e-Trip Quick Start Guide [for Applicants for Research Trips] version 1.1

'e-Trip' enables you to apply for the trips and settle travel expenses by reporting.

Trips followed by 'Guidelines for Travel Expenses for Attending Academic Meetings and Conducting Research Activities'
are expected to apply/report on e-Trip such as trips for attending academic meetings, research trips/invitations, and trips
for short distance. For students' trips for short distance, report and settle travel expenses with the conventional
paper-based format, not on e-Trip.

For tablet users, disable pop-up block in the browser settings and display with for PC websites (For desktop websites) in
advance.

Usage Guide

1. Login to MyWaseda, and select ‘e-Trip’ on the left 2. Select‘e-Trip’ on the bottom left on the flowlites
menu under the ‘Home’ Tab. screen, and select ‘Apply’ on the expanded menu.
MYWASEDA : . (Hdwlites

e

For Faculty: '"Home' Tab

For Staff: ‘University Corporation
Management’ Tab

For Student:’ Research’ Tab

ve-Trip
- Apply
- Report (including trips for short distance)
- Application/Report Search

Select a Type of Trip/Invitation

3. Select 'Apply with Simplified Format' on the 4. Also, select 'Category of trip/invitation', 'Domestic/Overseas’

‘Select your operation” screen and click and 'Type of trip/invitation,' and click ‘Continue’ button on
‘Continue’ button on the bottom right on the the bottom right on the screen.
screen.
Cidwites (Fidwlites
L Seiscyyoun cperuien [ZRMO10E014] & 521 Select your operation[ZBM010S020]

Category of trip/invitation

Select the category of trip/invitation.

s For applications for an invitation, select ‘Domestic’ only when you invite a resident to Japan.

i Select "Overseas’ if the traveller is non-resident who temporarily stays in Japan.
.

] . 1. .:'\Dpl\" 'l"\'it"" Slmpllfled Category of trip/invitation Domestic/Overseas Type of trip/invitation
s L
. Administrative duties ® Overseas Invitation
2. Apply with General rining
Farmat
‘Query on Research subject
. Copy a created
application

Enter Outlines and the Traveller/Invitee of the Trip/Invitation
5. Enter the Period, Nights of Overnight Trip, and Traveler/Invitee info.

Register travellef  Click ‘Clear’ button to change the
default traveller.

Apply for a trip with Simplified Format[ZBM020S010]

1f the screen does not open, please disable pop-up block in the browser settings. Enter nig hts of Next, select one from
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needed. '
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Enter Outlines of Duties

6. Enter Purpose, Institution's info. (its name, address, etc.), ,«‘**-“S“m : h f” ’ I : e
. . . - €arcn ror lnstutution
and Detailed Outlines of duties. // 5
» e
Outlines of duties /’
Select Purpose - )
) scatem urpo P Select the hyperlink
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Enter Accommodations’ Costs /Daily Allowances/Other Expenses Info.

7. Enter Accommodations' Costs, Calculation Guidelines for daily allowances (Pay at the actual cost, the maximum
allowable amount, or the specific amount within the allowable limit), and Other Expenses other than Transport
expenses, Accommodations' costs, or Daily allowances if needed.

Accommodation fee Info. 4

Tick the following if accommedations’ costs are NOT required 1

Payment

s Each person registerec /
recipient

/ Pay at the actual cost (The amount has to be within allowable limit,
Location of =+ o~ AL @ attal:.hEIj.:l

Calculation

Calc . Enter the details in the case of that 1)\
el Pay at the maximum allowable amount the trip has multiple accommodations
Expenses . .
Pay at the specific amount in units of 100 y| Places 2) the trip has the Calculation
Guidelines of either 'Pay at the specific
amount within allowable limit' or 'Pay
at the actual cost,' or 3) you use

\package tours.

In the case of that the trip have multiple accommodations places, or the Calculation GuidelincS¥ )
allowable limit' or ‘Pay at the actual cost, (The amount has to be within allowable limit, and its receipts needs te be attached.)’ then enter its costs per night,
and nights in the following.

Enter a rough estimate if the actual cost per night is not yet confirmed at applying.

When you use package tours or pay out-of-pocket, mention it and register transport expenses with 0 yen in the next screen.

J

Daily Allowance Info.

Tick the following if daily allowances (including the case when the route distance for a day mw

POYment | gach person registerec / o )
’ : Enter the details in the case of that
Calcutaion Pay at the maximum allowable amount different unit prices per day for daily
for Travel e i '
Expenses Pay at the specific amount in units of 10 allowances exist, or 'Pay at the

specific amount within allowable limit'
is selected.

\.
r

el
In the case of that different unit prices per day for daily allowances exist, or 'Pay at the specific amount within allowable limit' is selected, then enter its costs
per day,and days in the following.

