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Account registration
Login/password reset
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How to add/invite members

In this chapter, we will explain how to add and invite members to the michibiku system.
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① Click “Company/Member Settings” > Member Management
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Click your name (settings menu) at the top right of the screen
Please select Company/Member Settings > Member Management



② Select the user or admin and press the Add button
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Select the User or Admin tab and proceed to registration by clicking the Add button on 
the top right.

① Select the user or admin tab
②Click the Add button



③Enter according to the screen and select “keep” or “Save and Invite”
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If you want to send an invitation 
email immediately
"Save and Invite"
If you want to save it and send it 
later, click "keep"



④ Return to the member management list screen
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If it says "Inviting", an invitation email has been sent.
If you return with "Save", it will be "Uninvited". Please send us an email by clicking the 
"Invite" button at any time.



Create an account

This chapter explains how to create an account for the michibiku system.
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You will receive an invitation email
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▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦▦

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

▦▦▦▦▦

Click on the URL

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



Next, set your ID and password

 Enter the ID and password to be set

Click "Join"

▦▦▦▦▦▦▦▦▦▦▦▦▦▦
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※ 半角英数字、「- (ハイフン)」、「_ (アンダバー)」、「. (ドット)」が利用可能です

<About ID/Password>
◆ID
We recommend registering the 
string before the "@" in your 
email address.

◆Password
6 or more half-width 
alphanumeric characters
Please feel free to set it.



When you can move to the home screen, account creation is complete.
We would appreciate it if you could add this page to your favorites.
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How to log in

How to log in after registering an account
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Secretariat/Admin login URL (when creating a meeting)

How to log in after registering an account (1/2)

The login URL is different for the office and for users.
The details are as follows, so please be careful not to make any mistakes.

https://michibiku.jp/sign-in

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

User login URL (for electronic signatures, etc.)
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https://michibiku.jp/sign-in
https://michibiku.jp/user/sign-in


How to log in after registering an account (2/2)

Registered "ID or email address",
Please enter the set "password"

Click here “Login”
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Reset password

We will explain how to reset your password.
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About password reset

(Reference) If you forget your password,
Click here if you have forgotten your password
You can reset your password.
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You can also access the page directly from the URL below.
Please note that the URL is different for the secretariat and 
officers.

◆For secretariat use
https://michibiku.jp/password/forgot

◆For executives
https://michibiku.jp/user/password/forgot



Secretariat login URL (when creating a meeting)

(Reference) About login URL

The login URL is different for the office and for users.
The details are as follows, so please be careful not to make any mistakes.
This is the most common cause of errors when resetting your password.

https://michibiku.jp/sign-in

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

User login URL (for electronic signatures, etc.)
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About meeting settings
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How to set up a meeting (skip circulation/whether 
confirmation of minutes is required)

In this chapter, we will explain how to configure whether to skip circulation or require 
confirmation of minutes.

I will explain (meeting settings).



How to set up a meeting (skip circulation/whether confirmation 
of minutes is required)
　If there is a flow you want to skip on the system, you can set it in the settings menu in the upper right > Conference settings.
At the initial stage, everything is checked. Please adjust and save according to the part you want to skip.
(The settings will be reflected when a new meeting is created after saving, so you need to take action before creating a meeting.)

②Adjust the addition/removal of ☑ to achieve the 
flow you want to use.

①Click on Meeting setup



How to set up a meeting (skip circulation/whether confirmation of minutes is 
required)
The name of each item and the definition when unchecked are as follows.

Project name Status when unchecked

Create convocation 
notice

No need to create convocation notices on the system

Convocation notice 
circular

It is no longer necessary to send an e-mail requesting confirmation of the 
convocation notice on the system.

Minutes circulation It is no longer necessary to send emails requesting confirmation of the 
minutes on the system.

Minutes 
confirmation 
required

After sending an email requesting minutes confirmation to each user on the 
system,
You can proceed to request electronic signatures even if there are users who 
have not marked the minutes as “confirmed”.



How to set up a meeting (skip circulation/whether confirmation of minutes is 
required)
　<Setting example>

Create convocation notice → Send → Create minutes → Send → Request electronic signature
*Even if there are people who have not completed checking the minutes, you can proceed to request electronic 

signatures.

[Minimum] Supports minutes outside the system → When using only electronic signature requests



How to set up a meeting (skip circulation/whether confirmation of minutes is 
required)
　<Setting example>

When handling convocation notices outside the system and using them for creating minutes → sending → requesting electronic signatures



(Supplement) If it is a custom conference, please edit it from "Custom 
conference management"
　Can be set in the upper right settings menu > Meeting Setup > Custom conference management

Please adjust "Yes" or "No" in the custom meeting flow field.



About conference 
management
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Overall flow of holding a meeting

In this chapter, we will discuss the two conference “boxes” that can be executed using the 
michibiku system.

We will provide an overview and explain the flow of each process.



Two conferences that can be held at michibiku

Create a new 
meeting

Add past 
meetings

This is a flow for creating convocation notices and minutes on the michibiku 
system, circulating them, and supporting electronic signatures. It is also 
possible to upload and circulate PDF data created in another system such 
as Word.

This is the flow when the notice of convocation, creation of minutes, 
circulation, and signing and sealing of the meeting have already been 
completed outside the system.
Past materials can be uploaded and managed centrally on michibiku.

The michibiku system allows you to hold two types of meetings:

*Hereinafter, in the section explaining the meeting flow, it will be 
referred to as "normally held".

