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HifE (present) B2 (tardy 2) iE (tardy) Beacon detection after 20 min. elapsed from start of class
4 | R (absent) B X (absent) No beacon detection
5 HifE (present) HiFE (present)* Hi (present) Teacher manually changed to “present’ on the screen
6 HiFF (present) B (tardy 1) & (tardy) Teacher manually changed to “tardy 1" on the screen
7 [HE (present) SEZI2 (tardy 2)° 5E (tardy) Teacher manually changed to “tardy 2” on the screen
8 R % (absent) R % (absent) X (absent) Teacher manually changed to “absent” on the screen
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6_2_2. Change attendance data per class day (in the Kyomu Web teacher’s menu) *Attendance data can be corrected per class day.

Register attendance

1. KyomuWeb, “BBA=2— 2. HEER - REHEE— K (attendance 3. HFEE BE—5K (attendance
(teacher’s menu)” screen register and class list) screen register, correction list) screen
Press “HifE &% (register Press the “$8% (pencil)” button for the Press the date to correct

attendance)” relevant class
A 0N R -~

_ yEwn-an > uE-wa
e

» o » > b R AL ¥ L hiad REWR C ] 30C99999%0 e )

)
SFZVIRIIAENTL, $20 DB, F23ORUIARERDET,
S—RNBLTBOERURRL NS, RELEVIORSIIMMENET,
SuRan, aRRAGHESR, 03 g

i WAy RERRES [ 7 ELTRRLTURY.
¥ 3 v a2 axanan ;
= Fr— s vess R ® @ f & & % & & & & % & % wam
REA) oEs TR heasy W R =
oy oo
4. HEZER - #81E (register/correct attendance) HE R WMIBEER (attendance register,
screen processing results) screen
Change attendance in the “H & (p )" section,
and change the comment in the “f#%1 (notes 1)” section, e
then press the “Z§% (register)” button. Press “OK” when the Processing is finished
confirmation pop-up screen is displayed
ouRnn WEE AR W
RNER-RBS OE-RSD ) 0ERE YRUS-NAD »07-NBD GERE HURSFAD
noe 25 o
s 0 | HESRETNLET, SBLITIN? NMoo0130c) T WERRLS L, (v
- i g o
annst a o Sy sam e
e a
s s o
S
“4. Refer to the table below for attendance comments on the /% &% - #EE (reqister/correct attendance) screen
Number | Present/absent | Attendance comment| Student POV Description
1 HifE (present) - ! (present) _|Beacon detection within 5 min. of start of class.
2 HiF% (present) B0 (tardy 1) & (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HiFE (present) SEZ12 (tardy 2) E (tardy) Beacon detection after 20 min. elapsed from start of class
4 | &% (absent) B X (absent) No beacon detection
5 HiFE (present) i (present)* i (present) Teacher manually changed to “present” on the screen
6 HiFE (present) B (tardy 1)° SE (tardy) Teacher manually changed to “tardy 1" on the screen
7 HiFE (present) B2 (tardy 2)* i (tardy) Teacher manually changed to "tardy 2’ on the screen
8 | XE (absent) R % (absent)” | % (absent) Teacher manually changed to “absent’ on the screen
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6_3_1. Download attendance data (from the Attendance Management System)

1. #B¥R%K - —H (class searchllist)

screen

2. #&%E#m%K - — ¥ (class searchllist)

screen

Press the “Hi & #RDL (download
attendance information)” button for
the relevant class

3. Downloaded file

The ¥ O—FRETLELL,
(download complete)” message is
displayed — Open the downloaded file

ORTFROVEE TR
(e [rovmases

Success

Displays date, day/time, student
number, name, attendance and
attendance comments

* You can also check attendance comments for “2_1. Determine attendance with a beacon” in the downloaded file.

Number | Present/absent | Attendance comment | Student POV Description
1 HiE (present) - H (present) Beacon detection within 5 min. of start of class
2 % (present) SBZI1 (tardy 1) & (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HiE (present) B2 (tardy 2) B (tardy) Beacon detection after 20 min. elapsed from start of class
4 X% (absent) - X (absent) No beacon detection
5 HiE (present) HiE (present)* H (present) Teacher manually changed to “present” on the screen
6 & (present) SBZI1 (tardy 1)* & (tardy) Teacher manually changed to “tardy 1” on the screen
7 HiE (present) B2 (tardy 2)* B (tardy) Teacher manually changed to “tardy 2" on the screen
8 X% (absent) X% (absent)* X (absent) Teacher manually changed to “absent” on the screen
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6_3_2. Download attendance data (from the Kyomu Web teacher's menu)

