4. Personnel Costs and
Honorariums/Remunerations

This chapter explains how to submit applications for work related to employment of students
working part-time and requests for lecture meetings, tape transcription, interview
investigations, and similar tasks using research funds. Carefully read this chapter and make
sure to submit applications using the correct procedures.

FY2026 Budget Cycle Management System: Simple Guide

Division of Research, Ritsumeikan University
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4. Personnel Costs and Honorariums/Remunerations

4.1 Work Based on Time Management

A research budget can be spent for employment if it is necessary to employ students part-time in order to
execute the research project. This chapter explains the procedures for employment applications.

m Employment applications

This section explains the employment application procedures for employing students for part-time work.

4.1.1.1 Flow of operations

The flow of operations for employment applications is as shown below.

Register the <<OHMW| |16 the << DBMERBHNE BER T EEHEE
SHRNE ERTEE € % 7 + —.L>> registered i

IEREER T A —Li>>

Log in to the CAMPUS WEB |
||

An application cannot be made until employment
registration is completed by the Division of

Display the <<Q)F Bt EMNE BEREEEH

7 #—J.1>> screen

v

| Create a new employment application |

| Specify the employment conditions |

Specify the information of the student to
be employed

v

Specify the office contact person for
budget mavnagement

Specify the researcher responsible and
work manager

v

| Register the employment application |

wa)sAs juawabeuepy aj9A) 1obpng

| Submit the employment application |

Check that the application work flow has  _,  Inspection and

—
1
1
1
1
1
1
1
1
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
1
1
1
1
1
: started approval

Receive the approval notification from the
Division of Human Resources
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

4.1.1.2 Operation Procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [l2F&:5] link of the
<<MAFTEIRIEA 1 — - THAFRE—E>> screen.

ot

® Use the <<@FEIFMHBEME EAZKMER DT A+ —L>> screen only for applications for part-time employment of
RU/APU students.

® You must input the items of “©FHEFMFBHNE EAFEEBIREHR I A —LA” for students of this university
employed for the first time at this university. Provide students with the J5&&#FiB5E ERAFEEIBEIRELR on the
Research Funds Management System web page and request them to register the necessary information
beforehand.
€ https://www.ritsumei.ac.jp/research/member/research_expenses/04.html/

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

Click the [EFBEREE] link and display the <<@ 555 HBEN1E ER
ZEEF T A — /n>> screen.

Create a new employment application.
V <<QFEFBEIE BRZMETRDT A — L>> screen

QFHBRBNE ERARGSHE T4 —LA Input a check here if
you are applying by

KI5 BRI 1 2 /Check here if you are spaiying by proxy. (@]

T B (000 iRy [ [ [ N D N R R R D DD proxy.

———
I-fﬂiﬁiééﬁ FiE
I Proxy Applicant - Affiliation

1
lfﬁ@ﬁiséﬁ K& & USR] BEA I
Proxy Applicant I
il &5 X—=JTFEL sdb-t32@st.ritsumei.ac.jp
15 I
. o e o o o o o o o o o o o o o e o o o )
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

Input the application
date.

Ll L L e g —
IADphcahon Date - — - For a prOXy

e application, change
[l - O the name to that of the
| applicant.
e e O E Input the applicant’s
i [Contact Phone
No. Item Details Number].

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

Application Date Input the application date.

Applicant Displays the name of the applicant.

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— D& %] field.

Contact Phone Input the contact phone number of the applicant.
Number

v
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

Cont.

1555 | 2062 - FEARECASE |

(REGEE) FREAISEIRET S5 FHT
RBORE

Contents of Work

DTSR - PRARBSE - FS
a

Warking hours, break times,
e

BHER - BREEERDT

(LEOEE) TORFRR (RS, (RS (SBE) 30) MRT7 8H
® B2 U7 FEEERAL THRSE, BERENTT 5,

employment conditions,

R - v|E[- v|A[- v]BE® v]g[- v]a[- v[a® .

s EmmmEAAL sTE. Specify the
APERITHD [BFM) WEM) ZEECL, 60ARBELTIESTL.

BHOEE L

Renewal of Contract

E e S = BKC oic 0t Z0oft HEE

Main Place of Employment Pe——— o B e

SRS, 1RIC DT EMBHA, SREE T LRI DT EMIBHALIA.
SREREE AR TS < £ 0455, EMSHEETI < LIRS T B,

No. Item

Details

BRI 8 - EHEBEL AR Specify information related to the employment.

Period of Employment
Required

Input the employment period.

Renewal of Contract

The display is fixed as “BE# L LV

Main Place of
Employment Required

Select the main place of employment.

If you select “Z M1th”, input the place of employment in the [El#5ith]
field.

o EHM4 Required: Input the name of the building.
® [ Input the number of floors.
® ERE4: Input the room name of the place of employment.

Contents of Work
Required

Enter the specific content of the work performed. Also, input one of
the following as the [{E Z15FF].

Working hours, break
times, working days

The display is fixed as “Bli&. > 7 FREERXT L THHEEHRE. 8
BBETEET 5. "

v

employment conditions.

