1. Read this First
(General Overview)

This chapter explains the basic points you need to know for using the Budget Cycle
Management System. Contact information is also provided in case any points are not clear
and for other inquiries and information. Please refer to it as necessary.
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1. Read this First (General Overview)

Overview of the Budget Cycle
1.1
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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1.2 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 B B — S AT AN D D F

X Welcome to Ritsumeikan Faculty & Staff Portal System

- WRAMORGHO—ROGRTEOTT.
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‘Academic Affairs Suppart Website

Click the [Ritsumeikan
Faculty & Staff Portal
System] button.

SharePoint
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L\ Welcome to Ritsumeikan CAMPUS WEB

CAMPUS WEB

CAMPUS WEB
SIS (L)
BN BELEBRE

Parsonal Course List Entry of Grades /
Teaching Schedule inquiry

RZ2PIL User's manual

Click the [CAMPUS
WEB] button.

B3 Log in to the CAMPUS WEB.
R risuenan =&
CAMPUS WEB %‘% ?@f}a

CAMPUS WEB Login

UserID *

Password *

/p Input the [UserlD] and
[Password].

2} Click the [Login]
button.

=
v

Next page
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Cont.

a Display the <<tAFRERIEX 1 — - HAFE—E>> screen.

ENGLISH | 0572k

R risuenan = Account : sdb-t28

=) 2 Name : SmartDB:E#ERt2S

C H MPUS H EB ﬁ h\w 2023-11-21T10:11:23 506755 [TC100M0] [IT]
CAMPUSWEDB

\ ‘ Click the [FFZE &g 1F A

e - | =2 BRRE]
button.

v

SEFmER
o _p Input the fiscal year of
EEEEEANLT [BREF] AV 22RLTEE0. the project.
* ERAAHEEETY. . = =
T ,Fﬂ Click the [f#%%17]

.  button.
e

Perform BCM operations from the <<fAFRERIEA _—1— - AKE—E>>
screen.

End
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1.3 Overview of Menus and Screens

This section explains the menus and screens used in BCM.

m <<AEXEIR{EA—=—1— - PAFEXE —E>> screen

The <<IAFRERIEA 1 — - HAZTE—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.

R ritsumenan N & Account : kantaro m -
= e Name : i #XH For performin
C HM PUS NEB g ?ﬂp 2024-12-20T15:48:58.680326 [BMD11FO0] [PR] p g

procedures related to the
purchase of goods and
subcontracting.

2 Refer to “2. Purchase
of Goods and

[CAMPUS WEB] >

MRERMEA— 21— - ARE &

1. RERENSNBERAT 3. BBORFERIS

o ”
(1) 1fF/188 105FS (ARERIFBHESNTVS) SchontraCtmg on p'19'
[WEBHIR] % - 88 USEE
(2) 1fF/138 10AFNE (ARERTHBOHSN TRV =BERERT)
Rox - ni)EE .
For performing

2. EA - BACHRT S
(1) EMEROBREINTNSS
B ] R —E - RS

procedures related to
expenses for domestic

(@ .
and overseas business
(2) BSRE. FE710-%. THEBOBBHBS .
g S - B trips.
2 Refer to “3. Travel
3. BACEHEIHTS ete ,,O 3. Trave
(1) BRISSRICE < 555 - BREARE (RU/APUREFILIL ) Expenses” on p.47.
EREE
(z);{::#gm (RRWB) /HF, BPINUNEE - DES HSE, 7> - HEHOBAS E For performing

Sy — procedures related to
£BRT (ERRERD employment of hourly—
. based staff, and
compensation and
honorarium/remuneration.
2 Refer to “4. Personnel
Costs and Honorariums/
Remunerations” on p.61.

cBEULEBRFECEAUTVSARBO—REUTOEDTY.
- TR 28 TT3L. SERREOSMRONSZRREBLRETI LN TEET.

(§ 3 #)
== 0| -
5;* KR "”;fﬁ Bc""ﬁa:’_ BCMFMO—Faff | REHEE m:;u ng‘r Hi | 5K | EUERE For checking the balance
E | 8 of research budgets.
8| 202 [PEITR AR | o1l ssemeapmor | BN o] (IR B 2 Refer to “5. Checking
o+ 3 (A) A« FEHEA | A-?JEA. Balance Of Research
BaREE FRRBEREE ( U8 | 12ER) BA | RIER) = .
(2023 Lo 23CBBIS0016| o o o Cmammn) | A wmma | 2023 | 2023 REE A FHEA Funds” on p.89'
= RERER ~ i) B8 e (BIEA] 8E
Bg2| 2023 B 23FAB690001| 2023FEREAARE A« EEEA 2023 2023 =S AL EIIEA

s
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m <<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.

