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I 1. Overview of e-Trip

I 1-1. What you can do with e-Trip

With e-Trip (business trip system), you can apply for and report on research trips and invitations online.
e-Trips’ Apply/Approve functions use the workflow system flowlites.

You can make both multiple business trip applications in a single application and proxy applications (in
the case where the applicant is not the business traveler).

Please note, however, that it is necessary to make a separate business trip report for each business
traveler, and that it is not possible to report on multiple business trips in one report.

It is also possible both to submit for an application after the trip when it is unavoidably necessary (entry
of reason is required); and to apply for a business trip for the next fiscal year during the current fiscal
year.

You can use e-Trip for the following procedures that are required for trips.

- Cancellation/application procedure (in coordination with CourseN@vi)

- Application to participate in the university's designated overseas travel insurance (only for overseas
business trips). Note also that students must complete procedures outside the system.

- Application procedure for security export control information (or overseas business trips only)

I 1-2. System user/User environment

How to access

Log in to MyWaseda, launch e-Trip from the menu below, and operate via a web browser.
The system is also available from off-campus networks.
Faculty: "Home" tab at the top of the page — "e-Trip" from the menu on the left

Staff: "University Corporation Management" tab at the top of the page — "e-Trip" from the menu on
the left

Student: Top "Research" tab at the top of the page — "e-Trip" from the menu on the left

| System user

The following users have been assigned a menu for using the system.
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- Those who possess Waseda ID (such as faculty members including Professors Emeritus, researchers,
staff members, related staff members, and students)

Those not included in the list above, such as outside students, alumni, retirees and part-time temporary
workers, cannot use e-Trip. In the case where an off-campus person conducts a business trip for project
business, or invites an off-campus person, e-Trip application must be made by a person eligible to do.

| Application by Secretary User (for proxy applications)

Usually, proxy applications are permissible, but in the following cases, proxy application can be
performed more smoothly by a Secretary User (registration required).

Examples;

1. A staff member (Secretary User) of a research lab applies for a trip on behalf of a faculty member
(Represented Faculty).

2. Another faculty member (Secretary User) applies for a trip on behalf of a faculty member (Represented
Faculty).

A Secretary User can access the budget information of the Represented Faculty, so it is possible to select
the budget information in e-Trip during a proxy application.

The secretary user registration is done through the Affiliation Division. Please contact the Affiliation
Division office for details.

| System downtime and usage environment

The system is closed every day from 4:00 a.m. to 8:00 a.m. for inter-system data linkage and backup.
If you want to stop the system at any other time, only stop it after confirming the MyWaseda down time.
In addition, please note that after session startup, if there has been no screen transition for 30 minutes,
the session will time out and the inputted contents will be discarded. If you want to stop the work, for
reasons such as suspending work or taking up other work, please save your input temporarily.

The system usage environment is as follows.

Use from PC

0S: Windows 7, Windows 8, Windows 10

Browser: Internet Explorer 9-11, Google Chrome, Firefox
Use from smartphones and tablets

OS / browser: i0S 8 (Safari latest version of iPhone / iPad);
Android (Google Chrome latest version)

Notes on the use of tablet devices (for iOS): Set Safari pop-up blocking to off / cancel in advance. After
opening the MyWASEDA login screen in Safari, select Display Site for Desktop before using.
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I 1-3. Application for research trip/invitation and Report

| When it is necessary to apply for or report on a research trip or invitation

All business trips conducted in accordance with the Guidelines for Travel Expenses for Attending
Academic Meetings and Conducting Research Activities such as academic meetings, research business
trips (domestic and overseas), invitations, and short-distance business trips require an application and
report (short-distance trips require reporting only).

(Reference) Excerpt from "Guidelines for Travel Expenses for Attending Academic Meetings and
Conducting Research Activities"

<<General guide for both domestic and overseas trips>>

1. Applications for and reports of business trips

For disbursement of travel expenses for business trips, it is necessary to apply in advance to
Waseda University via e-Trip. Please apply far in advance to obtain the approval of your
department office. For overseas trips, even if no disbursement of travel expenses is needed,
application to Waseda in advance via e-Trip is compulsory.

Also, the submission of business trip reports via e-Trip is essential for all trips applied for
(including applications for expenses for inviting researchers). Disbursement will be done after

the submission of the report and its approval, in principle.

| Target of application and report through e-Trip

All matters related to the business trips described above must in principle be applied for and reported via
e-Trip.

However, please apply and report in paper form for the following cases and exceptions which are not
applicable for e-Trip system.

1. Cases not applicable for e-Trip system

Please report/settle the short distance business trip reports of students in paper format, not via e-Trip.
You can obtain the short-distance business trip report style form (C-6) from:
https://waseda-research-portal.jp/download/shuccho/

2. Exceptions (where e-Trip registration is not possible due to system restrictions)

The following business trips cannot be registered due to system specifications, and should be applied for
in paper form (as a business trip request); also, approval, travel expense calculations, and accounting
processes should be completed outside the system. Paper forms (business trip request) can be obtained
from the above-mentioned URL.

Examples:
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1. When it is necessary to apply for a business trip before the arrival of a faculty member to the post (i.e.
before the Waseda ID has been issued)

2. When taking another business trip within an approved long business trip
(Duplicate schedules cause system errors and thus cannot be registered in the system.)

| Approval process for application for and reporting of a trip via e-Trip

The step-by-step process for approval of applications for and reporting of research trips/invitations and
for completion of short distance business trip reports are described below.

Research trip application process

¢ Research business trip application process and roles

Steps Entity in charge Actions / system operation
Enter information required for travel approval and calculation of travel expenses
. . - Including trip summary (traveller, duties), route, accommodation, expenses information (payment
1. Business trip Traveller or applicant | | TEcipient), budget information
application PP Overseas insurance application, existence of exported goods, registration of information related to
travel to dangerous area (overseas travel only)
3 You can apply for multiple people in one application. It is permissible to make proxy applications.
' WAS Arrange air tickets and hotel reservations and input the estimated cost. (When tickets are arranged by
2. Arrangement (Waseda Universit WAS, WAS will enter such information.)
of tickets N sty X If the applicant is arranging the trip, this step is omitted because the applicant enters the details
Academic Solutions) - -
when applying for the trip.
3. Approval by Approval of trip plan and business information of the traveller
labor Travellers' affiliation % When simultaneous applications are made by faculty members belonging to multiple departments,
manag(.ement approval will be circulated to all related departments.
section Finalization of budget information (only when it has not been decided in 1. Business trip application)
i 4. Approval b
: crisigFr)nanagey— International Office Approval of the risk involved in travel to a dangerous area
E"“m@DF SQ@![QD,_—— % Only in the case of business trips to overseas locations with travel risk level of 2 or more
Expenditure assessment/ budget allocation for each expense
5. Approval of
research Budaet management | | Travel expense calculation
expenses by 9 nag Items including confirmation of data calculated by the system, documentation check and income tax
management section calculation
section Approval of the application as a whole (to be approved at step 6 if there is approval of expenses not
L governed by regulations)
6. Approval of ! Dean of research
expenses not promotion division Approval of expenses not govermned by regulations
not governed Dy regulations
govemed by or dean of other pp P 1
~.. Tegulations .. division in charge
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Research trip report process

+ Research trip reporting process and roles

Steps Entity in charge Actions / system operation
Registration of information necessary for reporting and expenses settlement
. Report contents, business details, expense information added or changed at the time of reporting
1. Trip report Traveller or applicant
% One business trip must be reported for each traveller. Report can be submitted by either the
applicant or the traveller.
\/
Final check of expenses
2. Approvil of - Confirm that the travel report content matches the calculation of expenses at the time of application.
researc
expenses by Budget management Expenses calculation (only if added at reporting time)
management section
section

3. Approval of

expenses not

governed by
--...regulations .-

Approval of the application as a whole (to be approved at step 6 if there is approval of expenses not

govemned by regulations)

Dean of research
promotion division
or dean of other
division in charge

Approval of expenses not governed by regulations. (Only when there are expenses not governed by
regulations at the time of report (although there was not at the time of application))

4. Approval of
financial process
by accounting
section

D ———

Payment
—

Accounting section

Financial approval (automatic payment request made to financial system)

% Make a final check that claims match documentation and give financial approval. A payment request
document is created automatically in the financial system and payment is made.

Short distance business trip report process

+ Short distance business trip report process and roles

Steps Entity in charge Actions / system operation
1. Short distance Traveller Input of trip purpose, route, budget information
business trip (Only the person % A separate report must be made for each traveller. Only the person traveling may apply.
report "y p However, Waseda affiliated members can apply on behalf of non-affiliated persons who cannot use the
traveling may apply.) e-Trip system.
—
2. Approval of Content check
research
expenses by Budget management Expenditure assessment / budget allocation for each expense
management section
section Approval of short distance travel reports
4. Approval of Accounting section Financial approval (automatig payment request mad_e to finar?cial_syste_m)
financial process % Make a lflnal check that cIa}ms match dlocumlentatlon and give flnanmlal approval. A payment request
document is created automatically in the financial system and payment is made.
 ——
Payment
—
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I 1-4. Rules governing research trips and invitations

Domestic and overseas research trips and Invitations are subject to the following rules.

“Rules on Travel Expenses” (HRERIE)

“Rules on Overseas Dispatch of Faculty and Staff” (BEEDBIVES (CRIT DRIE)
"Rules on Travel Expenses for Attending Academic Meetings and Conducting Research
Activities" (FRRURREIRICIHDIREE (CRET DiR1E)

In addition, the following operation and calculation criteria have been established for data that has been
defined in detail based on the above-mentioned rules.

"Guidelines for Travel Expenses for Attending Academic Meetings and Conducting Research Activities"
https://waseda-research-portal.jp/how-to-use/research-expenses-execution/
(See reference 4)

Please apply for research trips and invitations in advance, referring to the above-mentioned rules and
operation and calculation criteria.

I 1-5. Contact

Please inquire at the relevant section (depending on the content of the case) about the following
situations regarding business trips and training.
- Inquiry about the rules governing research trips and invitations, and allotted budget;
= Affiliation office, or accounting section dealing with the budget
- Inquiry about the use of the system for cases other than the above;
= Please submit an application form through MyWaseda.
Faculty: Upper "Home" tab — "e-Trip" — “inquiry” from the left side menu
Staff: Upper "corporate management" tab — "e-Trip" — “inquiry” from the left side menu
Student: Upper "Research" tab — "e-Trip" — “inquiry” from the left side menu
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| 2. Initial screen operation [for both research trips and invitations]

e-Trip uses the flowlites document management system.
This section mainly explains operations on the initial flowlites screen.

I 2-1. Launch the application screen

When using the trip system, log in to MyWaseda and select e-Trip on the left menu. After startup, select
Apply from the left menu under e-Trip. You will transition to a screen where you can select your desired
operation.

(mlites

{-l
=/
Initial Screen
- . . ~ 0 o
» Application “ = 1 E‘| Ej %
b X i) L &) © 4 >
» Approval Application(s) Approval Post Application(s)in  Application(s) Application
Message Waiting for Request Confirmation approval Successfully ‘Waiting for
Submission Request process Approved Substitute
» Reference Approval
» Personal Environment
Sefting
System Process Omost recent itemOdisplay item (most recent3day(s)) EDisplayM

Customized Menu

Operation History

» Query on Research subject
information

» Invitation grant

» Future payment receivable

* e-Trip

Apply

Report (including trips for short
distance)

Application/Report Search
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| Select your operation

Select one of the following Application modes, depending on the content of your application, and press

the Continue button.

Select your operation[ZBM010S010]

Apply

1. Create a new application

@ 1. Apply with Simplified # Recommended for a trip with single traveller. The application has only picked data,

Format and is specialized for a simple trip.
2. Apply with General # Recommended for a trip with multiple travellers. Duties and expenses such as
Format accommodation costs, and daily allowances can be registered for multiple travellers at
once.
3. Copy a created # A new application can be created by copying a similar created application.
application

Select 'Report’ on the left menu for Report Trips for Short Distance.

2. Continue with a created application.

1. Apply with a declined/canceled/saved
data

v Continue

No. Application mode Use

1 Apply via Simplified [Where the application content is simple, as in the case of application for

Format one business person.
Apply via General o . . .

2 When it is necessary to enter multiple business trips or other expenses.

Format
Copy a created . . N N
3 When applying with citation of past application content.

application

Apply with a declined /

When applying from the status of declining/ cancellation / temporary
Four | canceled / saved data

storage.
status

If you selected 1. Apply via Simplified Format or 2. Apply via General Format, select the appropriate

Category of trip/invitation and press the Continue button.
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Select your operation[ZBM010S020]

Category of trip/invitation

Select the category of trip/invitation.

= For applications for an invitation, select 'Domestic’ only when you invite a resident to Japan.
Select 'Overseas’ if the traveller is non-resident who tempararily stays in Japan.

Category of trip/invitation Domestic/Overseas Type of tripfinvitation
@ Research @ Domestic @ Trip
_' Administrative duties ) Overseas _ Invitation
_' Training
@ Return v Continue
No Item Input content

o Depending on the type of business trip/invitation, select from among
1 | Trip/invitation type ) .
research / school affairs / training.

5 Domestic/ Select either domestic or overseas depending on the destination of the
Overseas Category | trip.
Trip / invitation ) ) o
3 Select either Trip or Invitation.

category

If you selected 3. Copy a created application or 4. Apply from declined / canceled / saved data status,

select your application category from among the list of application reports.

Application/Report Search[ZBS070S020]

1f the screen does not open, please disable pop-up block in the browser settings.

Copy a created application and create a new application.
Select the Application No. (blue hyperlink) to be copied.

*The applications listed include data you applied, and data you are registered as a traveller.

Search criteria -

Search result

Application Period Institution's/ (Academic) con... Institution's ad..
1 1900014000 2019/04/04~+2019/04/04 5 FEmE
2 1800016000 2019/03/26--2019/0
3 P—— }%ﬁumm Click on the blue link to open the report in the input screen.
4 1800033000 2019/03/22~+2019/03/22 Elzsﬁéﬂﬂﬁéﬁ FIERT AR FomE
5 1800013000 2019/03/19~~2019/03/21 EFEEHT HREE=Z
& 1800012000 2019/03/04~2019/03/06 R RAlT IR
7 1800047000 2019/03/04~2019/03/04 AR . FEHE
g8 1800029000 2019/03/01~~2019/03/01 oo¥Es ALEEALET FomE
9 1800023000 2019/02/11~2019/02/14 = AR—ILELRE oML WREE
10 1800020000 2019/02/04~2019/02/07 AR ILET RS AL FEEER
2 m F
10 E pagel of2z ¢ M O Items 1 to 10 are displayed, out of 15.

@& Retum
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| Operation button

The following table shows the trip system operation button and the action when pressing the button.

Manual operation

No Action when pressed
button
2019/04/04
oA Apr 2019 L
S M T W T F S
12 3@ s
1 7 8 o 10 11 12 1= | This button displays the calendar for designating days such as starting date
141516 1718 18 20 of 5 trip. It is also possible to enter days directly as text.
21 22 23 24 25 26 2
28 29 30
2 +) This button is for displaying a search screen.
3 @ Add Press this button to enter additional items. When the button is pressed, the
A
input screen opens.
4 2 Modify Press this button to modify content already entered. Select the item and
' press the button to open the modify screen.
c = Press this button to delete content already entered. After selecting the item,
) press the button to delete the item.
Press this button (which will open a sub screen and reflect data on the
6 7/ Confirm screen for trip application) to confirm data after an item (such as traveller’s
information, duty or travel route) has been selected and entered.
This button is for submitting the application. If you press the button after
7 Submit application | |entering the required items, it will transition to the screen to specify the
approved route.
_ Temporarily saved button. Press this button to save the content and re-edit
8 Temporarily saved )
it later.
N This is a hint icon. If you touch this button it will display a hint about
: entering items.
A button to enter the amount of expenses in foreign currency. It will set the
10 Foreign Currency amount of yen converted using the rate at the end of the month preceding

the month of the date of receipt.
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I 2-2. Application/Report Search

Select Application/Report Search from the left menu in e-Trip to display the search screen

(ﬁ%lites

Initial Screen

» Reference

» Personal Environment Set-
ting

System Process

Customized Menu

Operation History

oA PR D

» Query on Research subject
information

» Invitation grant

b Future payment receivable

veTrip

Apply

distance)

Report (including trips for shart I

Application/Report Search

- ® ° - - e
M 2 W @ v &
DR Applicstion(s)  Approvsl Fost Applicstion(s)in  Apglication(s)  Application
r— Waiing for Request Confimation  spproval process  Successfully | Waiting for
Submission Request Approved Substitute
Approvel
Omast racent itam (most

0

B Display Al

(fidwiites

» Reference

» Personal Environment Set-
ting

System Process

Customized Menu

BISE P RRDE

Cperation History

} Query on Research subject
information

» Invitation grant

b Future payment receivable

we-Trp
Apely

Report (including trips for shart
distance)

Application/Report Search

1f the scraan does not open, please disable pop-up block in the browser sattings.