— B
FsESHB v
Overtime working hours S ecif the
#B SREATPESMERRSEAR (T (SRS £115, ) 1986 £U20ROEDICL B, p y
Holiday
y %l
ERERIE B Cont
Smriseitn (Cont.)
“s « A/ SRR | TIVE1,0008, W-EMBRIES1 150, ($-EMRREL,40073
T e R, EAETTERAAL TS (2) BL. WHBIDSERDBE
(7R PRAEREI—RILFTIREC T,
https://www.mhlw.go.jp/stf/seisakunitsuite/bunya/koyou_roudou/roudoukijun/minimumichiran/index.htmi
EHFY FHLEL. EEL, BRICLUARS Y 2 RLAOSBEES UL BARORY TREU.
Commuting Allowance
EOMmOFS SRS ERANAASAE (LT [ASHE] 2115, ) 1N SRUEETORNCSE,
Other Allowances
s = =] @ Askwsh, BASEZH '
Salary. date. +-BICE: CEBTE. '

H5EE - THAE
Salary calculation/Payment
method

R - BS - ERE BAEL [ KSBL / ARELL
Salary

increase/bonus/retirement

allowance

BIMEESR, BSRHLUETRNSE ORI TOEDIC LS.

BH - BREICAIT 3R B OEUASFURL

Matters regarding retirement

and dismissal

HERREDER BREAGL / REREEL /[ H0RESY
Application of social insurance:

FREEEO | mrEERO TN

Office for Budget Management

| @ mrEEROT

nter

ETOEDI &S,

BUSECOUTE, FEAASLURIE. FOMEEHIROEDIC LS.
—

Item

Details

Overtime working
hours

The display is fixed as “% L.

Holiday

The display is fixed as “##ik AL an BRI E A E M ERE (L
T TEAERAI £S5, ) FIOXBLUV20EDEDIZL D, .

Annual paid leave

The display is fixed as “% L.

Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

4

Specify the information
of the employed
student.

Cont.
No. Item Details
Hourly Wage Select the hourly wage from the pull-down menu. Directly
Required input into the input field if not a set hourly wage.
Commuting The display is fixed as “X#& L&xly, =2 L. EHITKY
Allowance FEF v R UNDEHZM LIHEIEZDORY TIE
72;[,\0 u.
Other Allowances | The display is fixed as “##Z AL EREEABERSES
BB (LT He5HE] L5, ) B12580 0 F145F
TODEHIZK D, "
Salary deadline/ The selection is fixed as “A X#HH. FH25B8 X"
Payment date
Salary calculation/ | The display is fixed as “#8 SHRIBESE. FIEHLUVE9
Payment method EDEDHIZEL D, "
Salary increase/ The display is fixed as “F#c%a L E5L L BEEG L
bonus/retirement
allowance
Matters regarding | The display is fixed as “GAERBIFE10EN S F14EETD
retirement and EHIZLK B, "
dismissal
Application of The display is fixed as “BERRIEG L FAFHFLGZ L H
social insurance KIREHY".
Office for Budget Select the contact office for budget management. You can
Management search for the person by inputting key words in the [ &
Required EHRDOT h™Hr kDgRE] field.
Consultation Select the consultation counter. You can search for the
counter Required | person by inputting key words in the [ ZEBERDT H ™
v D] field.
FEIES
BERES
ERiE
No. Item Details
B R1¥ B EAM: Input information related to the employee.
Employee Click the [#JE FA&#1R] button to display the << [7JL/\
1 FEE] OFBEHENEERATEERRER I+ —
Ls>> screen and select the person to be employed from
this screen. The employee name, furigana, and affiliation
are displayed accordingly.
Student Number Displays the selected employee’s student number.
v
Next page -
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

Cont
No. Item Details
ID Card No Displays the employer’s ID card number.
Employment type Displays the selected employee’s employment type.
Fiscal year of Displays the period indicating this fiscal year. Select the
Employment Start corresponding fiscal
year, then click the
v [BCMF H£4{R] button
and select the budget
ol - to be used.
i e — ‘ Also, specify the office
o e ® contact person for
| budget management.
No. Item Details
1 A =R Select th t f I t.
#2815 B 38 AH_FHFEIR: Select the budget used for employmen For the budget
Fiscal year Select the fiscal year of the project. management contact,
refer to the “Budget
BCM budget code | Select the budget used from the [BCM% &&1R] button. Cycle”Management web
name Required Displays information of the budget used. page.
Office Contact Specify the office contact person for budget management. https://fp.ritsumei.ac.jp/fa
Person for Budget | You can search for the person by inputting key words in cultyportal/s/research/res
Management the [REFHBERND T H ™ > b O&RE] field. earchexpenses/budget-
Required management
= S | m Input the reason if the
7 O salary unit price
| exceeds the base
s amount.
(FEE () & R FEEISE (&) £ SBSES SpeCIfy the researcher
| responsible, work
— : manager, and related
SRS AW .
o T items.
No. Item Details
BBR1BERAR_MITPHEC (J8F) : Specify the reasons for setting a salary
unit price other than the base amount.
Reasons for Input the reasons for setting a salary unit price other than
setting a salary the base amount.
unit price other
than the base
amount
\/
Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

Cont.

End

© Ritsumeikan Univ. All Rights Reserved.

No. Item

Details

Dt

Specify the following items.

Researcher in Charge Required: Select the
researcher responsible. You can search for the

person by inputting key words in the [{RZ&EEBERD 7
A0 2 FDEE] field.

Task manager Required: Select a person, other than
the researcher in charge, who will perform work
approval in “kinmuu” (such as a faculty secretary) as
the task manager. You can search for the person by
inputting key words in the [ TD T Hh ™ > FDERFE]
field.

HAMRE LEXEE (B8 ENRLIBEEEA:
Input the reason why the “Researcher in Charge” and
“Task manager” are different persons.

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 ™ > FDIRFE] field.

v

Croint

Up to four task managers
can be input; one is
required, and the other
three are optional.

