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How to use this manual

This manual explains how to use the TSUMUGI entry form for usage reports.

When reading this manual in PDF form, you can click on the information you wish to access in the
table of contents to go directly to that section. You can also search by keyword to find the

information you need.

<Please use the most recent version of this manual >

Changes and upgrades will be made to the TSUMUGI entry form in the future. This will also
necessitate changes to this manual, so please make sure that you have the most recent version at
hand.

You can access the latest version on the TSUMUGI menu, under “Related materials.”



1 Filing a Usage Report

1-1 Submission Process, Types of Accounts

Usage reports will be compiled by educational institutions participating in a sample survey (hereafter
referred to as “participating institutions”), and submitted to SARTRAS by those institutions’

founding organizations, including boards of education and school corporations (hereafter referred to

as “founding organizations”).
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[ ) 9 (] - . Founding

-'- - organization’s account SARTRAS
(education and school
corporations)
Filer’s account Educational

(teachers and

institution’s account
other personnel)

See next page for
details on each
type of account

* Instructors and other personnel at each institution will share a single filer’s account, but individual

users can be created within that account.



@ |Filer’s account]

*This type of account is shared by the instructors and other personnel at each educational

institution.
*Fill in the information for your usage report and submit it to your educational institution.
- Instructors and other personnel at each institution will share a single filer’s account, but

individual users can be created within that account.

*Main procedures:[ Create users ] [ File reports ] [ Submit ]

e Compilation

) |Acc0unt for educational instituti0n|

* Educational institutions use this type of account to compile usage reports.

*Use this account to confirm and approve usage reports submitted by instructors and
others from a filer’s account, and then submit those reports to the relevant founding
organization (It is also possible to file new usage reports from this type of account and
submit them to founding organizations).

*One account is issued to each participating institution, to be used by the relevant

personnel in charge.

*Unlike a filer’s account, individual users cannot be created within this type of account.

*Users in filer’s accounts can be managed from this type of account.

*Main procedures: [F ile reports] [Export to Excel] [ Approve (Submit)] [ Return ]

[User management ] [ Edit personnel in charge ]

@ Final Submission

©) |Acc0unt for founding organizationl

*Founding organizations use this type of account to compile usage reports submitted by
the educational institutions under their jurisdiction.

*Use this account to confirm and approve those reports, and submit them to SATRAS (It
is also possible to file new usage reports from this type of account and submit them to
SARTRAS).

*One account is issued to each founding organization.

*Unlike a filer’s account, individual users cannot be created within this type of account.

*Main procedures: [F ile reports] [Export to Excel][Approve (Submit)] [ Return ]

[ Register, edit personnel in charge at educational institutions ]

[ Register, edit personnel in charge at founding organizations ]

w Submitting a report from a filer’s or educational institution’s account does NOT complete its
submission to SARTRAS. Please ensure that a report’s final submission takes place from a

founding organization’s account.




1-2 Entry fields for usage reports

Many copyrighted works such as text, illustrations, photographs, music and video are carried in
various media, including books and other publications, CDs, DVDS, broadcasts and the internet. To
ensure that copyright holders are properly identified and compensated when their works are used,
two types of information are needed: 1) information on the source from which the material was

obtained and 2) information specifying the material.

The process of inputting information into the TSUMUGI form involves the following basic steps. As
you select various options within the form, input fields for the necessary information will be

displayed. Please enter the information, referring to the explanatory guide displayed on the screen.

Step 1 Basic information on the class for which you transmitted copyrighted material (—P.25)
Step 2 Information on where you obtained the copyrighted material you transmitted (—P.26)

Step 3 Information specifying the copyrighted material you transmitted (—P.30)

You will primarily enter the following kind of information. You can use the memo section at

the end of this manual to keep track of these facts.

% Please note: The following items are only examples of the main information needed to file a usage
report. If possible, please have the media from which you obtained the copyrighted material on hand

for your reference when entering information into the TSUMUGTI form.




To ensure that copyright holders are properly identified and compensated when their works are used,
two types of information are needed: 1) information on the source from which the material was
obtained and 2) information specifying the material.

% Please enter the following kind of information on the actual entry screen. If possible, please have

the media you used on hand for your reference when entering information into the form.