This screen displays created applications/reports. (The applications/reparts listed at first ars trips/invitations, which start for the past twe years, you

applied/zpproved. )

Open the 'Search criteria’ area and change conditions te narrew down the conditions, or change the period, ete.

Search criteria

Search result

Application Report

-

1900014000
1800016000
1800042000
1800033000
1800013000
1800012000
1800047000

1800029000

Womod m o kW R

1800023000

-
o
-
-

10

of2 » M| O

0] 1 o4

page 1

Period
2013/04/04~2019/04/04
2013/03/26—2019/03/28
2013/03/22—2015/03/23

Institution's/ {Academic) conf... Institution's add.. Purpase
& U
RERERT WRELE Toih

B FE&it s F BRI IR ¥ &R

Click on the blue link to open

{03 8= 7 FEAD Egedup - FARC LV
2013/02/11~2019/02/14
2013/02/04~—2019/02/07

the report for

T BT LR ook
P st | P a B ol o
WA= EERRLE

LSS

A A B A

A A B A
>

Items 1 to 10 are displayed, out of 15.
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2-3. Application for a Student's Research Trip and Supervisor Approval

If a student is going on a research trip, the approval of the supervisor is required.

Application for a Students’ Research Trip

If you wish to apply for a research trip conducted by a student, please specify Supervisor and apply.
For other operations, please refer to 3. Apply via Simplified Format Screen (Domestic/Overseas) and

thereafter.

[Example: Student operation screen)

T .
(fidwlites
I Apply for a trip with Simplified Format[ZBM020S010]
If the screen does not open, please disable pop-up block in the browser settings.
Discard the data and go back to the \'Select your operation)’
screen
Qutlines of trip/invitation
Trip/Invitation type Research - Domestic Application Date  2019/05/13 ™
. Applicant's P .
Applicant's name - Affiliation School of Political Science and Econc
Period 2 ~ = 0 nights 0 days overnight trip 0 nights

Apply

Travellers/invitees' info.
Traveller Name - Aﬁ'ha:":::‘: School of Poltical Science and Ecol Name of £

Status
Application/Report Search
rel s Faculty/Staff No. of Eupervisor
Supervisor = Name

Outlines of duties

Report (including trips for short
distance)

Purpose C‘Eﬂéﬁ‘:ii:m [ Research trly ] Others
Institution's Address (Entr the prefe i .
Institution's/ If you click the search button to the right of
(Academic)
conference’s name the Faculty/Staff No. of Supervisor section
Statu;ﬁ in the [ Board member ] Resteirch DrtGenetra
prevememon =™ the Search for Faculty/Student/External

party"screen will be launched in a separate
window.
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Search for Faculty/Student/External party[ZBS010S010]

Search criteria

Faculty/Student/Contractor's ID
Name ®E3

Affiliation of Department
e-mail address \ . .
The student applying selects the target supervisor
Faculty/Student/External party Faculty

after searching for the name of his / her

supervisor.
Search result
Faculty/Studen... Name Affiliatio... Affiliation's N... Facult.. Status Name of Stat... e-mail z
1 0000508202 #83 40100 BrsEETS Faculty 113 Associate Pr... _
Faculty

Since students are not authorized to view financial information, for the entry under Research Fund
Owner's Name shown below, it is necessary to input the name of the project supervisor, and also 2.
Details regarding funds/Notes to approvers to specify items such as which budget will be used. Fill in the

information required for application for a trip and submit.
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au:umm!a!lun cus!, or !al 'y allowances.

Initial Soreen
Application

Approval Select funds/division to approve the usage of funds

Reference 1. Funds Selection {multiple funds can be selected.)

Select 'Funds Selection’' to search funds. (¥*Only your funds which have reflected on Financial Management System will be displayed to
+ Personal Environment select.)

Setting
"International academic conference subsidy™vill be distributed individually at the first use.

‘When there is no indication in the search result for funds, please write in the column of 'Z. Details regarding to funds/Notes to approvers’
below that you will use "International academic conference subsidy.

e-Trip

Apply
Funds Selection

Report (indluding trips for
short distance)

Division to approve the usage of funds

Applicaticn/Report Search

Selected Funds

Enter the research representative's or co-investigator's name in 'Research Fund Owner's Name' column if you use funds that you are not
authorized to see in Finance Management System.

Enter details regarding to funds in '2. Details regarding to funds/Notes to approvers.'

Research Fund
Owner's Name

i 3

2. Details regarding to funds/Notes to approvers
Enter the following info. to this column if needed.

#Details regarding to funds if no fund is selected at 1. Funds Selection. (Info. to specify funds such as Project's name, Research
Project's name and Research Category)

#Messages/Notes to the division to approve the usage of funds. (E.g. using multiple funds to a receipt/invoice, and having subsidy
from other arganization)

| Approval of Supervisor

The Approval request will be sent to the designated supervisor. It can be confirmed on the opening
e-Trip screen that the notification has arrived.

[Example: Supervisor operation screen]

(mlites

0

0
w b &

T

X 5

Application(s) Approval Post Application{s) in  Application(s) Application
Waiting for Request Confimation approval process  Successfully Waiting for
Submission i

Request Aporoved Subsiitute

When the approval request has been
received, the number of approval requests
received will be displayed in the upper right
corner of the "Approval Request" icon.

In the case shown here, one request has
been received.

Dmaost recent itemOdisplay item [most recent3day{s))
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0

0 _
o B v 53

Matification Post Ap|
Message [Confirmation  apg R R . .
Request If you choose this option, it will

transition to the screen for

Sating confirmation and approval of

imaost recent item 1display item
System Process

application content.

Customized Menu

Operation History

PIBM R R QL

HaREEF
- . 180014400075 03E:S - IR 2012002019
¥ Query on Research sub- SN S e 4 ~2018/03/18 Jonn Dee
ject information EEUEE

The supervisor who received the approval request via flowlites approves the business trip and presses the
Edit button to select the budget according to the content described by the student.

(ﬁ?allites

Initial Screen

]

| Approve | | Fetum | | Save |

e |

L4
3
-«
=
Q

B)ERFI-F

Select funds/division to approve the usage of funds

1. Funds Selection (multiple funds can be selected.)
Select 'Funds Selection' to search funds. (*Only your funds which have reflected on Financial Management System will be displayed to select.)

"International academic conference subsidy"will be distributed individually at the first use.
When there is no indication in the search result for funds, please write in the column of '2, Details regarding to funds/Notes to approvers’ below that you will

Uscain PES = dar=nce subsidy.
| Funds Selection | I

Division to approve the usage of funds

Selected Funds
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Select funds/division to approve the usage of funds[ZBX4005010]

Fund Infa.

(=] Delete

Division Project/ Researc.. Project/ Research Project_.. Abbrevi.. Researc.. Organization wi... Approver's name

@ Return %" Confirm

When the Add button is pressed, the allocated research budgets (selectable) are listed. Please check the
relevant budget (according to the content applied for by the student) and press the Select button.

Search for Fund[ZBS030S010]
Faculty No 0000251710
Faculty name 1
Organization which provides
subsidy
, Search X Clear
Search result
[] Fiscal vea... Division Project/ Research P... Project/ Research Project_name
A 2019 Er&EES A B1K5002802101 fits 8- BT - WFLaR 002
2 W 2019 HEiEEEES R e BA0100000000 1.\ s
= [] 2005 HrotdTis e 1 Hr 3 4 Eag=nonononn L= HERAHEh
a [ 2019 ErEEEe T HA BAD&00000000 e oL T
{ >
mﬂ page 1 of 1 O Items 1 to 4 are displayed, out of 4.
@ Return %" Select

After you click on the Select button, if you click on the Approval for a Trip button at the top of the input
screen, the screen will transition to the original trip application form.
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Apply for a Trip[ZBT0105010]

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

Temporarily saved Apply for Class Cancellation/Make-up-Class I Approve for a Trip

Evidence Info. (Tick the following if applicable.) -

O Any additional paper-based evidences

*Submit paper-based evidences with an e-mail sent when this application is completed as a front cover to the persons in charge of the funds immediately.

Dutlines of trip -

When you return to the original trip application screen, to approve the business trip application, click on
the Approve button on the upper right of the screen.

e .
(Tidwlites
& EE A | WEEIZEE/Application Form for Trips
Initial Screen | Approve | |I Fy— | | p— |
Submizsion Date | 201904110 Urzency Levsl |1<ormJ |-\pp]1caul _:l
H3F B % Application Form for Trips
EEdit|
kit ich|
afEE 5l Research-Domestic
b ek SR FALERTI-F K11
BT TEEE
Z01S/KLIFZELTIO/BEITIESI A8 1 /Erolocoooooo/EAWRE B HEH
* Query on Research sub-
ject information TEEE
# Invitation grant
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3. Apply via Simplified Format Screen (Domestic/Overseas)

In e-Trip, system input will be integrated as much as possible with the conventional procedures used

with various forms and application destinations. The contents entered will be the original data

automatically linked to the financial system, and the essential data for application for overseas travel

insurance. Please carefully review the precautions regarding data entry when you apply for a business

trip.

I 3-1. Items to be entered in research trip application

The items to be entered in a research trip application are listed below. With some exceptions, it is

possible to modify or add to the content during the approval process.

ORequired ARequired when payments are made ARequired for overseas trips

No Item Input content Required
Trip period, trip purpose, division planning the tri

1 [Outlines of trip p!a P PUTP . g J g O
(Business Management Division)

2 [Traveller's information |Search / select Traveller O

3 |Outlines of duties Allocation of duties O

4 |Route information Enter the traffic route from starting place to destination
IAccommodation fee ] ] ] ]

5 1 ) Enter information for nights of accommodation AN
information

6 Daily allowance Calculated daily allowance based on traveller's status and N
information number of days, location of accommodation. -
Other expenses )

7 ) Details of all other expenses A
Information -
Detailed requests for . . . . .

i .| Via WAS arrangements: the information required for ticket

8 [ticket arrangements via

arrangements
WAS

9 Subsidy from other If there is a subsidy from another institution: content and
organization amount

10 Calculation criteria for Data for income tax calculation in cases where, e.g., a fee
income Tax is paid to an off-campus person
Funds/division to

11 Japprove the usage of Choose the budget to be utilized A
funds

12 Payment recipient Scheduled information such as payment payable date and A
information invoice number for each payment recipient
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Reason for expense

Any cost exceeding the maximum amount specified in the

Registration (‘“Tabi-Reg)

'Tabi-Regi'

13 |above official regulations ] AN
o regulations, a reason for that excess
limit
14 [Supplementary note Enter Supplementary note
Accompanying i i )
) Information as to whether or not there is accompanying
15 [family/emergency . i ) A
family; and emergency contact information
contact
16 |Pledge Attached overseas trip pledge A
Overseas travel o o )
17 | . . Overseas trip insurance application information A
insurance information
Export security control . ) ) .
18 |. ] Export information regarding cargo to be carried overseas A
information
i i ) Information regarding danger and infectious disease risk
Safety/infectious disease| . _ . .
19 | ] in the visiting city, and reason for travel in the case of level A
risk information ) )
2 risk or higher
20 Overseas Travel Information as to whether or not you have registered at N

I 3-2. Operations with the Apply via Simplified Format screen

The input of trip summary and expenses information on the Simplified Format screen is especially

important for obtaining approval of a trip application and calculating the travel expenses. Items in red
need to be completed.

The Simplified Format screen is suitable for business trips by one person involving visit to a single

business venue (institution) during a trip, engagement in a single item of business, and daily allowances

that do not extend across two locations.

% In cases involving such aspects as multiple business venues or business venues straddling two

locations, please input via the Apply via General Format screen.

| Trip outline (required)

The Outlines of trip/invitation screen is shown below.

Trip/Invitation type

Outlines of trip/invitation

Research: Domestic

Applicant’'s name w1

Period

Application Date | 201804110 "

Applicant’s =
Affiliation

e 0| nights

Pk s

He

0 days owernight trip 0 nights

No.

Item

Input content

Input
required
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1 [Trip/Invitation type

Trip type is displayed. It will be set automatically based on
the menu from which the input began. No input is
required.

2 |Application Date

Application date (the day you entered) will be set
automatically. No input is required.

3 [Applicant's name

The name of the person applying is automatically set. No
input is required.

4 |Applicant's Affiliation

The name of the applicant's affiliated division name is set
automatically. No input is required.

5 [|Period

Select starting and end dates under period. The initial
values for the number of days/nights are suggested based
on the inputted period. (3% In the case of overseas trips, O
the period between the day of leaving your home and the
day of return must be selected as trip period.)

6 |Overnight trip

Enter the number of nights when you will be in transit by
road or air during the business trip period. Include that
number in the number of nights and days during the
business trip period.

Reason for delayed
application

State the reason why the application was made after the
trip. If there is no statement in this section in the case of
application after a trip, an error will be indicated and you
will not be able to apply. This section appears only in the
case of late applications.

Traveller information (required)

On the entry screen, these items of traveller's information will be set automatically: applicant's name,

affiliation, status.

At least one traveller must be specified. If two or more people are travelling, you cannot register via the

Simplified Format screen. Please apply via the General Format screen.

Travellers/invitees' info.

Register travellersiinvitees'

nfa.

Traveller Name &1

The applicant for this trip is displayed. To change the traveller, select the 'Register travellers/invitees’ infa.”

Affiliation’s | .. .o.2

- Mame of
Name =

Status

Professor

If you want to change the business traveller information, click on Register travellers/invitees’ info.

button to open the information input screen. Since the applicant is set initially, please clear the setting

contents using the Clear button and then search for the relevant business traveller.
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Faculty/Student, or external -

Faculty/Student/Contractor's
10

Enter Country of residence, infa.
income tax,

Register travellers/invitees' info.[ZBE0105S010]

% Clear

Select 'Clear’ to change the traveller/invites.
Select one from ‘Faculty/Student, or exrernal party’ and s=arch 2 traveller/invitee by selecting the magnifying glass icon.

party

Mame vl _ Rl

Affiliztion's Name

Name of Status

Category ',  Category A

e-mail address

Country of residence

Applicable/Inapplicable for
Income Tax Convention

Eguivalent to transport Mo
EXDENSES

Expenses Equivalent to Mo

Accommadations Costs

kohno@wsseda jp

related to Incoms Tax Convention, and Adding Amount for Income Tax to calculate

Affiliation
Code

Status

Apply for
Income Tax ) -
Conwvention

No.

Item

Input content

Input
required

party

Faculty/Student, or external

Select on-campus or off-campus person for the
traveller. Search for the traveller's position via
Faculty/Student/External party below.

Affiliated person: Faculty, staff, related staff (acquire
the personnel information from personnel database).

Non-affiliated person: Student, non-affiliated person
(acquire the payment recipient information financial
system)

1D

Faculty/Student/Contractor's

Retrieve results from the Search for
Faculty/Student/External party screen. If you are
affiliated with Waseda, you will get a Faculty/Staff No.,
and if you are a student or a non-affiliated person, you
will get a contractor ID number.

Name

Get the traveller's name by searching on the
Faculty/Student/External party screen.

Affiliation's Name

Get the name of the traveler's affiliated division by
searching the Faculty/Student/External party screen.

Affiliation Code

Get the code of the traveller 's affiliated division code by
searching the Faculty/Student/External party screen.

Name of Status

Get the status of the traveller by searching the
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Faculty/Student/External party screen.

2 lstat Get the traveller 's status code by searching the
atus
Faculty/Student/External party screen.

Select a category based on the Guidelines for travel
8 lcat expenses for attending academic meetings and
atego
gory conducting research activities. Specify a category for

calculation of daily allowance.

