OTHFF

THE ORGANIZATION FOR TECHNICAL SKILL
\SSESSMENT OF FOREIGN WORKERS IN FOOD INDUSTRY

Food Service Industry and
Manufacture of Food and Beverages

Skills Proficiency Tests (Japan)

My Page Registration Guide

From December, 2019, My Page registration is required in order to take the Food Service Industry
and Manufacture of Food and Beverages Skills Proficiency Tests.

My Page can only be registered via Internet.
This My Page Registration Guide describes the registration method and procedures.

Applicants' My Page registrations are reviewed. Reviews take some time.
Please be sure to read the Guide carefully and submit your registration well in advance of the test
application period.

People who have completed their My Page registration can apply for the Test.

The application date for the Test will be posted on the website. Please apply during the application
period.

Refer to the separate Test Application Guide for information on how to apply for the test.

Last updated: April 1, 2022

If there’s anything you don’t understand, please call the number given below.

The Organization for Technical Skill Assessment of Foreign Workers in Food Industry (OTAFF)
Secretariat: Food Service Industry and Manufacture of Food and Beverages Skills Proficiency Tests
03-6261-4949 (weekdays: 9 a.m.to 12 a.m. and 1 p.m. to 5 p.m.)

*No service out of hours or on weekends, public holidays and year-end and new year holidays.




1. Make a provisional My Page registration application

(1) Access the OTAFF website and click on “FE 7 8E 1 5+ 8EAIE 48" in the orange box.
Then click on “EINEER < 1 R— D FFHZE X" at the top of the page.
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(2) Enter your email address and click “xX{£3 %",
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OTAFF will send important
email messages to the
registered email address.
Therefore, please be sure
that it is an email address
that you can readily access

by yourself.
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This email address will be your
login ID after your My Page
registration is completed.
Therefore, it is not possible to
register the My Page of
multiple persons from the
same email address.

(3) Click “x£1§9 4" to advance to the next screen.

[Note] Registration has not yet been completed at this stage.
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2. A My Page provisional registration email from OTAFF will arrive

A My Page provisional registration email with the content that is shown below will be sent to the
email address that you have entered.
Click on the URL in the email to open up the My Page registration form.

[Note] Please apply once again for provisional registration in the event of the case of D or @
below.
@ If the email hasn't arrived within an hour @ If 24 hours have passed since the email has arrived
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when you create a new registration.
Please check the details and
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MEmgﬁu ﬂ?nkf<téb
EEQBMIE. bhbBE FEEAKCTHNNTT, there are no problems

L33 T

%w_&&E%Ltﬁm&vﬁm VOEBEFAEEDTLE N,




3. Enter the required information for registration

Please enter the information in all of the [0 fields.

[(Note] There are rules for each entry field.
The rules are displayed for each field, so please check them carefully.

A1 to A3 Confirmation of eligibility
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Move your cursor over the box and click, and a calendar will be displayed.
Select your birthday in the order year, month and then date from the
calendar. This is important information, so please be sure to enter it correctly.

If your nationality is not listed as an

N _ _ option, please contact OTAFF by
| &7 OB#E OXit
phone.
03-6261-4949 (weekdays 9 a.m. to
C5 %g FE e n bl EA T A, .| 12a.m.and 1 p.m.to 5 p.m.)
CoBBLESETE OfE=s Select the option that applies to you.
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T I ] O E5 5 kBT ou may select more than one.

D1, E1 to E4 Personal identification certificate [t ettbtbathatai il

VISA number. Please enter your
Passport number.
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Select the one that applies to you.

F1 to F4 Registrant’s information @

o7 PR Please register a phone number
FLRRES that you can be contacted on

e ﬁ within Japan.

| @ | 2 BECACUSERR | 70an g If you live outside of Japan,
select “HAE4}.




[F3 ID Photograph]

Please use one of the two following methods,

photograph.
[Note] Please read the photograph rules carefully before taking your photograph.

Photographs that do not conform to the rules will be sent back.

