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How to use this manual

This manual explains how to use the TSUMUGI entry
When reading this manual in PDF form, you can cli
table of contents to go directly to that section.

information you need.

aPl ease use the most &aecent version of this manus

Changes and upgrades wil/l be made to the TSUMUGI
necessitate changes to this manual, so please mak
hand.

You can access the | atest ver sion on the TSUMUGI



- Submission Process, Types of Accounts

Usage reports wild.l be «c opmapritliecdi pbayt iendgu ciant iao nsaal mpil nes
referred to as fiparticipating institutionsodo), anc
founding organizations, including boards of educese

as Afoumdizamagi onga) .

a

[ )
e — O _

o ms =

- —-
34 7
Q;. —) '. Foundi n
[ W ] - organi zat.i SARTRA
(education
corpoyjat
Filerds Educat i
teacher tiBoti
ot her pe|ns iaaotoD
See next page for
detailson each
type of account
Il nstructors and other personnel at each institut

users can be created within that account .



n [Filacoégunt

HThis type of account is shared by the instru

institution.

HEG || in the information for your usage repor
Hhnstructors and iorndsteirt ypteirsm nmiell|l agh araec ha si n¢
individual users can be created within that
HMai n prbceduré&[s: (}[rSeJebtm}itusers File r

Compilation

i

o [Accofusetducat insnadlt uti on

HEducational institutions use this type of ac
HUse this account to confirm and approve usag
others from a filerds account, and then sub
organization (It is also possiblendo file n

submit them to founding organizations).

HOne account is issued to each participating
personnel in charge.

HUnl i ke a filerés account, individual wusers c
HUsers in filerés accounts can be managed fro

HMai n pr (ﬁl-‘cieldeu r]r{eEsppncrrtts]{/@p Ex ceé ]([Rleb@nirm)

(User man]eEQEedrrhetntpersonﬂmel in charge

@ Final Submission

> |[Accofusftoundi ggnilzati on

HFounding organizations use this type of acco
the educational institutions under their jur

HUse this account to confirm and approve thos

is also possible to file new usage reports f
SARTRAS) .

HOne account is issued to each founding organ
HUnl i ke a filerés account, individual wusers c

HMai n pr nﬁFcieldeu ﬂr[@@:pot B ][tAq» pEmwel](Babﬂni h)

[Register, edit personnel i]n charge at

[Register, edit personnel i]n charge at
dSubmitting a report from a filerds or education
submi ssion to SARTRAS. Please ensure thjat a rep
founding organizationds account.




- Entry fi elrdespofrars usage

Many copyrighted works such as text, il lTustration
various media, including books and other publicat
ensure that copyright holeédesatadewpbeopehéyr i denks

two types of information are needed: 1) informat:i
obtained and 2) information specifying the mater:i
The process of inputting information into the TSL
you select various options within the form, i nput

di splayed. Pl ease enter tnhaet oirnyf ogrumadtei odni ,s prl eafyeerdr ior

StepBalsi ¢c information on the class ffomswhich you
Step 2 I nformation on where yowetorRteal ned t he
Step 3 I nformation specifyi™REOt he copyrightec
You wi || primarily enter the following kind of in
the end of this manual to keep track of these fac
Pl ease note: The following items are only exampl
report. I f possibl e, pl ease have the media from v

