Guidance for AY 2023 TA Employment Procedures
for SIE Students (Start of employment: April 2023)

Students working as TAs from April 2023 are required to submit some documents by Friday, February
17, 2023. If you miss the deadline for submission, you may not be able to work from the first day of the
class. Please make sure to submit all required documents by the deadline.

Are you currently enrolled in the University of Tsukuba (UT) (i.e. have a student ID number and can sign in to your
Learning Management System (“Manaba”) account)?

How to submit Yes No
\

You can submit your employment documents and the work ﬁlease mail the designated documents or bring them directly\
schedules from “Manaba”. to our office.
https://www.ecloud.tsukuba.ac.jp/en/learning-management-

system-manaba Graduate Support

Academic Service Office for the Systems

Please complete self-registration for the course with ‘a”‘}' '”fc’{ma]f“Tm i”gb'”ee””g Area (3A201)

h r | r ink 13 1 ” n ml men niversity o SUKuUba
: N 'ngSt atio etx 3198859 and submit documents 1-1-1 Tennodal, Tsukuba, Ibaraki 305-8573

rom “Assignment” menu. Monday - Friday 9:00 AM - 12:15 PM, 1:15 PM - 5:00 PM
Please note that the documents to inform your individual number https://www.tsukuba.ac.jp/en/about/campus-

(“My number”) are not allowed to be submitted using Manaba. You &
must mail them or bring them directly to our office.

ccess/tsukuba-campus/3a.html

Documents to submit

Are you currently an undergraduate, master’s or research student who will be a new master’s or doctoral student
from April 2023 (and your student ID number will change from then on)?

No (My student ID number
will not change after April

Yes (I will newly enroll in master’s
or doctoral program in April 2023)

2023.)
W

Have you submitted the documents to inform your individual number
(“My number”) to UT before?
If you have been employed as a TA, RA or short-term employee before,
itis highly likely that you submitted them when you started the job.

Have you submitted the documents to inform
your individual number (“My number”) to UT
before? If you have been employed as a TA, RA

Yes No or short-term employee before (including the
(I have submitted it (I have never submitted gﬂgsﬁ{:gﬁ;qyaahri’ )I/tolus Sk\;agrl'yeydlﬁily}otgat you
toUT) it to UT.) '
V
. . , Yes No
Did you work at UT as a TA in AY2022? (I have submitted it (I have never submitted it
to UT.) to UT.)
Yes No
\Z \Z W \4

A B C

D E

On the next page, check what kind of documents students in your
group should submit.




Electro

Form -
Employment procedure No. | nicfile A B C D E
’ format
CV (for current students) 01 PDF 1 1 1 - -
CV (for new students) 02 PDF - - - 1 1
= Application for exemption
= for dependents of 03 PDF 1 1 1 1 1
i employment income earner
o
Ez_h Documents to inform your
= individual number (“My - - - - 1 - 1
g number”) —
®
@ | Work schedule 04 Excel 1 file per course
Photocopy of the . . . . .

) This document is required to be submitted by foreign
residence card (both - PDF q tudent Y &
sides) stuaents.

Payee Log in to “Payee Information, etc. Application system”
Application for payee Information, etc. - and input your information.
. . Aoplication * 1 https://fu-shinsei.sec.tsukuba.ac.jp/mng/mypage/login
information PP Students who are expected to enroll in April must complete
system this step by the end of April after enroliment.

- A video will be uploaded on a course page on manaba from April

Take TA training Course manaba 1st, 2023. Please be sure to take online course by April 12th.
- Failure to do so may prevent you from working as a TA.

— If you are a current student, please make sure to take INFOSS
information ethics course.

Take “INFOSS Information b — If you are a new student, please make sure to take such course after

Ethics Staff Course” manaba enrollment. Even if you were an undergraduate student of UT and will

enroll in a graduate school, you need to take INFOSS course after

enrollment.

*1: If you have submitted “Bank account registration form” in academic year 2022 and
there is a change on the information, you need to register your bank account information on
“Payee Information, etc. Application system”.

Also, if you were ONLY in charge of “Data Science” when you worked as a TA, you need to

v register your bank account information on “Payee Information, etc. Application system”.

