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1 User Registration

(1) On the system login page (https://www.qs-conductor.com/JAXA_CIS/login_En.aspx), 

click [User Registration] to open the entry screen.

(2) Enter all account items.

After your account is created, an email titled "Information on your account registration" is sent 

to the registered email address. Enter a PC email address as much as possible.

If you do not receive the email, the email address may be wrong. Create your account again.

If you enter a mobile phone email address, turn off the email rejection setting on your phone.

When you finish entering, click the [Create Account] button.

*1: Japanese can be entered in [Name] only.

In [User ID], only single-byte alphanumerics can 

be entered.

*2: In [Password], enter 8 to 16 characters.
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https://www.qs-conductor.com/JAXA_CIS/login_En.aspx


2 If You Forgot Your User ID or Password

(1) On the system login page (https://www.qs-conductor.com/JAXA_CIS/login_En.aspx),

click [If you forgot your password].

(2) The screen below opens.

Enter information in the [Inquire about Account Information] field displayed in the upper part.

When you finish entering, click the [Inquire] button
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[Name] (Mandatory): Enter the name you registered when creating your account.

[Email address] (Mandatory): Enter the email address you registered when creating your 

account.

Enter either [User ID] or [Password].

[User ID]:  Enter the user ID you registered when creating your account.

[Password]: Enter the password you registered when creating your account.

Enter the password twice.

https://www.qs-conductor.com/JAXA_CIS/login_En.aspx


(3) If the information entered in Step (2) is correct, the following message appears.

An email will be sent to the entered email address. Click the [OK] button.

Subject:  Information on your account registration

Dear  XXXXXXX ,

Your registered account information is as follows:

Code: bH8KFr3o

***************************************************************

Management and Integration Department (In Charge of System)

Institute of Space and Astronautical Science

Japan Aerospace Exploration Agency

Email: kyodo1@jaxa.jp

***************************************************************

* If the information entered in Step (2) is incorrect, the following message appears.

Enter correct information.

(4) If the information entered in Step (2) is correct, you will receive the following email.

Do not delete the email until you enter the code described in the email text in the next step.
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(5) In the [Refer to Account Information] field displayed in the lower part of the screen, enter 

[Email address] and [Code], and then click the [Refer to] button.

(6) After user authentication through the email address and the code is completed, a user ID 

and a password appear in the red frame as shown below.

Use them to log in.
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[Email address] (Mandatory):  Enter the email address you entered in Step (2).

[Code] (Mandatory): Enter the code described in the email text in Step (4).

(You can directly copy and paste it from the email.)



3 Logging In

(1) On the system login page, enter your registered [User ID] and [Password] and click the 

[Log in] button.

(2) The top screen opens.
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4 Logging Off

(1) To log off from the system, click the [Log off] button at the upper right.

Logging off will return you to the top page.



(1) The top screen consists of the following three screens: [Application], [Withdraw Application], 

and [Submit Paper].

The [Application] screen lists symposia currently accepting applications for participation. 

Download an application form (Excel file) of your desired theme. 

5 Applying for Symposium (Newly)

(2) Save the downloaded file, and open it.* Enable editing. 
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* To revise an application you have uploaded, read the next chapter.

After the deadline for 

application expires, a 

button cannot be clicked.



(3) Enter mandatory items. Items marked with an asterisk (*) are mandatory items.

For the yellow fields, you can select an item from the pull-down menu.

If the number of rows of [Author] is insufficient, add rows.

Whether your speech is accepted or not is notified to the email address described in the 

form.

If an application form has any omission, an omission error email is sent to both the logged 

in user and the registrant.

Select from the pull-down menu.

Select from the pull-down menu.
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(4) Upload the application form.

When you click the [Browse] button, the file selection screen appears. Select the target file and 

click the [Open] button.
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When the file path appears, click the [Upload] button.

Now uploading is completed.

The receipt of your application and whether your speech is accepted or not is notified to the 

email address described in the form.

If an application form includes a typing error or omission, an input error email is sent to both the 

logged in user and the email address described in the form.

Note that once an application form is approved, you cannot upload the form again and will 

receive a delivery error email if any attempt is made to do so.

11

The message appears when 

uploading is completed 

successfully

The upload history appears



6 Submitting Paper

(1) The [Submit Paper] screen lists symposia you have applied for. 

Select your desired theme. 

(2) For the agreement to allow public access to your paper via the repository, check [Agree].
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While selected, the 

display changes as 

shown below.

Clicking this allows you to download 

a PDF file describing the agreement 

on disclosure of your paper and 

cautions.



(3) Your paper should be prepared in PDF format.

Click the [Browse] button to select a target file. 

(4) When the path to the target file appears, click the [Upload] button. 
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The message appears when 

uploading is completed 

successfully



(1) The upload history appears in the lower part of the screen. Click the [Download] button of 

the target symposium for revision.

* Note that [Download] buttons in the upper part of the screen are for new applications. If 

you upload an application form via these buttons, the form will be regarded as a new 

application.

7 Revising Your Submitted Application for Symposium

(2) Save the downloaded file, and open it.* Enable editing. 

* To revise an application you have uploaded, read this chapter.
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For application forms



(3) Revise information.

(4) Upload the application form.
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When you click the [Browse] button, the file selection screen appears. 

Select a target file and click the [Open] button.

When the file path appears, click the [Upload] button.

Now uploading is completed.

The receipt of your application and whether your speech is accepted or not is notified to the 

email address described in the form.
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The upload history appears

The message appears when 

uploading is completed 

successfully
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(1) To replace your submitted paper with a new one, upload the new paper.

* Note that only one paper file can be uploaded. The old file uploaded before is 

overwritten with the new one.

For paper files
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8 Withdrawing Your Application

(1) The top screen consists of the following three screens: [Apply for], [Withdraw Application], and 

[Submit Paper].

The [Withdraw Application] screen lists symposia you have applied for. Select a target 

symposium to withdraw from and click the [Withdraw] button.

* Note that you can withdraw your application for a symposium only if it has the [Waiting for 

Approval] status.

To withdraw an application for a symposium with [Approved] status, contact the secretariat.



(1) When the withdrawal is completed, the target symposium disappears from the list.   
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