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Introduction

I 1.1 Notes on Operation

System Requirements and Operation Confirmation Terminals

Classification System requirements and supported terminals

PC User Chrome
FireFox
Safari
Edge

Smartphone, etc. User iPhone: Safari
Android: Chrome

*The operation confirmation terminals have been determined as a result of checking and do
not guarantee proper operation.

*The images may not be properly displayed depending on the model or browser.

*The operation was confirmed with the latest version as of the date when it was performed.
*The service may be available from a terminal that does not meet the system requirements
described in the terms of use or other than the operation confirmation terminals, but NTT West
does not guarantee proper operation with such a terminal. Some of the screens may not be
displayed or work correctly.

Inquiry about the System

& NTT West Call Center for Certificate Issuance Service (Only available in Japanese)

Phone 06-6809-4327

Reception

hoUrs 24 hours

Copyright © NTT WEST,Inc. All Rights Reserved. 2



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.1 Registration of New Email Address *for first login

Access the link to certificate issuance
service found on the website of the
university and access the Student Login
page.

Enter the “User ID” and “Password” you use
at university.

§ by Student login

*Proceed with the “Second password” field empty.

Password

B Password

Second password

B Second passw

%]

If you have forgotten your second password.

© Notes

!PLEASE READ
* When you log in for the first time, please log
in with your university 1D/university password.
For the first time, second password Is not

IT you do not receive an e-mau . Lo aunutes
after completing the procedure, check your spam Read the “Notes” and then click the
folder.

“Login” button.

(3

E
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E Log In to the Certificate Issuance Service

iy | e Univessity Mail address setting

»

(4

Mail address

0 Mail address
Check

(] Mail address
8 Note

!Be gsure to read the Notes,

* Press the "Confirm” button. A confirmation
message will be sent to the designated email
address

+ Access the URL described in the
confirmation message and finish by setfing
your email address.

« It may take a while fo send the confirmation
message.

« “You may mot be able to receive the
confirmation message addressed to a free
email =-~

*Check the following if you did not receive the
confirmation message after 30 minutes:
1. Is the email address you entered correct?
2. Did you enter any unnecessary spaces, efc.?
3. Did you enter single-byle alpha-numerical
characters?
4. Is the email address you added to the
exception list for spam emails correct?

(5]

i The U ty  Set mail address

A confirmation mail has been sent. 6

Access the URL shown in the confirmation mail and
complete the setfing of a mail address.

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

For the first login, the screen is displayed
for registering an email address. Enter the
email address you wish to register in the
“Mail address” and “Check” fields.

*Although it depends on the usage environment, if you
have a different user ID in the past, the system may
automatically link you to another user ID. (This image
shows "2.7 How to register additional student ID
numbers" automatically.). In that case, this screen will be
skipped and you will go to "2.2 How to set the second
password."

Read the “Note” and then click the
“Check” button.

A message is displayed on the screen, and
a confirmation notification is sent to the
registered email address.

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

Email Message Click the one-time URL in the email body text
, , to complete the registration of the email
You can register your email address. address
Access the following URL and finish by setiing your email address. o .
0 *The URL has an expiration time, so please
htips:// sweeer e complete the operation within the displayed time
Blje date for the U;{LIA_U I?:Dumyi;:ﬂes “m It.
lnquiries]

*Inquiries about payment method, and operations and
failure of the system*

When the “Mail address setting complete”
screen is displayed, click the “Move to
§ mevnersty - Mail address setting complete Login Page” button to perform login.

The mail address has been set.

From now on, information from the system will be
delivered to this mail address.

You can change the mail address in the menu

after login. g:’ P Go to 2.2 “How to Set the Second

”
Password.