B Documents to inform your individual number (“My number”)
You do NOT need to submit the following documents if you have submitted it to the University of Tsukuba before.

The documents () and @ must be submitted in a sealed envelope (See “How to Submit documents to inform your
individual number”). Write your name, program, contact information and the contents (the type of document you choose
to submit) on the surface of the envelope.

“My Number” related documents will not be accepted via Manaba. Please mail them or bring them directly to our office

@ Document to verify your individual number (“My number”)
Submit any of the following:
Photocopy of the individual number card (“My number card”) (both sides)
Photocopy of the individual number notification card (letter)
Photocopy of the resident record which lists your individual number (“My number”)

@ Identification document If you submit a photocopy of your individual number card, you do not need to provide identification.
If not, submit any of the following:

Photocopy of the driver’s license

Photocopy of the passport

Photocopy of the residence card

Photocopy of the special permanent resident certificate

If you are unable to provide any of the identification documents in the above list, please select and submit two documents
from the following:

*  Photocopy of the health insurance card

»  Photocopy of the pension handbook

* Photocopy of the resident record



February 8, 2023
How to Submit documents to inform your individual number (“My number”)

1. Print and fill out the form below, cut it along the blue dotted line, and paste it on the surface of an
envelope.

2. Put a document to verify your individual number (“My number”) and an identification document (if it is
required) in the envelope and seal it.

3. When submitting documents by mail, enclose the envelope together with other employment documents
(if any) in another larger envelope, and send it by registered mail to the following address below.

3A201, 1-1-1 Tennodai, Tsukuba, Ibaraki 305-8573

Graduate Support, Academic Service Office for the Systems and Information Engineering Area
r---------------l

HEEEANISHRTH

When bringing documents to
the Academic Service Office
(Graduate Support), you can
receive an envelope with the
information on the left printed
on it at the counter. Fill out the
required information, seal it and
submit it together with other
employment documents on the
spot.
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Place a tick in the appropriate
box.

OREERBEEERT/N-
#zREEE (Individual number
report form for application for
exemption for dependents of
employment income earner)
is required if you have a
spouse qualified for
withholding deduction, or
dependent relatives qualified
for deduction, and applying
for exemption for dependents
of employment income
earner. Most students do not
meet the requirements, but if

__________________________________________________
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_J Program: Degee Programs in Systems
and Information Engineering
Contact: 0X0-XXXX-XXXX
* Fill in your telephone number or email
address
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i (FHRH L TIZE0, ) applicable, please contact us
I individually at
I sysinfo.ta@un.tsukuba.ac.jp .
I

I l\%mjej%z—ana
1| |meers

N
I _ame Items other than the staff
I FrlE@ > number are required to be filled

Program in.
I | [ma=s
I £TH) Leave blank Sample

e Name in kana: vV 27/% &0

I QA@;%?ZD Name: Tsukuba Taro

L---------------‘
(This form fits to “&= 3 A" size (120 x 235 mm) envelope.)
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Form1 Sample

= A HIRE
2023 ) 2 M) 13 )

FHIMET — 2V TLIEE N, 1A, 58 L.
Please paste the photo of your student ID card here. L2 B1EMZEABRLL
/ . \ VEF,
BEOEILILERXOEETY , TLFToVY) Please enter the
AMLEZET HERKREBZA TS, starting date of

The green cells are selectable items. Select
the appropriate option from the pull-down list.

employment. If you
are employed after
May, the date will be

FTyoRYIREFROLEYEL TS, RS
For checkboxes, select as follows: \mon : /
O : $%ZL7%L Not applicable
hehrK4 . T4 Rl . FHh
Name in Katakana VoI I\F Sex % : Female Age 25
BEES : 2 A H
= - B ndI=]
R T305-8573 RIE
Address KFhmEKEEL-1-1
E-mail tsukuba.hanako.zz @ u.tsukuba.ac.jp
B3 EREAERTE ER
2
Type of Program Doctoral Program Grade
BELEMREEAR o
Obtained Datejf Master's 2020 & 3 A 25 H FALE Bt I
Do (Y) (M) (D) Master's Degree Master of
gree
FIRFAIPIR S ARRA £ A H
Starting Date of Research Fellowship for Young Scientists ) (M) (D)

