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1. About the System

|1.1.

Purpose of the system

1. By creating a database (centralized management) of the facilities managed by our university and making

them accessible both inside and outside the university,

We aim to promote the broad utilization of our equipment.

2. By reviewing the on-campus equipment reservation system, we will enhance the convenience of facility

reservations,

We aim for efficient operations from equipment reservations to payment processing.

§i2

System Overview

The following features can be used in this system.

3
O
@

1. Apply for facility use

To use the facilities, you will apply for equipment use and renew it for the following fiscal year.

2. View detailed information about the facilities

You can view detailed information about the facilities.

3. Check reservation status by facility

You can check the reservation status of the facility on a weekly basis.

4. Book the equipment
You can reserve facilities approved through your facility usage application using your own PC,

smartphone, or the digital usage log located near the facility.

5. Register usage records for each facility reservation

You can register your usage history from your own PC, smartphone, or digital usage log located near

your device.

6. Check the usage fee billing details (user responsible person limited feature)
You can set an application submission address for each facility usage record and check the usage fee

information for each invoice destination.

-5-
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[ 13 MenuList
Click the menu = ~ at the top right to open the menu list.

@ Reservation calendar

Reservations and records of equipment for which facility usage applications have been approved

Displayed on a weekly calendar.
» Operations available from this screen

Equipment ReservationsRegistration-Copy

Equipment ReservationsConfirmation, Changes, and

Cancellations

Equipment ReservationsFile Download
Usage RecordsRegistration

Usage RecordsChanges, Confirmations, and Approvals

Usage RecordsFile Download

@ List of Equipment Reservations
Displays a list of facility reservations for which you are the user or
responsible for use.
» Operations available on this screen

Equipment Reservation Registration & Replication

i N i i

Ll

C g

FHIHL >4 — (Reservation Calendar + TOP)
BETH—5 (Reservations)
FIFAE#E—F (Ulitization Record)
FIBE#EHER—E (Bilings)
sH{EFIRES (Application for Use)
HHRFE—S

REFERAIT -8R
BEFHBE<E/ AL
(Reservations (mobile))
FIBEEE - E<E/TIL>
(Ulitization Record (mobile))

#{E—E (Equipment Available)

FIAEBEEES (My Profile)
FRBJEMIIER (Invoice Recipient)

04777 I~ (Logout)

Equipment ReservationsConfirmation, Changes, and Cancellations

@ List of usage records

Displays a list of usage records for which you are the user or responsible for use.

» Operations available on this screen

Usage Records Registration

Usage History: Changes, Confirmations, Approvals

@ List of usage charges

If you are the person responsible for use (or a proxy responsible person),

Displays facility usage fee billing data in a list.
» Operations available on this screen

Checking Usage Fee Billing Data _

Billing statement for usage _fees and invoice delivery address adjustment

Usage Fee StatementMass approval

Usage Fee Billing DataExcelDownload

® Equipment Usage Application

Displays a list of facility usage applications for which you are the user or responsible for use.
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» Operations available on this screen
Equipment Usage ApplicationRegistration

Equipment Usage ApplicationConfirmation, modification, cancellation, and approval by responsible

person
Equipment Usage Applicationsuspension of use*renewal application

List of Research Topics
Displays a list of research topics for which you are the project leader or collaborator.
» Operations available from this screen

Research Topic Registration

Research Topics; Confirm, Change, and Delete

Issue SharerEditing

List of Results Information Linkage
Displays a list of research topics for which you are the project leader or collaborator.
» Operations available from this screen

Check Results Information

Results Information Changed

List of Equipment Reservations <Mobile>
Displays a list of facility reservations for which you are a user.
» Operations available on this screen

Equipment ReservationsRegistration

Equipment ReservationsConfirmation, Changes, and Cancellations

List of usage records <mobile>
Displays a list of usage records for which you are a user.
» Operations available on this screen

Usage RecordsRegistration

Usage History: Check & Change

Facility List
A list of facilities open to external visitors is displayed.
» Operations available from this screen
Facility InformationConfirmation
Equipment Usage ApplicationRegistration
Equipment ReservationsRegistration
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@ Changes to User Information
Check and update your account information.
» Operations available on this screen

Account Information Changes & Confirmation

@ Invoice Submission Information
Displays a list of invoice recipient information you have.
» Operations available on this screen
AREIRA R B0 BIBR

I 1.4. Process from Reservation to Use of Equipment

To use the system, you will first create an account.

After registering a facility usage application and receiving approval from the person in charge or manager, you
can reserve the facility.

* Depending on the settings set during facility usage application, the administrator may need to approve the
reservation.

(For information on facility usage applications, see "5. Before Booking Equipment")

(For equipment reservations, see "6. Until you reserve and use the equipment.”

After use, once the performance is confirmed by the user, administrator, or person responsible for use, billing

will be processed.

-8 -
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2. Create an account

Create an account to use this system.

I 2.1. Enter and authenticate the email address for the created account

From the top page, click "Login for someone other than Tohoku University ID" to go to the system

authentication screen.

OeE REXPATIOUFHIEESI— :
SNC s @S2 7L (REEEE) °CFCDesk QUserGwde

SHARE

HERSEES AT LA

RILKFOHEMAH - MBS CFRAVWILTET

Available Shared Facilities and Equipment at Tohoku University

FRFAE FHARAE
o@eo
‘a®
HitxipTOd 1> ENTFThAOrTOTTY
Tohoku Univ. Log-in Non-Tohoku Univ. Log-in

Click the link at the bottom of the system authentication screen titled "If you want to obtain an external

account, please apply from here."

g N

FAEITATA o R—=D

Non-Tohoku Univ. Log-in

& LoginID

& Password

[ LOGIN NOW }

?H@T@C”%Umﬂ)ﬁwlzﬁaﬁ%ﬁﬂ?ﬁ By P ERIBLT RS,

—
First-time users can create an external user account here.

ID/Password% HFENDAHIFCFCEOF TIEKC LS,

If you have forgotten your ID/Password, please contact CFC desk.
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Enter the email address to receive the verification code for account creation.

* The email address you enter will be the email address and login ID for the account you created.

BREI—FZBITHAA—ILTFLRZADLTLES
L\U
(Please enter the email address where you will
receive the verification code.)

=z ‘X—JLT R L Z(Email Address)

‘ %f5(Send)

HAANBEWX—ILT7 FLRICFEHED— RAEEINE
T

* A verification code will be sent to the email address
you entered.

Once the email is sent, you will be taken to the verification code input screen. Enter the 6-digit authentication

code included in the received email.

If you cannot receive the email, click the link that says, "If you cannot receive the email, please try again from

entering your email address." and enter your email address again.

BRIEI—FEAALTLSES L,
(Please enter the verification code.)

EEA—ITRLR:
jiro@tohoku.co.jp

& E3E5F 31— K (Verification code)

S8l (Verify)

HAARWEA—LT FLRAICEEIEI— FAXEEINE
ER

EA—NEZRITBNBWESE. BEXA-ILTELZR
DANDSRHEL TS,

* A verification code will be sent to the email address
you entered.

* If you do not receive the email, please try entering
your email address again.

On the new off-campus account registration screen, enter your account information.
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After entering the required information, please download the Terms of Use and Privacy Policy from the link
and review the details.

After confirming the details, check "Agree" to create an account.

6%773'7‘/ I~ ¥TiREER (New registration for non-Tohokudai ID account.)

02 2153 (Login Information)

The email address you entered will be

oo

Password XELFL EDEBERFRS CAN LT, (*Please use 8 or more single-byte
ssword (FE) (Password (confirmation))
=

FABEER (User profile)

alphanumeric characters and symbols.)

HFIREBRIESSBRBCRTINET, BOJJ %, CHRB SV, (* User identification
number will be issued after registration. Pleasqf confirm it after re-logging in.)

B4 (Full name) btk EB DRI AR —REAN LT

last name.)

L. (* Please enter a space between the first and

B#0—7F (Full name romaji) XU EBOMICEAAN—2EANLTLE, (* Please enter a space between the first and
last name.)
BEE®/S (Phone number) SRS, AN BBEESFANLTEE0, (* Please enter a phone number where

you can be reached, such as a cell phone.)

gdassmi
el DXL 7 ECADANDBPOEUT &L, (* *Please contact the

administrator if you wish to make changes.)

A—)V7 KL (e-mail)

B4 - Bifa (Title) W7 (Required)

@ B (Japanese) BALS (Non Japanese)
E# (Nationality)

T DAMEETE (Other settings)

2TOA—) 25593 (Receive all e-mails)
@ FERA—ILOH % (Receive only important e-mails)
X—JVRIEEE (Settings for receiving email) X [EERA—LOHHETS] BRRULBAG. TFIRNBNENE 28 - B4l [FUNS ZF - |
M1 EENE RE - KR - BUE) SOA—ILBREENER AL (* If you select "Receive only
important e-mails," e-mails such as "Application Change/Cancel," "Reservation Change/Cancel,"
and "Usage Confirmation/Approval/Cancel” will not be sent.)

e R i IR |
l_ FIFAFRY (The Terms of Use)dB KT ELAIEHRIRZESE (Privacy Policy) ZCHRD L. [AETS] Z2F T v
| LT R,

Please read the Terms of Use and Privacy Policy and check the "I agree" box.

I [E=9 5 (I agree)
I AR SOEARRRE DT> O~ RE(C TAETS] HF Ly RSB0 ET, I

* After downloading the Terms of Use and Privacy Policy, "I agree" button will be enabled.
T T T T S |

The account was created with the information you entered. Click 'Go to login screen' and log in to the system.
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PRI NRERI T LELE,

ETFOA—ILT RLAEERI eI AT— RFEERALT,
AT LNDTA RET

—-— o -y
rj»td4>EEAEﬁ?é

3. Login to the system

I 3.1. Local Account Authentication

From the top page, click "Login for someone other than Tohoku University ID" to go to the system

authentication screen.

E RERFATIFOUFRIEEYS— .
5SS BEMAEES T L (RIERH) O creoesc Qusercuice

SHARE

HERSEES AT LA

RILKFOHEMAH - MBS CFRAVWILTET

Available Shared Facilities and Equipment at Tohoku University

PRFIEE :

B 1 &
|
|

HitxipTOd 1> ENTFThAOrTOTTY
Tohoku Univ. Log-in Non-Tohoku Univ. Log-in

Log in by entering your registered ID (email address) and password.
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a3 Ve m B A 2 b

Non-Tohoku Univ. Log-in

& LoginID

& Password

[ LOGIN NOW J

MNHTOIHBEOFECEoNRZAT AV FEERELTIEEL,

First-time users can create an external user account here.