*Hereinafter, in the section explaining the meeting flow, it will be 
referred to as "past addition".



Meeting flow (overview)
Meetings at michibiku are held using the following five flows.

② Recruitment 
notice

④ Minutes

⑤ Electronic 
signature

① Event 
overview

You can choose to create it using the fill-in-the-blanks/editor method on the system, or 
to upload a PDF of the convocation notice that has already been created.
*When adding past meetings, uploading the convocation notice is optional.

First, create a conference box that will serve as a "label."

As with the convocation notice, you can choose to create it using the fill-in-the-blank 
editor method on the system, or upload a separately created PDF of the minutes.
*If you want to add past meetings, you must upload the PDF.

Finally, we will support electronic signatures.
*If you add a past meeting, it will be completed without adding an electronic signature.

③ Meeting 
materials

You can upload meeting materials, adjust viewing restrictions, and link them to 
the agenda items listed in the convocation notice.



What you can do on the meeting materials screen 
and how to upload them

This chapter explains how to upload meeting materials and other things you can do on the 
meeting materials screen.



About the meeting materials screen
○ For each meeting, you can upload materials to "Meeting Materials" and store and share them.
○
○ <Upload conditions>
○ Number of files: 20 files/20MB limit per meeting
○ You can add +10 files as an option, and expand up to 100 files.If you wish to expand, please contact Michibiku.
○ Supported files: docx, .xlsx, .pptx, .pdf, .zip
○ For users to preview on michibiku, "PDF" is recommended because the display is less distorted.
○ You can upload the event summary until the minutes are finalized. Please note that you will not be able to upload if you proceed to electronic 

signature.
○
○ <Main things you can do>
○ [Admin]
○ Upload meeting materials
○ Linking proposals to meeting materials
○ Possible to link to the agenda stated in the convocation notice
○ Granting viewing restrictions for each document x user
○ It is possible to set restrictions for each document, such as "〇〇officers can view and download, but other officers can only view."
○ Confirm each user's documents/download status
○ You can check the date and time whether the document was opened for each document x user.
○ 【user】
○ Viewing previews of meeting materials and writing notes
○ Open documents in Preview and add text or freehand notes
○ Download meeting materials



About uploading attached documents (1/5)
After the meeting is held (after the meeting is created), you can upload meeting materials as appropriate.
Materials can be uploaded from the time the event outline is created until the minutes are finalized.

① Click “Meeting Materials”

② Select which document to upload, Japanese or English version.

③Click Add



About uploading attached documents (2/5)

Add meeting materials.

<Procedure>
① Select the material from “Add file”
② Check the selected material
③ Select “Next”

②

③

①



About uploading attached documents (3/5)

Set viewing/download permissions.

<Procedure
① Enter ☑ the participant to whom you 
want to give authority.
② Select the grant of viewing/download 
privileges with ☑.
③ Select “Next”

③

②

①



About uploading attached documents (4/5)

In step 3, set up email notifications and complete the addition of materials.

<Procedure>
① Put a ☑ next to the participants who will be 
notified by email.
② If you want to add/modify the subject/body, 
you can enter it directly.
③ Select “Next” to complete adding materials

③

②

①



About uploading attached documents (5/5)

Once the upload is complete, you can view the file by selecting the title.

Select「・・・」  (three dots) to download, 
delete, view, and change 
viewing/download permissions for files.

↑Click on the title to view the document

*You can also change the list order of the materials by clicking on the 
blank space next to the title and dragging and dropping.



On the "Meeting Materials" screen, the "Upload" tab and "Confirmation Status" tab will be 
displayed.
Click the "Confirmation Status" tab to view the confirmation status of meeting materials.

(Reference) How to view the user's meeting material confirmation status

Click the Verification Status tab.

You can view the confirmation 
status of meeting materials for each 
user and material.



Create a new meeting
 (regular method)
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Create a new meeting

This chapter explains the flow of holding a meeting using "Creating a new meeting".



Flow of "Creating a new meeting"_Creation~Entering event summary (1/2)

To "Create a new meeting", click "Create a new meeting" from the top right of the meeting 
list.



「新しい会議を作成」の流れ_作成~開催概要の入力（2/2）

First, enter basic information about the meeting on the event summary screen.

② Enter the required information

・Type of board of directors meeting: Select regular or extraordinary
・Meeting name: The name displayed in the "meeting list".
You can enter it freely, but you cannot change it later.

・Venue: Specify the “real” location where the board of directors 
meeting will be held. Even if everyone is participating online, you 
need to specify some physical location.
・Address: Enter the address of the event location.

・Web conference URL: Optionally enter the web conference URL.
・Event date/time: Specify the scheduled date and time

③ Click when you have finished 
entering the information.



"Create a new meeting"_Until sending of convocation notice (1/7)

Enter the date of sending the convocation notice, and add the items to be reported and the 
items to be resolved.
Edits will be reflected in the preview on the right.

Once you have finished 
entering the information, 
you can click "Proceed to 
select destination" and 
move to the sending screen.

You can click to transition to each 
status screen displayed in black.

▦▦▦▦▦▦



"Create a new meeting"_Until sending of convocation notice (2/7)

Add/edit report items in the Add Report Items column. The same goes for resolutions.

 Press “+ Add report matter” to call up the report matter form.
(The same applies to resolutions)

 You can select a template from ▼ and it will be reflected in "Edit 
report items"

<About templates>
Example: "Monthly financial report matter"
→The text "Monthly report for MM, YYYY" will be reflected in the 
"Edit report items" field, so please make manual corrections as 
appropriate.



