2. Purchase of Goods
and Subcontracting

This chapter explains how to submit applications when using research funds to purchase
goods and subcontract operations. As the application procedures differ depending on the
method used to purchase goods and their cost, please read this chapter and follow the
correct procedures when submitting an application.
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2. Purchase of Goods and Subcontracting

9 4 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.

m [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).

2.1.1.1 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 |

______________ _1_____________________________________________

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

| Create a new application |

| Select the delivery destination |

:

| Select the product on the e-commerce website |

:

| Select the budget to be used |

| Register the application |

| Submit the application |

wa)sAg Juawabeuepy a1o9A) }abpng

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

Confirmation and
Receive the product. Perform acceptance > acceptance
inspection and registration inspection of the

received product
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

2.1.1.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [ [WEBEBE] F* -
E0%9] link of the <<iAFNEHRIEA 1 — - FAFTE—E>> screen.

BD Display the <<FAFEIRIEA =1

For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.

A 4

v
3

- BsRE&E—&>> screen.

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

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

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

s

1R 1~ IFRER

X&—F/Document list

STUET.

wiRE New regictracion (@

EOESEFr
/2

& e DEH
mr  mAx B Eesse sews S0 DB oos mmaeuvor
= B B <

3_OREEXT X S678570 X Ik EAf2 UdExz Ik
B ™ -150 2 AMOR

cHaE

m If the delivery destination
is not registered, click

the [New registration]
button and register it.
2 “Registering a
delivery destination” on
p. 28

ot

2 AmazonBIAS> (IT0)

Amazon (171058, 204 F)

RADB2 EWARI>T0)

ShoOBos IFI0FFE, 20RuF) | XIS 1E0 B0 23
i 2

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

=9~T

business prime
-~

L FEHRO

S4 L=

SavbErdh—k

TLOA PR B L—H —8AFRTUIAG(T S v 2) MP-113BK

¥ 510 (¥561 %)

JEF P M~ Punchout Test

TR EANSINE % -

V_ On the e-commerce website, put the product you want to
purchase in your cart and then proceed to checkout.
¥ Amazon Business <<= 3w E >4 73— k>> screen

et (1 BoFR) (BHR) : ¥ 561

SHRRERAONO N (1 EORR) (BA)
© ¥561mn
BER b oAb
F7HCBE (MDEOEEERR)

Locen

Click the [Amazonf& A 7R
4 ] on the line of the
delivery destination.

Do not close the
<<Document list>> screen of
delivery destinations.

<

on the e-commerce website.
V¥ Amazon Business <<L-=>>> screen

B Check the method of payment and complete the purchase

amazon .

1

2

3

I~

ENIER

ROV

BTG EERIR

Punchout Test
FEEAURED)

=

L= (1moEs

(B1FM] WMAD (MILAFvD)

Puinchout TastBENBE 1\ FF

BREBCESERN

- RS TREShTVET

I COBEBNTEERD

BRBLUREITE

¥ FAFr/2 AMOM (8

]

COBXBHETED

]

Click the [L Y IZ#D)
button.

Reference [ 1]

The 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-@.

o)

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.

\4

Next page
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Check the [FEREICX %
X #L V] is indicated for
the payment method.

[EREIC & B30V is the
only payment method that is
enabled.

Click the [C D & XL
5% % {# 5] button.
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Cgnt.
amazon .., L3 (1507ER)
1 In—-7 Punchout Test
SREATHEDT
2 EXINE =
3 EEUSFR EE) WmAD (#ILAT ) zE
45 FhFrL/(L ABON (B
2-150
4 BINNHE HRBICEBML =m
~ TOE—532 70— FEEN
1— FEAT] E ]
5 BRERRMEERR

b OETERET SICRBENREESET SEI Uy TLTIEE,

aslmtﬂ‘uza (:Ir mﬁu;c’;’mnaa) #i(E BE. 11838 (SRESHERSE)

ﬁ?’)}ﬂm:l:wa) MP-113BK
B (¥561862) vprime

1 F7roEe

Ey IS LEEnrE

E Click the [K 2 % 1k#8
9 %] 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.

é Load the purchased product information.

v <<WEB,E§E (EH%%ﬁH) >> screen

BNXFME/Browse re

Bi/List R/Edit

A 4

egistered documents

fUpdate history

B

Create a purchase application and register it.

v <<WEBHEE (THZT&EHR) >> screen

=7 B click the mama

button.

ot

If an error occurs, refer to
“FAQs on Using Amazon
Business” on ©p. 32.

BRXFR/ Browse

registered documents.

WEBEEE

DT/ Mot Yet Applied

RIEDIEYY

Current Parson

(FRZ#&H.~AmazonBusiness)

23M02510000014

1X Click the [Edit] button. |

v

| TERAE  FRANE)
Proxy Applicant - Name of

I School (Affiliation)

I fREREAH

| Froer Avpicant

| ftamms <—LrEL
A
Proxy Applicant - Email Address

WEBEER

(FF22#& . AmazonBusiness)

m Input a check here if
you are applying by

ey

SHARF 1

%/Check here if you are apoly

ing by pros:

-
HBTORARZ. BREAOMEREERBICEELTIETL,

proxy.

Croint )

This is displayed if a proxy
applicant is registered for
the selected delivery

destination.

