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How to Use Digital Certificates 
 

 

 

 

 

Overview  
 

The Educational Affairs Group (EAG) issues digital certificates online through Parchment (formerly Digitary 

CORE)*. Please check our website for the types of certificates that can be issued in digital format. 

 

As a recipient, you are required to use a valid email address when requesting a digital certificate to be issued. 

You will be notified by email once your document is ready. 

 

Certificates on Parchment are valid for 6 months from the date of issue. A digital certificate can be viewed, 

downloaded as PDFs and shared online with third parties until its expiry date. If your digital certificate has 

expired, you will lose access to the document until you obtain a new one.  Note: When a new digital 

certificate is issued, recipient information of the obsolete documents will be deleted. 

 

The authenticity of digital certificates can only be guaranteed: (1) when the digital certificates are viewed on 

Parchment or (2) when the downloaded PDF are viewed using Adobe Acrobat Reader and the university's 

electronic signature is confirmed in the [Signature Panel]. Digital certificates printed on paper are deemed 

not authentic.  Authentic paper certificates can be obtained through certificate issuing machine or at the 

Educational Affairs Group.  

 

*For frequently asked questions about Parchment (formerly Digitary CORE), please refer to the following 

webpage: https://core.digitary.net/faq/learners 
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Access to Your Document for the First Time 
 
1) A notification email will be sent from 

<noreply@digitary.net> when your digital 

certificate is issued. 

 

Click REGISTER to create your Parchment account .  

 

 

 

 

 

 

 

 

2) Enter your name, your email address* and 

password, then click NEXT. 

  

*Current students, enter your ICU email address. 

*Former students, enter the email address you used 

when ordering certificate(s). 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

mailto:noreply@digitary.net
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 An email with 6-digit validation code will be sent to 

the registered address.  Enter the code and click 

NEXT on the login screen.  

 

 

 

 

 

 

 

3) Log in to Parchment.List of the certificates 

issued will appear.  Select the certificate name 

and view each document. 

 

 

 

 

 

4) If the certificates issues are not the ones you 

ordered, contact the Educational Affairs Group 

immediately at <eag-cert@icu.ac.jp>. 
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Share Your Document with Third Parties 
<NOTE> The recipient will receive an automatic message via email in your Preferred language in 

the Account settings.  Make sure to check / change the setting prior to sharing the document(s).  

 

1) Select a certificate from the list to share with a 

third party.  

 

 

 

 

 

 

2) Click SHARE. A window will popup. 

 

 

 

 

 

 

 

 

3) Select Email and click CONTINUE. 
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4) Fill in the fields in the dialog box as necessary and 

click SHARE. 

 

 

5) Click FINISH to confirm and share the document. 

An automatic email will be sent to the recipient. 

 

 

  

Share name 

(Optional) This helps you identify the 

document in your list of shares (e.g. 

ICU GS – Transcript, ICU GS – Cert of 

Prospective Graduation, etc.) 

Purpose of share (Optional) 

Recipient Email 
Enter email address of the recipient of 

the shared document. 

Include a 

personalised message 
(Optional) 

Reference (Optional) 

Access PIN 

(Optional) 

Enter a PIN for increased security. 

An automatic email with the PIN will 

be sent to the recipient’s email 

address. 

Expiry date 

(Optional) 

Set the expiry date. (The recipient can 

access the document only before the 

expiry date.) 
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Example of the automatic email to the recipient 

in English 

 

 

 

 

 

 

 

 

 

Example of the automatic email to the recipient 

in Japanese 

 

 

 

 

 

 

 

When the recipient clicks “VIEW DOCUMENT” and 

enters the correct email address and access PIN 

(optional), the third party can view the document. 

 

 

 

 

 

 

 

 

 

 

 

*Use Take a Tour option to familiarize yourself with the process of sharing your documents. 

  



-7- 

Log in to Parchment as a Returning User 
Visit the following page https://core.digitary.net/user/login and log in with the email address and password. 
 

For Graduating Students:  

Link your Account to Your Personal Email Address  
For graduating students with a Parchment (Formerly Digitary CORE) account, change your primary email 

address in your Parchment account settings to your personal email address. You must do this before 

graduation to avoid losing access to your documents. You will no longer be able to log in to your ICU email 

address after graduation.  

 
1. Click on the dropdown menu next to your name at the top right 

corner of your screen and go to your Account settings.  

 
 
 
2. To add another email, scroll down to the Email accounts 

section. Click the +LINK ANOTHER EMAIL button, then a 

popup window will be displayed on the screen.  

 

Enter your personal email address in the popup window, then 

click the ADD button. 

 

 

 

3. You will receive verification code by email.  

 

 

 

 

Input it to verify your new email address and CONFIRM.  

Select MAKE PRIMARY for the new email address.  

 

You will be able to log in with your newly linked email address 

and existing password. 