Flow of “Create a new meeting”_Up to sending of convocation notice (3/7)

From the "Change display order" button on the right side of the report items,
You can change the display order of report items and resolution items on the convocation 
notice.

from this button
Report items → Discussion items → Resolution 
items
Resolutions → Report items → Discussion items
You can change the display order, such as



"Create a new meeting"_Until sending of convocation notice (4/7)

After adding an input form field, it is also possible to input directly into the editing field without selecting a template.

1) Click “Add resolution” and add a form field

2) Do not select a template and 
directly enter words such as 
"Other necessary matters" in the 
edit field.



“Create a new meeting”_Up to sending of convocation notice (5/7)

Meeting materials can be uploaded from the "Meeting Materials" button on the left bar.
If you transition without saving the edited convocation notice, the edited contents of the convocation notice will be 
reset.
Don't forget to save the draft and change the screen.

You can upload meeting materials from "Meeting Materials".
Save the convocation notice as a draft and then proceed to the screen transition.

▦▦▦▦▦▦



“Create a new meeting”_Up to sending of convocation notice (6/7)

Once you have finished creating the convocation notice, edit and confirm the email content and 
destination, and send the convocation notice.
Please note that members who are not included in the email destination will not be viewed.

⑨ Edit the subject and body of the 
email as necessary
Please be careful not to touch the text 
"%%URL%%"

⑪ After confirming the email 
content and destination, click to 
send

⑩ Check the destination of the email
Please note that if you do not check 
the box, you will not be able to view 
it.

You can return to editing 
the convocation notice.

▦▦▦▦▦▦



“Create a new meeting”_Up to sending of convocation notice (7/7)

When you click "Send convocation notice," a confirmation screen will pop up, so enter the 
confirmation deadline and click "Send" to complete sending the convocation notice.

⑫ Enter the confirmation deadline for the convocation notice

⑬ Click “Send” to complete sending the convocation notice
If you want to return to editing the email text, click "Cancel"



“Create a new meeting”_Up to sending of convocation notice (7/7)

After the convocation notice has been sent, you can view its read/confirmation status.
In addition, you can move on to creating the minutes without waiting for everyone to open 
and confirm.

Click to go to the 
minutes editing 
screen

<Supplement: There are 3 types 
of status below>
・Unopened: Email unopened
・Opened: Email opened
・Confirmed: Confirmation of 
convocation notice completed

▦▦▦▦▦▦

Click on the blue text
Reminder emails can be 
sent



Flow of “Creating a new meeting”_Up to sending minutes (1/5)

When creating minutes, you can edit the minutes. Once you have finished creating 
everything, move on to selecting the destination.

Edits made in the editing area will be 
reflected in the minutes preview on the 
right.

Once input is complete, move to 
the send screen

Click "Save Draft" to save the input 
contents and move to the meeting 
list (top screen)



Flow of “Create a new meeting” (Supplement ⑦)

You can edit the participant's attendance location in "Participant Attendance Status". If you 
remove the ✓ mark from the attendance button, the system will treat you as "absent," which 
will be recorded as "absent" in the minutes, and you will not be eligible for electronic 
signatures. Click "Edit" to edit the participant's participation location. If you have made any 

edits, click "Save" to save them.

Private home: Used when participating from a private home via the web, etc.

On-site: Used if you participate in real time at the venue listed in the 
convocation notice.

Other: Used when participating from a hotel on a business trip or a remote 
conference room

(Supplementary note) If the event is held from a distance by electromagnetic 
means, it is recommended to include a summary of the location.
Therefore, by editing this field, the entry will be reflected in the minutes 
(example below)

If you remove 
✓, it will be 
“absent”.



Flow of “Create a new meeting” (Supplement ⑧)

Editing minutes is basically the same as editing a convocation notice.
At this stage, template selection is not possible and only free input can be added.

Click to add report form

You can freely edit the title field of the report item.

You can freely edit the text section of the report item.

The display order of report items/resolution items/discussion items 
can be changed.

The above operation is the same for resolution matters.



Flow of “Creating a new meeting” (Supplement ⑨)

You can expand the input area by dragging and dropping the lower right part of the input 
area.
Expanding it as appropriate will improve the convenience of input work.

Drag and drop this 
area to expand the 
input area



Flow of “Creating a new meeting”_Up to sending minutes (2/5)

Once you have finished creating the minutes, edit and confirm the email content and 
destination, and send the minutes. Please be aware that if you do not include it in the 
destination, it will not be viewed.

Edit the "Subject" and "Body" of the 
email content as necessary.

After confirming the email 
content and destination, click to 
send.

Check the email destination
Please note that if you do not check 
here, you will not be able to view the 
page.

Click "<" to return to editing the minutes.



Flow of “Creating a new meeting”_Up to sending minutes (3/5)

When you click "Send Minutes," a confirmation screen will pop up. Enter the confirmation 
deadline, then click "Send" to complete sending the minutes.

Enter the deadline for checking the minutes

Click “Send” to complete sending the minutes.
If you want to return to editing the email text, etc., click 
"Cancel"



Flow of “Creating a new meeting”_Up to sending minutes (4/5)

After the minutes have been sent, you can view their opening/confirmation status.

In the initial settings, you 
cannot proceed to 
electronic signature until 
all board members have 
confirmed the minutes.