E If necessary, specify
persons to be granted

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

Item

Details

BAE#ERER I O Y 4 : 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 [{&REEAD T H D > FDRE]

field.

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.

Submit the employment application.

XEB8/Document registration

—sList

Es/eat | EFIF/Reuse | EHRE/Update history

XBSAL  SEEEENS ERRFRE04 —[23HB0251000006
*BES 87 £

TREBm] A5 2Wd LT RORBECRBENES.

AR
ssssss

2022/12/01

BHIEE B vx7 68T
College, Department
iR

Applicant

X=JLFELZ
Email Address

EREEHS

ct Phane Number

W A FRREAE

ERMEERE)/Submit

13:46 ) [MIEF] A - FHEA
TBR RYVERUEER, £7 RERK] KT YEMLTIESV.

Q@ ESFIHEE

2280001

ERARMEHR T 4 — L4

REOBHE
Current Person

2 smerdbERETES

Click the [OK] button on the confirmation message to start application
work flow. After approval by the Division of Human Resources, the
notification of working conditions will be issued by e-mail to the student’s
address.

67

K Ciick the (submit]

button.

If issuing a notification of
working conditions for
different persons for the
exact same work, click
the [Reuse] button. This
is convenient because
the documents can be
reused and then issued
by revising only some of
the items.
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

m Work management

Starting in April of 2026, the university will begin using the work management system “kinmuu” (“kinmu”
meaning “work” in Japanese, with a “u” for “university” added at the end). kinmuu will be used to manage work
only for students working part time. Other adjunct administrative staff members (such as faculty secretaries and

research assistance) will continue to use the conventional procedures for management.

4.1.2.1 Outline of kinmuu

Flow of work

A researcher who employs a student working part time uses kinmuu to “approve work” and “set the value for
one’s own team to 0”. The following shows the flow of work in kinmuu.

kinmuu #EmRITEFE 70—

HEDBHB=
KFGAT—RBD!

T
—nu
li

L

Z @ kinmuuizO g1 O BF-LoO¥FE © BBHnEEEEL. —
| - fERYD &2 £l :
rELREL) 2175

BF —LOBF

. 0 )<

BFH0=EBRT! O BF-LORFHOIHZFT. LIIEEVET

— W"'
No. Work details
©® |Loginto kinmuu Log in to kinmuu.
Check the value for Check the value in the [B F— 4] field. If the [B F— 4] field contains
® |one’s own team a value of 1 or higher, that means that unapproved work data is

remaining there.

“Approve” or “return to | The researcher performs work approval processing.

applicant”
(3
There is no need to look at values other than those of
the [HF—A] field.
Repeat the above until | The researcher repeats work approval processing until the value is 0.
@ | the value for one’s own
teamis 0
6 When the value is 0, When the value reaches 0, approval is finished.

approval is finished!

Reference[ 1]

Check the following YouTube video “9 < ([c93h'D ! kinmuuDEWS (D ATZAIRIE) ” for more
information about kinmuu.
€ https:/lyoutu.be/QeJL7JFGn8U
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

V¥ Example of screens after logging in to kinmuu

202628

R EA R 2026/02/01 - 2026/02/28
e EHABR: 2026/03/04 23:59
AGPHARR: 2026/03/09 23:59

l

AE
N

s Chasly G m If [§ F— L] contains
O 0 O O 1 a value other than 0,
O ] unapproved work data

is remaining there.

4.1.2.2 Procedures for “work approval”

Specifying the work approver

® The work approver in kinmuu is the researcher and the proxy applicant (faculty secretary).
® Work approvers must have a Ritsumeikan University email address.
® |If there is any work data with the “ZE24F 5" status, a value is added to the [BF— /] field on the kinmuu

screen for all work approvers.

ot

Students have been instructed to enter the name of the researcher who gave the work order and finalize their work
hours. However, sometimes that information is missing. In this case, approvers are unsure of who should perform
work approval, resulting in everyone waiting for someone else to move. Please instruct students to enter the name
of the researcher who gave the work order and finalize their work hours.

Procedure for performing work approval individually

n Open the work data to be approved.

V¥ Screen in kinmuu

202628

Ft R EAR: 2026/02/01 - 2026/02/28
HEE HABR: 2026/03/04 23:59
AGPHARR: 2026/03/09 23:59

’Ig

AiRits

E

/p Click the value for [B
F—L].

.

0 O O

3‘@
cP

\4

Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management
Cont.

a Input a check in the checkbox for the corresponding work data and
then click [#&/F].

V¥ Screen in kinmuu

= | o m Input a check in the
HRA Bifh - T (RSl Shishses oo oo BHR B checkbox and then

click [#&4E].

2025/12/01(A) 13:10 - 14:45 01:35 01:35

0

2025/12/01(A) 13:10 - 14:45 01:35 01:35

é Click [EERT 3],

V¥ Screen in kinmuu

Click [XE29 3].

%A B - 48T (84

—®F1vY
x) 10:45-11:45
AGRAZ1-
EITATREHREDDHIT R
B} |

> EFRID I

> ZUREY
o
Completed
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

Procedure for performing work approval in a batch

Open the work data to be approved.
V¥ Screen in kinmuu

202628

Xt SR HBME: 2026/02/01 - 2026/02/28
HETEHARR: 2026/03/04 23:59
AGEHARR: 2026/03/09 23:59

L?J@

Bo

Click the value for
[BF—L4].

¥ Screen in kinmuu

é Click [#24E] and then click [—#&F T v 7).