4 ™)
@ Information regarding the source of copyrighted material

4 N\ ( )
Book . Za\ Education ministry-certified
ook, magazine, etc. ﬁ Textbook, Teacher’s Manual
-Title *ISBN + Textbook number
*Publisher (13-digit number starting with (For teacher’s manuals, enter the number of the
Release “978”) corresponding textbook)
% Entering the ISBN will sometimes bring up other % Other non-certified teaching materials (such as supplementary
L information for a publication. ) l readers and teaching materials) should be treated as books.
e N\ w B
Jb Music @ Video DVD, Blu-ray, etc.
« Title of album, single, etc. -Creator of images
- Creator (Record company, etc.) -Title
* Catalog number for CD -Number of subtitles, episodes
. (Code containing 4 letters and 4-5 numbers) VAR y
4 N\ N
(O) i m= Newspaper
A TV, Radio Broadcast m= wspap
=l
- Station name -Date of broadcast *Name
+Program name * Date of issue
*Number of subtitles, episodes *Website, etc. for digital versions
. J U J
( N\ ( )
E Past test questions |= Booklet, pamphlet, etc.
+Name of creating school, organization ]
+Name of test ) P‘_Jb“Sher
«Year, number of times conducted *Title or summary
-Subject or field *Release date
J U

_
4
@ Internet

+Direct link (URL) to copyrighted material that was used

\ & J
é )

® Entry fields for copyrighted works

* Type of copyrighted work (text, illustration, photograph, music, video, etc.)
*Name of copyrighted work
+ Location within media (page numbers, etc.)




2 How to Log In

2-1 Access TSUMUGI

You can access the TSUMUGI guidance page in any of the following ways.

1) Via the SARTRAS official website
Search online for SARTRAS, and access the official website. From either the “For founding
organizations” or “For teaching personnel” tab on the menu, choose “TSUMUGI usage report

form.”

2) Directly via URL
You can access TSUMUGI via the URL below. Clicking on the link in the PDF version of this
manual will also take you to the site.

https://sartras.or.jp/tsumugi/

3)Via QR code
If using a tablet or other device capable of reading QR codes, you can access the site via the code

below.



https://sartras.or.jp/tsumugi/

2-2 Log in

1. Upon accessing the TSUMUGI guidance page, you will see the following screen. Click on the
“Account for founding organization” box at the left of the screen to proceed to the log-in page.

% Note: You cannot log in to your account from the wrong type of log-in page.

EABRLLEE  RREOBA  AAOHA  WHEOHA  HIEAPE  SARTRASEOWT  BSmEt

SARTRAS AREHET Su

FIFAREEA T4 — A (TSUMUGI)

AHOME f WRBEHRAT AL (TSUMU

FIFEEOAS - R - R AT, FRRSEHEOWERT A — A [TSUMUGT (D8] | Bafia T & &y,

MROUARELTOBESOTBEEFENG, TNTHAESCHELDI A /AT FPERTL CSIFTOC, THTNOLIA Lri—TED

HIRDSA. OT7 LTS

AENEEEE HENE BEHE
TmkE TEYE ANE
(R) (&)
NE|LOBERE (WESRE. FLIAF) 000 AREICE THRESEDREE DT LWL AFRCHLTHABEOANEVREST (BR
I CEEASOILLLTIER TBYERE. TSEAMSOSMLLTLIERN. F BISEHEOIALLTLERL,

2. Upon proceeding to the log-in page, you will see the following screen.

Enter the ID and password you received from SARTRAS to log in.

SARTRAS

FIFRE AT T — LTSUMUG
FEANEEE BUER
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3 Screen Layout

3-1 Top page (list of usage reports)

@D SARTRAS Q@uman
govvan ] e o ] msen | sane RGN
250072
AF-HRQ PERBIEEEST v > BERE TAT v
AT BEREY AF-@ "o PR
==
A -
@ jingupsadcial TP
: -“.!N ¥ &n-+
m- = = =

@O Menu

*Register new report

CHT AL ES%)

Edit saved report

EXNHRE)

*Management of
educational
institutions

HEREER)

List of usage reports

(FIAHE—R)

+Related materials

(BEEER)

@ List of usage reports

File a new usage report here. (—P.24)

Usage reports on which you saved your progress can be edited here.
(—P31)

Procedures including confirmation of educational institutions, as well
as the registration of and edits to personnel in charge at educational
institutions, can be conducted here. (—P.12).

If no copyrighted materials requiring a usage report are used during
the target period, you can also report that here. (—P.22]

This is the top page of the TSUMUGI form. See (2) below for more
details.

This is a link to information about usage reports on the SARTRAS
official website. You can access the latest versions of such documents
as the “Guide to Filing a Usage Report” and this manual there.

All usage reports submitted from an educational institution’s account can be viewed here (—P.14)

and usage reports can be approved (submitted) or returned from this screen (—P.16]. Also,

individual usage reports can be confirmed, edited (—P.17) and copied (—P.18) here.
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3-2 Screen for filing usage report (Register new report, etc.)