ER#EIZEL

Will you work as any

— FRBIFREORALNELTNRHILE
BEAL  ALTLESLY,

assistal plagse fill in if you have passed the final
screening of JSPS Research Fellowship for

RIENOER &, FTRARRZE (BL2ME
BEERIGE) DA ERAL TZELY,
Only doctoral students (who have a Master's

No. | ...yqv‘égg?%% ?ﬁg@bﬁljgﬂ,ﬁ}gﬁelds surrounded by \young Scientists.
_ e dotted line. o
m et BHEFEA 4
Other tha CTwi 8 i i Working Month(s) A
O Z0#(RA%) HHEFEE
Other than TA, | will work as a RA (or any other type of empoyee). Working ;‘l@f':TA' RA- E,ﬁ,ﬁEFﬁ %T%ﬁl&k?‘:?;éﬁﬁ\
SNBBIBEANBESHRER (RUSTHER
BEEAMER (I —) BEEEORERRISOVDTRALTHEL, ERERELTVOGE. BEREETOILE
Have you submitted the documents to inform your individual number ("My number") to the University [EHYFERHA, ZEINSKEFIRIZEZLI-S
T BTH>TH, BREGFETT,
0 = @" G o You do NOT need to resubmit the documents to
No. I will submit the documents this time. inform your individual number if you have
B UAICREF (WD EALBTOERADORICIR—E LM EEAL T2 L submitted them to the University of Tsukuba
Yes. | have submitted the documents before as follows: before (including submission while enrolled in an
(1R (IR B (ERES)] ( O 7A
| have submitted them on... (Fill in the approximate time.) to be employed as... B 5S#ER Shortterm employee
( 2019 ﬂ-: 12 ﬁ I:'E } D Z D (RAZ) Others (e.g. RA)
(Y) (M)

#E SNEAZER, EEA—FOEEIE—FHTTEIE

Please note that foreign students are required to submit a copy of the residence card (both sides).
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JUHF . EF: , FH
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. g A
44 A B Date of Birth 2000 W) 5 ™ 2 D)

Nfgfe SR AED

- +305-8573 e
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BEES

090-1234-5678

Telephone Number
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DAY HRRREEA TS,

The green cells are selectable items. Select the
appropriate option from the pull-down list.

FrvIRYIRFTFRDESYELTEELY,

For checkboxes, ?ek?(ct as follows:
u.tsu

E-mail tsukuba.taro.zz @ uba.ac.jp
H— ;&%—e&l,-\—Net—a-ppheable—=
B% FE Brief History B : 829 % Applicable
2023 & 3 | mmrymremaTes TREET Graduated

£ UNE NS
University of Tsukuba

BT IEREFMIT S AT AEHR T FIHFTAE
Graduate School of Science and
Technology

1ERAZFE

2023 # 4 A

Y M = = (=] AL s St 3=
e M| (etammme) HaTEEMT0I5A 1st year enrollment
Master's Program in Policy and Plannning Sciences
BHEICES
FEEUREEAR N -
Obtained Date of Bachelor's 2003 # 3 A 55 B FLA Ft HEeTHF
Degree ) (M) (D) Bachelor's Degree Bachelor of
ELT2EIGERAB N
Obtained Date of Master's (%) (Ja) (EDI) —eﬁ"ﬁL% &x
Degree Master's Degree Master of

PRI R S RARG B

Starting Date of Research Fellowship for Young Scientists

& A H
(M) D)

\# FIRFANAEEOEANPNELTLSAILE
ERHRIZE A% $8kf ALTLESLY,
Wil you work as V/ﬁﬁwaﬂﬁ BIE. BT RMREEE e reses - Please fill in if you have passed the final
(BLZ2MBERGE) DARRAL TS screening of JSPS Research Fellowship for
O # |y, \young Scientists. )
No '~ Only doctoral students (who have a
B * Master's degree) should fill in the fields HEFER 4
ott-r surrounded by the dotted line. "), Working Month(s) Awm

0 0 (RA%)

Other than TA, | will work as a RA (or any other type of empoﬁ ).

