3. Travel Expenses

This chapter explains the procedures for applications and reports for using research funds for
domestic and overseas business trips. Carefully read this chapter and make sure to submit
applications and reports using the correct procedures.
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3. Travel Expenses

3.1 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.

3.1.1.1 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 |

______________ L.

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

L

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

| Select the budget to be used
4

Specify the information related to the
business trip

¥

| Register the business trip application ‘

wa)sAs Juswabeuely aj9A) 3abpng

| Submit the business trip application |

Check that the application work flow has —

Inspection and approval
started
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3. Travel Expenses -> 3.1 Business Trip Applications

3.1.1.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [tHi5RERZE] link of the
<<MATREIREA 12— - IAKE—E>> screen.

\4

Display the <<AFRBEHIRIEA —1— - FAFKE—E>> screen.
For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.
Click the [ 3R HEE] link and display the <<Document list>> screen of

commuter pass information.
V <<AREIREA 21— - FATRE—E>> screen

ARBIREAZ 21— - ARE—E

1. XBRENSNREWMAT S, FBORMERIS
(1) 1ff/158 10HAFE (ARERIHBHSNTNG)
(WEBHER) & - BY) UEhE

(2) 1F/1#8 105AM L FARERIHFBHSN TRV =BHEERT)

X - BYRE

2. ER - BAHCHEET B m Click the [HH3REREE
(1) EMEBOBRESNTNDS link under“ (1) E#A
SR S FHROBHFEINTL
55"

(2) (1) HERPATRRABERBIELNBDEEA. ERRINZHEIE5HDETHBELIZEN.

HIRRE (EPEREEAEE) S3ERE—E - HERS

(ot

® If your commuter pass information has been registered, click the [HH3REREE] link under “ (1) EHPBEIRDE
ZENTULS7” and proceed to step 3-0.

® If your commuter pass information has not been registered, click the [tH3RERZE] link under “ (2) ZEES.
FET T O0—F. ERBRROEFDHIRLS” and proceed to step 3-O.

é Register a new business trip application.

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

X&—8/Document list

Click the [New
Application] button.

RUEE

24 1~ 2B EER LTV ET.

cpaE TR W/Name P

et i BESE  TREGEEMNms .

wgﬁ;’zfj{;a” EfMom: B/FecultSETID  gfSchool =l TREN (CZEMAL) /Commyter oass ares (i ass aren) 2 5 C,im /it
At o ——

RS/ New Applicati 227779 AESLITTES (8 s> W ) REDEE - WRTHNTGE - B ) REDEE - WRTE : R .
B84 FHE B 128@st.ritsumei.ac 1o Foe

v

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

Input a check here if
you are applying by

[ e e proxy.

[A728] Hskep$iR#E/ [University Faculty Member] Travel Requisition

Froxy Applicant - Affiliation

I
I~

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

Next page
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3. Travel Expenses -> 3.1 Business Trip Applications

Cont.
I EForaproxy
Fﬂ;——————————————————————————————————————————I app|icati0n, Change
,,,,,,, | the name to that of the
1 applicant (researcher
I who has requested the
T proxy application).
I You can search for
‘‘‘‘‘ I the person by clicking
i Q, and inputting key
: words in the displayed
----------------------------- = [A—H D&FK] field.
No Item
E Input the applicant’s
Route1 Entry Field: Specify the required items related to the business trip application. [Contact Phone
Information related | Displays information related to the applicant. Number].
to the applicant
Select the [Application
Category].
No. Item Details
Application Select “New Application” or “New Application (No Payment
Category Required | Calculations)” for the application category.
- E Select the
T TITTTTITT —_— college/graduate
ol | O IMRTRUR, (R THRROMM ST R school/organization,
. RARA. FAGANA SRATNA HHERAA. ADERA. O3 TEERA RN (0CH PEI2C z 4-;:;: — office Contact perSOn
ot e b e ' for budget
management,
WTIRER ©v-sn spending budget, and
—_ fiscal year of the
business trip
No. Item Details application.
Faculty/Graduate Click the [Select Application Location] button, and from the w
School/Organizatio | displayed <<3ZZ#E#R>> screen of routes, select the
n Applying faculty, graduate school, or organization of the business | If you are the research fund
Research Trip trip application. representative and in a
Required position that does not
require travel requisitions,
A A OO
Office Contact Specify the office contact person for budget management. input a Chf ck in [H5REwR
. : . & E UIR VB,
Person for Budget | You can search for the person by inputting key words in
Management the [REEHFEAND 7 H > FDRE] field.
Budget Selection | Set as [E—F &]. This item cannot be changed. To check the office
contact person for
Fiscal Year Select the fiscal year of the budget used. budget n‘:anagement,
\/ click the link for the
Next page v corresponding campus
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under [FPEEHEZOEY
#—%] on the right side
of the screen.
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3. Travel Expenses -> 3.1 Business Trip Applications

