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caution
• This slide was created for the April 18, 2025 UTokyo Azure Usage Briefing.

• Azure specifications change frequently, so if the following does not work, 
please refer to the Azure documentation. 

https://learn.microsoft.com/ja-jp/azure/?product=popular


Add an owner

How to add another faculty member as an administrator?



Because Utokyo Azure runs on “gift credit”, 
“Cost analysis” function doesn't work.
 You need to monitor it via UTokyo Azure 
Subscription Management

https://azure.itc.u-tokyo.ac.jp/list
https://azure.itc.u-tokyo.ac.jp/list


Warnings are triggered for users with the 'Owner' role.
• Emails are sent when usage reaches 50%, 75%, 90%, and 100% of the 

"Guaranteed Free Tier"
• If you wish to stop usage within the Free Grant quota, you must not overlook 

these emails!
• The Owner must monitor the usage carefully and forward the warning 

emails to the users.
• Emails are sent to the Owner’s ECCS account with the following details, so we 

recommend setting up an automatic forwarding rule (filter):
• Sender: Azure Gift EA operator <adm_giftea@univtokyo.onmicrosoft.com>
• Subject: “Notification from UTokyo Azure: Subscription [Subscription Name] usage alert”

• Add additional Owners as needed
• Any member of the University of Tokyo with a UTokyo Account can be assigned as an 

Owner.
• However, since Owners are granted strong privileges, including the ability to request 

quota increases, avoid assigning this role casually (Is the person trustworthy?)



Click 
"Subscriptions"











Select “Owner”





• Only members of the University of Tokyo 
who have a UTokyo Account can be added.

• Search by Common ID or full name 
(e.g., “山田 太郎").

Select the 
appropriate user



Confirm the selected 
user is added.







Make sure Active and Permanent are 
checked!
Make sure Active and Permanent are 
checked!



Make sure that Active and 
Permanent are assigned.





Added 
to Owner

Please make sure she/he has  
“Active permanent” state.
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