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Overview of the Budget Cycle
Management System

The “Budget Cycle Management System” (“BCM” hereinafter) computerizes applications and payment
processing related to research budgets in order to comply with the Revised Electronic Book Preservation Act
(Japan). This system enables you to perform various procedures such as submitting applications and reports
online. It consists of the CAMPUS WEB and SmartDB that have previously been established within Ritsumeikan
University. It enables you to check the spending status and remaining balance of research funds similar to the
previous “KAKENHI Pro.”

It is also equipped with a data linkage function to perform direct payment from the Executive Office for e-
commerce websites (such as Amazon) that were previously performed by reimbursement of costs. The
objective of these functions is to maintain and improve the proper execution of research.

You can use BCM to perform the following types of tasks online.

Convenient processing of purchase applications, acceptance inspection, and delivery of goods

® Linkage between e-commerce websites such as Amazon Business and BCM allows you to make purchases
using payment by invoice.

Simplified applications and reports for business trips

® For business trip applications using BCM, you just have to input the destination and purpose of the research
trip, and the route calculation will be performed by the Executive Office.

Smooth processing of employment applications for part-time workers and similar, and work
request applications related to compensation and honorarium/remuneration

® |f employing RU/APU students for part-time work, registration of employee reports and creation of
notifications of working conditions can be performed online.

® Input items corresponding to the requested work, such as tape transcription, lecture meetings, and interview
investigations, into BCM will be switched automatically. There is no need for the applicant to be troubled with
any forms.

Spending status and remaining balance of research funds can be checked in the same way as

currently performed

® The spending status can be checked by researcher and by research funds. You can also print out the budget
you want to check in your desired format.

Proxy applications can be made by adjunct administrative staff members (faculty secretaries)

® Registering of a proxy application by the researcher beforehand enables adjunct administrative staff
members (faculty secretaries) to perform BCM operations in place of the researcher. Adjunct administrative
staff members (faculty secretaries) can perform application procedures in place of the researcher in the same
manner as currently being performed.
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Accessing BCM

BCM can be used by logging in to the CAMPUS WEB from the Ritsumeikan Faculty & Staff Portal System
website. Perform the following procedure to access BCM.

n Access the Ritsumeikan Faculty & Staff Portal System website and
display the <<CAMPUS WEB Login>> screen.

R S E A — 2 Y R T AN 22 Click the [Ritsumeikan
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il
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,,,,, Welcome to Ritsumeikan Faculty & Staff Portal System FaCUlty & Staff Porta|
TRIESEE =SS AT L. TRNCHRTSHBACHT SEERE - RO bO— N RRTENTT.

T CoEREORAT RN UTLES. System] button.
EBOBRSATLND Y 7R BRI OOETET BEAECRBRRON T DT PRESRATET.

BEar—5)
SAFLIEDNT
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Ritsumeikan Faculty & Staff

Login Manual
Portal System

Web Mail =
S {L#{E9E./SSL Support tad 0§ INn
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FAMAY A7 NEO71 2&O Y TN~ T Academic Affairs Support Website
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Click [CAMPUS
WEB].

R rirsuveian  BBER—FINSAFT L

English #E - Il

RISING4G

RISINGAG for APU

I CAMPUS WEB

PIRES—HR—2 I

® m o @ ® D

R ik canrus wommza e [ ﬂ/p Click the [CAMPUS
Welcome to Ritsumeikan CAMPUS WEB

“““““ WERB] button.

‘CAMPUS WEB

CAMPUS WEB |
LR (LEE)/ =
BREAN/BEELERR J

¥ =27l User's manual

LI (FEAOEE)

Academic Affairs Support Website
Personal Course List / Entry of Grades /.
Teaching Schedule Inquiry

é Log in to the CAMPUS WEB.

R risusenan @ %ﬁj
CAMPUS WEB i faF /p Input the [UserID] and

CAMPUS WEB Login [Password].
UserID * I
Password * I - - -
Click the [Login]
button.

Next page
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Division of Research, Ritsumeikan University Budget Cycle Management System: Simple Guide

Chapter 2. Accessing BCM Read this First (General Overview)

Cont.

Display the <<FAZFSEHEIEA =1 — - FAFE—E>> screen.

R Account : sdb-t28

R RITSUMEIKAN ﬁ ‘.?) Name : Sr:a%]ﬂﬁﬁfﬁtzs

c H M PU S N E B ﬁ V 2023-11-21T10:11:23 506795 [TC100M0] [IT]
CAMPUSWEB

RS (Excelfd)
WEEISEA =7 — - RS o— |

v

Click the [fAFREIR/E
AZa1— - TARE—
] button.

BEFRER

‘p Input the fiscal year of
s2EEF ANLT BEST) ﬁ@_ the project.
* BRANSARETT- . 4=
e ’p Click the [IRZ3247]

button.

:
: 

v

Perform BCM operations from the <<tAFREIRIEA 1 — - ARE—E>>
® | screen.
End
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Overview of Menus and Screens

This section explains the menus and screens used in BCM.

<<HAREFFAZ1— - ARE—E>> screen

The <<IAFRERIEX —1— - THFRE—E>> screen displays menus for using BCM. Click the menu item (link)
corresponding to the application content to display the screen of the various application forms on SmartDB or

the <<Document list>> screen of applications.

ENGLISH | O4 7~
R rrrsumenan =& e o n For performing
CHMPUS H EB i w}; 2024-02-13T09:53:55.240050 [BMD11F0] [IT] procedures related to
[CAMPUS WEB] > the purchase of goods

and subcontracting.

IRBRMEX =1 — - BIRAE—R 2 Refer to the Simple

i Guide (Researchers’
1. EEREHSNFEBAT S, BHORMERETS Edition): Purchase of
(1) 141/188 105M#% (FSERTAEHENTNG)
[WEBEE)] 1 - 2§ IERE M .
(2) 145/138 105FELE (FEEREDEH BTV = SIEET) Subcontractin

i - BEE

Volume.
2. @A - ESCHETS

1
s R \ For performing

- procedures related to
3. BACEBRIETS

(1) BEERICED< %% : BEEARS (RU/APUEEFILIT ) expenses fOI’ domeStIC
R N and overseas

(2) BARERNSA (RRND) BE, TINREE  BSEREE For— b HIM0EES business trips.
LR 2 Refer to the Simple
BAFRBEA (RRNE) O Guide (Researchers'
EEnT (FEEEEN "
Edition): Travel
EELCESEECRELTL SHRED— SN TOBELTT. Expenses Volume.
« BB 2R T 93¢ SEAREQSHONSTRREBTERIEC A TEET.
For performing
EEAH procedures related to
employment of hourly-
based staff, and
(& 3 45
MR | 8

compensation and
FEE xpman TORE BOMFEI— | pouce kam | pmmms D0 WERT epe | mx  mumEs _honoranum/remunerat
B #R k= FE i3
B 5 on.
2| 2023 HITHRR BT 23AAA060001| 23EEFR MFEOL [@EEEE} e 2023 | 2023 &S [@EEE] =y > Refer to the —p—SIm le
JEl=E (A) A FEIRA A« FEIRA GU'de (Researchersl
e HERFE RRRERE ( (8L | (2R 35 . (1221 &= e i
208 i 2ICBES00IE) ) mzn . pumA) | A-FEHEA | 00 | 2023 = A zm=a Edition): Personnel
22| 2023 J‘(Zﬁ;ﬁ 23FAB690001| 2023FE@EAMARE Eﬁ%ﬁ;;ﬁ 2023 | 2023 =E iﬁ_ﬁigg 70051:8 ar_1d
i i Honorariums/Remune

rations Volume.

For checking the

balance of research
| budgets.

2 Refer to the Simple
Guide (Researchers'
Edition): Checking
Balance of Research
Funds Volume.
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Chapter 3. Overview

of Menus and Screens

<<Document list>> screens of various applications

The various procedures applied for using BCM are managed by using the “<<Document list>> screens of
various applications” of SmartDB. Here, we use an example of the reimbursement applications to explain how to
understand the <<Document list>> screen of various applications.

V¥ Example of a <<Document list>> screen of reimbursement applications

&% /Document list

FEEFS LD | HEEEN REEE TAT 2E

PEIT—

Q #/Search Q@ My

PHEP 1-THERFLTVET,

= B HmER
2310251000001 2024/01/30
23102510000010 2024/01/30
23102510000008 2024/01/30

23102510000006 2024/01/30

FFEA/NoE Yet Applied
FEERL/Not Yet Applied

23102510000007 2024/01/30 . i e
FEERL/Not Yet Applied

AT—52

GRS BOMTED |

ARBEROE SHEE o, —

t Yet Applied

0m
of
oR
oF
0m
of

n

Displays the logged-in
user name.

Documents are
displayed under each
application status tab.

2302510000005 2024/01/30

Fi3RE T/ New registration

REEAL/NoL Yet Applied

SAUTEE (B8) 2 (W] 28A- PHEA

Reference and edit
existing documents.

Create new
documents.

The next section describes the procedures to resume editing a document that has been completed until
registration but not transmitted when submitting a new application for Web purchases and for other than Web

purchases.

3.2.1 Procedures to resume editing an already registered document

(For Web

BD Display the <<FAZEEIRIEA =1
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

purchases)

- iR E—E>> screen.

v

ENGLISH | O4FJ

EXFETANLT BERIT] N

* BRANLEARETT-

R prsureiean H 3 N oo
?Eié 2023-11-21T10:11:23. 506755 [Tc1ﬁor«o1 ]
CAMPUS WEB i £
CAMPUSWEB
FEIREA — 1 — - I /
(c) Ritsumeikan Trust. All rights reserved
BEFRER

FrEBRLTUZE,

\4

| Face i o " 
EI’ :

Click the [FHEBEIRIE
AZ1— - ARE—
5] button.

B e

Input the fiscal year of
the project.

Be

Click the [fRZ3R3E1T]
button.

Next page
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Chapter 3. Overview of Menus and Screens

nt.
é Display the <<Document list>> screen of delivery destinations.
V <<ARBEIRIEAZ 1 — - IARE—E>> screen

ENGLISH | 047

Account : sdb-t17

R rsumean o~ ":5' d
L Name : SmartDBIEiEAtL7
CHMPUS H EB ﬁ }’@V 2024-02-13T09:53:55.240050 [BMD11F0] [IT)

MREREA_D1— - ARE—E

1. BEREHSNREBATS, REOEMERTS 1) Click the [ (WEBEZ

(1) 126/130 10TMER (BEEDHRENENTING) 5] &F - ;@ﬁ.’\]] link.
(WEBBE] 5 - 24 ——

(2) 145/18 10/AMBLE (ARETLOED 5 TR = SRR
= . 2AEE

2. @A - BAHCHET S
HIERE RS

3. BACEHEIETS

Display the <<Document list>> screen of Web purchases.
V¥ <<Document list>> screen of delivery destinations

&%/ Document list [2—:
=i
AR L AEERRLTUET,
B i Exgem  SEES g % DEIE  pmmmuross AmazonBATKSY (OTF) wém HEEE CIle the [_ E’:] button
1 5678570 XM Ik EHEE[2-1 U e S Amazon (LEE1075H., 2055F) =y 14/ 10BN 10HAEEX '~ %
d v 2 H W 50 2 OR [BCME] BRREIELSEH, Z55 under [E%l%}ﬁ Of
A _u:]
e R T R R e TR the delivery
Ba- 2igEn R7ALE) BT RERTTEE

destination selected
when the document

3 1_USMAT I 6038577 Wi W EH UBAF KEFrT
F R T BIS6 Z OOf [BCME] . d
T<EEL,
H SIFE) 4 & U] BS 3_USEAT AR S678570 AR WK HBE2-1 UMMAE WATUIN oo eones sompr | | —m | N1/ 1EO@ENIOGAZE BE
A C GEWSWR) WIEST +9 /(2 B @ 50 2 ABOREE [BCME] BRERIEED
%

HOUEEERATENT WAL, HHTHA

LTLETY,

FAEH/New registration

V¥ <<Document list>> screen of Web purchases

3&—%i/Document list . & _(SEFM] wE - SIEEA ] :l X -
| | memes || A wm s | SEEEES (65 - 809 mﬁ"’riil TAT (G I ﬂ CI|Ck the [3_/\t] tab I

Q #/Search * | @ Myl
| 25#h 1~ 25HERTLTLET. - [
= E 2
® E 2 e £ uea -
. - = _ - = B, DOMTHI— Eff GUAE i B A OB .. GHEHEE —eosq_v = DR 2 C H EE'E%HJ
e = g2 | === HE =8 g8k B e ) pL ZEOE e = J lick the [n #H] button
2 = -
5 E
2 -
= 5 of the document you
I i (——TTTozes | (MR- B SALTEN (S ® @ 23088060002 767 0 767 2024/02/05 & BETHE  ®A 12917009
) #55/(Deliver A = =] ! b : fE A
\ artmsionand 57 R » want to resume
inspection) B3 .
waiting ed|t|ng
13505
2578
258 23M02510000018 2024/02/02 R (8 2 i 8 23AAA060002 JE—FERAN 1,541 0 1,541 2 _[&FM) B8 2024/02/02 3 _[SGFM] _ RISIN 14,907,547
2) rapplcation BA-wmEs & — TorhEA B @A e 1e45  mEB Icon @
in Process (Route ® ¥ e
2) & B ~

v -

Next page
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Chapter 3. Overview of Menus and Screens

Cont.

o
End

V <<WEBEE (Hizt&H) >>screen

BB /Browse registered document

—BidList weit @ —
AREHEONETEIBYELA TR, (2024-01-09 14:01:58
B | WEBME (AR, AmezonBusiness) 23M025100000L4
/01/11 16:41 & sm@ B
IO e - 2024/01/11 16:41 & sm@RdbEMET

#08

23M02510000014

WEBEE (FiZZ#&HF . AmazonBusiness)

2752 ANt vek Applied REDELE
Current person

Status

2024/01/09
ApplicationDate

BHEES 9999999
1D No

B B RELTEE (18
College, Department

L1 P

Position

BAH & USER) BEA - STEA
Applicant

EREEHS TEL ()

Contact Phone Number

BAEA—NLTELZR sdb-t28@st.ritsumei.ac.jp

Email Address

v

Editing is now enabled, so resume your editing work.

Click the [Edit] button. |

3.2.2 Procedures to resume editing an already registered document

(For applications other than Web purchases)

We use an example of a reimbursement application in this section.

\4

n Display the <<fifZREHRIEA — 1 — - FAFTE—E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | O4% 7%
P Account : sdb-t28
R RITSUKEIKRN @y G Name : SmartDBE&RS
c H MPLIS N EB m Ezéw 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB
RBIRMEA— 1 - RE—E /
(c) Ritsumeikan Trust. All rights reserved

Click the [FHEBIRIE
A= — - HARE—
5] button.

v

BEFRER

EXFETANLT [BEST] AT 2B LTS, |
= BEANSARETT-
I BEEE - 2023 s
']

Input the fiscal year of
the project.

Click the [fRZRE1T]

button.

Next page
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Chapter 3. Overview of Menus and Screens

nt.
ﬁ Display the <<X7EAFIFEE>> screen.

v

V <<IAFRERIEAZ1— - AFTZE—E>> screen

I e S R E

R RITSUMEIKAN o) & Account : sdb-t28
k> = Name : SmartDBIFEAt28
CHMPUS HEB ﬁ ?&V 2023-11-21T10:13:09.297508 [BMD11F0] [IT]

ARBIRMEAT D — - ARE—E

[A] FAREDER
1. BERENSNSEWATS. BEOREEETS

(1) 1f4/1#8 105 MFE (FASKERELED S0z .
[WEBEE] 3T - = IEEE
(2) 1fF/1%8 105N E FRFERIHRDHSINTWVELN = BEHERRT)
- mEeE

2. @A - @HCHEET S
HIRFRZE HIRHRE

Display the <<Document list>> screen of reimbursement applications.

—Y Ciick the [List] button. |

V <<i7EINERFEE>> screen

Click the [XZE+5E]
link.

I 5/t | (e

T8# RYVERLEEIC, 47 TRERG RIVERLTIET .
TRHHE) R VERTET, ROBRECHEINE T

sdb.ritsumei.ac.jp DR
FEEAREFENTVEEA. REZERLETH?

U ELHEES

UETHOMTREEET SHAELAOS N, VUERTURUIESTL-LESE, 6 (ANEY) SAHSERR TR T—F4 7 ¢ ZITEHL TCESL,

\

RIEEETSBEEF T v 2/Check here if you are applying by proxy.

RERFEE B

Proxy Applicant - Affiliation

B R EAT Yy —F)

v

V¥ <<Document list>> screen of reimbursement applications

Click the [OK] button
on the confirmation
message.

ﬂ Click the [J/XC] tab. |

Click the [5¥#] button

S5/ Document list
FEES | WET | HEOET ?I TAT (o
Q #%/Search T, Myigig
10#6R 1~ 10BE SRL TVET. = 0 =
iy fF
o (e st RFD X{EATER:
EE Bs ) x5z  FEE sy emm SR B8 pepmus uEsoe meERlY DL SRUTRERX
j: ) # 2L EE ut—
Ef 2
il H e 255/ Not Yet 3 oM 2024/01/30 & smartdbiER

E Appliea, - 17:08 I

2 | =8 23L02510000010 2024/01/30  FFERT/Not Yet [1&] 2024/01/30 & smartopzer
Applied 17:05 IR

3[#8 2302510000008 2024/01/30 « FEEHI/Not Yet om 2024/0y/30 &

Applied 15:55 B

4 =8| 23L02510000008 2024/01/30  MF&HI/Not Yet oM 2024/01/30 & smartdbER
Applied 15:09 EiTE2l

5 =8 23L02510000007 2024/01/30 « Wi&w]/Not Yet oA 2024/01/30 & smartdbiER
Applied 14:42 I

6 | =8 231L02510000006 2024/01/30  MFERT/Not Yet oA 2024/01/30 & smartdbER
Applied i 14:41 I

7 | B8 2302510000005 2024/01/30 « FFART/Not Yet [15] 2024/01/30 & smartdb#FF
spplied 14:a1 1,

(3= 2310251000003 2024/0/15 i 23an060002 [ & pdf 1100 480 2024/03/18 3 System E ERIC0m%E
#/Payment o 200K A 17:04 administrator  ® TLEL
requested fzo 112575~

371-

Next page
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Chapter 3. Overview of Menus and Screens

Cont.

End

For

© Ritsumeikan Univ. All Rights Reserved.

V <</ HFEE>> screen

AN H/EIR/ Browse registered documents

Ifﬁtrsmrt = 17 O]

—Be/List
XB/FAH | UELFEE23L02510000010
wmEs . =5 2024/01/30 17:05 & smartdbERAET

#21

VE=EiN=E

U THOMTRESET BRAELAOSR, DEERYIHINESTS > S (ROEE) EAHRERATAUY—FAT ¢ ZICEHL T RS,

HIFEET SBAEF T 2/Check here if you are applying by proxy.

RE\EE AR B 1) (AT YT —F)
Proxy Applicant - Affiliation

REAFE KA & e
Proxy Applicant

RERFES A-TFEL
2

Proxy Applicant - Email Address

sdb-t32@st.ritsumei.acip

HHUTOEABEIE. HABAOMERERACEELTIET V.

2024/02/02
Application date
HHEERS 9993999
D No
P& (53R) B 250TEN 38
College, Department
i MR
Position
HiEE
Applicant
EREEES TEL (ED)

Contact Phone Number
A—LTFELR sdb-t28@st.ritsumeiac.jp

Email Address

v

Editing is now enabled, so resume your editing work.

business trip applications and reports
V <<IARBIRIEA 2 — - THARE—E>> screen

Account : sdb-t28
Name : SmartDBiEEA28
2023-11-21T10:13:09.297508 [BMD11F0] [IT]

R rirsuneian = &

CAMPUS WEB 7t fer?

AHREREAT 21— - ARE—=&

[A] HREDER

1. REREDNSNREBAT 5. FBORNERETS
(1) 1fF/158 10RFFE AREFRINBOHLSNTNS)
[WEBEE] =T - 24 UEEE

(2) 1ff/158 10AMA L (ARERIFBOHSNTVRW=FEERT)
B - =P
2. EA - BSCHET S
HIERE

V¥ <<Document list>> screen of travel requisitions

b-
&
i BE &
il ES/MNumber mEE 2792 i BEE RS ) E/Departure H/Return 1T
Domestic/Overseas
Date Date &
E
kil
158 23102510000027 2024/02/07  FFERI/Not Yet | s/ New 1o 11628249
Applied Application
2 [ 23102510000026 2024/02/05  FifHI/Not Yet 11628249

AP/ New J1F
—

Applicau

4oplied

6 [ 23102510000022 2024/01/26 - @i (258 11628245

2)

L=l 2024/01/25  2024/01/26
&) (=)

10

| X ciick the [Edi] button. |

Cpoint A

Click on the [HHiEERE]
link for both business trip
applications and reports.

For business trip
applications and reports,
[EAEB[X4)] is used to
determine whether it is a
business trip application
or a business trip report.
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Chapter 3. Overview of Menus and Screens

Tips for efficient use of Sm

artDB

There are some ways to simplify inputting of research funds applications and perform tasks efficiently when

using SmartDB. This section explains some search tips
application tasks efficiently.

and refreshing display items in order to perform

3.3.1 How to search using <<Document list>> screens of various applications
Click the [Search] button of the <<Document list>> screen to display the <<#&%&/ (=&)L >> where you can search
for documents registered to the current tab. Use the <<#&%2/(=%JL>> according to the following procedures.

n Perform a search.

V <<t&%&/)\R)L>>: Example using the [{LI2H] tab of the <<Document list>> screen of
Web purchases
ERmamenit - - (3~ & LRl mao n Click the [Search]
AT | WA | HOTH | W9 TS | AR (8RR | 1EHWN | TAT | RSO button to start the
; search.
® G
o : Specify the search
‘:\RD‘ADD\‘\EEECH n Process DD\‘\(EECHMF Process Conditions.
Bk niPrccess - 23RAADG0002 JE—AH, A 1,541 m
. ot e A =]
o W1 0 i The content of the <<i&®3&
LT ? 23AAA050001 Amazonitid®) 941F OF 941 F }(*}l’>> varies
D6 s mitndraun . depending on the type of
B(E1F) = = tab.
R —
- e e o e Click the [#&Z7] button
to execute the search.
o
End

3.3.2 How to use the search input field

If there is a Q_ in the search field, input the content in the input field to start the search immediately and display
a list of items containing the input key words. It is convenient to input by selecting the item you want to input

from the list.
n Perform a search.

V <<t&%&/)\)L>>: Example using the [flif - #RUX4F5] tab of the <<Document list>>

Input the search

¥&/—¥i/Document t list

L BKC
& FLATHBE (BR Ui
2 BKCROFALH T

K
23AA2060002 3,622 1]

R
il

] 23AAA060002 1,551 F3
BCMTEI—

sxum 2342060002 1,336 3
R [2U7 0| 23A82060002 2,226

23M02510000 23AAA080002 633 F3

(BKCHEIGS 43R

- 23AA2080002 1,487 1]
(HOS) (BKCH4#H

23M02510000

23M02510000005 2023/12/18 [ EELIT

23M02510000004 2023/12/18 [ BELITEN (4

23M02510000003 2023/12/18 [ BELIT2 (4

23M02510000002 2023/12/18 [ BELTLM (45)

23M02510000001 2023/12/18 { &4

H7 Al 23AAA060002 2,890

23444060002 1,293

23AAA080002 1,011 F

23AARDE0002 1,127 ]

[ BEA  FIEA

content.

A list of items
containing the input
key words is displayed.

#5/(Delivery confirmation and

#5/(Delivery confirmation and

1,551

Croin A

If the item is not in the
list, move the gray bar on
the right to display the
hidden items underneath
so that you can check
whether the desired item
is among these and
select it accordingly.

#5/(Delivery confirmation and

1,336
in

#5/(Delivery confirmation and

633 #5/(Delivery confirmation and
#5/(Delivery confirmation and
#5/(Delivery confirmation and

5/ (Delivery confirmation and

/(Delivery cenfirmation and

5/ (Delivery confirmation and

~ ) #75/(Delivery confirmation and

Click on the
corresponding item

End

© Ritsumeikan Univ. All Rights Reserved.

and select it to have it
input into the input
field.
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Chapter 3. Overview of Menus and Screens

3.3.3 How to search for names

To input and search for a name, you can just input the family name but if inputting and searching for both family
and first names, you generally need to input a half-width (single-byte) space between the family and first names.

n Search by name.

V¥ Example of [Office Contact Person for Budget Management]

FEEEBOENE I Qs ms C— B n Input a half-width

(single-byte) space
between the family
and first names.

FHREZEOELE QA i =
Office Contact Person for Budget ll | & i qo2 (xezUT—37472)
Management

e e o @ As the search will start

e, tonmRRRL even if in the middle of
inputting the name, a list
of matching persons will
be displayed as shown on
the left.

End

3.3.4 My Search function

The My Search function can be used to register often searched-for items for searches when looking for a
desired document from the <<Document list>> screen of the various applications. This is convenient as it
reduces the extra work of having to specify search conditions each time you perform a search.