ID/PasswordZ SENOHIFCFCEOF T 2L
If you have forgotten your ID/Password, please contact CFC desk.

What to consider if you can't log in
= The login ID or password is incorrect

— Please contact the Tohoku University Technical Support Center.

4. View the equipment registered in the system

To display a list of facilities publicly available to external parties, click = ~ "Equipment List" in the upper
right menu to display the equipment list screen.

To view detailed information about the equipment, click the link to the equipment name.

@ﬁ—% (Equipment Available)

¥iF8 - 8B4 (Faculty / Department) ~ EES )N~ (Management Group) v

@ | ¥—7-F

l Q 183 (Search) ]

HRIRAER | 361 1

RIFER RiFER A—H— BE w0 - B8 EHME - DRHRY
(Image) (Equipment Name) (Manufacturer) (Model) (Department) (Applications & Sample Types)
-

[641)Bm D REBRBUHA A L VX !

ir - % pidetn Eop s
| cxzrmns Haz S-5500f 01_BSHLRE
L

02_BEMERMBEXRS FEIT

LR S FE IR - ] -
[002]#%RE R HIBLEE (JNM-ECAT00) BEXBF JNM-ECATO0 Wt s
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| 4.1. About the facilities

@ﬁﬁﬁﬁl (Equipment Detail)

¢ e

ok 5 e ;
FIFHEREE EIRY )L—F (Management)
Equipment Use

Application 1B E (Facility Staff)

A=ILT B L X (E-Mail)

. o BELEE (Tel)

CHEE CRZOA G, WEEICCEHEIL, i
(For reservation, please contact the administrator.) o

R —LR—27 (Home Page)

E2{@153, (Equipment Information)

RIBEIF (Equipment Name) [002]#BE SHIB 4 E (JNM-ECATO0)

A=A~ (Manufacturer) BEEF BIE (Model)

- EAFRCBEICED L et OB SRR E B REETRIE

 JFRIBOE ET. (LAMPOKE. REL L ORI E DR

« —RERED IED ZRTRIE D B

R KAMA E OBHESYOMERTCES FLamOMERRICHRA
- BERIS16.441T

+ BAFEL C 1H 5 700 MHz. 13C; 176 MHz

- ERIZIE:1H, 19F, 15N~31P, 31K, 73Ge, 183W, 14N

- REAZEE  -100~+150°C (RERZEHH)

1L#% (Specification)

BB - 8B/R (Faculty/Department) 02_BFRANMBEEASFRINAR Y 4—

FUFBMAE - TAARIM) &AM

= (
HREA (Norey BEES AR M) (25

BB (Location) HELF v 2R BFORH BYS BEADFRITRE 2R 1045F

FRTESR (Usage Information)

s/ FUFRBSRY (Min. Usage Time) 2538k

il e (Usage Fee)

I FARZRE (Utility Form) B {f (Unit Price)
ZA (Tohoku Univ. Member) A AFIFA

ZEFEFIA

K FAFZEE (Utility Form) B (Unit Price)

BR#2 B A (Last update) : 2026/07/06

4 2F35] (Open to non-University members) § 2P323F87] (Open to University members)

EIREH (Management Information)

BYARHMEEAD FRIFRRLE ¥ &

JNM-ECAT00

2,210 (M.7B5R)

2,220 (M. /B5R)

2244 (Qutside Tohoku Univ. Member) FAFB 2,310 (M/B5R0)

=R 2,320 (F./B¥R8)

@ "Apply for Use" button
Click the button to display the usage application screen.

(For usage applications, see "5.2. Apply for use from the facility" for details.)

"Reserve" button
This will be displayed when the facility is available for reservation. Click the button to display the reservation
screen.

(For reservations, see '6. Until you reserve and use the equipment.")

* A usage application is required to reserve the facilities.

If you wish to reserve and use the facilities, click the "Apply for Use" button and register your application.
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5. Before booking equipment

To reserve the equipment, you need to apply for facility use.

I 5.1. Status of facility usage applications

The application status for facility usage applications will be updated as follows.

Only equipment for applications with an application status marked as "Approved" or "Renewed" can be

reserved.
RSB —E T (01
(BSESEECRE LRSS
ﬂiﬁﬂg;ﬁ ------------------------- :
: EHE
RS 7 S [
: EHEY
SHE BT seoms WEregi=ii Ml VAT NEEE =
RS RG> | FEES =
FIFEmERs
FrBEE

I 5.2. Apply for use from the facility

Click the "Usage Application" button on the facility details screen to display the input screen for the facility

usage application.

Eﬁ%*’]ﬁﬁ 5E [#4] (Application for equipment usage [non-University members ])

FEAE (Applicant)
K% (Fullname) ‘ st e
E#0—7F (Full name romaji) Tohoku Jiro
PRIE (Affiliation) FALERZOERE
825 - Wi (Title) MRRRR

AX—JL7 FL R (e-mail) jiro@tohoku.co.jp

Eig5B/IZES (Contact Phone
Number)

080-0000-9999

[ FIFERZE (Application)

You can also apply for use from the button on the application list screen!

-------------------------------------------------------------------------------------------------------------------------------------------------------------------

You need to set up a responsible user for the usage application. Enter the user identification | == conirm)
number of the person responsible for using the user and click the button; the responsible person's information

will be displayed in the display field.

- 16 -
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Also, if you have invoice recipient information, you [29emmsicss senouseiasmeesponsoel |- cAN click the button to set

yourself as the user responsible person.
* Please check and enter the user identification number of the person in charge.
(For the person in charge, refer to the user identification number confirmation method "12.1. User

Identification Number Confirmation and Change")

FIFAEEE (Responsible for usage and payment)
¥ TRIAEESE) IRBOFBERUTZOIHWVICEEEFD (* The Responsible is responsible for the usage of the facilities and
payment.)

FIAESRRES (user

identification number)

E5# (Full name)

B4 0= (Full name romaiji)

PR (Affiliation)

55 « W (Title)

A=LTF FL X (e-mail)

MK BIETES (Contact Phone
Number)

POINT

‘ *Only accounts with invoice sending information can be set as the responsible user. I

In the Facilities section for use, you can add or remove equipment.

Click the "Add Equipment" button to open the Equipment Addition Modal.

FFA8R (Facilities to be applied)

HEEEES T
(Application management gro
up)

RESRT BR{ERA EEWH - ZERER
(Location) (Equipment name) (Notes and precautions)

On the facility addition modal screen, check the desired facility and click "Add Equipment to Use" to add

equipment to the facility section in the application application.

- 17 -
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i®% (Search) x

#7788 (Search responsible)

Fxowd o b
. . OF oy 2iFd (Selected) O %KF x w4 (Not Selected)
(Selection)

AT

(Application
management group)

(B

BFYHAHMEEAS FRITHRT 54—

REEF
(Equipment name)

[ mwanas Equpmentname) |

I— -
FEIRAH (Number of selections) : 3 | Fimmem (add) | |

FRERIL-T REET S MR - RN
(Application management group) (Location) (Equipment name) (Notes and precautions)

BFATHHEE AN T RIFFTL > BELT /(A RERHTE BYE BADFRTARE : . 5 = et s

TRNHEEASTRIGREYS | ARy A2 BEFN BEMEADTIAMTLY oo s seomsa i NM-ECATO0) BIERE | TAARIS) TEICHE, BREs THEA) rem) res
- S—H#-148F
=y YFRATERSE B v /AR EEEH R BA) TR : 4 - e per

FHSRNREASF R > 2 SR x>/ BFHAE BRI ERDTRAAREY | 5031507 se0m 32w (AVANCENI700) RARE | TEATIE) TERAE) BRES TBRM) (TR CFN
- F—ig-1018%

BERTHHEEASTRIGRE >SS smlge otz RYWEH RAHERWIOLNMRE PRI : TRARIR) TEREAE HBEH T rapn, s,
BEYHRTHEHNEE XS FRINHRLT

] FHRAHHBE AL FRITHRE > 2 BE4 72002 EAAT4 A XH/C 218 139 NMRE 006]600MHz NMREE B FIRRE  TRARIE) TSNS, BERES THEM) TR TR

FRERA (Facilities to be applied)

HRERI/IL—T REIEA Lol et WESA - 2ESRR
(Application management group) (Location) (Equipment name) (Notes and precautions)

AFLFy AR BFREH-BPE AR FRITMEL V2

BPHEREREAS FRITHR L > 2 — iy (002 #55 AL IB 35 B (JNM-ECAT00) TR | TAATIA TR BRES TRR-
e Pt TR )

BRI RS AR FARTH T > 5 — f;;'.”l;;g‘z FRFTR REW EAATIICMAE S 0034 2082 (AVANCEIN1 700) HBRE | TRARIR TERAR) HERs (8-

BETRRHEEAS FRITHRL 5 — BT v oA BRI BETRAWI0LNMRE (00| BEFHRSHRRE FRBE | RATIR) SRR HEES THR-

21BN (Add equipment)

*There is no limit to the number of facilities you can select per application, but you can only select
equipment from the same application management group.

*Only the equipment selected in the Equipment Addition Modal will be displayed in the Equipment

Addition Mode, so if you uncheck the added facilities, they will be removed from the Equipment Used

- 18 -
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After entering all the required information, click the "Apply" button.

Eﬁ*‘]ﬁﬁﬁﬁﬁﬁ [%#%] (Application for equipment usage [non-University members ])

ERZAE (Applicant)

F% (Full name)

B4 00— 7 (Full name roma

PR (Af n)
V B9 « B (Title)

A—LT FLX (e-mail)

4 SEWEE S (Contact Phone
Number)

FIASEE (R
# T
payment.)

