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Online System for Overseas Travel Registration

I 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.

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

those stated above.
Basic Flow of the System

Overseas travel request

!

Approval from your
academic supervisor

!

Entering return information
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I Logging In

I 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.

EFETAORER-IILYC LTI,
BIKFEAN

J / RIUGKF #ER—5)L

NAGASAKI UNIVERSITY L BEARICTREEYS —HP

| #EREYRFLH (FAEA)

MTOYRFACKHBLUTNETY .

| i@ r>9-Yyu7

| Sisrspuimmmen

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.

NU-Web RIGAF ZFHBBERSATA

NU-WebAKSZE

BAIDE/RD—-REAHLTOTA S UTEEL.

wel @ Enter NU student ID and Password
%g?:e enter your Nagasaks Universi NG PASSWOTd 10
(— /

OJ4> » English » AR

@® sast

A0~ R3TR (XD - FOFFTRIBTAZEA.
AR AT LT/ (RD— REBRICTHA L.

BEHOERIS/RIREZ(I
KER—LR—SERRBULTLSEEZ L,
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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.

NU-Web F#BHES AT A a8 T QO © (%] ©

EE A AR English EDNSYH M-sLEE OJFOF

rﬁ 5 - ’3 1, ' — ’ -~
R 1 BER FuU-b =3 .

» SDEDEE

e | e Online System for Overseas

O suse ChatGPTSMERRAIADHIBIZONT Travel Registration

gﬁ’ﬁf mﬁg‘*;?mgg [ChatGPTEMERAAIDEIRLY)  (2023.4.2588)

PR — P THRINE I Ctek

E'KT:’EU. MaTetEi o55
NS

(ChatGPTEDERFAIDEIRL]
ChatGPTR EQERRAIDHAICHU TR, AFICE3¥EERORUOREDENLAFTFEORS CEVTHENEL DT &HFAVCEZENTS
9, FLEABEOREREOUATEERENTVET.
OFERIDLBIER DONT. F
FobRobr—ERERELEL, 7 | [FRCBVTE, L= MR SOFRICERRA SBIASEARTICLERELLET. BRI 861, REFESZEOCTR
pobfobBEe—AT 255 1S COBERATEERELRADHRTIT I &L LET.
ESIC, TRICOWTHANEER#RD L L5, ERETOZOARICOLTIHEMELHADERCE>TIEEL.

O MYRZSZa-)L (1) £HRAFHSBEASELM- NERECZOFENRTZCLLERORBECRST, BOCLoTRESLHRTNBBENBET.
(2) BAYESTEATIRACRIFSINTVBTEBIRCIC, Eal&@attmammwﬁmcrsa
€ 2025568 P (3) TET-SICEEOBILBAIINTLISESCE, BAREEET SIS

Sun Mon Tue Wed Thu Fri_ Sat (4) FREOBIPRECTAZER (BAREDTS)(S—RES) ZEARAL mbtbﬁa FNSORBFERET S - BRVWLTL
123 4|8 6 7 EIAEMHAB S, YA/ (—CFLUF A ORIDSEAVNCERSZETHS.

B 9 |10 11 12 13 14

B s 7 a9 (202 SHERANCERNOBS NI B EEN SORBRAESLOENTORRBNE I, $§ - 2B AOERSHTEERNLTLAFT.

22| 2324 |25 |26 27|28
29| 30

e FRIOF I NABREADFFORBIZONT
FBRENTVSTERSOERA

— ) |(mEmz. wRrZOORE, BRLTVEET.)

O F<@EIAZ2— T 5 | ORERUEEADEEORRNEDIT] (2023.4.2085)

3 FamdiEg SHSESHEENS, FRIOFD-ULATNEORREE LOUBRNIHEE (59 [20ETOT, SHSEIR081F IFLEOFHIW-SUT]
£ meEs-ERvREe REEMATRLEL. BT (%) SLENMRUESEAOERORBNICOLNTE. ATOLEVLETOT, SASLEUET.