Copyright © NTT WEST,Inc. All Rights Reserved. 5



E Log In to the Certificate Issuance Service

2.2 How to Set the Second Password *for first login

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

KFEF—LR—=Y F VTN Access the link to certificate issuance
H—EARFRATEAR, SR—IHDSER DI LTCEZL

service found on the website of the
university and access the Student Login
#xE0A page.

e LIRS - FASOUEETE

ENTLBFRAE
2 2EQIVEZIVAR
3EETORITED

HTEUMDIRS - PRS- FHEBSCELILTE EFTEOCTHEERT-T4RZL

Enter the “User ID” and “Password” you use
§i Student login at university.

*Proceed with the operation with the “Second

User ID password” field empty.
8 UseriD *For the first login, an email address needs to be
registered. For how to register it, see the following:
»2.1 “Registration of New Email Address”
Password
B Password

Second password

] Second pas

%]

If you have forgotten your second password.

@ Notes

!PLEASE READ
* When you log in for the first time, please log
in with your university IDfuniversity password.

For the first time, second password is not
required.

If you do not receive an e-mail within 10 minutes

after comnl=ti-= " =rncedure, check your spam
o Read the “Notes” and then click the
“Login” button.

Copyright © NTT WEST,Inc. All Rights Reserved.



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

Set the password dedicated for certificate

Yy Set second password issuance service. Fill the “Second password”
' and “Check” fields with a password of at
(4] least eight single-byte characters, including
Second password both upper and lowercase characters.
@ Old second password *Do NOT set the password you use at the university.
Check

r New second password
Note

! Be sure to read the Note.

Set the second password according to these rules:

« |t must be made up of eight or more
characters.

« One or more half-width, uppercase
alphabetic characters (A to Z) must be
contained.

« One or more half-width, lowercase alphabetic
characters (a to z) must be contained.

« One or more half-width numerals (0 to 9)
must be contained.

« Characters and numerals other than half-
width alphanumeric characters must not be
contained. Read the “Notes” and click the “Set” button.

(5

Lo
D

A message is displayed showing that the
second password has been set.

@ Setting the second password complete

» Go to 2.3 “How to Log in.”
The second password has been set. 6

Copyright © NTT WEST,Inc. All Rights Reserved. 7



E Log In to the Certificate Issuance Service

|2.3 How to Log In

KFF—L_R—T VTN

Y-EREFATIAE, EX—TNEER DI LTIEZL

#24on

ENTLBFRAE
2 2EQIVEZIVAR
3EETORITED

HTEUMDIRS - PRS- FHEBSCELILTE EFTEOCTHEERT-T4RZL

§ieviy Student login

User ID
2 U

0
]

Password

B Password

Second password

] Second password

If you have forgotten your second password.

@ Notes

!PLEASE READ
* When you log in for the first time, please log

in with your university IDfuniversity password.

For the first time, second password is not
required.

If you do not receive an e-mail within 10 minutes

after comnl=ti-= " =rncedure, check your spam

Copyright © NTT WEST,Inc. All Rights Reserved.

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

Access the link to certificate issuance
service found on the website of the
university and access the Student Login
page.

Enter the “User ID”, “Password” and
“Second password” you use at university.

*For the first login, you need to register an email
address and set second password.
For how to register it, see the following:

» How to register an email address:
2.1 “Registration of New Email Address”

» How to set the second password:
2.2 "How to Set the Second Password”

Read the “Notes” and then click the
“Login” button.




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

I 2.4 How to Change the Login Information

(a) Change the Email Address

L & Log in to the certificate issuance service
Dateandtimeo  Top page and select the menu button “ @- " in the
Manual ‘ upper right of the screen, and then click
Change mail address ”Change mail address”.
Current application list Logout

*See below for information on how to log in to the
Certificate Issuance Service:
» 2.2 “How to Log In”

Application list

Issue certificate

Sending by post

Send online

Enter a new email address you wish to
register into the “New mail address” and
& (re Uaversity Mail address setting “Check” fields.

Current mail address

xxvxvxxxxvxsxx@swxa %

New mail address

bt fail address

at

8 Note

'Be sure to read the Notes.