FIMABEEH (Responsible

FIAEMEIES (user
identification number)

EE% (Full name)

B2 0—F (Full name romaji)
78 [Required)

) (S

FRIR (Af

B4 - W (Title)

A—=IFFL-Z (e-mail)

M SMILES (Contact Phone
Number) 78 Required)

# (Application Information)

FRENSERE (Application year)

HF IR (Research project)

HZEOEE (Research project)
Xwtr—Zl (Note)

FIFER (Facilities to

RIERS -
(Application mana

[gement group) {Lozeton)

TARFEE IR

RIS L7 o

FRBRHEOFBIZOWT

< BRI HEE FORSME>
BiE - FRAEDESE SURE
BRBSECOWTHET S0,
BYTSLOEMRLTILS L.

k3K (Application Status)
HIIEIRIR (Application Status) o
SERH (Application date)

#3ZH (Approval date)

FIF{BLEE (Suspended date)

WEEIX > + (Equipent
manager comment)

i

Tohoku Jiro

LR e ]

Jiro@tohoku.cojp

080-0000-9599

he facilities and

sk AR

Tohoku Taro

02 S - BEHAE

Lc:)

Taro@tohoku.co.jp

080-0000-9999

2026

SR LT 30 (Please select]

FRPAF - TR MBE - AP A

‘ HETFH
. BRRE | OFE
EREH REEE - 2RER PR (| it HERS ME!#E
5 (Notes and precau 2 (Feecate | (Initialtr
(Equipment name) tions) d Equip ‘ ate Reser e aining)
ment) | vation Av EOY. B!
° ailabe) g
TR raremE LTS © q;“"’ £ HEH
EENABTEROENE LERA
HERHHAZ AN TERSITHRICHFNELA
ERORRE W
=RAOEMIT CEOEBECLTCHTL
R
20265074248
2026507A248
4
€ R% (Back) ZH [Change) l I © EH (Cancel)

Copyright (C) SRA-TOHOKU, Inc
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If you encounter an input error, an error message will appear on the screen.

ANAEISGROAABDET,
s FIEEAEEAAL TSN

If there is even one error, you cannot register a usage application.

Please correct your input and click the "Apply" button again.

Once your application is complete, the following message will be displayed.

HERENTRTLELE, EFE KEFEN\358) RURESIES. S ATLABEENFRLLES. B TEHALEIDT. SEFELIEE,

If you assign someone other than yourself as the person in charge, you can reserve equipment usage by
obtaining approval from the user manager— by the facility administrator— or by the system administrator.
If you set yourself as the person responsible, you can reserve equipment usage by obtaining approval from

the facility manager — by the system administrator.

Also, if another user registers an application for facility use with you as the person responsible, the application
requiring approval will be displayed on the list screen, so please have the person in charge approve it.

(For approval of responsible persons, see "5.3.3. Approval of responsible persons (for responsible users

only)")

-The "Research Topic Information" set on the facility usage application screen can only be selected by
the user's account. When "Research Topic Information” is set, it can be set as the initial value when

registering equipment reservation usage.

-Invoice recipient information can only be selected by the account of the person responsible for use.

- 20 -
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I 5.3. Operation of Equipment Usage Application

Click = ~ 'Equipment Usage Application' in the top right menu to display the facility usage

application list screen.

To check the details of the facility usage application, click "Details" from the list screen to proceed to the
detailed screen.
The button at the bottom of the detail screen may display differently depending on the applicant and the

person in charge, as shown below.

V¥ For applicants

€ R3 (Back) [ ZE (Change) ] [ © BUH (Cancel) l

V¥ For the person in charge (application registered by themselves)

v SfEAGR
€& B3 (Back) | Z&# (Change) ] l © HUH (Cancel) w (Responsible's
Approval)

V¥ In case of a responsible person (another user registers themselves as the responsible party in a usage

application)

v BE{TEAR
€ £2 (Back) Z&E (Change) } [ © HBE (Cancel) ] (Responsible's
Approval)

I 5.3.1. Changes to the facility usage application details

From the facility usage application details screen, enter the items you wish to change and click "Change."

* The items you can operate on may vary depending on the application status and your authority.

I 5.3.2. Cancellation of facility usage application details

From the facility usage application details screen, please click "Cancel."

* Applications that have been canceled cannot be operated.

I 5.3.3. Approval of the person responsible (user responsible person only)

For usage applications where another user registers themselves as the responsible party, approval of the
responsible person is required.

From the detailed screen for facility usage application, please click 'Approval of Responsible Person.'

=21 -
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EREAAT (Application Status)
EREERSR (Application Status) e BEERSGES

Ei5% 8 (Application date) 2026095188

#&i2H (Approval date)

FIA=ILR (Suspended date)

EEEI A b (Equipent
manager comment) ’

v BEEAR
(Responsible's
Approval)

€ ®5(Back) | FB(Change) || © BUH(Cancel

The application status will change from 'Awaiting Person in Charge Approval' to 'Awaiting Facility Manager
Approval'.

I 5.3.4. Check the results of approval by the facility manager

Once your facility usage application is approved by the facility manager, you can check values such as

'immediate reservation eligibility' and 'fee category' on the details screen.

FIFEE%4E (Facilities to be applied)

) - BRTEONE
- — ,
e et B EEFE - SRR EEE] (immediate Re HARS EE
Geplicativalmanagementog (Location) (Equipment name) (Notes and precautions) (Approved Equ | iion Avail | (Fee categoly)
oup) T = ipment) 2 a)

ERWFr)(R B¥AALY SFEA [641 1 BSHBEEBFILRA L X - e
Py s, e =34 SEHiE-
01 =¥ AL FERERAE #Wa01a R ——— [=iEfm] ExsCSEbTE

(Initial trainin

Each item displays the following content.
@ Approved Equipment
Whether you have been approved to use the facilities.
*If not approved, reservations will not be accepted
@ Immediate reservation availability
Can you book immediately, or does an administrator need to approve your reservation?
@ Fare Categories
The fee category for use is one of "in-department,” "on-campus," or "off-campus."
@ Initial Course

If the facility requires an initial course, whether you have attended the initial course.
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I 5.4. Suspension and Resumption of Facility Usage Applications

If you stop using the equipment you applied for, you can suspend your use.

* Suspension of use is only possible through an application for "Approval."

I 5.4.1. Suspension of facility usage application

From the facility usage application list, click "Suspension of Use."

B
- B
20265 1 FAE (Update

- ; 1B(0001B)-fi1 5 .
) 2026/0 - BEHARHMEEAST  [002ESHBEEINM- Application)
il R
(Details) 34 2026 9/18 26 AR v — ECATOD) FiLEF RiLEF lB[llllB; =) s ——
)

1B(2221B)- 7O x 2 l-
1B(33318 I IR |
(Use Stop) 1

A confirmation modal screen will appear, so click OK.

FE52 (Confirmation) X

FEELELET, LBALWTTH?
(Are you sure to suspend the usage approval?)

[ OK H*v‘/t)L(Cancel}

Applications and facilities that have been suspended will become invalid, and you will not be able to register
reservations for facility use.

FREELEURZ.

I 5.4.2. Resumption of facility usage applications

If you want to reactivate a usage application that has been performed with the "Suspend Use" operation, click

"Resume Use" from the facility usage application list.

20265 1 FRE

E s o o . e ’ 1B{0001B)- 38

ams D0 gpy,  STEARMEEAGT  GOSESASSEUNN e gupe s es
(Details) / b 1B(2221B)-7O0¥x ¥ FIFRERM
1B(3331B) (Resume
approval)

A confirmation modal screen will appear, so click OK.
5% (Confirmation) X

FAEBRALEXYT, LB3L0VTID?
(Are you sure to resume the usage approval?)

I OK ][#V‘/f)b(Cancel)
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Your application will be activated and operational.

FIRSMLEETVE L. X

I 5.5. Renewal application for facility usage

If you wish to continue using the equipment next fiscal year, you will need to complete the renewal application
process.

* Renewal applications can only be submitted for the use of "Approval."

I 5.5.1. Renewal application for facility usage

From the list of facility usage applications, click 'Renewal Application.'

% If the renewal application period is not available, you cannot click the "Renewal Application" button.

I mes
20265 1 FRE BT
1B(0001B)-fH 1 (Update
! : PR L TSI INM- i
ﬁﬂ‘" 34 2026 2026/0 - IQ%EHni‘-lfim:'ﬁEﬁﬁ? [002]42ERHE ST AL IR ZEE (JNM LT T EF 1B(1111B)-B#Y ADDIICann)‘
(Details) 9/18 RAREAZE > 2 — ECAT00) i
1B(2221B)- 70z + =
1B(3331B) =3

(Use Stop)

A confirmation modal screen will appear, so click OK.

RS2 (Confirmation) X

EFHRFLET, LALVWTTH?
(Are you sure to renew the usage approval?)

{ OK H#J\—"/t’JL(Cancel)

«If there are zero facilities available for application in the following fiscal year, an error message will be

displayed on the screen.

REEICEHARERERIDD EE A,
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The same input screen as when registering for facility usage application will be displayed, so please enter

your application details for the following year.

Eﬁﬂﬁﬁﬁ [%4] (Application for equipment usage [non-University members ])

B {Full name) ik

B0 —7F {Full name romaji) ot Jim

PR (Affliation) AN

R

Jisattohokw.co,jp

FUBERIIET (user
identification number)

EE (Full name}. AR
uin—rscmlnm S

M (Affiiation) - 02 B - B
B3t W (Titlo) S

AT LR (wmaid

Tarogtshoky.es [

MREEIEES (Contact Phone
8 i

oA g0 9953
Number}

TS (Research project] R LT < 20 (Please select)

PO (Research project)

A0 [Nate)

BHsM 4 (Inuoice Recipient]

MRMENS (Invoice Reclpient) TR RS - TA AR RS AD

FEHE (Tacilities to be applied)

k ] i
{Application mana (Lozation) Kkagartriamm i) (Notes and precau

gemant group) tions) Ay

o

SETEIL— S

Faran S EERT ol

AHHBROHEI 2T

IRE (Application date} 206013218

REE (approval date] 206E0TA24R

srespansible

forthe vsage of the

for the usage of the facilties and

L]

- . . uNE  ouE
s . BRER AN e | e

dEquip  ateReser

vation Ay

o dlbely

e i o
5 4 Ama

€ B2 (Back) B (Changs| © Wil [Cancel]

When you submit a renewal application, the current year's application will be marked as "Renewed," and a

new application for the next year will be created.

646

640

2026

2025

2026/08/
1

2026/09/
18

EFEH

ZATh
EEER o

[641 %) _
RS [P SRA T S SRAEEL

01_2% [641 7 2%
HAE L TEEETRENE

SRA FZ MESH SRAFEHL

SRA T b5 SRAREIL

SRA 2 M5 SRARIL

B SHSRARILL - Y
DEEEDZ S R 3
X8

HASHSRARILL -
DESSEDES SR -
X

FHi= 7 (Undo)
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Also, applications for use that have submitted an "Renewal Application" cannot be changed to invoice

destination information or research topics, so if you wish to make changes,_please proceed with "5.5.2 Return

Renewal of Equipment Usage Application."”