Register attendance

1. KyomuWeb, “BE X =a2— 2. IBERHEEIROR ERIFETR (print attendance report by 3. REJIHEEIRNA MEHERBER (print attendance
(teacher’s menu)” screen class, print instructions) screen report by class, processing results) screen
_ Make a selection in the “B#&4] (course term)" section, then press the “PEFR %
Press ‘{2331t E S &TRENRI (print (create report)” button. Once the print confirmation pop-up screen is displayed, Press the /3w F ¥ 3 TR{TE (to batch job execution
attendance report by class)” press “OK.” You can also filter results by making selections in the *# + >/ monitoring)” button
(campus),” ‘BB (day),” and "B & (time period)’ sections.
askyomu.mejgakuinacip OAE
ARSI, ST o200 v
Sz
s @ 5 B P
s = o o SRR i ARG G A W G v mm
-
4. NyFTaIRTER #E—E (batch job execution 5.8y F ¥ a TRTER B (—5%) (batch job execution 6. R R HFE AT & (attendance report by
monitoring, results list) screen monitoring, inquiry (list)) screen class)
wop . - Left click “# 3 3l th & 4 &+ & .pdf
Make f\.{re that . E.;#-‘%T . 'S d_lsplayed (attendance_report_by_class.pdf)” displayed in the “#&Z (report)’ Open your attendance report by class from
under * 3 J4REE (job status)”, then press the magnifying glass Ml 1~ " "
icon *Press the “GO” button to refresh job status section, or right click “& Bl Z D+ TY >4 % %127 (save as) to the location it was downloaded to.
download the file as preferred.

Vo R

R W
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Main Sub Number | Question Response
What are my login user Same as your Kyomu Web login ID and PW. If you forgot them, the department that will assist you depends on whether or not you have a MAIN account.
Login ID/PW 1 D and ass{vor%? — Do not have a MAIN account (ID is a teacher code in lowercase) — Academic Affairs
P : — Have a MAIN account (ID is any string) — Information Center
HifE % & 572 L) (no attendance) — Select if attendance is not taken for the class.
HiIER S VT DH (press attendance button only) — Students take attendance by pressing the “ti /% (present)” button. Students are counted as “present”
as long as the button is pressed during the class (even if not in the classroom).
7 B 4 LssXRX 7 — (one-time password) — Attendance taken by having students enter a ined one-time or random) in the
What are the MG Kyomu app within a specified period of time.
How to characteristics of each
register General 2 |method for taking E—2 > (beacon) — Attendance taken by detection via beacons installed in classrooms. Beacon detection can also record student tardiness. Students are
attendance attendance, and what | counted as “present” if detected by the beacon and result is sent within 5 min. of the start of class. The system marks detection after that as “tardy.”
should | watch out for?
N7 R b (quiz)— Attendance taken based on number of correct responses in a quiz. You must create a template before setting this method. Students are
marked absent if their number of correct responses falls below the set minimum, even if they attended the class. so please be careful when setting the
minimum number of correct responses (generally, we recommend this be set to 0 so that as long as responses are submitted, the student is counted as
“present”), but this is ulti up to the teacher).
7 »/7— b (survey) — Attendance taken based on response to a survey. You must create a template before setting this method.
If a class meets for two
consecutive periods (for
exavmple, 4th and 5th You can take attendance for just one period or both.
3 period on Monday), do | N N
. Set the attendance registration method as you prefer on the management screen.
need to register
attendance for both
classes?
When should | set the
4 attendance registration | Set by 5 min. before the scheduled start of each class. Can also be batch set for all classes on the management screen.
method?
Can the attendance
5 Li%lztr:gownhzsgcﬁi:e No, it cannot be changed. However, if attendance method is set to survey or quiz, it can be changed to another method as long as it is before the “3%{ B4
beforge the start of cla;ss (start acceptance)” button is pressed.
or later?
6 I:‘;;;z(::"zg totake No, it is not required. If attendance is required for class operations, please use the attendance management system to do so.
Is the attendance
registration menu on Attendance information that can be viewed on Kyomu Web reflects attendance registration results from the MG Kyomu app.
7 Kyomu Web linked to the |Once attendance information is determined for a class, it is shared from the MG Kyomu app management server to the Kyomu Web.
attendance registration
menu on the MG Kyomu |You can also change student attendance information from the Kyomu Web “t & % % (register attendance)” menu.
app?
Can attendance
8 |information be output as |You can output a pdf from %8 * =1 — {R¥EBIH REE K (teacher's menu, attendance report by class) on Kyomu Web
afile?
How to Stze’::g:;:rwilh When should students
. . press the “HE &£} Any time during class. Students are instructed as follows:
register press 9 . ” e .
(register attendance) Generally, you can press the button after class has started. However, be sure to follow any specific instructions from your teacher.
attendance attendance button?
button only” ’
A student told me that
they were not marked as | Students are instructed as follows. If the issue cannot be resolved simply, ask them to provide proof of attendance, either written or verbally. Attendance can
10 present, even though be changed later on the management screen.
they pressed the “HE &
£% (register attendance)” |Make sure that data transmission / wifi is on. If this doesn't resolve the issue, inform the teacher and ask for instructions.
button.
Within 5 min. of start of class. After that, attendance is determined according to the schedule in “2_1. Determine attendance with a beacon” of the manual
. When should students (“Present”: Within 5 min. of start of class; “Tardy 1”: 5 min. elapsed — 20 min.; “Tardy 2": 20 min. elapsed and later). Attendance can be changed later on the
(2) Register B ; .
. press the “HE &£} management screen. Students are instructed as follows:
attendance with " . »
2 beacon (register attendance)

button?