No. Item Details
Information Displays the information of the proxy applicant
related to the registered for the selected delivery destination.
proxy applicant |Input a check in [Check here if you are applying
by proxy.].
& y proxy.]
Next page v
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Cont.
T T T T ey ppp—p—p—r~
: Eﬁf‘Ei 2024/01/09 :
| smass 9939953 i
: il ($58) a & :
: me . : m Input the purchaser’s
143 & s [ [Contact Phone
1 maRaRS Im i p-S - Number].
| BAEX—L7ELR Sb-128@st.rtsumei.3c.1p a i
I Email Address.
No. Item Details The purchaser’s
_ . . information is specified
1 S8 A Specify the required items related to the purchase. according to the delivery
Information related | Displays the information of the purchaser registered for destl:atlon_. I;)lsplat)_/ed
to the purchaser the selected delivery destination. ZZ;zoat‘sbeer ér;\:r:;neadlg\r/‘en
v in the case of a proxy
application.
I;"E‘J pp
JEae
No. Item Details
Application Displays the application category. This item cannot be
Category changed.
?!ﬁmxn;ﬁgﬁ o s FAETELENER E SpeCIfy the [Offlce
—— Contact Person for
B 09090909000 | Budget Management]
ety o - and select the
S ar b corresponding fiscal
= I year, then click the
v [BCM¥ &:#1R] button
. : 2 and select the budget
::i‘ﬁ‘f‘mﬁ%#iuﬂ to be used.
o
To check the office
- contact person for
No. Item Details budget management,
Office Contact Specify the office contact person for budget management. glcl,::(etsheo:zli(nfo;l:: us
Person for Budget | You can search for the person by inputting key words in under F%H"“gﬁﬁ I:I';Elﬁ
Management the IRRFEERND 7 H Y > FORFE] field. Z—%]on tl?e right side
Required of the screen.
Research Assistant | Input the contact information if it is necessary to contact
someone other than the applicant. If registering a faculty
secretary or the like, also add them to the [Additional
Viewing Rights] section at the bottom of the page.
You can search for the person by inputting key words in
the [RREEAND 7 77 » ~ DIRFE] field.
Budget Selection Set as [B—F H]. This item cannot be changed.
Fiscal Year Select the fiscal year of the budget used.
BCM budget code | Click the [BCM¥F & ;E1R] button and select the budget
name Required used.
v .
Next page
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

E Check the ordered
product(s) and
remaining balance.

Cote

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

Check the delivery
destination.

Cont.
No. Item Details
If you wish to Input the desired details (1) Budget name, (2) Amount, 3)
execute on Basis of burden) in the input field.
multiple budgets 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.
B
‘&'{ L::h:; ‘ gems mE R R M R | SO PRI RRAOTLAR MG
23M02510000005- 358-6495390- BLIUTSA TRRLIDRI Y K(SHAZ/W100%D130mm) BOS287RISR 1 622F 10 684F 684F O0F
EHAHEN MEEHIL) L= a(R)
Itemized Ammount 684 oRA 684 A
MR @
BREEHE =
WA =
No. Item Details
BR#E 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.
Image Files for Attach images of the product(s) for acceptance inspection.
Acceptance
Inspection
Column attached Attach the invoice.
to the invoice
Attachment Files Attach the supplementary documentation.
for Supplementary
Material
;En&;:ﬂﬂ 3_OBMAS AWUESE$e02
e
it
THESTR
Municipalities(City/ Town/Village)
EIHLUFOERL £ET2-150
mg;nﬁ-‘,xxo)gaﬁzr SEAS FhEr(2 ARON (BC
;Z [HIEEM) W80 (#7LA5 92
hiliiﬁﬁﬁaf% 0726652020
BEEA—NPELR sdb-t28%st.ritsumei ac.ip
No. ltem Details
BRI SE15#R: Displays the information of the delivery destination registered for the
selected delivery destination.
A\ -
Next page
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set

Cont.

\4

g2 A8 ($EE2] L
R GLAEE) 10/30 Panasonic /0% 2 KX-FANST Bt1A I
SRR I-F () i () CERE (HRA) 1

11758737 I
Tk 3k i

11758737 PRYL I AR I
FHSEOE #i18 e 1

8 WE-Fl 1

CER OERS CEERA 1

1 2255008 R WA
LEERE 3-k P 1

1100 FB (i) 1
X8 2025/01/20 FRIBOREIE (AT E) 1

2024/12/23 I
ERER 202412119 I
HEE 020721 B xEI=FA4D 12
HEHERALLES ZHSIEENBEBE, BOM (RISING) IZZEHINRTA, :
WRBHARE I-F (wEm) G ()
—HeE 1

ENe I-F & NWARRE (84) 1

EIEREEEY BE-RARRREL 10%5 I
BCMEE -k & 1

10 #ER
FEAREPREES  Gne an as 1

1 AEERERTERE TI040001028447 1
HERES 10%m8: I
HESHREES 1V0-9744-1CF6 1
HERLEEORE I
HARALAE I
B 7 I l

e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e )

No. Item Details

#Ei%2 AR [E|#/E2) : Field used by the Executive Office. It does not need to
be input by the researcher.

]

Eﬁfﬂﬁﬁﬂi (R - RiE - W2 - B

| namane “a . ) 1

I 1

I srznce p ) I
e ]

No. Item Details

HEABRMTHE (R - % - & - 55K) : Attach the finalized documentary
evidence after the product is delivered.