*Even if your facility usage application is in a 'renewed' state, it remains valid for the application year, so

you can continue to use it.

I 5.5.2. Return the renewal of the facility usage application

If you wish to process a usage application that has been performed with the "Renewal Application" operation,

click "Revert Renewal" from the equipment usage application list.

= ESEIN ) _ HESHSRATILL -
EZ) 2026/08/ 01 2% (64118 R > _ _ -
646 2026 AR \ e SRAFZMFS  SRAREIL SRAZZ NS SRARL U1-5a e - 85
r ———
P " ) _ o HARHSRATILL - EHET (Undo)
649 2025 202;09, TN ;‘1;!;? E?Z%sé?iwé HVAY srazabss smadt SRAFZ hEsk  SRASL va-saiEmsoes | o _I
e e x5

A confirmation modal screen will appear, so click OK.

iEs% (Confirmation) X

EMEEINBEZ UET. EALWTIM?

(Unlock the current Application of Usage. Are you sure?)

[ oK ] [ + >l (Cancel)

The application status will change to 'Approved,' and you will be able to proceed with the process.

EHERYEEITVELLL Y
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6. Until you reserve and use the facilities

I 6.1. Reservations and confirmation of equipment records

Click = ~ 'Reservation Calendar' in the top right menu to display the 'Reservation Calendar
screen.
For facilities for which facility usage applications have been approved, reservations and actual records are

displayed on a weekly basis.

gﬁ'z’ﬂ 1L >4 — (Reservation calendar)

@ F—7—F (Keyword) HERS - 8R/5% (Faculty / Department) v l Q 1% (Search) l ‘

& FHIHEEHRS (Awaiting approval)

H{i&¥ (Equipment) ] Y 9/18(&) 9/19 (%) 9/20 (H) 9/21 (H) 9/22 (k) 9/23 (k) 9/24 (XK)
2 Q@ FH—EM (Previous week) & RO—BER (Next week) ©

7 A a8 fgiﬁess & 12:00~
(99_% Dtt) 12:30 AL TE...

Agiiday; Vs s & s s s

Previous Next

@ Click < Previous Week” or “Next Week > to see the booking status for the week before and
after the current week.

@ Clicking on the equipment name will take you to the detailed information screen.

® When you click on the reservation status, a simplified display modal for reservation
information will be displayed.
If you are booking yourself or for whom you are the responsible person, click the 'Show
Reservation Details’ button,

You can view the reservation details screen.

@ If the fadility is closed, it will display “Closed Day” and you cannot make a reservation.
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I 6.2. Reservation usage status for equipment reservations

Depending on the "Immediate Reservation Eligibility" setting in the facility usage application, the reservation

usage status after completion will differ.

I 6.2.1. For facilities that can be reserved immediately

For facilities that can be reserved immediately, the following is displayed at the bottom of the reservation

screen.

(This equipment does not require approval by the equipment manager or system administrator.)

€« R&3 (Back) = F#) (Reservation)

‘ ORI, RFEEE $3 Y RATLAERE ICLZRBRBEDD FEA.

Once your reservation is complete, your reservation status will be marked as "Reservation Confirmed," and it

will appear on your reservation calendar as follows.

9/18 (&) 9/19 (%) 9/20 (H) 9/21 (A) 9/22 (k) 9/23 (%) 9/24 (k)
O #o—8M (Previousweek) XD—BR  (Next week) ©
| |
ﬁ(%E' I 12:00~12:30 |
(business | sz I
aoliday] s s s s s s
1 |

I 6.2.2. For equipment requiring approval

For equipment that requires administrator approval, the following is displayed at the bottom of the equipment

reservation screen.

CORGilE. RERE Kok AT LERE CEEINLOE. ERTACHNTEET,
(This equipment may only be used after approval by the equiptment manager or system administrator.)

¢ E3 (Back) > F#) (Reservation)

Once your reservation is complete, your reservation status will be marked as & "Waiting for Reservation

Approval" and will be marked on your reservation calendar.

9/18 (&) 9/19 (£) 9/20 (H) 9/21 (H) 9/22 (k) 9/23 (7K) 9/24 (K)
O #o—Bf (Previousweek) RDO—BE  (Next week) ©
| |
1*%5 I & 12:00~ |
(business | a0 =L TG 1
nalisay) s s ’d # s s
1 1

Once a reservation is approved by the administrator, the usage status changes from "Reservation Approval

Pending" to "Reservation Confirmed."
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Also, if you change your reservation details after approval, you will be again 'waiting for reservation approval.'

BEERE
Ee il g FHIEEGS (RFH) FHEE
FRANBESE

Please use the facilities only after your reservation is approved.

*If your reservation is not approved, please contact the facility manager.

I 6.3. Make a reservation for the equipment

Click the icon for the equipment and date you wish to reserve 4 , and the "Reservation & Usage Record
Registration" modal screen will appear.

F# - FARBROFR X
(Reservation / Record your utilization)

FJAA (Date) : 9/21 (A)

FHETS ’ F9% L CRAREOABET 3

(Reservation) (Record your utilization without Reservation)

FHETS

(Reservation) Click the button to go to the reservation screen.

On the facility reservation screen, enter the necessary information such as reservation details and estimated

fees.

Eﬁ?*’\] (Reservation of equipment)

Q FO—iARM (Previous week) RO—BRE  (Next week) © & FHUREES (Awaiting approval)
9/21(R) 9/22 (k) 9/23 (%) 9/24 (K) 9/25 (&) 9/26 () 9/27 (B)

F#1R3R (Reservation

status)

&% (Equipment) T A iR
FIBES (Usage Type)o @ Fx Hm O &zTHE

FIFE 2 (User) LT FIBEFRR (Affiliation) (NIRRT SRR Ol0) i RS (Tel.) 000-0000-0000

2026909821 H 14 v B 00 v 9 2026F098218 14 v B 30 v 9

Time)

(* The minimum unit of use is 30 minutes.) FH :00:00 ~24:00 LH#H :00:00 ~ 24:00

_ FIAAZRE (Utility form) B (Unit price) & (Quantity) 1Bt (Subtotal)

A EE (Date and
‘ AR IE30 L LD S FIARTAE

% T4 I gERRHS (7 Reservation times)
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FAREESR FRREERR HEIRE ZIhFH - IEREEIE BRFHOTE HERXs
(Name) (Affiliation) (Project) (Budget or Invoice Recipient) (Reservatlon) (Fees :ategory)

20265/ : FiE1B(0001B)-

> mEREEE | Lo 0 T WOMELRG MEIB(1LIE)-EN ——
Details & i 152026 1B(2221B)-7O¥ T4 k ot

11
&) 1B(3331B)

-By clicking the button, you can be redirected to the Off-Campus Facility Usage Application screen

in a separate tab and check detailed application information.

-Research projects have operation permissions set according to account permissions. If the research

project you want to use cannot be operated, please contact the administrator under "14. Contact

> F#J (Reservation) Click the button, and if there are no errors, the setup will be complete.

If there is an error, all error messages will be displayed on the screen.

ANRE(CERORSDOET.
o THIREAEEE, RIELDIROAABRZAN LTI ZEL

If there is even one error, the reservation will not be registered.

Please modify or change your input and click the "Reserve" button again.

Once your reservation is complete, the following message will be displayed.

FHNE FLELE.

I 6.4. Duplicate a reservation

When you select your own reservation in the reservation calendar, the reservation details display modal will
be displayed.
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F#91&54R (Reservation Information) X

FHIFNE PSR (Reservation Status) | FHIASEFS
F#9%E (subscriber) : &1t fEF
F#) B8 (Date and time) : 2026/9/21 12:00 ~ 2026/9/21 12:30

FHEH . = m
I (Duplicate the ?'ﬁ#ﬂi ) ZE - Bl
reservation) (Reservation details) (Change - Cancel)
|

Clicking the "Duplicate Reservation" button will display a reservation screen with the selected reservation

information set as the default value.

@ﬁ?%ﬁj (Reservation of equipment)

Q #im—iAR (Previous week) RO—ERE  (Next week) © & FHIRTEFS (Awaiting approval)

9/21(R) 9/22 (%) 9/23 (k) 9/24 (#) 9/25 (&) 9/26 (%) 9/27(R)

FH#IHRR (Reservation

status)

{4 ¥5 (Equipment) T Z - Efm
FIAXS? (Usage Type)o @ FAFEB O&AHE

FIFE® (User) S EF FIBEMRR (Affiliation) [ UEESCCEEEE 2oty RN elel e MRS (Tel.) 000-0000-0000

2026 F 09821 H 14 v B 00 v & 20265098 21H 14 v B 30 v o

#FHIRTRERII® (" Reservation times)
¥FH :00:00 ~24:00 TH# : 00:00 ~ 24:00

#FIARRIE303 L LD S FIBRTAE
(* The minimum unit of use is 30 minutes.)

Time)

FIABH (Date and ‘

FIRAZHE (Utility form) B (Unit price) # & (Quantity) 1vEt (Subtotal)

After that, the process will follow the same process as "6.3. Make a facility reservation." Please enter your

information as needed.

- sup .................................................................................................................................................. .
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I 6.5. Reserve equipment from the mobile screen

From the mobile screen, you can make reservations for facilities for which your facility usage application has
been approved, just like with the reservation calendar.
* Only facilities with approved usage applications will be displayed on the mobile screen's "Equipment List," so

reservations for facilities without approved usage applications cannot be made.

I 6.5.1. Confirming, Changing Reservation Details, and Canceling

When you switch to the mobile screen, the 'Equipment Reservation List' screen will be displayed. The current

date for the target date is set, and the reservation data for that day is displayed.

FHIZTS

(Reservation)

FHRE
(Date of | 2026/09/24
use)

#FHFIAER (Reservation and
utilization status) ()

#L-1— F&S (Record number)
HTHETHETzRS L — Y EREER
—EB<E/NTIL> [CREENET .

[641 B MRAER B
oA L BB
i=

9H24H13:00 ~ 9H24H
14:01

FHIFRRR | FHEE
L-J—F&= . 80636

[641 B FREEET
oA L > B T R
i=

9H24H15:00 ~ 9H24H
16:01

FHFBIRR | FRIRRGS
L O— &S : 80637
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The color of the reservation data frame varies depending on the booking usage status.
Light Blue — "Reservation Approval Pending" Data * You can edit until the reservation deadline

Blue — "Reservation Confirmed" data *You can edit until the reservation deadline

Gray — "Cancellation (Reservation)" data *Editable

Click on the reservation data you want to review, modify, or cancel to proceed to the reservation details

screen.

i

H
¥
L]
o
9]
o]
<
By
=
3]
=
o
=
@
Qo
c
o
3
@
S
=,
S’

S{EA# (Equipment)

[641EEHBESRME R L AESETHENE

FHEKA (Subscariber)

SRA T2 ES

L-OJ— F#%2 (Record number)

80636

FIAHE (Usage date and time)

BEtREE (Start)

anme AT onn B g T

Please check, change, or cancel your reservation from the reservation details screen.

