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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 the University and making

it available to the public both inside and outside the university,

We aim to promote the wide range of use of equipment.

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

reservations.

We will strive for efficient business operations from equipment reservation to payment processing.

N2

System Overview

The following functions are available in this system.

e

©O O

1. Apply for the use of facilities

In order to use the equipment, we will apply for the use of the facility and renew it for the next year.

2. View detailed information of the equipment

You can view detailed information about the equipment.

3. Check the reservation status of each facility

On a weekly basis, you can check the availability of equipment.

4. Book your equipment

You can reserve facilities that can be booked in the system.

5. Register usage information for each facility reservation

You can register your usage records from your own PC, smartphone, or digital usage book installed

near the facility.

6. Checking the details of the usage fee billing (limited function for the person in charge of use)
You can set a billing address for each usage record of the facility and check the usage fee billing

information for each billing destination.
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| 1.3. Menu List

Click Menu in = ~ the upper right corner to open the menu list.

@ Booking Calendar

Reservations and results of facilities for which the application for FANLLY-
= RETH—E
use of facilities has been approved
= MAEE—E

It is displayed in a weekly calendar.

B fAREEK—E

» What you can do from this screen

Facility Reservation Registration and Reproduction @ fmFIFHERE

Facility ReservationConfirmation, Change, Cancellation

= AREE—E<E/AIL>
Usage resultsregistration

Usage Results: Changes, Confirmations, and Approvals = mEE

& FIREBHRESE

@ List of Facility Reservations (User information Change)

Displays a list of facility reservations for which you are the user or B ERams
the person in charge.
» What you can do on this screen & O0J77JK

Facility Reservation Registration and Reproduction

Facility ReservationConfirmation, Change, Cancellation

@ List of Usage Results
Displays a list of usage records in which you are the user and the person in charge of use.
» What you can do on this screen
Usage Records Registration

Usage Results: Changes, Confirmations, and Approvals

@ Usage Fee Billing List
If you are the person responsible for the use (or the person in charge of the proxy),
Displays the equipment usage fee billing data in a list.
» What you can do on this screen
Usage Billing Data Confirmation _

Billing Statement _Billing Adjustment

Usage Billing Statement Bulk Approval

Usage fee billing data Download Excel

® Application for use of facilities
Displays a list of Application for equipment usage for which you are the user or the person in charge of
use.

» What you can do on this screen
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Facility Usage Application Registration

Application for use of facilities: Confirmation, change, cancellation, approval of the person in charge

Application for use of facilities _Application for suspension of use / renewal

® Equipment List
This is a list of facilities that are open to the public outside the university.
» What you can do from this screen
Facility Informationconfirmation
Application for use of facilitiesregistration
Facility Reservation Registration

@ Change of user information
Check and change your account information.
» What you can do on this screen

Account Information Change/Confirmation

Billing information
Displays a list of billing information that you have.
» What you can do on this screen

Billing information added/removed

I 1.4. Flow from reservation to use of facilities

If you want to use the system, you must first create an account.

After that, the application for the use of the facility is registered, and after the application is approved by the
person in charge of use, the facility reservation can be made.
* Depending on the settings at the time of approval of the facility use application, it may be necessary for the

administrator to approve the reservation.

(For information on the application for the use of facilities, please refer to "5.Before you book your facilities.)

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

After use, billing will be processed when the user, administrator, and person in charge of use confirm the

results.
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2. Create an account

Create an account to use this system.

I 2.1. Enter and authenticate the email address of the account you created

From the top page, click "Login for non-Tohoku University ID" to move to the system authentication screen.

TOHOKU UNIVERSITY
=1 TECHNICAL SUPPORT CENTER

il - KBRS 23T LT

W R0 & 57453 FEE%

SRR EES 27 A (SHARE)

=== === ==

P FibApOIr> | # HIEADLSIDAOOI 1 > |

R

0 B/trLEEss GRIbKipnJd-1>)

Click the link at the bottom of the system authentication screen that says "If you want to get an off-campus

account, please apply here."