Cont.

o ERT

WiTFR
BCM budget code name

 you wish to execute with research funds.
that do not appear in the BCN code name

ABTFHCRGEARTIES

I you wish 1o execute on multipie budgets

RITFAORRERICTTI LN FRINCRGERRTS (UTRA
AAMCHETSBE 1 Wi 1o execute W the follown) resear

Specify the budget
used.

No. Item

Details

BCM budget code
name Required

Click the [BCM ¥ &:;&1R] button and select the budget
used.

If you wish to
execute with
research funds that
do not appear in
the BCM code
name

Input a check here if you want to take a business trip using
research funds where you are not the research
representative nor a partner, such as when taking
business trips using shared costs of the research center,
and then input the code and name for the budget to be
spent.

Also input a note indicating that the research
representative has given approval, such as “Approved by
the XYZ Research Center Operating Committee on
MM/DD”.

If you wish to

Input the desired details (1) Name of budget used for the

execute on outward/return transportation expenses, (2) Name of
multiple budgets 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.
L kel |
: R E HERR 1
| Hemm ! :
: SN . 1
:nzm;nm e ' &R (WA BruneE :
: BEHE an —— :
| scvmE " [— 1
1 1
L :
:mmﬁ r— P oaes weam - "
] mEIkI—K A 1
1 — !
I =4 ERED RIRDE Ll ] ] a I
1 EREfT e :
I R LES zroR QHEBBE. BOM (RISING) MBS NETA, I
No. Item Details

E#HBMHEAM: Does not need to be input by the researcher.

7 v

Next page
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3. Travel Expenses -> 3.1 Business Trip Applications

Cont.

Main Purpose of Research Trip

SRk (E/ERR)

Main Destinations( Country,/Prefectures)

TRBHEE (%) B BAMAMES. ©OW S

Main Visted mstitution

Business trip using my peivate vehice. AR B M Reason for Use

HRICHROINLEDLEIE
Confumation of Business Tp
Antangements

MY (M, HEAA, NGO, NPORRA

BERABHAONR WERSDHREMIAL £ 1/1 apply for 3 bus

HRIAAR GG/ 0w " N N
mem e RIRAGL o Saety Warr
:"DZ. Rt 1) :l PTG
r T o T T
Specify the information
- SRBAE related to the business

trip.

Reference[ 1]

\ The commuter pass

s p wsng my prvate vehce information registered in
the Division of Human
Resources is
automatically input in
[Commuter Pass
Information].

R hORERE
e T
o s g By e v
TMAH SMEM (CZEMAT) /Commuter pass area (ncl. bus pass ares
Commuter Pass Information "
Fa <t ] EMALY) /Commuter pass area (not
nrEs FOTAMBML/CIEMEL GO TRRNE AN LT
SR L LT nE rom
o ety
L2 1] el Ll 2 nE -
T
No. Item Details

Period of Business Trip

Use the pull-down menus for both [Departure Date] and

Required [Return Date] or click on 3 to specify each item.
[Business Trip - No. of Nights], [Business Trip - No. of
Days], and [Nights in Transit] are displayed automatically.
However, be sure to also state [Days of travel] and
[Previous night’'s accommodations] and [Following night’s
accommodations].

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 [E7-2BRIDOHIERLER (BE - MEFESL) ]
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 [| apply for a business trip using my private
vehicle.] and input the reason for its use in [Reason for
Use].