: Less than 100,000 Yen

Click the [Register]

button.

o]

No. Item Details

BIEH#ERER J O v ¥ : Register persons with additional viewing rights.

Additional Viewing | Select persons to be granted viewing rights. This is
Rights required if you filled in the [Research Assistant] field. You
can search for the person by clicking Q and inputting key
words in the displayed [#&REEND T H ™ > FDIRE]
field.

Next page .
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The application work flow
does not start just by
registering. Be sure to
always perform “Submit”
next to start the application
work flow.
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Cont.

n Submit the order application.

BRI/ Browse registere

Click the [Submit]
button.

Croint )

Click the [Submit] button to

(===} A H
WEBREE (#7i& M. AmazonBusiness) process the order details
2792 PRt Yot Appied i and display the order result.
ik Wait a few moments without

/_\/\/\/\/\/\/\/\/\ H
T ——— e ——— S S R ——— S closing the screen.

\ 4
u Check that the order application was completed.

>

. m Check that [IE&] is
L e e displayed for [} {540
HEER]

X/

If [L5—] is displayed for
[EENEIER], please
contact the Research
Division.

E{ERDER R RN

If [IE&] is displayed for [XIS2LIEEER], the order application is completed.

End

o

Canceling an ordered product
You can only cancel an ordered product if the [Status] of SmartDB is “#ia - #RUXFF5”. Access Amazon Business

without going through BCM and log in to Amazon Business using the Ritsumeikan account, and then perform the
cancellation procedures from the order history. 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 “Q08 | want to cancel a product after | clicked the [Submit] button (after ordering).” on <p. 34.
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Procedure for checking Amazon Business deliveries

When an ordered product arrives from the e-commerce website, the researcher (including the proxy applicant)
checks and performs acceptance inspection for the delivered goods and registers the result in SmartDB.

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

Click the [ [WEBHEEE] FF - £2%Y] link and display the
<<Document list>> screen of delivery destinations.

Under [#8 AREFZ], click the [—E&] button.

This displays the binder for current orders.

¥ #&#—"%/Document list

HE2ESE | B REA & BRAS HEREES (B - RIUA :1‘5'1-‘"?-".“' AT [WEBSSH (Amazon) ] all e e,

Click the [#®£E] button of the corresponding product.

Register the delivery result.

(NoteJ|

As payment will be
performed after the delivery
confirmation is completed,
please check the status of
the delivered goods
(defects, operation checks,
etc.) before performing
operations in BCM for
delivery and acceptance
inspection. In principle,
defective goods cannot be
returned due to insufficient
inspections after payment is
made.

Click the [T [WEB
B2 (Amazon) ] ]
tab.

Cic]
ms

m Click the [#&%£] button

for the delivered goods
located under [Items].

v <<WEBMEE (FA3T&EH) BAMl>> screen

WEBBEE (FfZ2EH. AmazonBusiness) PR

m For BAE~D5iE /N

RHESE], select [iF - &
#=].

AF—5 2 (WS - 01 145/ (Delivery confirmation and inspection) waiting
IS SRR ©@% On-7o A - &
BRAOIAERE ®=| 5- 72 | & _O—
L
End
© Ritsumeikan Univ. All Rights Reserved. 27

E Set the date when

confirmation was
performed.

Click the [Register]
button.
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Procedure for Amazon Business acceptance inspection

There are two procedures for performing the acceptance inspection for goods ordered via Amazon Business on

BCM.

® For acceptance inspection by bringing in
Bring the product, along with the printed-out delivery statement, the detailed delivery statement included or
attached to the product, or the like, and undergo the acceptance inspection at the specified acceptance
inspection site. After the acceptance inspection, attach the scan data for the documentary evidence, such as
the delivery statement with the acceptance inspection stamp applied, to the [Image Files for Acceptance
Inspection] field.

® For acceptance inspection using images
Attach images of the product (that show the entire item as well as details such as the model number) and the
delivery statement to the [Image Files for Acceptance Inspection] field.

RN PR T A
Image Files for E
Acceptance Inspection
ARERAR

(&
Column attached to the
invoice
R ERR R o
Attachment Files for ®
Supplementary
Material

After attaching the images, click the [Register] button.

*+ tzJl/Cancel fBit¥H/Recalculation S4/Register —|

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.

ool

Indicate the proper delivery destination such as the nearest location.

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

Click the [ [WEBEBE] FE - £2%9] link and display the
<<Document list>> screen of delivery destinations.

Register the delivery destination information (purchaser information).
V¥ <<Document list>> screen of delivery destinations

X&—H/Document list Q-4 3 _[SEE 88 TEEA]
Rk

Click the [New
registration] button.

J_SE  JimmEl S_USERNF 5676570 AR Xk WAN2 UBHAF REE L (15105FS. 2080F) =L FL05FS, 208uT) | IR
L}

B =150 v2/(R AMOM

Bl ®8s - HEC (BRB AMIISEF
ErT TR

=EE PR [BCmig]

3_UBMAT 5678570 Xf Rk HAT2 TEMrs
FRESEE B om -155
IR

Amazon (1fFF100FM. 2080T) | AADR2E (1F105FR. 2085TF)

ITRALTSEEL.

Next page
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Cont.

v <<WEBBEE M BAEFHRETFE>> screen

Input a single proxy

WEBMER BAEBRSSH

applicant.