Displays the logged-in
user name.

l %&E—H/Document list

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

Documents are
displayed under each
application status tab.

2310251000000

231025100000

2302510000005 20;

32 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.

1.3.2.1 Procedures to resume an already registered document
(For Web purchases)

B Display the <<FAFREIRIEX =1 — - FATE—E>> screen.
For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.

4
B Ciick the [ (WEBBSE] H% - 22#9] link and display the
<<Document list>> screen of delivery destinations.

é Display the <<Document list>> screen of Web purchases.

Vv <<Document list>> screen of delivery destinations

%FE—R/Document list

—: & [MifF) mEa-F@EA] |

=33

Click the [—%&] button
under [B& A FEFE] of the
delivery destination
selected when the
document was
registered.

v -

Next page
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Cont.

B Oven the <<WEBBEE (FAZXEM) >> screen for the
corresponding document and resume editing.
V¥ <<Document list>> screen of Web purchases

— l'ﬂ Click the [3"~X T] tab. |

2} Click the [¥#f] button

2 23M02510000018 2024/02/02 Wik (K231

i B 23842060002 MRk 15410 1,541

1 b BEA 3 18:45 S

4 WS B8 2024/02/02 & [SEM)

of the document you
want to resume
editing.

Vv <<WEBBEE (IA3T&ER) >> screen

R XFIMR/ Browse reqistered documents

mis I sk @

WEBEEE (fffZ5& M. AmazonBusiness)
S ANt Yet Applied REOBLE

o
G 2024/01/09
AppicationDate
HME®S 9999999
1D 1o
RE(FEE) a nA
Coliege,Department
i s
Position
WAL & [HEM) mAs- 20EA
Appiicant
MRERERS TEL (A

Contact Phone Humber

MAEA—LTELR
Email Address

db-t28Cst. rtsumei.ac.ip

|
K=Y Ciick the [Edit] button. |

23M02510000014

v

Editing is now enabled, so resume your editing work.

End
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1.3.2.2 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.

Display the <<iAFTREIRIEAX — 1 — - BHFRE—E>> screen.
For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.

Click the [XZE45E] link and display the <<i7Z$A\ER5EE>> screen.

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

vV <<37EINHFEE>> screen

—Y Ciick the [List] button. |

e—

gl ReVERLLRIC, BT (REME KIVEFLTIESL.
TREBSE) Ky ERTILT, ROKBEICRESNET.

REABHE s B tsEm) s
prox

cy Applicant - Affiliation

Click the [OK] button
on the confirmation
message.

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

é Open the <<iZEZIAFRF5E>> screen for the corresponding document and resume editing.

X#H—%/Document list [ & (8] %EA - 2HEA

=

= 0
i &= P 27-5Z = liw (g O BR e snmma—y X
I C— ", ¢ MES & 5 @ om 2024/01/30 & smartdbiE
PP — 17:06 S#E21
2 ¥ 23L02510000010 2024/01/30 MEFAF/Not Yet | n— oA 2024/01/30 &
Applied L TE

1X Click the [4 <] tab. |

m Click the [¥#fH] button

of the document you

3 (48 23L02510000008 2024/01/30 © B
Applied

2024/01/30 &

48 2302510000008 2024/01/30 . MFEAY/Not Yel
Applied

of 2024/01/30 &

5 23L02510000007 2024/01/30 & Wi#F/Not Yet [

of 2024/01/30 &
Applied 14:42

GIE 2310251000006 2024/01/30 . WHEAI/Not Yet [ KA 2 [MEM] N5 #— of 2024/01/30 2 smartdbEM

want to resume
editing.

Vv << EILNFRFEE>> screen

v

SIXBHRE/Browse registered documents [2—: & [MEM] nEa - 2mEs

—Rist I wa/ea @ S n

X@SA R | GMLDES23L02510000010
2024/01/30 17:05 & smartdbARET

XEAS 47 3] s

Proxy Appiicant - Email Address

DREARIE, ERZAORBEREEBICEEL TS,

K=Y Ciick the [Edit] button. |

v

Editing is now enabled, so resume your editing work.