Within 5 min. of start of class. The system marks detection after that as “tardy.” This may be handled differently depending on the teacher. For further
details, ask the teacher.

23124




Main Sub Number | Question Response
*Added 4/30
There have been reports that Bluetooth detection is hindered due to old smartphone models and other beacon compatibility issues.
The issue may resolve quickly by doing the following, so inform your students as follows. If the issue persists, tell the student to stop by Academic Affairs
after class.
-_Raise your smartphone above your head and point it toward the window (to outside) closest to your seat.
+_Pull up the MG Kyomu app homepage and select the timetable again.
A student told me that no | -_Restart the MG Kyomu app.
matter how many times |_+_Quit any apps running in the background.
12 |they try, beacon
detection fa!ls or fails to Students are instructed as follows. If the issue cannot be resolved simply, ask them to provide proof of attendance, either written or verbally. Attendance can
send detection resuits. be changed later on the management screen.
Check the following:
- Is Bluetooth on, and has the MG Kyomu app been given permission to use it?
- Is location information on, and has “precise” location information access permission (iOS only) been given, or has location information access
permission been given to the MG Kyomu app?
- Is data transmission functioning properly?
If these do not resolve the issue, ask the teacher how to handle attendance.
A student told me that Students are instructed as follows. If the issue cannot be resolved simply, ask them to provide proof of attendance, either written or verbally. Attendance can
- be changed later on the management screen. Additionally, the teacher’s screen shows the time that the student pressed the button to register attendance
poor signal prevented 9 . ) S y L y .
13 them from registering f'md (he time attendance was registered via the beacon (when the beacon result was sent), so you can use this information to determine if a student’s claim
s . is valid.
within 5 min. of the start
of class. Ask the teacher how to handle attendance.
A student told me that
although they got a
message saying that
they were detected by
14 |the beacon and When a beacon is used to register attendance, status is reflected up to 15 min. after the end of the class.
registration was sent,
their attendance status
does not indicate
“present.”
A student asked if an System specifications cause attendance registered after 5 min. from the start of class to be displayed as “tardy.” However, how to handle this is ultimately
15 indication on the screen |up to the teacher.
that they were tardy is Additionally, on the management screen, you can check for more detailed information, such as “i%|1 (tardy 1)” (between 5 and 20 min. from the start of
correct. class) and “i%J2 (tardy 2)” (after 20 min. from the start of class).
An OTP is a 6-digit password that is either specified or issued randomly. If the attendance registration method is set to OTP, a random password is issued
(3) Register (however you can specify it yourself). Inform students of the password in class and have them enter it into the MG Kyomu app to register their attendance.
attendance with 16 What is a one-time Specific numbers and the time for acceptance can be changed on the management screen. Students are instructed as follows:
aone-time password (OTP)?
password The OTP is a 6-digit password issued only for registering your attendance for the class. The OTP is obtained by the teacher, then shared in class. Enter it
into your MG Kyomu app.
A student asked if it was
(4) Register possible to retake a quiz
attendance with 17 | after submitting their No. The system is designed to prevent re-submission.
aquiz response (by pressing
the send button).
When registering attendance with a quiz, attendance is determined after the set deadline according the the number of correct responses. The deadline is
A student said they determined by the teacher when they set up the attendance registration method. Students are not given access to this information automatically, so be sure
submitted their response |to let them know in advance if needed. Currently, options for this are after class ends, same day, next day and 6 days later. Students are instructed as
18  |to the quiz, but their follows:
attendance status is not
“present.” When reg el with a quiz, is after the set deadline according the the number of correct responses. The deadline
depends on the teacher, so please check with them.
A student asked if it was
(5) Register gs:/s;ble ;‘0 retatr © 'taf
attendance with 19 vey atter submitting |, The system is designed to prevent re-submission.
asurvey their response (by
pressing the send
button).
A student said they Students are instructed as follows. If the issue cannot be resolved simply, ask them to provide proof of attendance, either written or verbally. Attendance can
submitted their response |be changed later on the management screen.
20 |to the survey, but their
attendance status is not | Survey response may not have been submitted correctly. Please try again. Once the survey has been submitted the “ 41/ 2% (register attendance)”
“present.” button is disabled and registration status changes to “ /& (present).” If it says “ % L (none),” then the survey has not been submitted.
Who should be
o contacted if a student Academic Affairs at both the Shirokane and Yokohama campuses accepts inquiries.
ther Other 21 . N N
has a question about the |Contact the office where the class is.
MG Kyomu app?
The “Clicker” function makes it easy to survey students.
+ It can only be used (set) from the management screen of the Attendance Management System.
+ It can only be used during class, and only students registered for the class can respond (though they can respond even if they are not in the classroom).
2 What is the “Clicker” + There are two-choice (AB), three-choice (ABC) and ten-choice survey types available.

function?

See below for the Clicker manual.
https://www.meiji lin.ac.j i

~_manual.pdf
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