For details, refer to “2-5 Binder operations (Document searches)” of the © SmartDB Users Common Manual

issued by the Information Systems Office located at [Ritsumeikan Faculty & Staff Portal System] > [Faculty &
Staff Portal System] > [SmartDB] > [Welcome to SmartDB].

3.3.5 Updating items referencing information from other sources

Some of the set items of SmartDB are items displayed referencing other information sources. Such items are
indicated by a (update information) icon located to the right of the input field. Click to obtain the updated
information.

n Search by name.
V <<WEBHEEHR BAEIBRETR>> screen

WEBEER BAEERSH

WETEER .
kAR a Click

Proxy Applicant HAMREEEHAESE, —ATORBESITERL TS,
ENUACRRTEEE

WA EER

WS
BEESET 2 58I

R | I
SrrniETE oot v /R, MEEEBFRA

@ |lmezms
End
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Important Points when
Submitting an Application

The following are important points to keep in mind when submitting applications using SmartDB.

[Register] and [Submit] on application form screens

When creating a new application request, first register the form and then be sure to always click [Submit]. If
you only register the form, the application form will only be registered in the SmartDB system such that the
application work flow will not be started and it will not be transmitted to the person responsible at the Executive
Office. Clicking on [Submit] will transmit the application form to the person(s) responsible at the Executive Office
indicated in the [Route] on the application form so that the inspection and approval procedures can be
performed at the Executive Office.

© Ritsumeikan Univ. All Rights Reserved. 13 April 1, 2024 Ver. 1.0



Proxy Applications

In BCM, you can specify adjunct administrative staff members (faculty secretaries) and similar personnel to
serve as proxy applicants to input applications in place of the researcher. Perform the following three steps to
register proxy applicants.

@ Use the specialized form to apply for registration of the proxy applicants beforehand. When registering, be
sure to obtain confirmation and approval of the persons who will serve as proxy applicants beforehand. Note
that the actual procedures themselves for specifying the proxy applications will be performed by the
Executive Office.

@ If requesting a proxy applicant to perform Web purchases using Amazon Business, register the “Proxy
Applicant” when registering the delivery destination (purchaser’s information).

For details refer to @ “Chapter 1. One Order/One Set: Less than 100,000 Yen > Registering a delivery
destination” in Simple Guide (Researchers' Edition): Purchase of Goods and Subcontracting Volume.

® If requesting a proxy applicant to submit a business trip application, register the proxy applicant in the
commuter pass information.

For details, < refer to “4-1: [Faculty Members] Specifying Proxies” of the Travel Expenses System Usage
Manual (For RU and APU Faculty) New Business Trip Application Volume issued by the Human Resources
Office.

Flow of proxy applicant registration

Register a proxy applicant according to the following flow.

Executive Office

® Submit a registration application
beforehand using the proxy applicant
registration application form of the Budget
Cycle Management System (BCM)

@ https://forms.office.com/r/PtKQueeH5r

Registration of proxy applicants is required each

academic year. Even if a proxy applicant is continuing After checking the content, register in
from the previous year, please submit a new registration BCM

application. 1

During periods when there are many applications,
some time may be required to complete registration.
Please be sure to submit applications with sufficient
leeway.

| Registration completed I‘ I

The proxy applicant can input applications.

@ Registering proxy applicants for Web
purchases

1
Register proxy applicants when registering delivery
destinations.

\ 4

3 Registering proxy applicants for business
trip applications
Register proxy applicants in the commuter pass information.

© Ritsumeikan Univ. All Rights Reserved. 14 April 1, 2024 Ver. 1.0
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Important Points when Using
Amazon Business

This section explains important points when using Amazon Business.

Account transfer

If you have a personal Amazon account, you must transfer it to an Amazon Business account. For details, refer
to © Amazon Business Users Registration Manual.

© Ritsumeikan Univ. All Rights Reserved. 15 April 1, 2024 Ver. 1.0



Cautions when Using BCM

Be careful of the following points when using BCM.

Do not use the “Back” button of your browser.

Do not use the “Back” button of your browser when using BCM if switching screens such as returning to the
previous screen.

Click the [[R®] button or the corresponding menu on the screen.

Recommended browsers
® Microsoft Edge (Latest version)
® Google Chrome (Latest version)

Hours available for use

BCM is available for use at any time except for the periodic maintenance times indicated below.

[Periodic Maintenance] *BCM cannot be used during the following time periods.

® Daily: 4:30 AM to 5:30 AM (However, this time is 2:00 AM to 6:30 AM during course registration periods.)

® Every Wednesday: 7:30 PM to 9:00 AM of the following day (Maintenance may not be performed at some
times.)

* There are also various maintenance periods during Summer and Winter breaks.
Details are provided on the “Budget Cycle Management web page.”

@ https://www.ritsumei.ac.jp/research/member/research_expenses/09.html/

Inquiries Related to BCM

Please contact the personnel indicated below if you have any inquiries or suggestions regarding BCM.
[Example inquiries]

® | want to have the faculty secretary also use BCM.

® | cannotlog in, etc.

E-mail address for inquiries:

Mist-rgm-adm@ml.ritsumei.ac.jp

© Ritsumeikan Univ. All Rights Reserved. 16 April 1, 2024 Ver. 1.0
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Budget Cycle Management System:
Simple Guide

Purchase of Goods and Subcontracting Volume

April 1,2024 Ver. 1.0

This guide explains how to submit applications when using research funds to
About this purchase goods and subcontract operations. As the application procedures differ
Guide depending on the method used to purchase goods and their cost, please read this
guide and follow the correct procedures when submitting an application.

Contents
1. One Order/One Set: 2. One Order/One Set:
Less than 100,000 Yen 2 100,000 Yen or More 23
1.1 [Web purchases] Orders and 2 2.1 Order and contract
contracts applications 23
1.1.1 Flow of operations 2 2.1.1 Flow of operations 23
1.1.2 Operation procedures 3 2.1.2 Operation procedures 24
1.1.3 Screen details 10 2.1.3 Screen details 27
1.2 Reimbursement 16
1.2.1 Flow of operations 16 Revision History 32
1.2.2 Operation procedures 17
1.2.3 Screen details 20

Budget Cycle Management System: Simple Guide (Consists of Multiple Volumes)

* How to read this manual

Read this First If using the Budget Cycle Management System for the first
(General time, please first read Read this First (General Overview).
Overview)

This explains how to access the system, menus, <<Document
list>> screens for various applications, and items common to
all volumes of this guide.

Afterwards, please read the guide indicating the application
procedures for the corresponding application you require.

— =

Purchase of Travel Personnel Costs Checking
Goods and Expenses and Balance of
Subcontracting Volume Honorariums/ Research
Volume Remunerations Funds Volume

] Volume
This volume

Division of Research, Ritsumeikan University
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One Order/One Set:
Less than 100,000 Yen

This chapter explains the procedures for orders, contracts, and reimbursements for Web purchases of one
order/one set of less than 100,000 yen of permitted researcher orders.

[Web purchases] Orders and contracts

This section explains the order and contract procedures for purchasing goods from an e-commerce website
(such as Amazon Business).

1.1.1 Flow of operations

The flow of operations of procedures when purchasing or contracting for goods, using Amazon Business as an
example, is as shown below.

Acceptance

| Log in to the CAMPUS WEB |

Display the <<Document list>> screen of
delivery destinations

v

| Create a new application |

| Select the delivery destination |

Select the product on the e-commerce
website

v

| Select the budget to be used |

'

| Register the application |

wa)sAg Jusawabeuepy ajoA) 3abpng

| Submit the application |

| Check that the order has been placed |—>| Inspection

<

Confirmation and

|< acceptance
inspection of the

received product

| Receive the product

© Ritsumeikan Univ. All Rights Reserved. 2 April 1, 2024 Ver. 1.0



Chapter 1. One Order/One Set: Less than 100,000 Yen

1.1.2 Operation procedures
From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [ [WEBHEE] ¥ -
22491 link of the <<IAFREIRIEX — 1 — - THFRE—E>> screen.

:The delivery destination is generally set as the Acceptance Inspection Center. Specify so that the product can be
received after acceptance inspection at the Acceptance Inspection Center.

n Display the <<tHFREHEIFX — 1 — - IH5RE—E5>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | O% 72 I~

R rirsumean e Account : sdb-t28

= ?Z) Name : SmartDB:EEEL8

c H MPLIS N EB ﬁ mv 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEDB

Click the [FHEBEIRIE
| XZ31— - ARE—

&5] button.
HRERIEATS — - ARE—=
(c) Ritsumeikan Trust. All rights reserved

BESRER

Input the fiscal year of

ERFETANLT [BEET] RS -z2@LTEEY, the prOjeCt.

* BEANEEEETY.

I EREE ¢

Click the [fRZRE1T]
button.

2023

é Display the <<Document list>> screen of delivery destinations.
V <<WAFREIRIEAZ 1 — - FAFRE—E>> screen

ENGLISH | O4 7~

R rirsumeian = &0 Account : sdb-t17
3 FJ Name : SmartDEEEAt17
CHMPUS H EB Eﬁ m}; 2024-02-13T09:53:55.240050 [BMD11F0] [IT)

FRERIEAT 2 — - TARE—E

1. RARENCNEEBAT S, BRHEORERERITS

(13 1 FF /190 2 N (A S RS S TNS)

b rwesmm = 20 . 
(2) 145/130 1070 (REETEFZH SN TVEL = SEERD .
= _p Click the [ [WEBE&

e = !
H] FE - 2249 link.

2. B - BSHCHEET B
IR HIRHE

3. BACEBRIESS
(1) BEe Mg SmmERE o euRE T b
e S S S e e e e

\4

Next page
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Chapter 1. One Order/One Set: Less than 100,000 Yen
Cont.

Register and select the delivery destination, and then move to the

e-commerce website.
V¥ <<Document list>> screen of delivery destinations

If the delivery
destination is not
registered, click the
[New registration]

X~ R/Document list (32— } [SiFE) @8 SHIEA
2=

1 I~IFERRLTVET.

Fid 5= pe DEIH
=i Bz E Esixtw 2S8Es B2 BE LFoE HEEHNFOLRD? AmazonS AR (IT0) RADTRD LRI (IT0) ZEIE
= Jzie8

1(me -] } USSRl 3 IREEAT K 5678570 AR Rk SEAI2 URMAT RAFr Imamn erioRA, 2050 @ cannos EoTERS, 0snT) | M HEREEF0AREER 3ES
o ELF5EEr B W -150 M AROE (B 3. SERRILBILG, I55058

Ea )2 cHE ATEFRA,
#NEBEBXTINTIEEE. HIT

BALTLEEW.

I = registration (@

6 Select the product on the e-commerce website.
V¥ <<Amazon Business>> website
buii_/n(:."ss prime (_\ssrrwm‘h}‘m B

© R#hih 604-8520

S ORT WEA FEOEG SAT-L UoUER EABSMHE - e e

EABBTHBICESRXRBE

amazonbusiness

| XBO5A Ltz—b

ROMREFOY Tt
—LTEREEEEF
5% s

A >R ZRBIEE ST

button and register it.
< “Registering a
delivery destination”
onp.8

Be sure to always
register delivery
destinations being used
for the first time.

Click the [AmazonfA
7% 2] on the line of
the delivery
destination.

sing

SFFIIN—T: Pur est

EANESEEERD »
= oKt BEA FLOEL S(LbL DoURE EABEIEE ®E B = D )

RE-NAS-AVEE /-7 BE- S EEEE-2OR ELO-g- - F-Fet

'E%08 Tashion: HOME 1se-nmy Bipesse

AYRRY - B FOEHU - AmazonS AL

Y OBISa Fronw R/l B

»
HAE: SHAZ COBRESESTIN?

Ity b ILARERTD

SHAX
¥623152080AT 3>

Yt i

u] g 521
(7L—) SH-r X MPD-NS1GY-S
I8 FS1(Sanwa Supply)DR FFEETR FEOHTEATIRERTES
42 fokokeksy - 175E0FE @ Punchout - e 604-8520 €
=8
TRUDHBERD
Ry - T2 SEREED —_—
RO =z [ uxhcEm |
BRI BODERE(TATORR LR SEA BOETHA:
TEET.
i TLOL IR L—tF—
Gl SHEFERTIANMI(T TV %)
MP-113BK
COBRICHWI-S3UFB0ET. FTLHT ¥561 H—hEARS
L . BATEBEEC55 .\

\p Click the [J1— NITA
N3] button.

d

Do not close this screen.

Reference [1]

The first page displayed
is the [ﬁl%&] input

screen.

Use the menu or

perform a search to
select the product to
be ordered.

Reference [1]

he address in the upper
left of the screen is the
delivery address
specified at the time of
your last purchase. It is
different from the current
delivery address
specified in step 3-@.

businessprime o 277725~ I o

JEFFI I~ Punchout Test

EANESIHEZRD »

» URIER) A
BEL EAIBES R - L ssius@brnoyh - BARUAN - BusnesISCA -

HAS - EEEE-RTK- FLE-LI-F-- A-Fod- AvbhRe- D FOEHU - AmazonSiAESS

7'):(727:7'Msuzguivs%ow&l' STerzyas

o IYOUTSA TIRNRDR K
e (JL—) SH-rX MPD-NS1GY-S

‘ a‘ 3 IH 751 (Sanwa Supply)DR N PERR

= ¥ 175E0FFHE

- .

v

\4

Next page
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/ﬂ Click on the cart. I

Co!

You can only order up to
20 products. If you need
to order more than 20
products, divide the
order so that you do not
order more than 20
products in a single
order.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Cont.

\4

business prime
N

LKFFP DI N~ Punchout Test

S IAT BBA FEORW STAUOL EoURE EANSIEE #E - . BABURL- BusinessTS{h - NS

SavELIH— I S

TLOA DAY B L—H —8KFRIDAME(T 5y 7) MP-113BK
¥ 510 (¥s61 32)
A

==

Ik B
HE 1w B BETED ESEES A-ACERIE EENEEEN
tHA)
ANEF (1 EoBER) (BA) - ¥561sm TS LUEBRR SEROBARSR
ZzEan g
amazon o, L= (1moEm)
1 I—=7 Punchout Test .
FEEENIREED LT COBSHNTFEED
ERICHFEERL T R,
2 Sl = i
3 FEHUEF US5ER] ED GEOLAFYY) fd

5678570
IR USEEAE FoAFr )T ARORE (B
E582-150

4 BEIVWEEESER

s - FHElsoLT
Punchout TestiDEEL\F#

® [F] FRECLIBRHL
W EEECLoTHRESNTVET

I COBRBWVIEEES

5 ARBIUREESR

T BT BEA—LIEEENE T, BR

Sa Y- CADEREEIORE. T

amazon o, L= (1moEm)

1 I—=7 Punchout Test .
ERENIHEOT LT

2 EXTER =

3 ZEUSTR (B5EH) BEED GEULATY ) ==
5678570
KO SIRMERE TohF v/ A AROM (B
E8E2-150

4 BIVWEE ERECLBZI ==
~ TOE—93>0— FEEN
[3-r'An 7

5 BREEREREED

I EIZEET 3ICRASENRIEMHET B2 Uy HLTIE.

BETFEE (RRBRRICELODEDDET) paE WA, 11838 (SRISNEISS)
S5 : Amazon.cop.

TLOAYORINY K L—Y—8¥S IS4 AOBERERATYS S
TRIRH(T T vT) MP-113BK ® =6 52FE BE, 11538

¥5618%A) vprime O BB EmEEE S8

BAME B35, 11430, 8:00 - 12:00 RERHEES

i ¥7 hORE

Reload the purchased product information.
V <<WEBHEE (tH3XEHMA) >>screen

ESRUBHE/Browse registered documents

—Su/list | | {@#/edit | E4FEE/Update history

Click the [L- 2 (TED
button.

Check the [(BKE(C K
23Z3hL] is indicated
for the payment
method.

ot A

[FAREBICKBZIA is
the only payment method
that is enabled.

Click the [CDH73h
L\ 737E%2 % 5] button.

Click the [FERZHKFE
9 3] button.

o

The order is still not
completed at this point.

The purchased product
information is transferred
to BCM and the display
returns to the SmartDB
screen of BCM.
Transferring back to BCM
may take some time if
you have ordered a large
number of products.

Click the [B&tiA]

7:15:46

XBYA P WESEF (&M Ama

23M02510000026
17:15 & RATHEMVAT A VAT A
= a1 =
B L EWAPLI—F—01
Amazonh 54 YESERTT

LESSLTAH

23M02510000014

WEBEEE (fff32&H. AmazonBusiness)

REOBLE

Current Person

AF—F R FERY/Not Yet Applied

Status

e S S e e e e e

Next page
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button.

After reloading, the
product ordered on the e-
commerce website is
displayed (= Step 6-O on
p. 6).
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Chapter 1. One Order/One Set: Less than 100,000 Yen

nt.
ﬁ Create a purchase application and register it.

V <<WEBEEE (FAFTEM) >> screen

P p.10to 13

Status

Current Person

v

SIAXEDE /Browse reai stered documents
—RuList I wn/ede | @
R EOHEBHBUEEATL 08 14:01:58

/YA 1L WEBME (AR Am: ness) 23ME2510000014

_ , 2024/03/11 16341 & smERdbERET
%z 88 E5 o
23M02510000014
WEB e Am Busi
=] bt azonbusiness
27-52 A/ Not Yet Applied REOBLE

FFAT/Not Yet Applied

WEBEEE (FZ5& ., AmazonBusiness)

REOBLE
Current Person

2024/01/09
ass9sss

FE(FE) @ BELTE (15

‘College, Department

BT R

Position

A & [HR] 58 - 2TEA

Applicant

ERTEES TEL (#4])

Contact Phone Number

BAZEA—LT FL2Z

Email Address

sdb-t28@st.ritsumei.ac.jp

EEES
Appictoncateor,

THEZROELE
Office Contact Person for Budget
Management

EEsERR AR
(HERERY)
Research Assistant
RITFEER
Budget Selection

E=.2:4

Fiscal Year

BCMTHI—F

HITH

BCM budget code name
HUFHTATERLT S
#a

If you wish to execute on
multiple budgets

s
0B

(ERORER)

BCMTEER

Eakil

Items.

1R 1~ AEERLTLET.

= o - B OEER . B NG DENE SEECLS BENOSE/NS HEHEZF—
== = B EEA Ml g e BEm a oa ma [ 23
"1 [mm 23M02510000005- 358-6495390- Y2 TYTSA TRUTIR (Y KEHT/WI00%D130mm)  BOSS7R3BR 1 6227 10 684F €84F 0F £ * F
001 9440331,1 MPD-NSSBK-S %
6847
684 g

EEAHEST AR FEHIFH ) AR(A) THEEE-AHE)

Ttemized Ammount 684 (] 2) 684 A 12,917,089 [

EE=vani

Column attached to the invoice

3_USREAE AR

BB

Shipping Name.

BEHS

7P Code

Prefecture

HEETH
Municipalities(City/Town/\illage)
THEBTHRL T O

Address below City/Town/Village
1

5678570

RIRHE

FAT

BEF2-150

HRETHLL T2 UHMAST FAETTLIA ABOM (BCME]
Address below City/Town/Village

2

& IRFER] BSD (#7 LA T %7)
Name
EEEEES 0726652020

Telephone number

EEEA—NT L Z

Email Address

sdb-t28@st ritsumei.acip

v

Next page
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|
XY ciick the [Edit] button. |

Check the purchaser’s
information and input
the [Contact Phone
Number].

Specify the [Office
Contact Person for
Budget Management]
and select the
corresponding fiscal

| year, then click the
[BCMF&:#E4R] button
and select the budget
to be used.

For the budget
management contact,
refer to the “Budget
Cycle Management web

page.”
@

ttps://www.ritsumei.ac.jp/
research/member/researc
h_expenses/09.html/

Check the ordered
product(s) and
remaining balance.

(ol

The remaining balance
indicates the amount
remaining after
subtracting the amounts
corresponding to
applications whose
approved work flow
status is “HRKEF".
Amounts corresponding
to applications for the
most recent orders
whose status is not yet “
HEKF\EF" are not
reflected. Be sure to give
consideration to the
amount of research
funds used most recently
when ordering.

Check the delivery
destination.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Cont.

v

End

W EBMAEEH
S| & AElcel:
Aftem
EBM (BFIRTEERIS) s
ARE
(Fsei1)
)
#P&1/Route 1 EES BEaez)
AR & HBA - PHEA

4982 /Route 2 EENE (AHAA)

#8E3/Route 3
#2ff4/Route 4

#£EE5/Route 5

Submit the purchase application.

SIXEMIF/Browse registered documents.

—Rlist | | #Ef/EdiE

/P Click the [Register]
button.

@IS | WEBME E5EM. AmazonB

HBES 884 2

23M02510000014

WEBBEE (#ff22&F . AmazonBusiness)

REDBHE

Status Current Person

FFEA/Not Yet Applied

2024/01/09
ApplicationDate

HHEES 9999995
e S S S e e e e

Check that the order was placed.

el

The work flow does not
start just by registering.
Be sure to always
perform “Submit” next to
start the work flow.

n Click the [Submit]

button.

EENnEER ER FEEMENERICETLE L, 113003-873-20231227-105032930 .__
()
(2) (3) (4) (5) (6)
#Ep21/Route 1 =
A a
#§f2/Route 2 kz AT AT AR amTa FEBGRES
& & UgaE) mEs & (BAER] BED GEZLAT Y2

#ER33/Route 3
#24/Route 4
#£5/Route 5

EEFIYAY KA L
2023/12/27 10:50
A 2023/12/27 10:50
2023/12/27 10:50
—B/list | | @/Edit | EHEEE/ Update history || FBBESAORYSubmit || A - g

If [IE&] is displayed for [X{SULIEFEER], the order is completed.

ol

Canceling an ordered product
You can only cancel an ordered product if the [RF7—% X] of SmartDB is “fifm - #RUF5”. Log in to Amazon
Business using the account of the researcher and perform the cancellation procedures. After completing the
procedures, contact the Research Office contact person for budget management by e-mail or telephone to inform
him/her of the cancellation.

For details, refer to © the Amazon manual.

© Ritsumeikan Univ. All Rights Reserved. 7

Croint A)

Click the [Submit] button
to process the order
details and display the
order result. Wait a few
moments without closing
the screen.

n Check that [IE&] is

displayed for [iX{E4L
ISR

!

If [ L5 —] is displayed for
[X{SEPFELR], please
contact the Research
Division.

April 1,2024 Ver. 1.0




Chapter 1. One Order/One Set: Less than 100,000 Yen

Registering a delivery destination

Delivery destinations should generally be on-campus locations. Off-campus delivery destinations are also
permitted when necessary to carry out the research.

ol

Indicate the proper delivery destination such as the nearest location.

n Display the <<fASTEHRIEX— 1 — - fAFLE —E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | O4FJ

= Account : sdb-t28

R RITSUREIKAN @R Nams : SmartDBEE A

C H M PUS N EB i FEEV 2023-11-21T10:11:23.506755 [TC100MO] [IT]
CAMPUSWEB

BRI — 1 — - BT /

(c) Ritsumeikan Trust. All rights reserved

2023
'}

)

Display the <<Document list>> screen of delivery destinations.
V <<HIERBEIRIEA —1— - HIFE—E>> screen

ENGLISH | O4 7~

R rirsumeian = &0 Account : sdb-t17
3 FJ Name : SmartDEEEAt17
CHMPUS H EB Eﬁ my 2024-02-13T09:53:55.240050 [BMD11F0] [IT)

FRERIEAT 2 — - TARE—E

1. FEARENCNEEELT 5. BEORRERITS
(1) 14E/138 1N FEAERE (HzrSF8EnEZh o TING)

Click the [FHEBIRIE
AZ1— - ARE—
5] button.

BEFRIER
Input the fiscal year of
EXFEF AALT BERT] AFa2RBLTOZE. the prOjeCt.

| - B3NS ERETT- . ’p Click the [{&273E1T]
e
button.

| wesmm om0 o—
(2) 1F/18 10RFAL b (FEERIHEHSNTVAN=BFRsT)
e

2. B - BSHCHEET B
ISR HIRRE

3. EACRBREGRTS

v
Next page
© Ritsumeikan Univ. All Rights Reserved. 8
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Cont.

a Register the delivery destination information “33555" P p.14to 15
(purchaser information).
V¥ <<Document list>> screen of delivery destinations
XE—E/Document list -4 #EFA) $Ea . FEIEA ]

B
24 L2 FERRLTUVET.

ﬂa_ﬂﬁx_ilﬂ

=i EAE fur=t¢ ExEsn BESS =y Aﬂ)ﬁ HEEELFOERR AmazonHARS (IT0) RADR EBART 1T

_lSEE J_IBEE] 3 UMEATF 5678570 AR FK ESE2 UREAT RAF | anazen (1£105FS. 208UT)
E ﬁ:A BEC EEE ARE5EF F M -150 v/t ABOR
BE) IR [BCME]

T UF0GRE 2080TF)

3_UBEAF 5678570 AR fx s@lﬂlz b e

o
&

Uﬁi& s e on | ATeon GHLOTRE, 208UT) || ALDRoE (HIOHRE. 204LT)
ZEEA PR (8 Mgl

I FIRB4R/New registration

FEIE

*1¢r/1ADEST10AAZ8ES
’EA@ sga&}*bztb o5

X20BEZEAT 12; BEEE 4
FTBALTS &L,

1A RDERA10ERZEZ S
Ak SEERILEDEG. T5
SRSBATESEA.
H20ERERA TERT 388E. &
GTEALT 280,

Click the [New
registration] button.