IDEJAD—FEABL,. O 2Re 2 LT EZW.

& LoginID

& Password
LOGIN NOW

#|DyPassword RAENMIGEER. BitRFTIZhIL U — e F—FETCIER< S
=1

FdA—TE, FRET (SSORENLM L S FRETOO S L EE T,
wenPhoy hEmELEvE o sslssmLT R
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Enter the email address where you will receive the verification code to create your account.

* The e-mail address you enter will be the e-mail address and login ID of the account you created.

B —FERTESA—ILPFLARADLTLEEW.

| A-LFFLA

#HANBLEA-ILF FLAICES O — FYEEENET.

When the email is sent, you will be redirected to the authentication code entry screen. Enter the 6-digit

verification code in the email you received.

If you do not receive the email, click the link "If you do not receive the email, please try again by entering your

email address" and enter your email address again.

SEa—READLTLEEW,

EEA-ILF BL-A : jiro@tohoku.cojp

& SO

B
E{{I

HANBNZA—ILT FLRICEED— PR EEhET,
EA—EBITRNVAVES(E. BEA-IILTFLADATIDNSONELTIES W,

On the new off-campus account registration screen, enter your account information.
After entering the required information, please download the Terms of Use and Personal Information
Protection Policy from the link and check the contents.

After confirming the contents, you can create an account by checking "Agree".
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%%7739\/ h FARE

0o 15k

The email address you entered wiill

Login ID ljiro@tohoku.cojp |

Password
MO T EDFAIYFES TADUTLEL,
Password (H:8)
FIRERNES X HAEHBIES BERG(CRITENER., BOJC V8, CHEREZEN
FIFRHEER
KA (Full name)
Kl & BOR(CHEBANR—ZEATYL TLIESEN,
E#&DO—<=F(Full name romaji)
¥ BORCEBRNR—RENND LT,
EBE5ES (Cell-phone number)

KBS, EENCNBIEEESEANLTIREL,

ITroa‘co Eku?lj p

A—IL7 KL A(e-mail)
€ mal = e ) 2D A TSR DE LT R,

EBHA—LT BLR

il (4588 KUEE)

54 - B -

EgE ®Bx OB|xNt
TOMERE

@ 2TOA—EFEETD O BEREA—ILOHETD
A—JVRASHE 7] % [EERA-ILOHZETZ] BERUSEE [FIFHPENS 28 - B0y [FoNE
ZE - BUE] [RENERE - AR - HUE] Sod—)LEEEENERA.

Fm— —— — — — — o — — — — — — — o — = = — —
I FFANS LU EABREES I 2CREOL, [ART3] 2FTYILTIREL, [
I FAET3 |
I XANFERRKS SMBENBREEATH DY D> O— BEC TRET S| BAFTvIalREERDET, I
—-— — — — — — — — — — — — — — — — — — — — — — — — J

Your account has been created with the information you entered. Click "Go to login screen" to log in to the

system.

PRI NRERI T LELE,
RTFOA—ILT KLAE BRI/ (AT — FERELT,
SAFLADTA SEFOTIEE

—-— o -y
I_(-o 0441 L EEAEETS
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3. Login to the system

I 3.1. Local Account Authentication

From the top page, click "Login for non-Tohoku University ID" to move to the system authentication screen.

TOHOKU UNIVERSITY
=1 TECHNICAL SUPPORT CENTER

i - a2l L

- PRI X BB SRR

SRR EES 27 A (SHARE)

. |

|
P E=lADDI> | # FEEADLSOADOS 1> |

0 B/trLEEss GRIbKipnJd-1>)

Log in by entering your registered ID (email address) and password.

IDENAT—FEAAL. O M ERLTCESWN.

& | LoginID
& Password
LOGIN NOW
#|D/Password ESENMISSE. BiRETI-hiLH— b S—E TSR s

LY
EHRA—TE, FAEEF (SSORBELE) AFrHEoOd s L EET Y.
HEERNFPHADFEERLEVAROSSHSRELT <E20,

What to do if you can't log in

- Incorrect login ID or password

— Contact the Tohoku University Technical Support Center.
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4. See the equipment registered in the system

To display a list of facilities that are open to the public outside the = ~ university, click "Facility List"

in the upper right menu to display the facility list screen.