<Supplement: There are 3 types 
of status below>
・Unopened: Email unopened
・Opened: Email opened
・Confirmed: Minutes 
confirmation completed



Flow of “Creating a new meeting”_Up to sending minutes (5/5)

Once all officers have reviewed the minutes, proceed to electronic signature.
*When you press "Proceed to signature", the minutes, comments, and meeting materials will be locked 
for editing. Before proceeding, please double check that there are no omissions in the minutes or 
meeting materials.  Once the minutes have been confirmed, you 

will be able to press "Proceed to signature"

You can check comments received from officers when checking the 
minutes.
Receive comments and replies,
If necessary, please revise and resend the minutes using "Edit the 
minutes"

If you affix your seal without using an electronic signature after 
confirming the minutes,
You can switch the flow from here (upload stamped PDF/completion 
flow)



Flow of "Creating a new meeting"_Electronic signature (1/5)

Drag and drop the electronic signature image (circle) in the electronic signature settings field 
to the designated location on the minutes to configure the electronic signature settings.

① Drag and drop the electronic 
signature image (circle) in the 
electronic signature settings field on 
the right to the corresponding 
signature field in the minutes.
Once everyone has completed the 
electronic signature settings (drag 
and drop), proceed to the next phase.

*We recommend "Chrome" or "Edge" as the 
browser when supporting electronic 
signatures.



Flow of "Creating a new meeting"_Electronic signature (2/5)

After completing all electronic signature image (circle) settings, you will be able to send 
signature request emails.

② Once you have finished setting everyone's 
electronic signatures (drag and drop), you will 
be able to click "Send signature request email" 
in the top right corner, so click to proceed to 
send.

If you only want to save it temporarily and do not 
want to send it, click "Save Draft"



Flow of "Creating a new meeting"_Electronic signature (3/5)

By entering the confirmation deadline and clicking "Send," an electronic signature request 
will be sent (circulated) to each officer. This email will be an automatic message similar to 
"Create a new meeting".

④ You will be able to click “Send”, so click it.

③ Enter the confirmation deadline



Flow of “Creating a new meeting”_Electronic signature (4/5)

While the electronic signature is being circulated, you can check the status on the electronic signature screen.
Once all the officers targeted for circulation complete their signatures, we will proceed to the next phase (completion process).
*Signature requests are valid for 90 days. Please note that if you do not receive a signature for more than 90 days, it will be 
invalidated and you will need to start over with your electronic signature.

Signature status becomes 
"circulating"

Can't click at this point



Flow of “Creating a new meeting”_Electronic signature (5/5)

Once all the officers targeted for circulation have completed their electronic signatures, 
complete the process by "Finalizing the meeting and making it uneditable." After that, you will 
no longer be able to modify the meeting.

Once the officer signs, the status will change to 
“Signed”

⑤ Once the electronic signatures of all the officers to 
be circulated have been completed, you will be able to 
click on it, so click "Finalize the meeting and prevent 
editing" and complete the process.



"Create a new meeting"_Status display after completion

After confirming the meeting, the following status will be displayed on the "Meeting list".
At the same time, each officer who signed electronically will receive an email with a PDF file indicating that the signature 
has been completed.

In addition, the ``report items'', ``resolution items'', and ``discussion items'' finalized at the meeting will be reflected in the list 
of agenda items, allowing them to be managed and accumulated.



(Reference) Editor function at the board of directors

This chapter explains the editor function in the board of directors.

*Not yet available for use by the Board of Corporate Auditors or the Audit and Supervisory 
Committee.



You can use the editor function at board meetings.
It can be used to edit convocation notices and minutes.
It is also possible to use an editor for convocation notices and upload PDF minutes for meeting 
minutes.

Regarding the editor function at the board of directors meeting



You can switch the creation method from "..." in the menu on the right.

Switching the creation method

When you click "...",
Select from the different creation methods that will 
be displayed.



You can use the following functions in the editor function.

Editing in the editor function

① ② ③ ④ ⑤
You can use the following 
features:

①Text style
②Font
③Font size
④Bold, italic
⑤Placement
⑥ Bullet points, numbered lists
⑦ Insertion of purpose item 
(agenda item) input field
⑧Preview display
⑨Switch to PDF upload method

⑥

⑧

⑨

⑦



When you click the "Insert agenda item" button at the top right of the editor's editing screen, 
an input field for the purpose (agenda item) will be added to the area where the input cursor 
is displayed in the input area.
*If you would like to add objectives other than reporting, resolution, and consultation, please 
refer here.

Insert purpose

Click “Insert agenda item”
Enter the target objective (agenda item) in the input 
area.
You can add input fields



(Reference) PDF upload function for board of 
directors meetings

In this chapter, we will explain the PDF upload function for board of directors meetings.

*In the case of a board of corporate auditors or an audit and supervisory committee,
Please select "Upload PDF and create" from the new creation stage.



If you would like to create using the PDF upload method, please do so from the icon on the 
menu on the right.

Switching to PDF upload method (1/3)

When you click "...",
Select from the different creation methods that will 
be displayed.



A confirmation pop-up will appear, so click the OK button.
Please note that any edited content will be deleted.

Switching to PDF upload method (2/3)

When you click the "OK" button,
Switches to PDF upload method.



Switches to PDF upload method.
If you want to switch to another method again, click the "..." icon on the right menu.

Switching to PDF upload method (3/3)

When you click "...",
You can edit with editor or 
switch to normal method.



Upload PDF

You can upload a PDF on the convocation notice upload screen or minutes upload screen.

Upload the created convocation notice or minutes PDF
(A4 portrait only)

For convocation notices, enter the scheduled 
sending date.