Bo

V <<WEBHEEHA BAZFBRSER>> screen

WEBER BASFRRSE

Input a single proxy
applicant.

REE “

Proxy Applicant RIEFBEEBADBEE, —AT 2XEEST TRAL TS,

AL AR TEHE

WA "la
Applicant
BAEA—ILTEL sdb-t32@st.ritsumei.ac.jp
Z

Email Address

FESE URIEA] LBLER(AS V59— F)

College, Department

Lo

Check the purchaser’s
information.

%5V A YR v
[Tt 1 c
Shipping Name
EBEES 7 c

ZIP Code

HERE I ¢

Prefecture

TR I ¢

Municipalities(City/Town/Village)

HEITRIA TR I ©

Address below City/Town/Village
L

BRI FOER2 <]
Address below City/Town/Village
2
FEE - B - PEELE
et
Name
EkBEES 7 c

Telephone number

" iR EEA c

” sdb-t32@st.ritsumei.ac.jp &

BEEA—NWTELR

Email Address

Input the delivery
destination. Carefully

input items such as
the address and
building name to make
sure there are no
errors.

H1fe/ EOEEP 10EMEEL S8R, FERIEILRILEH.
H20WBEMER THNT SEAL. HTTHAL TS0,

CESHOMATIE DA,

Click the [Register]

—:mistl 53/Req ?

{ —

button.

=

v

When “NXEDEHFN T T UE U,
delivery destination is completed.

” is displayed, registration of the

End

Co!

If you want to register multiple persons to the same delivery destination, repeat the [New registration] procedures
for the same delivery destination. When registering the [Shipping Name] of another person, we recommend
inputting the name of a proxy applicant and similar information in a manner such that the proxy applicant can be

readily distinguished from the actual researcher.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

1.1.3 Screen details

Details of the <<WEBMBE (#7t&HF) >> screen and <<WEBMEEH
purchases (orders and contracts) are as indicated below.

BB A BB #EE%>> screen for web

V <<WEBBEE (fHZEEH) >> screen

E/Register

M&T/ Document registration
F ¥ 1zl Cancel f#EitE/Recalculation

REBAEE FRA(RRE)

Proxy Applicant - Name of
Scheol (Affiliation)

REREE

Proxy Applicant

REBRFEE X—IL7REL
Z

Proxy Applicant - Email Address

WEEERL fE A
mER
ApplicationDate
HHMEES
1D No
AR (556)
College,Department.

i

Position

BAE

Applicant

2024/02/02

TEL (#3E])

SREEHES

Contact Phone Number
BAESL— LV ELZ sdb-t28@st.ritsumei ac.jp
Email Address

HLATOREARIE. BAEBAOREREERBICEELTIESL,

WEBBEE (#iZf& . AmazonBusiness)

IR 5BA1EF 1w 7/Check here if you are applying by proxy.

No. Item Details
—ﬂ Cancel Discards the edited content and ends editing.
Recalculation Recalculates the edited content.
Register Registers the edited content.

Check here if you are
applying by proxy.

Input a check here if a proxy application is being submitted by a
proxy applicant. Inputting a check displays the settings related to the
proxy applicant for all the subsequent items.

Proxy Applicant - Name
of School (Affiliation)

Displays the affiliation of the proxy applicant specified for the
delivery destination.

Proxy Applicant

Displays the proxy applicant specified for the delivery destination.

Proxy Applicant - Email
Address

Displays the e-mail address of the proxy applicant specified for the
delivery destination.

#2i&1 S8 AMR: Displays information related to the purchaser.

The purchaser’s information is specified according to the delivery destination. Displayed
purchaser information cannot be changed even in the case of a proxy application.

Application Date

Displays the application date.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

No Item

Details

ID No

Displays the ID number of the purchaser.

College, Department

Displays the affiliation of the purchaser.

Position

Displays the position of the purchaser.

Applicant

Displays the name of the purchaser. This item cannot be changed.

Contact Phone Number

Input the contact phone number of the purchaser.

Email Address

Displays the e-mail address of the purchaser. This item cannot be
changed.

BRI

ApplicationCategory $10AFEREOBANEIRETT.,

¥ o #REEAGT AT FOER

FHREZEOENE

Office Contact Person for Budget
Management

E RS A
(BEHBLE)
Research Assistant
HITFHER
Budget Selection

BREFE

Fiscal Year

HTFHE

BCM budget code name
BHFETHTERLTS
Ba

1f you wish to execute on
multiple budgets

BCMTEETR

BCMTHI—F ]
0F  (WEERAORER)

= BCMTEER

BOEEHHYET, BARSCATTUT—FA T 7 ATREAO L, SECHALVESE, BIEEELET.
s Fle

. (DEBR Al
JalE. TR

SEEHER ARET(HR)
Ttemized Ammount 684 [
AREFE

Column attached to the invoice

e
B AT

Shipping Name

3_USERF KEWESTEF+ /(R

HEHS 5678570

ZIP Code

LR FIRRT
Prefecture

THREETH FAT
Munidipalities(City/Town/Village)

THEETA LT OERT1 HEET2-150

Address below City/Town/Village
1

Telephone number

BEEAXA LT ELR

Email Address

sdb-t28@st.ritsumei.ac.jp

o>
Ttems
1R 1~ ERERLTUET.
= P = = B BE® .. BEEE 5t EAE SBECLD BEADSIE WS HSfEEzF-—
BiE S ExEs RS ASIN [ BE T 3 B3 ) P = )
T 23M02510000005- 358-64953590- BLTOE TS TNRNTHORI Y BSH-r Z/W100xD130mm) BOS287R3BR 1 622F 10 684F 684F 0F ES * *
001 54403311 MPD-NSEBK-5 %

Bt A (k) Het(BuA)
oM 684 [

THRES-GEHEE)
12,917,089 B

THE BT LU FOMER 2 URBEASE FRET LA ABOR [BCME
Address below City/Town/Village

2

585 [SFER) BSD (k7 LAT v 2)

Name

BRAEEES 0726652020

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Item

Details

Application Category

Displays the application category. This item cannot be changed.

No.
A
H

Office Contact Person
for Budget
Management Required

Specify the office contact person for budget management. You can
search for the person by inputting key words in the [f{&RZREEFHIND 77
N> bDOIRE] field.

The specified office contact person for budget management is
displayed in [Route 2].

Research Assistant

Input the contact information if it is necessary to contact someone
other than the applicant.

Budget Selection

Set as [EE—F&]. This item cannot be changed.

Fiscal Year

Select the fiscal year of the budget used.

BCM budget code name
Required

Click the [BCMF&:#1R] button and select the budget used.

If you wish to execute
on multiple budgets

Input the desired details (O Budget name, @ Amount, @ Basis of
burden) in the input field.

If combining direct expenses of multiple KAKENHI research
projects, create an “Application for Combined Use of Multiple
KAKENHI Projects [Research Division Form 1-8]” and attach it.

Items

Displays a statement of the product(s) selected on the e-commerce
website.

Itemized Amount

Displays the product(s), delivery fee, and their total including tax.

Column attached to the
invoice

Attach the invoice.

Bk 55 1RER: Displays information of the delivery destination selected on the <<Document list>>
screen of delivery destinations.

Shipping Name

Displays the name of the delivery destination.

ZIP Code

Displays the postal code of the delivery destination.

Prefecture

Displays the prefecture of the delivery destination.

Municipalities
(City/Town/Village)

Displays the municipality of the delivery destination.

Address below
City/Town/Village 1

Displays part one of the address that is below the municipality of the
delivery destination.

Address below
City/Town/Village 2

Displays part two of the address that is below the municipality of the
delivery destination.

Name

Displays the name of the recipient of the delivery destination.

Telephone number

Displays the telephone number of the delivery destination.

Email Address

Displays the e-mail address of the delivery destination.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less

than 100,000 Yen

W EBMEEE
| R

ChiE=

EBM (EFIREFHEME)

(FEEEaL)

#EE1/Route 1
AR

#082/Route 2

WEIRER

wEE
TR

(1)
S (HIBA)

EEENE (AFHBA)

$£P83/Route 3

#E4/Route 4

$£P&5/Route 5

ing Rights

i
RIEDLESESE

=L/ Can

ncel | EBitH/Recalculation

BELTLSESL,

FIT1ET1%

Eil/Register

(2) (=)

GrlRER]

EiEF o3y

(4) (5)

GRkREER] BAE

(6)

FHBRES

Item

Details

EBMESZEHH: Displays information related to EBM.

This cannot be specified by the researcher.

EBFE#2E&1: Displays the routes of the application work flow.

Route 1

Displays the name of the applicant.

Route 2

Displays the name of the person responsible specified for [Office
Contact Person for Budget Management].

Route 3 to Route 5

BIESHESRER D' O W 47 Register persons with additional viewing rights.

Additional Viewing If necessary, specify persons to be granted viewing rights to the
Rights application content such as the secretary or faculty responsible.
Cancel Discards the edited content and ends editing.

Recalculation Recalculates the edited content.

Register Registers the edited content.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

V¥ <<WEBBEBEMH

B A B FHRETR>> screen

—E/List Ei/Register

BT EEE

-, [ .
Proxy Applicant

ENLUA B TEBE
W) R
EAE

Applicant

BAFEA-ILTFL

A

Email Address

FiEaEE

College,Department
WRLEEES

BRiRSE ¥ A SER

[ 2]

Shipping Name

HEES

ZIP Code

HRERTR

Prefecture

HESIER)

Municipalities{City/Town/Village)

AT LN FO{ERTL

Address below City/Town/Village
1

MEBH LT G2
Address below City/Town/Village
2

BiE - Bl - mERLY

56

Name

ERkEEES

Telephone number

ELEFRA—ILT FL R

Email Address

E#i/Register

X ®/EH/Document registration

[EFEA] BRA X

sdb-t32@st.ritsumei.ac.jp

[#%5EA] 1B 1R(A Y 25— F)

Y UaiEm) BEa

” sdb-t32@st.ritsumei.ac.jp

# 1 1EOEEF10EMAZER S8813. FHRRETELSH,
#20BEEEX TELTHEGE. U TRALTIEELW,

WEBEER BA&EEHRSE

HHEREERRAOESE, —ATONEBESFUITERLTIESL,

CESOEATIEDRA.

No. Item Details
—n List Displays the list of documents.
* Click this button before clicking the [Register] button to discard the
edited content.
Register Registers the edited content.
B ra=Ems: Specify the proxy applicant.

Proxy Applicant Input the name of the proxy applicant. You can search for the person
by clicking Q and inputting key words in the displayed [ —H DIRR]
field.

—n BB A& B¥#R: Specify the information related to the purchaser.

Applicant Required Input the name of the purchaser. You can search for the person by
clicking @ and inputting key words in the displayed [1—H DIRR]
field.

Email Address Displays the e-mail address of the purchaser indicated in [Applicant].

College, Department | Displays the college and department of the purchaser indicated in
[Applicant].

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Item

Details

BeiXSE18ER: Specify the information related to the delivery destination.

Croint A

Click (obtain updated information) to the right of the input field to obtain the updated
information.
BEix5E N R 7R Select the delivery destination from the pull-down menu. The

following items of the selected delivery destination information are
automatically specified.

If you select “ZMDAth”, the following items must be specified
manually.

Shipping Name
Required

Displays the name of the delivery destination.
If you selected “ZMDAh” for [ALiX 5~ X~ :1#E1R], input the delivery
destination.

Zip Code Required

Displays the postal code of the delivery destination.

If you selected “ZMDAh” for [ALiX 5t~ X Fi&1R], input the postal
code.

Prefecture Required

Displays the prefecture of the delivery destination.
If you selected “ZMDAH” for [ALiX 55~ A~ 1E1R], input the prefecture.

Municipalities
(City/Town/Village)
Required

Displays the municipality of the delivery destination.

If you selected “EDAth” for [ALiX5T < X FiE4R], input the
municipality.

Address below
City/Town/Village 1
Required

Displays part one of the address that is below the municipality of the
delivery destination.

If you selected “ZMDAh” for [ALiX 5L~ X ~1#E1R], input part one of the
address below the municipality.

Address below
City/Town/Village 2

Displays part two of the address that is below the municipality of the
delivery destination.

If you selected “E DAt for [AiX5T < X F1#E4R], input part two of the
address below the municipality.

Name Required

Displays the name of the recipient of the delivery destination.

If you selected “FDAth” for [ALX 5T~ X 1#E4R], input the name of
the recipient.

Telephone number
Required

Displays the telephone number of the delivery destination.

If you selected “F DAt for [ACiX5T < A F1#E4R], input the telephone
number.

Email Address

Displays the e-mail address of the delivery destination.

Required If you selected “ZMDAth” for [ELiX 5t~ X ~#4R], input the e-mail
address.
List Displays the list of documents.
* Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Reimbursement

This section explains the settlement procedures if a researcher requires reimbursement for making an advance
payment for goods.

1.2.1 Flow of operations

The flow of operations for reimbursement is as shown below.

| Prepare the documentary evidence |

!

| Log in to the CAMPUS WEB |

______________ i____________________________________________

| Display the <<XZ#3}ABHEFE>> screen |

1

| Create a new application |

1

1

1

1

1

1

1

1

1

1

i

1 | Select the budget to be used |
1
- -
1
1
1
1
1
1
1
1
1
1
1
L

| Attach the documentary evidence |

!

| Register the application |

wa)sAg Juswabeuepy aj9A) 1abpng

| Submit the application |—>| Approval

<

|< Reimbursement

| Confirm receipt of reimbursement
payment

© Ritsumeikan Univ. All Rights Reserved. 16 April 1, 2024 Ver. 1.0



Chapter 1. One Order/One Set: Less than 100,000 Yen

1.2.2 Operation procedures
From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [ZZ&45&] link of the
<<ARBIREA 1 — - THTRE—E>> screen.

Scan the receipt beforehand, and import and save the data. Manage the electronic evidence by collecting multiple
items, if present, into a single file. Even if receipts are in the form of electronic data, they must be collected together

into a single file.

B Display the <<FAZEEERIEA =1
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

- iR E—E>> screen.

ENGLISH | O4FJ
Account : sdb-t28

R risuenan = &
£ Name : SmartDBE#:Ft28
CHMPUS NEB Eﬁ E!éw 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

Click the [FHEEIR/E
I A _Za1— - HARE—

/ 5] button.
SR EA— 7 — - KE &
(c) Ritsumeikan Trust. All rights reserved

BESRER
Input the fiscal year of
EREEAALT [BRET] RS ERALT T, the project.

* BRANSEEETY- . ,—
T P Click the [RFZE1T]

é Display the <<XZELAFFEE>> screen.

V <<AERBEIREA =1 — - FIZEE—E>> screen

ENGLISH | O4 72k
Account : sdb-t17

R risuveian = & ‘ d
= Name : SmartDBIERAt17
C H MPLIS H EB ﬁ ?’@}p 2024-02-13T09:53:55.240050 [BMD11F0] [IT]

[CAMPUS WEE] >

TRERIEAT 21— - ARE—E

Click the [XZE15E]
1. $ERENCNEEBAT S, ARORAERIS link
(1) 16F/18 10AMFR (MEERTFBDENTAZ) / :

(WESEE] 5 - 24 I ome=
(2) 1#/138 105BML (FEERIHBOSN TR -BEERE)
%t BOEE

2. BEA - BSHCHEET B
HIERE HIEHE

3. EACEERKETS
1) gEE_Eg e esm@E L tousa T ok
e e S S e

\{

Next page
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Chapter 1. One Order/One Set: Less than 100,000 Yen

Cont.

Register a new reimbursement application.

V <<3/B3\HEEE>> screen

‘Scregn
etail:

D p. 20 to 22

| UETHOSTRETAT SWMABMORN, PUTRTIHLOESIL

VA=S/N= o

T (AREE) EAHRERATEUT—FA D1 AL T ETL,

RITREETSHAIEF 1Y 2/Check here if you are applying by proxy.

weszs 06
::ECi=] 2024/02/02
Application date
HEEES 9999999
D No
FilE (288 H R80Esn (38)
College, Department
B e
Position
HEEE
Applicant PEA
SREFHS TEL (#537)

Contact Phone Number

AT LA sdb-28 @t ritsume.ac 3

Check the information
of the applicant.

Select the

corresponding fiscal
year, then click the

Additional Viewing Rights
FOSMTRIREN R BT
e

| —i’usll #i/Register

\4

Next page

© Ritsumeikan Univ. All Rights Reserved.

18

-wﬁtaxmn - ©a-rn [BCM%E:\[&;R] button
and select the budget
I e
to be used.

HTTE BCMFED— R BCMFEI-R =S R BCMTEER
BCM budget code name * 2023FEEBAFRE 23FAB690001 390,000 [ (FHAESSRODEEE) 2023/04/01 S f th ff
mans eci e office
gg-‘ﬁﬁ‘(ﬁﬂ ERLTD ) p y
k. AiTRL e RS, BT, contact person for
B budget management,
@ | and attach the receipt.

FHEREOEYE Q BRI 7 il
~ I Reference [

MR AT &

:::;;'::C BGANE | ANFAREER. TORFLRE20ME For the bUdget
AREEEE N management contact,
Attachment Files for Recipt - refer to the “Budget
P — e e Cycle Management web
Research Assistant IR 2 J=2 20—t ”

HFBHEAM page.

FL &0 &&mﬂ#mﬂ#w;v;%m DEREOBFNE=EICHHYIC<LE a»\oﬁ;cﬁ?é‘ E:FWH‘SE’J« L, ’ https :/lwww- ritsu mei -ac-i

—— p/research/member/resea
UELEWRR REEL LB UELVELE I
Cheek ‘f:hg ,,ma:emm FrusETEE. T R RA ST NE T OT, LEEBERAASAL T 7 0 LERL TS0, rch expenseslog_htmll

= i i
| (2) (3) (4) (5) (6) m Spequ if ::::e person
receiving the

#i81/Route 1
L] reimbursement is
£82/Route 2 AT AR AT AT THBGRES d ff t th th

& o o o ¢ ifferent than the

#P83/Route 3 a Q aQ a Q a | . t
£854/Route 4 a a a a a a app Icant.

#PE5/Route 5 @ Q Q b Q Q .

_ If necessary, specify

B INEIEHE Q

persons to be granted
viewing rights to the
application content
such as the secretary
or faculty responsible.

N

Click the [Register]
button.

ol

The work flow does not
start just by registering.
Be sure to always
perform “Submit” next to
start the work flow.

April 1,2024 Ver. 1.0
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Chapter 1. One Order/One Set: Less than 100,000 Yen
Cont.
Submit the reimbursement application.

XERH/Document registration

[+ 3 5 Hea- #5084
—E/List WE/Edt | B Reuse ;ﬁﬁ@’undatemsmnl 5 Vsubmit (@ m— s = 0 = | CI|Ck the [Submlt]

DEBHETLE UL button.

XBSAb)L  IEHFES23L02510000004

ZEES 343 =5 12:34 3 VREEA) MBA- FHEA

T2 RYSEWUEEIC, BT [RBRER] RYSEBLTIEZL.
TREBHE] RS ERT LT, ROFKIECRESIET,

2302510000004

UBINRREE

LEFEOWTEAEET SRASUNOAS. WOZRETUBLVESIA- B8, IR (BNS%) 2R ERATEUY —FA T« ACREL T ESW.

v

Click the [OK] button on the confirmation message to start application
work flow.

End
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Chapter 1. One Order/One Set: Less than 100,000 Yen

1.2.3 Screen details

Details of the <<x7E5$\FREEE>> screen for reimbursement are as indicated below.

V << EILHFEE>> screen

#4335/ Document registration
—Fa/List #3/Register

IS8 RYVERULEIC, B TRBEE) Ry VERLTIES L.
TRHG) RYERT T, RORBECREINET,

UETHORITRETET SMRELHOAN, PUERTUEAVESI A 2LE8E, Bh (ARES) ZRERA TRUT—F4 74 ATWELTIETWL,

n REBAEE AR B (BER] 1815 U F—F)

Proxy Applicant - Affiliation

REHFEE KSR & [i#1R)] BEA

Proxy Applicant

IR 5BA1EF 1w 7/Check here if you are applying by proxy.

LHEERESE A— L7 KL sdb-t32@stritsumeiacip
A
Proxy Applicant - Email Address

HLATOREARIE. BAEBAOREREERBICEELTIESL,

WEEERL R0
F =] 2024/02/02

Application date

ﬁg&ga% 9999999
ID No
g (33) B Baums (s
College, Department
i ivd R
Position
HEEE
Applicant B
SREEHES
Contact Phone Number
A—ILT7ELAR sdb-t28@st.ritsumei.ac.jp
Email Address
No. Item Details
—ﬂ List Displays the list of documents.
* Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.

—ﬂ Check here if you are Input a check here if a proxy application is being submitted by a
applying by proxy. proxy applicant. Inputting a check displays the settings related to the
proxy applicant for all the subsequent items.

Proxy Applicant - Displays the affiliation of the proxy applicant.
Affiliation
Proxy Applicant Displays the name of the proxy applicant.

Proxy Applicant - Email | Displays the e-mail address of the proxy applicant.
Address

H |=mo2am Displays information related to the applicant.

Application date Displays the application date.

ID No Displays the ID number of the applicant.

College, Department Displays the affiliation of the applicant.

Position Displays the position of the applicant.
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Chapter 1. One Order/One Set: Less than 100,000 Yen

No.

Item

Details

Applicant

Displays the name of the applicant. For a proxy application, change

the name to that of the applicant (researcher who has requested the
proxy application).

You can search for the person by clicking Qand inputting key words
in the displayed [1—Y D&RZR] field.

Contact Phone Number | Input the contact phone number of the applicant.

Email Address Displays the e-mail address of the applicant.

@

BATTEERMA IOy S

TP FEEIR ® e—38

Budget Selection

LEFE 2023 v | HiEHA

Fiscal Year

HITTHE BCMTHI— F&HT BCMTHI—F %5 HAPRE BCMTEIER
BCM budget code name - 0F  (EEEEOEE

BWHTFHETHIEERLETS

Ba ;
If you wish to execute on E
multiple budgets

3]

FEESHEOESE Q BEEAADTRYY OB
Office Contact Person for Budget
Management

IR A E S 2

Attachment Files for Image
Acceptance Inspection

SRR S | DNRAREER, TOMEAEZIIELE

RINEF R

) . (3}
Attachment Files for Recipt

EHESEI A
(BEREET)
Research Assistant

HITERHE AW
Reasons for
Spending/Description

£F UG OEERIEE AT SRS OMAER OB EOBEIE=FIIOMIZNL

VEOADEHFORS, STHHERAETL.

Details

Item

BITFEIRIRATI OW 2: Specify the items related to the budget selected for use.

Budget Selection Set as [EE—F&]. This item cannot be changed.

Fiscal Year Select the fiscal year of the budget used.

BCM budget code name
Required

Click the [BCMT&:321R] button and select the budget used.

If you wish to execute
on multiple budgets

Input the desired details (O Budget name, @ Amount, ® Basis of
burden) in the input field.

Office Contact Person
for Budget
Management Required

Specify the office contact person for budget management. You can
search for the person by inputting key words in the [{&RZREEFHIND 77
10> FORER] field.

The specified office contact person for budget management is
displayed in [Route 2].

Attachment Files for
Image Acceptance
Inspection

Attach images for acceptance inspection.

Attach Files for Receipt
Required

Attach receipts and similar.
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Chapter 1. One Order/One Set: Less th

an 100,000 Yen

No. Item

Details

Research Assistant

Specify if it is necessary to contact someone other than the
applicant.

You can search for the person by inputting key words in the [{&RZR&E
BRDI7 170> ~ORE] field.

Reasons for
Spending/Description

Indicate the reason for spending if it corresponds to the conditions
displayed below the input field.

=S 1 EAE (FREMADAT ST 288)
TEILEER SRELERSFITELLELE
FryJETIE. TRICRMEENEE

SEFTRAISRENETOT. BRANSN BRI T EEN,

IRABEOEERRAE

(3]

SR
(1)
HEE (BEEA)

SA - P

$£8&1/Route 1
EAESE

$£F82/Route 2

(EEHEA)

#£823/Route 3
$%884/Route 4
$¥785/Route 5
mERERERI O 7

BNEaEE
HENTHEE A SEa

SELTZEL.

q —&/List =53 /Register

(2) (4)

ezwET A

No. Item

Details

A

made to someone other th

#2158 AM: Specify the information of the person to be reimbursed if reimbursement is to be

an the applicant.

IIBINVETERR Input a check here if someone other than the applicant is to be
reimbursed.
This adds the [HRIAIETE O EERTHH).
RIAETE IR B#RARI | Attach an Excel file containing information of the bank transfer
Required recipient.