v

Next page

v
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Cont.
No. Item Details
Confirmation of If the researcher is affiliated with Ritsumeikan University,
Business Trip check the “Business Trip Arrangements for Faculty and
Arrangements Procedures (FY2022 Revised Edition)” and input a check.
Measures Select the measures for handling of your classes during
Regarding the the business trip. Additionally, if you are a researcher
Handling of Your affiliated with Ritsumeikan University and require classes
Classes During the | to be canceled, input the course name, class, and
Business Trip days/periods.
Required
Commuter Pass The commuter pass areas both including and not including
Information the bus pass area are displayed.
Place of Departure | Select the place of departure as [FiE¥ v > /3R], [BE],
Required or [Z Mfth].
Place of Return Select the place of return as [FTEF v > /3R], [BE], or [
Required Z Dith).
B - Wor MR Address of Work Location
5 Dube ek 2 / el W/ oMM WAONE. BANKAENN / BAONE. BE - BEE
No. Item Details
Business Travel Plans (Plus Business Travel Report - when research funds
are used) Input fields (Per Trip): Input the business travel plan for each trip.
#5 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 [:&/0] button
to add additional rows for business trip plans and enter the
corresponding items.
REEZAN
= AR T, RBAL 7 701 ST W AR
Motes for the Adminstrative Dffice. .
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 IRFREERND 7 H >~ FDRE] field.
Notes for the Input information accordingly if the conditions correspond
Administrative to those indicated under the input field.
Office
v l
Next page
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E Input the destination
and details of work to
be performed. Route
calculation is
performed by the
Executive Office.

Croin )

If registering multiple work
tasks, click the [i&70]
button to add an input field
and input the additional
items.

If the travel expenses

must be calculated
using a different
method than usual, fill
in the [Notes for the
Administrative Office]
field.
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3. Travel Expenses -> 3.1 Business Trip Applications

Cont.

y

HEHEIHE TS SRARMES . il]

NXW, BEe FNEREEA WY

Attach evidence of the
business trip, such as

photographs taken on-
site.

No Item Details
Document(s) Attach documents and other materials that can
Confirming confirm the business trip plan.

Business Travel
Plans (Per Trip)
Required

v

Detans

Item

BIEHERTER J O v 7! 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. This
is 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 [f& 3%
#HEERADT H 2 bDRFE] field.

n Submit the business trip application.

End

© Ritsumeikan Univ. All Rights Reserved.

X BB /Document registration [1-%: 3 (=iE) HEC (BHEWS) ]

-S| EE/EGr | B EHEE = [
XBICML | ATRA] HESSRE
xmES 179 = 17:08 3 [WiES) BRC (RWARE)

rem) RYZEMUEEBIC. 87 TRBRE] K EZALTIESV.
TEBBE] RY 2RI T LT ROKBECRBENET .

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.

HEE )L~/ ST =2 PILIZDF S/ Click here for the manual
(A7) HakaDiRE/[University Faculty Member] Travel Requisition

WRRYNot Yet Applied

REDBLE

Status Current Person

202401117

BEREES

Contact Phone Number

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

54

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.

ot

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

K Ciick the [submit]

button.

Reference [ ]

If you need to cancel a
business trip application
after submitting it, ©
refer to “Chapter 4 Travel
Expenses > 4.3 Business
Trip Procedures > 4.3.2
Required Procedures and
Documents” of the
Research Fund Spending
Guidebook (For
Researchers).
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3. Travel Expenses -> 3.1 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

X&—%/Document list

RUBE

260 1~ 2RERRLTUET

)iName

NS 7 el 2/ EBER (CAEMAT) /Commuter pass aren (incl. bus pass
Agdress ares)

=11 (91 sdb- U 2 ) R - R : @60 ¢ ) RIS - LWRAH 1 &

t28@st.ritsumeiacjp &

SO (2 sdb-
28@st.ritsumei.acip

— /mcnckthe [Edif] button. |

é Register proxy applicants in the commuter pass information.

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

XBER | Document update

Fo tilfCancel | WEtH/Recalculation = Bif/Register

m Register the proxy
applicant.

9899999 A=AFELA sdb-t28 @st. rits: ac.]
I3 3LAMML RE B saconsm (nE

——

wi

W ¢ J RESSHE - WRAMITAGE : 260 : | RIGHE - UAR : 3k

End

1
\\[port A
You can register multiple
proxy applicants for a

single item of 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.
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3. Travel Expenses -> 3.1 Business Trip Applications

m For persons outside the university and students

Business trip applications for persons outside the university and students cannot be made using the [H5REREE]
link of BCM. 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.
@ nttps://www.ritsumei.ac.jp/research/member/research_expenses/04.html/
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3. Travel Expenses

3.2 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.

3.2.1.1 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 ‘

|

| Register the business trip report ‘

wa)sAg Juawabeuepy ajoA) }bpng

| Submit the business trip report |

Check that the application work flow has >

started Inspection

<
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3. Travel Expenses -> 3.2 Business Trip Reports

3.2.1.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [(H3REEE— & - HIRIR
£5] link of the <<fAFTEIRIEA— 1 — - THFRE —E>> screen.