& ERELWLS 1. WY (%) BHEMCOLT

£ mgEs FRIOF DA NABRECHN D LECOVTIE. HEGBENS STEEAL. H'D, FRERS GWTHO. BOBORH2EVERFERLT
O mesaEs @) 2 4BREERTITTE. FEHLETS.

uB. BENS10EMEATIETIE. FETTRAVEEATIIL.
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I 2. Logging in to the Online System for Overseas Travel Registration

® Log in using your NU email address (Microsoft account)

B Microsoft
e 07 7

X)L, WS, Skype

PN PIUATARMES

(DEnter NU email address

(bb + Student number + ms.nagasaki-u.ac.jp)

—— @ Click “Next”

Q) Y1 AT

LaLs]

TNt Cookle  +-»

FIGAE Office 365

W o
@ Enter NU email address (Microsoft
account) and password fezs-¢
@ Click “Sign in”

2018 Microsoft
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Online System for Overseas Travel Registration

I Submitting a Travel Application

I 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.

i1 Power Apps | SRR 2T L

BB 2T 4

Online System for Overseas Travel Registration

Overseas Travel
Request

AP (OverseasTravelRequest)

BRME (OverseasTravelHistory)

FZAN =)= (Privacy Policy)

$EE (ReturnNotification)
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Online System for Overseas Travel Registration

I 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.
3¢ 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.

Power Apps | #BSVEMS ZTL ©

BRRS 2T L
Online System for Overseas Travel Registration

Enter basic information

#i#REAEE (New Request) 1
* | ATPE T,
(* indicates a required field.)
EX153 (Basic Information)
* FEEF (Sudent ID) *PIREBRS (Faculty/School)
BWPEEEREE
* K4 (Name) * $EWHAR (Academic advisor)
[ s ]
* 148 (Gender) * HEEBAX—ILT ELZ (Academic advisor's email address)
[ & (Female) <] ‘
* %5 BH (Date of birth) RFME T, (This is a required field)
[ 2003/04/16 ® ] # IXZifi— FES (Passport number) }
* S (Year)
I 3 | ERAC ol ok 0L iration date)
| 203070521 @ ]

AL D‘S" —ZHER [¥F] 20V I UK

58 2026 O 2026 — 5H 2026 O 2026 - 2037 ~ov ™

B A % kX X & %

1 2 3 4 2026 2027 2028 2029

-
o
3
<
.
o
'
;
b4
.
3
u
~
U

3 5 6 7 CIICk year 3 4 5 & 7 8 9

4 6 7 8 2030 2031 2032 2033
0 11 12 13 14 15 16 10 11 12 13 14 15 16
17 18 19 20 21 22 23 9 0 1 12 17 18 19 20 21 22 23 2034 2035 2036 2037

24 25 26 27 28 29 30 24 25 26 27 28 29 30 T
31 1 2 3 5 6 T 1 2 3 E 6

405 6 SEICHB®TS 3 4 5 ¢ | Changeable to

2026/05/31 2026/05/31 annual basis ]
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I 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.

Enter international student information

l

BPE (International Student)

BREOHIE NELy FRRL. SABEFAALTES L. WEETEVAR VWA 8RR
TLIET L,

(I you are an international student, please select Yes and fill in each item. If you are not an
international student, please select No.)

®) (2L (Yes) LKz (N

*BEFETV 7 (Nationality (Area))
AL (North America) ]

B4 - 384 (Nationality (Region))

NFH (Canada) ]
*BFES (Status)

FRESFE (Self-funded student) - |

I 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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| Enter travel information “ 47 button
e T
JEMTEE (Travel Information) T
* 2EEAMMEM (Period of whole travel) A% E—% (Destination List) T
i 34 B DR 8] = —
WRIBOFE(S (Travel itinerary) A1 (Destination1) ]M \/A
FIENTLBLOIEBD EA, (None attached) ‘ JFA%E?2 (Destinat "'Delete” button for
B 77T LER (Anach file) 3 o . -
janan fueeset] destination list 2
SEOMRIT - §RBRIE (Travel insurance/Study abroad insurance) RIATO5 L% (Name of study abroad/training
FMARR ( Status) (

! “Close” button |

v ]

FREHE (1 * HIZEBIBR (Period of Stay)
= - - - - HHiMSE E OEIR & ~
Travel destination information J——

IE%&S (Policy number)] 3¢ Input information for each country. \ v

J *[E - #E% (Country/Region)

MR OE B (Contact information during travel)
* MIZES (Phone number)
[ N1 7% L (without hyphens) l

* JL (5435%) (Destination Risk Level)

* A=NATFL2Z (Email) * BRI ERIERE L AL (SFB#) (Destination Infectious Disease Risk Level)
BABSWEURL (SATIRECKIL.)