#ZIREYZE: Displays the rou

tes of the application work flow.

Route 1

Displays the name of the applicant.

Route 2 Required

Displays the name of the person responsible specified for [Office
Contact Person for Budget Management].

Route 3 to Route 5

PIESHEERERD 'O W 4: If necessary, specify persons to be granted viewing rights to the
application content such as the secretary or faculty responsible.

IENEIEHE Select persons to be granted viewing rights. You can search for the
person by clicking Qand inputting key words in the displayed [1&3&
SEERDIT7 N> hOIRE] field.
—ﬂ List Displays the list of documents.
*  Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.
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One Order/One Set:
100,000 Yen or More

Orders and contracts that are 100,000 yen or more for one order/one set are performed by the Executive Office.
The researcher must submit an order or contract application to the Executive Office. This chapter explains the
procedures for order and contract applications for which one order/one set is 100,000 yen or more.

Order and contract applications

This section explains the order and contract application procedures if purchasing goods for which one order/one

set is 100,000 yen or more.
2.1.1 Flow of operations

This flow of operations for order and contract application procedures if purchasing goods for which one
order/one set is 100,000 yen or more is as shown below.

| Log in to the CAMPUS WEB |

Display the <<F&XE55 (105 L) >>

screen

v

| Create a new application |

| Specify the order details |

| Select the budget to be used |

Specify the desired delivery date/time

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

: and installation location
1 4
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
[ 5

| Attach the necessary documents |

v

| Input the spending reasons |
v

Indicate whether there is a negotiated

wiv)sAg Juawabeuel aj9A) 3abpng

contract
v
| Register the application |
. T Inspection and
\/ | Submit the application I-’ application i

Confirmation and

|< acceptance
inspection of the

received product

| Receive the product
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Division of Research, Ritsumeikan University

Budget Cycle Management System: Simple Guide

Chapter 2. One Order/One Set: 100,000 Yen or More [Li!l{iEttRaRetelole eyl el olelel i (ol le WA )

2.1.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WERB, and apply from the [F&E - Z2#JE355] link of
the <<IATNERIEA—1 — - TAFTRE—E>> screen.

n Display the <<fASTEHRIEX— 1 — - fAFLE—E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

‘v

ENGLISH | 04777 b
AT . -~
] Account : sdb-t28
R RITSUREIKAN @R Name : SmartDBIEEARS
c H MPUS N EB ﬁ V 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

P —r—
BRI A — 1 - B /

(c) Ritsumeikan Trust. All rights reserved

Click the [FHEBIRIE
AZ1— - ARE—

5] button.

BEFRIER
’p Input the fiscal year of
s2EEF ANLT BEST) mg_ the project.
* EBRANSARETT- . /4=
I EREE 2023 : ’-p Click the [@%%1‘]’]

:
: 

E)

Display the <<FFH55 (10/5FHL L) >> screen.

V <<HIRBEIRIEX — 1 — - IFNE—E>> screen
ENGLISH | 047
Account : sdb-t17

L}
R RITSUREIKAN ’Eﬁ %? Name : SmartDBIERAt17
C H MPUS H EB ﬁ \Pp 2024-02-13T09:53:55.240050 [BMD11F0] [IT]

[CAMPUS WEB] >

MREBREA_D— - TARE—H

1. FAREHSNREBAT S, SEORHEZETS
(1) 1#F/188 107 AFE (ARAREHFIOHENTVS)
[WEBEE] 5t - 28 IEEE

button.

2) 14E/138 10F M F (FzEEEFEREn S0 TR0 =5ERT)
- E=0TE [ ]

2. BA - BACHET S
HIERE HIEEE

V= = = S S S S S S

Next page

Click the [FE - 2259
EAEA] link.
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Chapter 2. One Order/One Set: 100,000 Yen or More

Cont.

Create a new order application for 100,000 yen ol “53535" P p. 27 to 31
V <<FFERFE (10AM L) >> screen

FEHE (108MEE)

AIERE1T 5 BE13F 1 9 /Check here if you are applying by proxy.

Check the applicant’s

S information and input
the [Contact Phone
ini Number].

AE(538) B saomen 68

. e Input the information
s w o of the goods to which
S the order application
pertains.

A=NTRELZR sdb-t28@st.ritsumel.ac.jp

inil Adriress

HABERS

applicationCategory

iz
AP, ECHA M HEASHERTE (BA) THILHTE, RENEALLTVET,

If ordering multiple items,
click the [3&}ll] button to

FEEREIER

Order Detail Selection

B add an input field and
T|E e input the additional items.

Specify the [Office

- Contact Person for
ERESEEsE, - e om Budget Management]
— @u-E and select the
corresponding fiscal
Pre R year, then click the
;:Z:; BCMTHI—F&H BCMFEI— K #5 HABHE BCMTEER [BCM%E—JE}R] bUtton
D and select the budget
Zgﬁ‘ﬁﬁﬂﬁ&ﬁ%?% Wi to be used.

1f you wish to execute on
multiple budgets

For the budget

Fam B management contact,

Budget Limit

—— refer to the “Budget
xlu?}ﬁt}flﬂ‘ﬂﬁlﬁfmmﬁﬁ RHOFTERETHRL. (DREE SR VEEV LRSS P REEERTLET. 254) 0 i, EHRED SHERWEMEBLIT. Cycle Management web
BB ® #250 2024 v |%[02 v |A[02 v|E B 2

Desired delivery time L ETREOWACEDEET page.

HRIEEOVT @®@sL OsY |

S— BRI TRERHE TS AN, BEOMEE TN HEESE THETERA T AL SR, F ORI EER R EC https:/[www_ritsumei_ac_i
ot o II p/research/member/resea

e ‘ rch_expenses/09.html/

PAL TSV, A-OBECEBHAT SBAEEN - BHEUA MERILTIES L, \

e (RETOLELE,
51

IS A, T

BTN

Attachment Files

I I Indicate whether there

is a desired delivery
date and a negotiated
contract.

Input the spending

120 (AEET) | BRAULES. RESFOLF. THRSS, FAERAL TS, reasons.

Attach the specified

files and specify the
\ 4 - contact information.

Next page
Input the installation

location.

© Ritsumeikan Univ. All Rights Reserved. 25 April 1, 2024 Ver. 1.0


https://www.ritsumei.ac.jp/research/member/research_expenses/09.html/

Chapter 2. One Order/One Set: 100,000 Yen or More
Cont.

(=5

(2) (3) (4) (5)

(6)
#81/Route 1
AT
2852/Route 2 N (AR s AmEe A st «
a Q a o - -
e (30 Click the [Register]
#3/Route 3 a AR
- button.
#%4/Route 4 a ST BREET SR s
Q Q a o -
#F25/Route 5 Q Q Q Q

2526 /Route 6 (B%4%) sa00hFLLE | EWR BR IR

“ . The work flow does not
start just by registering.
Be sure to always
perform “Submit” next to

start the work flow.

#2F&7/Route 7 REEURIEE

é Submit the order application.

XEEE/Document registration

114 } (S5 £8a - FEEA)

—s5/List 5 /Edit | EfIF)/Reuse | EFTREE/Update history I SEREEERE)/Submit .; e Dotote - =]

i3

(-

R 1Al Click the [Submit]

¥EHobl  REEE (05FMD 2350251000002 button.
3w 661 E 17:42 3 (S3lF] WBA- THEA

88| R 2MLEERIC. BT TRBRE] RYVEMLTLIEEW.
TRESRA] RY > EWT LT, RORIAC/EISNET .

= EmEEE 23E02510000002
FOEHEE (100MLLL)

2742 ERZEEI/Not Yet Applied BEOELE ) e

Status

v

Click the [OK] button on the confirmation message to start application
work flow.

End
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Chapter 2. One Order/One Set: 100,000 Yen or More

2.1.3 Screen details

Details of the <<FFER5E (10/AMLL L) >> screen for order and contract applications are as indicated below.

V <<FFERZE (108HLLE) >> screen

X #&T1}/Document registration
—/List H#/Register

TRHG) Ry ERT T, ROEBFCREINZT .

B SIHLTERE

ﬂ REREE PR B USR] 1ER 5 UY— 1)

Proxy Applicant - Affiliation
fEmEEy &8 & UiEA) Ee
Proxy Applicant

EHERAEE X—JIL7HEL sdb-t32@st.ritsumei.ac.jp
A
Proxy Applicant - Email Address

2024/02/02

9999955

HEATFORARIE. BREAOMEREEAICEELTESL,

IS8 R VERULEIC, &Y TRBREK RYVEPLTIESL.

FEFHE (10AMLLL)

aiul

AR ET 3 BEI3F 1 v 9/Check here if you are applying by proxy.

FRIE(55R) B BELETS (1S

Callege, Department

iz R

Position

G o
Applicant Lk
EHREERES TEL ($3%5])

Contact Phone Number

A—JLFELA sdb-t28@st.ritsumei.ac.jp
Email Address

No. Item Details

—n List

Displays the list of documents.

*  Click this button before clicking the [Register] button to discard
the edited content.

Register

Registers the edited content.

ﬂ Check here if you are
applying by proxy.

Input a check here if a proxy application is being submitted by a
proxy applicant. Inputting a check displays the settings related to the
proxy applicant for all the subsequent items.

Proxy Applicant - Displays the affiliation of the proxy applicant.
Affiliation
Proxy Applicant Displays the name of the proxy applicant.

Proxy Applicant - Email
Address

Displays the e-mail address of the proxy applicant.

n #2i81 S AH: Displays information related to the applicant.

Application Date

Displays the application date.

ID No

Displays the ID number of the applicant.

College, Department

Displays the affiliation of the applicant.

Position

Displays the position of the applicant.

© Ritsumeikan Univ. All Rights Reserved.

27 April 1, 2024 Ver. 1.0




Chapter 2. One Order/One Set: 100,000 Yen or More

No. Item

Details

Applicant

Displays the name of the applicant. For a proxy application, change
the name to that of the applicant (researcher who has requested the
proxy application).

You can search for the person by clicking Q and inputting key
words in the displayed [ —H Di&Zz] field.

Contact Phone Number

Input the contact phone number of the applicant.

Email Address

Displays the e-mail address of the applicant.

BRI

® FaEE
E
ApplicationCategory

HESTEDRL 1 100,000 F3
FENTER

Order Detail Selection

FENE
Order Details

ES

FHEREOEYE | O SREEAO T A7 Y O
Office Contact Person for Budget
Management

HITFEER
Budget Selection

BREFE

Fiscal Year

® x—35

2023 v | HEEA

BCMTHI— &

HITFH

BCM budget code name
BUTFHTHITERLT S
T

If you wish to execute on
multiple budgets

BCMTHEI—F pi=1 ot
0F (MAERACIEEA)

SEMITTR - BRI 5 TR E R A T
MESZLIRED, ECH A FIASOBANSESE,

BEASHEERE (@A) T2IEATT, BEERALLTUVET

BCMTEER

No. Item

Details

Application Category

Select the application category.
® ZEHIEES: Select if submitting an advance application.
o ZEI%HEAGE: Select if submitting an application after the fact. Input

the reason for submitting an application after the fact in the
[Reasons for Spending/Description] field.

Order Detail Selection

Select the order details.

0 A A—hH—, mBEEHHEE L TUL\DIBEA: Select if the
manufacturer and serial number (product number) have been
definitely confirmed.

® B_A—hH—, RBEFLHEEL TLVRVMESA: Select if the
manufacturer and serial number (product number) have not been
definitely confirmed.

o C_HIVEMDIERm. 7> — MNAE. #IRE. EBEFEDHZA:

Select if for subcontracting of operations.

Order Details

Input the product name, manufacturer, serial number (product
number), and amount of the ordered product. If ordering multiple
items, click the [3E/] button to add an input field and input the
additional items.

Office Contact Person
for Budget
Management Required

Specify the office contact person for budget management. You can
search for the person by inputting key words in the [{RZREEFHINID 77
N> bDOIRF] field.

The specified office contact person for budget management is
displayed in [Route 2].
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Chapter 2. One Order/One Set: 100,000 Yen or More

No. Item Details
Budget Selection Set as [E=—F&]. This item cannot be changed.
Fiscal Year Select the fiscal year of the budget used.
BCM budget code name | Click the [BCMT&:#1R] button and select the budget used.
Required
If you wish to execute | Input the desired details (O Budget name, @ Amount, ® Basis of
on multiple budgets burden) in the input field.
If you want to purchase for shared facilities by using multiple
competitive research fund programs of KAKENHI or similar, create
and attach an “Application for Approval of Purchase of Shared
Facilities Using Multiple KAKENHI Projects, Etc. [Research Division
Form 1-7].”
If combining direct expenses of multiple KAKENHI research
projects, create an “Application for Combined Use of Multiple
KAKENHI Projects [Research Division Form 1-8]" and attach it.
Tk IS
REAOERE ® #EuL #Z5Y
#1075 E100FFAEHDES FBEZLOESE., BEOPEFSAOREIRRETENEL. (ARRE CREVELSVWESSRLUERREESHRDEERELET. FE2YOERE. BUREPSGRREMELET
S EA @® &82L BEBY 2024 v %02 v |A|02 v|B &
Desired delivery time FPELOES, BEREOPACSDEET

FWAEEISDWVT
Negotiated contract

P Si=od

Mame of Company for
Negotiated Contruct
AE

Manufacturer
Mame/Specifications and

@ =L

FRIE L THSEEETTZEAD, SaNERETLINEIEEEE-THRIERATILVESE, FOEHRSFEHFLUTICEHIEE,

&Y

v

WEERR | A WSRENEAN 7Oy 2

AE (MREOELOFGE. A—0—F - 5 - TESE. EH0ESE. £BRE. AETOEERBOFEEERAETL
bise Sl
Reasons for selection
EREETH (MREOBAGESE. A—A—%F - 8 - THEEE, RBEOSSE. $BRS. ERTOEERSOFEERAETV. ) :
iRfEs o
Explanatory Materials/Certificate
of Exclusive Sale
HAIAAEE. BRENEFTLTIESL,
RiEZ o
Estimate
No. Item Details
n Budget Limit Input the upper limit of the budget.
Request for Multiple Select whether to request quotes if 100,000 yen to less than one

quotes?

million yen.
® FHFEEMXU: Select if you do not want to request quotes.
® FHFEHD: Select if you want to request quotes.

Desired delivery time

Select whether you have a desired delivery date.

® FHEEIRU: Select if you do not have a desired delivery date. The
delivery date will be arranged with the selected company.

® FHEHD: Select if you have a desired delivery date and specify
your desired delivery date.

Negotiated contract

Select whether there is a negotiated contract.
® /2 U: Select if you do not want to use a negotiated contract.

® 3»D: Select if you want to use a negotiated contract. Specify the
added [fFanF NS AT OY J].
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Chapter 2. One Order/One Set: 100,000 Yen or More

Item Details

ZFI81_RBAR ISR IABEAT OV 2: Specify information if you want to use a negotiated
contract. Displayed if you specify “d> D" for [Negotiated contract].

Name of Company for
Negotiated Contract

Input the name of the company intended for the order.

Manufacturer
Name/Specifications
and Dimensions

Input the order details.

Reasons for selection

Input the reasons for selecting the company.

Explanatory
Materials/Certificate of
Exclusive Sale

Attach documents that provide the basis for using a negotiated
contract.

Estimate

Attach the estimate from the selected company.

n HITIES / 2188
Reasons for

Spending/Description
)
B (SRITOBEE, 4R MEEEE RERNICRAL T ETV. B—ORRETEEA T S BSE SN - BHEY A FERELTETY
T o RS, TR SRALTSESL, )
BT AN
! D
Attachment Files
FaidiE : RS, (R, AyOovE. ud
Fig LKA, FARE. BIRE.
n EEEE AN
(HERELE)
Research Assistant
SEIER
Installation Location
E ZIMERS B
IFoit (2AEET) | EBRLELES, RERAOET. TEESE MEERALTIESL,
|
|
P
No Item Details

Reasons for
Spending/Description

Input the specific spending reasons.

Attachment Files

Attach the necessary files according to whether it is an advance or
after-the-fact application.

Research Assistant

Specify if it is necessary to contact someone other than the
applicant.

You can search for the person by clicking Q and inputting key
words in the displayed [{&ZREEBEIRDI7 12 hDIRZ] field.

Installation Location

Specify the installation location.

Select the campus under [F+7 >/ CRE4R], and input the [fZ¥)4], [
=&/ EEES], and [[E2K].

Select [ZMDAth] if located off-campus and input the installation
location information in the input field.
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Chapter 2. One Order/One Set: 100,000 Yen or More

[ERAaTE]

(1 (2) (3) (4) (5) (6)
#851/Route 1 HEEE (ERHEA)
AR 2 &
#822/Route 2 EELE (BEHEA) BHRER P ammEal pen—— o
[ Q a Y
#E&3/Route 3 Q EHAGER
a
#084/Route 4 Q ST AEET AT BT FHMREE
Q Q a o o
#i85/Route 5 Q a Q a a o
#086/Route & HBR
Q
#XE7/Route 7 TRERLS -
[ a a
WER#ERER IOy 2
m & Q
Addit ing Right;
OB TS B IR A
WL T,
m —/list  Bil/Register
No. Item Details

M

#RIRERTE: Displays the rou

tes of the application work flow.

Route 1

Displays the name of the applicant.

Route 2

Displays the name of the person responsible specified for [Office
Contact Person for Budget Management].

Route 3 to Route 5

Route 6 The Office of Purchasing and Contracts (person responsible) is
automatically specified if for one million yen or more.
Route 7 Specifies the person with decision-making authority (executive

officer) according to the cost of the order.

BIESHEERER D 'O Y 47 Specify persons with additional viewing rights.

Additional Viewing If necessary, specify persons to be granted viewing rights to the
Rights application content such as the secretary or faculty responsible.
List Displays the list of documents.
* Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.
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This guide explains the procedures for applications and reports for using research

About this . . . , ,
Guide funds for domestic and overseas business trips. Carefully read this guide and make
sure to submit applications and reports using the correct procedures.
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* How to read this manual

Read this First If using the Budget Cycle Management System for the first
(General time, please first read Read this First (General Overview).
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list>> screens for various applications, and items common to
all volumes of this guide.

Afterwards, please read the guide indicating the application
procedures for the corresponding application you require.

— =

Purchase of Travel Personnel Costs Checking
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Volume . Remunerations Volume
This volume Volume
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Business Trip Applications

If taking a domestic or overseas business trip in relation to a research project, the application procedures differ
depending on whether the person taking the trip is a faculty member, or a person from outside the university or
student. This chapter explains the procedures for a business trip application.

For faculty

This section explains the business trip application procedures for faculty members of Ritsumeikan University.

1.1.1 Flow of operations

The flow of operations of business trip application procedures for university faculty members is as shown below.

Executive Office (College/Graduate School)

| Log in to the CAMPUS WEB |

Display the <<Document list>> screen of
commuter pass information

v

Create a new business trip application

Select the college/graduate
school/organization, application category,
and office contact person for budget
management of the business trip application

Specify the information related to the
business trip

v

| Register the business trip application |

walsAs juawabeuepy aj9h) 1obpng

| Submit the business trip application |

Check that the application work flow has _>|
started

Inspection and approval

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
' :
: Select the budget to be used :
1

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

<
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Chapter 1. Business Trip Applications

1.1.2 Operation procedures
From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [Hi3&H55] link of the
<<MATREIRIEA—1— - THARE—E>> screen.

Display the <<fiAZREHRIEA — 1 — - FAFTE—E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | O4FJ

R risuenan 3 =9 Account : sdb-t28

& FJ Name : SmartDBEER8

c H MPUS N EB Eﬁ mw 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

BRI — 1 — - BT /

E)

(c) Ritsumeikan Trust. All rights reserved

]

Display the <<Document list>> screen of commuter pass information.

V <<AFBEIRIEA —1 — - FAFSE—E>> screen
ENGLISH | 047

o Account @ sdb-t17
=

R rsumean ) }: 5 Name : SmartDE:EEL7

i N

C H MPUS H EB 2024-02-13T09:53:55.240050 [BMD11F0] [IT]

[CAMPUS WEE] >

MREBREA_D— - TARE—H

1. FAREHSNREBAT S, SEORHEZETS
(1) 1#F/188 107 AFE (ARAREHFIOHENTVS)
[WEBEE] 5t - 28 IEEE

3. EACEBERRTS

L T e s -l S — A
\/
Next page
© Ritsumeikan Univ. All Rights Reserved. 3

Click the [FHEBIRIE
AXZd1— - ARE—
5] button.

Input the fiscal year of
the project.

BETEIER
EXFETANLT [BEST] AT 2B LTS, |
= BEANSARETT-
L}
I BEEE - 2023

Click the [fRZRE1T]

button.

Click the [Hi5REREE]
link.

(2) 1#4/138 106FIRLE (FAEREFEBH SN TV =BHERT)

=T - QYA
2. @W - EACHET S ./
I HIETE prepTi
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Chapter 1. Business Trip Applications

Cont.

Register a new business trip application. “S'éiiﬁ“ P p.8to 12
V¥ <<Document list>> screen of commuter pass information

X&—/Document list [2-% ) (e wma . TEEA) Click the [NeW
Application] button.

RUEE

2FR LIRERRLTLET,

i A EFaﬁg,siﬁm S e — £¢1) fCommuter poss area (incl bus pessres)  AIZE/Pro B o EEEE
Requisition F — Address R e P peOparation
SRR New Aoplicat — GEALETE & s P RS LREENE | B ) REORE- R XA o 108 (s mme
HEA-FEIE B t28@st.ritsumei.acip = =)

V¥ <<[University Faculty Member] Travel Requisition>> screen

[#H7EEE]  HaRMHRE/[University Faculty Member] Travel Requisition CheCk the applicant’s

REFHET 2 BAEF T 2/Check here if you are applying by proxy. |nf0rmat|0n and |nput
the [Contact Phone
Number].

HEEES 9999998

Faculty/Staff ID No.

e T Select the application
e “ category and
college/graduate
school/organization of
the business trip
application.

BEHE
Applicant

ERERES

Contact Phone Number

AT ELA

@ simeni/New Application

FiATE (BFAL) /New Application (No Payment Calculations)

Specify the office

TSGR/ Select Application Location

ARG T B P - FRH - BT

Faculty/Graduste School/Organization

FHEERROBHE

contact person for
/ budget management.

For the budget

Office Contact Person for Budget

HTFERIR Ot
Budget Selection

EgEy 2023 | s

Fiscal Year

Zf::at ) BCMTHI— K4 BCMTEI— K Zs: FARSEE BCMTEER management contact’
ERFHTHGERDT DA \ refer to the “Budget
i you wish o excute on muitpe budgets | ——— = = - 4 Cyc|e Management web

page.”

https://www.ritsumei.ac.j

o e CNE— p/research/member/resea
Period of Business Trip o o - v|BEGQ v o o
RSB Busines T - o, of Nights | AR HBusiness o - o, of Davs rch_expenses/09.html/
0 |3B/Nights. 1 s
- X Specify the budget
Domestic/Overseas used
ey e o e e Specify the information
Level 3: Avoid All Travel Overseas Travel Ba .
Level 4: Evacuste and Avoid All Travel Oversess Trovel Ban re|ated to the busn‘]ess
FEIRBAE .
W Purose of Research T trip.
Frepilaktk (BB | 2rzEnotEEER (34 - BEESL)
Main Destinations(Country/Prefectures)
DR (BP5%) BT - BIASHAE, ERRT
Main Visited institution
ER%E (Ff. #E#EA. NGO, NPOEAST)
ZOf

\4

Next page -
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Chapter 1. Business Trip Applications

Cont.

—
FErooitahst (FhM5E)

Main Visited institution
. HEEA, NGO. NPOIEASE)

BEEAEHADER EERSORA E RFHLET /T apply for a business trip using my private vehicle

Business trip using my private vehicle ERRTOERTAY Reason for Use

HIRICHEDZBELAD YR have confirmed this. +
Confirmation of Business Trip Arrangements | 111

For Those Affiiated with Ritsumeikan University
SRR BR S E (13 choose one or the other.

Ut A/My business trip does nat affect the conduck of my ciasses
Measures Regarding the Handiing ’ ° N

of Your Classes During the Business Trip
‘WFor Those Affliated with Ritsumeikan University

284, HEE RERREREL T

You will need to register for 2 dlass cancellation separately on manaba+R.

EHAER

Commuter Pass Infarmation

3% [Commuter pass area (not incl. bus
BL FEERTIND

RT3 2104 3 TAKHERD) QEBHSF LU THSEE IHEMLET. JRHOERE, CASTHEo TR,
The Ekispert route calculation software automatically excludes commuter pass information that does not include a bus pass arez.
If business trip area overlaps with commuter bus pass area,Please exclude your bus pass area on your own,

g PRS2 Bt O zom
Place of Departure

BB P+ V2 e O zom
Place of Return

WiESEEE(GRERS [EFARQBE] ) A8 (MBS L) Business Travel Plans (Plus Business Travel Report - when research funds are used) Input fields (Per Trip)

<AL

R

——ZEBRL
A — LB,

Research Assistant

FHEREERBER

Notes for the Administrative Office

) BEORESRA<ETL.