This section only describes details of the <<[University Faculty Member] Travel Requisition>> screen and <<Travel
Report>> screen that are related to business trip reports.
For other items, refer to “3.1.1.2 Operation procedures” on <p. 49.

n Display the <<PAFTEIRIEA —1 — - HAKE—E>> screen.
For the operation procedure, refer to “1.2. Accessing BCM” on 2p. 5.
\ 4
B3 Ciick the [H1355355—5 - 3R] link and display the
<<Document list>> screen of travel requisitions.

v
a Create the business trip report.

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

e i —— HE] Click the [Hi3R 85
S 5] tab.
Q BF/Search \ MyBE
1 L AEERLTVET. - [ m Click the [E¥%H3] button
ey | o e e o R of the corresponding
E.__  ERETTRrE =S Waiting for Travel BALETS (W) 3 _SEE) 88 2023/11/01 (%) 2023/11/05 item.
Report Submission BEA ()

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

BHXENR/ Browse registered documents [2=4:

|:* — — |E Click the [Edit] button. |

2310251000013

R 5/ Chec here forthe manua
[ #] ek HRE/[University Faculty Member] Travel Requisition

AF—97 AR5/ Waiting for Travel Report Submission BEDESE
Status Current Person

v

[FFZEeE]  daRenHiR#Ek/ [University Faculty Member] Travel Requisition
e e e e e e L e L e T
—532 RS /Waiting for Travel Report Submission

—--—--—-I
=

e |

HmERS 9995399
B sy B =
No. Item Details
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.

\4

Next page .
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3. Travel Expenses -> 3.2 Business Trip Reports

Cont.
PR
— : . E Select [Travel Report]
RAES HARAEE/ Travel Report X/ Delete. . .
I ssoicaion Caeaer 3 for the [Application
et o o I | Category].
V¥ <<Travel Report>> screen v . . .
Performing this operation
HHBRIREE/ Travel Report switches the screen to
— 425/ wiing o Trove meportsubisson — [Travel Report].
== E For [Report Content],
S input a check for ||
— report that | made a
R/ERE SRR TROEDT ﬂ"r‘sﬁﬁbsﬁ /1 report that [ mad :; E tiined bel ll business trip as
E ﬂ“’; D Cs . repot 13 made a business trip as outlint ow. .
2eport Content ?\ outlined bE|OW.]. If the
H3ERART #FE/Departure Date BEB/Return Date bUSineSS trlp plan was
Period of Business Trip  ~ [2023 v|F{11vIA0IvIAY ~ [20zsviE1viA[s VIR changed, input a
HIEEE B8/ Business Trip - No. of Nights 388 8_B#/Business Trip - No. of Days A “F ”
C G| Foee check in Z£HEH" and
B8/Nights in Transit ||St the reason fOl' the
[0 Emignts change.
T~ :\ T~ T~ T e~ T~ T~ "
.- e S e v o, e E Make additions and
e corrections in
T aiband - accordance with the
actual work.
A
—_— (7] Attach document(s)
P S ah, R e MR BT serving as evidence of
SE1f the travel is financed by res ake sure to attach required documents. / the business trip to
IR (BECE - ER) &

Material(s) Verifying Business Trip (Per Trip)

[Material(s) Verifying
Business Trip].

Fr>tliCancel | HEtE/Recalculation

l P (338 Fi) A DI/ Transportatien Cests Entry Field

E58/Register

2023/1uj23 17:44

Click the [Register]
button.

Cuoe !

The work flow does not

6 Submit the business trip report.

start just by registering.
Be sure to always perform
“Submit” next to start the

XBES 179

(BZRE]

M EBH/Document registration

—%/List ES/Edit | EFIB/Reuse | BFIBE/Update ms:owl EBERS(IRE)/Submit

XBY1 ML (XEHRE] HESDRE
= 14:19 } [HEER) EAC (REE®S)

EEHE

g/ Delete

23)02510000004

WIBIL—)LABFT =2 7ILIZDF S/ Click here for the manual

HhsRanoiRE/[University Faculty Member] Travel Requisition

HaRIREEE/Travel Report

v

work flow.

\p 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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3. Travel Expenses -> 3.2 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.

@ https://www.ritsumei.ac.jp/research/member/research expenses/04.html/

© Ritsumeikan Univ. All Rights Reserved. 60 April 1, 2026 Ver. 3.0