JA_RTR_A_S [QEL T
pe— Fnes S5 | seamee | meanc RO
EEOEEREEeTE o 8
@® @
BERBOAN BEAOERR
STEP2 Bifi - ADWBWEANL CLEELY
"‘;] ¥ : o ISBN— |
BUTIRSERSUTCEARERINTT. )\ IV RUTHTOHTAALEE, [}
[ o | "
ISBN 978-X-XXX-XXXXXX-X
=RzED
w2 wEsEm
REFAHED
BHRELTHTL. REISRRA/MMARHTEIRECRFTYIRANTLEAL,
=HED
e .
DR B SRR I

oo

@ Entry fields will be displayed for the information needed to specify copyrighted material and the

source from which it was obtained. [(—P.6)

@ Explanatory guides for the entry fields described in (1) will be displayed as necessary (however,

some screens will not have guides). Please refer to them when entering information.




12

4 Basic Operations

4-]1 Register personnel

4-1-1 Register personnel in charge at founding organization

Follow the steps below to register the personnel in charge at founding organizations. SARTRAS or
the outsourcing company Public Opinion Research Center (EEZa%}221734Y) may use the registered

information to contact personnel.

<Procedure >
1. Click the “Settings (%7€ )” button at the top right of the screen.

S EEAMK

l

TPk

SARTRA

s WEnpEE | AAEs—% | AennER | oeEs o

2. Fill in the relevant information on the “Personnel in charge at founding organizations (3%

BEEHYE)” screen.

wma

BEECHIIHARSOBUEEERLUTIEZL.
BUENEBCROBEAREEDDR, [RF] BRUTIEZL.

AT~ FEEE»
A — WEFIRRE
BEEL
FEREA
RESEYSZED
ERERESS ED

BEEA-ILT FLZ €D

*Name <Phone number ‘:Email address

3. Click “Save (£#7%)” to complete the process.

w [f the personnel in charge change, please edit this information immediately.

w- Email notification

Email notifications that usage reports requiring confirmation have arrived can be received on a
regular basis. Notifications are turned off in the initial default settings, so if you would like to

receive notification emails, please change the settings as described on Page 32.
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4-1-2 Register personnel in charge at educational institutions

Follow the steps below to register the personnel in charge at educational institutions. SARTRAS or
the outsourcing company Public Opinion Research Center (EZaF} 174 ) may use the registered

information to contact personnel.

<Procedure >
1. Click the “Manage educational institutions (Z(EHEEEE ) button in the menu.

QU

SARTRAS
nsnae o B
BE For

2. From the list of educational institutions, click on the “Personnel in charge at educational

institution (Z{BEEERIE 245 ) button displayed on the right.

RERRRN EAME FHERORER
] AR L
224 kR

aFEmC
2035ETH kD

aaEan] FRERE AL

3. From the “Personnel in charge at educational institution (BB EREHH )" screen, fill in

the necessary information.

BERMENE ELELED

WEERIEES €D

W5 LT FLA BB

*Name <Phone number :Email address

4. Click “Save (f£7)” to complete the procedure.

X Repeat Steps 1 through 4 to input information for additional educational institutions.

= [f the personnel in charge change, please edit this information immediately. Please note that
the registered information can also be modified from an educational institution’s account. In
either case, changes will automatically be reflected in the other type of account as well.

= We will send information on the TSUMUGI account to be used at each educational

institution to the registered email address of the personnel in charge at that institution.
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4-2 Confirm usage reports submitted by an educational institution

A list of usage reports submitted by educational institution’s account will be displayed on the top

screen. (If no reports have been submitted, nothing will be displayed.)

SARTRAS

SARTRAS @umiat | I I I

~ DD D s O R o

sz

: [T
R AR e ] ma
ms WS oy [0z [ ce ] oo econ]

v S e (= [ e= e —recon]
B o (e Jue o iom

A If no reports have been registered,
nothing will be displayed.

LBl P ANTHN

@ Filter
You can display reports according to such parameters as status and the schools that submitted them.

@ Overview of usage report

— EfEEEERF EREREILAZS e s — 11— S e
O e amex EMERLOY oo

Each copyrighted material that has been registered will be displayed on a single line.

*Click on the “Confirm (Fg2)” button to confirm the registered content of each report.

- Click on the “Edit (§&£€)” button to edit that report.(—P.17)

- Click the “Use as original (It —37t.& UCH]F)” button to copy part of a registered usage report

and use it to create another report. (—P.18)

* Information on different copyrighted materials that were used in the same class and taken from
the same source can be filed together on the same screen (—P.30]. In the list of usage reports,
however, each copyrighted work will be displayed on its own line.

% Up to 10 usage reports are listed at a time on the screen, with the newest coming first. To see

older reports, click on the arrow at the bottom right to proceed to the next page of the list.