Get the traveller 's e-mail address by searching the
Faculty/Student/External party screen. If you cannot
9 |e-mail address obtain the value, enter a functional e-mail address for the O
traveller. Approval notifications will be sent to this e-mail
address regarding application for a trip and reporting.

If you would like to calculate your income tax, please enter the data listed below.

. Select the country of residence of the travelling
10 |Country of residence o
person/invited person.

Applicable/Inapplicable for |Select the operating/non-operating tax treaty for the

11
Income Tax Convention country selected as the traveller's country of residence.

12 Apply for Income Tax Select to indicate whether or not you will apply or have
Convention applied for exemption under a tax treaty.

13 Equivalent to transport Select Yes if you include transport expenses in the
expenses income tax calculation.

» Expenses equivalent to Select Yes if you include your daily allowance in the
accommodations costs income tax calculation.

i Select Yes if you include Other expenses in the income
15 |[Equivalent to other expenses

tax calculation.

The entry screen and items on the Faculty/Student /Contractor search screen that opens when the

Faculty/Student/Contractor's ID button is clicked are listed in the chart below. In the case of a staff
member holding a dual position, the information for the principal and additional position will be
displayed in the search result. As a general rule, please select principal affiliation. When you click on the
Search button, the value is set on the Business traveler information input screen.
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Search for Faculty/Student/External party[ZBS0105010]

Search criteria

Faculty/Student/Contractor's ID 0000251710

Name
Affiliation of Department

a-mail addrass

Faculty/Student/External party Faculty

Search result

., Search Clear

Faculty/Student... Mame Affiliatio... Affiliation’s N... Facult.. Status MName of Stat... e-mail ;
0000251710 e 40100 Pkt Eays it i} Faculty 111 Professor 1
Item Input
No Input content .
required

Faculty/Student/Contractor's

Search Traveller using the following numbers for each
status.
Faculty, staff and related staff: Search by

1
1D Faculty/Staff number
Student, off-campus person: Search by
contractor’s ID number
2 |Name Search for the traveller's name via prefix search.
3 |Affiliation of Department Search traveller 's affiliated division via prefix search.
4 Faculty/Student/External If the person is Waseda affiliated, faculty or staff

party

member can be designated.

Outlines of duties (required)

The input screen Outlines of duties and its items are as explained below.
Note: You will be required to enter the details of business in the destination city, but there is no need to
enter here days for moving, such as departure date and return date, for either domestic or international
travel.)

If you have multiple business tasks, please enter them in the free text section. As the inputted contents

of the business information will be used in the assessment for your daily allowances, please enter

business information for each day. However, if you are engaged in the same business in repeatedly in the

same city, you can enter it for multiple days.
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Outlines of duties

Purpose [ academic conference [ reszarch trip [ others

Institution's Address

Institution's/ {Academic)
conference's name

{Enter the prefecture and municipality for domestic locations of duties.)

Status in the conferance [ Board member [ research presentation [] General participation

Detailed Outlines of duties (optional if the duty is for 'Academic conference')

*Register details about the duties with how the duties relate to the ressarch funds.

For confersnces/mestings, enter the name and affiliation of the participants,

Alsa, if this trip has multiple duties, note it with its period and the info. mentioned above (Purpose, Institution's/{Academic) conferance’s name, Institution's
address, and Status in the conference) in the following column.

Item Input
No. Input content .
required
1 |Purpose Enter the appropriate business content. O
Enter the address (town/city) of the institution where the O
o business will occur. For overseas trips, search and select
2 [Institution's address . oy —
the city name from the Search for destination/visiting
institution screen.
o Enter the name of the institution where the work will
Institution's/ ]
. occur. For overseas trips, search for and select an
3 |(Academic) N o
, institution from the Search for destination/visiting
conference's name L
institution screen.
. Only displayed in the case of overseas trips. Values of
4 |Location A/B ) . . . .
Location A and Location B will be displayed automatically.
5 |Status in the conference | Select the traveller’s status at the academic conference.
. Describe the content of the business (optional if the duty is
6 |Free text section ] O
related to the academic conference).
Press the button search and select the location and name of the traveler's institution. When the

link in the Institution Code of Search result is pressed, values are set in the Outlines of duties field. If no

search result is shown, please enter the text in the middle part of the dispatch destination search screen.

25/89




Search for destination/visiting institution[ZBS0205010]

Search criteria

Country Mame in Japaness

Country Name in English

at

City Mame in Japanese Ik

City Name in English

. Searc Clear
If no search result is shown, enter the text,
Country Mame
City Name dt= Setting
Search result
Country Cods +... Country Name in Japanase Country Name in Eng... City Mame in Japanese
1 156-39 F[E China dbs=m Beiji
2  156-8 F[EF China d= Beiji

Accommodation fee information

The entry screen is shown below and items of hotel nights expenses are explained thereafter.

Accommodation fee Info.

[ Tick the following if accommedations’ costs are MOT required.

Pay.n'!ent Each person registerec
recipient
Location of - Location
Accommodation . AB

Calculation
Guidelines for
Travel
Expenses

In the case of that the trip have multiple accommeodations places. or the Calculation Guidelines for Travel Expensas is either "Pay at the specific amount
within allowable limit' or 'Pay at the actual cost, (The amount has to be within allowable limit, and its receipts needs to 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 cut-of-pockst, mention it and register transport expenses with 0 yen in the next screen.

Item Input
No. Input content .
required

Tick the following if ] o )
- In such cases as subsidy from other organization, if
1 [accommodations' costs ) ) ) o
] nights of lodging are not required, check this item.
are NOT required.

Select Payment recipient for accommodation costs. For
vendor payment, select Other and search for Payment
2 [Payment recipient recipient on the Register details of payment recipient
screen.

Per traveller/invitee
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WAS

Waseda University Co-op

Dummy (Account not registered)

Other

Name of person applied for
Note: Select Dummy (Account not registered) for the
payment recipient for the case of a traveller who does
not have a registered account and for the case of an
invited person.

Location of
Accommodation

Enter the location of the accommodation. Institution's
Address will be automatically set in Outlines of duties. In
case of overseas trips, search the city and obtain the
values of Location A or Location B based on the
information for the selected city.

4 |Location A/ B

Select Location A or Location B from Location of
Accommodation/Duties. If the value cannot be obtained,
Location B is displayed.

5 |Calculation method

Select calculation method:

Actual expenses (within the specified upper limit: a
receipt attached) or

Regulatory limit (The amount is set separately in
multiples of 100 yen within the specified range.)

6 |Free text section

In the case where there are multiple destinations for
lodging, or in the cases where the amount is either set
separately in multiples of 100 yen within the specified
range; or set as actual expenses (within the specified
upper limit, with a receipt attached), enter the cost per
night and the number of days for disbursement below. If
you do not know the cost per night when applying, enter
an approximate amount. If you purchased or made
advanced payment for a package including transport
expenses, indicate as such and register Transport
expenses as 0 yen on the next screen.
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| Daily Allowance Information

The entry screen for daily allowance information is shown below, and the detailed item input information
follows.

Daily Allowance Info.

O Tick the following if daily allowances (including the case when the route distance for a day trip does not exceed 300 km for round trip) are NOT requirad.
Payment recipient Each person registerec

Calculation
Guidelines for A4
Travel Expenses

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

Input
No. Item Input content ;
required
Tick the following if daily
allowances (including
1 the case when the route |Tick the box if the case corresponds to the conditions on
distance for a day trip  |the left.
does not exceed 300 km
for round trip.
Select a payment recipient of daily allowance.
For vendor payment, select Other and search for
Payment recipient on the Register details of payment
recipient screen.
Per traveller/invitee
2 |Payment recipient Dummy (Account not registered)
Other
Note: Select Dummy (Account not registered) for the
payment recipient for the case of a traveler who does
not have a registered account and for the case of an
invited person.
Select the calculation method.
Regulatory limit
3 [Calculation method Actual expenses (within the specified upper limit, O
receipt attached) or the amount is set separately in
multiples of 100 yen within the specified range.
In the case where the amount of daily allowance is
different depending on the day, or in the cases of “the
4  [Free text section amount is set separately within the specified range,”
enter the amount for each day and the number of days
for disbursement below.
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| Other Expenses

If you have any expenses other than transport expenses, accommodation costs and daily allowances
(e.g. participation fee, visa application fee), please enter them in the free text section.

Other Expenses

Enter the following if you have other expenszes (such as participation fees, Visa fees, stc.) other than transport expensas, accommedation costs, or daily
allowances.

| Budget Implementation and Research Funds Management Divisions

If the applicant can select budget as a source of financing, click on 1. Funds Selection (multiple choices
can be selected) and select the budget. If you are unable to select the budget used, please enter detailed

information about it (e.g., project name, research project name and research category) in Research
Fund Owner's Name and in the free text section.

- If you can select a budget

Apply for a trip with Simplified Format[ZBM0205S010]

Salect funds/ divisson to approve the usage of fun,

;. !:md: Selection (multiple l;-u:-d: can :I;- selecte Search fﬂr Fund[ZBSﬂ3ﬂSﬂ 1“]
alect Funds Selecticn’ to paarc ndi. (S0nky your by

Faculty No 0000251710
"International scademic conference subsidy il & !
- & - & For fun
\hh._‘: there is no indication in the search result for fum Esculty name M
ence pubaidy, ¥
Organizatien which provides
subsidy

Diwision to approve sage of lunds

Search X Clear

Search result
Selected Funds

[ Fiscal vea.. Division Project/ Research P.. Project/ Research Project_name
1 Ll 2015 ECEERRE fA1 B1KS00803101 BHE - - FRHER002
2 | 2019 EadEwEE s BAO100000000 B.LHAR
rtar the resanrch representath's o conivastgates | 3 LT 015 ERERTE #A BAO500000000 e T L
Emtar dataild rennrdimg 0 funds o 2, Detsils regarding 4 | |

ERERERE R

SA0EO0000000 el ResuIRagRh

Rasearch Fund
Ownar's Namag

Select a budget for
financial source and then
click on the Select button.

2. Dwtails regarding to funds /Motes to approvers
Enter the folgwing infy. to this solumn i needed.
B Datnils regarding ta funds if as fund is salected at 1
Rasanreh Catagary)

& bessages/fotes to the divislon to approve the usag

>

0] W 4 pagel ofl » H O Items 1 to 4 aradisplayed. out of 4.

# Retun
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Select funds/division to approve the usage of funds[ZBX400S010]

Fund Info.

@ Add [=] Delete
[ Fiscal Yea... Division Project/ Researc... Project/ Research Project_... Abbrevi.. Researc.. Organization wi...
O 2019 HEMEEYHW ®A1 840100000000  EAMES PN ek <

Confirm the budget information and
click on the Confirm button below

(g-,_l Return

Approver's name

R EEEIIE BRI -7

- If you are unable to select a budget

Funds Selection

Division to approve the usage of funds

Selected Funds

Select funds/ division to approve the usage of funds

1. Funds Selection {multiple funds can be selected.)
Select 'Funds Selection' to search funds, (*Only your funds which have reflected on Financial Management System will be displayed to selact.)

"International academic conference subsidy”will be distributed individually at the first use.
When there is no indication in the search result for funds, please write in the column of '2, Detsils ragarding to funds/Notes to approvers’ below that you will
use "International academic conference subsidy.

Enter the research represantative’s or co-inves
Finance Management Systam.
Enter details regarding to funds in '2. Det

Research Fund
Ownar's Name

EfREA

2. Details regarding to funds/MNotés to ap

Enter the budget information (such as research
project name, project title and category of the
budget) in Research Fund Owner's Name and in
the free text section. Also, please enter other
information as messages/notes addressed to the
accounting staff (e.g., designating budget for
combined use, subsidy from another institution).

Enter the following infa. to this colymn if m

Research Category)

Daily Allowance = = *

not zuthorized to s=e in

#Detzils regarding to funds if no/fund is selected at 1. Funds Sslaction. (Info. to spacify funds such as Project’s nams, Ressarch Project's name and

4 Messages/Motes to the division to approve the usage of funds. (E.g. using multiple funds to a receipt/invoice, and having subsidy from other organization)
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| Information for overseas trips (required for overseas trips)

The items that must be provided in applications for travel abroad are described below.

Info. for overseas trips

sEmergency contact info.

MHame Telephone

mQuestions about goods, including research eguipment, reagents or experimental organisms, or technological info. to overseas institutions
I have goods or technological info. to be brought or exportad.
O Yes O No *required

#1f yes, register the above and 'Requirement of any special permission’ on the following General Format screen.

mlevels of the Safety/Infectious dizease risk info. for the country/city to visit, and a2pplying for 'Tabireg' for trips for less than 2 months.
The Safety/Infectious disease risk is nothing or level 1: Travel with caution, including no risk info. Alsa, I completed/will complete "Tabireg.’
O Yes O Mo *required
*If no, register the level of Safety/Infectious disease risk on the following General Format scresn. Also, provide a specific reason for making a trip to a
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.

[] 1 agree with applying for the Overseas Travel Insurance, therawith it is agreed that Waseda University receives the Death Benefit.

Persons eligible for this insurance is listed under 'the website about the Overseas Travel Insurance.’

Applying for the insurance for the Additional Option Types or for dependents cannot be completed on this system.

If needed, submit "Overseas Travel Insurance Application Form (Consent Document for Death Benefit Recipient Spacification)’ to Campus Insurance
Centar.

the website about the Overseas Travel Insurance:http:/ fweb.waseda.jp/welfare /fukurikousei/ryockousyougai.html

[ apply for the additional Option
[ apply for insurance for dependents

Item Input
No. Input content .
required
Enter the name of the emergency contact person who can O
Emergency contact . ) .
1 N be contacted in Japan in case of emergency during a
ame
business trip abroad.
Enter the emergency contact person's phone number. @)
2 Emergency contact Note: In the case of a staff member, enter the office

Telephon . .
clephone outside line number (number that can be called even

outside of daytime business hours).

Enter export goods carried overseas (including items to be O

sent) such as research equipment, reagents and
Export goods or ] ) )
o . |experimental organisms, and any technological
3 [technological information| ) )
. information to be provided overseas. If you select Yes, a
to overseas institutions . . .
notification will be sent to the Research Collaboration &

Promotion Center.

Levels of the Enter the level of the safety information and infectious @)
Safety/Infectious disease| disease risk information of the country/city you are going
risk information and to visit, and indicate whether or not you have registered

applying for ‘Tabireg' for Overseas Travel Registration (‘Tabi-Regi) if the travel
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period is less than 3 months. In the case of
safety/infectious disease risk of level 2 or higher, you need
to state the reason of traveling and acquire the approval of
the Division in Charge of Safety Management for Overseas
Trips (International Office). Also, it is not permissible to
apply for the business trip unless you have completed
Overseas Travel Registration (‘Tabi-Regi).

Overseas travel insurance will be arranged automatically

L based on the content inputted into the system. However,
Application for the i ] )
e-Trip system automatically only arranges basic type
5 |Overseas Travel ] ] ] ] ]
insurance. If you wish to add options or include family
Insurance . )
members, you will need to submit separate paper

documents.

Route information

Enter the required information via the Simplified Format screen, and click on ¥ Contnue fo register outes | 4
transition to the Register routes in this trip screen.

The entry screen and items of travel route information are described below. If you used WAS to arrange
overseas school business trips/training trips, it is not necessary to enter the route which was arranged
by WAS.

As for overseas school business or training trips, please do not input travel routes for the following
expenses at the time of business trip application, since the following expenses will be covered by
miscellaneous expenses (20,000 yen):

(1) transportation expenses for travel between home and airport in Japan;

(2) transportation expenses for travel between airport and accommodation facilities at business
destination, and transportation expenses for business venue (e.g., bus, train, taxi); and

(3) other small expenses.
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Register routes in this trip[ZBE0305020]

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

Discard the data and go back to the
& W W
previous screen route continue

[Route Entry in progress)]

*The registered routas are displayed in order of its Departure Date.

The routes may be displayed nat in order of the actual journey because of the time difference for overseas trips, however, continue your process since it does not affect the following process.