J

Other Expenses

Enter the details if you have other
- . . P " | . . L -
slr'lv;iratﬂrv(eezt.lllu\vlng if you have other expenses (such as participation fees, Visa fees, etc.) other than transport expenses, accommaodation costs, or daily expenses SuCh as partICIDatlon feeS,

< Visa fees, etc. J

Select Funds earch for Fund[ZBS030S010]
8. Select Funds for settlement for travel ex_penses’.

Select funds/division to approve the usage of funds - The funds which the
1. Funds Selection (multiple funds can be selocted.) - - o applicant owns are displayed
Select 'Funds Selection’ to search funds. (*Only vourﬂmd;whﬁhaaﬂre ected on Financial Management System will be displayed to s on the bOttom on the screen.

“International academic conference su h%"\mbe distributed individually at the first use.
When there is no indication in the sgarc®sult for funds, please write in the column of *2. Details regarding to funds/Notes to approver:
use Jpternational academic conffence subsidy.

Funds Selection

Enter 'Research Fund
Owner's Name' if you use
funds that you are not
authorized to see.

Filter the results by using
Search Criteria if too many
results are displayed.

Select funds to use for travel
expenses and click 'Select.’
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Reseach Fund funds (E.g. using multiple funds to a bace
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'Search for Fund' screen are displayed
on this screen and select 'Confirm.’

@& Return I v’cmrml




Enter Overseas Trips Info.

9. Enter Emergency contact info, info. regarding to goods/technological info. to be brought or exported,
Safety/Infectious disease risk of the country to visit, and Overseas Travel Insurance's info.

Info. for overseas trips

mEmergency contact info.

MName Telephone

mQuestions about goods, including research equipment, reagents or experimental organisms, or technological info. to overseas institutions
I have goods or technological infe. to be brought or expoerted.
Yes No *required
=If yes, register the above and 'Requirement of any special permission’ on the following General Format screen.

mlevels of the Safety/Infectious disease risk info. for the country/city to visit, and applying for ‘Tabireg' for trips for less than 3 mont
The Safety/Infectious disease risk is nothing or level 1: Travel with caution, including no risk info. Alsa, T completed/will co Regarding to Overseas Travel
Insurance, Faculties and Staffs
(excluding Students) are
automatically applied for the
insurance; however, the others are

needed to apply individually.

Yeg No *required

*If no, register the level of Safety/Infectious disease risk on the following General Format screen. Also, provide a specific reaso
city with safety/infectious disease risk info. of level 2 or higher.

ul agree with the following statement regarding to applying for the Overseas Travel Insurance.
I agree with applying for the Overseas Travel Insurance, therewith it is agreed that Waseda University receives the Death Benefi

Enter Routes Info.

10. Enter routes info. for the trip/invitation.

Register routes in this trip[ZBE020S020] Select Public Transportation.

If the screen does not open, please disable pop-up block in the browser sattings.
— -
Discard the data and go back to the

@

—
previous screen Register routes with taking Shinkansen/Express/JR/Bus with Ekispert Search. *for domestic only
Register routes with taking an airplane

Register routes with taking a taxi/rental car/chartered taxi

Specify Depa_1rtur_e Dat_e. Register routes with ather transportations other than those above
Departure Time is optional. i - -
- — - -
weﬂeﬁse of the time difference for overseas trips, however, continue your process since it does not - —
— y
— . . '
~ | Select Starting/Arrival Places. 'Apply for
the Round Trip (the Departure/Return
Departure DateN | 2018/10/01 Departure Time '/ _, “ntr] routes are the same)' is selected at first;
et = therefore, unselect the check if the
Apply for the Round Tri e— i
(The gzuargl.rlre;{sfl_ur: ru[ltpea can be registered at once ifﬁeﬁutss are the saf THE(PREIIH) Departure/Return rOUteS are dlfferent'
7~ RHEA(ERA MO)
Display Starting/Arrival Place's History - I 4 3
Starting Place N I & #
Arrival Place y I ?
TTan St FoImT S~ - rlw Jm
Re!'narks ) )
(Flight o./Route If you register routes by Ekispert, select 'Search for

routes' after selecting Starting/Arrival Places.

|, Search for routes

Check Registered Info. on the General Format Screen and Apply for Class Cancellation

11. Check if the registered info. is correct on the General Format screen. Also, applying for class cancellation is
available through the button on the top left on this screen. After checking if the registered info. is correct, select
‘Submit Application.’

Apply for a Trip[ZBT010S010]

If the screen does not open, please disable pop-up block in the browser settings.