@ Buttons for various operations
The following procedures can be performed by checking the box next to a usage report (multiple
reports can be selected at once).
"Delete (HkR)”
-“Edit class information and copy (IZEFHmEME LTI —)” (-P18)
-“Approve (ZgR)”, “Return (Z&R)” (—P.16)
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w Export usage report data as Excel-compatible file
Click on the “Export as Excel file (Excel 77-7)L"CH{F7)” button (1) in the illustration
below) to export a file viewable in Excel. If you discover that changes need to be made to
a usage report, you can take advantage of the serial code search function described in the
next section.
% TSUMUGI does not have a function to load changes to such exported files into usage

reports.

w Serial code search
Each usage report is assigned a unique serial code.
You can use the “Serial code search (V) 7))L —R#&38)” button ((2) in the illustration

below) to display only reports with certain codes.

% To search for multiple serial codes at the same time, hit “Enter” after each code to

input them on separate lines.

(QrumamuEnit
SARTRAS

FUFRREES A J1 o1 — ATSUMUGH

®E OIFIH

AT—HR BEHMRESEET v > BEEH 9T

O ssse AF-ERTEN  AS EEROEY  EEIOSN =mEm

D T R

[ EeRTEE HEeE wEoRkEEE
;ﬁw"_yig:q 2% =E A fj:[ﬂ[_!gz%‘z& vF o=

EEERILALT

FEREE PE N
e, ELEY e %z o=

S

SUTILO- FiEF

To search for

UZILI-FEANLT MERI ERTE. METIHER
=

LO- FERRT 2B, RTLEIXTRIT multiple Serial

AnL

qihoopacs codes at once,

qawsedriigyhujikclpgavse
qawsedrfigyhuiikolpgawse

#LUPILI-FaE, HBREES BN Y TN EROXTH 14 <6 L3
o L3 f3. F s TEh: DT hlt Enter

after each code

to input them

on separate

lines.
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4-3 Approve, return usage reports submitted by an educational institution

Please confirm and approve usage reports that have been submitted.

Usage reports submitted by educational institution’s account are displayed with the status of
“Awaiting approval by founding organization (¥{ B FERE% EE ML H).” Once approved through
the following procedures, their status will change to “Awaiting approval by SARTRAS (SARTRAS
).

If a report is deficient in some way, you can return it to the educational institution and request

changes.

<Procedure >
1. Chose report to be approved or returned
Check the box at top left to select all the usage reports (you can use the toggle switch to
change between selecting just the reports displayed on the current page or also selecting
the reports on the following pages). To select individual reports, check the box to the left

of each relevant report.

Jj Toggle switch controlling range of selection

®
Ems AT BERAS AT BREROSH  EEIOHH mmma .
MEOMEEEE] 1 _ Do LA=—FA B (22-Ty - ) _
25, . Rod b PEFARSD ﬂ m JE-TELTHA

2. Click “Approve (#E2)” or “Return (ZJR)” at the bottom right of the screen.

i - T ] o] [imety

o Fxcel D P ILTHTT

3. Click “Approve (&R )” or “Return (Z£&)” on the displayed screen to complete the

procedure.

== Once a report is approved, its status will change to “Awaiting approval by SARTRAS
(SARTRAS FEZRIFA)” and its submission to SARTRAS will be complete.

w= TSUMUGI does not notify educational institutions each time a usage report is returned
(only the notification process described on Page 32 of this manual is implemented).

Please inform the relevant institution when a report is returned.
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4-4 Edit a usage report submitted by an educational institution

Click the “Edit (##%€)” button to the right of a usage report to edit that report.

<Procedure >
1. Clicking “Edit” will bring up the Step 1 screen (—P.25) for entering information about
the relevant class. Click “Next (ZX“\)” to proceed to the screen you wish to edit and
change the information as necessary.

X If vou change such information as the category or genre of a copyrighted work on

the Step 2 screen (—P.26], the other information that you previously entered on the

Step 2 and later screens will no longer be reflected there. If you are changing Step 2

information, please reenter other information as well from that point on.

2. After you have made all your changes, click “Register (Z#%)” on the final screen.
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4-5 Copy a usage report submitted by an educational institution

You can copy part of a registered usage report and use it to create another report.

(D Register use of exactly the same copyrighted material in different class

Example: The same copyrighted material from the same book is used in a different class

@ Register new report regarding use of different source and different copyrighted
material for the same class

Example: Different copyrighted material from a different book is used in the same class

@ Register new report regarding use of different copyrighted material for same class and
from same source

Example: Different copyrighted material from the same book is used in the same class




(D Register use of exactly the same copyrighted material in different class

<Procedure >
1. Choose the usage report you want to copy.
Check the box at top left to select all the usage reports (you can use the toggle switch to
change between selecting just the reports displayed on the current page or also selecting
the reports on the following pages). To select individual reports, check the box to the left

of each relevant report

[] Toggle switch controlling range of selection

I

[ #=mse AF-BERAR  AF-RPEROZT  BEnosd EEnsm SUPILD-Fa

— HOmMEIERI Do LA=—F BE (22-Dy — o
—oEEas. ®E b HEFARSE. m ﬁ B AWl 649527a1aee7412b57 11699

2. Click on “Edit class information and copy (fZ3F# & #m&E L CIL'—)” at the bottom

right of the screen.