_ Continue without entering sny Set [Route Entry in progress]

and

Public =
K1 Apply for the Round Trip Amount of ian ©
(The Departure/Raturn routes can be registerad at once if the routes ars the sama.) Expenses o sl M= ]
.:rrll::l PI:i: '
e
{Flight Mo./Route
Info.,etc.)
SRS
Item Input
No. Input content ;
required
Select Public Transportation from among the
choices below. Select Use Ekispert to
perform Ekispert Search. Ekispert will
calculate the fare for travel excluding the
route covered by commutation pass(s).
Register the route for travel by train/bus
1 | Public Transportation using Ekispert. O
Note:
Register routes for travel by air
Register a route for travel by taxi/charter
car/car rental
Register routes for travel by transportation
other means than the above.
Enter departure date and time for the
outbound route. Enter the time as a 4-digit
Departure Date ) )
number (no entry is also possible). Only
2 |and . _ . O
) departure date and time are required. Arrival
Departure Time . . .
date and time are only displayed in the case
of air travel.
3 | Apply for the Round Trip Select this when registering round trip travel.
If you click on this button, the starting places
4 ., Display StartingfAmival Place's History . .
and arrival places that you entered in
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previous applications will be displayed.

Starting Place

Enter the starting point of the trip. If Use
Ekispert is selected, select from Ekispert 's
suggested station names.

Arrival Place

Enter the end point of the trip. If Use Ekispert
is selected, select from Ekispert 's suggested
station names.

Transit Point

Enter the transit point of the trip. If Use
Ekispert is selected, select from Ekispert 's
suggested station names.

Application Use of Student Discount

If you checked Use of Student Discount,
Ekispert search will retrieve a student
discount fare. (This may not be used for trips
for administrative duties or training.)

Display

route

This search button accesses Ekispert Search
when Use Ekispert is selected under Public
Transportation. Enter departure date and
time, starting place, and arrival place, and
click on this button to transition to the
Ekispert search screen. Click on this Display
route button after Ekispert Search is
completed and the searched route will be
displayed.

Note: In the case of Ekispert search for
Shinkansen routes, the designated seat
charge is displayed initially.

10

Change the Search

criteria

Click on this button to access and modify
Ekispert search criteria (starting place,
arrival place, public transportation).

11

Payment recipient

Select Payment recipient of transport
expenses. Select the recipient for each item.
If there is more than one traveler using the
same route, select Per Traveller/Invitee so
that every traveler is paid the same amount.
In the case of paying to a vendor select
Others and search Payment recipient in the
Register details of payment recipient screen.
Traveller 's name
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Per Traveller/Invitee
WAS

Waseda University Co-op
Other

Name of person applying

Search a payment recipient if you selected
Other under Payment recipient.

12 | Register details of payment recipient |Contractors can be searched from three
categories of vendors, dummies and
Division.
Enter amount of expenses. If you check
Apply for the Round Trip, be sure to enter the
13 | Amount of expenses

round trip cost. It is not necessary to enter
this if WAS arranged the trip.

14

Remarks (Flight No./Route Info., etc.)

Enter flight number and route information. If
Ekispert is selected, the route name is
obtained from the Ekispert search results.

15

Reason for using higher class

Enter the reason for using a class higher than
the class stipulated by the traveller’s status
classification when travelling by air.

16

Taxi and car rental use reason

If you select Taxi/Charter Car/Car Rental
under Public Transportation, an error will
occur if you do not enter a reason. If you are
using a chartered car, even if you request
WAS arrangement, enter the reason in the
Reason for taking a taxi/charted taxi /rental
car, or upgrading seats before requesting
WAS to arrange it.

17

Ekispert search result
(cheap/fast/convenient)

Get cheapest fare, quickest travel or most
convenient routing from among the Ekispert
search results.

18

Route distance

Get the length of a route from Ekispert
search results.

19

Any duplicated route with commuter
passes'

If there is a deduction for commuter passes
in the Ekispert search results, check whether
or not there is a duplicated route with
commuter passes.

20

Reason for taking a
Shinkansen/limited express
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limited express: one way 80 km or longer), if
you do not enter a reason an error will occur.
Click on this button to add details to the
Add the route above to the i i .
21 > inputted items on the transportation route
[Registered Route] . . "
screen in your itinerary.
9 R S Click on this button to continue without
: nehi= entering any travel route.
23 _, Set [Route Entry in progress] and Click on this button to confirm the content of
i continue the inputted travel route and continue.
24 _, Set [Registered Route] and Click on this button to confirm the content of
} EIErDE the registered travel route and continue.

Submit application

Enter the route information under Register routes in this trip screen, and when you transition to the Apply

Submit spplication

for a Trip screen, check the inputted content and press the button on the upper right of the

screen to submit your trip application.

3-3. Submission of paper-based versions, modification or cancelation after
applying

Please refer to 7. Post-application and post-report responses.
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| 4. Application with General Format screen (domestic/overseas)

I 4-1. Entry items for research trip application

Please refer to 3-1. Entry items for research trip application.

I 4-2. Apply via General Format screen (1)

This is the method for input of the trip summary and expense information via the Detailed Entry screen;
this is particularly important for obtaining approval of a trip application and calculation of the travel
expenses.

| Evidence Information

The input screen and items of Evidence Information are described below. If there is paper-based
evidence to be included in the submissions, check the box. An email will be sent after the application was
completed, so please use that email as a cover and attach the paper-based evidence and submit it to the
person in charge of the funds.

Evidence Info. [Tick the following if applicable.) -

O Any additional paper-based evidances

*Submit paper-basad evidences with an e-mail sent when this application is completed as a front cover to the persons in charge of the funds immediately.

| Outlines of trip (required)

The Outlines of trip screen is shown below, and the items are explained thereafter.

Outlines of trip -
N R Application Ma. . e 0
Trip typa Research: Domestic for trips Application Date | 2018/04/10
Applicant’s e Applicant's b o
name e affiliation =L oo ne
Period 201004118 -~ 2010m4/15 0 nights i days  overnight trip 0 nights
Re=ezrch trip
Purpose/Qutline of visit
Reason of delayed
application
I request for ticket arrangament for Waseda University Academic Solutions Carporation (WAS).
O Reguest for ticket arrangement
Item Input
No. Input content .
required

This will be displayed and set automatically based on the

1 [Trip type . . . .
starting menu. No input is required.

2 |Application No. for trips | This will be displayed automatically when the application is
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submitted. No input is required.

3 |Application Date

This will be set automatically. No input is required.

4 |Applicant's name

This will be set automatically. No input is required.

5 |Applicant's Affiliation

This will be set automatically. No input is required.

6 |Period

Select the start date and end date of the business trip. The
number of nights and the number of days are suggested
automatically, based on the business trip period. If you
transition from the simple input screen, the inputted
content is reflected automatically.

7 |Overnight trip

Enter the number of nights when you will be in transit by
road or air during the business trip period. Include that
number in the number of nights and days during the
business trip period. When you transition from the simple
input screen, the inputted content will be reflected
automatically.

8 [Purpose/Outline of visit

Enter the purpose and a summary of the trip. When you
transition from the Apply via Simplified Format screen, the
inputted content will be reflected automatically.

Reason for delayed
application

In the case of a delayed application after the trip, enter the
reason for the lateness. If you do not enter a reason at the
time of late application, an error will result and you will be
unable to apply. When you transition from the Apply via
Simplified Format screen, the inputted content will be
reflected automatically.

Request for ticket
arrangement via Waseda
10 [University Academic
Solutions Corporation
(WAS)

Tick the box to request that WAS arrange your tickets or
accommodation.
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| Travellers/invitees' information (required for travel by one or more people)

The entry screen and items of Register travellers/invitees' information are described below. At least one

traveller must be specified.

Register travellers/invitees' info.[ZBE010S010]

Selecr ane from "Faculty/Student, or exrernzl party” and s=arch a traveller/invitee by selecting the magnifying glass icon.

Faculty/Student, or extemal Faculy/Staff v
party
Faculty/Student/Contractor's
D -
Name
o Affilistion
Affilistion's Name Code
Name of Status Status
Category . -
e-mail zddress
S0TR045 | ~ 0 nights 1 days
Period
209904115 ™ cwernight trip 0| nights

Enter Country of residence, info. related to Income Tax Convention, and Adding Amount for Income Tax to calculate
income tax,

Country of residence L
Applicable/Inapplicable for w Inc.:':r?lv'lf:; - v
Income Tax Convention Convention
Eguivalent to transport No 5
=xpenses
Expenses Equivalent to Mo =
Accommedations Costs
Equivalent to other expenses Mo W
@8 Retumn v Confirm
item Input
No. Input content

required

Select affiliated or non-affiliated person for the traveller.
Search for the traveller's position via
Faculty/Student/External party below.
Faculty/Student, or external Affiliated person: Faculty, staff, related staff (acquire
party the personnel information from personnel database).
Non-affiliated: Student, non-affiliated person
(acquire the payment recipient information from the
financial system)

Retrieve results from the Search for

Faculty/Student/External party screen. If you are an
Faculty/Student/Contractor's] i )
2 D affiliated person, you will get a Faculty/Staff No., and if
you are a student or a non-affiliated person, you will get

a contractor ID number.

3 I Get the traveller's name by searching on the o
ame
Faculty/Student/External party screen.
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Affiliation's Name

Get the name of the traveller 's affiliated division by
searching the Faculty/Student/External party screen.

Affiliation Code

Get the code of the traveller 's affiliated division by
searching the Faculty/Student/External party screen.

Name of Status

Get the status of the traveller by searching the
Faculty/Student/External party screen.

Status

Get the code of the Traveller 's Status from by searching
the Faculty/Student/External party screen.

Category

Only displayed if the traveller is an off-campus person.
Specify a category for calculation of the number of days.

e-mail address

Get the traveller 's e-mail address by searching the
Faculty/Student/External party screen. If you cannot
obtain the value, enter a functional e-mail address for
the traveller. Approval notifications will be sent to this
e-mail address, entitled, "Trip Application and Report
Approval."

10

Period

Trip/invitation period. The values in the Outlines of trip
screen are entered as initial values. You can specify a trip
period for each traveller. The trip period indicated on this
screen is used for calculating daily allowances and for
checking for trip overlaps.

11

Overnight trip

Enter the number of nights when you will be in transit by
road or air during the business trip period. Include that
number in the number of nights and days during the
business trip period.

If you would like to calculate your income tax, please complete the following.

12

Country of residence

Select the country of residence of the travelling
person/invited person.

13

Applicable/Inapplicable for
Income Tax Convention

Select operating/non-operating tax treaty for the
country selected as the traveller's country of
residence.

14

Apply for Income Tax
Convention

Select to indicate whether or not you will or have
applied for exemption under a tax treaty. Select to
indicate whether or not you will apply or have applied
for exemption under a tax treaty.

15

Equivalent to transport
expenses

Select Yes if you include transport expenses in income
tax calculation.
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Expenses Equivalent to
[Accommodations Costs

16

Select Yes if you include your daily allowance in income

tax calculation.

17 |Equivalent to other expenses

Select Yes if you include Other expenses in income tax

calculation.

The Search for Faculty/Student/External party screen and items on screen that opens when the

Faculty/Student/Contractor's ID

button is clicked on are described below. In the case of a staff
member who holds a dual position, the information for the principal and additional position will be

displayed in the search results. As a general rule, please select principal affiliation. When you click on a

search result, that value is set on the business traveller's information input screen.

Search criteria

Faculty/Student/Contractor's ID
Name msEEE

Affiliztion of Department

e-mail address

Faculty/Student/External party Staff

Search for Faculty/Student/External party[ZBS0105010]

Search Clear
Search result
Faculty/Student. . Mame Affiliatio.. Affiliation's N.. Facult.. Status Name of Stat.. e-mail i
1 Z137110001 WEEEswfE. 13711 wEEEsm.. Staff 341 Administrativ... Z1371100
2 Z137110002 wsEEEEwEE.. 13711 R EEHW.. Staff 511 Dean/Directo... Z1371100

Item
No.

Input content

Input
required

Faculty/Student/Contractor's

Search the traveller using the following numbers for
each status:
Faculty, staff and related staff: search by

1
1D faculty/staff number
Student, non-affiliated person: search by
contractor’s ID number
2 [Name Search for the traveller's name via prefix search.

3 |Affiliation of Department

Search for the traveller 's affiliated division via prefix
search.

Faculty/Student/External
party

If the person is Waseda affiliated, faculty or staff
member can be designated.
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| Outlines of duties

The input screen Outlines of duties and its items are as explained below.

Note: You will be required to enter the details of business in the destination city, but there is no need to
enter here days for moving, such as departure date and return date, for either domestic or international
travel.)

Please enter outlines of duties for each destination and for each item of content, since the inputted
business information contents will be used in the assessment for your daily allowances for categories A
or B. However, if you are engaged in the same business repeatedly in the same city, you can enter that
business for multiple days.

Register outlines of this trip[ZBE020S010]

Traveller/Tnvitea Fml w  *multiple choices can be salected.

Period of Duties j | 2018/04/15 |~ | 2019/04/15

Enter {Academic) conference's name and the Status in the society for trips for Academic conferance and enter Institution's
name for research trips.

Institution's/ {Academic)

conference’s nams

Institution's Address

Purpose [ Ressarch trip [ academic conference [ Othars

Status in the conference [0 soard member [ Research pressntation [ General participation
@ Return %7 Confirm
Item Input
No. Input content .
required
Select Traveller. If multiple people have the same
1 [Traveller/Invitee business, you can select and enter more than one person O

at a time from the pull-down menu.

] ) Enter the number of days on which work will occur. It will
2 |Period of Duties ) ) ) ) @)
be an error if dates outside the trip period are elected.

o . .| Enter the name of the institution where the work will O
Institution's /(Academic) ) o
3 , occur. For overseas trips, search and select an institution
conference’s name o o
from the Search for destination/visiting institution screen.

Enter the address (city/town) of the institution where the O
o business will occur. For overseas trips, search and select
4 [Institution's Address ] )
the desired city name from the Search for

destination/visiting institution screen.

5 |Purpose Select the content of the travel business. O

6 [Status in the conference |Select the traveller's status at the academic conference. O
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Please click on the ™ button and search and select the institution's location and name. When a link in

the Institution Code search result is clicked, those values are set in the Outlines of duties section.

Search for destination/visiting institution[ZBS0205010]

Search criteria

Country Mame in Japaness
Country Name in English
City Mame in Japanese =

City Name in English

. Searc Clear
If no search result is shown, enter the text,
Country Mame
City Name dt= Setting
Search result
Country Cods +... Country Name in Japanase Country Name in Eng... City Mame in Japanese
1 156-39 F[E China dbs=m Beiji
2  156-8 F[EF China d= Beiji

If no search result is shown, please enter the text under Name of institutions in the middle of the

dispatch destination search screen above.

Route information

The Register routes entry screen is shown below and the items are explained thereafter.

Register routes in this trip[ZBE0305S020]
If the screen does not open, please disable pop-up block in the browser settings.

Discard the dsta and go back to the | Continue without entering any , et [Route Entry in progress] and
L . W W .
previous screen route continue

[Route Entry in progress]

*The registered routes are displayed in order of its Departure Date.

The routes may be displayed not in order of the actual journey because of the time difference for overseas trips, however, continue your process since it does not affect the following process,

Public %
Transpertation
Departurs Date 201900415 iz Departure Time Payment Ezch person registered v
recipient
K1 apply for the Round Trip Amount of 0 il
(The Departure/Return routss can be registered at once i the routes are the same.) Expenses L £

, Display Starfing/Arrival Place's History
Starting Place
Arrival Place

Transit Point

Remarks
(Flight Ne./Route
Info.,ete.)

_ Add the route abave to the

[Registerad Route]
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No.

Item

Input content

Input
required

Public Transportation

Select the appropriate transportation from

among the choices (shown below) in the

pull-down menu. Select Use Ekispert to

perform Ekispert search; it will calculate the

fare for travel excluding the route covered by

commutation pass.

- Register the route for travel by train/bus
using Ekispert.

- Register routes for travel by air

- Register a route for travel by taxi/charter
car/car rental

- Register routes for travel by other means

than the above.

Departure Date and Departure Time

Enter departure date and time for the
outbound route. Enter the time as a 4-digit
number (no entry is also permissible). Only
departure date and time are required. Arrival
date and time are only displayed in the case
of air travel.

Apply for the round trip

Select this when registering round trip travel.

. Display StartingfAmival Place's History

If you click on this button, the starting places
and arrival places that you entered in
previous applications will be displayed.

Starting Place

Enter the starting point of the trip. If Use
Ekispert is selected, select from Ekispert 's
suggested station names.

Arrival Place

Enter the end point of the trip. If Use Ekispert
is selected, select from Ekispert 's suggested
station names.