To see detailed information about the facility, click the Details button.

BREREE
HES - SEE
AREH - ~ (Facility or ~ --- v
Department)
AL PRSI - v
xmE HmE ER B W - WA EHERI LT MR (SR
== BRI A S L2 X
I = g‘;z Féﬁg%ﬁ WRASLSZ o meman RS2
00_IBSHFIIMEE i e
S (002} BZiEER 3L 0B 25 JNM-ECA700) AHRTREE S ‘;i"ﬁ,’?“‘\"' IREARTR
RS —
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I 4.1. About equipment details

@ﬁéﬂ-ﬂl
_ ]|IEEMH @ 2023/04/13
SRiEAT [010/EBENTEBH IO~ 'S TRITRRIEENTEE)
HEEERI)—T EERRRNBE XD TR 5 —
i*_q;‘{mﬁgd BEFRIMME XD TR > 5 —
AEE INEE
258
53
A—hH— BAET
BE JMS-T100GCV
R FEA AL, ERUA A BEEENEMLCIOTES, T3 ETE N e e
5113 [YARNRD ML) EHES SIb0wE BEEHABHVW S OLEER
- DT ONTERUN TRRDRECERIS, AEANEOREBERES A MBS
« VT MRAAAGETH ZBFRELA A >ALE (FDK) ZHR, BERECRALEED
prom {LEMOARNITZD ——
« BHEEREAIE LB ORANEEE : 500C (F) T i
« A A NLEEBOIIESBSE : 7,400V £ .
+ ALV m/z 4~4,000 A=IL7RLR
s AAAGE DB FI (B AAL) |« FD (EARRREC A>16)
« BENARRE 1 m/z617 (PFK) T6000LL £ URL
ERRIE(OTHR FHIFIFAER
)
RVFIFEERSH 25
S - BEE 00_FFARAMIBEA D FRAURAR 22— a - q
E:;mij"”ﬁﬁﬂ F 0000~ 2400
WEA
BT
Fr V)R BEIFV IR z)mija R (EB 00 ~ 2400
— Sy ,
znaEs IBERFRR BFE (CE AR 1038 s ET RIS
128309717 FUFARsHE B{f
¥WYITURL
AAFIF 10,310 (F3./BFS)
F—0—k
EFERUR a eo (AW
BEFEE - EE FUFBRZRE : TAAFIFD) [Z5EAIA)
~ o e -
H BEXS [EBEAL [FA1 155 B3 2 AfRETS T —
SRR
(GRX - ]%A
/)

@  "Apply for use" button
When you click the button, the subscription request screen is displayed.

(The application for use is "5.2.Refer to "Applying for Use from the Facility")

@ "Make a reservation" button
It is displayed in the case of facilities that can be booked. When you click the button, the reservation screen
will appear.

(Reservations can be found in "6.Until you reserve and use the equipment.")

* You need to apply for use in order to reserve the facility.
If you would like to reserve and use the facility, please click the "Apply for use" button and register the application

for use.
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CFRECHEDAG. BRAIRBRFERIT>TIEE L.

5. Before you book your equipment

In order to reserve a facility, it is necessary to apply for the use of the facility.

I 5.1. Status of Application for equipment usage

The status of the application for the use of facilities will be updated as follows.
You can only reserve facilities for applications whose application status is "Approved" or "Renewal

Requested".

EHEE =S ol
(BSEETESCIELCES)

EMHE

| EMEd
=R

e g oss §

-1:5- SR SRS HREES AT HNETRE EESEN=:1-

 — o —
RIS = ST = RBHS
RIFER
HASIE
ARSI
BREEE Y27 NEEE
e [ E5

I 5.2. Applying for use from the facility

When you click the button on the facility details screen = [& FIFHEEET & | the input screen for the facility
use application is displayed.