1~ (gcET-a

FiE - 87T (BRH)

8 &5y

09:00 - 10:35
Fﬁ&ﬁﬁ_::l— )
==
> ZRIB P 09:00 - 10:35
> ZLEY

—¥EFIVY
10 - 14:45
\ 4
Click [EER9 3],
¥ Screen in kinmuu
2025 7RIS - HBFEHR—E
IO E RIS R RN BEO—BERTL VT, BRIV
v | -BRES v -
B4~ PR BISE - BT (5

Completed

© Ritsumeikan Univ. All Rights Reserved.
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Click [#4%] and then
click [ —#&F T v ¥].

Click [&E2d 3]
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

: HOME

Finalizing deadlines and approval deadlines RO s & SR HART
The “finalizing deadline” is the deadline for the student, and the
“approval deadline” is the deadline for the approver, that is, the 20265 1R #E5

* 5 HAM: 2026/01/01 - 2026/01/31
HETEEABR: 2026/01/31 23:59
FAGRHABR: 2026/02/02 23:59

researcher. If this deadline is exceeded, the student and the researcher
will not be able to finalize or approve work. Researchers should be sure
to complete work approval by the “approval deadline.”

202512 A Eh%5

AFS: 2025/12/01 - 2025/12/31
2025/12/31 23:59
2026/01/06 23:59

4.1.2.3 Procedures for “returning to applicant”

If there is a mistake in the work content, the researcher returns to work data to the student. The student will
finalize the work data again, and if the mistake is fixed, the researcher approves the work.

n Click the value in [BF—Al.

¥ Screen in kinmuu

2025 TABE s L 62 ./pl Click the value in [B F
0

38 8 0 0 |‘ =IA|

é Check the work data.

V¥ Screen in kinmuu

2 - wos -7 s o o T - ;
- #&AE Wbt - 1T () HEBE mme a0 A gg ER/MBAEO #®R m Check that the
2025/07/09%) 14:55 - 16:30 01:35 0135 Z?Qf:ggl‘?'aﬂ E%&EI?E%?&Z B applicable days (Work
I s T days) and starting and
2025/07/100%)  16:40 - 18:15 0135 0135 TAMEEER TS CELRE — x) ; g
o enaing umes are
2025/07/11(%) 09:00 - 18:00 09:00 0800 0100 FAbSTFES(123455) PO R correctly registered.
2025/07/14(7)  09:00 - 12:35 0335 0335 FAMETHE@I(123456) LT HE

The Executive Office has uploaded the employment and work details.

é Input a check in the checkbox for the work data to be returned and
then click [#&/F].

V¥ Screen in kinmuu

%A Btk - BT (5 BBEM wus BE BE HE K% m Input a check in the
P checkbox and then
TANBH Fal . o
2025/07/09¢) 14:55 - 16:30 01:35 0135 2(1232’62) A click H?EVE]-
. . . ) TAMBREBIFE
2025/07/10¢k) 16:40 - 18:15 01:35  01:35 2(123462)
2025/07/11(%) 09:00 - 18:00 09:00 08:00 01:00 T AR FEB5(123455)

Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

Cont.

D cick =LET

V¥ Screen in kinmuu

%A Bt - 48T (B5h)

—EFIVY

Click [£ LE ], |

X) 10:45 - 11:45

EAERAZ1-
EITAIEERTDDOH TR

> AR D

> ZURY

é Input the reason for returning the data and then click [ZZ UR 9.

V¥ Screen in kinmuu
!

=LRLAE X

PBEEFEELRL. AANEESERIENTEHT, ZURLERBROBAA-INFESN, ZLRLE
HEARABECERRINET, ZLETEREERRPARRANM LY EINETOTTEBLLZE N,

ZLELHE O

2025/07/09 14:55 - 16:30 TAMEHBTE2(123462) 1702 LT H 2

Input [ L& LEg]. |

=UL=RUER ) |
FHEARICEUNHEHELRLET, EELWEIFSERICIBIEL TS,

(s ./Ell Click[ELEY]. |

1

Completed
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4. Personnel Costs and Honorariums/Remunerations -> 4.1 Work Based on Time Management

4.1.2.4 Other

Work starting and ending times
The student can revise the starting and ending times. If the student revised the time, a warning ([(AAREZE

FEdp D)) is displayed. Check if the revision is correct.

HKH Bt - 6T (B89h) WHEE mun sws L0 A ke
: : : _ FAMEEB IS5
2025/07/02(7k) 09:00 - 10:35 01:35 01:35 S(123462)
15:00 - 17:30 . ) FAMERIB T 5%
2025/07/02(7k) FABHZEESQ 02:30  02:30 2(123462)

Inquiries regarding kinmuu

Please do not use the [SELE&1 ] link in kinmuu. If you use this, your inquiry will not reach the

responsible party. Please inquire with the Research Office on your campus.

20254118 35
S5 EART: 2025/11/01 - 2025/11/30 1 5 2 0 O

HETEHABR: 2025/12/03 23:59
AGRHABR: 2025/12/08 23:59

BEVEDE

Inquiries regarding kinmuu

You can find manuals, FAQs, and other information related to kinmuu at the website below.

@ Hourly-based employment staff (including student working part time) - Division of Human Resources,
The Ritsumeikan Trust
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4. Personnel Costs and Honorariums/Remunerations

4.2 Work Based on Work Performance

Consideration can be paid to an individual based on deliverables, work performance, or the like provided by an
individual requested to perform work where the work is not (or cannot be) directly subject to
instructions/supervision or management by the researcher.

m Request application

This chapter explains the procedures for work based on work performance.