Transit Point

Enter the transit point of the trip. If Use
Ekispert is selected, select from Ekispert 's
suggested station names.

Use of IC cards

Select to indicate whether or not you will use
an IC card.

Application using student discount

If you check Use of Student Discount,
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Ekispert search will retrieve a student
discount fare. (This may not be used for
trips for administrative duties or training.)

Display

route

This search button accesses Ekispert Search
when Use Ekispert is selected under Public
Transportation. Enter departure date and
time, starting place, and arrival place, and
click on this button to transition to the
Ekispert search screen. Click on this Display
route button after Ekispert Search is
completed and the searched route will be
displayed.

Note: In the case of Ekispert search for
Shinkansen routes, the designated seat
charge is displayed initially.

10

Change the Search

criteria

Click on this button to access and modify
Ekispert search criteria (starting place,
arrival place, public transportation).

11

Payment recipient

Select Payment recipient of transport
expenses. Select the recipient for each item.
If there is more than one traveler using the
same route, select Per Traveller/Invitee so
that every traveler is paid the same amount.
In the case of paying to a vendor select
Others and search Payment recipient in the
Register details of payment recipient screen.

Traveller 's name

Per Traveller/Invitee

WAS

Waseda University Co-op

Other
Name of person applying
Note: For persons with no registered
account or invited persons, select Dummy
(other account not registered) as payment
recipient.

12

Register details of payment recipient

Search a payment recipient if you selected
Other under Payment recipient.
Contractors can be searched from three
categories of vendors, dummies and
Division.
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Enter amount of expenses. If you check
Apply for the Round Trip, be sure to enter the

13 | Amount of expenses ) ]
round trip cost. It is not necessary to enter
this if WAS arranged the trip.
) Enter flight number and route information. If
Remarks (Flight No./ Route Info., . ) )
14 Ekispert is selected, the route name is

etc.)

obtained from the Ekispert search results.

15

Reason for using higher class

Enter the reason for using a class higher than
the class stipulated by the traveller’s status
classification when travelling by air.

16

Taxi and car rental use reason

If you select Taxi/Charter Car/Car Rental
under Public Transportation, an error will
occur if you do not enter a reason. If you are
using a chartered car, even if you request
WAS arrangement, enter the reason in the
Reason for taking a taxi/charted taxi /rental
car, or upgrading seats before requesting
WAS to arrange it.

17

Ekispert search result
(cheap/fast/convenient)

Get cheapest fare, quickest travel or most
convenient routing from among the Ekispert
search results.

18

Route distance

Get the length of a route from Ekispert
search results.

19

Any duplicated route with commuter
passes'

If there is a deduction for commuter passes
in the Ekispert search results, check whether
or not there is a duplicated route with
commuter passes.

20

Reason for taking a Shinkansen
/limited express

If the usage guidelines are not met
(Shinkansen: one way 100 km or longer;
limited express: one way 80 km or longer), if
you do not enter a reason an error will occur.

21

Add the route above to the
L¥
L
[Registered Route].

Click on this button to add details to the
inputted items on the transportation route
screen in your itinerary.

22

 Continue without entering any
¥
route

Click on this button to continue without
entering any travel route.

23

_ Set [Route Entry in progress)] and

continue

Click on this button to confirm the content of
the inputted travel route and continue.
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Set [Registered Route] and

Lo

24

continue

Click on this button to confirm the content of
the registered travel route and continue.

Note:

In Ekispert there is no information for some stations and routes, as in the case of fixed
route buses. If you cannot obtain the desired result from Ekispert do not press the
Ekispert search button; rather enter as shown below and click on the Register button.
However, if the route is included in the route covered by Commutation Allowance
supply provided to the traveller, please do not enter it, so as to prevent double
payment (since it is not possible to exclude commutation routes systematically).

Accommodation cost information

The entry screen and items of Register Accommodations' Costs are described below.

Traveller/Invitee w1l
Date 2018/04/15 |~
Location of Accommodation

Use of Package Tour 'y []

Payment recipient Each person registered

Register details of payment
recipient

Calculation Guidelines for Travel
Expenszes

Unit price
nights

Amount of Expenses

Register Accommodations' Costs[ZBE0405010]

*Travellers/invitees can be registered at the same time, if their amount of allowable limit ar unit price is the same.

201900417

w  *multiple choices can bs sslected.

fH-_ Return v Confirm

Item Input
No. Input content )
required
Select Traveller. If more than one person has the same
i specified maximum amount, it is possible to select and
1 [Traveller/Invitee O

menu.

enter more than one person at a time from the pull-down
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Enter the dates for which accommodation is needed. It will

2 |Date be an error if you select any days outside the trip period as
entered in Traveller's Information
Enter the location of the accommodation. In the case of
overseas trips, the city is searched and the value for

3 Location of Location A/Location B is acquired from the information for

[Accommodation

the selected city. If you have multiple accommodation
locations during a trip, create accommodation cost
information for each accommodation location.

4 |Location A/ B

Select Location A or Location B from Location of
Accommodation/Duties. In the case of domestic trips or
when the value cannot be obtained, Location B is
displayed.

5 |Use of Package Tour

If you have arranged for a package trip (accommodation
nights, tickets and Shinkansen as a set), tick this box and
enter the amount.

6 |Payment recipient

Select Payment recipient for accommodation costs.
Select the recipient for each item. If there is more than
one traveler using the same accommodation, select Per
Traveller/Invitee so that every traveler is paid the same
amount. In the case of paying to a vendor select Other
and search Payment recipient in the Register details of
payment recipient screen.

Traveller 's name

Per Traveller/Invitee

WAS

Waseda University Co-op

Dummy (Account not registered)

Other

Name of person applied for
Note: Select Dummy (Account not registered) for the
payment recipient for the case of a traveller who does not
have a registered account and for the case of an invited
person.

Details of payment
recipient

Search a payment recipient if you selected Other under
Payment recipient.

Contractors can be searched from three categories of
vendors, dummies and Division.

8 [Calculation method

Select from among actual amount, specified maximum
amount, set unit price, and no payment.
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Enter the number of nights of accommodation.
Note: If the amount is not finalized for some reason

9 |Unit price (such as foreign exchange), enter the approximate unit
price of accommodation nights. (Zero yen input is not
permitted.)

10 | Nights Enter the number of nights' accommodation.

Calculate the total accommodation expenses based on the

11 |Amount of Expenses

inputted unit price and number of days/nights.

Daily allowance information

The daily allowance information entry screen and entry items of are shown below.

Register Daily Allowance[ZBE040S010]

*Travellers/invitees can be registered at the same time, if their amount of allowable limit or unit price is the same.

Traveller/Invites
Dats

Location of Duties

Payment recipient

Register details of payment
racipient

Calculation Guidelines for Trawvel
Expanses

Unit price
days

Amount of Expenses

2018/04/15

Each person registered ~

~  *multiple choices can be salected.

Yo~ 2019/0417

& Return %" Confirm

No.

Item

Input content

Input
required

Traveller/Invitee

Select Traveller. If multiple people have the same
number of days of travel, you can select and enter more
than one person at a time from the pull-down menu.

O

Date

Enter the dates in the itinerary for calculation of the daily
allowance. It will be an error if you select any days outside
the trip period as entered in traveller's information.

Location of Duties

Enter the venue where you will conduct your trip business.
In case of overseas trips, search for the relevant cities and
select them as Location A and Location B from the listed
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search results.

4 |Location A/ B

Select Location A or Location B from Location of
Accommodation/Duties. In the case of domestic trips or if
the value cannot be obtained, Location B is displayed. If
your work involves both location A and B during your trip
period, create multiple daily allowance information. If you
travel or have duties at Location A and Location B on the
same day, select Location A for both, regardless of the
value selected in Location of Accommodation/Duties.
Note: However, if you only pass through Location A as a
transit point, and if Location of Duties and Location of
Accommodation are both Location B, it is treated as
Location B.

5 |Payment recipient

Select Payment recipient for daily allowance. Select the
recipient for each item. If there is more than one traveler
with the same amount of daily allowance, select Per
Traveller/Invitee so that every traveler is paid the same
amount. In the case of paying to a vendor select Other
and search Payment recipient in the Register details of
payment recipient screen.

Per Traveller/Invitee

WAS

Waseda University Co-op

Dummy (Account not registered)

Other

Name of person applied for
Note: Select Dummy (Account not registered) for the
payment recipient for the case of a traveller who does not
have a registered account and for the case of an invited
person.

Register details of
payment recipient

Search a payment recipient if you selected Other under
Payment recipient.

Contractors can be searched from three categories of
vendors, dummies and Division.

7 |Calculation method

Select from among specified maximum amount, set unit
price, and no payment.

Unit price for daily allowance is automatically obtained

8 |Unit price using Traveller's Status and Class and Location A/Location
B information.
9 |Days Enter the number of days for which daily allowance is
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provided.

10 |JAmount of Expenses

Calculate total daily allowances based on the unit price and
the number of days.

| Other expenses information

The Register Other Expenses entry screen is shown below, followed by an explanation of its items.

Detzils of Expenses

Register detzils of payment recipisnt

Amaount of Expenses

Amount out of pocket '

Register Other Expenses[ZBE0505010]

Traveller/Invitee 1

Expensze type Participation faes

Payment recipient Each person registersd

¢\ *multiple choices can be selected.

a Foreign Currency
0

&= Return v Confirm

Item Input
No. Input content .
required
Select Traveller. In the case of multiple travellers, you
1 [Traveller/Invitee can select more than one person at a time from the O
pull-down menu.
Select an Expense type. The choices listed below are
displayed: select the type for each item. If WAS is
arranging the tickets, hotel accommodation and Wi-Fi,
there is no need to enter these items, as WAS will input
them.
Cancellation fee/modification fee
2 |[Expense type O
Entry fee
Visa application fee
Data communication fee
Arrangement fee
Overseas premium
Other
) If you select Other under Expense type, also enter Details
3 |Details of Expenses
of Expenses here.
4 |Payment recipient Select the recipient for other expenses. If there is more O
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than one traveller using the same expenses, select Per
Traveller/Invitee so that the details will be created for
each traveller. In the case of paying to a vendor, select
Ohers and search for the payment recipient in the
Register details of payment recipient screen.

Traveller 's name

Per Traveller/Invitee

WAS

Waseda University Co-op

Dummy (Account not registered)

Other

Name of person applied for
Note: Select Dummy (Account not registered) for the
payment recipient in the case of a traveler whose
account is not registered and in the case of invited
persons.

Details of payment

Search a payment recipient if you selected Other under
Payment recipient.

5
recipient Contractors can be searched from three categories of
vendors, dummies and Division.
Check if the following cases apply. (This does not apply
for administrative duties or training trips.)
. Payment to - The case of payment to a traveller or invitee who has

traveller/invitee

no account.
- The case where Amount of Income Tax is being
calculated for off-campus payment.

8 |Amount of Expenses

Enter the total expenses.

9 JAmount out of pocket

Enter if there is an out-of-pocket payment under Amount
of Expenses. You will be paid the amount (= the amount
of expenses minus the amount that you paid out of
pocket). This is not intended for use for administrative
duties or training trips.
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I 4-3. Apply via General Format screen (2) (Other Information)

This is an input method for notification of matters during arrangement of tickets and overseas travel
insurance.

Detailed requests for Ticket Arrangements via WAS (required via WAS arrangements) |

The input screen of Detailed Requests for Ticket Arrangement via WAS is explained below. If WAS is
making your arrangements, please provide the content of the request.

Detailed requests for Ticket Arrangement for WAS -

Detziled requests for ticket arrangement for WAS

Service for ticket arrangements (such as booking airplane tickets, hotels, ete.) is provided by WAS on this system. Tick 'I request for ticket arrangement for
waseda University Academic Selutions Corporation (WAS)" under "Outlines of trip’ area, and enter your requests in the following.

E.g. I request for an airplane ticket which departure is s from o0 airport, and return is xx:ac from xx airport.

WAS will contact you for details later. The info related to what WAS arranges such as expenses and costs will be entered in this system by WAS after

arrangement.
L i
I Example I
: Air tickets: Departure at hh:mm from xxx airport, arriving at hh:mm at xxx airport; return :
I route: departure at hh:mm from xxx airport, arriving at hh:mm at xxx airport. I
I Accommodation: Please arrange for a private room in xxx area. Preferably about 30 minutes I
i distance to xxx university. i
: Please contact extension 71-xxxx if you have any questions about booking. :
e J

As a rule, only make arrangement requests to WAS via the e-trip system; do not make advance inquiries
or arrangement request by means other than e-Trip (e.g. email).

Note: The above is necessary for integrated operation on the WAS side, and for smooth performance of
the arrangement work.)

Subsidy from other organization (required if there is s subsidy from another
organization)

The input screen of Subsidy from other organization is shown below, with explanations following.

If you are receiving support for such things as travel expenses from another institution, please enter
Institution's Name and Content and amount. If there are multiple travellers please provide the name(s)
of the traveller(s) to be assisted.

Subsidy from other organization -

1f multiple persons going on this trip are registered, specify who receives subsidy from other erganization.
Institution's Content and
Mame amount
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| Calculation criteria for income tax

It is not necessary to enter this item: the person in charge at the Research Expenses Management
Division will enter it.

Select funds/division to approve the usage of funds

Refer to Select funds and Division to approve the usage of funds in section 3-2 of Apply via the Simplified
Format Screen.

Payment Recipient information

The Payment Recipient Info. input screen is shown below, with explanations following.

If for unavoidable reasons the accommodation expenses exceed the upper limit stipulated in the
regulations, it is necessary to click a box under Reason for exceeding the allowable limit and input an
explanation: the Dean of the Research Promotion Department will be added as an out-of-regulation
approver. In the case of self-arrangement, the applicant should provide a valid reason for the excess.
The reason for the excess will only be inputted by WAS if WAS cannot find a hotel within the upper limit
stipulated in the regulations.

Payment Recipient Info. -

Payment recipie... Payment recipient na... Amount at apply.. Amount of trans... Amount of acco...  Amount of daily... Amount for othe.. Added Income °
W231710 oA _ R a 0 0 a 0
£ >

If you need to obtzin approval from the Dean of Research Promotion Division etc, please attach the reason statement and reference material.
In addition, please use the form for the excess of accommodation fee in overseas research trips.

Reason for . . P .

exceeding the [ All the hotels are expensive [ security [ A foreign government agency and the like

- . O others
allowable limit comparatively concerns specifies the hotel.

Accommodations'
Mame

| Supplementary note

Please fill in any additional items related to the trip application.

Supplementary note -

| Accompanied by family/Emergency contact (required for overseas trips)

Enter the name of any accompanying family member and your emergency contact information for
overseas trips.
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Accompanied by family/Emergency contact -

MName BREHET Telephone M2Mz123
Item Input
No. Input content .
required
Enter the name of the emergency contact person to be O
1 |Name contacted in Japan in case of emergency during a business
trip abroad.
Enter the emergency contact telephone number of the O
emergency contact person.
2 [Telephone Note: In the case of a staff member, enter an office
outside line number (number that can be called even
outside of daytime business hours).

| Pledge (required for overseas trips)

For overseas research trips you are required to submit this pledge at the time of application for the trip.

