Attendance Management System
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0_1. Login screen

1. Go to the link below and click “BEEIR> 27 A0Y 1 VEIHE (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
Y4014
® Applying through an account other than your MAIN account
<Previous ID>@meijigakuin.ac.jp
Q W AT

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

r@} MEIjI GAKVIN UNivERSITY

P

MEA =)L T RLATHA 2 A2 LTLREL,
Fh 1 FHEES/IT> @meijigakuinacip
TOM:: <MANTAID b> @<HT KA
>.meijigakuin.ac.p
IAUPRHBEEFHOBE. ADABICTEEL
ZEWN,

Sign 'n with your MG email address.

Students: <student ID number> @meijigakuin.acjp
Cthers: <MAIN

account>@ <subdomain>.meijigakuin.acjp

*If you have applied to use aliasas, please pay
attention to the information you have entered

€ 2018 Microsoft




4. Click on the HiFEZXE HLEE (teacher attendance function) tab

UNIPROVEE/ (1) EXE

B b

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

UNIPROVEE/ 1)L EHE R
EREE







6. Displays a list of your classes
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1_1. Set attendance method

O Sets the attendance method for vour classes. Available attendance methods are as follows.
-« WE% & 5750 (no attendance) —  Select if attendance is not taken for the class. The initial setting is Hi/% % & 5 %L (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.

- HE# & 5730 (no attendance) —  Attendance taken by students pressina the “ti/# (oresent)” button

- &% & 5740 (no attendance) — 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”)

©INFZR R (quiz) —  Attendance taken based on number of correct responses in a quiz. — On the FE#5%} B 54 (course information) screen, create a quiz (see “3_1. Create a quiz”), then set the attendance method.

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

+ I U84 L8R — K (one-time password) —  Attendance taken bv havina students enter a predetermined one-time password. For instructions on creatina a one-time password. see “5 1. Set a one-time password.”

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 quizzes/surveys on this
e i i screen before setting the

1. BRHMHK - —% (class searchlist) screen| 2. EEHE #":c(r:‘:"se information) oninnce mathod 3. WHIEIYE (set attendance method) screen
Click “%} B #### (course information)” of the Select the class date and time from the Select the attendance method from the drop-
class for the attendance method you want to drop-down menu, then click “tH 755k 5% down menu for the date you want to set, then

set 7 (set attendance method)” click “#&%F (save)" at the bottom of the page

ONTPROVEL T/ VBT S TEE Sz B T
= e
A < [r—

BRa-k
o resewosmmx
rowe  cenoaRIRY

4.t ﬁnﬁff) (::r::e"da"':e 5. 5% B 34 (course information) screen
e e - - Return to the B &%} B 54 (course information) screen
(re iz:edﬁ.ﬁ:sf:i |;S¥di|s- 1;;” ed —| and select the relevant class date/time. The selected
e9 ge 1s display attendance method is displayed in the “Hi% % &

click the “OK” button (attendance method)” section.




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. B§RAEI (timetable)
screen

Tap the class

< 2024/11/04 ~ 2024/11/10 >

" * * * *
we  ws o oawe owr ous

MGHSS10| EETHQ221
2 AngEE

ne i =)

0 o

m

201
MoLis211) EETHQR1
zens | e
g | wan
o | am

e o
s INAYE 1000

oo i an
# pay

| Press the “tH & &% (register

2. BT B## (course
information) screen

3. B&# B & # (course information) screen

attendance)” button

After the button is pressed, status changes to “Hi&
(present)” and the “i /& &% (register attendance)”

button is disabled

< BEHENE c l Omitted
HRER
EETHQO24MIR/MIEAF2 45 42 4 4 s sno s
£9 20245 BFW oW o b=
© A5 355 524 531 67T 614 621 628 5
s - - - - -
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oW oM oM oM - -
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1_1_2. Reference: Student screen: Beacon

1. EHEF B B8 (course

information) screen |

2. ¥ B4 (course
information) screen

Was beacor
detection successful?

Press the “ti % &4} Displays the * £ —3 L #1
(register attendance)" o (beacon detecting..)
button pop-

c
E-Jvigms
aee
BEERRLALE, Lt BN
B
P
w3029
PRI
wanem  some
[
[
nmsmosen.

