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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 

in the current academic year.

*If your student ID number will be changed due to advancement to a higher grade, etc. for the year of employment, please register after you have been assigned a 

new student ID number.

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

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

Note

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.❹

Click on the [Submit] button.➊

Enter [Bank transfer account 
information].

❸

[Uploading passbooks, etc.] under [Bank transfer account information].
 For paper passbooks, upload the photo data of the section where the account number and account name are indicated.
 For digital passbooks, upload a screenshot of the section where the account number and account name are indicated.

FYI

❹

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]

https://hr.support.ritsumei.ac.jp/hc/ja/articles/28935497359513-SmartDB-%E9%9B%87%E7%94%A8%E4%BA%88%E5%AE%9A%E8%80%85%E6%83%85%E5%A0%B1%E7%99%BB%E9%8C%B2%E3%83%95%E3%82%A9%E3%83%BC%E3%83%A0-%E3%81%AB%E3%81%A4%E3%81%84%E3%81%A6
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