for your reference when MW&lerfionrgm.i nf or mati on i ntc



To ensure that copyright holders are properly ide
two types of information are needed: 1) informat.i
obtained and 2) information specifying the mater:i
Pl ease enter the following kind of information c
the media you used on hand for your reference wt
r . . . . 1
3 Information regarding the source of copyrighted material
4 N\ ( )
Book . Za\ Education ministry-certified
ook, magazine, etc. ﬂ Textbook, Teac
HTitle HISBN HTextbook number
Hpublisher ° 13-digit number starting with (For teacherds manuals, enjter he number
HRelease 9780 corresponding textbopk
Entering the | SBN will s/ Ot h e Fcertifier teaching materials (such as supplementary
L information for a publication. l readers and teaching materials) should be treated as books.
( N\ f@ N\
Jb Music @ Video DVD, Blu-ray, etc.
HTitle of ?Ibum, single, etc. HCreator of images
HCreator Record company, etc. HTitle
HCatalog numberfor CD HNumber of subtitles episodes
\ ° Code containing 4 letters aneb4numbers JAR y
& N\ )
A() TV, Radio Broadcast m=|| Newspaper
= |
HStation name  HDate of broadcast HName
HProgram name HDate of issue
HNumber of subtitles, episodes HWebsite, etc. for digital versions
\ J y,
( N\ ( )
E Past test questions |= Booklet, pamphlet, etc.
HName of creating school, organization )
HName of test HPublisher
HYear, number of times conducted HTitle or summary
HSubject or field HRelease date
J J
4 N
@ Internet
HDirect link (URL) to copyrighted material that was used
J
\ & J
o )
o Entry fields for copyrighted works
HType of copyrighted work (text, illustration, photograph, music, video, etc.)
HName of copyrighted work
H| ocation within media (page numbers, etc.)
\ J




How to Log | n

- Access TSUMUGI

You can access the TSUMUGI guidance page in any o

1lVia the SARTRAS official website

Search online for SARTRAS, and access the offici
organi zationso or fAFor teaching personnel o0 tab c
form. o

2Directly wvia URL
You can access TSUMUGI via the URL bel ow. Clicki

manual will also take you to the site.

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

3Via QR code
I f using a tablet or other device capabl e of rec
bel ow.



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

Log 1in

Upon

accessi

ng

t he

TSUMUGI

gui d@lnicek pamget, heg ou

organi zati ono -ibno xp aagte .t he

|

fAccount for founding
Note: You cannot |l og in to yionurpaagcec.ount from th
ﬁTﬁAj %q;;%:éms SWEOFA  BHOBA  ENEOBA HIEHBR  SARTRASCOUT Mt
FIFAIREEAT A —A (TSUMUGT)
FIHSBSEOAD - 88 - RLE AT, FRRSEFHoWERD A [TSUMUGT (D8&) | A&y
HROBEREL EEODIBLEEAR, TNTOHIMESCHEROT VAT L FERTL
WROSA. 051 Za,
BEMESEE BEME BEHE
THEYE st :EF 3 ANE
/*‘\ ‘_/‘ N .",;,".
L) o &)
NE|LOBERE (WESRE. FLIAF) 000 AREIIE THREEDREE S DS =R AFRCHLTHABEOANEVREST (BR
I CEEASOILLLTIER CBYER. TSEMS0I1LT 3 F BISEHEOIALLTLERL,
2Upon proceedinngatge ,tlyoul avg I | see the foll owing
password you received from SAF

Enter

t he |

D and

SARTRAS

FIFRE AT T — LTSUMUG
FEANEEE BUER
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Screen Layout

- Top page

(list

of usage reports)

zorvas S B

[QELTTY

BEOIToL

ARRBABEHET v >

AT -SumEY  AF

ERE I

n

a

(o]

Me nu
HRegi ster € File a new uwaxde report here.
(1 )
HEdit saveé Usage reports on which you se¢
( by #A ) TY P34
HManagemeré Procedures including confirmse
educationa as the registration of eadnud add
institut:i institutions, cdwaPfml2be conduct e
( FOAL ) I f no copyrighted materials r
the par,peydou can al soP2Rpeport
List of ué This is the top page bél owef @
1 detail s.
HRel antagcer ié This is a link to informatior
A . of ficial website. You can acc
as the AGuide to Filing a Use
List of usage reports
All uspagets s uwhmietdtuecda tfiroomm | ciams thiet wtiYeaweds heaeco ceo u
and usage reports can be approvverds (Adlsmi,tted) or
individual usage repovrivanda rcTolpeskdoref i r med, edit e
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- Screen for fi'lRemg steagmewepempiort, et cl

jA_R EEA

BERROAN SEROER
STEP2 &/ifi - ADBHEADL T EEL
ENOSE 15BN |
BUT SRRV FICARERENTT, /\f ISRUTHREDHTANEAW, ]
1SBN 978-X-XXX-XXKXXX-X

zaz e

it €0
#u. WEzED
®EFAHED

TR UTEEL. BESRAIMARH THIRECEF TYIRANTI A,

ADELROESHREIE

EEDIRG

3 Entry fields wildl be displayepyroghtieed mater mail
source from whixPly it was obtained.

W Explanatory guides for wihé obretdy shilalyeds dess arick
some screens wil/l not have guides). Pl ease refe