2/17520 : 003 TRRO L DEELE
If the per diem or accommodation amount needs to be adjusted (or removed) please indicate this
1f aceommadation the night before or after research activities is necessary, please include the reason.
€.9.) Feb. 16 - Reduce per diem to 1,000yen, no accommodation necessary Feb. 17 - Meeting until pm so accommodation is necessary

20, sEimanaba+ RADHEEENEELE TT/IF any of your classes will be cancelled, please list the course name, class, day

Bf Location FESSEER/ Address of Work Location
22 o 0 UITT [ eobiatat [ ewERALY HEADER. BERETEE / BAOEA. BE - B04
B Details of Work
=Bt v ®- v]A[- v
=Hc]
]
§anl
-——
SEHBSEIEAN sl
(HERBE)

RS ENRE TS SEN (AT . R o
x) 7 o

Document(s) Confirming Business Travel
Plans (Per Trip)

BIFLT
TEREADE S CENHRED A, TEBCETL, RIBUIDBBLESE,
financed by research funds, make sure to attach required documents.

OBRRBORAT LB, FAZTESIHRNTR:

7%/ Route Settings

Additional Viewing Rights
TN UEEAL
BELTESL,
#1f you need additional viewing
rights, please set them.
—

(1) (2) (3) (4) (5) (6)

A (ERAA)
(R 1 Applicant (Automatic Entry)
BAHE o
Individual Applcation & HER] BAa
#pE2/Route 2 Q e ||a e |[a e | [a e |[a Y @
#XE&3/Route 3 Q Q Q aQ a Py
#§&4/Route 4 Q a a a a a e
#85/Route 5 a a a a a @
I HNEEE @ c

Reference [1]

The commuter pass
information registered in
the Division of Human
Resources is
automatically input in
[Commuter Pass
Information].

Input the destination and
details of work to be
performed. Route
calculation is performed
by the Executive Office.

If registering multiple
business trips, click the [
JEh0] button to add an
input field and input the
additional items.

If necessary, specify
persons to be granted
viewing rights to the
application content
such as the secretary
or faculty responsible.

v —RList Iﬁﬂ’REg\s{er @

Next page

© Ritsumeikan Univ. All Rights Reserved. 5

138 Click the [Register]
button.

The work flow does not
start just by registering.
Be sure to always
perform “Submit” next to
start the work flow.
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Chapter 1. Business Trip Applications

nt.
ﬁ Submit the business trip application.

XEE4/Document registration (14 } leiE) mec (Bwswm) . [ . ]
—§&/List E%/Edit | BHIB/Reuse  EFEE/Undate h\s:ﬂwl EZRBERE )/ Submit .T e — = P CIICk the Sme It

button.

XESA L [KFHR] EFTHE

¢ E v mEmERaems Reference [1]
I8 AP oEWLEBIC, BT [EBE] R >EBLTLES V.
B R EWI & T ROERIJECI|HINET .

Please make sure to click the ""Start Operations"" button after clicking the ""Register™" button.

Clicking on the ""Start Operations"" button will submit the application to the next approver. If yOl.l need tO Cance| a
business trip application
H58)L—JLPIRFY=2 7LIZIF 5/ Click here for the manual after submltting it, ©
[HzzE] HaRasRE/[University Faculty Member] Travel Requisition refer to “Chapter 4 Travel
E——— BN v Applied REoRLE Expenses > 4.3 Business
Trip Procedures > 4.3.2

Required Procedures and
e Documents” of the
HBE®S Research Fund Spending

Faculty/Staff ID No.

R (585 0l BE0ASE (8 Guidebook ]FOr
. — Researchers).

Position
HEH & [BIEA] %EA - FTEA
Applicant

EREEES

Contact Phone Number

Click the [OK] button on the confirmation message to start application
work flow.

End
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Chapter 1. Business Trip Applications

Registering a proxy applicant
To register a proxy applicant for a business trip application, click the [Edit] button of the <<Document update>>
screen of commuter pass information.

n Display the <<Document update>> screen of commuter pass information.
V¥ <<Document list>> screen of commuter pass information

¥%#®/—%/Document list

RusE
268 1 2B ERATLTVET. . .
T EEE  PREGEMNeme . e i . Click the [Edlt] button.
it . —uPEL 8 Ot EmAD = | -~
ravel Neme  S/Faculty/Staff D of School o il AL S L B AT Prowy. "F’oﬁ ton WR/E
Ho. (affiliation) (EE= = ARy
AR /New Application | & AL 9959959 B AT 04 sdb- WU ¢ I RESE - BEGE | S ) RIS LBAR X 8 BB 8 LSE (4R I e
E 5 ©28@st.ritsumei.acip & =10 Elmsa
s999908 15 (3 sob- B

203S(REHEY) : BAS wa  [mwes

t28@st.ritsumei.acip il I(ETFERSH & Sl : 5

é Register proxy applicants in the commuter pass information.

V¥ <<Document update>> screen of commuter pass information

M®EH/Document update

#v tzll/Cancel | BFtE/Recalculation | Efl/Register

! Register the proxy
applicant.
|
S USFEA) HEA - FBEA
9999999 sdb-t28@st.rtsumei.ac.jp

FITILAMBLE

&

L]
i 2 Jege
0 1
(DS

s . You can register multiple
mismee L EmREEEA) proxy applicants for a
i a* single item of commuter
. m WWH ;) REEE - RIS - 5468 ) ROHE - LLIRER « 3k pass information
End

For details, 2 refer to “4-1: [Faculty Members] Specifying Proxies” of the Travel Expenses System Usage
Manual (For RU and APU Faculty) New Business Trip Application Volume issued by the Human Resources
Office.
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Chapter 1. Business Trip Applications

1.1.3 Screen details

Details of the <<[University Faculty Member] Travel Requisition>> screen for business trip applications are as

indicated below.
V¥ <<[University Faculty Member] Travel Requisition>> screen

¥ &E/Document registration

—R/List Ei3/Register

@

I8 RYVERUERIC. 47 TRIBEE RYJERLTIES L.

[R#BHE) N VERTET. RORBEIHREINET.

Please make sure to click the ""Start Operations"" button after clicking the ""Register"" button.
Clicking on the ""Start Operations"" button will submit the application to the next approver.

HBRIL—ILPERIF Y Z 2 FILIZ DI F 3/ Click here for the manual

kR #E/ [University Faculty Member] Travel Requisition

HIEREEIT DBAEIEF 1 v 7/Check here if you are applying by proxy.

[#F7TE]
ﬂ REHBFE FE B usEm) i Ay v y—E)
Proxy Applicant - Affiliation
AEBEE KS & [EER] BEA

Proxy Applicant

REBREE A—ILTFELZR
Proxy Applicant - Email Address

sdb-t32@st.ritsumei.ac.ip

WiZE51 i 7)/M Route 1 Entry Field

s B

Application Date
HEEES
Faculty/Staff ID No.

Filg (%38

College, Department

L2
Position
FEE a
Applicant

SREESES

Contact Phone Number

2024/02/02

9999959

| : G Bk

AEmAnE (R

USFER) BEA

IR
If you

HHARARES, KUARBAOEERSEIANCETL,

have an extensien number,

please enter it here; if not, please enter your
personal phone number,

A—NLFRELZ sdb-t32@st.ritsumen.ac.ip
No. Item Details
—ﬂ List Displays the list of documents.
*  Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.

Check here if you are
applying by proxy.

Input a check here if a proxy application is being submitted by a
proxy applicant. Inputting a check displays the settings related to a
proxy applicant for all the subsequent items.

Proxy Applicant - Displays the affiliation of the proxy applicant.
Affiliation
Proxy Applicant Displays the proxy applicant.

Proxy Applicant - Email
Address

Displays the e-mail address of the proxy applicant specified for the
delivery destination.

Route 1 Entry Field: Disp

lays information related to the applicant.

Application Date

Displays the application date.

Faculty/Staff ID No.

Displays the ID number of the applicant.

College, Department

Displays the affiliation of the applicant.

Position

Displays the position of the applicant.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. Business Trip Applications

No. Item Details

Applicant Displays the name of the applicant. For a proxy application, change

the name to that of the applicant (researcher who has requested the
proxy application).

You can search for the person by clicking Qand inputting key words
in the displayed [1—Y D&RZR] field.

Contact Phone Number | Input the contact phone number of the applicant.

Email Address Displays the e-mail address of the applicant.
HRESE 4 (® M New Application $HAME (BESL) /New Application (No Payment Calculations)
Application Category
HERFREE T DFAR - HAREL - HHEE SRR/ Select Application Location
Faculty/Graduate School/Organization
Applying Research Trip
FEEREOBYE O BREAADT 77
Qffice Contact Person for Budget
Management
T EER @ »—7H
Budget Selection
EEEE 2023 v | #ighA
Fiscal Year
T BCMFEI—H&# BCMTEI—F EA baigsistt=] BCMTESER
BCM budget code name 0f
HUTFHTRITERZET SBS
If you wish to execute on multiple budgets 4
R AAR HifB/Departure Date 1#& B/Return Date
Period of Business Trip - v|®|- v|B[- v|BB -~ = |zl v]|A[- v]a &

iEAREE_ad/Business Trip - No. of Nights | {13EE#_2#/Business Trip - No. of Days
0| :F/Nights | |1 H/Days
AT/ Nights in Transit
L] F/Nights

No. Item Details

Application Category Select “New Application” or “New Application (No Payment

Required Calculations)” for the application category.

Faculty/Graduate Click the [Select Application Location] button, and from the

School/Organization displayed <<3ZE#3R>> screen of routes, select the faculty,

Applying Research Trip | graduate school, or organization of the business trip application.

Office Contact Person | Specify the office contact person for budget management. You can
for Budget search for the person by inputting key words in the [fRZREBFHND 77
Management Required | 777> hODI&RZ] field.

The specified office contact person for budget management is
displayed in [Route 2].

Budget Selection Set as [EE—F&]. This item cannot be changed.

Fiscal Year Select the fiscal year of the budget used.

BCM budget code name | Click the [BCM&:#3R] button and select the budget used.
Required

If you wish to execute | Input the desired details (® Name of budget used for the

on multiple budgets outward/return transportation expenses, @ Name of budget used for

the daily allowance and accommodation expenses of each day of
the business trip) in the input field.

If combining direct expenses of multiple KAKENHI research
projects, create an “Application for Combined Use of Multiple
KAKENHI Projects [Research Division Form 1-8]" and attach it.

Period of Business Trip | Use the pull-down menus for both [Departure Date] and [Return
Required Date] or click on 2 to specify each item. [Business Trip - No. of
Nights], [Business Trip - No. of Days], and [Nights in Transit] are
displayed automatically.
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Chapter 1. Business Trip Applications

EF/E5

Domestic/Overseas

ErEBABAE

Main Purpose of Research Trip

Flonmake (E/EREMRS)

Main Destinations(Country/Prefectures)

FlHHRE (E6R5E)

Main Visited institution

. #HEEA. NG

EXAEIFAOESE ERAEOHAERHELET/

Business trip using my private vehicle.

HARICRDDEALEDUERE

Confirmation of Business Trip Amrangements

et

#For Those Affili

AR DR EREE

Measures Regarding the Handling

. (Fas L
of Your Classes During the Business Trip L

and period. #You will need to

AFAHDERITS/Reason for U

EmEE
EHIE R
bl

AL

Ministry of Foreign Affairs (MOFA)'s Travel Advice and Warning on
Ritsumeikan University’s Response

Level 1: Exercise caution Voluntarily Refrain from Overseas Travel

Level 2: Avoid Non-essential Travel Voluntarily Refrain from Overseas Travel
Level 3: Avoid All Travel Overseas Travel Ban

Level 4: Evacuate and Avoid All Travel Overseas Travel Ban

| EREEMOHIRSER (B4 - BERRE)

0. NPOIEAST)

T apply for a business trip using my private vehicle,

Jse

b

Please choose one or the other
&% U FHA/My business trip does not affect the conduct of my classes.

& /My classes will be canceled due to this business trip.

/MFor Those Affiliated with Ritsumeikan University
. HE

£, 257, RESREEHLTS $manaba+RA DS RIZME TT/If any of your dasses will be cancelled, please list the course name, dlass, day
register for 3 class cancellation separately on manaba+R.

2Ly

No. Item

Details

Domestic/Overseas

Select whether making a domestic or overseas business trip. If
making an overseas business trip, select the danger level bases on
the danger information announced by the Ministry of Foreign Affairs
of Japan.

Main Purpose of
Business Trip Required

Select the main purpose of the business trip.

Main Destinations
(Country/Prefectures)
Required

Click the [/ 2 BHRNDHIRITER (E4% - #EATES) | button
and select the destination from the displayed list. If domestic, select
the name of the prefecture and if overseas, select the name of the
country.

Main Visited institution
Required

Select the institution or organization that is the main objective of the
business trip.

Business trip using my
private vehicle.

If using your own private vehicle for the business trip, input a check
next to [l apply for a business trip using my private vehicle.] and
input the reason for its use in [Reason for Use].

Confirmation of
Business Trip
Arrangements

If the researcher is affiliated with Ritsumeikan University, check the
“Business Trip Arrangements for Faculty and Procedures (FY2022
Revised Edition)” and input a check.

Measures Regarding
the Handling of Your
Classes During the
Business Trip Required

Select the measures for handling of your classes during the
business trip. Additionally, if you are a researcher affiliated with
Ritsumeikan University and require classes to be canceled, input
the course name, class, and days/periods.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. Business Trip Applications

EHER

Commuter Pass Information

RITEHCIC L 2TARHEL AEES ROV EMERE AEERLET., NAEMOERE. TASTIT>TIESL.
The Ekispert route calculation software automatically excludes commuter pass information that does not include a bus pass area.
If business trip area overlaps with commuter bus pass area,Please exclude your bus pass area on your own,

i & 2 [=E i
=i PR+ /2 BE 20t
No. Item Details
Commuter Pass The commuter pass areas both including and not including the bus
Information pass area are displayed.
Place of Departure Select the place of departure as [FTE=++ >/ \X], [BE], or [T DAt].
Required
Place of Return Select the place of return as [Fi@=++ >/ (X], [BT], or [T DAt].
Required

d W ECRTRERS (FRROES] ) 2008 (A#ETE) /Business Travel Plans (Plus Business Travel Report - when research funds are used) Input fields (Per Trip)

Bt P55/ Work Location FBSSEHE/ Address of Work Location
22 | pute B2 sk Pens v /(R / eabiatiit [ seBEAL Y SEROSE. SEFFETRE / BA0EE. BE - #TE8

FAEEFIE/ Details of Work

i

EHESEI A
(BEREET)
Research Assistant

—H—EBRL TS,
A— DB NET,

EHEEERER

Notes for the Administrative Office

{IF the per dim or accommodation amourt nesds to be adjusted (or remmed) please indicate this.
If accommodation the night before or after research activities is necessary, please include the reason.
€.9.) Feb. 16 - Reduce per diem to 1,000yen, no accommodation necessary Feb. 17 - Meeting until 8pm so accommodation is necessary

RSB ERTE EM(RHES

o
&) =

Document(s) Confirming Business Travel
Plans (Per Trip)

3 ICEAERT A, SEECETV, BRBLVVRELRESE. TORRBIRTIRE. AAE TRETRNRA JRECET V.
If the travel is financed by research funds, make sure to attach required ducuments

No. Item Details

—n Business Travel Plans (Plus Business Travel Report - when research funds are used)
Input fields (Per Trip): Input the business travel plan for each trip.

B85 Input the [Date Required], [Work Location Required], [Details of
Work Required], and [Address of Work Location Required] for each
trip. If performing multiple work tasks on a single business trip, click
the [1E/10] button to add additional rows for business trip plans and
enter the corresponding items.

Research Assistant Specify if it is necessary to contact someone other than the
applicant.

You can search for the person by inputting key words in the [{RZR&E
ERDI7HT > hOIRE] field.

Notes for the Input information accordingly if the conditions correspond to those
Administrative Office indicated under the input field.
Document(s) Attach documents and other materials that can confirm the business

Confirming Business trip plan.
Travel Plans (Per Trip)
Required

© Ritsumeikan Univ. All Rights Reserved. 1 April 1, 2024 Ver. 1.0



Chapter 1. Business Trip Applications

WZEEEE/ M Route Settings
(1) (2) (3) (4) (=3 (é)

BN
#2i81/Route 1 Applicant (Automatic Entry)
LA PR
Individual Application I e
% 2/Route 2 a Q a a a Py
#EiE3/Route 3 & Q Q Q a a
#fg4/Route 4 a a a Q a a
#85/Route 5 & a a a a
n e a
Additional Viewing Rights
HEMTERRNBE LRSI
BEL TS,
#If you need additional viewing
rights, please set them.

Riit| gmmenste

No. Item Details

—B Route Settings: Displays the routes of the application work flow of a business trip application.

Route 1 Displays the name of the applicant.

Route 2 Displays the name of the person responsible specified for [Office
Contact Person for Budget Management].

Route 3 to Route 5 -

Additional Viewing If necessary, specify persons to be granted viewing rights to the
Rights application content such as the secretary or faculty responsible.

You can search for the person by clicking Q and inputting key
words in the displayed [{&RZREEBIRDI7HT > FDIRE] field.

—ﬂ List Displays the list of documents.

* Click this button before clicking the [Register] button to discard
the edited content.

Register Registers the edited content.
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For persons outside the university and students

Business trip applications for persons outside the university and students cannot be made using the
<<Document list>> screen of commuter pass information. Download the “Ritsumeikan University Statement of
Travel Expenses [for students and persons outside the University] [Research Division Form 2-3],” input the
necessary items, and submit before the business trip.

Please download the “Ritsumeikan University Statement of Travel Expenses [for students and persons outside
the University] [Research Division Form 2-3]” from the following URL.

@R https://www.ritsumei.ac.jp/research/member/file2016/001/011/011-009.docx

© Ritsumeikan Univ. All Rights Reserved. 13 April 1, 2024 Ver. 1.0



Business Trip Reports

Create a business trip report when a business trip related to a research project has been completed. Similar to a
business trip application, the reporting procedures differ depending on whether the person taking the trip is a
faculty member, or a person from outside the university or student. This chapter explains the procedures for a
business trip report.

For faculty

This section explains the business trip report procedures for faculty members of Ritsumeikan University.

2.1.1 Flow of operations

The flow of operations of business trip report procedures for university faculty members is as shown below.
Research Office

| Log in to the CAMPUS WEB |

Display the <<Document list>> screen of
travel requisitions

Create a business trip report

Select travel report for the application
category.

| Input a check for business trip report |

| Attach the business trip evidence |

v

| Register the business trip report |

wa)sAsg Juswabeuepy 9|99 1obpng

| Submit the business trip report |

Check that the application work flow has _>|
started

Inspection

<
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Chapter 2. Business Trip Reports

2.1.2 Operation procedures
From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [H3&# 5] link of the
<<ARBIREA 1 — - THTRE—E>> screen.

Documents to serve as evidence of the business trip for each day are required for the business trip
report.

B Display the <<EAFEIRIEX =1
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

- iHZTE—&>> screen.

ENGLISH | O4FJ

R rirsuenan 3 = Account : sdb-t28

& ?'_.) Name : SmartDBE#ES

c H MPUS N EB m m‘w 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

Click the [FHEBIRIE
A=3— - HAFRE—

/ 5] button.
HRERIEATS — - ARE—=
(c) Ritsumeikan Trust. All rights reserved

BEFRER
) _‘p Input the fiscal year of
s2EEF ANLT BEST) mg_ the prOJeCt.
* BRANLEARETT- . =
I EmeE 2023 : ’F Click the [1&%R3E1T]

button.
e

é Display the <<Document list>> screen of travel requisitions.
V <<IARBIRIEAZ 1 — - TAKE—E>> screen

ENGLISH | O4 72k
Account : sdb-t17

R risuveian = & ‘ d
= Name : SmartDBIZERAt17
C H MPLIS H EB ﬁ ?’@V 2024-02-13T09:53:55.240050 [BMD11F0] [IT]

[CAMPUS WEE] >

TRERIEAT 21— - ARE—E

1. RARENSNREEAT S, REORRERTS
(1) 1f/158 10AFFRE (AREREFBHENTNS)
[WEBEE] & - 2§ IEES

(2) 1f/13 105AM L (FREERIAFABHSNTVWRN=BBERET) /p Click the [Hj%Ei&%]

P -
link.
2. BN - ESHELET S
wE | =

3. BACEHBEKRT S
L nals i "HEE Dt — L

\4

Next page
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Chapter 2. Business Trip Reports

Cont.

\4

Next page

Create the business trip report. ‘452::5“ P p.18t0 19

V¥ <<Document list>> screen of travel requisitions

XE—E/Document list [1-4: 3 _#5EE) BEC @EHEhS) |

Click the [HH5R¥IRESTF

BE

5 C:Ll_if-tl HEEERS @— =

O #85/Search - | i, MyigsE

5] tab.
Click the [&¥iffl] button

of the corresponding

L 1 FRERLTVET. ® &
i _ R ED e =
= = E =42 2 = —
=5 ESnumber | EE0 AF—52 Joi-] = == Dot= Dat=
i =T .7 T fucof AU 23 SRS 5/ Waiting for Travel AESLEFE (WE) ) _[isErE) s -F 2023/11/01 (k)  2023711/05
E Report Submission HEA [(=)]

V¥ <<[University Faculty Member] Travel Requisition>> screen

item.

B/ Browse registered documents [2—+: & [ BEa]
—Si/st I Es/Eot | (— e == G
SE SEE ] 17 12:17:58)
XBEIA FI (Kems] 2302510000013
. 20za/0y17 12:17 & USR] B
pessy 255 ety
202510000013
HER— P ERAFY. PG F3/ Click here for the manual
[FAZEE] HaRf$iR#E/[University Faculty Member] Travel Requisition
2F—92 - Viaiting for Travel Report Submission BEDBENE
Status o o
[fARE] HRSSHRE/[University Faculty Member] Travel Requisition
2752 #5884 5/ Waiting for Travel Report Submission BEOBLE
Status Current Person
L %/ Route 1 Entry Field
2024/01/17
= .
yHEES 9009920
Faculty/Staff ID No.
B B msnm=—_ =

re; if o,
personal phone number. !

A—ILPRELR sdb-t28@st ritsumei.ac.jp

Email Address

Y
I EEELS HHERHES Travel Report /Delete ‘

Application Category ']

HEREEEY B - BIEH - IEF AR/ Select Application Location
Faculty/Graduate School/Organization
Anni-i=_~=~earch Trip

V¥ <<Travel Report>> screen -

HAREREE/Travel Report

2F—92 /Waiting for Travel Report Submission BEOELE
Status Current Person

2\/M Route 1 Entry Field

=0 2024/01/17
Application Date

yEaEs 9999983
Faculty/Staff ID No.

BERE () &35Z FEoBENITo 0T, |ELFT. /I report that I made a business trip as outlined below. 1 I
Report Cortert 1
25 EARS 458H/Departure Date 'BEE/Retumn Date

Pei ot Susiness Ty * [FEEV ST ATV R ~ BRI vAE:

WESER_EE/Business Trip - No. of Nights | 55E%(_B#l/Business Trip - No. of Days

BrRiE/Nights in Transit

0 b&/Nights

v

© Ritsumeikan Univ. All Rights Reserved. 16

Click the [Edit] button. |

Select [Travel Report]
for the [Application
Category].

Performing this operation
switches the screen to
[Travel Report].

For [Report Content],
input a check for [l
report that | made a
business trip as
outlined below.].
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Chapter 2. Business Trip Reports

Cont.

AR (BB L - SIS Attach document(s)
- E H serving as evidence of
] the business trip to
[Material(s) Verifying
Business Trip].

Tic#(32:8 8 ) A F7##/ Transportation Costs Entry Field

e 2o 7.4 N -—-p Click the [Register]
button.

FroAzilfCancel | EEtE/Recalculation I B43/Register

y (ot
u Submit the business trip report.
The work flow does not

MBBE /Document registration [O—+: 3 _[EIE BEC FHSED) ] . . .
start just by registering.

—ES/List EE/Edit | EFIF/Reuse | EFEE Update history | SHESUEH)/Submit
: Be sure to always perform
TEDESIETLELR. “Submit” next to start the

work flow.

~EEFIA

B/ Delete &l B

=G L (7285 SEFERE
X=ES 179 = 14:19 } (#EEF] BRC GEEWRS)

2310251000

‘ Click the [Submit]
WIS —JLAMBIET 2 FILIEIF S/ Click here for the manual button i

[fZ5EE] HaRarREk/[University Faculty Member] Travel Requisition

HaEIREE/Travel Renort

Click the [OK] button on the confirmation message to start application

work flow.

End

© Ritsumeikan Univ. All Rights Reserved. 17 April 1, 2024 Ver. 1.0



Chapter 2. Business Trip Reports

2.1.3 Screen details

Details of the <<[University Faculty Member] Travel Requisition>> screen and <<Travel Report>> screen related

to business trip reports are as indicated below.

For other items of the <<[University Faculty Member] Travel Requisition>> screen and <<Travel Report>> screen, ©
refer to “1.1.3 Screen details” on p. 8.