+ Press the "Confirm” button. A confirmation
message will be sent to the designated email
address

» Access the URL described in the confirmation
message and finish by setting your email
address

s ltmatt " "'~ to send the confirmation

—uayc.

Read the “Note” and click the “Check”
9 button.

Copyright © NTT WEST,Inc. All Rights Reserved. 9




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,

A message is displayed on the screen, and
W 1y Set mail address a confirmation notification is sent to the
O registered email address.

A confirmation mail has been sent.
Access the URL shown in the confirmation mail and
complete the setting of a3 mail address.

Email message Click the one-time URL in the email body text

to complete the changing of the email
address.

You can change vour email address.

*The URL has an expiration time, so please

LLLLLLLLLLLLLLLLLLLLLLL complete the operation within the displayed time
- Due date for the URL: 30 minutes limit.

*Please delete this message if you don't recognize
*This email address is used only for sending

purposes.
A message is displayed on the screen
% v Changing mail address complete showing that the email address has been

e changed.
The mail address has changed.
From now on, this mail address will be used as an |D for legin.
Information from the system will also be delivered to this mail

address.
Move o Login page

Copyright © NTT WEST,Inc. All Rights Reserved. 10



E Log In to the Certificate Issuance Service

(b) Change the Second Password

& The University  Select printing deatination v
>

Date and | tap page 0.1

manual

personal setfing

change mail address
Curmrent application | . .
register student id
Applicafion list change password

change second password

Issue certificate

Convenience store

Send online

& e Laiversity Change second password

12/

0ld second password

&£ N

1]

Check
£ N

1]

Note

1 Be sure to read the Note,

Set the second password according to these rules

* It must be made up of eight or mere characters

* One or more half-width, uppercase alphabetic

characters (A to Z) must be contained.

= One or more half-width, lowercase alphabetic
characters (a to z) must be contained
One or more half-width numerals (0 to 9) must be
contained.
Characters and numerals other than half-width
alphanumeric characters must nof be contained

o =t

Copyright © NTT WEST,Inc. All Rights Reserved.

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

Log in to the certificate issuance service
and select the menu button “ @- ” in the
upper right of the screen, and then click
“Change second password.”

*See below for information on how to log in to the
Certificate Issuance Service:
»2.2 “How to Log In”

Enter your current second password into
the “Old second Password” field. Then
enter a new second password into the
“New second password” and “Check” fields.

Read the “Note” and click the “Change”
button.




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

A message is displayed on the screen
stating that the second password has been
changed. Click the “OK"” button.

@ Change complete

The second password has been changed.

(4
o]

Copyright © NTT WEST,Inc. All Rights Reserved. 12



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation,
follow the on-screen instructions.

(c) If You Forgot the Second Password

On the Students’ Login screen of the
§iewss Student login certificate issuance service, click “If you
have forgotten your second password.”

User D *For how to access the login page of Certificate

4 UserlD Issuance Service, see the following:
» 2.3 How to Log In

Password

o Password

Second password

] Second password

If you have forgotten your second password.

O Note-

To reset the second password, enter the
registered email address into the “Mail
§ <y Reset second password address” field.

Mail address DA Mail address

A Note

! Be sure to read the Note.

« Input a registered mail address and press the
"Send" button.

« Pressing the "Send" button sends a reset
mail to the registered mail address.

« Access the URL shown in the reset mail and
complete re-setting.

« [t may take some time until the reset mail is
sent

alphanumeric charace. Read the “Notes” and click the “Send”
button.