12

Basi c Operations

- Register personnel

-- Register personnel in charge at founding org

Follow the steps bel ow tad ouegi ssitgenrigheni gzat s ommse |
t he out s o u rPablicrOginion ReagaamGenter WY “ may use the regist
information to contact personnel

aProcadure
1Click the f®ebutitmgrs at the top right of the sc

SAR (O) REEAE
HRBEI) I LIRAAG FRESR WENTER HAEE—% HEwaER AR O l
| o | manm | smns—r | wamaes | meanc ) Y BN
. . . . a ~
2Fil | in the relevant i nformation on the fAPer sc
,0O screen.
N2 FEZE) HEECBINERSOBYEEERLTIEE L.
BUENSEB(CROEBARBEDNDDR, [#F] ERULTLIES.
BEEL
HERFEA
RESEYEZED
BEREARESS D

BEEA-ILT FLZ €D

HNameBPhone nEmaekr address

3Click' isaveo compbeessthe

dlf the personnel in charge change, please edit
dEmai l notification

Email nothdé&i catadageasreports requamibmeg rceandi vendtd
regul ar basi s. Notifications are turned off in
receive notification emails, pl3€ase change the
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-- Register personnel in charge at educational

Follow the steps below to registems.tIISARPRASODNE]
t he out s o u rPablicrOginian ReagaecmGenter wY “ may use the regist
information to contact personnel

aProcadure
1Click the AManage egut&t.ioormalttiomstiint uthieo menu.

-‘A_'RTRﬁ QU
WE OJFOL

2From the | i st of educational institutions, cl i

institpidon ,0 button displayed on the right

the APersonnel in clgardge adt secdrueceant,i ofnialll ii
necessary information.
BERMENE ELELED
WEARERS ED
RS —LT FLA B

HNamBPhone nMHEmMadelk addr ess

4Click” Aisaveo complete the procedure.
Repeat Steps 1li nfharomagthi odn tfoori ngodudi t i onal educa

dlf the personnel in charge change, please edit
the registered information can also be |modifiec
either case, changes will petomaticcaluhy ke wefl
dwWwWe will send information on the TSUMUGI account

institution to the registered email address of
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- Confirm usage repedusasubmattedsby/tabi on

A list of usage reports &Gawclkmontittle db e yd iesdpulcaayt d d naan
scréénh. no reports have been submitted, not hing wi
SARTRAS @umtinss T e
[0 rmmmmmmner < > oo 7] :
e = J = [ oereicm]
S OO EEED
T o= 3 £ e
Somsmaire L, . WMEr o 3 B By A If no reports have beaegistered,

nothing will be displayed.

& xcel 7 ¥ AL THN

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

W Overview of usage report

Each copyrighted material that has been register
HCl i ck on tMhe) o Ghountftiornm t(o confirm the registered
HCl i ck on thieutfitEadmtt ¢ ®&dimt t hat report.
HCl ick the AUE% mzs| o)dbgbomatoa to copy part of a
and use it to gpPl@ate another report.