IFILDER | o T Eraoxth , to register your

If you click on | 7 (LOER | it will connect to the photo folder in your mobile phone or PC.
Please select a previously taken photograph, and check that a small photograph (mobile phones
only) or a file name is displayed next to the l 77”"1“‘3%*51] box.
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If youclickon = = E==2%u32 it will launch your camera and you will be able to take a

photograph.
Please follow steps (D and @ below to take a photograph.
* If the camera screen is not displayed, please scroll down. It's possible that the camera

screen may be at the bottom.
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(D Position your head and shoulders in line with the blue outline and press “= 2z L\ g 3"
@ The photograph you have taken will be displayed. To use this photograph, press “C® L% LA %
DA 5”. If you want to take another photograph, press “£ 5 1 & &2z 0\ 3"

[Note] This function cannot be used with Internet Explorer.
If youclickon“CZ®D L LAZ%ZDH 5", the image will not be displayed and “*ED2Z W\ LE=EEZDH
WWE Y, " will appear in red. Registration has been successful, so please continue to proceed.
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G1 to G5 Support Person Information
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Please read the
explanation and *Notes*
regarding the support
person carefully and then
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If you select “I& LY, items G2, G3 and G5 are
mandatory. If you do not agree, or do not
have a support person, select “L) (Y Z” and
proceed to items H1 to H6.
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Please do not enter the same email
address as that used in B1, here
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J1 to J2 Questionnaire

Your cooperation in this questionnaire is requested in order to help improve the administration of
future tests.

Answering the questionnaire is completely optional.
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K Personal information policy

Please read the explanation carefully and select either “‘RIE L £33 or ‘AR LETEA".
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To register your My Page, you must agree to the personal information
policy.

If you select “[A]& L £t A" and click on “FEZR B HE ", the message “~
AR=—UFHRESDHIZE BAABRORYBVCOVTEAET H2HEN
& Y £ 9 will be displayed.

To register, click “OK” and return to “K BEAIFEBOELY K LNZDWNT”,
and select “BE L£9".




4. Click “Go to confirmation window” and confirm your details.

< RABEA
Once you have completed the form, click :

(1) Correct any items that are not entered correctly according to the rules

If the input details do not conform with the rules, it will not switch over to the next screen even if
you click on and the reason for the error will be displayed in red.

If an item has not been entered correctly, please enter the information again in accordance with
the rules for that item.

(2) Confirm that the entered information is correct

If the information has been correctly entered, the “A HRNBEDHEER" screen will appear.

l:mﬁU;(f*L»:t:; L ICA
H A BTOMHESR

554 A

R N UBRIEEREE TLTOEA,

Check the entered information carefully and, if there are no mistakes, please go to the bottom of

the page and click TA<-VBRARETE

If there are any mistakes, click and correct the mistakes.

In particular, check that your name, date of birth, gender and
nationality have been entered correctly.

It cannot be corrected after the test application.




5. Check that the "? A/ AN—S RIGHIAZSFTBIIFITEL £" screen is

displayed, and then close the browser

Once your My Page registration application is completed, you should receive an email that is titled
ELTVWEDS LIFA IAR=UDES AL ESIFDIFE LA [OTAFF] ” within one hour.

If you do not receive the confirmation email, please contact OTAFF by phone within 24 hours.
OTAFF: 03-6261-4949 (weekdays 9 a.m.to 12a.m. and 1 p.m. to 5 p.m.)

*Note: If you close the browser before the screen shown below is displayed, your

application will not be completed. Always be sure to check that the screen is displayed

before you close the browser.
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Your My Page registration will be reviewed.

The review will take about five business days from when you receive the application
confirmation email.
The My Page approval work will stop around one month before the test application date.
People who have decided when they want to take the test should complete their My
Page registration as soon as possible.

If you have not completed your My Page registration, you will not be able to apply to
take the test.




6. Check the emails that arrive within five business days of your My

Page registration application

OTAFF will review the information in your My Page registration.

Once the review is complete, an email with the title of either O “ [Liw 5 L 5] E<TLhEn 5 L
TA A= L&IEFS ~NATSD HHRHAW[OTAFF] "or @ “L<TWLWEDS LITA
VA NR=2D EoALH HAY LD LELE [OTAFF] " will be sent to your registered email
address.

