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Introduction 

⚫ The screenshots provided in this manual illustrate operations performed via a PC browser (compatible with 

Microsoft Edge, Google Chrome, Mozilla Firefox, and Safari). Please note that the display may differ when using a 

smartphone or tablet. 

⚫ The purpose of this system is to enable students and faculty/staff to register their overseas travel (including 

short-term trips), so that authorized university personnel can access this information at any time for risk 

management purposes. This contributes to both risk prevention and rapid response in case of emergencies. 

⚫ In addition, the system collects travel data to support institutional planning and reporting. 

 

※Personal information submitted through this system will never be disclosed or published for purposes other than 

those stated above. 
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Logging In  

1. Logging in via NU-Web 

⚫ Click the “NU-Web System (Academic Affairs System)” link found in the Nagasaki University Academic Portal. 

This will redirect you to the NU-Web login screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

⚫ Use your student ID (e.g., bb12345678) and the same password you use for other internal systems to log in to the 

NU-Web System. 
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⚫ Once logged in, click the “Online System for Overseas Travel Registration” button at the top of the screen to 

navigate to the login page for the Online System for Overseas Travel Registration.  
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2. Logging in to the Online System for Overseas Travel Registration 

⚫ Log in using your NU email address (Microsoft account)  
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Submitting a Travel Application 

1. Navigating to the “Overseas Travel Request” Page 

⚫ The following is the menu screen displayed after logging in.  

⚫ Click the “Overseas Travel Request” button from the menu screen to navigate to the application form. 
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2. Entering Basic Information 

⚫ Fields marked with an asterisk (*) are mandatory. 

⚫ Your student ID, name, and department will be auto-filled. 

⚫ Please select your gender from the drop-down list. 

⚫ Enter your date of birth and passport expiration date using the calendar format. 

※To select a year further in the past, click on the “year” at the top right of the calendar to switch to a 10-year   

view. （See the image below） 

⚫ Academic advisor’s email address should be the one provided by the university.  

⚫ For second and subsequent applications, the basic information from the previous application will be retained. Please 

update only the necessary fields.  
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3. Fields for International Students 

⚫ If you are an international student, select “Yes” and proceed to enter the following required fields (marked with *). 

⚫ Fields marked with an asterisk (*) are mandatory. 

⚫ Select your nationality region, nationality/country, and study abroad category from the dropdown options. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Entering Travel Information 

⚫ Fields marked with an asterisk (*) are mandatory. 

⚫ Input travel details for each country you will visit. 

⚫ Select the start and end dates of your overall travel period and your stay in each country using the calendar 

format. （The end date becomes selectable once a start date is chosen.） 

⚫ If traveling to multiple countries, click the “+” button to add more destinations. 

⚫ Select your insurance enrollment status, purpose of travel, region, and country from the dropdown lists. (The list of 

countries will update based on the selected region.) 

⚫ The risk level and infectious disease alert level (provided by the Ministry of Foreign Affairs of Japan) and a URL to 

the safety information page will be automatically filled based on the selected country. 

⚫ The Overseas Safety Information URL provides access to information published on the Ministry of Foreign Affairs 

of Japan's Overseas Safety website (https://www.anzen.mofa.go.jp/). 

⚫ If red-colored warnings appear under the URL, follow the instructions provided. These appear if the destination has 

a high alert level. （The alert will appear when the destination is classified as having a high risk level or infectious 

disease level.） 

※The highest alert level within a country is displayed, even if you are visiting a safe region. If you are traveling 

only to a Level 1 or lower region, no extra documents are required. 

⚫ If the alert level increases after approval, you may need to cancel or resubmit your application. 

⚫ If you only transit through a country and remain within the airport, you do not need to include it as a destination. 

However, if the airport is located in an area with a risk level of 2 or higher, please include it as a destination and 

submit the required documents for traveling to a high-risk area. 
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5. Submitting the Application 

⚫ Click the “Submit” button to register your information in the system.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

● Click “OK” on the popup message to return to the main menu screen.  
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Viewing and Editing Registered Information 

1. Navigating to the “Overseas Travel History” Page 

⚫ Following is the menu screen displayed after logging in.  

⚫ Click on the “Overseas Travel History” button to view your past applications.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Navigating to the “Details / Edit” Page 

⚫ Click the “Details / Edit” button to access the details of your travel application.  

⚫ You can check the approval status from your academic supervisor in the “Approval Status” section.  
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3. Viewing / Editing Details 

⚫ Make any necessary edits and click the “Edit” button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
⚫ Click “OK” on the popup message to return to the “Details / Edit” page.  
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4. Cancelation of Travel 

⚫ If you need to cancel your travel, click “Cancel Travel” button.  

 

 

 

⚫ When you click “Yes,” your travel will be shown as cancelled.  
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Submitting a Return Notification 

 Submit your return notification promptly after your return.  

1. Navigating to the “Return Notification” Page 

⚫ The following is the menu displayed after logging in.  

⚫ Click on the “Return Notification” button to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Entering Return Information 

⚫ A return notification must be submitted for each trip. Choose the relevant travel information and fill in the following 

information: return date, any health issues during travel, any issues unrelated to health, and any academic 

disruptions during the trip.  
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3. Registering the Return Notification 

⚫ Click the “Submit” button to save your return notification.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

⚫ Click “OK” on the popup message to return to the menu screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