I nformation on different copyrighted materials
the same source can be TripPdeed!| hogbehbkrsbonof hesace

however, each copyrighted work wild.|l be displ aye
Up to 10 usage reports are |listed at a time on
ol der reports, click on the arrow at the botton

m Buttons for various operations
The following procedures can be performed by <ch
reports can be selected at once).
HDel'et eod
HAEdit class inforneatizoi EdpdvPcopy (
HA Appr ov)edo ,( ARe) avrPng (
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dExport usage repompatdialtlae afsi IEx c el
Click on the #fAExpéorvtkmas) & xkm(etitnd itlhee (iBEX cueslt r at i
bel bw) ekpa file vi ewabslceovier Bxhcael .c hlafn|jgyeocsu ne ed
a usage report, you can take advantage of the
next section.
TSUMUGI does not have a function to load char
reports.
dSerd@made search
Each usage report is assigned a unique serial
You can use the RSEKEmMidal)oodetisreatricer i(l|l ustrati
bel oaw di $plaeponts with certain codes|.
To search for multiple serial codes| at the sa
input them on separate |ines.
r - — (QrumamuEnit
37 vx0 AmMmammEs « > mEEE <c .
R i
i [z ] = | oe—ncocn
cocer () A (o= (b
TR To seargh| flor
mul tiplle |slerial
codes aft |olnce,
ST MRS LA T B hit fFENIt erlo
after e
to inpuft [tlhem
on sepalratile
l i nes.
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- Approve, return usagedruecpadritosn as ub mjstttieaduth
Pl ease confirm and approve usage reports that hay
Usage reports submitted by educational institutic
AAwai ting approval (bgpdoAounWinyg. ®arQmaneé zapproaved th
the following proceduiiAwaitihegragproual wby |l SARBRA
M ). 0
I f a report is deficient n some way, Yyou can ret
changes.

aProcadur e

1.Chose report to be approved or returned

Check the box at top left to select all the us
change between selecting just t hseelreecptoirnigs di s
the reports on the following pages). To select
of each relevant report.

Jj Toggle switchcontrolling range of selection

®

EmmE A% - BETRR AF - REROEN EFaosd EmiEs i
w

S | T St [ £ e - -
2.Click bostoeemi ght of the

AAp.Or owe ARed uan

= = S L e

ck

procedur e.

3.Cl i iApmr ouwe ARed uonN

t he

he displayed s

creen t o

dOnce a report is

(SARTRAS38)0 and its

approved,

its status

vi || char

submi s <ioanp lted eSARTRAS wi | |

dTSUMUGI does not notify

(only t he pmotdefsiscmit b 83ddyfe
Pl t he

ease inform

rel evant i

educational i
t hi ssmampheément

nstitution

n ¢

st i tuti
ed

when a r

or
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- Edit a usage report submitted by aln educa

Click the) oiEduitttofn to the right of a usage report

aProcdéadur e

1. Clicking AEditsescw¥lehsflori eqatiep i tnlge | SItf @op mhAht i o
the relevant cdlasst.o Cdriscdke dieNretxgot(hwi sh t o edi't
change the information as necessary.

I f vyou change such information as the categor
the StepvYmBsctrheeenot her i nformation that you pr
Step 2 and |l ater screens wil|l no longer be ref
information, please reenter other information

2.

Aft er yalul hyaoster nrahldeen g e s),0 can ctkh efi Rfeigniaslt esrc r(e e
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- Copy a usage report submitted by a educa
You can copy part of a registered usage report an
3 Regi st eraawtsley otfthe same copyrighted materi al i
Exampl e: cDpgrsngmmeedal from the same book i s use
MW Register new report regarding use off different
mat erial for the same <cl ass
Exampl e: Different copyrighted materijal from a
n Regi ster new report regarding use off different
from same source
Exampl e: Different copyrighted materijal from th
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Regi ster use of exactly the same copyrighted ma

aProcdéadur e

1. Choose the usage report you want to

2.

3.

copy.

Check the box at top leyoutoaseleettheéeltohel @s
change between selecting just the reports disp

the reports on the following pages).
of each relevant report

| Toggle switchcontrolling range of selection
@
[ #=mse AF-BERAR  AF-RPEROZT  BEnosd EEnsm SUPILD-Fa
O o aw SO CICAEEIET v

right of the screen.