AE222a

Yes

5. B 4 (course
i tion) screer

Was detection data

transmitted? (Go to the nextline)

3. [Es % B 34 (course
screen

4. B¥5H B B4 (course information) screen

Displays the “E— 2 L BAIKEK
(beacon detection failed)’ pop-up
— Press the *B 3 (close)”
button

[~ | Displays the * [E—a >atkBHTT .
SEELTC

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

Displays the * £ — 2 > 0 ch (141
#ERi2{E %) (beacon
detecting...(ransmitting detection
results))” pop-up

2 (beacon not detected. Press
the register attendance bution)” message
— Press the "t &£ (register attendance)” button,
then proceed to step 2

< wam c
[ERERyere
3
AN I 2004/11/13 AW IM v

e
SES A=

v 7. B#EH B (course information) 8. FE#STE I (course information)
es screen screen
Displays the £ — 2 L RAI% (RAKRE Registration status changes to “F1 5 (
#{EFT) (beacon delected (beacon 1) (accepted (detected))” and the "t
detection results sent)” pop-up — Press B8R (register attendance)” button is
6. B H B B4 (course informaion) bR sl i
soreen
No
Displays the “H#143 418 %8 (failed to
send detection resuls)” pop-up < e c
— Press the "B L % (close)’ bution and ey s
proceed to step 4 E-VBRAE o cmcnom sy en o
oussany

RAREREREN

-aemLELRaRRONR ST
WMROWTIABLS UL

W RN ERELTCRE

2024/11/13 1404

202411131129

S

®

v amin v]

-

2411/131405

(Goto the next line)



1_1_3. Reference: Student screen: Quiz

Register attendance (quiz)

1. BB B 548 (course

2. /M7 R b (quiz) screen

3. /N7 R b (quiz) screen

4. /VT R b (quiz) screen

5. E15%1 B 34 (course information) screen

(Go to the next line)

“fR% (respond)" button

finished)” message is displayed

screen
The "BEZ#ELET. (send response?)"
. 5 message is displayed The “BREM5ET LE L1, (response Status changes to "1 (accepted)’ and the
Press the “Hi 243 (register Enter response(s), then press the e Ok tton B ronater o erar) ouon s

attendance)” button u, " i "OK"” i
) * If you press the “F + > 2L (cancel)” button, — click the "OK" button disabled
proceed to step 2
< mmae c < et < mEREE c
EETHQO2MB RS2 o BXRE
B 20usmnm Bk s am s s s s
o Hm3mR Bos s oB B - -
2 - sz sm g o o1 o 7
Res @ T e
2901 x e s o w am
L LL Oe
Yo
fmmARs o WEEEELET. |mzEm
wamam  20ma @ T Sifceass 202510124 218
A
mEnRTLEL s
[ Q. Testa BEar 52
129n
lzuon= mEBD A,
RESDOE A

-

L =R
e B e o

Was the number of
correct responses set by
the teacher achieved?

® M o

“ =
o fr oRat EE Zrab
5 Co

7. REH B (course

screen

6. [E5% B340 (course information)

screen

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

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

< AnHENE c
AR
s am s 4 53 s s
:x: oW - -
s s an e om 6 T
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1_1_4. Reference: Student screen: Survey

Register attendance (survey)

Are any required

questions

No

not answered?

1. BIEH B 34 (course 2.7 U4 — k (survey)
it screen screen
Press the “HFE &83 Enter response(s), then
(register attendance)” press the "[E1% (respond)"
button button
® LR c <
EETHQ202#k/0RERY2
o musz s
mas -
PR
meus mes
e
O
wemmm  aome Qe
 —r— ®
Q3. Test3

3.7 % — b (survey) screen

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

Ioun= omERLTC
AmEBDFA. .
o = A 3 o o5
Wi = w
Oc
@ Ten
2 EAAS A
e P
5.7 w4 — k (survey) screen 6.7 >4 — b (survey) screen 7. RB#E% B 34 (course information) screen
—

The "B&££{ELET . (send response?)’
message is displayed
— Press the “OK” button
*If you press the “# v >4z )L (cancel)” button,
proceed to step 2

complete)’ message is displayed — Press the

The “EIEMFTET LE LTz, (response

“OK” button

Status changes to “tif# (present)” and the “t
B8R (register attendance)” button is disabled

EEERALET.