@ﬁﬂﬁﬁ B5E (4] (Application Form for Use of Shared equipment)
EREE& (Applicant)
EKA(Full name) B2k RER
EKAO—<F(Full name romaji) Tohoku Jiro
Fhil& (Affiliation) SALAATTHERS
553 (Social class) * B (Job tilte) AR
A=V RL R (e-mail) jiro@tohoku.cojp
B SEEEES S (Cell-phone number) 022-717-7800

B sup ----------------------------------------------------------------------------------------------------------------------------------------------------- s
You can also apply fc button on the application list screen.

.
-------------------------------------------------------------------------------------------------------------------------------------------------------------------
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To apply for use, it is necessary to set a person in charge of use. When you enter the user
identification number of the person in charge of use and click the button, the information of the person in
charge will be reflected in the display field.

Also, if you have billing information, you can click the button to set yourself as the person
responsible for use.

* Please check the user identification number of the person in charge before entering.

(If you are responsible, refer to "12.1. Confirmation or Changing of User Identification Number" on how to

check the user identification number.)

FIRE&ESESupervisor) % [HIASESE] FEFEOAARGTOZIANCEETRD

i
AREANES . BAEEFECTS :

B4 (Full name)
E&O—F(Full name romaji)
PRIE (Affiliation)
B4¥(Social class) + B (Job tilte)
A—JLF BL-Z(e-mail)

&
B

iEE5EBEEE S (Cell-phone number)

POINT

‘ » Only accounts with billing information can be set as the person in charge. I

In the "Equipment" section, you can add or delete equipment.

Click the "Add Equipment" button to open the Add Equipment modal.

-
= 1
#rs [

|

REREEII—T EGE BEEHT EEFEM - TEFER

IREHRFAHBERX D TR EELT eI/ IR -1

} et -EC ) MR : TR\ I8k
25— EADTRIARES S— i 1oams  COLRSIUBRMUNM-ECAT00) i SRR T

On the equipment addition modal screen, check the equipment you want to use and click "Add equipment" to

add the equipment to the equipment field of the application for use.
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1833 (Search) »

B’®EE

Fryvo OFzyvoEsh OxRFzvy

RERI e MR A S T RIS 5 %
— 7T B4
BRI SRR
("
RN 3 L FERmEN |
O REERIN—T BEE el EESH - I8SH
BEFRMNEEASTRIT | BELFe /(R IREHIH IR EA S FURAAE : AR (SRl BeRs [
TS ATEIFR TS (51045 L00P RS A INM-ECA700) B TR T
BEFRNNEEAS TR | BELF /(R BEHIERERE X S FIFRRAR . AR [ESEAIR) SRS [
At o— SRR S — B 1015 LO03) AR RS MIAVANCE ILTO) N Y
BEFANNEEAS TR | BELHETSI(R BN BATE e TS AR (SR BaRs [
WETA— 1 W101 NMRZ= OB RS R BRI TER T
BYFRNNEEAS TR | EETvI/(R AT AL AP e FIFRAAR . AR [RIEAE] BeRs [
O Wt o— 7 130 NMRE [00GJE00MHz NMREED) B [l e

PR

RS IL—T BT BiREH ERFEW - EEER
TITTUMRE DTS, FRUTT/ O RIS o miton0 WA CARR) (25
gig?ﬂmmﬁxﬁ?mmm;ﬁ ;:;;;;;;; E{E zlﬂ};i:;ﬁj‘;ﬂ (003 SRS SIS HE M (AVANCE I 700) PIEASAE : [HRARIE) (8.
bt L LGRS L L —— MR : [AAME B

L PR W101 NMRSE

There is no limit to the number of facilities that can be selected in one application, but only facilities in

the same application management group can be selected.

+ Since only the equipment selected in the equipment addition modal is displayed, if the added

equipment is unchecked, it will be deleted from the equipment column.
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After entering all the required information, click the "Apply" button.

