Manual for after trip application

1. Login to "AMABIE" via OKTA authentication
https://rbs-gw.riken.jp/my.policy
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2. Select "Business trips (HiiE> AT L))"
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3. Click application No. under "My status table" tab.

R wmoz51

fmzs business trip system

= Legged in as

Your Name

i | [3* Log out | | ¥ {81585 / Personal Setting | |\'E‘I)

Information/Notice

‘ " Use substitute/proxy function O

Title

Status Category

Unread Information 2z7-1)

Date
2015/6/1

Substitute / proxy function is off
For use of substitute/proxy functicn, click the button
above.

Application / Approval processes

Search

J List of documents to be completed

Search parameters

4 Reload

|1 results 1-1
Application No.
\{| 16W100017

Document title jip]

Application <Domestic>

Apply

Your ID

Travelling employee

Your Name

Affiliation/Title

Your Affiliation;Title | 2016/09/09

Departure date

Return date | Countryl

2016/09/10 Tsukuba Tsukuba Inte




4. Click "Apply after trip" on the upper right corner of the screen to go to the next step.

Application <Domestic> — | Application No.
[fwlv] ~ | 16W100017
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[Applying before business trip]
Enter specific business trip information and click "Apply before trip”.

[Applying after business trip]
Leave blank and click "Apply after trip". Wait for new form to appear and enter specific business trip information
and business trip report.

[Cancelling business trip]
Leave blank and click "Apply after trip". Wait for new form to appear and enter reason for cancelling business trip.

For seals aHids

Apply Approve
In process-1 In process-2

Syuttyousya Taro




Click “Enter” on the upper right corner of the screen to go to the next step.

ot z | = I lication No.
Application <Domestic> [Apply] | = TEEJ]DD[H?

e Back

ERFEERICESELEY. [FET] AYZm0Uw LTSN,
Move to Application (after trip). click on the “Enter” button.

Current status

Apply )

:Required field

n o Travelling employee

Travelling employee 050004  Syuttyousya Taro

Affiliation/Title

Class for calculating lodging

General Parsonnel
fee

Contact phone number Req. |

Enter contact information for

person who can respond to

questions on application contents
{(lab assistant, etc.}]

Ex :91-1234, 048-123-456

Research Personnel Affairs Section / Deputy Manager

Date created : 2016/06/06

Completion

| v




6. When "Application (after Trip) <Domestic>" window is shown, fill in the contact phone number. This number should be that of a person who can
respond to questions on application contents, e.g. you or your lab assistant's number.

R - 5 — | Application Ma. | . [ o
Application (after Trip) <Domestic>[Apply] == 125‘.’]00021 ‘ : et j ! I o l E1|

:Required field

ﬂ A Travelling employee ﬁ

Travelling employee vour ID

Your Name | 3)

Affiliation/Title Your Affiliation/Title

Class for calculating lodging
fee

General Personnel

Contact phone number (Req_|

Enter contact information for

person who can respend to

guestions on application contents
({lab assistant, etc.})

Ex - 91-1234, 048-123-456


eriko.shimizu
ノート注釈
eriko.shimizu : Unmarked


7. Under "2. Basic business trip information” table, select proper departure and arrival points to match your travel route ("Workplace" is selected as
default for both). Usually, it is either "Workplace" or "Home".

it : = =— | Application No. N
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= I 7 E s -
o E I Basic business trip information

Business trip period 2023/9/6 " |2023/9/7 2day(s) 1night(s)
Enter actual departurs and return ' ' - '

dates that encompass in-transit,

annual leave, and cther non-

business days.

()

(o) Workplace () Home () Primary affiliation () Day trip / business trip destination

() Secondary workplace () Other

Arrival point (o) Workplace () Home () Primary affiliation () Day trip / business trip destination

(") Secondary workplace () Other



8. Under "3. Route" table, copy and past the entries in the boxes which are highlighted in yellow.
Whether you travel from home or work location, enter the station's name which is the closest one from your departure or arrival point.

If you use other transportations besides train, please change [train] to the actual one you used.

Application (after Trip) <Domestic> [Apply] = TEE;ZCSSEQINU- ‘ o ‘ .‘ [ ‘ ﬁ]

Cities being visited \2)
In principle, enter the city where the

destination institute f facility is located.
Ex - Sapporo

Dates in transit Route Specified route

Detailed informaticon on domestic train lines is not required. In principle, train fare
will be caluculated on the basis of the most economical and efficient routes._
Ex : Wako-shi [train]—+Haneda Airport [air]—=MNew Chitose Airport [train]—Kita 18 Jo

station

Req. .
E=H 20037976 _ bl Station name [train]-> Wako Wako, Saitama

2023/9/7 = Wako [train]-> Station name



9. Under "4. Daily allowance and lodging adjustments” table, copy and past the entries in the boxes which are highlighted in yellow.

Application (after Trip) <Domestic> [Apply] == TEEE::;E;NG.

ejejnoo)s|sa)mm

| ﬂ M, Daily allowance and lodging adjustments

®

Enter if not fixed rate. (Payment made by other institute/organization must be entered elsewhere. Do not enter

here.

Daily allowance portion

IPADIGE . BEAR X

SRR PALSIDIBE . B 4348 (R ERTENTD)
Daily allowance
1,500 yen

One-half of daily allowance

Lodging costs adjustment

ERHRIREEER(IRDORELSHY)

Ex:No lodging fee;

3,200 yen per night actual cost
#When requesting lodging fee
exceading fixed rate, explain
reascn.



10. Under "9. Report" table, copy and past the entries in the boxes highlighted in yellow.
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Application (after Trip) <Domestic> [Apply] % ] Tgﬁiﬁ:?ég;l“ﬂ' | i g ll g “ 'E.J || ﬁ

Business report () Business trip carried out as planned. () Business trip cancelled ,\3)
Report
Date Detailed business report

If you have problems entering all the required information on the form, you may send as separate email

attachment labeled, "Additional report information”™.
Ex : Meeting with XX University Professor YY, who is the PO, to discuss how to proceed with the research for

MEXT-commissioned "Target XXX (Producticn).”

Req.
- 2023/9/6 I attended this year's RIKEN Summer School and had discussion with other
participants.



11. After you fill in all necessary points, click "Apply" on the upper corner of the corner of the screen to submit. To complete this application, make
sure to click "Enter" on the upper right corner of the screen shown after clicking "Apply".
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In process-1 In process-2

For seals aHide

Apply Approve

Your Name Supervisor's Name

Application (after Trip) <Domestic> [Apply] ‘ % I ?Eﬂ?ggg?;uo. @ 1

HENFEERL. [E|T] mMEEZ20Uy LTS,
Please confirm that all entries are correct and click on the “Enter” button.

Date created : 2016/06/06

Current status New status

Apply ) Approve




12. After completing this application, you will receive an email with the information of calculated travel cost to be reimbursed (Japanese only).
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