E3 (Back)

| EE(FRE5) (Change) |

| ® Hrd (Cancel) ‘

| If you wish to change your reservation details

Change your reservation details and click the "Change" button.

| If you cancel your reservation

Click the "Cancel" button to cancel your reservation.
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I 6.5.2. Make a reservation for the equipment

Click the button at the ) top of the equipment reservation list screen to go to the

equipment list screen.
On the equipment list screen, you'll see facilities whose usage applications have been approved, so click on

the facility you want to reserve.

=2 (Back)

e - BEE
(Faculty / Department)

-— v

SBiasii (Equipment)

[ #F= (Display) ]

(641 BEDEEBFAMLER - > L X
01 IEHFIFR
BEIF ) CUBEHFEA SFEAR4 0 1A

Click on the facility you want to reserve, and you'll be taken to the reservation input screen.

@ﬁ%%"](Reservation of equipment)

SiEfA#H (Equipment)

[641 i8S BREEE R 2L 2 LEEEFHENE

FHERS (Subscriber)

SRA A BEFH

L-O— F#% (Record number)

FIF R (Usage date and time)

BAtEEE (Start)

2026 £ 09 5 18 H

The subsequent steps are as follows: "6. 3. Make a reservation for the equipment.”

Enter values such as date and quantity as needed, then click the "Reserve" button.

I 6.6. Reserve equipment from the digital usage book

From the digital usage book on shared terminals, you can make reservations for facilities for which facility

usage applications have been approved, just like with a reservation calendar.
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*Facilities that can be reserved from the digital usage ledger are limited by shared terminal.

If the facility you wish to reserve is not listed in the digital usage book, please contact the facility

manager.

I 6.6.1. See the list of reservations and achievements

When you open the digital usage log, reservation and usage data for the relevant dates are displayed under

each facility tab. '

[232] R EAEIDNAL — (004 B{EEIEE S AR [002]#ZR S FIB(INM

( [ooz]wmﬁﬁtu%%%uNM-ECAmoQ (3rc}

2026/09/24 l Q@ #i8 (Previous) ” %\ (Today)
s

09/2415:00 09/24 15:00 - 2026/09/24
~09/24 15:30 ~09/24 15:30 AR FHRERS -}m*um%) ek o 14:16

[ A (Next) © I l F#1% ¢ % (Reservation) J BERD LT 3 (Utilization record) ]

09/24 17:00 09/24 17:00

g _ 2026/09/24
/ e s - - /09
e20 ~09/24 17:30 ~09/24 17:30 HARI FHREBES PRFEETHY > R2 e

(@ The names of facilities operable from shared terminals are displayed in tab format. By switching between
the facilities tabs, you can view reservation and usage records for each facility.
Also, the name of the currently selected facility will be displayed below the tab.

@ By clicking the "Day Before Day" or "Next Day" buttons, you can view reservation and performance
information for dates before and after the dates displayed on the screen.
Also, clicking the "Same Day" button will display reservation and performance information for the current
date.

@ Click the "Make a Reservation" button to start "New Equipment Reservation."
* For details, please refer to '6. 6.2. Make a Reservation for Equipment.'

@ Click the "Reservation Date and Time Link" to display the "Edit Modal."

% For details, please refer to '6. 6.3. Confirmation and Change of Reservation Details.'

® Click the "Trash" button to display the "Cancellation Confirmation Mod."

% For details, please refer to "6. 6.4. Cancel Reservation."
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I 6.6.2. Make a reservation for the equipment

Open the tab for the facility you want to reserve, click the 'Reserve’ button, and the 'Edit Modal' option will

appear.
EEE— 4L (Edit) -
FIREK$ (User) FIRESESEANL TS, (Please enter your user identification
BAL % (Close)

Enter your "User Identification Number" and click the "Confirm" button to switch screens, allowing you to enter
various information.

* For details on the "User Identification Number," please refer to "2.3.1. Check and Change User Identification

Number."

REET—4IL (Edit) X

- F# (Reservation)

FIBEES (User) FHHBET AV E

HHIFEERIIE30 2L L SFIFRTEE
(* The minimum unit of use is 30 minutes.)

B (Unit price) P9 (®1) (Quantity) FIFE S/ (Subtotal of user fees)

FAFAE 2,210 (M3 /B¥R9) 0 v opgpg | 30 v 4 1105A

FF B (Usage date and time) 2026 09524 B 16 ¥ g5 | 00 ¥ 45~ 202645000248 16 v g 30 v 4

EHRAA 2,220 (F3/B5M9) 0 v ppg | 30 v 4 L110A

I§EE%E (Adjustments) 0™

FIAELAEH (Total of user fee) JPRIEEC]

§% 1 (Notes)

FHIITEER (Details) ¥

* The basic operations for each item are the same as in '6. 3. Make a reservation for equipment.’

Clicking the "Reserve" button will register the information you entered so far into the system.

When you click 'Details,' the input fields for 'Application Information,' 'Payment Budget (or Invoice Submission

Address),’ and 'Research Topic' will be displayed.
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FHlIEER (Details) ¥

# [SEthFH - BREEME) LU MHRERE . FH - BEOFRERBOAXSE - @ETETET,
* "Payment budget / Invoice Recipient" and "Research project” can only be viewed or edited when creating a new reservation or usage record.)

HAREERS FIAREEMR EZHTFH - MREEME
(Responsible for usage and payment) (Responsible's affiliation) (Budget or Invoice Recipient)

FASEE SRALERZERERD 20265 : FAE1B(0001B)-84381B(1111B)-B#91B(2221B)- 70 £ +1B(3331B)
.!m: -';ﬁ e B3R (Required Selection) v
=4
FAFEERRE (Resarch project) FEESEANL TSV, (Please enter the project number. ) i HZRER—MES AS (Project number)

2

X7 PANIEOTA L BICATYO—FLTLIEE L.
(*Please download the file after logging in.)

B8E 7 7 1 JL (Related files)

I - F#9 (Reservation)

-_!#JL% (Close)

@ Enter the project number in the "Research Project" field and click the "Enter Research Project Number"
button to apply the research topic information.
@ If "Related Files" have been uploaded, the file names will be displayed.

* Please download the file from the [Usage History] screen after logging in.

I 6.6.3. Checking and Changing Reservation Details

When you click "Reservation Date and Time Link" on the reservation/performance list screen of the digital
usage book, the "Edit Modal" for the relevant reservation information will be displayed.
* At this time, entering the "User Period-specific Number" is not required. The subsequent steps_are the same

as in 6.6.2. Reserve Equipment.

FHHlIEER (Details) ¥

# M FH - BREEAE) ST HRBR & T4 - zkﬁﬂ)%ﬁﬁﬁ%@ﬁgﬁﬁ METEET.
* "Payment budget / Invoice Recipient” and "Research project” can only be viewed or edited when creating a new reservation or usage record.)

HBREERS FBREENR EHFH - REETE
(Responsible for usage and payment) (Responsible's affiliation) (Budget or Invoice Recipient)

FIRAEREE SRACERTREE EE T

EREE(TE (Invoice

EEE T

S5 (Resarch project) e K

HIPAIFAT A RICHE T O—FLTLES L,
(*Please download the file after logging in.)

B9 7 7 ) (Related files)

l ZE (Change)

-_f’z‘l L3 (Close)
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If you click and display the "Reservation Date and Time Link," information such as "Payment Budget (or

Invoice Submission Address)" and "Research Project” cannot be referenced.

I 6.6.4. cancel a reservation

When you click the "Recycle Bin" button on the reservation and performance list screen of the digital usage

book, the "Cancellation Confirmation Modal" for the relevant data will be displayed.

EX;HRESR (Cancellation) X

FHEEBRZECEL 7. AAERO, AAERNESZAALTILEE WL,
(Cancel the utilization record. Please enter your user identification number for verification.)

FIAESRESEANL TS V. || BEE (Submit)

*+ >t )L (Cancel)

Enter the "User Identification Number" and click the "Confirm" button to delete the data.

- Since reservations by system administrators or facility administrators cannot be canceled from the

digital usage book, a message will be displayed.

COFRRTIZILFBENSEUHTE Ft Ao
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7.

Reservation Confirmation, Changes, and Cancellations

When you select your own reservation in the reservation calendar, the reservation details display modal will
be displayed.

F#9154R (Reservation Information)

FHIFIFIR (Reservation Status) | FHIFAGEES
FH#IE (subscriber) © BRiL fEF
FH#IHEF (Date and time)  2026/9/21 12:00 ~ 2026/9/21 12:30

FHIEH I____-;_______,_\__:.,___j
(Duplicate the I j?’ﬁ#% ) ZE - BUH |
. (Reservation details) (Change + Cancel)
resevation) W = ]

Clicking the 'Reservation Details' button will take you to the reservation details screen.

@ﬁ?%ﬁj (Reservation of equipment)

Q #im—iAR (Previous week) RO—ERE  (Next week) © & FHIRTEFS (Awaiting approval)

9/21(R) 9/22 (%) 9/23 (k) 9/24 (#)

FH#IHRR (Reservation

9/25 (&) 9/26 (X) 9/27 (H)
status)

{4 ¥5 (Equipment) T Z - Efm
FUBES (Usage TVPE]o ® xARRE O &:AH8

FUBE®S (User) FLEF FIBEPRR (Affiliation) |EEPEECES-IUEEEEamES SO0 MR (Tel.) EEITEIE 000-0000-0000

2026 F 09821 H 14 v B

00 v & 2026098 21H 14 v B 30 v o

Time)

#FHIRTRERII® (" Reservation times)
¥FH :00:00 ~24:00 TH# : 00:00 ~ 24:00

_ FIRAZHE (Utility form) B (Unit price) # & (Quantity) 1vEt (Subtotal)

<~ SUp

(* The minimum unit of use is 30 minutes.)

FIABH (Date and
‘ #FI AR 309 b 5 AIFRRTAE

...................................................................................................................................................

Please check, change, or cancel your reservation from the reservation details screen.