Deleting uploaded PDF data

Uploaded PDF data can be deleted by clicking the "X" button.

You can delete the uploaded PDF by 
clicking "×" and re-upload it.
Please note that once you move on to 
the next phase (minutes), you will not 
be able to delete it.



Add past meetings
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Add past meetings

We will explain the flow of registering past meetings using "Add past meetings".
By registering a meeting that has already been held and the materials have been confirmed,

Materials can be centrally managed within the michibiku system.



Flow of “Add past meetings” (1/8)

To perform "Add past meetings (add past meetings)",
Click "Add past meeting" from "..." on the right side of the meeting list screen.

①Click "..." and select "Add past meeting"



Flow of “Add past meetings” (2/8)

First, enter basic information about the meeting on the event summary screen.

② Enter the required information

Meeting body: Currently only the board of directors can be selected.
Type of board of directors meeting: You can choose either regular or 
extraordinary.
Conference name: Any name displayed in the "Meeting List". You can 
enter it freely, but you cannot change it later.
Venue: Specify the “real” location where the board of directors 
meeting will be held. Even if everyone is participating online, you 
need to specify some physical location.
Address: Enter the address of the venue
Web conference URL: You can optionally enter the web conference 
URL.
Event date/time: Specify the scheduled date and time.

③ After entering the required 
information, proceed to the next 
step by clicking on “Create 
convocation notice”

Click "Save Draft" to save the input contents and 
move to the conference list (top screen)



Flow of “Add past meetings” (3/8)

If you decide to upload the convocation notice, you will be redirected to this screen.
Please upload the convocation notice PDF. You can also upload meeting materials from here.

 Upload the created convocation notice PDF

You can upload meeting materials from here



Flow of “Add past meetings” (4/8)

Preview the uploaded convocation notice PDF and complete the process.
Please note that you will not be able to re-upload from the next phase onwards.

⑥ Check the 
preview and if there 
are no problems, 
click "Complete 
Uploading 
Convocation 
Notice"

You can delete the uploaded PDF by 
clicking "×" and re-upload it.
Please note that once you move on to 
the next phase (minutes), you will not 
be able to delete it.



Flow of “Add past meetings” (5/8)

A confirmation screen will pop up to confirm that the convocation notice has been uploaded, 
so click OK. A reminder announcement to create minutes will then pop up.

⑦ A confirmation screen will pop up, so click “OK” to complete, or 
“Cancel” to modify (re-upload).

⑧ A pop-up message will appear, so check the contents and click 
“OK”.
If you don't want to display it anymore, put a ✓ in the checkbox.



Flow of “Add past meetings” (6/8)

Upload the created (sealed) minutes PDF.
The process is the same as uploading the convocation notice PDF, but this step cannot be 
omitted.

⑨ Similar to the convocation notice, upload the created 
minutes PDF



Flow of “Add past meetings” (7/8)

Preview the uploaded minutes PDF and complete the process.
Similar to convocation notices, you will not be able to re-upload once you move on to the 
next phase.

⑩ Check the 
preview and if there 
are no problems, 
click "Complete 
Uploading Minutes"

You can delete the uploaded PDF by 
clicking "×" and re-upload it.
Please note that once you proceed to 
the next phase (confirmation), you will 
not be able to delete it.



Flow of “Add past meetings” (8/8)
Once all uploads and contents have been confirmed, proceed to the confirmation process.
Once a meeting has been confirmed, it will no longer be possible to modify it. In addition to the contents of the 
minutes, please double check that you have not forgotten to submit any "meeting materials."

⑪ Finally, a confirmation pop-up screen will be displayed, so 
if there are no problems, click “OK” to confirm.
Click Cancel to re-upload the minutes.



"Add past meeting"_Status display after completion
The status display for "Add past meeting" is as follows.
The upper row is when the convocation notice is omitted, and the lower row is when the convocation notice is also 
uploaded.
Please note that "User meeting viewing settings" are required to allow executives to view past meetings.
For instructions on granting viewing rights to users, please see here.



List of agenda items
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Items for discussion

This chapter explains the flow of viewing and downloading the Items for discussion.

48



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.

53



various functions
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Meeting materials related
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Linking agenda items and materials

This chapter explains how to link agenda items and materials.



You can link agenda items and materials on the meeting materials screen.
Click "..." and click "Link with agenda item".

Linking agenda items and materials (1/3)

Click "Link with agenda item".



A list of agenda items will be displayed, so check the agenda item that you want to link to the 
document and click the "Change" button.

Linking agenda items and materials (2/3)

I want to link it to a proposal
Check the agenda items.

After checking,
Click Change.



The changes will be reflected.

Linking agenda items and materials (3/3)



If you want to link all documents at once, check the checkbox next to the document name.
Then, click the "Associate selected files with agenda items" button.

When setting binding all at once (1/3)

Check the checkbox next to the document name.

After checking, click "Associate selected files with agenda items".



A list of agenda items will be displayed, so check the agenda item that you want to link to the 
document and click the "Change" button.

When setting binding all at once (2/3)

I want to link it to a proposal
Check the agenda items.

After checking,
Click Change.



The changes will be reflected.

When setting binding all at once (3/3)



The following is displayed on the user's screen (executive's side).

User screen



Various template functions 
related
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Customize convocation notice templates

This chapter explains how to customize convocation notification templates.



Customizing the convocation notice template (1/6)

You can customize and use the convocation notice template.
If you use a template, the next default setting will be to use the template.
Currently, you can create up to one template. This will be handled only by the Board of 
Directors.