T on = e 1® =

3. Enter the relevant information about the class on the screen that is displayed.

REEREEELTIE—

ERLEHAESOEFREETEERLT. JE-LFT.
BRER

o, EEMESE e

FEEESO AN ED
SR LB E BN OER TRESNIES Dk, EMEROE
ARABTTAANEEZTET,

4. Click on “Copy and create (¥ —UTHERK)” to register a new report.
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@ Register new report regarding use of different source and different copyrighted

material for the same class

<Procedure >

1. Click on “Use as original (It'—7t& UCHI)” to bring up the screen to select how

much of a report you will copy (multiple reports cannot be copied at the same time).

SE- &

— EfEERER T SEEFILALT
— F0. -2 [E.

HF-NE (= BmEES AW el | 40526112074 2b57 1fade

2. Choose “Copy Step 17 on the lefthand side of the screen and click “Go to input screen (A
FIEEN).”

O —9 SSTEPDIRIR

EE5HEIUyILTERRLT RN,

STEP1ZIE—
: FEsIATR
;lT:E:;& FERA

STEP2 AF - SBETHE
7l FES A L TPELWER]

STEPZ: AIALIEAR
Bl defrERE BEXCONT)

STEPRIE—AOBRLERT 0T, ANEERTIFT.
STEP2. STEPSOHZ AL, FL CHIBRS A L&
.

STEP1, STEP2ZIE—

STEP?: IE5EIR

ik SR 2P E 324 COPY|
STEP2: AT - LRI

Bl BIES( BJL = LOEE] COPY]|

sTeRz: FIRILTZHE
Bl HEBERE [BERCDVT]

STEP1. STEP2IFIE —DERERMT ZOT. ANEEETS
ET. STEPISMATANVEES, HUCABRERELLET.

3. The class information will be copied, and you will input new information from Step 2

(—P.26].

ERARDAT) AERORR

STEP2 IXRLIEEFMOAF - BHETERRL CLES

ROWNHDAT,
(A

ARURSRARELT NS

4. Once you have filled in all the necessary information, click the “Register (Z#%)” button

on the final screen to complete the registration.
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(3 Register new report regarding use of different copyrighted material for same class and

from same source

<Procedure >
1. Click on “Use as original (It'—7t& UCHI)” to bring up the screen to select how

much of a report you will copy (multiple reports cannot be copied at the same time).

— EEERER 2% EREREIV ALY - P o
= EE- = e = HFEE e AV el F1052611ace74ff2b57 1fade

2. Choose “Copy Step 1 and Step 2” at the righthand side of the screen and click “Go to
input screen (AJJEIHE/N).”

O —9 SSTEPDIEIR
E55HESUVOILTEBRLTEZL,

STEP1ZOE— STEP1. STEP2ZIE—
- IREEATR ERER

STEP2: AF - BETIRE STEP2: AT - SHILIAE
7l #ESA BIL TPELVER] Bl B A P TPE LOER]

STEP3: AL EHE

B HRISE [BEKIZDNTI g e

B HIfERE, TBERICDONT]

STEPZ DL —TOBEEERT ZOT, ANEERTIET.
STEP2. STEPSOBZANLES, L CHIBBES A L&
¥,

STEP1. STEP2IZTIE—TDEREWAT ZOT. ANEEHATE
FT. STEPIDHFTANVEES, HULHBRSEERLET.

3. Class information and information on the source of the copyrighted material will be

copied, and you will enter new information from Step 3.(—P.30)

IR DA inRoLER BiFiERDA)
STEP3 IAE L BIFIDEH/EI DT DAALTIZEW

BgOVD - 1% » bl
1 FIE Lo E
Sy HDEREES THmn S A BRI, iR
st T000000) &L TRELS A
FERER WE, TREROESD) JEEL,
] - BERSS05~ 1RS R 02 3010 T0050:00~
011030
FIRLZSD E ) A T~ T

DT

Lol T R T | * o HENOOI L THNS TR

BEULBEE AN A0, @

i CFvTFv—) R

4. Once you have filled in all the necessary information, click the “Register (Z#%)” button

on the final screen to complete the registration.
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4-6 When no material requiring a report has been used

If no copyrighted materials requiring a usage report were used within the target period, accounts for

founding organizations can be used to notify SARTRAS of that fact.