Temporarily saved I Apply for Class Caﬂcelatlm.‘\ﬂave—uo—classr -~ —~— Submit application
—
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The 'Cancellation of a lecture system'

screen on Course N@vi system will be |
displayed with the registered period for s 2relicatiyy is completed as
the trip. Apply for cancellation with the \
period. _
plication No. \
for trips \
Applicant’s = Applicant's TRy S
name HAL Affiliation BN
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Attach Files and Apply

12. When selecting 'Submit Application' button on the General Format screen, a confirmation screen will be displayed.
On the confirmation screen, you are able to attach files for evidences which are needed to be submitted at
applying (an estimate of or a bill for airfare, an itinerary featuring the flight number and boarding class, the
program of/an invitation to the academic meeting or symposium, etc.)

See 'Guidelines for Travel Expenses for Attending Academic Meetings and Conducting Research Activities' to make
sure the documents to be attached.

3RS/ Application Form for Trips
Attach all documents needed and select T
'Apply.' Select 'OK' and then ‘confirm’ at \; / T~

the following two screens. Now, the _ p———— T~
W . i h \pplicant #E1 (FAEEELAFL) | -~
application is completed. 7 -~ -
k EAVSIMRY Application Form for Trips
1 7 1 JL/Attachment Ve
RiE=/Quotation { Examples of documents to be submitted at s e S —
- it (e Atie j applying: n
F(Ty 7 A I A . .
EOMT 7 O/ Other Attchment] AL ectimate of or a bill for airfare e
ZOA T 7 )LFA/ Other Attachment] - An itinerary featuring the flight number and - oo I T L ——
B Desebe WIEATIRAad 0T
FOAN T 7 LR Otger Attachment boarding class L . - [——
- The program of/an invitation to the academic
%Qfﬂj.?/,L.--.-'*-J_.-"Otl"ex\ meeting or symposium, etc. e
See 'Guidelines for Travel Expenses for
Attending Academic Meetings and Conducting [ e~ sersmnmr TS
Research Activities' for the details. ) R SRR

Submit Paper-Based Evidences

13. An e-mail will be sent to the applicant when an
application/report is submitted. If you have paper-based e
evidences, submit them with a hardcopy of the e-mail to -
the office. Alternatively, a hardcopy of the
application/report form is also allowed.

to the persg

ocuments as the orginal (such as i

ttaching them on system..

—

Examples of documents to be submitted:

- The original documents of invoices and receipts
- Boarding pass stub

*The documents are expected to be submitted as needed. See
'Guidelines for Travel Expenses for Attending Academic
Meetings and Conducting Research Activities' for the details.

Supervisor’s Approval for Students’ Research Trips

14. When students have trips for attending academic
meetings/conducting research activities instructed .
by his/her supervisor, the student needs to specify | sessrmess s2s
'Supervisor' and register info. to specify funds in il scen
messages regarding to funds to be set for
expenses column at applying.

flowlites

(fidwlites
If you get an approval request on flowlites, select
the application for the trip under 'Approval
Request' and approve. At the time, select 'Edit' and
select funds with referring to the messages
entered by the student. EE/Edit

it3&MFES/ Application Form for Trips
FREESRREER FXE

Initial Screen

Submission
Date

-\wiﬁﬁﬁé,’App\wcatwon Form for Trips
=

urgency
Level

2019/03/26

See '8. Select Funds' on this guide to see how to
select funds.




Operating Manual /Guidelines

15. For detailed system operations for e-Trip, see the Operating Manual. For rules for research trips, see ‘Guidelines
for Travel Expenses for Attending Academic Meetings and Conducting Research Activities’

me-Trip Operating Manual [For Applicants for Research Trips/Invitations]
m e-Trip Quick Start Guide [For Applicants for Research Trips]

https://waseda-research-portal.jp/how-to-use/e-trip/

Waseda Research Portal > ‘10. Rule/Procedure of Research Fund’ on the left menu > ‘e-Trip’ on the right menu
m Guidelines for Travel Expenses for Attending Academic Meetings and Conducting Research Activities

The guidelines are in Research Funds Manual (booklet) as a reference material. Visit Waseda Research Portal to

see the guidelines in a file.

Waseda Research Portal > ‘10. Rule/Procedure of Research Fund’ on the left menu >
‘Research Funds Manual’ on the right menu

https://waseda-research-portal.jp/how-to-use/research-expenses-execution/

16. If you have any question while using e-Trip, send

an inquiry under MyWaseda > 'Home' tab >
'e-Trip' menu > 'Inquiry’

MyWASEDA
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e-Trip
eTrip

Inguiry

Manual

—
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System Downtime

17. e-Trip is unavailable from 4:00am to 8:00am every day for communication with other systems or creating
backups. If any other system maintenance will occur, the downtime will be announced on MyWaseda in advance.

Change Language Settings
18. On flowlites, Select EAIRIZEETE' on the left menu, and select 'S5&- B{J%E"
ZEE' on 'S38' column and select 'FEE' button.
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on the expanded menu. Choose '
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