BABRHSE (Emergency contact in Japan) + BEES (Cio)

* K (Name)

* WINE L ORIE

* BiZES (Phone number)

NA 7 2% L (without hyphens) ]

&= ( ks)

JEANSE—% (Destination List) ,," OEMDFREHFERIEZS
; BRRIERAH TULVEWS UL BBIRLAILALDIRE (. B

1 (Destination1 - s
%R (Destination1) % v y DFE= IS
JEfii5%eE2 (Destination2) N / *BEMORBRLAIL (BE) (Destin .
/
*BMEH (Purpose of travel) yd NE. BRERIEHTED EHA. The Overseas Safety Information
/ . fef]
v / «omsossarnL~ sww ( URL provided by Ministry of
B FO2 5 4% (Name of study abroad/training program) ,,r’ na. sespamncicso o4 Foreign Affairs.
| / BARSWUURL (FRTIAR LI
* UEEBAANIA (Period of Stay) ":' *hlt;::/f\vmmanzem;ln'c::; :a‘)mfc;‘urmfeman::::;::::mo,ﬂ()i lel/
BABILEE OEIR E | ~ s .
KIUT (Area) / . P = A,
/
V] / @EMDFHENLERSZS
* B « #1EE (Country/Region) ’," fl'_’_.lzﬁ bﬂjbb{2N4®15$t;\ iﬂ?é’ﬂ%iglcmﬂl AN ED[IU)
/! FrEHHE
* B I (3EE) (Destination Risk Level) SOBNOFRE=ZIT ORI CHEMEBEILTIEE
* IR OBRL AL (HB%) (Destination Risk Level)
* B DBRERBEL AL (SHEE) (Destination Infectious Disease Risk Level)
* IMBORREMML AL (HHE) (Destination Infectious Disease Risk Level)
ME, BREAMRARIGHTED E A,
BHELWEURL (EETIMEC ETW.) . T (T )
r* HHERE (City) ;‘\ https://www.anzen.mofa.go,jp/info/pcinfectionspothazardinfo_001.html
. . —— ST . BHEL AL 2 M EOREAOERFMRET T, PCERT NI DELBSLBENTHHE
X The highest alert level within a country is displayed, even if you 7.
e . . KFodora=-FU»onsfB08RMeATL. HERACARERCRADS X, FROTLHR
are visiting a safe region. If you are traveling only to a Level 1 or ARBLTCREW,
. . N, https://m: ki harepoint.com/: / P; TopicH: .aspx?
lower region, no extra documents are reqmred. R :s':|du-vel:=1&shave:EWLeCEDaT\aBDmEw!vzqﬁch:BBEJQomQcHJBCS(?Q?OU;\Kg&e:NWpSTcT
. * AL (%) ( Risk Level)
" ,
“\ * IEHEOBML X)L (H85E) (Destination Risk Level)
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I 5. Submitting the Application

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

l il 4
HSHIRTT - WEEM (Travel insurance/Study abroad insurance) W F OS5 L% (Name of study abroad/training program)
* MARR Status)
= J * HEE AR (Period of Stay)
REREHE SEABRYE B ORR B =
] *TUT (Area)
EHEF (Policy number) [ v

I *[E « 3 (Country/Region)

BMPOEABHE (Contact information during travel)
4 WIE®S (Phone number)

A 7% L (without hyphens) l

* X=IFFLZA (Email)

l |

* EH: AL (SHEH) ination Risk Level)

* B ORRAEMAML AL (585%) (Destination Infectious Disease Risk Level)

BHRSMEWURL (FETIMRCLEIL.)

ERR2UH% (Emergency contact in Japan) * WHRE (City)
* K% (Name)

I v
* E OB (Relationship)

* WEEES (Phone number)

NA 7% L (without hyphens) I

e | “Submit” button |

& B3 (Back) B> @il (Submit)

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

Power Apps | BB ZTL @

BMABBENE LT, (Request registered.)
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I Viewing and Editing Registered Information

I 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.