@ﬁﬂfﬁqﬁﬁ [%#4}] (Application Form for Use of Shared equipment)

EERE (Applicant)

4 (Full name) St AN

EHO—7F(Full name romaji) Tohoku Jiro

Pl (Affiliation) BLER TR

B53(Social class) « BE£(Job tilte) i

A=IF EL-Ale-mail) jiro@tohoku.cojp

S MIZE & (Cell-phone number) 022-717-7800
FIRBEE Supervisor) % [FIMBES) (QIREOAARUEOIAVCEEERD

HREANES ENENEHICT D

& (Full name) Wit A

FEAO—TF(Full name romaji) [ 5] Tohaku Jiro

il (Affiliation) LTI

B3} (Social class) - B Uob tilte) @ E F T

A—IT EL-A(e-mail) [ 2] jiro@tohoku.cojp

SEHESEMIEES (Cell-phone number) 022-T17-7800
NS

HIENSEEE (Application year) 2023

it T v

HRORE

A
Avt—=m@
Vi

kst

R BA HuALERZEARNA - TAFEAR - Hdk Jeep v
EULGES TN e

RS L—T BERT BT EEEN - EEET

EYAAHMREXD FRITAR  WRLF v/ (L IR - R e .

ke AN FRETIR oot (OERSIUREEUNM-ECATO0) FUFBRAAR : [HAFIM) [BIE.

IBPHRMREASTRITER  WELF /(R R R . S 4

79— BANFRIERR L~ iigs  COEHHSIURAMAVANCENT00) FUFARE : [AADIM) T8I

BYHREMRE A TR WERELFTr (0 BPHRE 8BS 2 = iad . 2

EoH— ERTCHE W101 NMRES [O04JB RN R RN FUFRRCES . [HAFM) T8IE.

HLMHEEEE (2] OBy @ sy

> Wil
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If there is an input error, an error message is displayed on the screen.

ANAEISGROAABDET,
s FIEEAEEAAL TSN

If there is even one error, you will not be able to register a usage request.

Correct the information you entered and click the "Apply" button again.

When the application is completed, the following message will be displayed.

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

If you set someone other than yourself as the person in charge, you will be able to reserve the facility with
approval from the person in charge— approval from the facility manager— approval from the system
administrator.

If you set yourself as the person in charge, you will be able to reserve equipment with approval from the

facility manager — approval from the system administrator.

In addition, if another user registers an application for the use of equipment with himself or herself as the
person responsible, the application for use that requires approval will be displayed on the list screen, so
please approve it by the person in charge.

(For the approval of the responsible person, see "5.3.3. Approval of the person responsible (only the person

responsible for use)")

* The "Research Project Information” that can be set on the facility use application screen can only be
selected by the user's account. If you set "Research Project Information”, you can set it as the default

value when registering the use of facility reservations.

« Billing information can only be selected in the account of the person in charge of use. If you set

- 18 -
Copyright (C) SRA-TOHOKU, Inc. 2012. All Rights Reserved



-System for Harmonizing Academic Resource and Equipment (SHARE) non-University members manual-

I 5.3. Operation of equipment use application

Click "Facility = ~ Usage Application" in the upper right menu to display the facility use application list

screen.

To check the details of the facility usage application, click "Details" from the list screen to move to the details
screen.
The buttons at the bottom of the details screen are displayed differently depending on the applicant and the

person in charge.

V¥ In the case of an applicant

V¥ In the case of the person in charge (application registered by himself/herself)

o

V¥ In the case of a responsible person (application for use in which another user has registered himself or

herself as the person responsible)

I 5.3.1. Changes to the details of the application for the use of facilities

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

* The items that can be operated differ depending on the application status and authority.

I 5.3.2. Cancellation of application for use of facilities

Click "Cancel" from the facility use application details screen.

* Canceled applications cannot be operated.

I 5.3.3. Approval of the person responsible (only the person responsible for use)

It is necessary to approve the application for use for which another user has registered himself or herself as
the person responsible.