V¥ <<[University Faculty Member] Travel Requisition>> screen

I YRFEH/Document undate
——

F 7L/ Cancel f#EitE/Recalculation

E/Register I

L IE|

23)02510000013
HERIL— L=

HaRan o RE/ [University Faculty Member] Travel Requisition

1 FILIZIF 3/ Click here for the manual

(#5RE]

HERHREFT 5/ Waiting for Travel Repert Submission

REDEHE

Current Person

F27.%/M Route 1 Entry Field

2024/01/17
Application Date
HHMEES 9999999
Faculty/Staff ID No.
iR (280 B o 8
351 7250/l Route 1 Entry Field
$§§E| 2024/01/17
Application Date
ﬁg&gﬁ% 9999959
Faculty/Staff ID No.
I8 (%88 B #E80Eemn (58)
College, Department
i e
Position
EHEEE & [SFER] #8A - FIFEA
Applicant
5 s I BATEAESRS. BUSRBAOBRESECANCEEL,
5 EmE AT HS
EREEES If you have an extension number,
Contact Phone Number OTSROOCON

AX=JLFPELA

Email Address

please enter it here; if not, please enter your
persenal phene number,

sdb-t28@st.ritsumei.acjp

EREERE A

Application Category

(HER3E5/ Travel Report i/ Delete

HEkERET A - HAE - S
Faculty/Graduate School/Organization
Applying Research Trip

FIFEITER) Select Application Location

??%EEDE%% y 7 =
No. Item Details
—ﬂ Cancel Discards the edited content and ends editing.
Recalculation Recalculates the edited content.
Register Registers the edited content.
—E Status Displays the current status of the application work flow. [Waiting for

Travel Report Submission] is displayed.

Current Person

Displays the current person responsible for the application work
flow.

|

Required

Application Category

Select the application category. Select [Travel Report] if submitting
a business trip report.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 2. Business Trip Reports

V¥ <<Travel Report>> screen

[B7RE]

AT—FA
Status

Hi3RERE T 5/ Waiting for Travel Report Submission

HaRap<siREL/ [University Faculty Member] Travel Requisition

HaREREE/Travel Report

REDEHE

Current Person

_ = ——— ———— ———— ——— ——— ——— =

Period of Business Trip

HAREHED R ¢ o om B (AHC -

- LomviEvARivED ~

HIEEH B8/ Business Trip - No. of Nights

RENE [ H35Z FRm@ DT 0T, $|ELFT. /I report that I made a business trip as outlined below.
Report Content
HEEHARS 43 H/Departure Date BEH/Retum Date

*[2023w it v]R[0S v B
WIEEE B#l/Business Trip - No. of Days

EI H/Days

RiE/Nights in Transit

[0 Tmights

EFEJNights

P — e O e e e e e e I e

&)
Document(s) Confirming Business Travel
Plans (Per Trip)

3]

BHILEYRILTED
3} L TEREAOELVMTET S JEAERE DA, JERCETY, BRBLVOHELESE. TORRBORTIILIE, FAETEERPRAIREIETL.
If the travel is financed by research funds, make sure to attach required documents.

AR (R#C e - BiER)

Material(s) Verifying Business Trip (Per Trip)

3]

nfé? Ek

SRR BIEAEE TR

2y h— - S
HE. FEFEYUOTHLIETHEONEN SNBSS B E R

Jie e (3758 B ) A 7748/ Transportation Costs Entry Field

e e e e e

FIF1EFT4E Ef I3 ES 2] =Y EfEE
b Start 2023/10/23 17:33 ) _[EEEE) EEC EHSES)
& Eio-1 F3 FE5/Approve 2023/10/23 17:44 1EEE
= Eieo-6 35 FZ/Approve 2023/10/23 17:44 EEE
M End 2023/10/23 17:44
q S AT)l/Cancel | EETE/Recalculation | 2$3/Register
|
No. Item Details
Report Content Input a check for [| report that | made a business trip as outlined

below.].

—E Material(s) Verifying
Business Trip (Per Trip)

Attach document(s) such as receipts serving as evidence of the
business trip.

Required

—ﬂ Cancel Discards the edited content and ends editing.
Recalculation Recalculates the edited content.
Register Registers the edited content.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 2. Business Trip Reports

For persons outside the university and students

Business trip reports of persons outside the university and students cannot be made using the <<Document
list>> screen of travel requisitions. Download the “Domestic/Overseas Travel Report (Expense Report)
[Research Division Form 2-4-1],” input the necessary items, and submit after the business trip.

Please download the “Domestic/Overseas Travel Report (Expense Report) [Research Division Form 2-4-1]”

from the following URL.
€3 https://www.ritsumei.ac.jp/research/member/file2016/001/011/011-010-1.docx
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Volume Remunerations Funds Volume
Volume

This volume

Division of Research, Ritsumeikan University
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Work Based on Time Management

A research budget can be spent for employment if it is necessary to employ students part-time in order to
execute the research project. This chapter explains the procedures for employment applications.

Employment applications

This section explains the employment application procedures for employing students for part-time work.

1.1.1 Flow of operations

The flow of operations for employment applications is as shown below.

Registor the <03 _[Have the <<OBMKMBNE mATEERNR

SRR T iéﬁ_ﬁii T S/;IA—L>> registered

— Log in to the CAMPUS WEB |

An application cannot be made until
employment registration is completed by the
Division of Human Resources.

Display the <<@¥@E&RMABHNE ERFAERE

I A—L>> screen

v

| Create a new employment application |

| Specify the employment conditions |

Specify the information of the student to
be employed

- 1
I

| i
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! Select the budget to be used 1
1 v :
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I
! I

Specify the office contact person for
budget management

Specify the researcher responsible and
work manager

v

| Register the employment application |

wia)sAg Jusawabeuepy aj9A) 106png

| Submit the employment application |

Check that the application work flow has —p Inspection and
started approval

Receive the approval notification from the
Division of Human Resources

© Ritsumeikan Univ. All Rights Reserved. 2 April 1, 2024 Ver. 1.0



Chapter 1. Applications Based on Time Management

1.1.2 Operation procedures
From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [ H55] link of the
<<ARBIREA 1 — - THFTRE—E>> screen.

@ Use the <<@FBEIZMHEME ERKMAER I A —L>> screen only for applications for part-time employment of

RU/APU students. o
® You must input the items of “OFEIFKMFBHE ERAFEEIBIERI A —L” for students of this universit

employed for the first time in the corresponding fiscal year. Provide students with the SEZ4EMNE ERAFE
5S4 on the Research Funds Management System web page and request them to register the necessary
information beforehand.

@https://www.ritsumei.ac.jp/researchlmemberlresearch expenses/09.html/

n Display the <<fASTEHRIEX— 1 — - fAFLE —E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | O4FJ

R rirsuenan 3 = Account : sdb-t28

& (?'J Name : SmartDBEERL28

CHMPUS NEB ﬁ mw 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

Click the [FHEBIRIE
AZd1— - ARE—

/ 5] button.
SR EA— 7 — - KE &
(c) Ritsumeikan Trust. All rights reserved

BEFRER
/p Input the fiscal year of
EXFEFAILT [BEST] iﬁgi_ the prOjeCt.
* EBRANSARETT- . 4=
[le= 20 o ’p Click the [IRZR=AT]

.  button.
[ = | [z ¢

é Display the <<@FEIFITEINE ERFMERT A+ —L>> screen.

V <<WARBEIREA =1 — - TAFRE—E>> screen

Sl Account : sdb-t28
X

R RITSUMEIKAN [ ?) Name : SmartDBigEE28
i ]

C H MPLIS H EB 2023-11-21T10:13:09.297508 [BMD11F0] [IT]

[CAMPUS WEB] >

AREREAT 2 — - ARE—E

ra) HiEEOEE

3. BACEREERTS - — —y
f4) prEstSpR—H-~ - ¥3c . ptEs = A= fnlllAPU?i?}l’j“,r '\) Cllck the [E%$Eﬁ
I .7

EERE |II"Ik

(2) AT (HREME) BiE SrNREE - WSE/BRE. 77— b HEmOBES

v AErE

Next page
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Cont.

Create a new employment application. “5335" P p.6to 10
V <<QFBEMHBHE ERXMEEHRI A —L>> screen
QnERMRNE ERFRMERI4—L

RIMEET5BAEF 1 9 /Check here if you are applying by proxy.

| Es) 2024 v|%[02 v|A[o2 v|E @

Check the applicant
GEE] B U] 1B YT —F)

7 information and input
il L q the [Application Date]

Applicant

| e — and [Contact Phone
Number].

EREEHS
Coninct D -
—
R v|®[~ v|A[- v]E®

Period of Employment

EHOEE
Renewal of Contract
ET v r Il O s ES BKC orc Z0i. E0ft
Main Place of Employment

EBORS

Contents of Work

mEE

EFERS - (RERNR - B © Bi#. U7 FAFEZALTHERY, SESFEETS.
#8

Working hours, break times,

Specify the

| B2 e

|l overtime woriing hours em p|0yment
| E23=] FEEAUREHRREARSHENN (LT MR £V 3, ) FI9RSLU20ROTOICED,. e

:I conditions.

| sl

Annual paid leave

| P o - Hg;mu DDﬂfégimj‘.’f;il!#LJscH AR, 4007
Hourly Wage
BT I AN SN e L B
Commuting Allowance
ZOMBHFY FREEANTESEERESEIAE (I 1598 £15.)

Other Allowances

o, ER2SER

HEWEE - %A

Salary date

BEEHE . TAEE RSIIESE, HPRLLUBY
Salary calculation/Payment

method

8- BE - BRS BHGL [ KFEL [ EEESL
Salary.

BH - BEICETZER RIS OR D SRR ETOENIC &5,
Matters regarding retirement
and dismissal

HepBEDER BRRAGL / WSESL [ HUFESY
Application of social insurance

FEEEEn o BREERDT 7YY FOl

Office for Budget Management

EEn

e —— Specify the information
— of the employed
. student.
A
B (2} Select the
LTS corresponding fiscal

i year, then click the
| [BCMFE:#E4R] button

ERRGEE

Fiscal year of Employment Start

EoE budget management.

| . - and select the budget
HEBEE HEEOBE) v 2040 73
Etailisadency aEEE_sEAn [ ][~ v|A[- v|B 8 3T to be used
‘ s Also, specify the office
[3)
contact person for
fiitsiii=] CMTELEIR

HATTE BCMTHE BCMTHIO—F Ha B
Reference [ 1]
FEERROBLE Q BRBEROTNYY FOER

Office Contact Person for Budget

v For the budget
Next v management contact,
ext page refer to the “Budget
Cycle Management web
ége-”

https://www.ritsumei.ac.j
p/research/member/resea
rch_expenses/09.html/
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Chapter 1. Applications Based on Time Management
Cont.

I W | EEAT HGTEC (A

EEEFLNOMBS BEE

==

o P

{ERAE (ST &

BAFE CAFRITE (B0 H0RASRARA

ERESLEAR
(WERES)
Research Assistant

—
[EEC =

FRIEE (BT & SESHS

| Ty

Input the reason if the
salary unit price
exceeds the base
amount.

Specify the researcher
responsible, work
manager, and related
items.

mEniE
1 ) (3) (4)
L EEE (R
& [H5E] BEA
B2 (FEH) Q o o .
2hsth

253 (AN E 2 a Q 2
=BitE <

ROBSENENTX— BT B

(5)

(6)

If necessary, specify
persons to be granted
viewing rights to the
application content
such as the secretary
or faculty responsible.

Submit the employment application.

XEB8/Document registration

#Bs/Eat | BfIA/Reuse | EHEE/Update ms:nryl .‘

—sList

Lz =RIE -

(31— & (5] B5a ]

p Click the [Register]
button.

SELFENS EARARE0 S — 2380251000006
*BES 87 £ 13:46 ) [MIEF] A - FHEA

rgg) RIVERUEERIC, 4T TREBMEB] RIVERLTIESWV.
TREBm] A5 2Wd LT RORBECRBENES.

@B @R ENE ERFMEHRI 4+ —L

REOBHE

Current Person

2F—52 R
Status

2 smerdbERETES

=]
Application Date
AR B 25 L8R
College, Department
FRGEH

Applicant

X=JLFELZ
Email Address

EREEHS

Contact Phane Number

Wi A FEREAE

2280001

Click the [OK] button on the confirmation message to start application
work flow. After approval by the Division of Human Resources, the

notification of working conditions will be issued by e-mail to the student’s
address.

End

1.1.3 Work management

1 3 Click the [Submit]
button.

If issuing a notification of
working conditions for
different persons for the
exact same work, click
the [Reuse] button. This
is convenient because
the documents can be
reused and then issued
by revising only some of
the items.

Attendance management of part-time work is performed using the “Part-Time Employee Attendance Book” in
Excel format. When an employee has completed a day of work, input the work details and work start and finish
times in the “Part-Time Employee Attendance Book.” The employer (researcher) must submit the “Part-Time
Employee Attendance Book” by the last day of work attendance or the first day of the next month to the

Research Office worker by e-mail.

© Ritsumeikan Univ. All Rights Reserved. 5
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Chapter 1. Applications Based on Time Management

1.1.4 Screen details

Details of the <<@FHEIZHBIHE ERFZMEIRT A+ — L>> screen for employment applications are as

indicated below.
V <<QF5EEMBME ERFEMEER T A —L>> screen

XEEH/Document registration
—E/list | E##/Register

T8 RYVEPULRIC, B9 TRERE) K9 VERLTIESL,
TEME) MY VERT LT, ROEAIECHREINET.

@HBEFRMENE ERAFXMERTI4—LA

HIREET SHAEF 1 v 5/Check here if you are applying by proxy.

n fRREE AR B (28] s sy k)

Proxy Applicant - Affiliation

REBHHEE KA & IR EEa

Proxy Applicant

AHBEE A—I7HEL sdb-t32@st.ritsumei.ac.jp
A
Proxy Applicant - Email Address

HUATORAEIE. BREAOREREEBICEELTILTL.

naﬁgg 2024 v |¥|02 v|(A(02 v |H 3

Application Date

EAFRER —

College, Department

FEE

Applicant B

A—ILFELA sdb-t28@st.ritsumei.ac.jp

Email Address

EREERES

Contact Phone Number

No. Item Details
—n List Displays the list of documents.

* Click this button before clicking the [Register] button to discard
the edited content.

Register Registers the edited content.

—ﬂ Check here if you are Input a check here if a proxy application is being submitted by a
applying by proxy. proxy applicant. Inputting a check displays the settings related to a
proxy applicant for all the subsequent items.

Proxy Applicant - Displays the affiliation of the proxy applicant.
Affiliation
Proxy Applicant Displays the name of the proxy applicant.

Proxy Applicant - Email | Displays the e-mail address of the proxy applicant.
Address

—n Displays information related to the applicant.

Application Date Input the application date.

College, Department Displays the affiliated department/office of the applicant.

Applicant Displays the name of the applicant. For a proxy application, change
the name to that of the applicant (researcher who has requested the
proxy application).

You can search for the person by clicking Q_ and inputting key
words in the displayed [1—H D] field.

Email Address Displays the e-mail address of the applicant.

Contact Phone Number | Input the contact phone number of the applicant.

© Ritsumeikan Univ. All Rights Reserved. 6 April 1, 2024 Ver. 1.0
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WEEES 1 55 - FERICAR

M

Period of Employment

n

Tl

Contents of Wark VRS e

EFSEEN - (AR - B ® &t
#H

Working hours, break times,
working days

RESH I
QOvertime working hours

B

Holiday

FERERGHER

Annual paid leave

3

HEAERARAR LIT I

3

Other Allowances

L o] = R =

Salary deadline/Payment date

WEEHE - TRAE
Salary calculation/Payment
method

1 WSEL

- B - BEMS sy

Salary

increase/bonus/retirement
allowance

BEL - BRECRT SR
Matters regarding retirement
and dismissal

HERBFOBER
Application of secial insurance
FEEERO

Office for Budget Management

HEEO

Consultation counter

BEHIRIE10RA S LIARITOENIZ LS.

ERRELL J BFHEUL S

Q SR

AEARCEHOZVFAICOVTIE, HRARE LTGSHRBEOENCLS.

CPIEBITHS (ETMI (WP EESC L,
EFEOER il

Renewal of Contract

EXy S g Eo BKC oIc

Main Place of Employment

FHOAE

27 bEFEIML TR, BREEETT 5.

6N AFRBELTEEL,

Dty EpEsth

FARAL E0D. ) FI0RELU0ER0EHICES,

@s . (LR AR, 1508, WHEMAIEE1,4003
‘H” . - G2) BL., HHSRo 15,

ourly Wage

— SHELEL, LEL. SBICEURES P AL OBEER L A ORY TR,

Commuting Allowance

EOEOTS EAFEARARIAIE (LT B39E 2115, ) BRENSEIAETTOROICLS,

HUFEZY

No. Item

Details

A

RBE - BHE/EAR

: Input information related to the employment.

Period of Employment
Required

Input the employment period.

Renewal of Contract

The display is fixed as “EFTLRL V.

Main Place of
Employment Required

Select the main place of employment.

If you select “ZdDAth”, input the place of employment in the [EhF51th]
field.

Contents of Work
Required

Enter the specific content of the work performed. Also, input one of
the following as the [{EZE15FR).

o &Y% Required: Input the name of the building.
o PEEL: Input the number of floors.
® EBE4A: Input the room name of the place of employment.

Working hours, break
times, working days

The display is fixed as “Bli&k. =7 hREFZIZT U CTEIFSRR. £
BEEREITD. "

Overtime working
hours

The display is fixed as “7&L".

Holiday

The display is fixed as “FRIEAIZenEERs fEl/E RIS SEARA (LU
T IEAEARA] &S, ) B19KBIU0EDEDICKD. .

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. Applications Based on Time Management

No.

Item

Details

Annual paid leave

The display is fixed as “7&L".

Hourly Wage Required

Select the hourly wage from the pull-down menu. Directly input into
the input field if not a set hourly wage.

Commuting Allowance

The display is fixed as “#& U7RU\. 212U EFBICKDPIEFv
IR DEFE7Z T U T E ([ ZDBRD TR, 7.

Other Allowances

The display is fixed as “FRIEA I EERIE AR SRIE (U
T ME5HE] EWVD, ) B12ENSHE14RFTDEDICLD, "

Salary deadline/
Payment date

The selection is fixed as “AXfFsH. BH25BZE".

Salary
calculation/Payment
method

The display is fixed as “Sa S5 HIEEE55:. 75D KUEIFZDED(C
Do .

o

Salary increase/bonus/
retirement allowance

The display is fixed as “Ffa/A L/ ES5R L/ BHEERL".

Matters regarding
retirement and
dismissal

The display is fixed as “BAZEARAIZE 10N SE145KFT TDEDICK
Do .

o

Application of social
insurance

TDh”e display is fixed as “ERRIR/A L TAFHFRL /FHERRD

Office for Budget
Management

Select the contact office for budget management. You can search
for the person by inputting key words in the {&ZREEFERD 7 H T >
b DIRZR] field.

Consultation counter

REMRE

Employee

shgRe

BHEES

R

WS 1 BB

Student Number

ID Card Number

Employment type

2 FF R
Fiscal year of Employment Start
ERER (HEEORS) M

Status of Residence

ERREIR

(2]

Item

Details

EIR1BEEE AR Input information related to the employee.

Employee Click the [#f& A& 1E1R] button to display the << [J77)L/\+ NEIE]
OFBFTBEHE ERFTEEBRERT A —L>> screen and
select the person to be employed from this screen. The employee
name, furigana, and affiliation are displayed accordingly.

Student Number Displays the selected employee’s student number.

ID Card Number

Displays the employer’s ID card number.

Employment type

Displays the selected employee’s employment type.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. Applications Based on Time Management

No. Item

Details

Fiscal year of
Employment Start

Displays the period indicating this fiscal year.

Status of Residence

« GBI A4y

Select either “B8=F" or “ZMD4th” from the pull-down menu and specify

the following items.

o TEDMDIZEDHEA (If you select “F DA’ Required): Input
the specific status of residence.

o TEERHABR FE A JI: Input the period of residence.

o FEBAEDIE— (If you select “BB=¥” or “EMD” Required):
Attach a copy of the certificate of residence.

WEE | ASEAS_TEER
FREE 2023

Fiscal year

e BCMTHEH
BCM budget code name -

Office Contact Persen for Budget
Management

WS | ERAR_PITTEC (hE)
BT DR S HEE
LET s8N

(RENT BRBEDHEA)

BReasons for setting a salary

unit price other than the base
amount

EEiE

FHERTOELE "l gREEAOTH Y Ok

0 {BU4F% %/ Researcher in Charge
QOther
SRS A Q BREEAD 77
(HERES) MEELADTIHE
Research Assistant FRL ]
WEEERALT

] ESA

@1 ExE (ARFA)
2 (FHHA)
FBHE
53 (A LI
Q

BCMTHEI—F B =] BCMTEGER
0F7  (FFHmAOREEER)

BYUFRRE PR EUFRAE YESRS

fERNE (B & R EREE (B0 & HESARS

(2) (3) (4) (5) (6)

Q Q Q Q Q

ROBSENEHTA—LENT 3

a
| Additional Viewing Rights
SR TR PELIEA
| | mELT<EEL,
m: —E/list | Efi/Register
No. Item Details

A ZIR1BE S AR_FEHEIR: Select the budget used for employment.

Fiscal year

Select the fiscal year of the project.

Required

BCM budget code name

fete

Select the budget used from the [BCMF&:#1R] button. Displays
information of the budget used.

for Budget

Office Contact Person

Management Required

Specify the office contact person for budget management. You can
search for the person by inputting key words in the [fRZREEFHIAID 77
10> hOERFR] field.

The specified office contact person for budget management is
displayed in [Route 2].

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 1. Applications Based on Time Management

Details

Item

B BERAB_BITFEC (3ti8) : Specify the reasons for setting a salary unit price other

than the base amount.

Reasons for setting a
salary unit price other
than the base amount

Input the reasons for setting a salary unit price other than the base
amount.

Other

Specify the following items.

® Researcher in Charge Required: Select the researcher

responsible. You can search for the person by inputting key
words in the [f&ZREEFEANDI7HDT > hDIRZE] field.

® Task manager Required: Select the work supervisor. You can
search for the person by inputting key words in the [£ECD 77/
> SODORE] field.

o IBNMHIRELIMFRISE (BE) ELRERBIBSEA: Input the
reason why the “Researcher in Charge” and “Task manager”
are different persons.

Research Assistant

Select the contact information if it is necessary to contact someone
other than the applicant.

#RIRERTE: Displays the rou

tes of the application work flow of an employment application.

Route 1

Displays the name of the applicant.

#Zig2 (PEEA)

Displays the person responsible selected for [Office Contact Person
for Budget Management] in column (1).

#Ei83 (AZED)

Used when the Executive Office is passing the application on to the

Required Division of Human Resources. It does not need to be specified by
the researcher.
A—)LiEsl Input a check if an e-mail notification is to be automatically sent to

the next person responsible.

PIESHEERERD O 4: If necessary, specify persons to be granted viewing rights to the
application content such as the secretary or faculty responsible.

Additional Viewing
Rights

Select persons to be granted viewing rights. You can search for

the person by clicking Q_and inputting key words in the displayed
MRREFEAND 7 H DT> hOIRE] field.

List Displays the list of documents.
* Click this button before clicking the [Register] button to discard
the edited content.
Register Registers the edited content.

© Ritsumeikan Univ. All Rights Reserved.

10 April 1, 2024 Ver. 1.0



Work Based on Work
Performance

You can request for work to be performed in order to carry out work involving deliverables, lectures, professional
guidance and advice, serving as an experiment participant, questionnaire and interview investigation
respondents, and similar items related to the research project. This chapter explains the application procedures
for these types of work.

2l Request application
This section explains the procedures for a request application.
2.1.1 Flow of operations

The flow of operations for request applications is as shown below.

wa)sAg Juswabeuepy 8|99 1obpng

V

Depending on the use when
o “A: ELNTEER KA (MR
amount of mone¥_ for a work request).

*EE - BhESE and)“C: HERE - 7> —b - HEMDRE

e “B:jEiE. BN

request applications.