Please check your email reqularly.

If you receive email (D, please continue to carry out any necessary corrections, until you receive

email Q.

DOTitle:[Lw 5 &£53]1ELKTVEDS LIFA A R—=DLES5EFS ~AZS5DERHL[OTAFF]
People who receive an email with this title need to correct their registration information as it is
incomplete or contains errors. (Examples of errors: Passport number is wrong, the photograph
rules haven’t been followed, etc.)

Follow steps 1 to 4 to make the corrections.

1. Login to My Page.
Click on the URL that appears in the email and enter your email address (ID) and password

(PASS). Then click "0 7 /", Enter the email address (ID) that you

D set for your provisional application,

and the password (PASS) of
between 10 and 30 single-byte

< alphanumeric characters that you set

for your provisional registration.

PASS

“

hi b
HRRAT—FEEhiAEIb5

BAEL iz
0¥ v ICH BAHDAEZLS

/S T—

/

*If you cannot login...
<If you’ve forgotten your password>

bt &

You can register a new password by clickingon/f27—F&#EZh/FIZZ 55 under
the “0 %71 >” button. Click and follow the onscreen instructions to reset the
password.

<If you cannot login for a different reason>

Click 271~ LB ENB5HEZE5 ynder the “0 44 >” button, and you will find
written solutions for each problem. Follow the instructions to resolve the problem.




2. Correct the registered information
Click “E#kIEHM D HRE" and confirm your currently registered information.

If there are any mistakes, enter the correct information.

To correct the photograph: Item to be corrected: F3 ID photograph

Carefully check the photograph rules, and upload a new photograph that conforms with the
“‘photograph rules” in F3 ID photograph, or take a photograph using the E=®«2-2093 | button.
You can check the photograph rules by clicking on [EERZEEEEE

See page 8 of this Guide for details on how to take a photograph.

When you have uploaded your photograph, enter your B2 password.

Aadg L LA

F3EE R EE2&210

L*LA L CA
B EON—NEE BT

Click here to display and check the
photograph rules.

Even after you have registered your new photograph
on the “BEEkIBEHR D FRE" screen, the previously
reqistered photograph will still be displayed. It

cannot be deleted. If the new photograph is correctl
reqistered, the file name will be displayed next to “ =7

TANDER
* When using a mobile phone, the file name and

newly registered photograph will be displayed in a

small size.

< Correcting items other than photographs >

You can correct other information items from the same screen. Once you have correctly entered

the information, enter your B2 password and click

[Note] You cannot change the photograph or make other corrections without entering the B2
password.



3. Save the corrected data

Check the registered information once more in the confirmation screen and click
If there are any mistakes in the information click WEEHR and correct the errors.

Once your corrections are completed, click on “E&kIEFHR D HHE" in the menu screen, and the
corrected information will be displayed.

Also, an email with the titte “ [Liw 5 = 5] E<TWWEDS LITA YA X—2n E5A0%E
~A o LE L= [OTAFE] " will be sent to your registered email address.

4. Completion

Once your corrections are completed, the following screen will be displayed. The corrections will
be reviewed once more by OTAFF.

If there are errors again after the reexamination you will receive email titled (1) of page 14 with
the title “EEkIFEME E D HFELY". Please keep making corrections until you receive email titled 2
of page 16 with the title “< 4 R—C BT
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QTitle: £ K TWEDS LIFA IAR=DD E58LKH hAY LS LELE [OTAFF]

This email will be sent to you when your My Page registration for the Food Service Industry and
Manufacture of Food and Beverages Skills Proficiency Tests is complete.

To login to your My Page, enter the email address (ID) that you set for your provisional application,
and the password (PASS) of between 10 and 30 single-byte alphanumeric characters that you set

for your provisional registration.
You can submit your test application from My Page, so be sure to check that you can login
properly before the test application period begins.

This completes the My Page registration.

You can only apply to take the test during the test application period.

Please be sure to read the Test Application Guide carefully before applying.