4.2.1.1 Flow of operations
The flow of applications for requesting work is as shown below.

Depending on the use when applying according to the application category, the applications differ as follows.
A requires a report after completion as well.
o “A: EIATEERKI (REWZE) ” is used for a work request application (when applying to use a specific

amount of money for a work request).
o “B:i@il. FMINRNMEE - BISE” and “C: #8RE - 7> U — b - BEWMDAES” are used for payment

request applications.

Person whom is
being requested to Researcher Research Office
perform work

Send an Excel sheet for inputting information
to the person whom is being requested to
perform work

Input information in | g
the Excel sheet
After

Log in to the CAMPUS WEB

| Display the <<$RB - SH<&HFE>> screen |

| Create a new request application |

| Select the budget to be used |

v

| Select the application category |
v

Specify the office contact person for
budget management

Specify the request details
4

Specify the honorarium/remuneration
amount

v

| Specify the payee information |

wa)sAg jusawabeuepy 9|99 3obpng

| Register the request application |

| Submit the request application |

|Check that the application work flow has started|—> Insgs;trlgcafnd

V
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

4.2.1.2 Operation procedures

Preparation before applying

Send the following document to the person intended as the subject of the work request beforehand and have
he/she return it after filling it in. The document to be filled in differs according to the application category.

We recommend preparing the document beforehand because the file of the filled-in document must be later
attached to the [Attachment Files for Bank Account Information] by SmartDB operations for the application
(@ “4.2.1.3 Iltems specified by application category” on p. 80).

® Application Category 1: A
“BAFEEFIKIR (BRIF)

[Research Division Form 4-1]”

“TREN -

AN

FkE GBE. BFINREE

B1=%%) [Research Division Form 4-3]”

(B AFEIB R (B RY) 1R R
* B RARBAL TS,

Su
E&-£4A0
55 sRE
223 [owrin TE
BEH - WEE WHE
it O ax@En O ax@Es (@£
wnEmon  |Emansn VERMR #|
S ARCRARG G5 mness | |||
saiEs [TTTTTTTTT- \ [ xxse=mzaca
RO Ol O wRs B /mmmiz U ammi [
. 065 [ ==z |
BAAERCE | mems C mame Jomss | T[] [_—
O 8 (h)

2 /BENEFICIARY

*REHFEXEAORASTENDE~ORADEA, UTISRE.

[EMACESS F1-EBANI—F

[BENEFICIARY'S A/C NO. or IBAN CODE

OE&E
|a/c nae

B
|AoDRESS

g
TeL

Ez
[counTRY

A1 8817 /ACCOUNT WITH

7%

[BANK NAVE
%%
[BRANCH NAME

|ABA No BIC CODESORT CODE,
[swFT cope. 1sFo%

5—F

5= 7 CODE NAME-GODE

R
|apDRESS

3
[counTRY

B,

774 BANK NAVE

354 BRANGH NAME

[ABA NoBIC CODE SORT CODE,
[sWFT CoDE, IsFo%.

=¥

S 7 CODE NAME-CODE

77 aDDRESS

=2 country

® Application Categor 1:C
akE (HFERA.

- eI IAG

o= - BEHD

S RUEMEEAMBALTI:

(€1 ﬂlﬁi%ﬂ*'(a!i‘ For—h-RERYBES) JBREERR

m+
£

E&-EEAR

£z

s [-r7kva

TEL

EE R

wwim

W ARBOS  |ERAKEIHC

YRR =
[omaze] [T

FEUEER
@

I
HH\\\\

e !’wz | /e L dmine 4]

®E |

Iz

EREEAOE
hLERDH)

Aems | ) BeAE

Joees [ TTTTT]T —

oEsEGH

ez | BAR

"

=

*XBEEXBOBE |

o waw

[ ®

HFIER.

CEs A
SR /BENEFICIARY

[SInAC &S S - EBANI—F
[BENEFICIARY'S A/G NO. or IBAN CODE

3
A/C NAVE

=3
[AoDRESS

B
[TEL

EE
[counTRY

SRS #817/ACCOUNT WITH

%
[BANK NAME

%5z
[BRANCH NAVE

[ABA NoBIC 0ODE SORT CODE
[SWFT CODE, 1SFC%

[EE77
[ADDRESS

RE
jcounTRY

TG BANK

2172 BAK HAME

315 BRANGH NAE

[ABA NoBIC CODE.SORT CODE
[SWIFT CODE. 1sF0%

{6677, AvDRESS

2% country
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E&E5RE
w8 seRe
HR-GMEA | AR i
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ARFLORAME [0 L O #vomassex sagmnrm  swaws| | | | [ [ |
s [=2e |
BAEENOE | aewn Dusms (10 emes | T[] -
osanon
wn
wmznzions [uy o T BA w Cl
A [ mam ® |

HFERR.

/BENEFICIARY_
[RRACEESELEBAN—F
[BENEFICIARY'S A/G NO. or IBAN

copE

EEES
|/ nawe

R
|apDRESS
@EEn
TeL

Mz
[counRY

I AT 318817 /ACCOUNT WITH
7%

[BANK NAVE

B
[BRANCH NAME

[ABA NoBIC cODE SORT CODE,
[swFT cope. 1sFo%

"GODE NAVE-GODE

£
lADDRESS

Mz
[counTRY

B

57 ~BANK NAVE

5754 BRANGH NAME

[ABA NeBio cODE SORT GoDE:
[SWIFT CODE. IsF0%

~I=F 7 CODE NAWE-CODE

57 ADDRESS

(@5 country

AE%) [Research Division Form 4-4]"
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [#ik¥8E355] link of the
<<FAFRERIEA_1— - THIRE—E>> screen.

ot

Have the person intended as the subject of the work request submit the document required for the work request
depending on the details of application category 1 beforehand (= “Preparation before applying” on p. 76).