Customizing the convocation notice template (2/6)

Customize the convocation notification template from "Custom Template" in the settings 
menu.

Expand the settings menu and click "Custom Templates"



Customizing the convocation notice template (3/6)

When the "Custom Template" screen is displayed, select "Convocation Notice" and click 
"Create New".
You can create up to one template.

Click the "Create new" button.

Please select "Convocation Notice" 
first.



Customizing the convocation notice template (4/6)

You can also edit the template from the convocation notification editing screen.
Edited templates are applied immediately.

Click this icon on the convocation 
notification editing screen.

The "Template" menu will be 
displayed, so click "Go to template 
creation screen".



Customizing convocation notification template (5/6)

On the template editing screen, click "🖊Edit" for each editing item.
After editing or changing the settings on the editing screen, click "Confirm" to save.

① Address: Edit the address for the convocation notice.

②Title: Edit the title of the convocation notice.

③Greeting text: Edit the greeting text.

④ “Conclusion” of the greeting: Edit the “conclusion” of the greeting. It will 
be right aligned.⑤ Write: Select whether to display “note” or not.

⑥Ending: Select whether to display the ending sentence or not. If you want 
to display it, edit the text.

①

②

③

④

⑤

⑥



Customizing convocation notice template (6/6)

Once you have finished editing, click the "Save" button to save the template.
If you transition from the convocation notification editing screen to the template editing 
screen and edit, the changes will be reflected immediately.

When you have finished 
editing, click the "Save" 
button.



招集通知テンプレートのカスタマイズの補足

作成したテンプレートの編集は、「カスタムテンプレート」画面か、招集通知編集画面の「テンプレー
ト」より行います。



カスタムテンプレートを適用しない場合

カスタムテンプレートを適用しない場合は、招集通知編集画面の「テンプレート」メニューより、「設定
なし」を選択する必要があります。

作成したカスタムテンプレートを適用しない場
合は、「設定なし」を選択します。



Customize meeting minutes templates

This chapter explains how to customize meeting minutes templates.



Customizing the minutes template (1/6)

You can customize and use the meeting minutes template.
If you use a template, the next default setting will be to use the template.
*Currently, you can create up to one template. This is common to all meetings to which the template is 
applied, so we recommend that you avoid using expressions that would become individual names, such 
as "XXth Board of Directors Meeting."



Customizing the minutes template (2/6)

Customize the minutes template from "Custom Template" in the settings menu.

Expand the settings menu and click "Custom Templates"



Customizing the minutes template (3/6)

When the "Custom Template" screen appears, click "Create New".
You can create up to one template.

Click the Create New button.



Customizing the minutes template (4/6)

You can also edit the template from the minutes editing screen.
Edited templates are applied immediately.

Click this icon on the minutes editing 
screen.

The "Template" menu will be 
displayed, so click "Go to template 
creation screen".



Customizing the minutes template (5/6)

On the template editing screen, click "🖊Edit" for each editing item.
After editing or changing the settings on the editing screen, click "Confirm" to save.

① Title: Edit the title of the minutes.

② Absentee: You can choose whether to "display" or "not display" absentee 
persons.③ Opening of the meeting: Edit the opening title of the progress of the 
proceedings.④ Opening content: Edit the main text of the proceedings. The title and 
name of the chairperson will not be automatically reflected, so they must be 
entered.⑤Remote participants: You can select whether to "display" or "not display" 
remote participants. You can also edit the text.

⑥Final 1: Edit the closing text.

⑦End 2: Edit the recorded text.

①

②

③

④

⑤

⑥

⑦



Customizing the minutes template (6/6)

Once you have finished editing, click the "Save" button to save the template.
If you transition from the minutes edit screen to the template edit screen and edit, the 
changes will be reflected immediately.

When you have finished 
editing, click the "Save" 
button.



Supplementary notes on customizing the meeting minutes 
template
Edit the created template from the "Custom Template" screen or "Template" on the minutes 
editing screen.



When not applying a custom template

If you do not want to apply a custom template, you must select "No settings" from the 
"Template" menu on the minutes editing screen.

If you do not want to apply the custom 
template you created, select "No 
settings".



Bill template registration (favorite bill registration)

This chapter explains how to newly register frequently used proposals as templates.



With the "Favorite proposal registration" function, you can register any proposal and call it up 
on the convocation notice creation screen.
Set from "Proposal Template" in the meeting settings.

Registration of favorite proposals (1/5)

Click “Proposal Template”.



When the "Proposal Template" screen is displayed, click the "Create New" button.

Registration of favorite proposals (2/5)

Click Create New.



After entering all the input items, click the "Save" button.
The “title” will be the registered name and will also be displayed on the convocation notice 
creation screen.

Registration of favorite proposals (3/5)

Enter a “title” for management.
This is the registered name when creating 
the convocation notice.Select the conference body to apply.

Select the type of objective.

Enter the subject of the proposal.

Enter the text of the proposal.

Once you have entered all the information, 
click "Save".



Once you have finished entering the information, it will be displayed on the "Proposal 
Template" screen.
To edit, click the “Title” name (blue text).

Registration of favorite proposals (4/5)

Click here to make edits.



The registered proposals can be selected on the convocation notice creation screen.
Also, on the minutes creation screen, the text registered in the purpose text will be reflected.

Registration of favorite proposals (5/5)

This can be selected on the convocation 
notice creation screen.



Customize email templates

This chapter explains the email template customization features.



The "Email Template Customization" function allows you to edit and register email templates 
sent from the system.
Set from "Email template" in conference settings.