Success
EENETLELE.

< AR (&

R

o5 wm s am s s s
o wow - -
B ]
- - - - - -
e s s w8y W o
®

|azas

120w
RESD A,

(Muttiple-response question)
Is the number of responses
within the set range?

(Go to the next line)

No

4.7 U4 — b (survey) screen

The “BRL=HBKISRYAHY ET .
(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

< EZaly

Qu Testt
vams
Ox

ARRLEAERCRDIBD 2T,
@ Tes2
TaE )2~ R

wEE




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

1. FEFEH B 5 (course
information) screen

Press the “Hi % &£ (register
attendance)” button

i€ . e
EETHQ2NMRYCEAS2
R ]

o

&

mee

728w

mwn A
AnRES -

2az-sa tL

unzn

mEGED A,

s = Bl

on

4.7 254 LSZXI— K (one-time
password) screen

(Go to the next line)

s an OTP being Yes
accepted?

2. B#5H B B4 (course information) screen

No

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

)

Error
RERAROTEA LIAT— i

Enter the set one-time password

DYEALIRT—K

Is the OTP you
entered correct?

Yes

6.7 284 LSXT—F (one-time
password) screen

7. & E B4 (course
information) screen

5.7 2% 4 LuySRJ— F (one-time password)

screen

The “S(HH 43 L. (accepted)”

IR A LISRT— ENBESTUOET ., (one-
time password is incorrect)” is displayed on the

top of the screen

— Enter the correct password, then proceed to

step 6

Status changes to "OTP#]

Success
BOMIELE,

message is displayed [EE413% (OTP accepted
— Press the “OK’ button first time)”
< ] ©
ik

s s s s s
WO oM oMo - -
s e e e e 7

=1-1-1-1=

W s e w wn e
= =

I
5020 831

[
mEGHDSEA,

a = 08 a o

LA =

Is the class time and batch
determination finished?

8. 7 B B4 (course information)
screen

When class has finished, the “tti &5}
(register attendance) button is disabled and
attendance status changes to “Hif#&

(present)”
< AERENE c
i
s o w0
wow s - -

m
e g o em wm s

- - x
™o s ow e wE e
x

|z
o504 2R 1

e

suzrsx [EE]

12usn=
mEsED A,

LA =R
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2_1. Determine attendance with a beacon

tardy
(9:1519:20)
Attendance result = tardy
1st period 35-10:
Batch determinatior i
5 min. (10:45-10:5(
( ) Waiting for app to receive i
10 mjn. (10:50-11:00) >
Class start: (2) s 3)s ends ttendar available on the screen
Time 9:14 | 945 | 9:16 | 97 | 9:18 | 99 | 9:20 | 921 | 9:22 | 923 9:34 | 935 | 936 | 937 | 938 | 939 | 940 10:28 10:45 | 1046 | ... | 1049 | 10:50 | 1051 | 10552 1059 | 11:00

Class time (min.) [ 2 3 a5 6| 780> 20 | 21 | 22| 23| 24| 25| 2 89 ot | 92 | .. | 95 | 9% | 97 | 98 105 |

*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| Student POV Description
1 i (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) & (tardy) Beacon detection after 20 min. elapsed from start of class
4 R & (absent) - & (absent) No beacon detection
5 i (present) i (present)* H (present) Teacher manually changed to “present” on the screen
6 HifE (present) SEZI1 (tardy 1)* ;& (tardy) Teacher manually changed to “tardy 1” on the screen
7 & (present) SBZI2 (tardy 2)* ;& (tardy) Teacher manually changed to “tardy 2" on the screen
8 R JE (absent) R & (absent)* X (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 B1&E## (course information) screen O BfEIE| (timetable) screen

< FEfERI B @l < 2024/11/04 ~ 2024/11/10 >
A X x* * ® & a8
11/4  1ys  11/6 117 118 11/9  11/10

TCBAS903¥H HIE LeeTe]

£ o 1 200

915 WA

T 8 % 1031

> TCBAS9, MGBI || LELIN2 | TCTEA|

03%® 020 || 01258 901...

