How to apply from outside of Japan

The application page differs depending on the date of the online course. Please check the date you would like to
participate in and use the correct application page to apply. You can apply at the bottom of each page. After filling
out the necessary fields in the form, please proceed to the payment process. When the application and payment
have been completed, Tokyo Metro Academy office will send you an email which contains the URL to access the
online course, so please save the information until the course date.

On the day before the course date, you will receive a reminder email from Tokyo Metro Academy.

On the course date, please carefully refer to either of the emails to join the online course.

Your application and payment will go smoothly if you follow steps 1-6 outlined here.

After reading and understanding the Terms of Service, fill out the “Registration Information” at the bottom of the
screen on the application page, and then click “Register.” Please make sure that you have entered all the

information correctly.

Registration Information

—

First name: (Required)
Last name: (Required)
Email address: (Required)
Country/ region: {Required)
Organization / Company: (Required)
Business type: \OJ Railway Operatar

) Supplier

) Government Agency

[ Educational / Research Institute

L Others

(Required)
Department: (Required)
Title / Position: (Required) —< DFill out

How did you know about
this online course?

You can choose
multiple answers.:

] Colleague

| External parties

[] SNS (Social Networking Service)
[ Internet advertising

] Internet news

[_] Ermail fram Tokyo Metro

[J Press Release of Tokyo Metro
[J Others (free description)

(Required)
If you answered ‘Others’
in the question above,
please write down the details.:
Would you like to receive Oves
information about future CMo
onhline courses?: {Required)

| agree to the Terms of Service of Tokyo Metro Academy.:

O (Required)

—

<=1| ©click




Confirm the displayed course fee on the page, and click “PayPal Check Out.”

Reference: What is PayPal and how does it work? (https://www.paypal.com/be/smarthelp/article/what-is-paypal-
and-how-does-it-work-fag1655)

Payment Information

Payment summary:
[terns:

Fromotional savings: -¥0.00

<:= (MConfirm

Total amount:

Payment method:

Pay with PayPal

@Click

From the displayed page, log into PayPal to complete the payment. If you do not have a PayPal account yet,
please create one.

P PayPai
Pay with PayPal

Wilh a PayPal accounl. you're eligible for free relum
shipping. Purchase Prolection, and more

<= (DEnter the PayPal account information

Stay logged in for faster purchases |

T (2 cick

Having trouble logging in?

or

Create an Account

£i5  English



https://www.paypal.com/be/smarthelp/article/what-is-paypal-and-how-does-it-work-faq1655
https://www.paypal.com/be/smarthelp/article/what-is-paypal-and-how-does-it-work-faq1655

When you log in to your PayPal account, you can choose from among the payment methods registered to PayPal,

such as via your credit card, debit card, and/or bank account. Choose a payment method that is the most
convenient for you, and click “Continue.”

P PayPal " ¥ ey
Hi,
Pay with | @ChoOSE
o 5 Visa 3
B credit PREFERRED |
PayPal's conversion rate: 1US0 = IPY
Sea (LII'I’-:;I':C;'_ODII-'-I':Z
CREDIT UMNIOM1
Checking
+ Add debit. or credit car @ @C“Ck and Add
Pay later
Pay in 4 EEI
P 4 payments of $ due every 2 weeks, starting today. Learn
more
Wiew PayPal Policies and your payment methed rights.
Continue
ou'll be abla to raview your ordar before you complate vour purchasa

Your registration and payment for the course have not been completed yet at this point. On the displayed page,
confirm your information. Please be extra careful to ensure you have entered the correct email address, as an
email with the URL to access the online course will be sent to this registered email address after your application
has been completed. After you confirm your information, click “Submit Payment.”

Submit Payment

Please review the information below and click Submit Payment to complete your transaction

Topic: Tokyo Metro Academy

Session dates:

Starting time:

Duration: C I I c k

hours

Charge amount (JPY¥):

Payment metheod: PayPal 1




If you see the following screen, your application and payment have been completed. After the “Registration
Confirmed” screen is displayed, the email containing the URL to access the online course will be sent to the
registered email address. Please do not forward the email to anyone, and save the information until the course
date.

Registration Confirmed screen

“Webex Training

Registration Confirmed

Thank you for registering. you will recene this infarmation in an email message confirming your registration

Confirmation email

You are registered for the course: Tokyo Metro Academy

messenger@webex.com
To

Hello

This is an emall from Tokyo Metro Academy office.
Thark you for applying for our online course.

Your registration for the following course is accepted:

Details of your course registration

Topic: Tokyo Metro Academy
Course Date:

Time:

Registration ID:

Session number:

Session password:

To join the training session

1. Go to hitps:/ftokyometro-onin

2. Enter your name and emai address (or registration 1D).
3. Enter the session password:

4. Click "Join Now".

Note 1: If you have not received the confirmation email, this means either your application has not been completed
or your registered email address was incorrect.
Note 2: Your receipt is the one issued by PayPal, which you can check and print from the Activity section in your

PayPal account. We do not issue a separate receipt.

Please feel free to contact us, if you have any questions or concerns regarding Tokyo Metro Academy.

Contact us: tokyometro-online-courses@tokyometro.jp

Copyright © Tokyo Metro Co., Ltd. All rights reserved.
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