= Please consult the “Guide to Filing a Usage Report” regarding the use of copyrighted materials

that require a report.

<Procedure >

1. Click “Manage educational institutions (BB HEEEEEE)” in the menu.

RRTRAS (OF it
I — mrze | E2ppRs | ApEs—R | sEspEE msENc @ 71%
BE 0J7

2. In the list of educational institutions, confirm the name of the educational institution that
did not use materials requiring a report.

3. Click the “No usage requiring a report (¥g&5 X+ DFFH72 L) button to the right of the

educational institution’s name.

BERRA wE, HDHORES

202438 HEHA FARL
20045838 AEMEE o
20045538 BEEEC o
202578 FERED o
20244838 HTHEE ARRL ==

4. Click the “Report (¥R%53 %) button on the confirmation screen to complete the
procedure.
% Repeat Steps 1 through 4 to report that additional educational institutions did not use

materials requiring a usage report.

w]f a usage report is approved after a founding organization has reported there was no use of

any relevant materials, the report of non-usage will be automatically deleted.
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5 Register New Usage Report

Click on “Register new report (F7#iE#%)” from the menu at the top of the screen to begin filing

your report.

(&) EHA

SARTRAS S B
AR 1174 - LTEAND e | BEHORE | AAgRS—R | AERNEE | pmeEs o

The process of inputting information into the TSUMUGI form involves the following basic steps. As
you select various options within the form, input fields for the necessary information will be

displayed. Please enter the information, referring to the explanatory guide displayed on the screen.

Step 1 Basic information on the class for which you transmitted copyrighted material (—P.25]
Step 2 Information on where you obtained the copyrighted material (—P.26)

Step 3 Information specifying the copyrighted material you transmitted (—P.30)
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5-1 Step 1 (Basic information on the class for which you transmitted copyrighted material)

Enter the following information about the class for which you transmitted the material.

-Subject, class name, etc. (B F}, ZERIHER)

-Class year (£4F)
-Number of registered students, others. (JBIE&EFD AE)
.
STEP) B 5 15 > TR OABHE AN L € < TEA L
" “M. 5560
—

w Number of registered students
If copyrighted material was transmitted for multiple classes, please enter the total number of
students.
Example:If the same material is transmitted to 30 students in the No. 1 first-year class, and
to 35 students in the No. 2 first-year class, please enter 65 for the number of

students.
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5-2 Step 2 (Information on where you obtained the copyrighted material)

Provide information on where you acquired the copyrighted material, in the following order.
1. Category

ERAEDAT ABETER

5= R
STEP2 ISR L= BEFMOATF - BRTEEIRL T LS00

ARLLERAEBLT R,
@i.
ETmAmERRESTS
o T pfipets. mnuEon
mm gl RN, ERBNFSIIL .
nam
[+ -] TR~
n ax --MD =l

(e pre.sz | Armwws g-gur | [(FEE7
o ]

@__._..'.._\_

WEECEEOS R - W - WN - TREE, UFLS ARSEAS - AELTESL LSS S5RE
& il FATS xﬂ (oon. maw) B
o ae

Choose from the following options and click “Next (R/\).”

(“Book (E- X&) Magazine (#£5E) N

*Newspaper * Authorized textbook
(CiEi)) (REHRIE)

* Teacher’s manual and accompanying teaching - Teaching materials including
materials, digital textbook for instructors supplementary readers and
FETRIEEE RO DN EEAM, 88 H supplementary teaching
BT YOVERIE) materials

(BIFRA, BB F DHEAH)

* Copyrighted work, etc. on the internet *Music
(18— b LOEEMELM) (FH)

*Video DVD *Blu-ray, etc. *Broadcast (TV, radio)

(% DVD - 7N —L1%) (BG% TLE-5U7)
*Cable broadcast (Cable TV, cable radio) *Booklet, pamphlet, etc.
(BRRB0E r—7 VT LE - BRI IT) (T X7V REE)
S Questions from past tests GEZEDFAERRTE) D,

Regarding the transmission of teachers, students or others’ real-time or recorded
performances, including dancing, acting, playing musical instruments or singing, choose

one of the orange-colored options at the very bottom.

- Pre-existing choreography (Dance, etc.) (BEFEDIRV T (X2 2A%E))
- Pre-existing script (Acting, etc.) (BEfEDE A (JEEISE))
* Pre-existing music (Playing musical instruments, singing, etc.)

(B DRl (B, )
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2. Genre

Options relevant to the category you selected will be displayed. Choose the most appropriate
option, and click “Next (ZR/\).”
% As shown in the illustration below, further options will be displayed depending on

the genre you choose.