FE B 2,085 A i o

HESE 248 - B [on ) o Lou

wear]| Moor || e || Mesp

3 T20: 101..f| D14 || L102. |

BRETERE 5 1330 wa [l w2 5e2)| e

. 711 921 825 1031

HRARR LEBES)| LEBES | LEBES)

203Lis 204Ac || 206Ac

9/24 10/1 10/8 10/15 10/22 10/29 11/5 el ad...Al| ad...A

| L 139 || 136

A = O M o =
Home f—h HHbE BEE Fryh Eof
R b



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



3_1. Create a quiz

EEF E M (course

screen

2,785 X FRRL (creale quiz)
screen

Press the “YERX (create)” button
inthe N7 Z b (quiz) section

To create multiple questions, repeat
the process for the *2. /NTR MMERL

(create quiz)’ and 3. FIRASCHERL
(create question)” screens.

[ 3. FEEFER: (create question) |

screen

Enter the title, then press the “i&
0 (add)’ button

Enter the question format, text and
correct answer, then press the “{£
Fi (create)” bution

ORTPROVEET TV

s

4. TRATERK (create question)
creen

* 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/OP Lk
ERTHE XHFHEIZEAT 2HE (_ of X comect

responses required to be determined present *when used for

attendance)”

5. FARATERX (create question)
n

screel

+ Up to 10 response

6. EIETIH M (course
i tion) screen

options can be created.

(Go to the next line)

(Go to the next line)

—s| " The “## L% L=, (saved)' After start of class, press the “5
?:Sic:(h:‘fég; f::;gbﬁ‘;:n message is displayed — Press 1$BA%4 (start acceptance)”
P the "OK” button button
T r—
(= e =

<

o W v e

ararne

7. /N7 X FE R (change quiz)
screen

Press the “2{1Bilh (start
acceptance)” button again

8. /NT A FEE (change quiz)
screen

9. /N7 R ZEHE (change quiz) screen

Select the deadline, then press
the “Bi#4 (start)’ button

The “S{¢ % Bfith L % L =, (acceptance
started)” message is displayed
— Press the “OK” button

araren




3_2. Quiz response confirmation screen

Press the “BI% (view)’ button in
the /N7 R k (quiz) section

. (course
information) screen

2.7 X FEEEE (view quiz
responses) screen

Responses displayed per
question

Press the “EI& %4 1) Z b
it of students who responded)” button

“§#48 (information)” bution

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

—

£

4 EEFE— (istof students
who responded) screen

< re—

5. NT X MEEFERR (quizanswer,
student results) screen

Displays a list of students who!
answered— Tap “>"

Displays answers per student

3T X FREBSEM (View quiz
response information) screen
You can check responses per student per

question

‘8
(information)”
button

(Goto the next line)




4_1. Create a survey

: 2.7 o5 — Rk (create i -
nformation) soroen Survey) screen 3. 74— E&RI4E (create survey question) screen

Press the “/ERX (create)” button " e Enter the survey format, content, whether are

inthe 7 > % — b (survey) Enter m%"(';g?’g&;ﬁs the "8 required and selection options (use the *3&11 (add)” button (Go to the next ine)
section to create multiple), then press the “/EBX (create)” button.
==
[
< p—
Fo——
- - ssen
=3
[=]
4.7 o5 — FMER (create 5.7 27— MMERL (create survey) 6. E
survey) screen screen information
—_— " The “R#%F L#E L1=. (saved) After start of class, press the “%
f;z%??ﬁ;‘;; Z‘:f:)‘_"b en. message is displayed 4B (start acceptance)” (Gotothe nextline)
P — Press the "OK” button button
= OOTRE - T e
. ) <

ror-rmn

7.7 2% — FEE (change 8.7 U7— FEH (change o
survey) screen survey) screen 9. 7 »4r— hEE (change survey) screen
Press the *S:{1 Bt (start Select the deadiine, then press The *S24F £ B4 L % L 1<, (acceptance
o " p " started)’ message is displayed
acceptance)” button again the “Bl34 (start)” button — Press the “OK” button
s

ONIPROVEET TV

P

sremsLELE




4_2. Survey response confirmation screen

1 BB H &M (course 2.7 U7 — FEEME (view
information) screen survey response) screen Press the “BIEHEE 1 X F
(list of students who responded)” button “EEFEY R b (list of students who button
Press the “BE (view)" button in Responses displayed per .
the 7 >4 — k (survey) section question 544 (information)” button (Go to the next line)
ot azn
S [Sownms) ‘na 37 % — FEADIRE (view
< e c N (information)* survey response information) screen
button