¢ &3 (Back) ZE (Change) l [ © EUH (Cancel)

| If you want to change your reservation details

Change your reservation details and click the "Change" button.

| If you cancel a reservation

Click the "Cancel" button to cancel your reservation.
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| 7.1. Download the file

771 L (Related
Eﬂ?s)? (felace [ L I rNEEYO—E }

From the facility | & 7-7us9on-¢ | reservation details screen, clicking the button will output

the currently displayed related files in ZIP format.
[ hT74IL% () :20250313_DownloadFiles.zip)
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8. Enter your usage history

I 8.1. Usage Records of Reservations and Usage

With this system, you can register usage records for reserved equipment and new usage records for
equipment used without reservations.

The reservation usage status for each usage is updated as follows.

[Record Registration for Reserved Equipment]

EEE 2HERRE5

ERERE =S RE
BHESE EHEERBFHS
3

FMEETHOCLEMERT & EEE TREEFS) CEHSNET
(FRETEIrSEAFTIEMREZVESIBANICEHENTI)

MBS ZEHEERS

[New record registration for facilities used without reservation)

HASE=EETE

SHEEFRE
HEE EERREHS

MERTENSLIEERET DL EEE RREEFDI ICEHRSNET
(AT SEASITIERBE ZNEERE/MICET=NET)

NFE#E E&HETEES

I 8.2. Operations from the reservation calendar

NAEEEHEE

From the reservation calendar, you can register usage records for reserved facilities and new usage records

for facilities used without reservations.

I 8.2.1. Enter usage history of reserved facilities

When you select your own reservation after the reservation end date and time in the reservation calendar, a

reservation detail display modal like the one below will be displayed.
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F #1153k (Reservation Information) X

FHIF AR (Reservation Status) @ FHIREE
F#1%& (subscriber) : 2RFBET7HU >+
F# B EF (Date and time) : 2026/7/28 12:00 ~ 2026/7/28 12:30

THIER -
(Duplicate the I A i ZE - BUH

’ . 1 (Utilization details) | (Change + Cancel)
reservation) L

Clicking the "Achievement Details" button will take you to the achievement registration screen.

_@Fﬁiﬁﬁ (Utilization record)

FIAE S (Usage Tyrpe)o FENFA FLFIR
FIRE % (User) w=iL T FIAERRR (Affiliation) 02_IPE - BEWER OORE B (Tel.) 000-0000-0000

2026 09 A 21 A 13 v B 01 v &~ 2026%00821H0 13 V(|3 V&

#F RS IE303 A LD SRIARTEE
(* The minimum unit of use is 30 minutes.)

FIFBERF (Date and
Time)

FIFAAZRE (Utility form) B (Unit price) #5(Quantity) st (Subtotal)

FAFIA 2,210 (M./B5R) 0 v|KE|30 v4g 1,105

ExA 2,220 (F./B5R9) 0 v\ BE| 30 v % 1,110

FIREE (Usage Fee)

& (Adiustments) oM

;,. QU vttt R R R RN R NN R RN R RN NN RN A R R,

Since the reservation information is entered as the initial value, please change the usage date and quantity as

needed.

> —B{®7Z (Save data

& B3 (Back) (temporal))

’ { v EHEREFIRE)

Clicking the "Confirm" button confirms the achievement, making it impossible for the user to edit the
reservation details. After confirmation, the administrator must confirm the achievement and the person
responsible for the achievement approve.

If you may need to edit your achievements again, please use the "Temporarily Save" button to save your

changes.
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-Usage records for "Reservation Confirmed" and "User Performance Confirmation Pending" are

automatically confirmed by the user or administrator, or if the usage is completed 7 days or the month

following the end date.

I 8.2.2. Register new records for equipment that has not been reserved.

Click the icon for the facility and date you want to register 4 to display the "Reservation/Usage Record
Registration Modal" screen.

F# - FIBAREOER X
(Reservation / Record your utilization)

FIFH (Date) : 9/21 (A)

FHET3 Fi% L THRARBOAFET 3
(Reservation) (Record your utilization without Reservation)

Fii L THIAREC

i Click the button to go to the achievement registration screen.

The subsequent operation is the same as "8.2.1. Enter the usage history of reserved equipment.”

If necessary, change values such as usage date and quantity, and click the "Temporary Save" or "Confirm"

buttons.

I 8.3. Operation from mobile screens

From the mobile screen, you can register usage records for reserved facilities and new usage records for
facilities used without reservations, just like with the reservation calendar.
* Only facilities with approved usage applications will be displayed on the mobile screen's "Equipment List," so

new performance registrations for facilities without approved usage applications cannot be made.

I 8.3.1. Enter usage history of reserved facilities

When you log in to the mobile screen, you will be taken to the usage history list screen.

The current date is entered as the initial value for the data target date.
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EEODHEHTD
(Utilization record)

HRE

2026/09/18
(Date of use) 109/

#FHFIEHR (Reservation and utilization status) (&)
# L-J— F&S (Record number)

HFNETAEEBS CLVRLT—YEREFH—E<t
AII> CERENET,

[641]BS D ERERF ML > L >
AEAB TR

9H18H14:01 ~ 9H18H15:02
FRIFIFMAR : FIME EEEESS
LO— &S : 80638

The color of the usage record frame varies depending on reservation usage status and other factors.

Blue — "Reservation Confirmed" Data * Editing is possible after the
reservation deadline
Green — 'User Performance Pending' data  *Editable

gray —Data after 'Administrator: Awaiting Achievement Confirmation' *Editable

Click on the reservation or achievement data you want to register to take you to the achievement input screen.

@ﬁﬁ%% (Utilization recod)

SiiEF# (Equipment)

[6H R TRE BRI L D AEEETHME

FHHKE (Subscriber)

SRA 7 A MF5+

L-J—F#&%S (Record number)

80638

FIFAHE (Usage date and time)

BaszEIR (start) [EEcliaeny)

2026 fFF09 H 18 H

Since the reservation information is entered as the initial value, please change values such as the date and
quantity as needed and click the "Temporary Save" button to save.

* You cannot perform the achievement confirmation process from the mobile screen.

- 45 -
Copyright (C) SRA-TOHOKU, Inc. 2012. All Rights Reserved



- System for Harmonizing Academic Resource Equipment (SHARE) External User Manual -

E3 (Back)

l —B%E#E (Save data (temporal))

How to Use the 'Get Date and Time' button

= Clicking the "Start Date and Time" button will set the current date and time to the "Start Date
and Time." Additionally, "Current Date and Time + Minimum Usage Time" will be set to the "End Date and
Time." If there is no minimum usage time setting, the current date and time will also be set in the "End Date

and Time."

- Clicking the "End Date and Time" button will set the current date and time to the "End Date and

Time."

I 8.3.2. Register new records for equipment that has not been reserved.

Click the button at the top ESDREIER of the usage history list screen to go to the equipment list

(Utilization record)

screen.
On the equipment list screen, facilities with approved usage applications will be displayed, so click on the

facility you want to register your usage history for as a new one.

=& (Back)

BEES - BEA
(Faculty / Department)

- w

ZlE&# (Equipment)

l = (Display) I

[641 BEDBEEEFRMEE 1 > L > X
FERETEMNE

01 IBFRAFAI

SR CUBEFTHAR SREAE40 1A

Click on the facility you want to register your achievement for to take you to the achievement input screen.
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@ﬁﬁ%ﬁ (Utilization recod)

Si#E&i (Equipment)

[61 B AMERRM L L GEERETFENE

FHEHKR (Subscriber)

SRA TA MF4

L-O— R#%S (Record number)

FIFAREF (Usage date and time)

BAtRER (Start) EEl=EEREERS)

2026 09 A 188

The subsequent operation is the same as "8.2.1. Enter the usage history of reserved equipment.”

Change values such as usage date and quantity as needed, and click the "Temporary Save" button.
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I 8.4. Usage record registration from the digital usage ledger

From the digital usage book of shared terminals, you can register usage records for reserved facilities and

new usage records for facilities used without reservations, just like with the reservation calendar.

*The number of devices that can register usage records from the digital usage ledger is limited for each

shared terminal.

If the facility you wish to register usage records for is not displayed in the digital usage ledger, please

I 8.4.1. See the list of reservations and achievements

When you open the digital usage Io&eservation and usage data for the relevant dates are displayed under
|

each facility tab.

[232] L RIDNAS — [004)#B1nE ik & g (0024 S H I8 (JN M-
| [00214%RESHIBIEE (INM- ECA700) 19 @

2026/09/16 IO 818 (Previous) E=| Today)T
Reservation time i Classification M“ LatEStupdate
128

H (Next) 0] l F#1% T % (Reservation) H REEDHBER TS (Utilization record) ‘

4 s
/16 18:30 FBE TAER — 2026/09/18 .
~-09/16 19:00 AN EHE FAMRETHIH 16:30 E
09/16 18:30 09/16 18:30 ) FIRE =R o - . 2026/09/18 .
129 ~09/16 18:00 ~09/16 19:00 AR pua. ENFNEETHI 2 i ﬂ
09/16 18:00 09/16 18:00 FUBE R s - . 2026/09/18 .
128 ~-09/16 18:30 ~09/16 18:30 FAHIR EES EAFBET AV 3 17:30 E

@ The names of facilities operable from shared terminals are displayed in tab format. By switching between
the facilities tabs, you can view reservation and usage records for each facility.
Also, the name of the currently selected facility will be displayed below the tab.

@ By clicking the "Day Before Day" or "Next Day" buttons, you can view reservation and performance
information for dates before and after the dates displayed on the screen.
Also, clicking the "Same Day" button will display reservation and performance information for the current
date.

@ Click the "Register Achievements Only" button to start "Registering New Usage Records Without
Reservation."

* For details, please refer to "8.4.2. Reqister new usage records without making a reservation."

@ Click the "Date and Time Link for Use" to display the "Editing Modal."

* For details, refer to "8.4.3. Reqister usage records for reserved equipment."

® Click the "Trash" button to display the "Cancellation Confirmation Mod."

* For details, please refer to '8.4.4. Cancel Usage Record'.
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I 8.4.2. Register new usage records without making a reservation

Open the tab for the facility you want to register usage history and click the "Register Achievements Only"
button to display "Edit Modal."

EEE—4)L (Edit) x

FIAEKS (User) FIRBEHFBES® AN LTLEE W, (Please enter your user identification FEE (Submit)

EAL % (Close)

Enter your "User Identification Number" and click the "Confirm" button to switch screens, allowing you to enter
various information.