/iﬁfl:TA- RA-FEHIE A CHRIERZFICHEASNSE \

BEEANER (AT BRERORERRICONVTREAL TS

Have you submitted the documents to inform your individual number ("My number") to th

O SHE. =

No. I will submit the documents this time.

Yes. | have submitted the documents before as follows:

(iR A

| have submitted them on... (Fill in the approximate time.)

B UEICRER (WD EAGBTOERDRRICIRHELE=ME

& A&
[ 2019 ) 12 ™ }
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to be employed as...

ALT

[CEANESHRSHE(RUVEGTHERER ZIRELTY
556 BEREIOIVERIHYFEEA. FHMLOKRFE
fRICEFZLI-BETHLoTH, BIREBIFIFETT,

You do NOT need to resubmit the documents to inform
your individual number if you have submitted them to the
University of Tsukuba before (including submission while
enrgl}g%{rl a§1 undergraduate program).

TA
B E#7EH Short-term employee

[0 Z0th (RA%) Others (e.g. RA)

4
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Please note that foreign students are required to submit a copy of the residence card (both sides).
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How to Create TA Work Schedule

& Flow of creating and submitting TA work schedule
Please create and submit the “TA work schedule” for each class that TA will work in AY 2023 according to the
following flow.

The instructors are asked to
give each TA the number(s) of
the job they are in charge of.

)
‘IIIIII»

The instructor and TA
should decide the
work plan together.

Please submit the work schedule by the due date.
(Whenever there is a change in the work schedule, please update
and resubmit the document.)

The list of job number will be
provided to instructors.

Graduate E—)

Support 1

®How to create a TA work schedule

1. Check the course information (e.g. annual working hours).
Please enter the job number in the “Job number” field at the top right of the Excel sheet. The course
information will be displayed. The job number will be given to each student through the instructor.

2. Enter the student information as of April 2023.
If the student will newly enroll in master’s/doctoral program in April 2023, “Student ID” field must be left blank.
“Program” is a field where you can enter the name of the program to which the student belongs as of April
2023. Do not write your student ID number or affiliation as an undergraduate or research student.

3. Enter the number of working hours in “daily working hours” fields for each scheduled working
day.
Please note the following rules:
- 1 period is counted as 1.5 hours.
- Working hours per day starts from 1 hour (in 0.5-hour increments).
- Maximum working hours per day is 7.5 hours. If you work for more than one class, make sure that the total
number of hours in all classes does not exceed the daily working hours limit.

#®Notes

® The TA attendance book is created based on the submitted work schedule. Therefore, if the work schedule
changes, you should immediately update and resubmit the document. Please make sure to enter the
“submission date” in the upper left so that we know when you submitted it.

® |[f the information displayed in the course information field (e.g. instructor, term, day and period) is out of
date, please notify us at sysinfo.ta@un.tsukuba.ac.jp immediately.

® The total of daily working hours from April to March must not exceed the “Annual working hours.” If the total
number of working hours you have entered exceeds the annual working hours your instructor has planned,
you will see “Exceeded” in red at the bottom right of the table.

® The schedule for working as RA or short-term employee and the schedule for working as TA must not
overlap.

4How to submit

If you are currently enrolled in the University of Tsukuba (UT) (i.e. have a student ID number and can sign in
to your Learning Management System (“Manaba”) account), you can submit the TA work schedules and other
employment documents online at https://www.ecloud.tsukuba.ac.jp/en/learning-management-system-
manaba. Please complete self-registration for the course with the registration key “3198859” and submit
documents from “Assignment” menu.

If not, please mail the designated documents or bring them directly to the Academic Service Office for the
Systems and Information Engineering Area (Graduate Support).

Contact us:
Graduate Support, Academic Service Office for the Systems and Information Engineering Area (3A201)
Monday - Friday 9:00 AM - 12:15 PM, 1:15 PM - 5:00 PM 029-853-5251 | sysinfo.ta@un.tsukuba.ac.jp
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