Copyright © NTT WEST,Inc. All Rights Reserved. 13



E Log In to the Certificate Issuance Service

uj eunenty Second password reset mail sent e

A second password reset mail has been sent
1. The second password reset mail will be sent to the registered
mail address.
2. Open the URL shown in the password reset mail and
complete the resetting of your second password

Email message

Your second password has been reset.
Access the following URL to set the second password

again. e
https i/ smok L sokrkokok .

krkkkkkkkkokkkkkokokkkkkok
Due date for the URL: 30 minutes

[Inquiries]

*Inquiries about payment method, and operations
and failure of the system*

grewy Set second password

Second password

Check

Note

@ Setting the second password complete

The second password has been set. 6

*The screen images shown below are samples only. For actual operation,

Screen Images w

How to Operate

A message is displayed on the screen, and
a confirmation notification has been sent to
the registered email address.

Click the one-time URL in the email body text
to open the screen for re-setting the second
password.

*The URL has an expiration time, so please

complete the operation within the displayed time
limit.

Set a password specifically for the
certificate issuance service. Enter at least
8 characters in mixed alphanumeric case
in the “Second password” and “Check"
fields.

Read the “Notes” and click the “Change”
button.

A message is displayed on the screen
showing that the second password has
been changed. Click the “OK” button.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

I 2.5 How to register a graduate student registration number

(a) Change the email address

Log in to the Certificate Issuance Service

e unversity. FIRIFESER & from the current student login page, select
FyFrs the menu button - in the upper right
Yo7 - Vi
Y FLaEE corner of the screen, and click “Apply for
FEESEN=S additional graduate account”.
#0020z o
BIEORH—E EEETHI L MENBRE
mErbriwl o
TR *For details on how to log in:
» 2.3 How to log in
SEAEERIT
i 7

.j The University A—=JILF F‘L*Z%El‘$%$7
Ao MENERE)

RAEOA—IF FLA

soloklokkokokok@kkokk, dokok
9 Enter the e-mail address to be registered in
HFLWA—LT FLR the “New e-mail address” and “Confirmation”
fields.
=]
After confirming the notes, click the “Check”
button.
jzacear]
A EEEEATBEES < E S

Y &L HBEDA—!
o ZLLRERER
4 BEA—JL T LA U R sl L
feA—ILT FLZATELLAY,

Copyright © NTT WEST,Inc. All Rights Reserved. 15



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

§ e Unversity A—JL 7 KL R

Q

fERA—ILEEELELR.
g2 A —)LICEEENTURLICTZIER L. A—IL
7 RLRADEEZETT LTLIZE,

A—)LXE

A=L7 FLAOERETHET.
LFOUWRLICF 2220 A= L7 FLADERERTLT

@

hitpg:/y T T S I T T

URL BAFR : 50 7

HHL DA - LITELELYOALFIZRERL TTE 0.

@O —LITREERA LT,
SRLEHEARIEFHEHRESET
KEAR— L N— U 1 oo acjp

'j Ihe University ﬂmf#-grﬁ

Ll E

(BEAECELT]

1. [RA] . [52bHl FEFEORS
EASILTL RS, SiESNZAT.
BB OEF CRITERESINZHIFE
EFEADBBELEDEL S,

2. BRUTVWBA-ILTRLRIC
[@acjpl HSOA—ILEZETE=EL
SB/ELTLRESLY,

MECABDLE. FHU baIFIBAILESL.

6

IEABCRET S

Copyright © NTT WEST,Inc. All Rights Reserved.

A message will appear on the screen and a
confirmation notice will be sent to your
registered e-mail address.

Click the one-time URL in the body of the
email to proceed to the applicant information
registration.

*The URL has a time limit. Please complete
the operation within the indicated time limit.

Confirm the “License Agreement” displayed
on the screen and check the “I agree to the
above terms (LEERBICEET D))" checkbox.

Click the “Agree ([EIE9 3)"” button.

16




E Log In to the Certificate Issuance Service

EREEERSR e
EREEIER!
= ¥R
BRE GBEFIREOA LT BELANFIRTER
<o IEE)
"HEERE

BE K

hEhF

27> A00
O—x=F
DENDEN TAROU

25

B A
(- L

$¥HH

| 1999/09/09

“BHITHER

[ 20224108 =

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Enter information about the applicant.