Power Apps | BAERSATL @

BAEM AT L

Online System for Overseas Travel Registration

Overseas Travel History

BB (OverseasTravelRequest)

EREE (OverseasTravelHistory)

F5A 1= = (Privacy Policy)

WERE (ReturnNotification)

I 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.

Power Apps | MBI Z2TL @

I B AT L

Pnline System for Overseas Travel Registration

HEF—REMO THEMA%) KA VAT, (Y BEANEBNTETT,

Click the 'Details/Edit’ button at the right end of each data to access the "Details/Edit' screen.

REHE i AEEH BRTO55 08 U7 5|
(Approval Status) (Faculty/School) (Purpose of travel) (Name of study abroad/training program) (Area)
EL T . ™ T+ —LEEE (Feld 77 N
(Unconfirmed) SIHFERPE reseurch) (hsia) #77
K (Approved) BEPEHERSE  SERAR Uoint research) a-bwn A
(Europe)
B (Rejected) BRFEEERTE  AEEE (Personal travel) ﬁ\:; P
& (Approved) BREPBHERSE 20t (Others) [
B (Approved) BAPEREREE 22 (Conference) FUTSATRER W hut
FEEL - . 7 - e (KT o Pk TRUnAY
(Unconfirmed) BRFBEERPE (¢ ) abroad/Training ¥ (North » (United 5t
K2 (Approved) BESBAERPE  BERE (Personal travel) a-0un Z
(Europe)
. " e B BHE (KPEAD) . I
K Goproved)  mApmEEAze 0 ORI - Ig#henglsh Camp (hsia) b
N . B BHE (KPR 4 1K (North 7R H
KB (Approved) MEPREENRSE Sty <brocdiing = World Scholars Study Program America) Unted
o 2]
& (Approved) BEPSEERSE BN (Personal travel) s ‘i’* (Horth FXUHE
merica) (Unit

4
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~ABE~

“Details / Edit” button

SEEMNEN

(Period of whole travel)

2025/11/24 ~ 2025/11/27
2025/11/22 ~ 2025/11/25
2025/9/27 ~ 2026/11/30
2025/7/10 ~ 2025/7/15
2025/6/5 ~ 2025/6/28
2025/4/1 ~ 2025/4/17
2025/3/11 ~ 2025/4/11
2025/1/8 ~ 2025/5/29
2024/1/10 ~ 2025/2/7
»
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| 3. Viewing / Editing Details

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

Power Apps | B ATL @

BRI X T L

Online System for Overseas Travel Registration

T — 2

* WEEHS (Phone number)

] * DA OERAEREL AL (HHHE) (Destination Infectious Disease Risk Level)
RiE. BRECEBEAREIHTED A

* A—ITFLZ (Email)

I BHRLMEURL (EETIMRLEE W)
fEREL AL 2 U EOIEADEMIIFRSET T, POEBT RS BELES5)E

KA RETT,
EHBESAIER (Emergency contact in Japan) HFOSHYO- KU S hEEBEEMEATL, RENALARRICRADS . i
P— EOFBEADHLTRZ, _ _
http h ruifefsites/soudansheet/SitePages/Topicl .
I ref=1Rweh=1/&chare =FWI o FATIARNM ALz ORArN-RIR INAMO-HIRC RGN X XnRie = WEAS
* EREEOME (Relationship)
T |

* WIE®S (Phone number)

W5

IRER (Return Notification)
+#HEB (Date of return) +ESEFIAAD b 571 (Other troubles during travel)
I B OMR I v ]
* AP OEIRTR (Health issues during travel) FSFIICH T BB (Details of your troubles)
~J
HKITRRICHT 358 (Details of your health issues) "Ed it” buttOI‘I
’ Lic £ 3TOFRADEMOBR (Any academic setbacks caused by health &
v

® Click “OK” on the popup message to return to the “Details / Edit” page.

HEErRRENELE. (Return
HNotification registened.)
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I 4. Cancelation of Travel

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

Power Apps | WHEIRZ AT L

BAER AT A
Online System for Overseas Travel Registration

BT8O LERIRER

& (Edit)

* [JpAWMETY,

“Cancel Travel” button

(* indicates a required field.)