T on = e 1® =

REEREEELTIE—

ERLEHAESOEFREETEERLT. JE-LFT.
BRER

o, EEMESE e

10

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

To select

Click on fAEdit clase i mfloEMad iaotn tamel kotptyo n

Enter the relevant i nformation about the <cl a

Click on RAE#ply anod tcor eraetgei s(t er a new report
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Regi ster new report regarding use of differen

material for the same cl ass

aProcéadur e

1. Click on "AiMseyzds poitgonkadifg up the screen t
much of a report you will copy (multiple repor
(] iffiﬂﬁ = RS %ffﬁ[jg“x;‘; MF-uE RE 640526 1face74ff2b57 1fade

2. Choose ACopy Step d4oreenthaerdl|l efitbkRnidGesi de

3.

O —9 SSTEPDIRIR

EEENEIUYILTERLTIEZ .

STEP1ZIE—

STEPT: #R51RTR
Bl 320 29 220

STEP2 AF - SBETHE
7l FES A L TPELWER]

STEPZ: AIALIEAR
Bl defrERE BEXCONT)

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

The ¢l ass

n

STEP1, STEP2ZIE—

STEP?: IE5EIR
B ERL 2P E 324

STEP2: AT - LRI
Bl BIES( BJL = LOEE]

sTERZ: FURILT=HE
Bl HEBERE [BERCDVT]

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

o

for mat. i

on will ©be
TY P2 6.
© e
RRARDAT) AERORR ROWRED AT
STEP2 IERLI=EHFMOATF - BETERRL TSN
BRAURSRARRLT AN
L
Ll
@ WA
40nce you have filled in all the
on the final screen to compl ete

copi ed,

e baid ¢ @my
t he

and

o f

nfc

registrati
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Regi ster new report regarding use of differen

from same source

aProcdéadur e

1. Click on “AiMeyzgds poitgonkadifg up the screen t

much of a report youcawminot choep yc o(pmueld iaptl et hree psoar
] Eﬁgaﬂﬁ W 2w %ﬁfﬁ?;f;g MF = gszsnaeeuffzbsmade

2. Choose
i nput

AfiCopy Step 1 and Step 20 at the right

scr een o
O —9 SSTEPDIEIR

ESEEHUVILTERRUTESL.

STEP1ZOE—

STEP1. STEP2ZIE—

STEP1: {E5R 1A
Bl 12R 2¥F 20

STEP2: AF - BETIRE
il BESA RIL TOEULEER]

STEP3: AL EHE
Bl SRR BERICOWTI

STEPT: SR
Bl SR 2F 320

STEP2: AT - SHILIAE
Bl EHES A ML T LOEEE]

sTeP3: FIRLIZHE

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 solL
copied, and you will en¥Ym® new information frc
o e - ]
IR DA inRoLER BiFiERDA)
STEP3 IAE L BIFIDEH/EI DT DAALTIZEW
BROVD « UL — L1 > B
1 HELCsE
Sy FOERERE THmD— 4 fl) A imiRLiow s, sl i
tge F00:00:00) & LTHELEEET AN
BIERRER (E, TREROEOO) EE,
W-J ;ﬁﬁ‘ﬂﬁ’“lﬁﬁfmﬁ'\m’wﬁﬁé 1005000~
#RLEHTED S
Sl —# A E M:c\,o‘ﬁ:%!“ ijﬁ‘%;!‘oorm‘TM:ﬂ;EA
BELIBMST AN 20, B -
[k (FvFFv—) oA
40nce you have filled in all the mbuesenry infoc

on the final screen to complete the registrati
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—

has b

- When no materi al requiring a repor

I f no copyrighted materials requiring a usage ref
founding organi znettii dnys ScAeRIT RA&S wded htada f act .

dPl ease consult the AGuide to Filing a Usage Refy
that require a report.

aProcadure
1Click AManage educptiilon@li nnsheétmenmwns

[ ]

2In thest of educational dfnstthea udad wamadth admoanlf iirms tt
did not use materials requiring a report.
3Click the fiNo usage Keqpeni hgtaomegdiret he ri gh
educational institutionds name.

1

4Click the #HilRépbutton on the confirmation scre
procedur e.
Repeat Steps 1 through 4 to report that addi:

mat erials requiring a usage report

dil f a usageprefpwdftoursdi ngh arsepaotriteesdé i was No use o
any relevant mat arsiagles ,witlHe bree martto maft icad 'y de











