*The entry items vary depending on the usage
environment.
*Entries in red are required.

» Application Type (required)
Select “New” for new registration.
» Applicant Name (required)

Enter the name of the person applying in kanji,
katakana, and romaji, respectively.

*Please put a space between the last name and
the first name.

» Gender

Select the gender of the person applying.

» Date of Birth

Enter the date of birth of the person applying.
*Enter in the Western calendar.

(required)

» Year and month of graduation (required)

Enter the month and year of graduation.
*Enter in the Western calendar.

Enter your current address and contact
information.

*The entry items vary depending on the
usage environment.

» Postal code

Enter the postal code of the current address.
*After clicking the “Search” button, the address
corresponding to the zip code will be displayed in
the “Address” field.

Prefecture/City/Street and number/
Apartment name and room No.

Enter the current address.

Copyright © NTT WEST,Inc. All Rights Reserved. 17



E Logging in to the Certificate Publishing Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Screen Images How to Operate
@ Example of address search by zip code

£
9-1 9-1 Enter your zip code in the format “XXX-XXXX" in
BEES | 100-0001 el I the zip code field.
9-2
SEHE 9-2 Click the Search button.

*Please note that the zip code and address in the
BT screen image are examples, so please check the
— actual screen.

&P
HEHES 100-0001 ﬁ

\ 9-3 9-3 Check the displayed address and add the name of
ERR the apartment building, etc.

il

*Please note that the zip code and address in the

hATH screen image are examples, so please check the

FRER actual screen.
BTt

FHH

FI—h-¥v2avEE

it

Fl—k - TyoanEE » Phone number

il

. i Enter the home phone number.
BRES e » Mobile phone number
Enter the mobile phone number.

EREmES

Copyright © NTT WEST,Inc. All Rights Reserved. 18



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Work information

Workplace nhame

Postal code
Prefecture

City

Street and number

Apartment name and room No.

Phone number

Copyright © NTT WEST,Inc. All Rights Reserved.

10

Enter work information.

*The input items vary depending on the
operating environment.

» Workplace name

Enter your workplace name.

» Postal code
Enter the postal code of your workplace.

Prefecture/city/street and number/
Apartment name and room No.

Enter the address of your workplace.

» Phone number

Enter the phone number of your workplace.

Click the “Check” button.
*Be sure to fill in the required items.

19



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

.:i The University ERFS IR R SRR ae

REEEH

PSR

w8 i
HHEES BEES
== A8 100-0001
hant #Eme

FLFy SO0 R

R AT
DENDEN TAROU FREE
151 Er&En
= FiemH
+#87 FNR—bt I3 Y8
1999/09/09

EEERS
SREESA
2022110 Elmm e

EoEvnt

Eska

HERS

=51

hXEH

BT &

“q The University $%%?
[~

EESH/I(AT— FEEEEVCA—ILT FL-RFE
TICEELELE.
A—ILEBELTIEZ,

Confirm the information registration details

you entered and click the “Apply (ERz5)”
button.

Confirm that the “Application Complete”
screen appears.

Copyright © NTT WEST,Inc. All Rights Reserved.
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E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

Email message The result of the application for use is sent
to the registered email address. Find the
initial password in the email.

Title: Result of the application for use

The application for use of the certificate issuance
service has been accepted. Use the initial

password below to log in. *Please check the university website for the

*After you log in, change the password. confirmation period.

Initial password: *******>

Log in here . " . "

htt‘pé; T T AT Click the URL for “Log in here” in the

email body text to access the login

©This email is for sending only. screen.

For more information, contact the administrative representative.

i re Univessity Graduate login

@ For the “Mail address” field, enter the

Mail address . J registered email address, and for the

“Password” field, enter the initial password

il Mail address
shown in the email announcing the
application result.
Password
- Password *Leave the “Second password” field empty.