You can check responses per student
per question

Omitted

< E——

4 EEFE—E (it of students 5 7 o7 — FAEFET (survey

who responded) screen response, student results) screen

——=| Displays a list of students who
answered Displays responses per student
—Tap“>"
= =
| 1l

< e < [ v——

MWE




5_1. Set a one-time password

1. B#ER B&#EM (course information)
screen

2. BEHBEM (course

information) screen

3. TUBALIRRT—FERE

(set one-time password) screen (Goto the nextne)

Press the “i&1 (add)’ button in the 7

Set the start time, finish time and

28 £ LuSRT— F (one-time Tap*>"
password) section password
ey ONTPROVEE (171 azz
[ |
« e 3 < nenava ¢ < e
' o ann - oseanzn . Iommmon
o vz

Press the “Z &

o)

(Go to the next line)

(change)” button
OR “Hi (delete)”
button

Has the student
entered the OTP?
Delete

No

. I INZXT— set

one-time password) screen

4. TUBA LISRT— FRE (set one-time
password) screen

The “FET—2HRZFHHT LTS8, HIBRT

#F 8 AT LT (student data has been accepted, and
could not be deleted)” message is displayed

— Press the “OK" button, then proceed to step 3

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

- Before class has started, press the &/ (add)"
button to set the start time to the start time of the
class.

Start time, finish time and password can be
changed until the class starts.

+ Once class has started, press the “i&1 (add)”
button to set that time as the start time. (Start
time, finish time and password cannot be changed
once the class starts.)

Current time is

ONIPROVEE/(TVER

®

Error

FEF-SHRHIERTOSAY, HRTIREAT
L8,

7. TUBALISNRT— FERTE (set one-
time password) screen

the same as or

later than start
time

6. 7B A LSRAT— FERE (set one-time

password) screen

The “ZfFE L TVSHEBTEELATL
t=. (acceptance has started and cannot be changed)”
message is displayed — Press the “OK” button, then
proceed to step 3

®

Error

omaLT suneL

The “B# L3 L#=, (updated)” message
is displayed — Press the "OK” button, then
proceed to step 3

ONTPROVEETT17TA




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)

HFERiR— B (attendance status list) screen

1. BRRR - —5 (dass
searchlist) screen

2. FEH B4 (course information) screen

3. HIEKR—H (attendance status list) screen

Click “#4 B 848 (course information)”
ofthe class you want to confirm the
attendance of

Select the class date and time from the drop-
down menu, then click *>" for the HFF4k—
¥ (attendance status list)

‘Alist of students enrolled in the class is displayed for you

(Goto the next line)

to check attendance status for the day of class
— To view attendance status by student, tap *>" for the
student you want to view

ey - )

4. HR—3 (present/absent ist) screen

Displays attendance status information per
class day for the selected student

TEE

< wx-n

* 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

1 (tardy 1)

Beacon detecion after 5 min. elapsed from start of class, within 20 min-

tardy) | Beacon detection after 20 min. elapsed from start of class.

512 (tardy 2)
- (absent) | No beacon detection

HIFE (present)”

o "present on fhe screen

o tardy 1" on the soreen

tardy) o ardy 2 on the soreen

I

E
REEEEEEE

i

R (absent)”

(absent) o "absent™ on the screen

L] [

< aen <)

g asm

* Statuses indicated on this screen are as follows.

- “Hiff (present)’ — Displayed if an attendance status of ‘present”’ has been
confirmed.

+ "Bt (wailing)’ — Displayed if attendance status takes time to confirn (such
as with beacons or surveys)

+ “#2 L (N/AY — Displaved for future classes, or f attendance was not taken.

+ *R[% (absent) — Displayed if an attendance status of ‘absent” has been
confirmed.