Lltisad

R ]
Proxy Applicant B
FALHCRRTEZE

WAEA—LT EL sdb-t32@st.itsumei.ac.ip

No. Item Details
REEIEH: Displays information of the proxy applicant.
Input the name of the proxy applicant. You can search
Proxy Applicant for the person by clicking Q and inputting key words in
the displayed [1—H D #& %] field.
P P ——, Check the purchaser’s
sovtcan information.

Municipalities(City/Town/Village)

MEBHLITOERTL
Address below City/Town/Village
1

I LU FOERAT2
Address below City/Town/Village
2
RIS - BB BEEGE
H (5] BSA
Name
EEAREHS
Telephone number
BEEA LT LR

Email Address

sdb-t32@st.ritsumei.ac.jp

A
RESE [M5EM) 18182925~ K)
No. Item Details
E& A& 15#: Displays information of the purchaser.
Applicant Input the name of the purchaser. You can search for the
Rzpuired person by clicking Q and inputting key words in the
q displayed [1—H D 1% %] field.
Email Address Dlsplgys the e-mail address of the purchaser indicated in
[Applicant].
College, Displays the college and department of the purchaser
Department indicated in [Applicant].
;-a:;:xs'mﬂ
naig_smiﬁn ‘
siywty Input the delivery
gl destination.
AR

1 /1EOEMN100MAEER SRAR, FHEREEZILS, C55PRATTEtA,
“20MEEHR TEXT SEEE, FITHALTIESTL,

FLYOBANBE, —REEFTAL<LYET

v

FRAEHRESEEBL

B

\4

Next page
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Item

Details

BoiX & 1E$R: Specify the information related to the delivery destination.

Croint

Click C (obtain updated information) to the right of the input field to
obtain the updated information.

B < X 48R

Select the delivery destination from the pull-down
menu. The following items of the selected delivery
destination information are automatically specified.

If you select “Z M4th”, the following items must be
specified manually.

Shipping Name

Displays the name of the delivery destination.

Required If you selected “Z Mfth” for [ERi% 5~ R 2 4R, input
the delivery destination.

Zip Code Displays the postal code of the delivery destination.

Required If you selected “Z Mth” for [ERk 5~ R 2 4R, input
the postal code.

Prefecture Displays the prefecture of the delivery destination.

Required If you selected “Z Mth” for [ERik 5~ R 2 4R, input

the prefecture.

Municipalities
(City/Town/Village)
Required

Displays the municipality of the delivery destination.

If you selected “Z Mth” for [ERik 5~ R 2 iR, 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 “Z D4th” for [E2x% %< X 2 #iR], 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 “Z Mth” for [ERi% 5L~ R 2 3#4R], input
part two of the address below the municipality.

Name Required

Displays the name of the recipient of the delivery
destination.

If you selected “Z Mth” for [ERik 5~ R 2 4R, input
the name of the recipient.

Telephone
number

Required

Displays the telephone number of the delivery
destination.

If you selected “Z D4th” for [E2% 5k~ R 2 #IR], input
the telephone number.

Email Address

Displays the e-mail address of the delivery destination.

Required If you selected “Z Dfth” for [ALiE e~ X 4 ##R], input
the e-mail address.

AELEEIFHES | Input a check here to not display delivery destination

gBRRLAEL information that is no longer needed in the list again.

Cont.
No.
v
Next page

v
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2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

Cont.

Click the [Register]
button.

AR S EAL FIyOEMBE, ~RICERINECRYES
8

Il m Click the [List] button
and return to the

End <<Document list>>
screen of delivery
destinations.

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 researcher.

When deleting a delivery destination

When deleting a registered delivery destination, perform operations as follows. It will no longer be displayed in the
list.

1. On the <<Document list>> screen of delivery destinations, click the [5¥#Hl] button for the corresponding
delivery destination.

2. Click the [Edit] button displayed on the screen.

3. Input a check in the [RECX5c1EERZS#EER LR field displayed on the screen.

4. Click the [Register] button.
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m FAQs on Using Amazon Business

This chapter contains frequently asked questions (FAQs) regarding the use of Amazon Business
on BCM.

Before making an inquiry, we recommend checking to see if that topic is covered here.

m Do | need to create a new account to use Amazon Business on BCM?

® You do not need to create an Amazon Business account for BCM.
You do not need to create a new Amazon Business account to use Amazon Business on
BCM. In BCM, the “name you input during first usage” and “your Ritsumeikan email address”
are automatically linked and registered as an Amazon Business account exclusively for BCM.

® One account is linked to one email address.
Amazon does not permit the same email address to be linked to multiple accounts. Therefore,
if your Ritsumeikan email address is linked to another Amazon account, please change that to
an email address other than your Ritsumeikan email address, such as Gmail, before using
Amazon Business on BCM. If you use Amazon Business on BCM with your Ritsumeikan email
address linked to multiple accounts, a duplicate email address error will occur and purchases
cannot be completed normally.

m This screen was displayed in Amazon Business on BCM. (1)

When using Amazon Business on BCM for the first time, the
screen to the right is displayed.

