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立命館大学 研究部 研究予算管理システム かんたんガイド

RU/APU students and graduate students who are scheduled to be employed part-time based on a request from a researcher of the University are required to submit 

the “Notification of Working Conditions: Registration of Information on Prospective Employees” in advance if this is the first time you are employed by RU/APU .

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

Enter [Date of application], 
[Furigana], and [Affiliation].

➊

Enter [Year of employment], 
[Date of birth], and [Contact 
phone number].

❷

Click “Register information” on the right or use the QR code to display the [(i) Registration Form for Notification 
of Working Conditions: Registration of Information on Prospective Employees] screen.

1

The [Submit] button appears at the top of the screen.2

Done

Click on the [Register] button.➌

Click on the [Submit] button
.

➊

Regarding the Registration of Planned Hires for the Fiscal Year Following New Registration
 Once registered, the "Prospective Employee Information" is valid for subsequent years. If the information remains the same, 

re-registration is not required.
 Even when advancing from undergraduate to graduate school, the "prospective employee information" will carry over to the 

new student ID number.

FYI

Notification of Working Conditions: Registration of Information on Prospective Employees

▼ [(i) Registration Form for Notification of Working Conditions: Registration of Information on Prospective 

Employees] screen

[Register information]

The [Register] button alone 
does not start the workflow. 
Be sure to click on the 
[Submit] button to start the 
workflow.

Note

Once prospective employees have been registered and the hiring process has been completed, a notice of employment terms will be issued.Once you have started 
work, enter your work information using the “Kinmuu” attendance management system.

Click here to log in to 
kinmuu→ ※Employee Manual is available here

https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=11021
https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=11021
https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=11021
https://ritsumei.kinmuu.com/en
https://hr.support.ritsumei.ac.jp/hc/ja/categories/51944356553881--kinmuu-%E6%99%82%E9%96%93%E9%9B%87%E7%94%A8%E8%81%B7%E5%93%A1-%E5%AD%A6%E7%94%9F%E3%82%A2%E3%83%AB%E3%83%90%E3%82%A4%E3%83%88%E5%90%AB%E3%82%80-%E3%81%AB%E9%96%A2%E3%81%99%E3%82%8B%E6%A5%AD%E5%8B%99
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