BEREEOAN HBERTORR EATIEROA.
STEP2 fiiE (LB - 5 =7) O JLEmiBERL C <20

NHKforschoc b NHKforschool

A Select genre (Example: Broadcast (TV, radio)

3. Information to identify the source of the material

Items relevant to the genre selected in Step 2 will be displayed. Fill them in, using as a
reference the guide displayed on the right side of the screen, which includes explanations of

each item.

o— ——©
{BRIERDAS BT OEIR BIFEROAN
STEP2 BGE (FLE « S4) DEREADLTIEZL

HiEmE Em

HIGq P, i

B B

HEL, FHLED

BT L, EAED

RMBEIE 7L ECANLERL,
HEFAE £
yyyyfmm/ddmBEE T AN FEZL () £ 2023/04/01) o S SRVBEIRR TRB) SOANCEZL,

A Information to specify source (Example: Broadcast (TV, radio)

When you have completed this section, click “Next (X/\).”

w[nformation needed to correctly identify the rights holders to whom compensation will be

paid is marked as “required.” However, please also fill in non-required fields to the best of

your knowledge.
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(Reference) Assistance entering information on source of material

w Example involving book, magazine, etc. (ISBN code)
If you enter the 13-digit ISBN code for books, magazines and other works (found in locations
including the back cover), the relevant bibliographic information will be automatically
entered.
ISBN codes are extremely useful for identifying copyrighted works, so please take advantage

of this function.

[ERERDOIN ARADER
STEP2 il - AOBHEZ AN LT ZEN

m

. ISBNT1— |
ELT2ERRESU T CHSERENET. )\ J L LEEROHIT AN EE LN ||||||||H|‘|||. Enter ISBN COde and C|IC|(
[ @ —————m
1SBN 978-X-XXX-XXXXXX-X “Search = _”
Eat e i (BMATIA0N ORET (*ﬁi)

0 HOER ST
n '
1 2 97845022933

b )

25 ®E5ED

Bibliographic information

FfTEA0 ED

is displayed automatically.

FHWE LTEEL. MEE2RIBABHTEIBSCEF I Y IRANT IEAL,

B4E

D ED D AEREFIA
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= Example involving authorized textbook, teacher’s manual, etc. (textbook number

HHEES))

If you enter the textbook number for an authorized textbook, teacher’s manual or other

material (found in locations including the cover and colophon), information about the

book will be automatically entered.
RE EFE 101
104 FHF 21 030
7 FEH HC 018

Examples: 2

o——— —©
HEREDOAN 15EL T OER EVEIMARERD AN
STEP2 HETFIEEERUEZDOMEHM. HEEA>Y)LENEORHREA
ALTLEEN
o] REHET DO BIE > BORIRES (SESF) > HR - ROVERES

BwrEMEES,rSabAn
HIRHESEANT S, WIS, BRASLFIFFT 502U T SRTENSH TS - BBA2NE
o

BTHRNEESHSEH
AN

RITEES FATE R BRITS HHBES
o=
2 = (154 101
IR SR RO T
| webggs om)
s BEE [FIR) ECAN< R,
2HBER101
prEAEE B0
F22
2l )
IR
e ]
1
i €D
bt mzes
FEREE
a4 B0
BIESLL T~k
ERE0Y T YA R HIAE ED

e

1 -2 W (A 101
104 8661 81 030
7 ERBC 018

¥
=
u

IREHFE
BT BN
EROFEEET

A HP L

Enter textbook number
#HRIEES) and click
“Search (FRER).”

ERCEALLPF TN BE
BEE L OBRFFEIAN LS

RENRES

IEEEOYI 51 ML
tZed
OO#. OORKLY DTG b
IPBHEEAN CEE

Relevant information is

displayed automatically.




30

5-3 Step 3 (Information specifying the copyrighted material you transmitted)

1. Fill in the information, following the guidance on the screen.

Use the guide displayed at the righthand side of the screen, which includes explanations of

each item as a reference. When you are finished, click “Next (X/\).”

BRARD A, L LSt WMD)
STEP3 X (R L= EFMOBHEI DT OANLTLLEEL
1 mnE (
=D
13
s
2 1ept> WY &
RS
CCY on ] eSO - S
-
- EDIA | He
8 —
.
s
[ yrw

(1) Boxes for entering information

(2) “Add GEfH)” button
If you have used multiple copyrighted materials from the same source in the same class,
you can report them all at once on this screen. Click “Add (GB/)” at the bottom right of
the screen to bring up the necessary boxes for entering information.