* For details on the "User Identification Number," please refer to "12.1. Check and Change the User

Identification Number."

X

BEE— 4L (Edit)

l FIFARAES (Start) l l FIALT (End) ] [ - —B¥R7F (Save data (temporal)) l

FIBEKS (User) FAMBET AT+

FIF BB (Usage date and time)

HFARRIE308 8 Eh S FIFERTEE
(* The minimum unit of use is 30 minutes.)

FIMARERE (Utility form) Bifff (Unit price) B (81) (Quantity) FIFBE &8 (Subtotal of user fees)

FARR 2,210 (F3./B%R) 0 v pspg 30 v 4 L105F

2026098248 14 ¥ pg | 00 ¥ 53~ 2026E095248 > 0Y 5

ERAR 2,220 (F/B5R) 0 v gy 30 v 5 L110M

W8 (Adjustments) oM

FIAESSEH (Total of user fee) ENIEIT]

f#% 1 (Notes)

ISR (Details) ¥

* The basic operations for each item are described in "8. 2. 1. Register usage records of reserved facilities.

When you click the "Start Use" or "End of Use" buttons, the current start and end dates for each start and end
date and time are entered, and all previously entered information is registered in the system.
You can also change the date and time of use manually, but in that case, you will not be registered in the

system.

Clicking the "Temporary Save" button will register the information you entered so far into the system.
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Clicking "Details" will display the input fields for "Application Information," "Invoice Submission Address (or

Payment Budget)," and "Research Project.”

FFM{E%R (Details) ¥

* THHTFH - MRERGE) BLU HERE 3. Y REOFTAERROAHSR - WETIET,
* "Payment budget / Invoice Recipient" and "Research project” can only be viewed or edited when creating a new reservation or usage record.)

HAREERS HAREERR TR - MREETE
(Responsible for usage and payment) (Responsible's affiliation) (Budget or Invoice Recipient)

FASEE SRALFAZEE R REPRT R 4R - HEFR T R BB - MR T R MBNE

>3

MEBESEANLTI LS. (Please enter the project number ) { FRZEEERAE S A 7] (Project number)

B3R (Required Selection)

4

BS:E Y 7 1 )L (Related files)

HI7ANFAT A PRICHVYO—FELTLES W,
(*Please download the file after logging in.)

> —BRiF (Save data
(temporal))

B3 (Close)

3 Enter the project number in the "Research Project" field and click the "Enter Research Project Number"
button to apply the research topic information.
@ If "Related Files" have been uploaded, the file names will be displayed.

* Please download the file from the [Usage History] screen after logging in.

I 8.4.3. Register usage records for reserved facilities

On the reservation and performance list screen of the digital usage book, clicking the "Usage Date and Time

Link" will display the "Edit Modal" for the relevant data's performance information.

* At this time, entering the "User Period-specific Number" is not required. Subsequent operations are as

follows: "8. 4. 2. Reqistering new usage records without making a reservation.

FHlES (Details) ¥

. T - REDF
arch project” can only b=w

anew reservation or usage record. ‘

HRREERR HRREEFRR BFHFH - MRER
(Responsible for usage and payment) (Responsible’s affiliation) (Budget or Invoice Recipient)
FIAEEHE wicEREMEm 00 EeEedeEd

ERRWE (3% (Invoice 34380 30
Recipient)

FRSERM (Resarch pm,m)

B8 7 L (Related files) T PAILROT A I A = K LTL L
(*Please download the file after logging in.)

-> —BHRTF (Save data
{temporal))
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If you click the "Date and Time Link for Use" button to display it, information such as "Invoice Submission

Destination (or Payment Budget)" and "Research Project" cannot be referenced.

I 8.4.4. Revoke usage records

When you click the "Recycle Bin" button on the reservation and performance list screen of the digital usage

book, the "Cancellation Confirmation Modal" for the relevant data will be displayed.

HY;EHESE (Cancellation) X

FHEFIEREBEL 7. AARRO/D., FAERBBESEAIL T L.

(Cancel the utilization record. Please enter your user identification number for verification.)

HAEHESTAOLTILEEL FETE (Submit)
+ v )L (Cancel)

Enter the "User Identification Number" and click the "Confirm" button to delete the data.

-Data that can be deleted is limited to 'usage records for facilities used without a reservation.' The

relevant data will have the reservation date and time blank on the list screen.
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9. Changes, Confirmation, and Approval of Usage Records

I 9.1. Changes and Confirmation of Usage Records

After registering your performance, if your reservation status is 'User Awaiting Confirmation,' you can change

or confirm your usage record.
The operation procedure is the same as in '8.2.1. Enter the usage history of reserved equipment.’

I 9.2. Approval of usage records (for the person responsible for usage only)

The responsible user must approve the usage records of the equipment for which they are responsible for

use.
From the usage details screen of the usage data where the reservation usage status is 'Person in charge

pending actual approval', please click the 'Approve' button.

The reservation usage status will change from 'Responsible Person: Awaiting Performance Approval' to

'Billing Processing'.

-Usage records where invoice sending information is not set cannot be approved.
-Only usage records of the "Responsible Person Performance Approval Pending" can be approved.

-On the usage fee billing detail screen, you can approve multiple usage records at once.

(For batch approval, please refer to '11.3. Bulk approval of usage statement results.' )

I 9.1. Download the file

7 71 JL (Related
fﬂ:ei;s)r (felote [ X 7 NEo Ok }

From the usage history | & 7-7n#uon—¢ | detail screen, clicking the button will output the currently

displayed related files in ZIP format.
[HAT74)L4 (f5]) :20250313_DownloadFiles.zip)
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10. Registering an invoice submission address

Click 'Invoice = ~ Submission Information' in the top right menu to display a list of invoice submission
recipients.
Click the button to display the invoice recipient information registration screen.

%X%Eﬁf‘ﬂ%i&%‘ﬁ (Register Invoice Recipient)

FEIREEFEIER (Invoice Recipient)

PRIE#EBI% (Affiliation)

#E£ (Section)

BEES (postal code) X-(\A T INBUTANUTLEE, B : 1234567 (* Please enter
without ""-"" (hyphen). Example: 1234567)

#FR (Postal address)

BYE K4 (Person in charge)

58S (Phone number)

W28 (required)

A—=)LF7 RL X (Email Address)

€ 75 (Back) { > =47 (Register) }

POINT

By registering invoice submission information, you can set yourself as the user responsible for the

I 10.1.1. Change invoice recipient information

If you want to change the registered invoice recipient information, click the "Details" button on the invoice
recipient information list screen.

After changing the content, click Change to complete the change of invoice recipient information.
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%ﬁ%ﬁﬁﬁﬂ%iﬁ%ﬁﬂ] (Detailed Information of Invoice Recipient)

FEREIRATSEIEIR (Invoice Recipient)

PRiE=i4BI& (Affiliation) HR2HOOHESE
EFE% (Section) DIERSIE D 2
9800878
H(EES (postal code) -\ TIYRUCATILTLIZEN, il : 1234567 (* Please enter

without ""-"" (hyphen). Example: 1234567)
&P (Postal address) EHIEOOMmxxH3THI1HE2S AALIL 5B

1BYEKS (Person in charge) pre——

(re
IIii%IHiHHHIIIIIIIIIIIIIIIIIIII

E&ES (Phone number)
A (required

022221345

A—JLF KL R (Email Address)

€ =3 (Back) 7588 (Submit)

asfeeerf@asdasd.co.jp

- 54 -
Copyright (C) SRA-TOHOKU, Inc. 2012. All Rights Reserved



- System for Harmonizing Academic Resource Equipment (SHARE) External User Manual -

11. Manage usage fee billing data (for the person responsible for usage only)

On the usage fee billing list screen, you can view the list of usage fees for the actual data for which you are
responsible for use.
On this screen, you can set invoice recipient information in bulk or approve it by the person responsible for

using the invoice after setting it.

I 11.1. Claim confirmation

Click the = v "Usage Fee Billing List" in the top right menu to display the usage fee billing list.

You can check the total billing amount and billing status during the period from the list.

@mﬂﬁéﬁsﬁ—ﬁ [#m] [EEE] (Billing List (Members of the university))

#3IER (search item)

A BRRR O e

(Period) {8illing Status) O&mR DR
falifi=icd
{Responsible
for usage and
payment]

Q, #% (Search)

& fIBHEFR-—WES 2 20— T3 (Download the billing list) J

BRER 14

FHRIARR SR EERR Himm
(M:i'?*;m‘ y cunuz?:?’:m e {Affilation of responsibleforus | (Responsible for usage and pay
b o it age and payment) ment)

Ata@m
(Tatal amount)

(Reservation and

utilization status)
0

l ki ‘ A HINE MR 00_THE - THNFN (AR -8R

By '(Di‘:“,s, clicking the list button, you will be taken to the "Usage Fee Billing Information" screen and

check the breakdown of your billing information.

@JHW& Ak U4 (Billing information (non-university members))

BRI (Basic Information)

B (Name) R——

P (AT

IR (purioa)

FRUR (Blling Status)

mamE niam
{Tnvolos Reciplent) n (Subtotal)

BREH (search item)

[ Q fii (5earch) |

cecedizms) | MR 14

ousn | T acea ans i wmin —_—
L ol ot (Eauipment) cuser) (Resarch project) £ (Tnice Recipient)
ks =
o
.

T s IR
O-PRIND- HEEREERT T

£
(oetails)

- 913 8:00-/13 %:20 2025/03/13 W ERRLES

€ ma (hack)

BT R - WA N - WA e s 14
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I 11.2. Bulk setting of invoice recipients for usage statements

On the "Billing Information" screen, select your usage history in the statement section and click the "Bulk

Invoice Destination Settings" button to display the bulk invoice destination setting modal.

FIHRER
| ] (Reservation snd usage stat
us)

On the modal screen, specify the invoice recipient, then click the "OK" button. The invoice recipient will be set

in bulk for the selected statements.

BREX(IE—IERE (Apply Invoice 2
Recipient to All)

MEPR T X SRS - MEBR T X M ERE - HERR T X RBYE b

I OK HA’-V‘/‘EJL(Cancel)

-For usage records where the reservation usage status is marked as 'Billing Processing,' the person

responsible for using the user has already approved the billing details,
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I 11.3. Bulk approval of usage statement performance

If your usage statement includes usage records for 'Responsible Person: Pending Actual Approval,’ please
complete batch approval by following the steps below to process your claims.
(For details on reservation usage status, please refer to "8.1. Usage Records of Reservation Usage

Status." )

On the usage statement screen, select the usage history to approve, and click the "Batch Approve" button to
display the confirmation mode.

