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Create an account

This chapter explains how to create an account for the michibiku system.
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①Click on the URL in the invitation email
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▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦

▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦

▦▦▦▦▦

You will receive the following email from ”noreply@michibiku.co.jp.”



②Click on the top right corner to change to English
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▦▦▦▦▦▦

▦▦▦▦▦▦

▦▦▦▦▦▦



③Please choose a new Register ID and password.
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◆Register ID:
-6 characters more
-Alphanumeric characters, “-” (hyphen), “_” 
(underscore), and “.” (dot) are available

▦▦▦▦▦▦▦▦▦▦▦▦▦▦

▦▦▦▦▦▦▦▦▦▦▦▦▦▦

▦▦▦▦▦▦▦▦▦▦▦▦▦▦



④If you can move to this screen, account creation is complete.
Please bookmark this page.
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2-step verification (email address verification)

This chapter explains email address authentication.



To use email address authentication, go to the settings menu → "Account Information" → 
"Security Settings" and turn on the toggle switch for "Authentication by email address".

Email address verification (1/5)

Turn on the toggle switch



Enter your password and click "Send verification email".

Email address verification (2/5)

enter password

Click "Send verification email"



A one-time password will be sent to the email address you entered, so please make a copy 
or write it down.

Email address verification (3/5)

▦▦▦▦
▦▦▦▦▦▦▦



Enter your one-time password and click "Authenticate".

Email address verification (4/5)

Enter your one-time password

Click "Authenticate"



If the toggle switch turns ON (green), the setting is complete.
After that, a one-time password for two-step verification will be sent to your email address.

Email address verification (5/5)



(Reference) About two-step authentication when logging in

When you log in, you will be asked to send an email for two-step verification, so press the 
Send Authentication Email button.
Please log in by entering the one-time password received by email.
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[Image of authentication email]



Login/recommended environment

This chapter explains how to log in to the michibiku system and the recommended 
environment.
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 About login URL
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● Login URL for users (executives): 
○ https://michibiku.jp/user/sign-in

After entering the registered "ID or 
email address" and "password",
Please log in

https://michibiku.jp/user/sign-in


Recommended environment/browser settings
Using a PC is highly recommended. Please use "Chrome" or "Edge".
For smartphones and tablets, we recommend using Safari on Apple devices (iPad/iPhone).

◇device
● PC
● Tablet (Apple device recommended) *iPad mini is not recommended
● Smartphone (Apple device recommended)

◇browser
● For PC: Google Chrome / Microsoft Edge latest version
● Smartphone/Tablet: Safari latest version

◇Support version
● Windows/Mac latest version
● Latest version of iOS
● Latest version of iPadOS

*If you use an environment other than recommended, display problems may occur.
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Confirmation of convocation notice

In this chapter, we will explain how to check the notice of convocation of the board of 
directors meeting prepared by your company's secretariat.
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① Check the email notification

▦▦▦▦▦▦

▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦

Click this URL,
Jump to the convocation notification 
confirmation screen
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You will receive the following email from ”noreply@michibiku.co.jp.”

▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦



②Please enter your email address and password to log in.

Please enter the registered "email address" and set 
"password"

Click here “Login”

20



③ The convocation notification confirmation screen will be displayed, so check the 
contents.

▦▦▦▦▦▦▦▦▦▦▦▦▦
▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦
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④ Click “Confirmed”
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※reference※
From the “↓” icon
You can download the 
convocation notice



Meeting materials confirmation method/preview 
functions

How to check meeting materials,
We will explain the memo function etc. that can be used in the preview.



Access the materials from the notification email or michibiku

▦▦▦▦▦▦

Click this URL,
Jump to meeting materials screen
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From "View" on the michibiku screen
You can also go to the meeting materials 
screen.

【Mail】 【michibiku】



How to check meeting materials (1/2)

Clicking on "Meeting documents" will 
take you to the viewing screen for 
attached materials.

If the menu bar is closed due to the size of your browser, 
you can open it by clicking the expand button.
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How to check meeting materials (2/2)
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・Preview display method: Click on the file name or 
　select Show file from "・・・" on the right side

・How to download: Enter the check mark on the left ☑ or 
　select download from the "・・・" on the right

The confirmation status will be displayed as 
"unopened", "opened", and "downloaded" icons.



The preview screen for meeting materials is equipped with various functions that are convenient for viewing.
You can write or bookmark during confirmation.
★The content you write will be visible only to you.