BN (Go Travel) LA RIS

BA1%8 (Basic Information)
*REWE (Student ID)
bE101999%9

* &8 (Name)
FAb FEEE

* 119 (Gender)

I B (Male)

*£WAH (Date of birth)

| 2005104722

*4E (Year)

E

® When you click “Yes,” your travel will be shown as cancelled.

Power Apps | BHERZZT A

14 / 16

I By (Yes) I
 —

{Will you cancel the trip?)

*“FESRE (Faculty/School)
HELDEERLE

+WAANE (Academic advisor)
| permgEymiEn |

* AN A LT EL-A (Academic advisor's email address)

I miyawaki@nagasaki-uacjp ‘

* JUAAR=h##% (Passport number)
I 12345678910 ‘

* JUAAR= MM (Expiration date)
EXn ]

WAz (No)
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I Submitting a Return Notification

<> Submit your return notification promptly after your return.

I 1. Navigating to the “Return Notification” Page

® The following is the menu displayed after logging in.
® Click on the “Return Notification” button to proceed.

Power Apps | S ERZATL @

WM AT L

Online System for Overseas Travel Registration

WM (OverseasTravelRequest) WA (OverseasTravelHistory)

T (e, “Return
Notification”
button

FSANS— U2~ (Privacy Policy)

I 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.

Power Apps | BB XFL O

BHE 2T L

Online System for Overseas Travel Registration

@ Choose the relevant travel information.

PRI HEE BR7OISL% TuUr BEFEE HHa BEL~IL BRE LA SRR
(Faculty/Schoal Purpose of travel) (Name of study abroad/training program) (Area) (Country/Region) (City) (Risk level) (Infectious disease level) (Period of whole tra:
sEEREREE 7 vROE (Feld - TIT % Rug5Fva (Bangladesh) Hun 2 0 2026/1/7 ~ 202672
research) i~ (Asia) ¥
BEPHIEERRE HFEEAFE (Joint research) a-—av : F—=S2 K (Poland) DT 0 0 2025/11/24 ~ 2025/1
BECEFERFE  LEEA (Personal travel) TIT 2

A2 K227 (Indonesia) CrhlLg 2 0 2025/11/22 ~ 2025/1
>

(2 Enter return information
IEHFARBTT,

( indicates a required field.) l

1#ERE (Return Notification)

*HWER (Date of return) * KEFELUAD RS 7). (Other troubles during travel)
[ BHomr B | ( v

* BAROEMTER (Health issues during travel) FSFILICBIT B¥8 (Details of your troubles)

FEFRICHT 558 (Details of your health issues)

*EWFR. FITILICLBTVFRADETMOTR (Any academic setbacks caused by 5

-
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I 3. Registering the Return Notification

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

Power Apps | BV EMRZTL O

BB 2T L

Online System for Overseas Travel Registration

HMEBERHTIEMT —RICF T v IEANTLLEE L, (Please check the travel data for submitting the return notification.)

BAEH BNTOU L% Iu7? [HESSEE 2 BHA EERL AL BRIEL NI LSRG
(Faculty/School) (Purpose of travel) (Name of study abroad/training program) (Area) (Country/Region) (City) (Risk level) (Infectious disease level) (Period of whole tra'
mEyEsERpe 07 FBE Ged o TIT 4 Kyg57va (Bangladesh) Lyn 2 0 2026/1/7 ~ 2026/2)
research) v (Asia) ¥
0 BEYBHENSE  HEAR oint research) 3TIVL H=5VE (oland) TN 0 0 2025/11/24 ~ 20251
] BEPBFERFE  AEEM (Personal travel) TIT A {UK%F (indonesia) SvhLg 2 0 2025/11/22 ~ 2025/1
< >
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kIRBARBTT,
( indicates a required field.)

JRERE (Return Notification)

*#BEHE (Date of return) * EEFEUND R 5T (Other troubles during travel)
BHO®R 5] ] v ]
* BRFOEIBTE (Health issues during travel) FS7ILICBI Y BB (Details of your troubles)

FEFRICBI T B84 (Details of your health issues)

a“ Hv
Su bm It bUtton 3 TEFRAOZHOAE (Any ic setbacks caused by $
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® Click “OK” on the popup message to return to the menu screen.
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BEBHBRINELL, (Return
Notification registered.)
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