Pledge -

I pledge to ohserve the following cautions while travelling overseas,
Depending on the safety or some condition of the country or area of traveling, Waseda University may advise
cancellation or pestponement of the trip or retumn home.
The traveler must be aware of the dangers involved and premptly comply with the university’s instructions when
an emergency situation oocurs.
p, During the trip the traveler mus: behave appropriately based on his/her own awareness and responsibility 25 2
 member of Waseda University,
observing the laws of the country he/she is visiting and the rules of Waseda, and taking care not to disturb
public arder and or breach the morzality of the country being visited.
_ The traveler must take full responsibility for damage that he/she causes intentionally or by accident during the
“ trip.

a.

| Overseas travel insurance information (required for overseas trips)

Overseas travel insurance will be arranged automatically based on the input made in this section of the
system. However, the e-Trip system only makes automatic arrangements when the traveller joins basic
insurance policies. If you wish to add options or add family members, you will need to submit a separate
document.
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Overseas Travel Insurance Info. -

It is considered that the applicant/persons going on this trip purchase the Overseas Travel Insurance pelicy, therewith it is agreed that Waseda University
receives the Death Benefit. *Mote: Death Benefit is then paid to the policy holder himsalf herself or to the bereaved family viza Waseda University. (The
premium is paid by Waseda University)
Agree with applying
for Owerseas Trawvel | All persons going on this trip agree
Insurance
Additional Option = Apply for insurance
MNa Y Mo
Type for dependents

Message

Death bensfit
recipient
Caontact info
regarding to this .
application of the AL
travel insurance
*Parsonal information provided in this application is used only by Waseda University, the Campus Insurance Center, Tokio Mzrine & Nichido Fire Insurance Co,.
Ltd., and in relation to this agreement.
*The amount for the basic type is the following,
Loss of life frem an injury or permanent disability 30 millien yen / Loss of life from an illness 30 million yen / Persenal lizbility (no exemption) 30 million yen /
Damage to baggage (no exemption) 500,000 yen [ Medical and rescue expenzes 50 million yen
Access the following website about the Overseas Travel Insurance hitp:/ fweb.waseda.jp/welfare/fukurikousei/ ryokousyougai. htmiThis application is
net intended to apply for an additional optien type, or the family of the persons going on this trip. If needed, submit 'Overseas Travel Insurance Application
Form (Consent Document for Death Benefit Redpient Specification)' te Campus Insurance Center,

1-104 Totsukamachi, Shinjuku-ku, Tokyo, JAPAN Waseda University

Item Input
No. Input content :
required
) . This is an agreement to take out travel insurance. In the
Agree with applying for . i o
case of overseas trips for school affairs or for training it is
1 |Overseas Travel ] ] L O
required to select All persons going on this trip agree to
Insurance .
take out the insurance.
Select Yes if you want an additional insurance option. If
you wish to add an option for yourself (types a, €), make
2 |Additional Option Type |a separate Overseas Travel Insurance Contract O
Application Form in paper form and send it to the Campus
Insurance Center. See * below.
If your family member takes out the insurance, make a O

Apply for insurance for |separate Overseas Travel Insurance Contract Application
dependents Form in paper form and send it to the Campus Insurance
Center. See * below.

Send the Overseas Travel Insurance Contract Application

Form to the Campus Insurance Center, if necessary,

if you modify or cancel the entered content in the message
section, contact the Campus Insurance Center directly.
Since the Campus Insurance Center will start the

4 [Message o )
subscription procedures on the date following the date of
the trip application, be sure to contact them, especially in
the case of cancellation.

Email: hoken@waseda-pm.com, phone: 03-5272-3475

- In the case of insurance subscription for family, enter

entering items described as below. It should be noted, that
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“Request for family subscription. I will submit a paper
application form separately.”

- In the case of requesting an additional insurance option
for the traveller, enter "Request for additional insurance
option. I will submit a paper application form separately.”
- In the case where a research trip takes place before
and/or after a trip for another purpose, enter “The period
from xxx to xxx is for a research trip.” (Note: if you input
this, the insurance will cover all of the trip period, including
trips for school affairs and research.)

- In the case where there is period for private use before
and/after or during the trip period, enter "The period from
xxx to xxx is for private use.”

- In the case where early issuance of the insurance policy
is required for reasons such as visa application, enter
"Please issue the insurance policy by [date] for [reason
xxx]."If you have any request of the Campus Insurance
Center other than those listed above, enter it in the
Overseas Insurance Request section.

- In the case where you would like to receive the
insurance policy somewhere else, enter the shipping
address. If an address is not provided, the policy will be
sent to the traveller’s affiliated department via campus

mail.

Contact information
regarding to this
application of the travel
insurance

Enter the contact information for communication with the
Campus Insurance Center.

*Note:

The cost of additional insurance options and family insurance will be deducted from
your monthly salary later.
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| Information about the Security Export Control (required for overseas trips)

If there is an export, or if technical information will be provided during your overseas trip, and if you
select YES, a notice will be sent to the Research Collaboration & Promotion Center. It is necessary to
consult with the Research Collaboration & Promotion Center regarding judgment of the issue. If there is
not sufficient time for judgement before the start of the trip, please contact stc@list.waseda.jp at the
time of application.

Info. About the Security Export Control -

1. Will you bring or expert any geeds, including research egquipment, rezgents, experimental organisms, or FC?
Application of any goods for export Ne w
*Commercial PCs which you bring and bring back for yeur ewn use, and any goods you bring with in usual travels are not considered as
exporting goods.
2. will you be providing any technological information to owverseas institutions?

Application of any technological information providing to No
Owerseas

w

*Transactions designed to provide technical information or programs in PCs require permission; however, transactions defined in the categeries
specified in Article 9, “Transactions That Die Not Reguire Permission,” of the Ministerial Ordinance on Trade Relations, Invisible Trade, etc. such
a5 presentations st academic conferences, is unnecessary to be examined.
3. Is any special permission required? (You only need to answer this if you have replied Yes to question(s) 1 and/or 2.)

Requirment of any special permission | have not checked o
Obtain decumentation (Parameter Sheet) for commercial products by contacting its manufacturer or distributors.
*The special permission is used to decide if the permiszion by the Minister of Economy, Trade and Industry is needed to conduct transaction
invalving goods, or technical information according to Foreign Exchange and Foreign Trade Act,
Contact info.: Research Collaboration & Permission Center, Ressarch Promotion Division TEL:03-5286-9867 =-mail:ste@listowaseda.jp

Item Input
No. Input content .
required

Application of any . ) )
1 Select Yes if goods will be exported; otherwise select No. O
goods for export

Application of any
technological Select Yes if technical information will be provided to
information providing |overseas; otherwise select No.

to overseas

. Select Yes in No. 1 or No. 2 above if special permission is
Requirement of any ] )
3 i o required. Select one option here whether or not the
special permission

judgement of the case has been completed.

| Safety/Infectious disease risk information (required during overseas trips)

Input items for safety/infectious disease risk information. If you travel to cities where the
safety/infectious disease risk level is two or higher you are required to clearly state the reason why you
need to travel there, and obtain the approval of the Division in charge of safety management for
overseas trips (International Office).
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Safety/Infectious disease risk info.

Country or city you intend to visit,
*Saa: http:/ /www.anzen.mofa.go.jp/

Overs=sas travel safety
infarmation

Infectious dissase risk
infermation

Rezson

Motes:

* mite.

Register for Tzbireg

‘I Confirm the level of the overseas travel safety information and infectious disease risk information for the

‘L Provide & spedfic reason for making a trip to a city with travel safety information of level 2 or higher or
infectious disease risk information of level 2 or higher.

ra) For trips for less than three months, please complete "z 7l 228" (the orange-colored section on the left side) or "MRE#&" (the green-colored section
* on the right side], Thase who do not possess = Japansss passport, select "R EH" and complete registration.

Register at: https:/ /www.ezairyu.mofa.go.jp/tabireg/
(b) For trips longer than three months, please submit overseas residential registration to the local Japanese diplomatic office after you commence living an

W

w

W

Item Input
No Input content .
required
1 Overseas travel safety | Select the overseas travel safety level for the country/city o
information you will visit during your overseas trip.
5 Infectious disease risk | Select the infectious disease risk level for the country/city o
information you will visit during your overseas trip.
If you travel to cities where the safety/infectious disease risk
level is two or higher you are required to clearly state the
3 |Reason reason why you need to travel there, and obtain the approval
of the Division in charge of safety management for overseas
trips (International Office).
If the period for overseas trip is less than 3 months, register O

4 [Register for Tabireg

for Tabireg and make simple registration and select your
registration information. If you have not registered, you
cannot complete your research trip application.
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| Attaching files

Files can be attached in the following screen (which will be displayed after you click on the Submit
application button).

53 ® Application Form for Trips

Submission Date | Urgency Level | |'1||1phﬂ.nt ER (FFEEELRFA) |

|36, 34 Application Fore far Trips

HIREE
HERR Ressarch«Overseas
HEEEEF FAEFI-F =k

[SRITF MR

I018/E11FZE1710/HUGEEHSET $A 1 /ELRS0080210L /{51 - Bk - g - WiFTaRooz /W REEE
FREmE

HIRERES
HEFRES 1900022000

EH BT

REEE 2 1 SHEETE ErasEmEs
BIRE 20100411

R
e [2018/05/01~2018/05/06 BE | EEE 8 a=E-BPER 0
WATFETE
BH-EE Reszarch trip
FEEmaER

wEEEE

o SEm-ss LSS wESEE | BEEFERS | EHESE | =2 ] A-LTELE

EASA ERAST) ERHAER) | mEE | 22 | em | semameem

~ bpooozstio g 1 ErsmE Frofessor | kehno@waseda.jp

i | koieiosioi~z0120s08 | g g o

37 Il Attackmant

RS Cuotation 25
=@ 87 P )L F T Other Attackment 1 =
=@ 87 74 ) F T Orher Attackmant 2 =2E
=@ 87 74 )L Other Attackment 3 B
=@ 87 7 LT Orher Atiackment 4 2.
=@ 87 7 Lt Oher Anackment 3 265
=@ 87 7 )L it Orher Anackment § 25,
=@ &7 7o LT Oher Anackment 7 fi
o

4-4. Submission of paper material and modification or cancellation after
application

Please refer to 7. Post-application and post-report responses.
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5. Application for invitation (domestic/overseas)

I 5-1. Entry items for invitation application

The items to be entered explained below. For most items, it is possible to modify or add content during

the approval process.

ORequired ARequired when payments are made ARequired for overseas trips
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No. Item Input content Required
Enter the business trip period, purpose and the division
1 [Outlines of invitation where that business trip was planned (Business O
Management Division)
Person responsible for ) o

2 | Enter the name of person in charge of the invitation O
invitation
Invited person o

3 | ) Search the invited person and select O
information

4 [Outlines of duties Enter the location and the purpose of the trip O

) Enter the transportation route from Starting Place to
5 |Route Information ) A
Arrival Place
Accommodations costs ] ] ]

6 | ] Enter accommodations costs information O

information
] Calculate the daily allowance based on traveller's status,
Daily allowance .

7 | i the number of days and the location of the A

information i o
accommodation.
Other Expenses )

8 ) Enter other expenses, such as miscellaneous expenses. A
Information —
Detailed requests for ) ]

i = |If you are requesting WAS to arrange tickets, enter the

9 [ticket arrangements via ] ]

required items.
WAS

10 Subsidies from other If there is a subsidy from another institution, enter the
organization content and the amount of the subsidy.

11 Calculation criteria for  [In the case where remuneration is paid to a non-affiliated
income tax person, enter the conditions for income tax calculation.

Set the division of
budget implementation i

12 Select a budget for expenditure. AN
and research funds
management

13 Payment recipient Enter the scheduled payable date and invoice humber for A
information each payment recipient




14 Reason for exceeding Enter reasons if the accommodation expenses exceed the A
official regulations limit |upper limit stipulated in the regulations.
15 |Supplementary note Enter a supplementary note.

I 5-2. Operations on the application with Simplified Format screen

Only the part where the input contents differ from the research trip application is described below.

| Information of the person in charge of invitation (required)

The initial display for inputting information about the applicants who are inviting is shown below. If you

want to change the person who is responsible for the invitation, click on the magnifying glass button and
search for the person.

Info of the person in charge of invitation

The applicant for this invitatien is displayed. To change the person in charge of invitation, select the magnifying glass icon.

Name |=REm Affiliation's | o Name of
— == Status

art-ome Lechurar

Mame =557

Item Input
No. Input content

required

The name of the faculty member, selected on the search
1 |Name O

screen for Applicant or faculty/student/external party.

The name of the affiliation of the faculty member selected
2 |Affiliation's Name on the search screen for Applicant or O
faculty/student/external party.

The name of status of a faculty member selected on the
3 |Name of Status search screen for Applicant or faculty/student/external O
party.

| Outlines of duties (required)

The input screen for Outlines of duties is shown below. The item Purpose is different from that in

research trip application: here select the relevant purpose. Other items are the same as in research trip
application.

62/89



Outlines of duties

Enter the duties' Purpose, Institution's name, and its address.

Purpose cEnr.g:';_lT:t ona 1 Joint research Eeiizeard- [ Research guidance [ Others
Inst':;ﬂ r":s: L [Enter the prefecture and municipality for domestic locations of duties.)
Institution's/
[Academic) L

conference’s name

Location A/B

Detailed Dutlines of duties [optional if the duty is for 'Academic cenference")

*Register detailed reasons for invitation with how the duties relate to the research funds.

Alzo, if this trip has multiple duties, note it with its period and the info, mentioned above [Purpose, Institution's/[Academic) conference’s name, and
Institution's address) in the following column.

| Information of the expenses equivalent to Accommodations costs (required)

The input screen for Information of the expenses equivalent to accommodations costs is shown below,
followed by explanation of the items.

Info. of the expenses equivalent to Accommodations Costs
[ Tick the following if accommodations' costs are NOT required.

Pa',fr"!e"ut Each person registerar
recipient
Location of Location
Accommeodation N A'B
Calculation
Guidelines for -
Travel
Expenses

In the case of that the trip have multiple accommodations places, or the Calculation Guidelines for Travel Expenses is either "Pay at the specific amount
within allowable limit' or ‘Pay at the actual cost, {The amount has to be within allowable limit, and its receipts needs to be arttached.)’ then enter its costs per
day, and days in the following,

Enter a rough estimats if the actual cost is not yet confirmed.

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

Item Input
No. Input content ;
required
Please tick this box if If for some reason such as subsidy from another
1 |you do not need organization you do not need accommodation costs, tick
accommodation costs. this box.

Select the payment recipient from the pull-down menu.
In the case of paying to a vendor select Others and search
for the payment recipient in the Register details of
payment recipient screen.

2 |Payment recipient Per Traveller/Invitee

WAS

Waseda University Co-op

Dummy (other account not registered)

Other
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Name of person applying
Note: Select Dummy (other account not registered) as
payment recipient in the case of a trip or invitation of a
person with no registered account or an invited person.

Location of
Accommodation

Enter the location of the accommodation. The
institution's address will be automatically set in Outlines
of duties. In the case of overseas trips, search the city
and obtain the values of Location A or Location B based
on the information for the selected city.

4 |Location A/ B

Select Location A or Location B from Location of
Accommodation/Duties. If the value cannot be obtained,
Location B is displayed.

Calculation Guidelines fon
[Travel Expenses

Select calculation method:

Actual expenses (within the specified upper limit: a
receipt attached)

Regulatory limit

The amount is set separately in multiples of 100 yen
within the specified range.

6 |Free text section

In the case where there are multiple destinations for
lodging; or in the case where an amount is set
separately within the specified range; or in the case of
actual expenses within the specified upper limit; enter
the cost per night and the number of days for
disbursement below. If you do not know the cost per
night when applying, please enter an approximate
amount. If you purchased or made advanced payment
for a package including transport expenses, please
indicate as such and register Transport expenses as 0
yen on the next screen.
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I 5-3. Operations on the application with General Format screen

The following explanation is only for the part where the input content differs from the content of
research trip application.

| Outlines of invitation (required)

The item Information of the person in charge of invitation is different from that in research trip
application. If you want to change the person responsible for the invitation, please click on the
magnifying glass button. Other items are the same as in research trip application.

Outlines of invitation -
Invitation type Research-Overseas hPPIY_.!d a for Application Date |2M8/04/11 =
nvitations
Applicant's - Applicant's .
name FM1 Affiliation shEET=
Info of the
PErson in
charge of
Mame Frm 1 ) FacuIty.-’StJdenL’Cnnt?{to;‘S 000025
Affiliation's e o
Name BErigsEETE Affiliation Code
MName of Status Professor Status
e-mail address kohno@waseda o
Outlines of invitation
) EpEEs
Purpose/Qutline of visit
Reason of delayed
application
I request for ticket arrangement for Waseda University Academic Selutions Corparation [WAS),
O Request for ticker arrangement
No. Item Input content Required

1IN The name of the faculty member selected on the search o
ame
screen for Applicant or faculty/student/external party.

The affiliation of the faculty member selected on the
2 |Affiliation's Name search screen for Applicant or faculty/student/external O
party.

The status of the faculty member selected on the search
3 |Name of Status ) O
screen for Applicant or faculty/student/external party.

| Outlines of duties (required)

Since the item Purpose is different here from that in Research trip application, please select the
corresponding purpose. Other items are the same as in Research trip application.
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name for ressarch trips.