Input your full name in the input field and click the [ 3w E>2
% B4R 9 B] button. This links the input name and email address
and automatically completes account registration.

m This screen was displayed in Amazon Business on BCM. (2)

When you attempt to view your order history on the Amazon amazon .;
Business website, the screen to the right is displayed. This is

prompting you to reconfigure the password automatically JRD— FOBRENBETT
registered during the first usage to a password the user will use. o FMAT SR, AN
Click the [D >4 1nJXR D — R7%&3%X{E] button and set your own ity
password to become able to view the order history. [

© Ritsumeikan Univ. All Rights Reserved. 32 April 1, 2026 Ver. 3.0



2. Purchase of Goods and Subcontracting -> 2.1 One Order/One Set: Less than 100,000 Yen

FAQ FAQs on Using Amazon Business

m This screen was displayed in Amazon Business on BCM. (3)

| 12930-183-20450379-188263551 : AmazonfimiE A BRGEUE T TS —IMRELE L |

If the above error is displayed in Amazon Business on BCM, your Ritsumeikan email address
may be linked to an Amazon account other than the one for Amazon Business on BCM (duplicate
email address error). The following describes patterns of duplicate email addresses that we have
been consulted about so far. Check to see if any of these patterns correspond to you.

(A) Your Ritsumeikan email address was registered for your private Amazon Prime account.

(B) Your Ritsumeikan email address was registered for your private Amazon Business account.
(C) You were registered as a member of Amazon Business shared in your Department.

(D) An Amazon account you thought you deleted several years ago was not actually deleted.

(E) The same email address was registered multiple times due to an Amazon system error.

If you have confirmed there is a duplication, change the email address linked to the Amazon
account which is not for Amazon Business on BCM to an email address that is not your
Ritsumeikan one.

m This screen was displayed in Amazon Business on BCM. (4)

-

If the error to the right is displayed in Amazon Business
on BCM, you may have accessed the Amazon website 0 mAEREEASILNTRSEA
from Google or another Seal’Ch engine. fﬁ:g!&m& 827 AEER L TAMazonTOREXEFS L3 CRESH
Because you did not access Amazon from the
[ (WEBBEE] FF - 22%7] link in the

<<MARBEIREA—1— - AKE—E>> menu,

you were not recognized as a member of Amazon Business on BCM.

-

DI —TEER mmzcss

HEMDL— T~ (CRE ST T 54 SE SR AP N0 RSO

To access the website for Amazon Business on BCM, be sure to click the <<fAZSEIRI/EXA =1 —
- tAZXE—%>> menu and then click the [Amazonf&A] button on the list of delivery destinations.
By doing so, you will be recognized as a member of Amazon Business on BCM and the delivery

destination information will also be set.

m A product | ordered on Amazon Business on BCM has not arrived.

The product order information may not have been transmitted properly.

In Amazon Business on BCM, after selecting a product on the website, you move from the cart to
checkout, and after you select a payment method, the [ZG2Z/k¥89 3] button is displayed. If
you click this button, you will move from the Amazon Business website to the SmartDB screen.
Select the budget to pay for this purchase and then specify the office contact person for budget
management.

Next, click the [Register] button and register edited content in SmartDB, and then be sure to click
the [Submit] button. If you only clicked the [Register] button, order information is not transmitted.
If order information is properly transmitted, you will receive an email from Amazon Business
stating that they have received your order. Check to see if you have received that email.
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FAQ FAQs on Using Amazon Business

Qo7 | want to cancel a product | ordered on Amazon Business on BCM
that is “Not Yet Applied”.

Orders for Amazon Business on BCM are not placed until you click the [Submit] button.
To cancel an order with a SmartDB status of “Not Yet Applied”, use either of the following
methods.

® Cancel from the Amazon Business order history

® Do not click on the [Submit] button in SmartDB and instead click on the [EX T (F] button

| want to cancel a product after | clicked the [Submit] button (after ordering).

After the [Submit] button has been clicked, an order can be canceled only if it has not yet entered
the shipping process. You can check whether an order can be canceled from the order history.
*This information is from the Amazon website and is subject to change.
1. Access your order history.
2. Click the [FXDFXAB DR & ZE] button for the order you want to cancel.
3. Click the [EfaZz++ >12)L] button.
If the [BIfaZ =1 >t2)L] button is not displayed, the order cannot be canceled.
4. Input a check in the checkbox for products you want to cancel.
If you want to cancel the entire order, select all the products.
5. Click [COEXDER=NCE@mZF > 2ILUE T or [Fr>@ILUIIT XN
The display varies depending on status of the shipping process.

< [2) 3 o

JIIEﬁb nRTE vt el wReFv>tiL

8}

Amazon Help & Customer Service website

B https://www.amazon.co.jp/gp/help/customer/display.html?nodeld=GSL37WQTJZUYA9QE&ref =hp_ab_link
n_ga_gsm_null&qid=1736814506593&sr=13-1-acs
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FAQ FAQs on Using Amazon Business

m | want to cancel a product because it does not arrive.

Orders for Amazon Business on BCM are not placed until you click the [Submit] button. To cancel
an order with a SmartDB status of “Not Yet Applied”, use either of the following methods.

® Cancel from the Amazon Business order history

® Do not click on the [Submit] button in SmartDB and instead click on the [EX T (] button

The following describes the process for canceling undelivered products from Amazon.
@®  The faculty member (ordering party) places an inquiry for the cancellation of the

undelivered product with the seller (from the order history).

[If there is a reply from the seller]

@-1 The seller replied to the faculty member (ordering party) within 48 hours and the
refund/cancellation procedure is started.

