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User Guide (Create “Mypage” account)

Step 1

• Enter the necessary information to 
create Mypage account

Step 2

• Pay the application fee by credit card and 
complete the account creation

Step 3

• Upload documents required for MSDA 
application



Before you access to the application system:

Prepare all the documents to be uploaded and credit card information in advance (see 
pages 4 to 6).  Once you starts a session, the information you enter cannot be saved, and 
the session will be timed out in 180 minutes after the first input.  Please take into 
consideration the processing time required for uploading and payment transaction.
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For the Mypage account creation, you need:

1. Email address
Your email address will become your log-in ID to access the Mypage of the Online Application System.  In addition, you 
will be notified of important information through emails regarding the admission process, including notification of an 
admission exam.
Your email address to enter this system should therefore be the one that you regularly check and that will be valid until 
the admission period ends.  The email address you once register cannot be changed.  Make sure that your account be 
set so that emails from the domain @rikkyo.ac.jp will not be blocked.

2. ID photo
Requirements 
*Size 4″x 3″ (or 4cm x 3cm)
*In color or in black and white
*Taken within the last 3 months
*Your head and shoulders facing forward
*Solid background
*No hats
*Face in clear focus
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<Do NOT submit>
*A blurry photo
*A photo cropped or digitally edited from a snapshot
*A photo with poor or overexposed lighting that fails to make the face clearly visible

<Uploading requirements>
*File format: JPEG (JPG) or PNG
*File size: No more than 5MB
*At least 160px tall and 120px wide

3. Credit card
Payment of the application fee can be made using a credit card only.  Visa, Master Card, JCB, American Express, and 
Diners Card are accepted.

4. Documents to be uploaded
Please refer to the list of documents on the Admission and Examination Guide.

5. Educational background information
You will be asked to enter your educational background information, including the names of the institutions, 
locations (countries), and periods (months and years) of attendance, for the elementary school up to the most 
recently graduated/currently attending school.
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6. PC and browser
(1) Recommended browsers:

Microsoft Edge (compatibility view is not recommended)
Google Chrome (latest version)
Safari (latest version)

*Do NOT use Internet Explorer
(2) Operation cannot be made with multiple tabs open.
(3) Browsing on a computer, instead of a mobile phone or a tablet, is highly recommended.



Click here to switch languages. 

Select:
Major = Social Design Studies
Course name = MSDA
Master/Doctor = Master, September Enrollment
Admission Category = General

Select “Graduate School of Social Design 
Studies”.
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Check this box to proceed.
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Click the "Mail Submit Test" button to see you safely receive an email from Rikkyo 
Online Application System.
This test is required to proceed to the next step.
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Enter an email address that you regularly check and that is valid until the admission 
period ends. 
Your email account should be set such that emails from the domain @rikkyo.ac.jp will not 
be blocked.



(1) Click the "Select Photo" button
(2) Select your ID photo data
(3) Adjust the position of your face
(4) Click the "Save" button
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Enrollment at Rikkyo University:
Select an option "No", "Currently enrolled", 
"Graduated from/completed program(s) at Rikkyo", or
"Withdrawn/dismissed from Rikkyo“ from the 
pulldown menu.

*If you are/were a credited auditor or special 
international student, select "No".
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University②:
For the applicants who have 
earned double degrees

Select "Enrolled"

Select "Graduated" or 
"Expected to Graduate"
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Select “Graduate School of Social 
Design Studies“.

Describe your 
educational background.
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Your work experience, if any, should 
be described on the Application Form.

Fill in only if you work in Japan.

“No.”
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Describe your research and academic 
achievements if you have any.

Enter a hyphen only.
Your research proposal should be uploaded from “Mypage.

Enter a hyphen.
A supervisor will be assigned after enrollment.



See the Admission Guide for details.
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Click the "Back" button to proceed.
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Information entry (application registration) has been made on the system, but your application process has not yet been 
completed.  Access your “Mypage” and upload all the required documents during the application period.
You may find how to access the “Mypage” from the email which you will receive from Rikkyo University after the payment.
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Examination Admission Ticket, which includes your 
Examinee Number, will be issued after the 
application period is closed.
Once issued, you may download the ticket directly 
from this page.  Print out and keep it safely.  You will 
need the ticket for various processes until the 
enrollment procedure.

MSDA applicants do not use these 
documents other than the ticket.
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Documents to be uploaded:
・Research Proposal
・Certificate of Grades and Credits
・Certificate of Graduation (expected 

graduation) for Bachelor Degree
・Certificate of English Qualification (if the 

test score is not reported by the test 
institution directly to Rikkyo)
・Statement of Purpose
・MSDA Application form

*The formats of Application form, Research 
Proposal and Statement of Purpose are   
downloadable from “Application forms” of
the following MSDA website.

https://msda.rikkyo.ac.jp/admissions_n_visa
.html

*To submit a Certificate of Qualification, 
upload it as “Other Achievement”.

https://msda.rikkyo.ac.jp/admissions_n_visa.html


Click “Choose File” and select the file to be uploaded here, and then click “Upload”.
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Read carefully before 
uploading files.



*Make sure to upload all required documents during the application period.
*Be careful not to upload the wrong file, since you cannot replace it once upload is confirmed.

Click “Confirm” and make sure that the status shows “Upload Complete”.
Otherwise, the file may not be successfully uploaded, and your application may not be completed.

After the uploading successfully ends, you are done with the application process.  Thank you!
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