Institution's! [Academic)
conference's name

Institution's Address

Purpose

Status in the conference

Period of Duties

Register outlines of this trip[ZBE0205S010]

WMWD41 =~ [20iBmEn

Enter (Academic) conference’s name and the Status in the society for trips for Academic conference and enter Institution's

Select the magnifying glass icon to select the Institution/ (Academic) Conference's Name or its Address.

O International conference etc. [ Joint research [ Research meeting [
Research guidance [ Others

[ Bozrd member [ Research presentation [ Genera participation

@& Return v Confirm

Information of the expenses equivalent to accommodations costs (required)

The input screen Register Accommodations' Costs is shown below and items related to expenses

equivalent to accommodation costs are explained thereafter.

Date

Payment recipient

Register detzils of payment
recipient

Calculation Guidelines for Travel
Expenses

Allowable limit [for reference)
Unit price
days/nights

Amount of Expenses

Use of Package Tour |

Register Accommodations' Costs[ZBE0405010]

w04l "M~ | 2010041
O
Each person registersd w

W

]

]

&= Retum v Confirm

Item Input
No. Input content .
required
Enter the start and end dates of the period in which
accommodation is needed. It will be an error if you select
2 |Date O

any days outside the trip period as entered in traveller's

information.

5 |Use of Package Tour

If you have arranged for a package trip (accommodation
nights and tickets and Shinkansen as a set), please tick the

box and enter the amount.
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Payment recipient

Select Payment recipient for accommodation costs.
Select the recipient for each item. If there is more than
one traveller using the same accommodation, select Per
Traveller/Invitee so that all travellers will be paid the
same amount. In the case of paying to a vendor, select
Others and search for the payment recipient in the
Register details of payment recipient screen.

Traveller 's name

Per Traveller/Invitee

WAS

Waseda University Co-op

Dummy (Account not registered)

Other

Name of person applied for
Note: Select Dummy (Account not registered) for the
payment recipient in the case of a traveller whose
account is not registered or of an invited person.

Register details of
payment recipient

Search a payment recipient if you selected Other under
Payment recipient.

Contractors can be searched from three categories of
vendors, dummies and Division.

Calculation method

Select from among actual amount, specified maximum
amount, set unit price, or no payment.

Allowable limit (for
reference)

The value of the stipulated maximum amount in
accordance with the category of the invited person, as a
reference.

Unit price

Enter the number of nights of accommodation.

Note: If the amount is not finalized for some reason
(such as foreign exchange), enter the approximate unit
price of accommodation. (Zero yen input is not
permitted.)

10

days/nights

Enter the number of nights' accommodation.

11

Amount of Expenses

Calculate the total accommodation expenses based on the
inputted unit price and number of days/nights.

67/89




6. Report of research trip/invitation [for both research trips and
invitations]

A report of research trip/invitation is required for each business traveler. At the time of final approval of
the trip report, the report is automatically linked to the financial system, and travel expenses (such as
daily allowances, miscellaneous expenses, reimbursement expenses) are paid. The report can be
inputted by either the traveller or the applicant for the trip.

I 6-1. Report input items

The table below explains the input items for the trip report. As the contents entered at the time of trip
application will be copied, the items to be newly entered will be the two items Summary of the report
and Detailed outlines of duties. Other items will only be entered if they are being added or changed at
the time of reporting.

No. Item Input content

Application summary: Copy and display the trip outline registered at
the time of the approval of the trip.

1 [Outlines of trip Report summary: Enter here if the trip purpose or summary has been
modified since the time of the approval of the trip, or if the trip has been
cancelled.

Copy and display the traveller information registered at the time of the
approval of the trip. It is permissible to modify the information if the trip
2 [Traveller's information [period or the traveller has changed. If the number of travellers has
increased (e.g., from two travellers to three), it is necessary to apply
for the trip for the additional traveller(s).

Outlines of duties: Copy and display the outline of duties registered at
the time of the approval of the trip. It is permissible to add, modify or
3 |Outlines of duties delete entries.

Detailed outlines of duties: Fill in the details of duties at the destination
for each day of the trip.

Amount registered at the] Copy and display the expenses information registered at the time of the
time of application approval of the trip.

. . Copy and display the route information registered at the time of the
5 |Route information . . . . .
approval of the trip. It is permissible to add, modify or delete entries.

) Copy and display the accommodation costs information registered at
Accommodation costs . ) : . .
6 the time of the approval of the trip. It is permissible to add, modify or

information ]
delete entries.

7 |Daily allowance Copy and display the daily allowance information registered at the time
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Information

of the approval of the trip. It is permissible to add, modify or delete
entries.

Other expenses

Copy and display any other expenses information registered at the time

8 | ) of the approval of the trip. It is permissible to add, modify or delete
information )
entries.
) Copy and display any subsidy from other organization information
Subsidy from other . ) . . _
9 o registered at the time of the approval of the trip. It is permissible to
organization . .
add, modify or delete entries.
) o Copy and display the calculation criteria for income tax registered at the
Calculation criteria for . . . . .
10 | time of the approval of the trip. It is permissible to add, modify or delete
income tax )
the entries.
Copy and display the budget amount for expenses set at the time of the
11 |[Set budget for expenses |approval of the trip. It is permissible to add, modify or delete the
entries.
. Copy and display the payment recipient information registered at the
Payment recipient . . . o .
12 | . time of the approval of the trip. It is permissible to add, modify or delete
information .
entries.
Copy and display any supplementary notes registered at the time of the
13 [Supplementary note

approval of the trip. It is permissible to add, modify or delete entries.
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I 6-2. Launch the report screen

Log in to MyWaseda, start e-Trip on the left menu of the global Corporate Management menu. After

startup, select Report (including trips for short distance) under e-Trip on the left menu to open the Select
your operation screen.

fidwlites
#=R1

Initial Screen

@ o B &

mast recent tem{display item (most recent3day(s))

Apply

Report (including trips for short
distancs]

Application/Report Search

| Select your operation

Select one of the following application modes, depending on the content of your application, and click on
the Continue button.

Report

1. Create 2 new report/Cancel 2 tripfinvitation
® 1, Enter Trip Report
O 2 Report on Invitation

2 3. Trips for Short Distance

2. Continue with a created report.

1. Report with a declined/canceled/savad
data

v Continus

No. Report method Use

1 |Enter Trip Report Click this button to enter your trip report.

2 [Report on Invitation

Click this button to enter your report of the invitation.
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Click this button to enter your report as a short distance trip. This is not

3 [Trips for Short Distance ) ) o
used for trips for school affairs or training.

Report with declined/ | Click this button to report based on declined/cancelled/temporarily
canceled/saved data saved status.

To enter a trip report the following requirements must be met:
1. The trip application must have been approved.
2. The trip period must be over.

First select a report method and select the target research trip application from the application/report
list. At the time of initial display, the application submitted by the login user is displayed. If you want to
enter a trip report made by somebody else or for somebody else, such as a proxy report, change the
search criteria and search for the relevant application type. (Clicking on the “¥"” beside the search
criteria section it will display the search criteria.)

Application/Report Search[ZBS0705020]

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

This screen is for creating a new report,
Select the Application No. [blus hyperlink} to be reported.

*The applications listed are done with final approval.

Search criteria

Search result

Apaolication Pericd Institution's/ [Academic) conf... Institution's add... Purpc

1 201%/03/26~-201%/03/28 b ] AAHE £ oih

N

Click on the blue link to open the
report for input.
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I 6-3. Operation of the report screen

| Summary of the report

Enter if the trip purpose or outline has been added to or changed since the time of the trip application
approval, or if the trip has been cancelled. The entry screen is shown below and items of the trip report
summary are explained thereafter.

Caneellation of when cancelling a trip/finvitation, select ‘Cancellation of trip/invitatien’ and then select *Submit.
R [After "Cancellation of trip/invitation' is selected, all the expenses registered in the application will be cleared. If any claimable
LT IET cancelling charge occurred, register it as Other Expenses.)

Evidence Info. (Tick the following if applicable.) -

1 Any additional paper-based evidences
*Submit paper-based evidences with an e-mail sent when this application is completed as a front cover to the persons in charge of the funds immediately.

Dutlines of trip

Trip type Research-Domestic Report Mo, Date | 2010004111
Name il Affiliation EinsERTE
Purpose/Outline FRSE Tl
of wisit
Item Input
No. Input content .
required
Select Cancellation of trip/invitation when the entire trip
has been cancelled. When you click on this button, route
information, accommodation costs information, and
daily allowance information copied from the information
Gancellation of registered at the time of approval for the trip will be
1 trip\invitation Cleared .
Note: If the trip was cancelled after the approval of the
trip was obtained, the trip/invitation cancellation
procedures can be completed after the trip period has
ended.
O
) . Enter if the purpose or the outline has been changed (if it has
2 |Purpose/Outline of visit ) ) o
since the time of the travel application approval. been
modified)
Reason for cancellation of| Enter reason for trip cancellation or itinerary change.
3 [the trip or modification of| Entry is required in the case of cancellation of a trip or
the itinerary an invitation.
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| Outlines of duties

Fill in the detailed outline of duties to create your business trip report.

Dutlines of duties -
@ Add & Madify &= Delete
From To Institution te vis... Address Purpose Status in the co...
03/26 03/28 EFRENT HREE i

Detziled Outlines of
duties
*Register details zbout how the duties relate to the research funds.

*0nly 1,000 characters can be registered. If over 1,000 characters are entered, a message will be displayed. In that case, report about it with related
documents.

*For conferences/meetings, enter the name and affiliation of the participants.

*In principle, the duties are expected to be reported per day, however, the expression such as "from yyyy/mm/dd to yyyy/mm/dd:" iz alse acceptable for leng-
term trips. When the report cannot be expressed in the column, report with attached files (optional).

201803726

2018702727
2018/023728
Item Input
No. Input content )
required

) ) Enter the detailed outline in order to report the duties
Detailed outlines of

1 qut during the trip. If the dates of the trip period are initially O
uties
displayed, please enter the details for each day.
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Amount of expenses registered at the time of application, and additional expenses

This is a list of expenses registered at the time of approval for the application. Such expense items are
displayed in gray in each input area (such as transportation route information). If expenses are added,
modified or deleted during trip (see Note), please enter that information when reporting the trip so as to
settle the account. (The operation method here is omitted since it is the same as that for trip

application).

Note:
Any expenses incurred in association with the trip must be entered at the time of the

trip application and approval must be obtained. However, if due to unavoidable
circumstances, expenses heed to be added, modified or deleted, such additional input
related to expenses may be done at the time of reporting the trip.

Example: I would like to be reimbursed for the city tax included in what I paid for
accommodation during my overseas trip.

— Please enter the amount of city tax you have paid (in yen) in the following section
6-4 and submit the receipt as evidence.

Amount registered at applying -
Expense t... [From To Transport... Payment.. Fiscal Yea.. Division Project/ Research Project_name Amou
EaR 03/26 03/28 EFREE. £81 2018 ERERTH E& BAD 100000000/ BAHAR

EE] 03/26 03/28 EERET.. £81 2018 EaEFEH £/ BADLOOODCOOD/BAHER

ZiER 03/28 03/28 Shinkans.. &1 2018 ERERTH 28 BADLOOOOCO0C/ AR

TR 03/26 03/26 tirplane %M1 2018 EAERTH &1 BADL00000000/ E.AHER

TR 03/28 03/28 Airplane =R 2018 EREREH 8 BAOD100000000/ &\ xR

< >
Route Info. a
& Add & Modify =] Delete
Traveller/Invitee  Departwre D..  Amival Date  Public Transport..  Starting Place Arrival Place Use of IC cards  Use of Student..  Payment
| 03/2800:00  03/28 00:00 : :

I 6-4. Submission of vouchers

Please refer to 7. Post-application and post-report responses.

74/89



7. Post-application and post-report responses [for both research
trips and invitations]

I 7-1. Paper media submission

When you submit accompanying paper documents at the time of your application or report, please
submit them to administrative staff along with the following materials, to ensure that the paper
materials are linked to your application and report.

- Print of your notification email (sent from the system to the applicant upon completion of the
application/report submission)

Instead of a printed email, it is permissible to submit the following:

- A print of the application/report submission completion screen
[You can print the submission completion screen by clicking on Print button at the top right of the
screen when your application/report submission is completed.]

CTldwlites

&= BEE R Application Farm for Trips

Waiting for Fial Approval

Submizsion Date [2o100322 Urgency Level [onual [Apptican: [#21 wAREEY A7) |

25 058 8 A pplicetion Farm for Trips

LT
ERAR EEEL]
SEEENR | EAEFI- 1 kil

When you call the submission completion screen later, please operate as follows (screen shown
below).
Initial screen selection on the left menu — Application(s) in approval process (or Application
Successfully Approved) on the top menu
— Select the applicable Apply Report — In the screen that appears, select the Print button on the

upper right
(flowlites
& =8
Initial Sereen
L]
3 o)
mwost recent iemOdisplay item (most recent3day(s))

If it has been a long time since you submitted, it will not be displayed on the initial screen. In that
case, select Show all and then search for Change the Search criteria.
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I 7-2. Moaodification and cancellation of a trip plan

The applicant cannot change the application information after submission of the research trip/ invitation
application. Therefore, if there is any change in content of the application or cancellation of a business
trip, please take the following actions.

Change the content of an application: If the application's final approval is not complete

If the submitted trip application has NOT been finally approved, the approver can change the
information. Please first contact the division where the approval is currently in process (this can be
checked via e-Trip) and request them to change the information. If you cannot find the approving
division, contact your affiliated department office.

At that time, please provide your office with the information needed to find your application, e.g., the
traveller's name and the a trip application humber.

Change the content of an application: If the application's final approval has been
completed

Once a submitted trip application has been approved, the application information cannot be changed.
When you create a business trip report, the information registered at the time of the application will be
displayed, so you can change the information before submitting your trip report.

Cancel an application: If final approval of the application has NOT been completed

If the submitted trip application has NOT been finally approved, the approver can cancel the application.
Please first contact the division where the approval is currently in process (this can be checked via
e-Trip,) and request that they cancel the application. If you cannot find the approving division, contact
your affiliated department office.

At that time, please provide your office with the information needed to find your application, e.g., the
traveller's name and the trip application number.

| Cancel an application: If the application's final approval has been completed |

Once a submitted trip application has been approved, cancelling the application is not permissible, so
click on the Cancellation of trip/invitation button displayed on the Trip Report screen (shown below) and
cancel via e-Trip.
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» =R Enter Trip Report[ZBT0205010]

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

Tempararily saved

Evidence Info. (Tick the following if applicable.)

[ Any additional paper-based evidences

Dutlines of trip

Trip type Rezearch-Domestic Report No.
Name M1 Affiliation BeEEEE
Purposs/Outline FEEE
of wisit

Summary of the application

Traveller's info.

Apply Salect "Madify’ to change the periad. the traveller, etc. registered at applying.
Also, correct the duties' info. if the peried for the trip is changed.

Report {including trips for short
# Wodify

distance)

Submit

Cancellation of when cancelling 2 tripfinvitation, select ‘Cancellation of trip/invitation’ and then select 'Submit.
R [After 'Cancellation of trip/invitation’ is selected, zll the expenses registered in the application will be cleared. If any claimable
- cancelling charge ocourred, register it as Other Expenses,)

*Submit paper-based evidences with an e-mail sent when this application is completed as a front cover to the persons in charge of the funds immediately.

Date |2018/03726 "

I 7-3. Email notification timing and content

e-Trip will send you notifications with the following timings.

| At the time of trip application

Destination Timing of notification Email subject line

At the time of application (each
case)

(L 5R/1BHS HREE @R 555/ #5255 [Notification
for Trip/Invitation Application]
Application/Report NO : XXXXXXXXXX

Applicant At the time of withdrawal of the
application (each case)

[ Trip Apply ] Send back notification

At the time of final approval
(each case)

At the time of final approval
Traveller
(each case)

At the time of final approval
Budget holder
(each case)

Research
Collaboration &
Promotion Center

there are export goods or
technological information
provided (each case)

At the time of final approval in
WAS the case of WAS arrangements
(each case)

(H3REREEAERIEAN/Approval Notice] REEES
At the time of final approval, if [ /Application No. : [xxxxxxxxxx]
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Approving person

At the time of receipt of the
approval request (each case)

Approve request notification

At the time of submitting a trip report

Destination Transmission timing Email subject line
. . (HHsR/1BEEEREEIE A ) BRER/ TS
At the time of application . ) o L
[Notification for Trip/Invitation Application]
(each case) .
Application/Report No : XXXXXXXXXX
Applicant At the time of withdrawal of ) o
L [ Enter Trip Report ] Send back notification
the application (each case)
At the time of final approval
(each case)
At the time of final approval (HHaRERESAER@AN/Approval Notice] I REEHS
Traveller

(each case)

Budget holder

At the time of final approval
(each case)

/Report NO. : [XXXXXXXXXXXX]

Those who made
advance payment

The day after the payment
process is completed, if there
are expenses for
reimbursement

TEREBEOAETFERBOSHSE (Payment
receivable information about advanced
purchase.)