3-1 The refund and cancellation are approved and the seller performs the refund. The seller

performs approval on Amazon Business.

Amazon Business issues a credit memo.

The cancellation procedure is completed.

Notify the office contact person for budget management regarding the cancellation.

PO®

[If there is no reply from the seller]

(2)-2 If the seller does not reply to the faculty member (ordering party) within 48 hours, the
faculty member (ordering party) applies for a refund in accordance with the Amazon
Marketplace Guarantee.

(3)-2 If the application in (2)-2 is approved, the refund is made.

(4)-2 Amazon Business issues a credit memo.

(5)-2 The cancellation procedure is completed.

(6)-2 Notify the office contact person for budget management regarding the cancellation.

For information about the Amazon Marketplace Guarantee, refer to the URL below.
€3 https://business.amazon.co.jp/abredir/gp/help/customer/display.html?nodeld=201889250

If operations do not proceed smoothly, contact the address below with your document number
and status.
mist-rgm-adm@ml.ritsumei.ac.jp
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m Payment to a supplier [Other than web purchases]
(payment by invoice)

This section explains the settlement procedures for when a researcher purchases products by payment to a
supplier with a method other than Amazon Business.

For paper documents

Please scan the required documents such as the estimate, delivery statement, and invoice within two months
and seven days and send it by email to the corresponding office contact person for budget management.

(ot

In accordance with the Electronic Book Preservation Act, documents that have exceeded two months and seven
days are not recognized as documentary evidence. Be sure to observe the deadline.

For data documents

Please send the required documents such as the estimate, delivery statement, and invoice by email to the
corresponding office contact person for budget management.
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Reimbursement

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

payment for goods.

2.1.3.1 Flow of operations

The flow of operations for reimbursement is as shown below.

. Disbursements

| Prepare the documentary evidence

| Log in to the CAMPUS WEB

| Display the <<IZIE$LABEEE>> screen

1

l Create a new application

V

| Attach the documentary evidence

!

| Register the application

wid)sAg Juawabeuey a19A9 jJabpng

| Submit the application

Approval

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

<

| Confirm receipt of reimbursement
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2.1.3.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [32E45&] link of the
<<IAFREIRIEA =1 — - HHKE—E>> screen.

ot

Scan the receipt beforehand, and import and save the data. For the management of electronic documentary
evidence, if there are multiple pieces of documentary evidence, please scan and upload all of each document.

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

Click the [XZE45E] link and display the <<i7Z$AER5EE>> screen.

Register a new reimbursement application.
V <<3TEINERFEE>> screen

iy e
LEARRES Input a check here if
i ‘ ? S you are applying by
proxy.
No. Item Details
Information related | Displays information of the proxy applicant. Input a check
to the proxy in [Check here if you are applying by proxy.].
applicant
PP m 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

[, =

2024/02/02

9993555

I R ($38) ] 20 (A
College, Department
o4

| e

I sns B Q_ and inputting key
1 e words in the displayed
o —— [1—F O] field.
e o o o e s 2 o o o o o e o e e B e e e e e e
No. Item Details E Input the applicant’s
[Contact Phone
#2181 58 AHR: Specify the required items related to the reimbursement. Number].

Information related | Displays information related to the applicant.
to the applicant

7 v

Next page
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Cont.
| s
Y seiect the
e 23 ] s corresponding fiscal
RETH BCMFHI— K& BCMFHI- K nE ) ARMeE SRR year, then CI|Ck the
:1::":;:;:"?7 * 2023FREANRA 23FAB6S0001 390,000 4 (eRiEedEE) 2023/04/01 ./ [BCM%%E#R] bUttOﬂ
we B and select the budget
el i to be used.
(<3}
—— E Specify the office
%::;z:ffi . contact person for
budget management,
| EEEDGE TR o and attach the receipt.
FAREFEHMTE &
Attachment File for Recipt -
uRRHEE P _ To check the office
ey contact person for
‘?;ii’:' BERLAOSICRENSORATSEURER, HTTAALEL—T—BERLT <IN, bUdget management’
ll;-x_nrchA:ﬁutnni BRINE I, SHRSEICT—2 I0—HENET N ROX— 5@ NET, C“Ck the Iink fOI' the
'“Z“jj:': corresponding campus
i AL EOERREMA T S8 CEAED) =i ). & A, REMGERA<ES under [%ggﬁg D *Eg
#—] on the right side
No. Item Details of the screen.
BT ERINA I 0 v 5 : 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 Click the [BCM¥ & #3R] button and select the budget
name Required used.
If you wish to execute | Input the desired details ((1) Budget name, (2) Amount,
on multiple budgets (3) Basis of burden) in the input field.
Office Contact Person | Specify the office contact person for budget
for Budget management. You can search for the person by
Management inputting key words in the [fRREFENDTHO > +D
Required ] field.
Attachment Files for | Attach images for acceptance inspection.
Image Acceptance
Inspection
Attach Files for Attach receipts and similar.
Receipt Required
Attachment Files for | Attach the supplementary documentation.
Supplementary
Material
Research Assistant Input the contact information if it is necessary to
contact someone other than the applicant. If registering
a faculty secretary or the like, also add them to the
[Additional Viewing Rights] section at the bottom of the
page.
You can search for the person by inputting key words
inthe (RREFENDT H o > ~DKRFE] field.
Reasons for Indicate the reason for spending if it corresponds to the
v Spending/Description | conditions displayed below the input field.
Next page v
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Cont.
e | Specify if the person
b L N o ' ' || receiving the
reimbursement is
No. Item Details different than the
_ applicant.
#8158 AH: Specify the information of the person to be reimbursed if bp
reimbursement is to be made to someone other than the applicant.
Check if the Input a check here if someone other than the applicant is
replacement to be reimbursed.
payment was made | This adds the [#&3A 15 7E O EE1E 4R 745
by a person
different from the
applicant.
If necessary, specif
IRAE OEIERG | Attach the Excel file for the “Form 1-4 Request for ersons tor}t;e prant}éd
{+# Required Reimbursement of Personal Reimbursed Expenses for p. . . 9
Research Funds’. viewing rights to the
application content
v such as the secretary
) or faculty responsible.
° |
| Click the [Register]
button.
No. Item Detans m
- . . L . The work flow does not
RAEHERER J A v 4 : If necessary, specify persons to be granted viewing rights . . .
o . start just by registering.
to the application content such as the secretary or faculty responsible.
Be sure to always
Additional Viewing | Select persons to be granted viewing rights. This is perform “Submit” next to
Rights required if you filled in the [Research Assistant] field. You start the work flow.
can search for the person by clicking Q and inputting
key words in the displayed [fRZREEAD 7 H V> kD&
4 %] field.