Person whom is
being requested to
perform work

nE

Input information in the

Send an Excel sheet for inputting information
to the person whom is being requested to
perform work

Excel sheet -
After
reception >|

Log in to the CAMPUS WEB

Display the <<¥RE - SH&REAZE>> screen

¥

Create a new request application

| Select the budget to be used |

| Select the application category |

Specify the office contact person for
budget management

Specify the request details

Specify the honorarium/remuneration
amount

¥

| Specify the payee information |

| Register the request application |

| Submit the request application |

lying according to the application category, the applications differ as follows.
) ”is used for a work request application (when applying to use a specific

” are used for payment

Check that the application work flow has
started

Inspection and
approval
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Chapter 2. Work Based on Work Performance

2.1.2 Operation procedures

Preparation before applying
Send the following document to the person intended as the subject of the work request beforehand and have

he/she return it after filling it in. The document to be filled in differs according to the application category. You
can download the document from the following URL.
@R https://www.ritsumei.ac.jp/research/member/research_expenses/04.html/
We recommend preparing the document beforehand because the file of the filled-in document must be later
attached to the [Attachment Files for Bank Account Information] by SmartDB operations for the application (=
step 3-@ on p. 14).
® Application Category 1: A
“BATEEIFIR (BRI E “EREN - BEXIAGERE GBE. BFINIEE - BhES)

[Research Division Form 4-1]” [Research Division Form 4-3]”

[EASERBKIE (RRY) I EEE R U3 - MR SRS (. WP - B B %) iREE1NE
* BEHERASBALTLLEL, * A SEALTLED,
E e
- E&-£5RE
FESERR | e xR 58 =xRE
s [ior7vin Tl FR-EREEE | AR me
mewownm | ) e T HEE ) e
iR U axaEn U axEs @4 ) AREEORAME |0 ML O #vsmAwsoE-s2xanrE)  smAws| | | | | |
HABBOS  |[GmABEH JERWE | [ [ 2es |
E = BAZERAOE 5 S
e wmazs [ [ s | memn Cweme 0O [emas | [ [ [
FruEs [T [TTTTTTT #xszmzaca nEsnan
Fl-Es 1288 (I W%H tet/mninse O @i Bl aBm
o) E) ‘
FAEEADE - S —
e ipne, | FeEn O mEAe ) Jomes | [ [ [ [ - S——— ra—
oEzEG) WA/ BENEFICIARY
[ERADHES S H 1o HBANT—F
[BENEFIGIARY'S A/G NO. or IBAN CODE
B HTIRR, OEaE
SR BENEFICIARY JAvc nave
[@RAD B E - HBANT—F =
[BENEFICIARY'S A/G NO. or IBAN CODE |AoDrEss
DE&® g
I niave e
= =2
[A0DRESS [counTrY
i 1Ry 31485/ACCOUNT WITH
3 Ri5%
lcounay [BANK NAME
5%
2 8A 31845 ZACCOUNT WITH loranicH Nawe
nE |84 NoBIC coDE SORT CODE: ‘CODE WAWE: CODE
[BANK NAME ST GooE, PO
B T
|aoDrESs
|8 NoBIC cobE sORT CoE: 2 —F&H-3=F 7CODE NAWE-CODE 3
ST GoDE, ISFO% (GounTrY
= . -
|ropress Rila s BANK z
m= ir15. BAnK navE
[COUNTRY [ /5 4 /BRANCH NAME
LT T BANK <3 [ABA NoBIC CODE SORT GODE, [S=FZ 5T 7 CODE NAVE -CODE
A2, BNk NANE ST GooE, sFo%
(%% BrancH NANE (277 ADDRESS
[ABA NoBIC CODE SORT GODE, [F—F&%"3—F~CODE NAME-CODE B4/ COUNTRY
ST GooE, 15F0%
. AooRess
[m% country

® Application Category 1: C
“FREM - FESINGERE (BERE. 77— b - BIEEDFAES) [Research Division Form 4-4]

(R M2 X LR (BBE, 77— RERYVIBES) JBRAEER
LTt

S RUEMEFAMBALT

Sunt
E&-sERR
£S5 semm
s [=n7ria TEL
R wHE T ° e
K ABEOS |ERABERNC VERIER ]
" E Wil [smama] [ [ [ [
pEuss [TT T[] sreremeann
FR-EE Oym Cons gt/mmme L enige 4]
®GE | Iz
BEGE [pew [Deene [oss [ TTTT111_—
B
s T 0 G|
I w W
CE OB O HTFIER.
S A BENEFICIARY
%I 82 I BANI—
[BENEFIGIARY S A/G NO. or AN CODE
s
A/ NAME
[A0DRESS
B
L
RE3
[counay

SRS #817/ACCOUNT WITH
7%

[BANK NAME

%5z
[BRANCH NAVE

[ABA NoBIC 0ODE SORT CODE

[SWFT CODE, 1SFC%

[EE77
[ADDRESS

|m’y

[counry

B BANK
i35 BANK NAVE

315 BRANGH NAE

[ABA NoBIC CODE SORT GODE
[SWIFT CODE. IsFo%

{6677, AvDRESS

2% country
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Chapter 2. Work Based on Work Performance

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [#k8FR5E] link of the

<<MATEIRVEA 1 — - tHFRE—E>> screen.

Have the person intended as the subject of the work request submit the document required for the work request
depending on the details of application category 1 beforehand (2 “Preparation before applying” on p. 12).

- iH3TE—&>> screen.

B Display the <<FAZEEIRIEA =1
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

ENGLISH | O4FJ

R rirsuenan 3 = Account : sdb-t28

& ?'_.) Name : SmartDBE#ES

c H MPUS N EB m m‘w 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

Click the [FHEBIRIE
A=3— - HARE—

/ 5] button.

(c) Ritsumeikan Trust. All rights reserved

MREREATT — - ARE—&

v

EETRER
/p Input the fiscal year of
the project.

EXFETANLT BRERRT] AYERLTIIZEN,

= HEANSEEETT- - —
I ExEE 2023 : _—_p Click the [@?&%'fj’]
(s |

A4

a Display the <<¥REHM - & EH55>> screen.

V <<ARBEIREA_1— - HAKE—E>> screen

Account : sdb-t28
Name : SmartDBIBRE2E

R rirsumeian A ‘::5'
CHMPUS HEB ﬁ }my 2023-11-21T10:13:09.257508 [BMD11F0] [IT]

[CAMPUS WEB] >

AREREAT 2 — - ARE—E

[A] FEEDER

3. BACEBEEHTS X =
(1) BEEECES<E5  BEEARE (RU/APUSEZ LTI Click the [fXFBERZE
link.

EAfE
(5) M8 A FREFEEE (B . SPIRIEE - L, R

mEEEE

EATERTOG (RRWE) O
EERT (FEERRIN

NIg= ZmTT s N}

v L

Next page
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Chapter 2. Work Based on Work Performance

Cont.

Create a new request application. “5335" P p. 18 to0 20

V <<¥REN - BT EEE>> screen

RN - TR

HIPEETSHE(EF 19 /Check here if you are applying by proxy.

g 2024/02/02
Application dat

r—— 5293888

o

g (53) B a0n (o)
College, Department

HRAL i

osition

E

EREEHS TEL (i)

A—LFELR sdb-128@st ritsumei.ac.ip

EgEE 2023

HETE BCMTHI— K& BCMFHEI—F i BAREE BOMTEER
BCM budget code name ol

BUFHTRTERZTS
BE

If you wish to execute on
mutiple budgets

FA7 1 ATEROL, BETRZE\VBEE

(H1-8) | BAFRO L, LFICROLT< AT (FREEF) .

EERS 1

ApplicationCategoryl

HBERS 2

L < HBEEEEG B BRL TS,
BRE U1~ — (05 RREAEICD—2 70— OA—IHBIENET .

T O - O O ——————

Differs depending on the specification of [Application
Category 1].

B T R N

Check the information
of the applicant.

Select the

corresponding fiscal
year, then click the
[BCMFEE$R] button
and select the budget
to be used.

Specify the
[Application Category],
[Office Contact Person
for Budget
Management], and
other items.

For the budget
management contact,
refer to the “Budget
Cycle Management web

page.”

https://www.ritsumei.ac.j
p/research/member/resea
rch_expenses/09.html/

4 Specify each
[Application Category
1] individually.

e (1) (2) (3) (4) (5) (6) 3 “2.1.3 Items
o D:ﬁqu 2 - | - . N . specified by
#2/Routs 2 B Kot application category”
#§33/Route 3 Q a 2 2 2 Q on p 15
#f&4/Route 4 Q a Q Q Q Q
His/Route s = = = = = = If necessary, specify
0 1 persons to be granted
f\ viewing rights to the
application content
v such as the secretary
Next page or faculty responsible.
Click the [Register]
button.
The work flow does not
start just by registering.
Be sure to always
perform “Submit” next to
start the work flow.
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Division of Research, Ritsumeikan University Budget Cycle Management System: Simple Guide

Chapter 2. Work Based on Work Performance Personnel Costs and Honorariums/
Remunerations Volume

Cont.

Submit the request application.
V <<¥REM - BT EREE>> screen

XM Document registration [1—4: & M) B8a ]

st e | R Reuse msmvl [ allE 1 Click the [Submlt]
SO TUE L

o[ button.

ZmES 286 B 18:13 3 (5] BRA- PHRA

23G02260100001

PRE - TR

SE=7 #ERS REGELE

Status Current Person

WABCHR SRS

EBEE 2024/01/16
Application date

BHEES

D N0

g (58) B I ()
College, Department.

i EMHNEE (86
Position

FRLAH & EnER

Name

EREEES TEL (%#7) 6607
Cantact Phone Number

A—T LR fukumori@fe.ritsumei.ac.jp
Email

BREE 2023

Fiscal Year

Click the [OK] button on the confirmation message to start application
work flow.

End

2.1.3 Items specified by application category

The specified items differ according to the item selected for [Application Category 1] of “2.1.2 Operation
procedures.” Specify as indicated below.

If [A : EATEEEFRKEE (BRERMZF) ]is selected for [Application Category 1]
V <<¥RAH - HEEEE>> screen “@ > p. 21

/n Enter the work details.

TR BEEREE () - | P (RN

honorarium/
remuneration.

Attach the

- / supplementary
documentation.

Specify the
7

Input the start and end
dates.

A-(Eng.).Perso

Input the payee
information.

FARRERREC, RO — LI ERESNET.

FER_ s
4 Vork Request (Deliverables, Etc.) payment format.xisx \p
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Division of Research, Ritsumeikan University

Budget Cycle Management System: Simple Guide

Chapter 2. Work Based on Work Performance

If[B :

V <<¥REN - BT EIEE>> screen

Personnel Costs and Honorariums/
Remunerations Volume

E. FFINIRIEE - BhS%E) is selected for [Application Category 1]
£

Screen!

P p.22to 23

etail:

Input the planning
details.

Specify the
honorarium/
remuneration.

Attach the

o

supplementary

R

Supplemental Materials

@ IPINEFOYT SRlE 7YY LTI P VEER

documentation.

i

Specify the location
and date/time.

Specify whether travel

expenses are

required.

Place of Implementation SaoEs 7 Eo— ———
B
e aE T
(B OBE) == Y= v|A vE8 |- v el o[-
d Time of [ —
[mplementation
- lE- Al vEs - e 5 NEE
W8_jEOE - FEER
@R OB O FE E OFE
2
- -
R, Bl R e T

G FPAVEROYT ERE SUDIL
TIPANERR

B-(Eng.).I for Payment

I, A—UDEABEETNET.

e O wERE @RENSHR) BEISAEY (B AORLErsHE) @ BREL (65AR)

e O RERT @RENSHE) BEISHY (BANOTLENSHE) @ BREU (65AH)
BIR (E)

R (85

BEER (FASUE)

FERFNOETRL (BRI RIE]

REFEL (FEIEREE TICHELE]

B-(H). [ - BESTLARE (#%. BIHET - BET) | REGEEEE_Ixisx

(Lectures,

Spedialized Instrution or Advice, Ete.).xlsx

Input the payee
information.

M| ra@|rarg (o

© Ritsumeikan Univ. All Rights Reserved.
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Division of Research, Ritsumeikan University Budget Cycle Management System: Simple Guide

Chapter 2. Work Based on Work Performance Personnel Costs and Honorariums/
Remunerations Volume

If [C: #BRE., 7> —b - HEWMDAESE]is selected for [Application Category 1]
V <<¥REN - BHEEFE>> screen “@ P p.24to 25

AHEE (AHR) ABZEZ (AFHTR) A®E |-— v|¥ - v|/A- vBE® Input the aCtiVity
[ 4 details.

WC_siEE A

&5 P;ﬁ
- Specify the
BBREEM - BE 2,000M / 13 (1658LL4) v

o honorarium/

remuneration.

i [MELEERE SHEE) 6L (LERLOLUGENS) DR, SERTRIERA

ﬁigﬁ @ IPINVEROYT FRIE 2w ILTI7ALEBR I - AttaCh the
e ._ Supp|ementary
documentation.
1B 2 . .
rioee P Specify the location
- o o and date/time.
a8 At Sl
(ot i g e PR S = R L P O s 2l )
AT & E R - Ea Specify whether
. transportation
@ expenses are
WC_STHASICHT HEE d% - MRTERTI SRGREATE. w/ <IEXL. req u i red .

(A 4

> IPANEROYT FEEIUYIL
TITAVEERR

| BRI _Lxdsx

C-(Eng. ). Invoics ompensation,HonorariumRemuneration Payment(Experiment Participants, Survey Respondents,Etc.).xls

Fima T i Input the payee
BT (BALR) ReFEL ERIEEN I TIONELE info rm ation -
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Chapter 2. Work Based on Work Performance

2.1.4 Screen details

Details of the <<¥REM - 5isEER55>> screen for request applications are as indicated below.
V <<¥RBil - BHIEEFE>> screen

X&EH/Document registration
—Ea/List #3/Register

T8#) RYVERPULRIC, &9 TREME RY2ERLTESL,.
T3EME) MY VERT LT, ROKIECHRETNET.

#REM - FHEFHEH

HIREET SHAEF 19 9/Check here if you are applying by proxy.
ﬂ REBREE MR (28 B U5ER) 1EE(A T V5
College, Department

REAEEE £E 2 i) BEA

Name

RHEpEE A—-ILTEL sdb-t32@st.ritsumei.ac.jp
A

Email
HLITORARIE. #AEAOMERERAICEELTIES L,

WABCHIE EH13208

n =Fei=] 2024/02/02

Application date

ﬁmgﬁ% 9999999

ID No

Filg (%38 B 2auIsn @)

College, Department

i R

Position

BAERE

Name =

E%ﬁz;ﬁ%% TEL (#5558

Contact Phone Number

A—JLFELA sdb-t28@st.ritsumei.ac.jp

Email

No Item Details
—n List Discards the edited content and displays the list of documents.

Register Registers the edited content.

ﬂ Check here if you are Input a check here if a proxy application is being submitted by a
applying by proxy. proxy applicant. Inputting a check displays the settings related to a
proxy applicant for all the subsequent items.

College, Department Displays the affiliation of the proxy applicant.

Name Displays the name of the proxy applicant.

Email Displays the e-mail address of the proxy applicant.

B | ABcstiE 21 AM: Displays information related to the applicant.

Application date Displays the application date.

ID No Displays the ID number of the applicant.

College, Department Displays the affiliation of the applicant.
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Chapter 2. Work Based on Work Performance

No. Item Details

Position Displays the position of the applicant.

Name Displays the name of the applicant. For a proxy application, change
the name to that of the applicant (researcher who has requested the
proxy application).

You can search for the person by clicking Q and inputting key
words in the displayed [1—H DI&] field.

Contact Phone Number | Input the contact phone number of the applicant.

Email Displays the e-mail address of the applicant.

n AR 2023
#EFE . BCMTEI—F&H BCMTEI—F Fvi.f HIEEE BCMTEGEIR
BHFETRTERLETS

®Ba

1f you wish to execute on
multiple budgets

RS 1

ApplicationCategory1

BERS 2
ApplicationCategory2
FHERROBAYE

Office Contact Person for Budget &
Management

ST A
(BESRBRE)
Research Assistant
BB (AR
No. Item Details
—II Fiscal Year Select the fiscal year of the project.

BCM budget code name
Required

Select the budget used from the [BCMF&i#4R] button. Displays
information of the budget used.

If you wish to execute
on multiple budgets

If you want to use multiple budgets, indicate the detailed information
of ® Budget name, @ Amount, and ® Basis of burden.

Application Category 1

Select one of A to C below for Application Category 1.
o A: BEATEFEFFKRE (BRWSF) : Select if the work requires

submission of a deliverable such as translation or tape
transcription.

e B: fAiE. FFINLEE - BHES
o C: #HERE. 7>U—b - HEMDHAES

Application Category 2

The display is fixed as “$TAREREE".

Office Contact Person
for Budget
Management Required

Specify the office contact person for budget management. You can
search for the person by inputting key words in the [{RZREEFHINID 77
130> bR field.

The specified office contact person for budget management is
displayed in [Route 2].

Research Assistant

Select a contact person if it is necessary to contact someone other
than the applicant. You can search for the person by inputting key
words in the [RZREEFERD 710> bDIRE] field.
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bt

Some specified items change depending on the details selected for [Application Category 1]. For screen
details of each application category, refer to © “2.1.5 Screen details (Items specified by application
category)” on p. 21.

Differs depending on the specification of [Application Category 1].
WEEERE
B (1) (2) (3) (4) (5) (6)
©881/Route 1 MRS (AEHEA)
WARE &b B - S
#E%2/Route 2 ERALER AIRAER] SHRALEE GHlRAER THBIETE
s ] BE Q a a a @
#83/Route 3 Q Q Q qQ qQ Q
#2f&4/Route 4 Q Q a Q Q a
#2&5/Route 5 Q Q Q Q Q Q
BRR#ERER oY 2
n iBhNE S Q
Addit Viewing Rights
HEMTHBEHENPERESE
BELTESL,
n —Bi/List E#3/Register
No. Item Details

—H #RIESYTE: Displays the routes of the application work flow of a request application.

Route 1 Displays the name of the applicant.

Route 2 Displays the name of the person responsible specified for [Office
Contact Person for Budget Management].

Route 3 to Route 5 -

—B PESHEERERD O W 4: If necessary, specify persons to be granted viewing rights to the
application content such as the secretary or faculty responsible.

Additional Viewing Select persons to be granted viewing rights. You can search for the
Rights person by clicking Q and inputting key words in the displayed [fR3&
SEFEANDT HND > bOIRE] field.
List Discards the edited content and displays the list of documents.
Register Registers the edited content.
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Personnel Costs and Honorariums/
Remunerations Volume

2.1.5 Screen details (Items specified by application category)

The specified items differ according to the item selected for [Application Category 1]. Specify as indicated below.

If [A : EATEEREFKEE (BRERMF) ]is selected for [Application Category 1]
V <<¥RAH - HiEEEFE>> screen

WEEAE

# [PEEEFEL SHEN LT [REEEOLVIHERES) ORS. SMERTENERA

& IPANEROYT EEZ 2UvILTIPAVESER

[(FE] BATHLC REICRBERT 2BSEAEAEERTT I LA, TABESTHC FTu IR 6 RTOMCEROFHRTF
iz, BAZRERANIAAS PHAERTREDBEH SN TV RVWESEROA . BARARYREOERGRTTF

FHAERERIC, S —LFEERETNET .

- ¥|B- vB 8

BRCIETL.

A-(Eng.).Personalized Work Request (Deliverables,Ete.) payment format.xlsx

Item Details
A(SBHRI)_{KFERNE A B1R: Specify the work details and conditions corresponding to the request
application.
Work Request Category Select the requested item from the pull-down menu.
Work Contents Input the details of the work performed.

Amount of Remuneration
(Approximate estimate)

Input an approximate estimate of the amount of
honorarium/remuneration.

Basis for calculation of
translation, review, and
transcription

Input the amount for calculation of translation, review, or
transcription.

Reasons for setting unit
price other than the base
amount

Input the reason for specifying the monetary amount if the
amount of honorarium/remuneration exceeds the base
amount or the requested work does not have a base amount.

Supplemental Materials

Attach any requests to the worker, supplementary materials
showing specifications, or similar materials if present.

Duration of Work
(prospective)

Select the scheduled start and end dates.

Attachment Files for Bank
Account Information

Attach information about the person pertaining to [{& A5B2£7%
%8 (F3EY)) ]being requested in the form of that you
received from the person being requested to perform the work.

Email Address of the Person
receiving the request

Input the e-mail address of the payee.
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Cont.
If [B : f8i&. HFINRIEE - BIEZF] is selected for [Application Category 1]
V <<¥RBH - BHiEEFE>> screen

WE_{IEaFE A

WRC M) fi

No. Item Details
—n B_{&KEAANE A H1#: Specify the work details and conditions corresponding to the request
application.
Event Title Input the planning details.
Event Contents Select the details from the pull-down menu. If you select “EDAh”,

input the specific details in the [TDABDIZE] input field.

Amount of Honorarium | Input the amount of the honorarium.

Applicable standard Select the applicable standard unit price for lectures, professional
unit price for lectures, |guidance and advice, and similar.

professional guidance
and advice, etc.

Reasons for setting unit | Input the reason for specifying the monetary amount if the amount
price other than the of honorarium/remuneration exceeds the base amount or the
base amount requested work does not have a base amount.

MBC_FHENE AR
REER > IPANEFOYT EEE FUuILTI 7 ALVERR

Supplemental Materials

=R

Place of Implementation

SLHOBE SeIR S
EAMES

=[5 BRI BT
(B ) s et at = b= L] - H SR L ol e Zvi[- v
Date and T\'rr!a of P —
Implementation

- v|F |- v|B|- BB |- v B v 8~ v = vl
No. Item Details

—n BC_FHHINE A J3#R: Specify the details of the work corresponding to the request application.

Supplemental Materials | Attach materials that confirm the date, time, locations, and similar
details of the lecture, or specialized instruction or advice (such as
event information, letter of request, and e-mails) if present.

Place of Select either [FA), [F4}], or [F9+ (A>S-1>) ], and enter the
Implementation specific location by on or off campus.

Date and Time of Select the start and end times and dates of the lecture, or
Implementation professional guidance or advice.
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WB_REOE - FEER

k3 TE ERE = TE bl £ FE

WB_ZHAEICHT SR

i, 5

B-(A).

ad IPANEROYT FRE 2UIL

S BPPONET - BEY) | BISEEEE_ .o
s B (W%, SRR - HED) | BAEEEE K

B-(Eng.).Invoice for Compensation, HonorariumRemuneration Payment (Lectures, Specialized Instruction or Advice, Etc.).xlsx

RIS, A-LFABREETNET .

M RERT (FARENSHE) KEITEY (FAAOTLENSEE) @ BRUL 575H)
R WERE (EAREMSHE) BEITEY (RANOZTLENSEE) @ BRUL BSAH)
TR (ER)
FTiRD (85)

TR (HT0E)
FREHEAAOETRA [ERBEERLLE]
MEFEL [REEMEF TICRELE]

No. Item Details

—n B_IREDE - REEEIR: Specify whether travel expenses are required for the requested work.

Travel Expenses Select whether travel expenses are required for the following items.
® Daily allowance

® Accommodation expenses

® Transportation expenses

—n B_ZIAABI(CBIT B15ER: Specify the details for payment to the person being requested.

Attachment Files for Attach information pertaining to the person requested in the form of

Bank Account [Invoice for Compensation, Honorarium/Remuneration Payment

Information (Lectures, Specialized Instruction or Advice, Etc.)] that was filled out
by the person being requested.

Email Address of the Input the e-mail address of the payee.

Person receiving the

request

RREUNBIDEDI®LY | Specify one of the following: ‘Bt L& (FAFEH SHFL) 7, “Bi5]
EED (RANDILZEN SH#TR) 7, or “BIRIRL (Fe5EH) "
o HiE

o &

Method of Payment Select one of the following payment methods.

o RiTIRA (EM)

o IRITIRA (8BS

o RITIRA (fa5CIEE)

o FIEHERANDIRITIRA [FERBZFIRIERLEVE]

o WEFEL [Eh3BERIAIE TICHBLE]

Remarks column Input any remarks you want to indicate.
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If [C: #hBR&E., 7> —b - HEMDIAESE]is selected for [Application Category 1]

V <<¥REN - BHIEEEE>> screen

i

AL RN - S 2,000M / 1@ (16R3EIA)

ArtEE (AR ABFE (ABHTR) #&H |- v |¥|-- v|A|- vBA

=

L [REERFHEASHEE) LT [BESEOLVIEENS) OBS, SERTRERERA

No. Item

Details

—n C_SEHEPIE A H1#: Specify the work (activity) details and conditions corresponding to the

request application.

Implemented Contents
Category

Select the category of the implemented activity.

Approval of the Ethics
Review Committee for
Research

From the below, select the Ethics Review Committee for research
that has granted approval and the date of approval.

& AMRE (AHLR)
o AEFZ (BARFR)

Implemented Contents

Input the name of the implemented activity.

Amount of Honorarium

Input the details of the honorarium. For an honorarium, input the
amount of the honorarium in either FR<&] or [$£5]. For a gift, input

the name of the product.

[(#BxE, 7>U0—b-H
EH D AT DR Hiffi]

Select the standard unit price for experiment participants and
questionnaire/interview investigation.

Reasons for setting unit
price other than the
base amount

If you selected “BffiE =B X DHIERR" for [fHERE. 7> —b
- BEED AR OEAEE/], input the reasons for setting the price.
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MBC_FFEME AR

B

wmREs

Supplemental Materials

e 20 2 (A5
Flace of Implementation SROEE e t . EBE
PADES

O BRI I
(PSP E ) == M| %= Alm 2|8 i LIt Zvi[- v
Date and Time of g HTES
Implementation

- w|®E = v|B & v B v |3 - v B v|2
No. Item Details

A

BC

_SFHHE A I Specify the details of the work corresponding to the request application.