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

Click the [k | - BiEEREE>>

screen.

"~

Create a new request application.
v <<$RAH - HEEFE>> screen

FREN - ST

Input a check here if
you are applying by
proxy.

——

Miansz mim o®)

[ cotiese, Departmen

| fasps x5

s

Iﬁ!!sa;gg A—JLPEL  sdb-t32@stritsumei.ac.ip
A

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

| =7 2024/02/02

m For a proxy

application, change
the name to that of the
applicant.

1 HHEES 9999999

E Input the applicant’s
[Contact Phone

Number].

No. Item Details

ABC#t @ #1582 AMR: Specify the required items related to the application.

Name Displays the name of the applicant.

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—* D& ] field.

Contact Phone Input the contact phone number of the applicant.
Number

v
Next page .
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

Cont.

e o Select the

zf:fﬂmdemme BCMTHEI— F&HR BCMTEI—F ';ii =] BCMTEER Corresponding fiscal

mET RS year, then click the

et [BCM¥F HEZ4R] button
. and select the budget
to be used.

No. Item Details
Fiscal Year Select the fiscal year of the project.

BCM budget code | Select the budget used from the [BCM¥ & #1R] button.
name Required Displays information of the budget used.
If you wish to If you want to use multiple budgets, indicate the detailed
execute on information of (1) Budget name, (2) Amount, and (3) Basis
multiple budgets of burden.
E Specify the
v [Application Category],
[Office Contact Person
S & o, e for Budget
pr— Management], and
Awlicannnmegnnf E—— e other items.
FHEREOELE X BREBANTH 7 ORR [: o
e ersavemoass. s _sem To check the office
PRI HIC T —2 FO— DB NZROA NSRRI NE T, contact person for
. budget management,

No. Item Details click the link for the
Application Select one of A to C below for Application Category 1. corresponding E:mpus
Category 1 o A EASTEHBIKE (REME) : Select if the work JE oA a g Ll

requires submission of a deliverable such as id ftl']l on the rig
translation or tape transcription. side ot the screen.

e B: R, FMMLIEE - BIEF (Lectures,
professional guidance and advice, etc.)

o C:{HERAE, 77— b - BIEWYHFESE (Experiment
participants and questionnaire/interview investigation,
etc.)

Application Depending on the specification of [Application Category 1],
Category 2 the following fixed values are selected.
Required ® For A: [{&k#EFA157i] (Before applying)

® For B and C: [#1#i #5E] (New application)

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 IRREEAD 7 H V> L DEFE] field.

Required

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 RREFAD 7 H ™ > b DEFE] field.
A\
Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

Cont.

o
End

© Ritsumeikan Univ. All Rights Reserved.

Differs depending on the specification of
[Application Category 1].

./

h

Details

E Specify each

[Application Category
1] individually.
24.2.1.3 Items
specified by
application category”
on p. 80

If necessary, specify
persons to be granted
viewing rights to the
application content
such as the secretary
or faculty responsible.

~lal=]

BAEH#ERER 70 v ¥ If necessaryr<=aeacify persons to be granted viewing rights
to the application content such as the secretars~ar_faculty responsible.

Additional Viewing

Select persons to be granted viewing ig=is, This is
Rights ;

required if you filled in the [Research Assistantisd_You
can search for the person by clicking Qand inputting Key
words in the displayed [{&REEAD T H D > FDIRE]
field.

Submit the request application.
v <<¥RBM - HIEEFE>> screen

SO/ Document registration

[2—%: & _[#iEm) BSa ]

——
E ==
- B

—% S/Edi || PR Reuse | | BHTLE/Update histor

SME(RL | HE - SHEER2IG02510000003

mES 286 =i 1813 3 (8] HRA- FERA

AT—9 R
Status

FAEDEBHH
Current Person

WABCHR B 1BAE
=]
Application date
HHEES

Do

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

2024/01/16

1000842

79

No

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.

Click the [Submit]
button.
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

4.2.1.3 Items specified by application category

The items in

for “4.2.1.2 Operation procedures” differ according to the item selected for [Application
Category 1]. Specify as indicated below.

IfF[A : EASBERKE (BREYE) ]is selected for [Application Category 1]

v <<¥Rf - BIEEFE>> screen

A (5)_paEnE ) s

./m Enter the work details.

m Specify the

/ honorarium/remunerati
on.

B (IR

m Attach the

|~ supplementary

Input the start and end

AR, SR — LRI ETNET,

documentation.

dates.

Input the payee
information.

e

No.

Item

Details

A(SEHT)_KERE A S

Specify the work details and conditions corresponding to the request

application.

Work Request Select the requested item from the pull-down menu.
Category

Work Contents Input the details of the work performed.

Amount of Input an approximate estimate of the amount of

Remuneration
(Approximate estimate)

honorarium/remuneration.

Basis for calculation of
translation, review, and
transcription

Input the amount for calculation of translation, review, or transcription.

Reasons for setting
unit price other than
the base amount

Input the reason for specifying the monetary amount if the amount of
honorarium/remuneration exceeds the base amount or the requested
work does not have a base amount.