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

4 HBR-E

1. FE#E7 B 34 (course information) 2. HEIKR—E (attendance status _ N
3. HiXR—% (present/absent list) screen (presentiabsent list

screen list) screen

Displays attendance status per class day per student

D;sttp;i:{:lsa:;ee ?‘l;?l;z;:frgge?s;z;efgrir\:v G;m Displays attendance status per student — Change present/absent or attendance comment, Message displayed
attendance register section — Tap “>" - Tap"> then press the “% % (register)” button
== TEE i TEE e
:-n- — A ELIIT e
« - cj < =

oo e s
2208 Success

[ ]
*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 | Present/absent |Attendance comment | Student POV Description
1 Hif% (present) - Hi (present)  |Beacon detection within 5 min. of start of class
2 Hi7E (present) 2701 (tardy 1) 52 (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HiFE (present) |52 (tardy 2) |iZ (tardy) Beacon detection after 20 min. elapsed from start of class
4 R (absent) - & (absent) No beacon detection
5 HifE (present) Hif% (present)* i (present)  |Teacher manually changed to “present” on the screen
6 Hi7& (present) %01 (tardy 1)* 52 (tardy) Teacher manually changed to “tardy 1" on the screen
7 i (present) SEZI2 (tardy 2)* & (tardy) Teacher manually changed to “tardy 2" on the screen
8 R (absent) R (absent)* & (absent) Teacher manually changed to “absent” on the screen




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, ‘BB A =2—
(teacher's menu)" screen

2. WEBR - RERE—E (attendance
register and class list) screen

3. B BE—E (attendance
register, correction list) screen

Press “ti% &4} (register
attendance)”
Smxca-
- M - o

, B , » Larnnas

4. WEES - BIE (register/correct attendance)
screen

Change in the “H R t)" section,

Press the “$A% (pencil)” button for the
relevant class

W UARA KRR
e
sarsm
F
RS
(BN BAEE

4] -8 #ren o

D :f AR B

e

B AIBRER (attendance register,

processing results) screen

and change the comment in the “{#%1 (notes 1)" section,
then press the “Z§% (register)” button. Press “OK” when the
confirmation pop-up screen is displayed

Processing is finished

BHERS NERER

a | WESHEEILET. S5LLTIH? NN

3541

=

*4. Refer to the table below for attendance comments on the ti /% &4 - #5IEEIT (reaister/correct attendance) screen.

Number | Present/absent |Attendance comment| Student POV Description
1 H7 (present) - H (present)  [Beacon detection within 5 min. of start of class
2 7% (present) 2%11 (tardy 1) 52 (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 7% (present) 2%2 (tardy 2) 52 (tardy) Beacon detection after 20 min. elapsed from start of class.
4 |RfE (absent) - & (absent) __|No beacon detection
5 HiF% (present) HiFE (present)* Hi (present)  |Teacher manually changed to “present” on the screen
6 [t/ (present)  [i@%I1 (tardy 1)* 32 (tardy) Teacher manually changed to “tardy 1" on the screen
7 [t (present) @2 (tardy 2)* 32 (tardy) Teacher manually changed to “tardy 2" on the screen
8 |RE (absent) R (absent)” & (absent) _|Teacher manually changed to “absent” on the screen

Press the date to correct

AR WE-REE
e

o
£

C -
waEn
EABAIE VIBEARRR

o)

KFTYORYDACIITE, F29IRONR, 725 DULIRLROET,

S-REBLTROERLRNLEAS, RRLEFZORRIIMRANET,
203

SRR, BRENARESS, B9 LLTRSLTIET.

wogwEs  yme A R Ak k& x & x & x & x

s

san



6_3_1. Download attendance data (from the Attendance Management System)

1. BERFK - —% (class search/list)
screen

Press the “Hi 1% #RDL (download
attendance information)” button for
the relevant class

2. {B¥RE - — (class searchllist)
screen

3. Downloaded file

The ‘4> 00— FAET LELT.
(download complete)” message is
displayed — Open the downloaded file

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

(e (e (s
e n
s
posies -
wxn e
e v
e ——————

o

Success

* 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 HFE (present) - H (present) Beacon detection within 5 min. of start of class
2 HiE (present) SBZI1 (tardy 1) i (tardy) Beacon detection after 5 min. elapsed from start of class, within 20 min.
3 HFE (present) SBZI2 (tardy 2) & (tardy) Beacon detection after 20 min. elapsed from start of class
4 RJ% (absent) - & (absent) No beacon detection
5 HFE (present) % (present)* H (present) Teacher manually changed to “present” on the screen
6 HiE (present) SBZI1 (tardy 1)* B (tardy) Teacher manually changed to “tardy 1" on the screen
7 HE (present) SBZI2 (tardy 2)* & (tardy) Teacher manually changed to “tardy 2" on the screen
8 R % (absent) R (absent)* & (absent) Teacher manually changed to “absent” on the screen




