
Manual for before trip application 

 

1. Login to “AMABIE” via OKTA authentication 

https://rbs-gw.riken.jp/my.policy   

                    

 

https://rbs-gw.riken.jp/my.policy


2. Select “Business trips (出張システム)” 

 

  



3. To change the language setting,
go to personal setting and
select "English."  Then, click
"Apply."

Click "Home" button on the 
upper right corner of the screen 
to return to the previous page.

maya.kobayashi
ハイライト表示

maya.kobayashi
テキストボックス
xxxx



4. Select “New” tab and click “Authorization <domestic>”



5. Your ID, name, affiliation, title 
and supervisor is automatically 
displayed. Check that it is correct, and 
copy and paste the Business trip 
period.

Notes:
Apart from those located at Wako, 
Tokyo, Yokohama and Tsukuba who 
are able to commute in time for the 
event, you may also stay the night 
before the event (September 5th). 
In that case, enter “2023/9/5” for the 
departure date.

Your Affiliation/Title

2023/9/6 2023/9/7

Your ID/ Your Name



City, Destination and
Purpose of visit as
shown.

6. Copy and paste

Wako, Saitama

 RIKEN Wako Branch

RIKEN Summer School 2023

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



7. Choose "Yes" for Travel Expenses provided by RIKEN and copy and paste budget number as shown. For JRAs, IPAs and RSRs, please use the

RIKEN Summer School budget number. For Student Trainees, please use the other specified budget.

For JRAs, IPAs and RSRs: 

For Student Trainee: 

   100600    201801098105    342010

   100600    201959190002    649801



 

6. Please copy the Japanese text below and paste on “Remarks” then click the “Apply” button on the top right corner. Click "Enter" button at the 

upper right corner to confirm the entries are correct and to complete this application. If any corrections needed, click "Back" button to go back 

to the previous page. 

 

*Student Trainees：also complete the points in the next page, then click “Apply” and “Enter”.* 

 

<NOTE> 

After you complete the application and your supervisor approves it, you will receive a confirmation email. 

 

JRA, RSR and Student Trainee 

・和光構内宿舎居住者および和光事業所～徒歩圏内に自宅がある者以外は、宿泊が必要なら出張可能（旅費担当と調整済）。 

・宿泊料は規程額を支給(夕食の提供あり)。和光/東京/横浜/筑波事業所以外の方は前泊可。 

・日当は半額支給（前泊ありの場合、前泊日の日当は満額支給） 

 

   IPA 

・和光構内宿舎居住者および和光事業所～徒歩圏内に自宅がある者以外は、宿泊が必要なら出張可能（旅費担当と調整済）。 

・宿泊料は規程額を支給(夕食の提供あり)。和光/東京/横浜/筑波事業所以外の方は前泊可。 

・日当不支給 

 

 

 

 

 

 

 

 

 

 



 

研修生のみ！For Student Trainee only! 

 

7. Do not choose any of the numbers in “8. Reason for business trip” but paste the following Japanese text in the bottom column of “8. Reason 

for business trip”. Attach the document shown in the link below to the “Attached documents” button (where the red arrow points).  

Then click the “Apply” button on the top right corner. Click "Enter" button at the upper right corner to confirm the entries are correct and to 

complete this application. If any corrections needed, click "Back" button to go back to the previous page. 

 

 

Paste the following Japanese text in the column shown yellow: 

(6)研究所、センター、本部及び事業所（以下、センター等）単位で主催するセミナー、プログラム等に参加するとき。 

 

 

 

Reason for business trip 

(6)研究所、センター、本部及び事業所（以下、センター

等）単位で主催するセミナー、プログラム等に参加する

とき。 

Attach the document shown in the following link: 

https://riken-share.box.com/s/cavwl1gng5n4mrgvrgxbvb

axx4fl5d2q 

https://riken-share.box.com/s/cavwl1gng5n4mrgvrgxbvbaxx4fl5d2q
https://riken-share.box.com/s/cavwl1gng5n4mrgvrgxbvbaxx4fl5d2q
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