u Submit the reimbursement application.

X&@H/Document registration

) _(SEE] ¥8A - FEEA
—Ei/List ®E/Edit | HF/Reuse  WiMEL/Update h‘smql )/Submit (@ — k = 0 C 1 CI|Ck the [Subm't]

= button.
XBSAL UEEREB23L02510000004

REES 343 L2 12:34 § (BIEA) BAA- FREA

TE83] REYEMULSEIC, &9 DRBRHE R ERLTIESW,
[RERR) RYERTTLET, RORIF(CRESNET .

23L02510000004

VA= 5N SR

LSEFHOWTREZRT SRRBLHOAN. POZETUSLESI2088(3. R (HA2F) ZrETBA TRV —FAT A ACRELTI LS.

v

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

End
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2 9 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.

m 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.

2.2.1.1 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.

. Acceptance

| Log in to the CAMPUS WEB |

Display the <<FEHi (10858 E) >>

screen

v

| Create a new application |

| Specify the order details ‘

| Select the budget to be used ‘
4

Specify the desired delivery date/time
and installation location

v

| Attach the necessary documents |

v

| Input the spending reasons |
v

Indicate whether there is a negotiated

wa)sAg Juawabeuely a|9A) 1obpng

contract
v
| Register the application ‘
. e Inspection and
| Submit the application |—> application

Confirmation and

|< acceptance
inspection of the

received product

| Receive the product
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2.2.1.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [FE - Z2598355] link of
the <<tAREIRIEX —1— - THFE—E>> screen.

BD Display the <<FAFEIRIEA =1

A 4

\4

- iR E—E>> screen.
For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.

A4
a Create a new order application for 100,000 yen or more.

v <<FFEHEE (10 L) >> screen

FTHRFE (10MLLE)

[ ———————— -
I(t T L C G REGE ¥
P

1

' I

Iﬁ#a:ﬁ# A—FEL | #Hetazesitumnt o I

1= 1
pro;

L

R N RN S RN SN SN SN RN NN SN SN NN NN SN SN RN NN SN NN NN SN SN RN SN SN NN N SN S RN N S R
DRARE, ERBAOFEREREICETLTEIL.

a Click the [$:E - Z2#98 5] link and display the <<FFE58 (10H5HL L) >> screen.

Input a check here if
you are applying by
proxy.

No. Item Details

Displays information of the proxy applicant. Input a check
in [Check here if you are applying by proxy.].

Information related
to the proxy
applicant

v

2024/02/02

9999999

College, Department

I Contact Phone Number

sdb-t28@st.ritsumei.acip

| -7 ELR

Email Addrece
e e e ———— -

No. Item Details

m 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 DRE] field.

E Input the applicant’s
[Contact Phone

Number].

#2011 58 AHR: Specify the required items related to the application.

Information related | Displays information related to the applicant.

to the applicant

1|
RN LTI ||

Select the [Application
Category].

No. Item Details

Select the application category.
® ZIEHEFE: Select if submitting an advance application.

® ZIEfRHEHIEE: 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.

Application
Category

v

Next page
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C Nes

Cont.
S R i
w3 RENE ;
No. Item Details

Order Detail Select the order details.

Selection 0 A A—H—, BBEEHLNEELTULSIES: Selectif the
manufacturer and serial number (product number)
have been definitely confirmed.

® B_A—h—, REENHEEL TLVELMES: Select if
the manufacturer and serial number (product number)
have not been definitely confirmed.
o C_wleMDER., 77— MAE., FIR%E. £BZER
MDI5E: 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 [:80] button to add an
input field and input the additional items.
FREREOEYS = =
BT FIGRIR @ w38
W 202 S
WITFHE B k& BCMTHI—F ;L: R b ]
ERFRATRAGTERLTD
;l‘:lmshlnuemmnn CHABVERE, FREERLET.
No. Item Details
Office Contact Specify the office contact person for budget management.
Person for Budget | You can search for the person by inputting key words in
Management the IRRFEERND 7 H Y > FORFE] field.
Required
Budget Selection Set as [B—F &]. This item cannot be changed.
Fiscal Year Select the fiscal year of the budget used.
BCM budget code | Click the [BCMF & E1R] button and select the budget
name Required used.
If you wish to Input the desired details (1) Budget name, (2) Amount, 3)
execute on Basis of burden) in the input field.
multiple budgets 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.
Next page
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E Input the information
of the goods to which
the order application
pertains.