6_3_2. Download attendance data (from the Kyomu Web teacher's menu)

Register attendance

1. KyomuWeb, “BE A =a1—
(teacher's menu)” screen

2. BEJNHELIFKRMR ENRIFETR (print attendance report by
class, print instructions) screen

Press “{% 3 31| th % S &t RENRI (print

attendance report by class)”

Make a selection in the & 1 (course term)’ section, then press the "pdft )
(Create Pdf File)" or "Exceltt 1 (Create Excel File)'button. Once the print
confirmation pop-up screen is displayed, press “OK.” You can also filter results by
making selections in the ** -+ /<2 (campus),” "B (day).” and ¥R (time
period)” sections.

o ) v

4. NyFT 3 TRTER #FE—E (batch job execution
monitoring, results list) screen

askyomumeligakuin.acjp ORE
EESEAHSPREIRT, J5L0TT U200

Make sure that “IE## T (completed successfully)" is displayed
under *< 3 J4REE (job status)”, then press the magnifying glass
icon *Press the “GO” button to refresh job status

5. 1y FT 3 TRFER BE(—E) (batch job execution
monitoring, inquiry (list)) screen

VTN B
R

Left click “$2 3 A i FE $& &+ & pdf

3. REFHEEEREOR MEHREE (print attendance
report by class, processing results) screen

Press the /3w F ¥ 3 TR{TER (to batch job execution
monitoring)” button

6. 23 I i fE £ &t % (attendance report by
class)

(attendance_report_by_class.pdf)” displayed in the “8& 3 (report)”
section, or right click “& Bl Z 24T ) ¥ % %{R%F (save as)’ to
download the file as preferred.

Open your attendance report by class from
the location it was downloaded to.




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
HiE % & 572L) (no attendance) — Select if attendance is not taken for the class.
HERS VT DH (press attendance button only) — Students take attendance by pressing the “tHJ& (present)” button. Students are counted as “present”
as long as the button is pressed during the class (even if not in the classroom).
7 VB A LysSR I — (one-time password) — Attendance taken by having students enter a predetermined one-time password (specified 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?
/TR 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 ultimately up to the teacher).
7 »’r— 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
exa_mple, 4th and 5th You can take attendance for just one period or both.
3 period on Monday), do | . y
. 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 ::ig:'r:g%chr::‘g(ﬁi: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 “5 {4 Bf#&
9 N (start acceptance)” button is pressed.
before the start of class
or later?
6 l:&;;z‘;ﬁzzi 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 — 237 H REETF (teacher's menu, attendance report by class) on Kyomu Web
afile?
How to (alzei:zgil:ézrwith When should students
. . press the “HHFE & &% Any time during class. Students are instructed as follows:
register press 9 . " P ’
(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 “Hi & &
£% (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 w . )
attendance with 49 |pressthe HIEE & management screen. Students are instructed as follows:

a 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.




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
g:;zcggreg;fno:e:ﬂf;o 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.
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 q . N . " ~ Y N "
13 |them from registering _and t_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
o . is valid.
within 5 min. of the start
of lass. Ask the teacher how to handle attendance.
A student told me that
although they got a
message saying that they|
14 were detected l:_'y (he_ When a beacon is used to register attendance, status is reflected up to 15 min. after the end of the class.
beacon and 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 “J2%|1 (tardy 1)” (between 5 and 20 min. from the start of
correct. class) and “#%2 (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:
a one-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.
a quiz 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 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 gossmleft‘o re(a;(e _3_
attendance with 19 uryey after submitting No. The system is designed to prevent re-submission.
a survey their r_esponse (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 “ /& & &% (register attendance)”
“present.” button is disabled and registration status changes to “ /& (present).” If it says “ Z 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 " " .
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.
. e N - 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).
9o |Whatis 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 in.ac.jp/office/

~_manual.pdf