Supplemental Materials

Attach any requests to the worker, supplementary materials showing
specifications, or similar materials if present. If sending a personalized
work request to a foreign national with a residence card, be sure to
attach the residence card.

Duration of Work
(prospective)

Select the scheduled start and end dates.

Attachment Files for
Bank Account
Information

Attach information about the person pertaining to [1& A 58 % 75{& %8
(BR%1) ]being requested in the form of that you received from the
person being requested to perform the work.

Email Address of the
Person receiving the
request

Input the e-mail address of the payee.

© Ritsumeikan Univ. All Rights Reserved.
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

If[B: #E. EMKNLTIEE - BiE %] is selected for [Application Category 1]
v <<¥RHM - HiEERFE>> screen

/F]

e —
mac_irEma A

HRER

Supplemental Materials

Input the planning
details.

Specify the
honorarium/
remuneration.

@ IPINERDYT Fis 2

T

Attach the
supplementary
documentation.

/F]
\FJ
\Fﬂ

Specify the location
and date/time.

Place of Implementation R, O— T
FHORE
il TR [
= A B8~ vm 7 ~ v]u[- v]a
= nrE
3 A B8 CIEar: — 2
No. Item Details

B_#&kiENZA A S1#8: Specify the planning details and conditions corresponding to
the request application.

Event Title Input the planning details.

Event Contents Select the details from the pull-down menu. If you select “
Z D 1th”, input the specific details in the [Z D LD HE]
input field.

Amount of Input the amount of the honorarium.

Honorarium

Applicable Select the applicable standard unit price for lectures,

standard unit price | professional guidance and advice, and similar.
for lectures,
professional
guidance and
advice, etc.

Reasons for Input the reason for specifying the monetary amount if the
setting unit price amount of honorarium/remuneration exceeds the base
other than the base | amount or the requested work does not have a base
amount amount.

BC_FHINA A 71#8: Specify the details of the work corresponding to the request
application.

Supplemental Attach materials that confirm the date, time, locations, and
Materials similar details of the lecture, or professional guidance and
advice (such as event information, letter of request, and e-
mails) if present.

Place of Select either [Z2 ], [2£44], or [E4+ (X254 ) ], and
Implementation enter the specific location by on or off campus.

Date and Time of Select the start and end times and dates of the lecture, or
Implementation professional guidance or advice.

v
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

5_si

expenses are
required.

Specify whether travel

_p Input the payee
information.

Item

Details

B_RBENDE - FE®IR: Specify whether travel expenses are required for the

requested work.

Travel Expenses

Select whether travel expenses are required for the following
items.

® Daily allowance
® Accommodation expenses
® Transportation expenses

B_XHHEICEIF B 153: Specify the details for payment to the person being

requested.

Attachment Files for
Bank Account
Information

Attach information pertaining to the person requested in the
form of [Invoice for Compensation,
Honorarium/Remuneration Payment (Lectures, Specialized
Instruction or Advice, Etc.)] that was filled out by the person
being requested.

Email Address of
the Person
receiving the
request

Input the e-mail address of the payee.

RREIBO Y #
L\ (Handling of
withholding tax)

Specify one of the following: “ft LT+ (FAREH S#HF) 7,
‘BEIEEY (RANDOZILEMN MB) " or BIRGL (5
585 .

® 1% (Honorariums/Remunerations)

® JikE (Travel Expenses)

Method of Payment

Select one of the following payment methods.
o R{TiRIA (EMA) /Bank transfer (domestic)
® fR1T¥RiA (iE4}) /Bank transfer (overseas)

o fRITIRIA (JA5 O FE) /Bank transfer (salary account)
o FIEHE~DIRITIRIA [BRELFEIREME] /Bank
transfer to the affiliated organization [Invoice must be

submitted separately]

o BHEFEL [EMEIBMETE TICHFELE] /Cash
[Application must be made 3 weeks before event]

Remarks column

Input any remarks you want to indicate.
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

If[C: #BRE. 77— - HEWY

v <<¥REN - BHIEHEIEE>> screen

HRER

& %] is selected for [Application Category 1]

I

Input the activity

AREE (AR NEZT (AFMHER) #@E - v|F - v|A- vB® .
details.
~ Specify the
L T honorarium/
remuneration.
it U< HEDLUVGERS) RS, ERTRAETA

Supplemental Materials

& 77

B

Flace of Implementation

Attach the
& supplementary
documentation.

Specify the location
and date/time.

SRS FoUI =0 '3
PHORS
BsaEE ATHI .
- £ A 28 L g - B - v 8
BT
A =l ] =1 & - | - 2
No. Item Details

C_ZRENAEA H1#f: Specify the implemented activity and conditions corresponding to the request

application.

Implemented Contents
Category

Select the category of the implemented activity.

Approval of the Ethics
Review Committee for
Research

From the below, select the Ethics Review Committee for research that
has granted approval and the date of approval.

o AHRE (AHR)
o AEZEZE (BRHER)

Implemented Contents

Input the name of the implemented activity.

Amount of Honorarium

Input the details of the honorarium. For an honorarium, input the
amount of the honorarium in either 2R <] or [ %5]. For a gift, input the
name of the product.

[HEBE. 77— b -
MEMYREDOEELR
]

Select the standard unit price for experiment participants and
questionnaire/interview investigation.

Reasons for setting
unit price other than
the base amount

If you selected “BAfliE #E %48 % 5 Hi&%E" for [ERE. 77—k -
i = B Y SHE DR EE B ], input the reasons for setting the price.