Preview function for meeting materials

Edit panel

bookmark

comment/
page panel

preview
Operation 
panel



Confirmation of minutes

In this chapter, we will explain how to check the minutes of the board of directors meeting 
prepared by your company's secretariat.
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① Check the email notification

▦▦▦▦▦▦

Click this URL,
Jump to the minutes confirmation screen

▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦
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②Please enter your email address and password to log in.

Please enter the registered "email address" and set 
"password"

Click here “Login”
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③The minutes confirmation screen will be displayed, so check the contents.
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④ Click “Comfirmed” after checking the contents of the attached documents.
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Comments on minutes

This chapter explains how to add comments to minutes.
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Comments on minutes (1/2)

Users can add comments to the minutes.
There are two ways to add comments: to the entire minutes or to a specific range.
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If you want to comment on the entire
Fill in the comment field on the right and click 
"Send" to complete.

Viewers can select “Everyone can view” or 
“Specify viewers”
You can adjust it.



Comments on minutes (2/2)

To specify a range and comment, drag the minutes text.
It will be shaded in blue, so please click on "Write a proposal for this section", enter it in the 
comment field on the right, and submit.
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① Drag the text and
Click "Write a proposal for this section"

②Enter your comment, confirm the viewing 
checkbox, and click "Send".



Even if minutes are created using the editor function or uploaded as a PDF,
You can comment by specifying the range. The range can be specified using a rectangular frame.
*If you amend or replace the minutes again, the specified range may change.
please note.

(Supplementary note) Entering comments using the editor/PDF method

In the case of PDF, you can also drag the range.
choice



How to view/interact/edit after entering a comment (1/3)

The comments you entered will be displayed in the "Proposal List".
You can reply to existing comments.
You can also reply to comments you have added yourself.

When you click on the 
comment, the input field will 
expand, so enter the content 
you want to reply to in the 
input field.

Once you enter your 
comment, you will be able to 
click "Reply", so click it to 
complete your reply.
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How to view/interact/edit after entering a comment (2/3)

You can perform three operations on the entered comment: "Solution", "Edit", and "Delete".
This operation is only possible for comments made by yourself, excluding those from the 
secretariat.

Click "..."

"Solution": You can set the status to "Resolved" and close the comment.

"Edit": You can modify the entered comment.

"Delete": You can delete the entered comment.
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How to view/interact/edit after entering a comment (3/3)

You can narrow down the comments by using the selection box next to the suggestion list.
You can select and display currently active communications and check completed actions.

By operating the selection box next to the 
suggestion list (click ▼), you can narrow 
down the displayed comments.

All: Display all comments.

Unresolved: Display only comments with an 
unresolved status.

Resolved: Display only comments with 
resolved status.
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How to handle electronic signatures

This chapter explains how to add an electronic signature to the minutes that have been 
confirmed.

*The electronic signature is valid for 90 days from the date of sending.
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① Check the email notification

▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦

② Click on this URL to jump to the electronic signature 
screen

41



③ The electronic signature screen will be displayed.

④ Click “Make e-signatures”

42



⑤ A confirmation pop-up window will appear.

⑥ Click “OK”
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⑦ A screen dedicated to electronic signature will be displayed.

⑧ Click “Start”

42



⑨ It will slide to the signature area

⑩ Click on the stamp icon

43



⑪ A pop-up window for stamping will be displayed.

⑫ Enter your name
⑬ After entering your name, 
click “Save”
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*About the types of seal 
impressions*
Name_In addition to a circle stamp, 
as a seal impression
The following are available

・Company name_square seal
・Job title + name_circle
・Signature image available



⑭ Once the signature image is added, the process is complete.

Signature image will 
be attached

⑮ Click “Sign” 45



⑯ A final confirmation pop-up window will be displayed.

⑱ Click “Sign”

The series of procedures is now complete.

⑰ Please check

46



(Supplementary note) For smartphones and tablets
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The operating procedure will be the same for devices other than PC. Please be 
sure to press the "Signature" button after applying your seal to complete your 
signature.

↓Don't forget to 
click

Put a ☑ on the popup,
Click "Sign" to complete the signature



Items for discussion

This chapter explains the flow of viewing and downloading the Items for discussion.
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How to check “Items for discussion” (1/2)
From "Items for discussion" on the menu bar, you will be redirected to the Agenda List 
screen.

Click “Items for discussion

50



How to check “Items for discussion” (2/2)
After the transition, a list of items for discussion will be displayed in table format.

If there are many characters, they are 
hidden, so
Click "Read more" to expand 51

Click "Download list in Excel" to 
download the list of agenda items in 
Excel format.



How to filter agenda items
It is possible to narrow down the agenda items.

Click this button next to each item name to display a 
search window.
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