(3) “Remove (HIER)” button
If you mistakenly add boxes, click “Remove (HIFR)” to delete them.

w[nformation needed to correctly identify the rights holders to whom compensation will be paid

is marked as “required.” However, please also fill in non-required fields to the best of your

knowledge.
w You can use the memo section at the end of this manual to keep track of the works that you
publicly transmitted in class. This will be useful in such situations as filing multiple usage

reports at a later date.

2. A confirmation screen will be displayed. After checking the accuracy of the information you have

entered, click “Register (E#%)” to complete the registration.
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5-4 Suspend registration of new usage report, resume at later time

Beginning with the Step 2 screen [(—P.26) to enter information regarding the source of copyrighted
material, a “Save progress (& XM} {R7E)” button will be displayed at the bottom right of the
screen. Use this button when you need to stop entering information partway through.

% Caution: Should you close a usage report screen or move to another screen without saving your

progress, your input will be lost and the screen will reset.

EREEDAN 1BETORR EFEROAD
STEP2 Tif - ADBME AN LTI ZEWN

=T 20boEE T i R R

ISBNZ1— =

1SBNT— I

PRLTEEEEROUT CEMRRENET, N\ D BLTHFOBTAN S 00

_ IT(2104T) DEFT
NCBEOEEICETA S

1 ; 9784502293313

il
E5. WESED
5FEE 6D

FHECLTEEL. BESSRIMBARHTHASSCIT IV IEINT RS,

£

BFE

SrEETROBABREHA

BENTREF R

To resume entering information, click on “Edit saved report (EX NI #REE)” in the menu in the
upper part of the screen to bring up the data you have input so far.
% The Step 1 screen(—P.25) will be displayed, containing the information you saved. Click “Next

(FR/\)” to proceed to the information you have not yet entered.

IARTRA [QET=EoN

ARTRAS
wamn | menoee| | nees—w | sesves | messc IKSEN )
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6 Other

6-1 Notification settings

Notifications can be sent on a regular basis to the email address (—P.12) of the personnel in charge at
founding organizations when usage reports requiring confirmation have arrived.
Notifications are turned off in the initial default settings. If you would like to receive notification

emails, please follow the steps below.

<Procedure >
1. Click on the “Settings (%% ) button in the menu.

SARTRAS (3) mEEAR

w2 s mran | S=pvkE | Asws—s | seenee | pesnd |
aE poror

i

2. Click the “Mail notification settings (A —)LiBHIE%E)” button.

AREBLUE BEEEYE
JIRD—-RETE) BEECBINRBREDOBUEERIRUTIEZ .
BUESEB(CROERERBEDDIR, [RE) BRLTIZZ.
I A—IBRIBRT» I
BEEL
HERTA
nEFELELED
EREEREES D

BBEX-LTELRED

R

2. Change the selected radio button from “Do not notify GEXILZ2\N)” to “Notify on
specified day(s) (FFEDIEHIZi8A19 %) . Choose the day or days on which you wish to

receive notifications.

BEELE
A= ILEHORE

HAT=F

AR RO BRSO LTS8,
HESEYEOEEAL—LT L AABNEEELET,

A TEE MM MERIED OF RS

o Gl L

WIEOREISEHT S (BRI
H B * #* E3 + B

RIS N BB OFMo, HENROH BB S Bl ey

== A search would be conducted at 9 a.m. on the day(s) selected above, and a notification email
sent to the personnel in charge at a founding organization if there was one or more usage

reports with the status of “Awaiting confirmation by founding organization (ZXEHERERE

EHLERERT).”




Appendix: Notes for Usage Reports

X When filing a report, please have the materials you used at hand whenever possible.

No.

(D Information on the source of the
material

@ Information on the copyrighted material

Information on the class

Type of copyrighted
material

Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material
Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material
Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material
Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material

Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material
Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

Type of copyrighted
material
Name, title, etc.

Where carried within
relevant medium

Other information
identifying the
copyrighted material

Class name

Class year

No. of people
transmitted to

% This document in Excel formal and examples of entries can be downloaded from the SARTRAS website. ( https://sartras.or.jp/hokoku/hokoku-documents/ )



https://sartras.or.jp/hokoku/hokoku-documents/




[ | Inquiries [ |

Please contact the organization below with any questions you may have about filing
a usage report or other matters. In some cases, you may be asked to speak with
your educational institution regarding the content of your report.

[Contractor] Public Opinion Research Center
T 160-0004 5F, Kawabe Shinjuku Gyoenmae Building,
4-16-3 Yotsuya, Shinjuku-ku, Tokyo
Phone: 0120-551-346(Toll-free)
Open weekdays 9:30~17:00(Closed weekends and holidays)
Email: jugyomokuteki@yoron-kagaku.or.jp
Website: https://www.yoron-kagaku.or.jp



mailto:jugyomokuteki@yoron-kagaku.or.jp