Customizing email templates (1/6)

Click Email Template.



The "Email Template" screen will be displayed.

Customizing email templates (2/6)



If you want to edit an email template, click the "Email type" (blue text) that you want to edit.

Customizing email templates (3/6)

Click "Email type" (blue text).



The default setting is "Initial Settings". Click Custom to make your edits.
If you want to return from "Custom" to "Initial Settings", select "Save" in "Initial Settings".

Customizing email templates (4/6)

Click Custom.



Edit "Subject" and "Body" to any text.
Please note that the part surrounded by %% will be converted to each user's data (company 
name, title, etc.) when sent, so please be careful not to edit it. Emails will not be displayed 
correctly.

Customizing email templates (5/6)

Edit the "Subject" and "Body".
*Please do not edit the part surrounded by %% 
as it will be converted to each user's data when 
sending.



You can edit email templates for other functions by selecting other tabs.

Customizing email templates (6/6)



Bill number setting

This chapter explains the bill number setting function.
You can set automatic numbering for the purpose of convocation notices and minutes.



Automatic numbering settings can be made from "Meeting Settings" in the "Settings Menu".

About automatic numbering settings (1/3)

Expand the settings menu and click "Conference 
Settings"



When the “Meeting Settings” screen is displayed, click “Proposal Number Settings” on the 
top of the screen or in the left menu.

About automatic numbering settings (2/3)



The “Proposal number setting” screen will be displayed.

About automatic numbering settings (3/3)



If you want to manually assign numbers without automatically assigning numbers, check "Do 
not automatically assign numbers" and "Save".
In this case, the numbering entered in the title of the agenda linked to the list of agenda 
items will be reflected.

When not automatically numbering



If you want to automatically assign numbers, check "Automatically assign numbers" and 
"Save".
In this case, please note that the number automatically entered in the title of the agenda 
linked to the list of agenda items will not be reflected.

When automatically assigning numbers (1/3)



Automatic numbering covers three objectives: "report matters," "resolution matters," and 
"discussion matters."

Regarding the purpose of automatic numbering (2/3)



You can choose from a total of 9 automatic numbering patterns: 3 fixed format patterns and 3 
number format patterns.

Automatic numbering pattern (3/3)

Fixed format × number format

〇〇Item%%number%% × 1,2,3 (half-width 

numbers)

〇〇Item%%number%% × 1, 2, 3 (full-width 

numbers)

〇〇Items%%number%% × ①, ②, ③ (circled 

numbers)

%%number%% × 1,2,3 (half-width numbers)

%%number%% × 1, 2, 3 (full-width numbers)

%%number%% × ①, ②, ③ (circled numbers)

No.%%number%% Proposal × 1,2,3 (half-width 

numbers)

Proposal No. %%number%% × 1, 2, 3 (full-width 

numbers)

No. %%number%% Proposal × ①, ②, ③ (circled 

numbers)

table example

:〇〇Item 1

:〇〇Item 1

:〇〇Item①

:　1

:　1

:　①

: Motion No. 1

: Motion No. 1

: Motion No. 1



In addition to meetings of the Board of Directors, we also handle custom meetings in addition 
to the Board of Corporate Auditors/Audit and Supervisory Committee.

Automatic numbering settings for custom meetings



Addition of “objectives” other than reports, 
resolutions, and consultations

The default settings are only "Report matters", "Resolution matters", and 
"Discussion matters".
For example, you will be able to create and set ``objectives'' such as deliberation 
items.



You can create objectives in addition to "report matters," "resolution matters," and "discussion matters."
Select "Meeting Settings" > "Objective Settings" from the name menu bar on the top right of the screen.

Addition of objective settings (1/2)



After entering a name in "Name of purpose" and saving it, it will be available for selection in the convocation 
notice.

*Please note that once you have used the purpose, you will no longer be able to delete it.

Addition of objective settings (2/2)

Can be selected on 
the convocation 
notice creation 
screen

You can select it from "Insert agenda 
item" at the top right of the custom 
meeting convocation notice.

Enter the name of the 
purpose



You can register frequently used proposal titles/minutes from Meeting Settings > "Proposal Template".

(Supplementary) Addition of agenda template for objectives

① Select “Create new” in the proposal 
template and enter each item below.

====================
②Title (free entry)
③ Meeting body (pull-down selection)
④ Purpose (select the purpose you created)
⑤Convocation notice name (free entry)
⑥ Minutes content (free entry)
====================

⑦Finally, select “Save”.

①

②

③

④

⑤

⑥



From Meeting Settings > "Proposal Number Settings",
You can change the fixed format/numeric format of bill numbers, such as "Proposal No. ◎" and 

"Agenda Item 1."

(Supplementary) Change of bill number for purpose matters



Supplements related to 
holding conferences
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Supplement about editing convocation notices and 
minutes

This chapter provides additional information on editing convocation notices and minutes.



Changing the display order of officers in minutes

You can change the display order of officers whose minutes are displayed on the "Create a 
new meeting" screen. The operations will be performed on the first screen where the 
meeting was created, not on the minutes editing screen.
The order of entries in the "attendance", "absence" and "signature" columns of the minutes 
will be changed.

Hover your mouse cursor over the officer field 
you want to change,
You can change the display order by dragging 
and dropping.



Change of chairperson

It is possible to change the chairperson. The "Attendance" and "Signature" columns of the 
minutes are subject to change.
On the "Create a new meeting" and "Create minutes" screens, there is an editing column for 
"Meeting chairperson".
Please select the chairperson from the dropdown. By default, the representative director 
user is displayed.