End
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For resuming business trip applications and for business trip reports

V <<HAFTEIRIEA =1 — - PAFTE—E>> screen

ENGLISH | 047Uk
e Account : kantaro

5 Name : 3ZdT SFAK
2024-12-20T15:48:58.680326 [BMD11F0] [PR]

R rimsuneran Q‘
CAMPUS WEB fat &Y

[CAMPUS WEB] >

ARBIREA—1— - ARE—E

1. RERENSNREBAT S, BEORIERIS
(1) 1fF/158 1058 (AXRERIFZHSNTVS)

[WEBSEH) 36X - B89 TSR
(2) 1fF/158 105FELE (ARERIFRHSNTWVRV =FBRERIT)
RE - RORE

2. EA - BACIETS
(1) EREBRORRESNTNSS
A | [T e |

() BEBE. FEIT0—F. FHFEOREE
= I MR - IR I

—_— N e e e e e e S

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

_— BRI
5E ESMNumber mEg 25-92 EE WK memg [ EER  cioeatue SiRewm D ke
/Domesticioverseas E
Date Date
1 |u8 23)02510000027 2024/02/07 « MR/ Mot Yet it ATE/ New | IR 11628249
Applied Application
2 [HE 23102510000026 2024/02/05 < AL/t Vet AOMEN (W) ) o | ssesmen fe 11626249
6= 2302510000022 2024/01/26 © MEE (23 o " 2024/01/25 202401126 11628249
) 23]
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To resume a business trip
application or make a

business trip report, click
the [HERHMFF 5K - HIRH

£] link.

For business trip
applications and reports,
[[AFERX 4] is used to
determine whether it is a
business trip application
or a business trip report.
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Tips for efficient use of SmartDB

There are some ways to simplify inputting of research funds applications and perform tasks efficiently when
using SmartDB. This section explains some search tips and refreshing display items in order to perform

application tasks efficiently.

1.3.3.1 How to search using <<Document list>> screens of various

applications

Click the [Search] button of the <<Document list>> screen to display the <<1&3&/ (=&)L >> where you can search
for documents registered to the current tab. Use the <<#&%&/ (=&)L >> according to the following procedures.

n Perform a search.

X &—%/Document list

TS WEP FEH B BTN £ W - R | LBHER T EEME

Vv <<t&Z) (& )L>>: Example using the [LIEH] tab of the <<Document list>> screen of Web purchases

m Click the [Search] button

rocess

mation and  requested
mpleted FETA/ Approved
withdrawn

PU30001 Amazonitifity
i

to start the search.

Specify the search
conditions.

The content of the <<{#&& /IR
JL>> varies depending on the
type of tab.

3 M Click the [#2 %] button to
execute the search.

End

1.3.3.2 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.
Perform a search.

% &—Fi/Document t list

FIEH WS - BRAS

23484060002 3,6:

maani0sn002 1336 A 0F

23424060002 1,850 F1 0 F3

23484060002 1,551 F1 0 FF

Vv <<Ii&Z)Z&)L>>: Example using the [#iGa « #&U4F 5] tab of the <<Document list>> screen of Web purchases

Input the search content.

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

@
3
H

(3 23M02510000

EEEEEE b be e be be bo hoS

7 (8 23M02510000

2023/12/18 @ &

LAET TR 4 2023/12/18 W BELIWTE (MS)

10 (38 23MC 2023/12/18 [ BALITEE (48)

11 [5E 23M02510000002 2023/12/18 [ BAUTEH (HE)

12 (= 2023/12/18 [ BAGTEE (48

£5  23AAA060002 633 1

$ 123A24060002 2,226 3 0F3

23444060002 1,487 F] 073

A1 23AK4060002 2,850 F 0 F3

£5  23AAA060002 1,293 F 0F

23AKA060002 1,497 F 07

If the item is not in the list,

End
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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.

EClick on the

corresponding item and
select it to have it input
into the input field.
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1.3.3.3 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]

m Input a half-width
(single-byte) space
between the family
and first names.

|

As the search will start
even if in the middle of

® — — inputting the name, a list

End of matching persons will
be displayed as shown on
the left.

1.3.3.4 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].

1.3.3.5 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 <<WEBMEEA BAEBIEF>> screen

WEBEER MWAERRSER

MR
BEe v A 938N

EESE B I 3

Shipping Name ok VIR, HELLEHRA

. BEHS

End
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14 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.
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1.5 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 “Registering a delivery destination” on 2p. 28.

3 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.

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

@ https://forms.office.com/r/PtK9ueeH5r

Registration of proxy applicants is required each After checking the content
]

academic year. Even if a proxy applicant is continuing . .

from the previous year, please submit a new registration reglster_ in BCM

application. 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 |<
| |

The proxy applicant can input applications.

(2 Registering proxy applicants
for Web purchases
T

Register proxy applicants when registering
delivery destinations.

(3 Registering proxy applicants
for business trip applications

Register proxy applicants in the commuter pass
information.
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Important Points when
1I6 [ ] -
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.
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1.7 Important Points 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.

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.

® | cannot log in, etc.

E-mail address for inquiries:

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