BC_F#IRZE A J148: Specify the details of the implemented activity corresponding to the request

application.

Supplemental Materials

Attach materials to check the details of the activities performed (details
of experiment using participants and questionnaire/interview survey
respondents) if present (such as a notification of permission to
commence research or a research plan). Attach materials that provide
reasonable grounds for payment of liability relief for the participant for
applications submitted to the Ethics Review Committee.

Place of
Implementation

Select either [ ], [F45}], or [F45 (A2 54 ) ], and enter the
specific location by on or off campus.

Date and Time of
Implementation

Select the start and end times and dates for the experiment
participants, questionnaire/interview survey respondents, and similar.

© Ritsumeikan Univ. All Rights Reserved.
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

IC_ZEROE - FEER

Specify whether
transportation
expenses are
required.

Specify the payee
information.

No. Item Details

C_XBEDE - FEFIR: Specify whether transportation expenses are required

for the person being requested.

Transportation Select whether transportation expenses are required.

Expenses

C_ZHHNBICEAT 51&#: Specify the details for payment to the person being

requested.

Attachment Files Attach the invoice for payment of compensation or

for Bank Account | honorarium/remuneration (for experiment participants,

Information questionnaire/interview survey respondents filled in by the
person being requested).

Email Address of Input the e-mail address of the payee.

the Person

receiving the

request

Method of Payment | Select one of the following payment methods if paying in
cash.
® fRITIRIA (ARA%ZE) /Bank transfer (to one's own

account)
o R&FikL RIEBMTE TICHHALE/ Cash -
Application must be made 3 weeks before event
© Ritsumeikan Univ. All Rights Reserved. 84
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

m Work completion (Work performance acceptance inspection)

If[A : BEIATEEFMEE (RREYIZE) ]is selected for [Application Category 1], submit a work completion report
based on the work performance.

4.2.2.1 Flow of operations
The flow of operations for a work completion report is as shown below.

Person whom is

being requested Researcher Research Office

to perform work

Submit the
deliverables and Excel ->| Check the deliverables |
sheet

| Log in to the CAMPUS WEB |

Display the <<Document list>> screen for
compensation and honorarium/remuneration
applications

Create a work completion report

Input the confirmed amount of the
honorarium/remuneration

- 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
: 1
I L 4 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
: 1
| :

| Attach the deliverables |

!

| Register the report application |

wa)sAg Jusawabeuepy aj9A) 3abpng

| Submit the report application |
v

<

Check that the application work flow has  |_,| Inspection and
started approval
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

4.2.2.2 Operation procedures

From the Faculty & Staff Portal System, log in to the CAMPUS WEB, and apply from the [E£F552 T ({FEEREBER

UY) 1link of the <<tATREIRIEA —1 — - THFXE—E>> screen.

o]

® Not required if [Application Category 1] is [B: :&&E. BPINRIEE - BISHF] or [C: HERE. 7> —b - HEWMDER

=L

® Check beforehand that the deliverables are satisfactory.

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

Click the [ T (MEEEEIRIN) ] link and display the
<<Document list>> screen for compensation and
honorarium/remuneration applications.

Display the <<¥REM - F1EEF5>> screen.

V¥ <<Document list>> screen for compensation and honorarium/remuneration applications

XBE—¥%/Document list [31—: & _[51M] ASA - PHEA ]
wazivs | wnrl waEse) @
Q #%/search Q@ My
1 1 IFERRLTVET,
L . HIEE  BCMTHE m— 7
) _ ~ . mEe ” gy EEEy (AR BCMIR ooyves 6 GRS
TG S BEE ZT—52 m Eg AT B e o el | E [ s
= [y
I i — o USRI AE AR FARR 23AAA060002 7 b
ER A g r== - —_
e = wra o1

]m Click the [HR& & 5
(A) ]tab.

m Click the [#¥#] button

A EF/ New registration

of the corresponding
item.

é Create a work completion report.
v <<¥REM - HEEFE>> screen

EBXB/ Browse registered documents [2—%: & (4] BSa ]

REN - =R

AT—92R BEHS REDEYHE
v -
Next page
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4. Personnel Costs and Honorariums/Remunerations -> 4.2 Work Based on Work Performance

Cont

m Input the confirmed

1A(5% T )_ite - SRR

amount of the
honorarium/remunerati
on based on work
performance and
attach the

o

deliverables.

E Click the [Register]
button.

A(RT)_HEHTE - BiRMIRH: Confirm the honorarium/remuneration and
submit the deliverables.

The work flow does not
start just by registering.

Amount of Reward
(Confirmed)

Input the confirmed amount of the
honorarium/remuneration.

Be sure to always
perform “Submit” next to

Remarks column Input if there has been a change from that first

established.

start the work flow.

Attachment Files
for Deliverables
Required

Attach the deliverables.

é Submit the work completion report.
Vv <<¥REM - HEEEE>> screen

This section only describes details of the <<#fjl - & HFF>> screen that are related to work completion. For
other items, refer to 2“If [A : EASEEREKIE (REMWZF) ]is selected for [Application Category 1]” on p. 80.

3B/ Document registration

—B/list | | S/Edit | BHAReuse | EHFE/Update history[ll SBERA(EL)/Submit [

BRI EONESEB Y EEATUE

ML | - BRERIIG0S1

mEe 26 =

o I =
< FHER

2F—92 BEH REDBYEE
Status Current Person
MABCSE HH1EEAE
CEi=) 2024/01/16
Application dat
HEEES 1000842

2360226010001

Click the [Submit]
button.

o

v

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

End
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