Approving person

Notification of the number of
items approved at 8:00 A.M.,
if there are one or more items
not approved

Approve request notification
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| 8. Reporting Short Distance Trips

I 8-1. Reporting short distance trips (startup method)

For trips less than 80 km from the starting point (according to route search), Report Trips for Short
Distance can be selected instead of regular research trip application/report.

Log in to MyWaseda, start e-Trip from the left menu of Corporate Management in the Global menu.
Select Report (including Report Trips for Short Distance) on the left menu of the e-Trip screen to open
your operation screen.

(Tidwlites
&, R

Initial Screen

mast recent iem{display item (most recent3day(s)}

Apply

Repaort {including trips for short
distance

Applicstion'Report Search

| Select your operation

To create a short distance trip report, select 3. Trips for Short Distance and click on the Continue button.

Report

1. Create a new report/Cancel a tripfinvitation

® 1. Enter Trip Report
Jo2 Report on Invitation
() 2, Trips for Short Distance

2. Continue witH El createa report.

1. Report with a declined/canceled/savad
data

' Continue
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The information about the applicant has been already set in Outlines of trip. Please note that only the

traveller can submit a short distance trip report: proxy applications are not permissible.

I 8-2. Entry items for Report Trips for Short Distance

No. Item Input content
Application summary: Copy and display the trip outline registered at
the time of the approval of the trip.

1 [Outlines of trip Report summary: Enter here if the trip purpose or summary has been
modified since the time of the approval of the trip, or if the trip has been
cancelled.

Copy and display the traveller information registered at the time of the
approval of the trip. It is permissible to modify the information if the trip

2 |Traveller's information |period or the traveller has changed. If the number of travellers has
increased (e.g., from two travellers to three), it is necessary to apply
for the trip for the additional traveller(s).

Outlines of duties: Copy and display the outline of duties registered at
the time of the approval of the trip. It is permissible to add, modify or

3 |Outlines of duties delete entries.

Detailed outlines of duties: Fill in the details of duties at the destination
for each day of the trip.

4 Amount registered at the] Copy and display the expenses information registered at the time of the

time of application approval of the trip.
i i Copy and display the route information registered at the time of the

5 |Route information . . o . .
approval of the trip. It is permissible to add, modify or delete entries.

) Copy and display the accommodation costs information registered at
Accommodation costs ) ) ] o ]
6 | ) the time of the approval of the trip. It is permissible to add, modify or
information ]
delete entries.
. Copy and display the daily allowance information registered at the time
Daily allowance . . _ .
7 . of the approval of the trip. It is permissible to add, modify or delete
Information )
entries.
Copy and display any other expenses information registered at the time
Other Expenses . . . .
8 . of the approval of the trip. It is permissible to add, modify or delete
Information )
entries.
) Copy and display any subsidy from other organization information
Subsidy from other . ) . . _
9 o registered at the time of the approval of the trip. It is permissible to
organization . .
add, modify or delete entries.
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) o Copy and display the calculation criteria for income tax registered at the
Calculation criteria for ] ) ) o ]
10 | time of the approval of the trip. It is permissible to add, modify or delete
income tax .
entries.
Copy and display the budget amount for expenses set at the time of the
11 |[Set budget for expenses ) ) o ) )
approval of the trip. It is permissible to add, modify or delete entries.
. Copy and display the payment recipient information registered at the
Payment recipient ] ) ] o ]
12 | . time of the approval of the trip. It is permissible to add, modify or delete
information i
entries.
Copy and display any supplementary notes registered at the time of the
13 [Supplementary note ] ] o ) ]
approval of the trip. It is permissible to add, modify or delete entries.

O Any additional paper-based avidences

Outlines of trip

Research

Trip type

Nam=a

o
Al

Traveller's info.

Reporter/External -
Reparter (Yourself)
party partar {
Mame Hrm 1
Affiliation's Name EUEHEETED
Mame of Status Professo

e-mail address kohnoi@wasads jp

Evidence Info. (Tick the following if applicable.)

*#Submit paper-based evidences with an e-mail sent when this application is completed as a front cover to the persons in charge of the funds immediataly.

Report Mo. Date |201@/04/11 ™

Affiliation

Faculty/Student/Contractor's
- D

Affiliation Code
Status

Click on the Add button in the Outlines of duties section to start up the information entry screen, and

enter information about the business performed in the short distance trip.

Outlines of duties

I I"-l:-J Add £ Modify (=] Delate
# Date Place to visit {Name of its ins...

1D fer...
<

Public Transpart...  Starting Place

Purpose/Report of the trip

Amount of E...

Arrival Place Use of IC cards  Flight Mo./Route... Reason for takin.. Reason for taking a taxifrental ¢

>

Enter information in the Date, Place to visit, and Purpose/Report of the trip section, and click on the Add

button in the Route Information section to open the route entry screen.
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Register outlines of this trip[ZBT0305020]

[y

Diake 20180411
Place to visit ¥ w
Purpose/Report of the trip + « FEETHR

Route Info.
i Add I £ Modify =] Delete
Public Transport...  Starting Place Arrival Place Use of IC cards  Use of Student..  Flight Mo./Route... Reasd
<
= Retum v Confirm
Total Amount of Expensas a

Depending on the travel route used, select Register route traveling by train/bus using Ekispert or
Register route traveling by taxi/car rental/charter car.
Example: In case of travel by railway/bus (Ekispert)

Enter the station names in Starting Place and Arrival Place and click on the Search for routes button.

Register routes in this trip[ZBE0305020]

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

@& Return Bzt [Route Entry in progress] and

close this window

[Route Entry in progress]

*The registered routes are displayed in order of its Departure Date.

The routes may be displayed not In order of the actual journey because of the time difference for overseas rips, however, continue your process since It does not affect the
following process,

Public Register rites with taking Shinkancen/FrprecclIRBns with Fkispert Search *for dnmestic nnly w
| ransportation
*When the Depart/Return routes are the same, the routes for round trip will be registered by selecting "Apply for the Round Trip.'

*Reqister routes through 'Register routes with other transportations sther than those above' if a suitable eption for statiens or searched route (such
3s routes owerseas, or routes with airport shuttle b

*When the route indudes both with/without taking ing
an zirplans.'

/ If the outbound and return routes are the
Apply for theREund Trip

{The Departure/Retum routes can be registered at Same, t|Ck thIS bOX.

\ Display Starting/Arrival Place’s Histo

Starting Pla =Eafil) e N
Arrival Pla =B ()

Transit Point

Usz of O
Student Discount Use of ICcards [

I {, Search for routes

AMOount o1 =

*, 75% -

82/89



Select an appropriate route from among the search results, and then click on the OK button.

Ekispert Search[ZBS0605010]

SR D

Search criteria-
Sorted by Ekispert's standarc

- 2 3 4 5 6 7 8 o 10

11 12 13 14 15 16 17 18 19 20

|, Research W OK & Retum

ETIl 2010648118(%) ’5

A 315 204 ft 115) 0.3km
: ) X

[] =mme=st ro)

108
am B =sA hoeER
5.1km
O ==mmam) £ 440m |
104
am B Fe=mF
4.2km
[ =ae=m

If there is no other route to be inputted, click the v Set [Route Entry in Progress] and close this window
button to complete the registration of the route(s). If you have applied for other routes, click the v Add
the route above to the [Registered Routes] button. In the case of travel by railway or bus, please enter a

starting place again and perform an Ekispert search.
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& Return

*The reg

following process.

Public
Transpertation

Starting Place
Arrival Place

Transit Point

Use of
Student Discount

Amount of
Expenzes
Remarks

{Flight No./Route
Info.,etc.}
Ekizpart

Search result
Route Distance
Any duplicated
route with
commuter passes’
Reaszon for taking

express

[Route Entry in prograss]

2
shinkansen/limited *

Register routes in this trip[ZBE0305020]

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

red routes are displayed in order of its Departure Date.

us with Eldspert Search. *for domestic onlf;

Register routes with taking Shinkans:

Set [Route Entry in progress] and

e

close this window

The routes may be displayed not in erder of the actual journey because of the time difference for overseas trips, however, continue your process sincs it does not affect the

*When the Depart/Return rowtes are the same, the routes for round trip will be registered by selecting "Apply for the Round Trip.'

*Register routes through 'Register routes with other transportations other than thase abave' if 2 suitshle option for statiens or searched route (such

as routes overseas, or routes with airport shuttle buses) is not displayed.

*When the route indudes both with/without taking an airplane, register the routes only with taking an airplane through ‘Register routes with taking

an zirplans.’
¥ Apply for the Round Trip

(The Departure/Return routes can be registered at ence if the routes are the same.)

SHE (AR

=H

Use of IC cards

Change the Ssarch Display

criteria - route

440 *The amount is for round trip.

Add the route abave o the

[Registerad Routs].
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[Example: In the case of travel by taxi or car rental]

Enter a starting place, arrival place and reason for the use. The method of route registration is the same

as for travel by railway and bus.

Register routes in this trip[ZBE0305020]

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

@8 Retumn . Set [Route Entry in progress] and
L
close this window

[Route Entry in prograss]
*The registered routes are displayed in order of itz Departure Date.
The routes may be displayed not in order of the actual journey because of the time difference for overseas trips, however, continue your process since it does not affect the

fellowing process.

Public

Transportation Register routes with taking 3 taxirental car'chartered taxi v
*Enter the Amount of Expenses directly. [Register 0 yen at applying and the actual amount at reporting if the amount is not yet confirmed at
applying. )
*Enter the Reason for taking a taxi/rental car.
[ Apply for the Round Trip A“—_:'Lm of 1]
(The Departure/Return routes can be registered at once if the routes are the same.) Expenses
|, Display Starting/Arrival Place's History
Starting Place ERE
Arrival Flace HEH
—
Transit Point
Remarks
(Flight No./Routs
Reason for
or upgrading seats =t I

_ Add the route above to the

[Registered Routs].

Check that the route has been selected correctly for the inputted business. If all is correct, click on the
v Confirm button.

Register outlines of this trip[ZBT0305020]
Date 0190411
Place to visit ¥ A

Purpose/Report of the trip * & FEEF COEFT

Route Info. -
@ Add # Modify =) Delete
Public Transport...  Starting Place Arrival Place Use of IC cards  Use of Student..  Flight Mo./Route... Reason for takin... Reason for taking 2 ta
Shinkansen/Exp.. BHEAFTAO) =HE=SH e O, .
Shinkansen/Exp... =H(F=HE) R EEA-A) HE=EEE. AF..
< >
@ Retumn ¥ Confirm I
Total Amount of Expenses 440
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If you want to make corrections, select the relevant record and click on the Modify button. When the

routes registration screen is displayed again, enter the corrections to the route information.

Register outlines of this trip[ZBT0305020]

Date 20180411
Place to visit ¥ w

Purpose/Report of the trip * = FRFTF T -

Route Info. a

@ foe i

Public Transport... Arting Hiacs Arrival Place Use of IC cards  Use of Student..  Flight No./Route... Reason for takin... Reason for taking a t2

Shinkansen/Exp.. BHAES40) =B BE O,
Shinkansen/Exp... =H(HFEF) B (HERA40) ESEER. ¥
< >
@ Retumn v Confirm
Total Amount of Expenses 440
Note:

In Ekispert there is no information for some stations and routes, as in the case of fixed
route buses. If you cannot obtain the desired result from Ekispert, do not press the
Ekispert search button; rather, enter as shown below and click on the Register button.
However, if the route is included in the route covered by Commutation Allowance
supply provided to the traveller, please do not enter it, so as to prevent double
payment (since it is not possible to exclude commutation routes systematically).

If you have some subsidy from another organization, please enter the information (such as the

institution's name) in the same manner as when applying for a regular trip.

Subsidy from other organization -

If multiple persons going on this trip are registered, spacify who receives subsidy from other crganization,

Institution's Content and
Name amaount

Select the research expenses to be used in Report Trips for Short Distance. As with a regular trip

application, click on the Funds Selection button; a list of the applicant's budgets will be displayed.
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Select funds/division to approve the usage of funds

1. Funds Selection (multiple funds can be selected.)
Select 'Funds Selection’ to search funds. [*Only your funds which have reflected on Financial Management System will be displayed to select.}

“International academic conference subsidy"will be distributed individually at the first us=.

When thers is no indication in the search result for funds, pleass write in the column of '2. Detsils regarding to funds/Notes to approvers’ below that you will
use " i i nference subsidy.

Funds Selection

Division to approve the usage of funds

Selected Funds

In the displayed list , tick the box for your budget, and then click the Select button.

Search for Fund[ZBS0305010]

Search criteria

Fiscal Yaar 2018
Division code
Project/ Research Project Mo
Project/ Research Project_namse

Faculty Mo 0000251710

Faculty name w1l
Organization which provides
subsidy
, Search ¥ Clear
Search result
[] Fiscal Yea... Division Project/ Research P... Projectf Research Project_name
Lo o — . iR
I 2 E 2019 EnSETESEE HB 1 BAO1 00000000 8. T ses: I
L1 ULS hoitsa—-ah e = L e H A
4 [] 2015 EH&ITHEE Be BADE00000000 it AR ER
< >
1E'ﬂ 4 4 | page1 (of1 » H | & Iterns 1 to 4 are displayed, out of 4.

@ Retumn I v Selact ]
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Click on the Confirm button.

Select funds/division to approve the usage of funds[ZBX400S010]

Fund Info.
) Add [=] Delate
[ Fiscal Yea... Division Project/ Researc... Project/ Resesarch Project_.. Abbrevi.. Researc.. Organization w... Approver's name
| 2015 HUEEEIEYI A1 BAD100000000 BAHRE B AMAE HG R IRT IEMRT -7

@ Retumn I %" Confirm

In applications for short distance trips, the payment may only be made to the applicant, so it is not

necessary to enter anything in the Payment Recipient Information section.

Payment Recipient Info.

Payment recipie... Payment recipient na... Payment amoun... Payment met.. Invoice Mo. Pay on the desig... Scheduled paym... Reason to change !
W251710 ] 240 Transfer 2019/04/26
< >

Reason for exceeding the allowable limit

If you wish to send a message or make an inquiry to administrative staff, input it in the Supplementary

note.

Supplementary note

*1. The ameount stated on the left will be transferrad to the bank account of the traveller.
#2. It is not permissible for a ressarch reprasentative to pay out-of-pocket for the traveler.
*3, Waseda students should carefully note item 4 of "Sattlement method” on the back of this form, before completing this form.

*Settlement method {applicants may use either this report or "Apply for a trip’ screen)
1. Plzase complete this repart if the trip distance from departure is less than 30 kilometers, and settle its expenses by attaching a brief travel report, If the
trip requires accommedations or daily allowance, please apply from *Apply for a trip’ screen.
2. Plzzse aggregate zll the trips conducted in one calendar month when preparing this form for submission, in principle. Flease be sure to submit the farm
within the relevant fiscal year.
3.The inviting person is required to apply from 'aApply for an invitation' screen.
4. When Waseda students use this report, they must submit a "Notification of Extracurricular Activities” seven days (not counting non-working days at the
university) prier to the trip se as to be covered by the Waseda University Student Compensation System {compensation for injury).

The rest of the process for application and submission is the same as for regular trip reports.
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| 9. Other

I 9-1. Apply with reference to previous submissions

It is possible to copy the contents of previous applications and use them to make another application via
e-Trip. Please refer to 2-1. Launch the application screen.

The following items require confirmation of the information each time you apply, so that
information will not be copied even if you apply using previously entered data. Please input
such information each time you apply.

Setting budget for expenses (in common for all applications)

Information regarding Security Export Control (overseas trips only)

Safety/infectious disease risk information (overseas trips only)

| Modify history

|20xx / xx / xx Modify

-As to xxx, revised xxx as follows.
(Before]

XXX
[After]

XXX
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