Second password

= Second password
If you have forgotten your password

Note

'Be sure to read the Motes,
+ Be zure to log out and cloze your

browser when you leave this site

« You will log out automatically if you do
not make any operation for a while after
legging im

+ Change your passwords on a regular
basis.

+ Storing your passwords on the browser
is not recommended for security
reasons

Read the “Note” and click the “Login”
button.

Copyright © NTT WEST,Inc. All Rights Reserved. 21




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual operation, follow the on-screen instructions.

18

ty Set password

Password @

v/

# | Passwor
Check
s Passworng

Second password

3

. Second pass

(=]

Note

1 Be sure to read the Note,
+ Seta password.
* You can change your password from a
menu th=%i= dizplayed afler you log in

width alphanumeric characters must not
be contained.

19

20
€ Setting the password has completed.

The password or second password has been set.

Copyright © NTT WEST,Inc. All Rights Reserved.

The Password Setting screen opens, where
you can change the initial password and
set the second password.

Fill in the “Password” and “Second
password” fields and the confirmation field
for each with a password and second
password, respectively, (other than the
initial password) of at least eight single-
byte characters, including both upper- and
lowercase characters.

*The password and the second password must be
different.

Read the “Note” and click the “Set” button.

Click the “OK" button.

Now you can use the “Certificate Issuance
Service” from the students of a graduate

page.

22



E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual
operation, follow the on-screen instructions.

I 2.6 Switch Languages

(a) Mail Address Setting Screen

[LANG BAEE | o Click the language selection pull-down to
switch languages.

ﬁ' e L iy A—JLF RLAEE

A=ILF BLZ

R

M AL ELZ

0 FEFn
| FEEHEATBHEH<EEWN

- [BBRRl AR5 EBT & BEDAILTE

| —TEIE L 0 R e

Click the language you want to display in
[LANG.E+i# | (2] the pull-down.
ﬁ- € Lin ity A—JLF |
LANG:English
A—LF RLZ —

P4 A=JLT B

155

¥ AJLTRLZ

O F5ER

| FEERRFSTBHEHTEEN
- Rl RS LERTE BEDAILFE

| TEET L 0 A e e

The screen switches in the language you
s enisn ) ©) selected. Subsequent screens will be
displayed in the selected language.

& 10w Uaivessiny - Mail address setting
5
Mail address
D] Mail address
Check
= Mail address

O Note
1Be sure to read the Notes. E

Copyright © NTT WEST,Inc. All Rights Reserved. 23




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual
operation, follow the on-screen instructions.

(b) Log In Screen

Click the language selection pull-down to
switch languages.

& rre Uanersity DAY

A—NF LA

Click the language you want to display in
the pull-down.

& e Uaiversity BAEREOMT A
LANG:English

A7 ELR '
JRD—F

& T — K

9 The screen switches in the language you
s<_a|ected. Subsequent screens will be
displayed in the selected language.
i e baiversity Graduate login

Mail address

b

i
1

Password

B  Password

- E

Copyright © NTT WEST,Inc. All Rights Reserved. 24




E Log In to the Certificate Issuance Service

*The screen images shown below are samples only. For actual
operation, follow the on-screen instructions.

(c) Select Printing Destination Screen

Click the language selection pull-down to
switch languages.

REOHH &

R

FEREERT

Click the language you want to display in
the pull-down.

EDRISERIRAEC S Rasasssnanscsllp R~
ey ample.coln LANG HAZ=
RaosFE—&
sg-g

The screen switches in the language you

S & selected. Subsequent screens will be
Dete and time ofprevious logT 9 displayed in the selected language.
LANG English v . .
- Since the language selection pull-down
S ———— is displayed only on Log In and Select

Printing Destination screens, so you
need to log out or come back to Select
e ereae Printing Destination screen in order to
switch languages.

Application list

Convenience store

Sending by post

Send online
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