Supplemental Materials

Attach materials to check the details of the activities performed
(details of experiment using participants and questionnaire/interview
survey respondents) if present. Attach materials that provide
reasonable grounds for payment of liability relief for the participant
for applications submitted to the Ethics Review Committee.

Place of
Implementation

Select either [ZA], [F4], or [FI+ (A>S-1>) ], and enter the
specific location by on or off campus.

Date and Time of
Implementation

Select the start and end times and dates for the experiment
participants, questionnaire/interview survey respondents, and

similar.

BC_TRENE - FERER

nterview Survey Respondents,Ete.).xlsx

FETEIC. A—LHEEREINET,

BT (FAEH)

REFEL ZE3EMENE TICRENE

Item

Details

C_ZRBEDE - AE=HEIR:

requested activity.

Specify whether transportation expenses are required for the

Transportation
Expenses

Select whether transportation expenses are required.

C_ZIhAEICEIT B 1R%#:

Specify the details for payment to the person being requested.

Attachment Files for
Bank Account
Information

Attach the invoice for payment of compensation or
honorarium/remuneration (for experiment participants,
questionnaire/interview survey respondents filled in by the person
being requested).

Email Address of the
Person receiving the
request

Input the e-mail address of the payee.

Method of Payment

Select one of the following payment methods if paying in cash.
o IRITIRIA (RARE)

o IREFEL FHEBEMAIE TICHBYNE
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Work completion (Work performance acceptance inspection)
If[A : BIATEEEFMEE (REY)E) ]is selected for [Application Category 1], submit a work completion report

based on the work performance.
2.2.1 Flow of operations

The flow of operations for a work completion report is as shown below.

Person whom is
being requested to Researcher Research Office
perform work

Submit the
deliverables and Excel ->| Check the deliverables |

sheet ‘

| Log in to the CAMPUS WEB |

Display the <<Document list>> screen for
compensation and honorarium/remuneration
applications

Create a work completion report

Input the confirmed amount of the
honorarium/remuneration

|
|
|
|
|
|
|
|
|
|
|
|
|
|
I ¥
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

| Attach the deliverables |

| Register the report application |

wia)sAg Jusawabeuepy aj9Ah) 3abpng

| Submit the report application |

Check that the application work flow has —p Inspection and
started approval

<
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2.2.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [E£F552 T ({FRERBER

I¥) 1link of the <<IAFREIRIEA — 1 — - HAITE—E>> screen.

® Not required if [Application Category 1] is [B: :&i&. ZFFIN/RIEE - BISE] or [C: WHERE. 74— - HEWD

']

® Check beforehand that the deliverables are satisfactory.

BB Display the <<HIFEEIRIEX 1 — - HIFE—E>> screen.
Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

v

ENGLISH | OJ7FJ k
Account : sdb-t28

R rirsurenan = &
b Name : SmartDBEE Ft28
CHMPUS NEB % ?ﬂiy 2023-11-21T10:11:23.506795 [TC100M0] [IT]
CAMPUSWEB

TRBIREA — 1 — - IS /
(c) Ritsumeikan Trust. All rights reserved

BESRER

ERFETANLT [BEET] RS -z2@LTEEY,
* BEANEEEETY.
I ExEE

2023

Display the <<Document list>> screen for compensation and

honorarium/remuneration applications.
V <<AFREIRIEA 1 — - FTE—E>> screen

R risumean A & Account : sdb-t28
3 Y Name : SmartDBiZ#=A28
CHMPUS HEB % }ﬂéw 2023-11-21T10:13:09.297908 [BMD11F0] [IT]

AREBIRFEA—L— - ARE—&

[A] HEBEOER

3. EACEBEIETS
(1) BJEER(CEDFH : REEBRS (RU/APUFEFILIT )
ERsE
(2) EAFEREMGR (HRIWE) #iE. SrNRISEE - hEE/B%E. P>7—b  HEmHRAESE
HeEEFEE

= | ea¥zwibas (ehEMmEE) M

EERT (FEEERD

__THEmEET o Jiamge= ey

v

Next page
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Click the [FHEEIR/E
XZ31— - ARE—
] button.

Input the fiscal year of
the project.

Click the [fRZRE1T]
button.

Click the [ZET85E T
(FEZEEEIRIN) |
link.
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Cont.

Display the <<¥Ri

H<EEEE>> screen.

V¥ <<Document list>> screen for compensation and honorarium/remuneration applications

%®/—%/Document list

Click the [#R&S5F5

FBES x;rr-l EE(A) (@—

Q #as/Search G\ MyiER

1R 1~ 1R RRLTVET.

5 =- | 27— EE (2
] EE mER AF—92 W

. {3 BCMF] e =
EEES Caeo. o
EE w1 TEEZ ppopg-p 5o SMIN2= O EE

ER) £i

_HE

FARM 23AAADS0002 T A

(A) ]tab.

Click the [5¥#f] button

FiALEH/ New registration

of the corresponding
item.

é Create a work completion report.
V <<¥RBM - #HiEEREE>> screen

SBXBRIE/ Browse registered documents.

[ & g B8

/Lt I wr/est | (@

AEFEH

2024-02-02 16:40:16

ISR - HEER23G02510000003

mEs 286 = 18:13  (WSTA) BRA - 28EA

| Y ciick the [Edit] button. |

BN - TR
e e Input the confirmed
amount of the
honorarium/

@I, EEX N REEEINET. .
remuneration based
on work performance
and attach the

| deliverables.
SRR Click the [Register]
eresossy button.
T ke 20 (BRA) LEBS (B%A)
\\%\\
#E4/Route 4 Q
#2E&5/Route 5 e

The work flow does not
start just by registering.
Be sure to always

é Submit the work completion report.

V <<¥REN - #HIEEEE>> screen

perform “Submit” next to
start the work flow.

3B/ Document registration

2F—92 BERS
Status

WABCsE RS
CEi=) 2024/01/16
Application date

—B/list | | S/Edit | BHAReuse | EHFE/Update history[ll SBERA(EL)/Submit [

RE - BHEEER

REDBLE

Current Person

v

_p Click the [Submit]
button.

Click the [OK] button on the confirmation message to start application
work flow.

End
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2.2.3 Screen details
Details of the <<¥RE - iE=ER55>> screen for work completion (work performance acceptance inspection) are
as indicated below. Only the items to be specified are explained.

For other items of <<¥REM - #BEAZ5>> screen, 2 refer to “2.1.4 Screen details” on p. 18 and 2 “2.1.5 Screen details
(Items specified by application category)” on p. 21.

V <<¥REN - HiEEEE>> screen

WA(ET)_SEEET - BRI
- P

HR - B - 7RI - TOMOMRRERILTETL, I

P IFPINEFOVT EEE 2UvI LTI PALEER

No. Item Details
—n A(ET)_HEHERE - BRERWIRH: Confirm the honorarium/remuneration and submit the
deliverables.
g (HexE) Input the confirmed amount of the honorarium/remuneration.
R Input if there has been a change from that first established.
RRMREE Required | Attach the deliverables.
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i This guide indicates the procedures for checking the spending status and remaining
About this balance of research funds. The check results can be displayed as the balance status

Guide for each researcher and each research fund. Carefully read this guide and make sure
to check using the correct procedures.
Contents
1. Flow of Operations 2 3. Screen Details 6
2. Operation Procedures 3 Revision History 12

Budget Cycle Management System: Simple Guide (Consists of Multiple Volumes)

* How to read this manual

Read this First If using the Budget Cycle Management System for the first
(General time, please first read Read this First (General Overview).
Overview) This explains how to access the system, menus, <<Document

list>> screens for various applications, and items common to all
volumes of this guide.

Afterwards, please read the guide indicating the application
procedures for the corresponding application you require.

— =

Purchase of Travel Personnel Costs Checking
Goods and Expenses and Balance of
Subcontracting Volume Honorariums/ Research
Volume Remunerations Funds Volume
Volume

This volume
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Flow of Operations

The flow of operations for checking the spending status and remaining balance of research funds is as shown
below.

Researcher

| Log in to the CAMPUS WEB |

S t .............................

| Display the <<HAREIEIFA 1 — - HARE—E>> screen |

}

| Check the list of research funds in your possession |

Check the most recent balance by research fund |

!

| Check balance details by person responsible |

| Check the details of balance information |

< wia)sAg Juawabeuel aj9A) }abpng
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Operation Procedures

Check the balance by research fund from the list of research funds.

B Display the << EIREA =1

\4

- AR E —E>> screen.

Log in to the CAMPUS WEB from the Faculty & Staff Portal System.

ey

v

ENGLISH | O4 77
prn Account : sdb-t28
oy

REITSUHEIKHN @ Nams : SmartDBEE A
CHMPUS NEB i FEEV 2023-11-21T10:11:23. 506795 [TC100MO] [IT]
CAMPUSWEB

—_—
R - R /
-

(c) Ritsumeikan Trust. All rights reserved

BREEEIR

= EEAAGFRETT-
I EREE

2023

[Screen!
etail

P p.6to7

Check the list of research funds in your possession.
V <<AFREIRIEA 1 — - AFEE—E>> screen

MREBBFAZD— - IRE—B

\
¢

Account : sdb-t28
Name : SmartDB#FiEAR28
2023-11-21T10:13:09.297908 [BMD11F0] [IT]

R risumean
CAMPUS WEB

[CAMPUS WEB] >

 BELEBEFECREL TV IAREDRRIUTOED T,
- [BER] 2T 2L LEAREOSMONSIRSREZERI s N TEET.

R
(£ 34)
PEE xpmem Ton BCMPEI TR MEET cwr AR mumEe
E o [ FE
[ bl
— s | EEWR _ [15EF) 28 . (18R] B8
s A) 23AAA060001| 23EEF A MFEOL A ZEEA 2023 | 2023 AEE A=A
BEREE HRERERS ( (@R | (A] 35 , [=iEE] &8
ARGE 23CBO9S00LE| oy poma . pama) | A-pmma | 202 | 02 (5 A zmma
e FERER - (L] B8 ) [#:EA] B2
£:3| 2023 i 23FAB690001| 20235FEE,FARE A.EEA 2023 | 2023 HA=E AL EEA

Next page

© Ritsumeikan Univ. All Rights Reserved.

Click the [FHEBIRIE
AZ1— - ARE—
5] button.

B o

Input the fiscal year of
the project.

Bo

Click the [fRZFREE1T]

button.

Click the [#5%] link if
you want to check the
most recent balance
by research fund.

® Details are displayed
in a new tab.
® Click the [BAU3] to

close the screen.
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Cont.

Check the balance of the specified research fund.

V <<HAREFIINZ —ERS (HHERI) >> screen

[Screen!
Detail

Pp.7to9

specified person responsible.
V <<WARERINZIAES (UINZEE) >> screen

FIARERING AR (s8R

BEEARAERIIUTOESDTY,
COEETE. BRBEA0EEBeTEEY, BV UNSBRELTIES.

e Account : sdb-t28
R RITSUHEKAN ? &) Name : SmartDBiEEF28
CHMPUS HEB % ﬁv 2023-11-24T16:16:23.721701 [BMD12L0] [IT]
S IAFRERING —BEs (IBEER)
ARERINEEREL T OB 0T,
COEETE. BUEROREAEIBSTEET. BRIV INSBELTIES.
[HESE
fiFRMBES KRB PEAN | NMREESES | NHERASEES | RESE | NNESETE | HBAIERE
HEE RFAABYMAES | BEHR (A) —#% e 23AATESTO1
RIREEE TRIBIAEE IR TR HFERER
2023 2023 2023 A ~EREE01
] |
g =E BRI K
THERT [25E/A] #8A - FHEA <‘
(i |
IRFE BCMPFHI—F BCMFEI— & kA ZWER BT | EETER
2023 23AAA060001 2BEEFANFEOL 2023/04/01 ‘ OICUH—FATIL R
AR |
FHER fiiEt ] KA MRE ‘ e, AfE - Bid Edoli BEEEL =1
NIEREEAF [125EF] #=EA - FIEA sou,ood %00,000| 500,000/ 500,000 500,000 2,500,000
pEsE Joq 500,000 500,000 500,000 500,000 2,500,000
SCHER TR7THES K NRE | wE AfE - 8 EOft EBEEH aE
FTEREERF 110,000 0 0 0 0 110,000
RERG 110,000 0 0 0 0 110,000
. omeEEsk | [A] WAE | [B] =#| [C] ®#Ea( [A] - | (D] iE=( [B] /
b3 TFRE | o (@+@) = (8] ) A1)
Hﬁ‘iﬁi] ook 2,500,000 0 2,500,000/ 110,000 2,390,000 4.3%|
ARA
REEE 2,500,000 0 2,500,000 110,000 2,390,000 4.3%
Ei[ =]
. . . 'Screen!
u Check the detailed balance information of the sy P p. 10

(Z46)
#HH = N=HES FEE -] Tk #=
TFEE
- 30,0002,470,0001#)5 8| 23102510000003| [E5EMA] :SA - FHMEA|  IAEHTST
52 02 80,000 2,390,0004182F|23102510000004| [HBIEA] HEA « FEEA FHSAFAUERST

| | &t 2,500,000|110,000 2,390,000 |

\4

Next page

© Ritsumeikan Univ. All Rights Reserved. 4

Click the [f#5%] link if
you want to check the
balance details by
person responsible.

® Details are displayed
in a new tab.

® The list is displayed
starting from the fund
for which withdrawal
processing related to
the corresponding
disbursement has
been completed.

® Click the [BAU3] to
close the screen.

If you want to check
the detailed balance
information, click the
corresponding [(#:%Z]
link.

® Details are displayed
in a new tab.
® Click the [EAU3] to

close the screen.
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Chapter 2. Operation Procedures

nt.
ﬁ Check the details of the specified balance gty P p. 11
information.
V <<ARBERIUZIAHIRS (£1F) >> screen

R rirsunenan = & Account : sdo-t28
=) G Name : SmartDBiZEMA28
CHMPUS HEB % %V 2023-11-24T16:17:52.198673 [BMD14L0] [IT]

& ARERINAMRS (21)

BCMFED— : 23AAADEO001 BONFEI-REH 2EEFANFE0L
HERE ¢ FAROL ZHEER © 2023/12/12
ETEEEES L LIRS I AR} | 60 LSRR
s : sdb-t28: [i5HEA) #EA - ZHIEA FihE : 18017028 fOFERST
®E - Z0ft : BEIF-4R BRI s

SmartDBREHRYE 2T

(14
e ﬂjl;i‘fzxaﬂﬂ BEEE P BENEI—K ﬁﬂﬁjf I/Jl;;HE }ﬂE':E’\”Jb H:.'ﬁm;ﬁ;;&ﬂ:.‘
231025;8300003- %ﬁmf;" (?;(30’000 35983;igg§ - B 10;&&.&% =i
s Click the [EIU3] to close

the screen.

v

Completed after you have checked the information.
o

End
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Screen Details

The details of balances of research funds that you can check using the <<fAFRERIEA —1— - HARB—E>>
screen are as follows.

V <<HAFTEIRIEX =1 — - WAFTE—E>> screen

ENGLISH | O% P77+

CAMPUS WEB f&

R rirsumeikan o

)

¥
14

[CAMPUS WEB] >

MREREA— 21— - ARE—E

- BEULCEREEECREL TV SHARED EIUTODENTY.
- [BER] 20T 928 UEARECERONERNEEERT 280 TEET.

Account : sdb-t28
Name : SmartDBiZiEAt28
2023-11-21T10:13:09.297908 [EMD11F0] [IT]

B X
(&3
NAE | 1B
2 FEE s pmam| TOFR BOMFEOT ) poysen kam | fmmme Toooon WART pae  ax | mumEs
E i fFE FE B 5
e RFHRAE | EEFR _ (i#5EFE] 8 . [1#EA] #S
FEEE| 2023 B (A) 23AAAD60001| 23FEFA MFEOL A EEEA 2023 | 2023 H=E A+ EEIEA
o “aRTER FRESERE ( Ul | 2R 8BS | 3R] mS
Beim| 2023 ERESE 23CBB950016 ] MEA- ZHEA) | A- EHEA 2023 | 2023 F=E A ZIEA
— REREH (83EE) %S .| [BER] BE
Bz | 2023 - 23FABG20001| 2023EEEINAEE A ZEEA 2023 | 2023 EEE A PEHEA
.
No. Item Details
n FIAd Re-search under the same search conditions to provide the most
recent search results.
E i £ Displays research funds information by researcher.
SBEFE Displays the fiscal year of the research project.
(RIFEAT Displays the name of the main classification.
THRET Displays the name of the sub-classification.
BCMFEI—F Displays the BCM budget code.
BCMFEI— &R Displays the name of the BCM budget code.
RREKR Displays the name of the representative.
TR BIREE Displays the fiscal year the research started.
AR TEE Displays the fiscal year the research ended.
PSRN Displays the carry-over fiscal year of a KAKENHI carry-over project.
THIEEX Displays the classification of the researcher responsible for the
research project.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 3. Screen Details

No. Item Details
HYEKSE Displays the name of the researcher responsible for the research
project.
AZ1—IC=RD Returns to the top page of the CAMPUS WEB.
RRFHEE Returns to the <<t&ZREHI5TE>> screen.

V <<iFRERIIN —EBs (IBHERI) >> screen

o S
R rirsumean S %‘5’ e sﬁﬁ;?tugé;ﬁi—gﬁlﬁz
CHMPUS HEB '@% mw 2023-11-24T16:16:23.721701 [BMD12L0] [T

FHAFRERIINT —EBs (BYER)

AFRERNGIEREFLUTOESD T,
COBEECTE. BUEROINERRENEETSET. BRIV INSBREL TS,

1 ‘Eﬂ#%ﬁﬁ
HF=HEES RAFRI hAEE | AHERSES | AMETHEERS | FEEE | AMSREEE | HEEIERE
"ES RFARBHREE | EEAR (A) —HE BEE 23AATESTO1
IRER ZERER AR TEE MERES
2023 2023 2023 A 201

2 | o |

HHTikEs i SE] L ITES K&
TIEREERFE (BEEFE] #EA - FEHIEA

B ‘iﬁﬁﬂ]ﬁ@ﬁiﬁ ‘

BEFE BCMFEII—I BCMFEI— &M zEEsH EWER ERER EMEEE
2023 23AAAD60001 23EEFAFFEO0L 2023/04/01 OICUH—FAT 12

(4 ‘lﬁﬁﬁﬂjﬂﬁﬁiﬁ ‘

Ea= = HZ R K& s id= AFE - BiE Ea0i EEE(Fh ait
MEEAF (&) #MEA - FEIEA 500,000 500,000 500,000 500,000 500,000 2,500,000
FERE 500,000 500,000 500,000 500,000 500,000 2,500,000

e THZsisEE 5 MRE & AMEE - SiE Zofi EREEFH ait
I EREEARE (BEE] 2EA - FHEA 110,000 0 0 0 o 110,000
RERE 110,000 0 0 0 0 110,000

B BLE | | 235 e DyE@ @miEE | (Al DA | [B] =i [C] BEA( [A] - | [D] szdise( [(B] /
[E&a B kS B (@D+2) - (B] ) [A] )
R AEE e g = 2,500,000 0 2,500,000, 110,000 2,390,000 4.3%
= FEHEA e e ! e
= BEsk 2,500,000 0 2,500,000 110,000 2,390,000 4.3%

q Ci[o%
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Chapter 3. Screen Details

Item

Details

A RRETEER: Displays research project information.

ARERNBEXS Displays the representative allocation category.
P L Displays the name of the main classification.
th5$RaHR Displays the name of the sub-classification.
HIRERSEEX D Displays the KAKENHI application category.
RS NSRS Displays the KAKENHI granted project category.
REES Displays the project number.

RS R EE Displays the carry-over fiscal year of the KAKENHI.
DEERERE Displays the branch number if a partner’s project.
FRIREE Displays the fiscal year of adoption.
RRFEERE Displays the fiscal year the research started.
IRRART EE Displays the fiscal year the research ended.

IR AR Displays the name of the research project.

fAFA: Displays information of the representative.

TRFTHRS Displays the research institution.

iR Displays the department name.

AV Displays the position and related information.
K4 Displays the name.

FEBIERSER: Displays management information by fiscal year of the research project.

BEFE Displays the fiscal year of the project.

BCMFEI—R Displays the BCM budget code.

BCMFHEII— R&TR Displays the name of the BCM budget code.

HEAGLS = Displays the research start date.

Z{HAEHR Displays the tentative granting date of the research project.
ZHREHR Displays the definite granting date of the research project.
ENEBB Displays the Administrative Office of the research project.

1B EBIAL D 1EER: Displays allocation information by person responsible of the research

project.

FHER Displays the budget amount.

SZiHHER Displays the expenditure amount.

s e Displays the research institution.

K& Displays the name.

s Displays the total amount of goods costs.
& Displays the total amount of travel costs.
AEFE - HiE Displays the total amount of personnel and

honorarium/remuneration costs.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 3. Screen Details

No. Item Details
ot Displays other total amounts.
EBEEH Displays the total amount of management and related costs.
ast Displays the total.

R EBIUSZ —E1RER: Di

splays a list of balance information by research fund.

Displays the detailed balance information by person responsible.

PYUEXSD Displays the category of the person responsible.

TRFTHRS Displays the research institution.

854 Displays the department name.

K4 Displays the name of the researcher.

O FEE Displays the budget amount of the current fiscal year.

© BIEER{EMREE Displays the unused amount of the budget of the previous fiscal

year.

[A] IXAZE (©+Q)

Displays the revenue amount.

(B] 3ZitiZA

Displays the expenditure amount.

(C] 7%# ( [A] -
(8] )

Displays the balance amount when the check is made.

(D] =ik ( [B] /
[A] )

Displays the expenditure rate when the check is made.

MU

Closes this screen when the check of the list of balance by research
fund is completed.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 3. Screen Details

V <<ARERIINZEAMES (UNSZERY) >> screen

INERAERIFUTOESDTY .
COEBETE. WERACEENESTEEY. BRIV ONSRELTIIEN.

FIARERN AR (GEER)

(=4 #)
n f£HH BE N szihd s | BB INzZEE BEE SzHhE "E
FE2E 2,500,000 2,500,000
B2 (2023/12/12|7 2 01 30,0002,470,000405RE|23102510000003| [#iEME] TWEA - FEEA MAEsE et
FE2(2023/12/12|7 Z 02 80,000/2,390,000#1&E|23102510000004| [#&5EA] #BA - FEEA | FHSAFATBEIEHR
£t [2,500,000/110,000/2,390,000

q MOS

No. Item Details
b B Displays detailed balance information.

fFAH Displays the date (YY/MM/DD) on which the research fund was
spent.

BE Displays an abstract of the balance.

URA Displays the revenue of the research fund.

-2 Displays the expenditure of the research fund.

1= Displays the balance of the research fund.

(=] Displays the type of expense of the research fund.

NSz /S Displays the balance number of the research fund.

jH2E Displays the person responsible of the research fund.

32ih5% Displays the payee of the research fund.

e Displays the remarks.
The following details are indicated by a [*].
® Details of orders of goods that have been approved but

disbursement has not been made
® Details that are being held back in preparation for personnel
costs, or payment of high-priced goods or services
—E BHUS Closes this screen when the check of detailed balance information

is completed.

© Ritsumeikan Univ. All Rights Reserved.
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Chapter 3. Screen Details

V <<IARERIUNZ MRS (£4F) >> screen

]
R rivsumenan @ "*:f,'
CAMPUS WEB /= %ﬂé\l‘;

S HFRERINGZIRMES (£14)

n

Account : sdb-t28
Name : SmartDBISiER2s
2023-11-24T16:17:52.198673 [BMD14L0] [IT]

: 23AAADEDO0L BCMFED— EFR D 23EETARFEN
HERE : FAROL THEER 1 2023/12/12
ETREEED L LEIRE INSTIEE S t 60 HEAEE
MHE : sdb-t28: [&3EA] HEA - FHEA HSE © 19017028 TORESRT &
B - TOit FEAT-FA © 40 EBEFEE

ﬂ SmartDBERFEHES 7

(& 14)
n T — %Hjt;liﬁim . o BENET— K EEPII— bjggﬁﬁ ﬁ]:‘i‘g;)b Hjﬁ&;-]ﬁ;;}_gﬂj
231025;2[;00003- %.%ﬁﬂf)ﬁ (?7«30'000 359833;:;? - 3H 10;@&. S
q [V
No. Item Details
—n A5k Displays the basic information of the detailed balance information
selected on the <<iAFTERIINZ MRS (UNSZTER!) >> screen.
"B |smartDBEmEEUS S Displays the BCM expenditure request form of the corresponding
budget.
—n X EPHES Displays the statement number of the application document.
D TEREXEAMEBES | Displays the statement number of the linked application
document.
B = Displays a statement abstract of the balance.
B8 Displays the amount of the balance.
BERBEI—R Displays the accounting item code of the balance.
BHI—K Displays the type of expense code of the balance.
Ld—REERXS Displays the record change category of the balance.
BRSNIVES Displays the accessory label number of the balance.

HEEBT—FHHESD

Displays the output category of the expenditure request data.

MU

Closes this screen when the check of the list of balance by
research fund is completed.

© Ritsumeikan Univ. All Rights Reserved.
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