You can change the chairperson by 
selecting the name in the "Meeting 
Chairperson" column from the pull-down 
menu.



Convocation notice correction function

This chapter explains the functions for editing convocation notices and event summaries.



Correction of convocation notice (1/2)

If you wish to modify the convocation notice, click the "Edit convocation notice" button on the 
convocation notice circulation status screen. If you have sent the minutes, you must first 
change the minutes back to Edit (Modify) status.

Click "Modify convocation notice."



Correction of convocation notice (2/2)

A confirmation pop-up will appear, so click the "OK" button.

Click OK.



Revised event outline (1/2)

If you wish to modify the event summary, click "Event Summary" from the left menu and do 
so on the "Create a new meeting" screen. If you have sent a convocation notice, you must 
first change it back to convocation notice editing (modification) status.

Click "Event Summary" on the left menu and make the 
necessary corrections on the "Create a new meeting" screen.



Revised event outline (2/2)

A confirmation pop-up will appear, so click the "OK" button.

Click "Save" or "Proceed to Create Convocation 
Notice".



Additional confirmation email sending function

This chapter explains the additional sending function for confirmation emails.
This is a function that simulates a workflow, for example, after checking with the executive in 

charge of the management department,
It is possible to send convocation notices to other officers.



Additional confirmation email sending function (1/3)

This is a function that simulates a workflow, for example, after checking with the executive in 
charge of the management department,
It is possible to send convocation notices to other officers.
It can be used to send convocation notices and minutes by email.

To send an additional confirmation email, click 
the "✉" button on the right menu.

For users who have not yet sent the email, the status 
of the invitation notification will be "Unsent."



Additional confirmation email sending function (2/3)

An editing area similar to the email editing screen for convocation notices and minutes will 
be displayed, so edit the subject and body text as necessary.

The email editing area will be displayed, so edit the subject and 
body.



Additional confirmation email sending function (3/3)

You can send additional confirmation emails by scrolling down, checking the boxes for the 
users you want to send additional emails to, and clicking the "Send confirmation request" 
button.

Check the additional users you want to send.

Click "Send confirmation request" to send an additional email.



Grant viewing rights to held meetings to 
non-participating users

This chapter explains how to view held meetings.
We will explain the procedure for granting it to non-participating users.



Granting viewing rights to held meetings to non-participating users (1/3)

You can grant viewing rights to held meetings to non-participating users.
This can be done from the "User conference viewing settings" that can be accessed from the 
"Company/Member Settings" in the settings menu.
If you want to give users the right to view past minutes, use these settings as well.

Click "Company/Member Settings" in the settings menu



Granting viewing rights to held meetings to non-participating users (2/3)

The "Company/Member Settings" screen will be displayed, so click "User Conference 
Viewing Settings".

Click "User conference viewing settings"



Granting viewing rights to held meetings to non-participating users (3/3)

The user name is displayed on the horizontal axis and the conference name is displayed on 
the vertical axis, so click the checkbox of the target conference of the user to whom you want 
to give permissions.
After editing, click the "Save" button to save.

Check the 
checkbox of the 
target conference 
in the user column 
to which you want 
to grant privileges.

After editing, click the "Save" 
button
Click to save



Regarding addition of specifications for stamping flow 
(addition of real stamping)

In this chapter, we will explain the addition of the real imprint flow.

Normally, after the minutes have been circulated, you will proceed to electronic signature, 
but instead of proceeding to the electronic signature flow, you will proceed to a screen where 
you can upload the minutes with your seal. For example, you can use it when uploading 
registration documents. This function is limited to the Board of Directors.

2024.12.23 Update: You can now use "Written Resolution" and "Custom Meeting" by setting 
the flow in the meeting settings. (Click here for details)



Real stamping flow (1/3)
You can proceed to the real stamping flow on the "Minutes being confirmed" screen (displaying the 
confirmation status after circulating the minutes). Please note that only the Board of Directors meeting can 
proceed to the Real Seal Flow. The Board of Corporate Auditors/Audit and Supervisory Committee cannot 
proceed to the real stamp flow.

Click on the stamp icon



Real stamping flow (2/3)

By checking "Implement signature by stamping a seal", you can proceed to the real stamping 
flow. Please download and print the minutes PDF to be stamped using the download button 
(↓ button).

Check the "Implement signature using 
seal stamp" checkbox,
Click the "Proceed to Sign" button

To output the minutes PDF to be stamped,
Click the ↓ button to download



Real stamping flow (3/3)

Please scan the paper minutes with your seal, convert them to PDF data, and upload them.
After the meeting is confirmed, the status of the signature field in the meeting list will be 
"Newly uploaded".

Upload the stamped minutes 
PDF (a scan of the paper 
minutes) and click "Fix the 
meeting so it cannot be edited" 
to confirm the meeting.



Real stamping flow (3/3)

Please scan the paper minutes with your seal, convert them to PDF data, and upload them.
After the meeting is confirmed, the status of the signature field in the meeting list will be 
"Newly uploaded".

Upload the stamped minutes 
PDF (a scan of the paper 
minutes) and click "Fix the 
meeting so it cannot be edited" 
to confirm the meeting.



Changing the order of the meeting list

This chapter explains the procedure for changing the order of the conference list.



Changing the order of the meeting list

You can change the order of meetings displayed on the meeting list screen by dragging and 
dropping.

You can change the order by dragging and 
dropping