If ordering multiple items,
click the [i&/0] button to
add an input field and
input the additional items.

E Specify the [Office
Contact Person for
Budget Management]
and select the
corresponding fiscal
year, then click the
[BCM¥F &:E1R] button
and select the budget
to be used.

Reference [ ]

To check the office
contact person for
budget management,
click the link for the
corresponding campus
under [PHEEZEOEY
#—&] on the right side
of the screen.
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Cont.

© Ritsumeikan Univ. All Rights Reserved.

T m 2T .
e Perform settings for
RESDUAR © ®EEL Lel] oo
.mﬁ:}ut]unﬁﬂﬂmﬁﬁ SRRUUORES, EROMBEEORIRRFEREL, (URBE CRIE RS R SEEETLLT, RLBUOCRAE. ERREDSEARETELLT, the bUdget Ilmlt'

Request for Multiple quotes? .

RIWW © ®EuL L Ed] 2005 v|% 01 v|Al30 v/ B & mU|t|p|e qUOtesa

Desired delivery time BRLLOBE, BIREOMBIEDURT

HEORFEDHRICOL
T

Y

desired delivery time,

EMELTRIENET 2 EDERIVAN, NEOERFTLINIMSEALTHRITMATICVESE. TORHRCERARELTIIRR<EIL, and diSCretionary
el contracts.
No. Item Details
Budget Limit Input the upper limit of the budget.
Request for Multiple | Select whether to request quotes if 100,000 yen to less
quotes? than one million yen. (8] If you do not have an

estimate that you can

® FHE /S L: Select if you do not want to request quotes.
attach, select [FEH Y.

® FHEHY: Select if you want to request quotes.

Desired delivery time

Select whether you have a desired delivery date.

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

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

Identification of the
ordering company

Select whether there is a discretionary contract.

o7 L: Select if you do not want a discretionary
contract.

o # Y : Select if you want a discretionary contract.
Specify the added [FEDFHEFEDHEIC DV THELT
A7owvyl

FiE
Hame of Company for
Hegotiated Contruct

- Specify the information
ge::\/z::ﬂcal-orsmd for When a
e == == : ) f:ilscre_tlonary contract
Reasons for selection is deS|red.
MR ' S : c.;. ) i
RnE —— = =
No. Item Details
EB1 TAR_BEORTIEODHEIZDLVTHBREA IO Y : Specify the
information for when a discretionary contract is desired. Displayed if you specify “
% Y for [Identification of the ordering company].
Name of Company for | Input the name of the company intended for the order.
Negotiated Contract
Manufacturer Input the order details.
Name/Specifications
and Dimensions
Reasons for selection | Input the reasons for selecting the company.
Explanatory Attach documents that provide the basis for using a
Materials/Certificate | negotiated contract.
of Exclusive Sale
Estimate Attach the estimate from the selected company.
v -
Next page

44 April 1, 2026 Ver. 3.0



2. Purchase of Goods and Subcontracting -> 2.2 One Order/One Set: 100,000 Yen or More

Cont.
MITIRE / IR83
‘?&Hj 7T & |‘
No. Item Details
Reasons for Input the specific spending reasons.
Spending/
Description
Attachment Files Attach the necessary files according to whether it is an
advance or after-the-fact application.
MHELRAS
Ao s BRI 2o e, SRR 770 S W TR BN,
No. Item Details
Research Assistant | Input the contact information if it is necessary to contact
someone other than the applicant. If registering a faculty
secretary or the like, also add them to the [Additional
Viewing Rights] section at the bottom of the page.
You can search for the person by inputting key words in
the [RREERND T H > kD& FE] field.
Installation Specify the installation location.
Location Select the campus under [F -+ >/ VX ER] (required),
and input the [B#14], [E4R ~EEZES], and [FE3K).
Select [Z D1th] if located off-campus and input the
installation location information in the input field.
Y
|
No. Item Details
BAES#ERE R 7 0 v 4 Specify persons with additional viewing rights.
Additional Viewing | Select persons to be granted viewing rights. This is
Rights required if you filled in the [Research Assistant] field. You
can search for the person by clicking Q and inputting
key words in the displayed [RFREBEND T HI > FDK
] field.
v N
Next page
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10) Input the reasons for
spending and attach
the specified files.

Specify the contact
info and the
installation location.

E If necessary, specify
persons to be granted

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

E 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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Cont.

n Submit the order application.

WEEH/Document registration

—%6/List WS/Edt | BFIE/Reuse Iﬁ&g‘uma‘.:n.s:cr\,l (3 Submit .; % .

XBo ML RESEE (LML) 23602510000002
*BES 661 g 17:42 } [HEER] ®RA - FEEA

2] R EMLEE. BT DRBBHEG) R EMLTLIIES V.
TREBE] RY 28T LT ROKJECRESNET .

» EipnsEEe

SRH/Not Yet Applied REOPUE

v

ARF—HR
Status

FEHRFE (10HMLLL)

1X Click the [Submit]
button.

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