
February 1, 2024

Submission of Documents for
AY2024 Individual Research Allowance

(Sm@rtDB Input Manual)
Division of Research, Kinugasa Research Office/BKC Research Office/OIC Research Office

Online submission of the Report and Plan for Individual Research Allowance was introduced in
AY2021, which can be made through an online application via Sm@rtDB. (It has been available at
OIC since AY2020 ahead of other campuses.)

Please follow the instructions below to fill in and submit the required documents.

1. Submission period: February 1 (Thu.) - March 1 (Fri.), 2024
*If you will be appointed on April 1 (Mon.), 2024, please submit by April 11 (Thu.).

2. Amount of allowance: 390,000 yen

3. How to submit: Online application via Sm@rtDB
- The following screenshots have been created using a dummy ID for testing. They may therefore be different from the actual pages to be displayed.

１ Please access the following URL.
https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=10269

２ The sign-in screen will be displayed. Enter your webmail address and password to sign in.

3 The input screen will be displayed.
When successfully logged in, the name of the applicant will appear in the upper right-hand corner.
First, click on the “Submit to/Contact information” button.
*If you would like to refer to your application in the previous year, please refer to “List.”

Applicant’s name

https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=10269


４ A separate screen will launch.
Specify the Research Office at your campus and click “Select.”
*This is the process to specify where to submit documents on the system. (Mandatory)

Note: For those who are affiliated with a research organization, the three campuses may be displayed in some cases. 
Please specify the Research Office at your campus, and then click the “Select” button.

５ Return to the original screen.
Please specify the date of submission and enter the required information in the Research Progress Report, Research 
Plan, and Research Achievements fields.
*Although a word count is not configured in the system, please fill in each field with no more than 350 characters and write down the
most recent achievements in no more than 10 lines.
*For research achievements, please open the Researcher Database on a separate screen and copy and paste only those from the previous 
academic year. (Input is optional.)
*From the viewpoint of raising awareness for the proper execution of research funds, a questionnaire on the prevention of misuse of 
public research funds is attached to the end of the “Report and Plan.” Your  kind cooperation and reconfirmation would be much 
appreciated.
[Researcher DB research achievement list export page]: https://researchdb.ritsumei.ac.jp/ritap/P300
[How to export the research achievement report]: https://www.ritsumei.ac.jp/research/member/file2016/003/033/033-p02.pdf

Fill in the field with no more than 350 characters.
*If you are retiring at the end of the current academic year, you can
indicate it in the form.

Fill in the field with no more than 350 characters.

Fill in the most recent research achievements in no more
than 10 lines.
*The part exceeding the designated number of lines may be omitted.

https://researchdb.ritsumei.ac.jp/ritap/P300
https://www.ritsumei.ac.jp/research/member/file2016/003/033/033-p02.pdf


6 When you have finished filling out the form, click the “Register” button on the screen. (The “Register” button is 
also located at the bottom of the screen. You can click either button.)

“The document has been registered” will be displayed in red.

- If you want to save for the time being and modify the file, 
please proceed to 7.
- If you wish to complete and submit your work as is, please 
proceed to 8.

7 - In case you want to modify the registered data later
There are two ways of recalling the registered data.

(i) Click the “List” button to bring up the list screen on the new registration screen.
https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=10269

(ii) Enter the list screen URL below.
https://sdb.ritsumei.ac.jp/hibiki/BRDDocumentList.do?func=list&binderId=10269

The following screen will be displayed when you perform either (i) or (ii) above.
Clicking on the “Edit” button on the far right enables you to resume editing.

https://sdb.ritsumei.ac.jp/hibiki/BRDDocument.do?func=insert&binderId=10269
https://sdb.ritsumei.ac.jp/hibiki/BRDDocumentList.do?func=list&binderId=10269


8 - Submitting the completed data
After confirming the message “The document has been registered” in red, click on the 
“Submit” button.
*Note: Once you click the “Submit” button, the submission will be complete and the document can 
no longer be modified.

In case you need to revise something after you have clicked the “Start Work” button, please notify the relevant 
Research Office thereof.

9 When you see the message “Your Research Allowance Research Progress Report and Research Plan have been 
started,” your submission is complete. Thank you.

10 The Research Office will confirm your submission at a later 
date and send an automated message therefor to your webmail 
address.
*You will not be able to reply to this email.



In case you are not certain about how to enter your information

(i) Application Procedure Instruction Video *Available only in Japanese
https://youtu.be/txgrjGUvWTs
- You will be connected to the YouTube channel of the Office of Research Planning and Development of Ritsumeikan 
University. (A soundless video will be played for approximately two minutes.)
- Please note that you may not be able to view the video due to the state of the Internet connection, the PC environment on 
the viewing side, etc.
*This video was produced at the time of the introduction of Sm@rtDB for the AY2021 application. They may therefore be different from the 
actual pages to be displayed.

<Reference> To check your application from the previous year

Your past applications can be viewed at the following URL.
https://sdb.ritsumei.ac.jp/hibiki/BRDDocumentList.do?func=list&binderId=10269&recordId=0&popup=false

Click on the number on the far left of the list to see the details of your application.
Alternatively, you can click on the “List” button at the top left of the screen to display the list above.

https://youtu.be/txgrjGUvWTs
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