KD (Utlization desaill | @ SABEC— ISR (poly muvice Bociiont 1o .l B 12 (Approve oll checked ftems) | R T 411
—-—— e o E—

FRUNRR P

- va-rEs HAE wRESE (Reservation and usage st
us)

(Record number) (Usage date) {invice date)

i - s~y 2913 20200571 e 02 RS E EAAE WD AR AR LBE TR ANEE
(Details)
¥ “ s ST Jre—, 00} 3 bl St (AN 3 ) 72 i

When you click the OK button on the modal screen, all checked usage records will be approved in bulk, and
the reservation usage status will change from 'Person in charge: Results Approval Pending' to 'Billing

processing.'

B2 (Confirmation) X

FEIRLI-BERABEZARLET. SALWTTH?
(Authorize all the checked items. Are you sure?)

[ oK H:Hv‘/t'}L(Cancel)

*Usage records where invoice sending information is not set cannot be approved.

*Only usage records of the "Responsible Person Performance Approval Pending" can be approved.

*Approved usage records cannot be edited, so please check that there are no corrections to the usage

amount or invoice recipient information on the usage statement before making a batch approval.

I 11.4. Download the list of usage fee billing

From the billing list, click [ & FIABEER—8%45 > 0— k73 (Download the billing list) | the button to output the billing

information aggregated from the currently displayed data in Excel. (Output file name: Billing.xIsx)

The exported Excel files can be used for usage billing operations.
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12. Change your account information

To check or change your account information (user information), go to the = ~ "Change User

Information" screen from the "Change User Information" menu in the upper right corner.

If changes are needed, after updating the information, click the "Change" button to register.

@Fﬁ%‘%?ﬁi‘% (Edit user profile)

04 1 >1&k (Login Information)

Password

Password (FE2) (Password

(confirmation))

FIREBEIES (User
identification number)

27 (Required)

B0 12 (Last Login)

jiro@sra-tohoku.co.jp

HEETBESIBAL LD ET, (" Required if you want to change it.)
HBNFLU EO¥ARHFIEETAAL T T L. (" Please use 8 or more single-byte alphanumeric
characters and symbols.)

HEFETHBEIIBBrAD ET. (*Required if youwant to change it.)

nt24cbck
HEASTEAPTVERFICEBTEET, 4~10FTHOADSHER LIS WMEICL TS T, (*Youcan
change the value to alphanumeric characters that are easy for you to remember, 4 to 10 characters, and hard
for others to guess.)

2026/09/18 16:49

I 12.1. Confirmation and Change of User Identification Number

You can check and change your "User Identification Number" on the user information change screen.

M- >1&%k (Login Information)

Password (F§#2) (Password

FUREMRIES (User

Login ID jiro@sra-tohoku.co.jp

Password ¥EBETHHEIIHUBERDET, (*Required if you want to change it.)
BN FLULOEARYFIHETANILTLEEL, (* Please use 8 or more single-byte alphanumeric
characters and symbols.)

{confirmation)) 2L HEBETIFEFHBECED FT, (" Required if you want to change it.)

1 nt24cbck I

identification number) HEFTHEHAPTVERAFICEETCE I, 4~10XFTHROADSHRL IS MEICL TS L. (*You can
change the value to alphanumeric characters that are easy for you to remember, 4 to 10 characters, and hard

for others to guess.)

B#0O% 1 > (Last Login) 2026/09/18 16:49

*The "User Identification Number" is used when assigning the person responsible for usage applications

or when registering reservations and records in the digital usage book.
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I 12.2. Email Reception Settings

You can configure how to receive emails from the system.

O £TOX—ILEZET S (Receive all e-mails)

® EEZ4A— LOHZFZ{EY B (Receive only important e-mails)

A—LZ{EEE (Settings for # TEELRA-ILOAFZET S 2BRLIOES R, TFIAPFEAS E£E - BH) TFURE ZE - BUH) TR
receiving email) AAE FEE - 562 - BUY1 FOX—JLIGEEThFEL Ao (* If you select "Receive only important e-mails," e-
mails such as "Application Change/Cancel," "Reservation Change/Cancel," and "Usage
Confirmation/Approval/Cancel” will not be sent.)

If you select "Receive only important emails," you will only be able to receive the following emails; other

emails will not be sent from the system.

I 12.2.1. About applying and making reservations for your own use

Equipment Use Application When System Administrator Approves
Facility usage reservation: Registration, Change, Cancellation, and Approval

Facility usage record: When canceled

12.2.2. Regarding applications and reservations for which you are the user responsible for the

use

Equipment Usage Application: When the application status becomes 'Pending Approval from the Responsible

Person'

I 12.2.3. About my own usage record

When the usage date and time of the following performance data are changed by the system administrator or
facility administrator
-Data from 'Administrator Results Pending Approval’

-Data on 'Person in Charge: Awaiting Performance Approval'
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13. Register, modify, or delete research topics

Available research topics will be created and set in the following ways.
(1) Creating research topics as project leaders themselves.
(2) You are assigned as a project sharer for research projects created by other users.
(3) The system administrator is assigned as the project leader or project sharer for research projects

registered by the system administrator.

(3) Users may only view the data. (Modification or deletion is not allowed.)

-Project Leader: The account managing the research topic

-Project sharer: An account authorized by the project leader to use the research topic

................................................................................................................................................................

I 13.1. Refer to the list of research topics

Click = ~ 'Research Topic List' in the upper right menu to display the list of research topics.

This screen shows the research topics available to you (for which you are the project leader or collaborator).

TR

RRER

REES FEL

FREEEEA LT

RLZ B TER 2026 e

& [ BE TR LEHZEREDH

[ Q ##5(Search) |

-- ﬁagﬁx_}by - i
t-suzuki@sra- BE [;9&777'7
2026 2029 e3tbsps4x8 tohoku.cojp 1.000
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I 13.2. Registration of Research Topics

Clicking the "Add Research Topic" button in the list of research topics will take you to the new registration

screen for research projects.

gz:!;-ﬁ%%zﬁﬁ

REAREERS oL =8

2026 ~ | 2029
HETEENRECES SBBEROHANLT
Cfodiny,

BAYREE T

Enter the required information and click the "Register" button to register your research topic.

POINT
‘ Discounts on usage fees are not available for newly registered research projects using this feature. I

I 13.3. Changes or Deletions of Research Topics

Click the "Details" button for the research topic you want to view in the research topic list to go to the detailed

research project screen.

SARIERR Hik =8

2026 ~ 2029

HETEENREOBS IEEEEOHANLT

LFEBEL.

BRFRER 2026

2026 E DT R ARIRE

¢ R3(Back) zm ] ( @

Please check, change, or cancel from the research project details screen.

€ RE3(Back) rE ’ ‘ m HIRR

| When changing information about a research topic

Change the required fields and click the "Change" button.

| When deleting research topics

Clicking the "Delete" button allows you to delete the research project.
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I 13.4. Setting Issue Sharers

In the research project list, click the "Edit [External Account]" button for the research project you want other

users to use, and the project sharer settings screen will be displayed.

EYEiasme 07700 K]

€ =E3(Back)

FIRERES 6x4b567m REEEEM

(s e e e

SRA TR M5+ sra test out HEA SRAFIL

I REEEER

D EAFIRE off-campus user RAEYT Shared University

Click the 'Change Issue Sharer' button to display the issue sharer change mod.

...................................................................................................................................................

7 sup

If you are not the project leader yourself, only the list of project co-authors will be displayed.

.................................................................................................................................................................

| When adding a problem sharer

Enter the user identification number and click the 'Add Issue Sharer' button to set up as a problem sharer.

| When deleting a task sharer

If you check the account you want to remove from the issue sharing list and click the 'Remove Issue Sharer

button, you will be removed from the issue sharing group.

I 13.1. Control of registration and modification of research topics on the reservation record

screen

For each research project, we control who is available for operation—users, the person in charge of use, or
the facility manager.

Research topics created from the research project registration screen can be operated by users and the
person in charge, and an error message will be displayed when the facility manager attempts to register or

change them.
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14. Linking Research Topics with Outcome Information

I 14.1. See the list of achievement information
Click the

= ~ "Achievement Information Linkage List" in the top right menu to display the results
linkage list.

This screen shows the research topics available to you (for which you are the project leader or collaborator).

@%‘I%%&%B‘j U—5

BRRIEE
REES ;L
RABEEA E’Z MK THER 2026 5

#HER [ BETHERUEAEREDH

l Q 1&3&(Search) ]

e3tbspsdx8 2026 2029 AR L t-suzuki@sra-tohoku.co.jp ARERIEIREN

I 14.2. Linking Outcome Information

Clicking the 'Add Achievement Information' button in the Achievement Information Linking List will take you to

the linkage screen between the research topic and outcome information.

RIS DT

« E3(Back)

& FERIERE - Bk
I S N N

1804867333202225699  FA MRS 12907532986981

Clicking the 'Add or Delete Outcome Information' button will display the Add/Remove Outcome Information
modal.

o

U

For research projects for which you are not the project leader, the 'Add/Delete Outcome Information'

. .
R T o L .

137 (Search)

##*IAHE (Search responsible)

FIvo i .
(selection) ) 7 TV VR (Selected)  [IRF T2 (Not Selected)

FMID doi

FERIEHRE &R

[ Q % (Search) ]

SFIRIFE (Number of selections) @ 14F

22048673332022256 S bEE 12907532986981

FAL% (Close)
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Check the results information you want to link to the research topic and click the "Change" button to link the

outcome information to the research topic.
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15. Contact Information

Core Facility Center, Tohoku University Research Promotion and Support Organization

Contact Information - 022-217-6295Extensions: 91-6295
Email . terea-tsc@grp.tohoku.ac.jp
Date of Date | View updater Update Details Notes
2023/06/06 1.0 SRA first edition
Northeast
2023/07/27 1.1 SRA Update
Northeast
2024/03/22 1.2 SRA -Added research project registration function
Northeast | -Added results information linking feature
2025/03/13 1.3 SRA -Image updates
Northeast
2025/07/09 1.4 SRA *Added equipment reservation list (mobile)
Northeast | -Added equipment reservation via digital usage
book
Important email sending postscript
*Image updates
2026/03/25 1.5 SRA -Updated images on each screen
Tohoku
2026/09/25 1.6 SRA -Updated images on each screen
Northeast | -Changes to logs and organization names
«Fill in the contact information

SHARE

HiEREBES AT L
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