From the facility use application details screen, click "Approval of the person responsible”.
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LEDNT
BIEAIRIR BEARGS
BEER 2023£F054178
&E8
FEELE
sEEEIAT
- Y
Fooooooo 1
€ E5(Back) > Z= © HH 1 v SEERE ]
e
The status of the application will be changed from "Pending Approval by the Responsible Manager" to
"Pending Approval by the Facility Manager".
I 5.3.4. Review the results of the facility manager's approval
If the facility use application is approved by the facility manager, you can check the values such as
"Immediate reservation availability" and "Fee classification" on the details screen.
FiREE
BRI Erot BREH BEEE - 2EEE R HRFHORE HEEsS HERE
B e Tr— gar AU BFEWEHAIBE
-nt , ity E ST R 5 — 1 104 [0OZMARESUIL IR 35 N M-ECATOO) ERHOMAERE 20D R FEEE IR e FEL
EEHR 6 é 6 a
BRI IR A
HEB 202303 A248
FEE 2023FF03A248
FRELE
EwEIA &

Each item displays the following contents.
(@ Approved Facilities
Whether or not you have been approved to use the facility
* If you are not approved, you will not be able to use the reservation
@ Availability of instant booking
Can the booking be made immediately, or does the appointment need to be approved by an
administrator?
@ Fee Classification
The fee category for use is either "departmental”, "on-campus", or "off-campus”
@ Initial training

In the case of equipment that requires initial training, whether or not the initial training has been taken
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I 5.4. Suspension and resumption of use of equipment use applications

If you no longer use the equipment for which you have applied to use the facility, you can suspend the use of
it.

* You can only suspend the use of the service by applying for "approval”.

I 5.4.1. Suspension of use of equipment use application

From the list of equipment use requests, click "Stop".

T B
ARSI o R
2 w3 O gm emoL- USSISHREERRR ke ssboess BELRES  EALTRTERM o ==
05/15 smn R - BAL D i
1 |

When the confirmation modal screen is displayed, click OK.

f#:%2 (confirmation) X

FRELELET. LALWLWTTH?

‘::“rf"/tw(cancel) ‘

The application for use and the equipment to be used that have been "suspended" will be in an invalid state,

and you will not be able to register for the reservation of the facility.

FREELEURZ.

I 5.4.2. Resumption of use of facility use application

If you want to reactivate a usage request that has been performed with the "Suspended" operation, click

"Resume use" from the list of facility usage requests.

1 SRR RITRA R o .
22 o OB MR USRAFRERADR  omm SO EILRES  EACHOME BEEEG-E =
o515 I pEs T RRE | R
[+l
s |

When the confirmation modal screen is displayed, click OK.

sa(confirmation) X

FIFFERLET. L300WTITH?

|‘ =+ 2=/ l(cancel) &

=21 -
Copyright (C) SRA-TOHOKU, Inc. 2012. All Rights Reserved



-System for Harmonizing Academic Resource and Equipment (SHARE) non-University members manual-

The application is activated and operational.

FIRSMLEETVE L. X

I 5.5. Application for renewal of facility use application

If you want to continue to use the facilities in the next fiscal year, you will need to apply for renewal.

* You can only apply for renewal by applying for "approval".

I 5.5.1. Application for renewal of facility use application

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

* If you are outside the renewal application period, you cannot click the "Apply for Renewal" button.

— =

3 133 B R RS JLEAFTIERS - TR I iy

m 2 w3 2% gm | mmoL-—h [SPASIEROIR | mras R BLIRE HLEF SR W R
/15 B&s - B4k RER FIFREL

When the confirmation modal screen is displayed, click OK.

#E5% (confirmation) X

EEHELFET, KALWTIN?

‘ F++v >1z)l(cancel)

The same input screen as when registering the facility use application will be displayed, so please enter the

application details for the next year.
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@{iﬁﬂfﬁaﬁ%ﬁ‘ [%#4t] (Application Form for Use of Shared equipment)
EREE (Applicant)
E&(Full name) L AeEp
BEAO—TF(Full name romaji) Tohoku Jiro
P (Affiliation) HUILHTEHR
B3 (Social class) - Bia(ob tilte) HRERE
A= KL A(e-mail) jiro@tohoku.cojp
IS SEMIZE % (Cell-phone number) 022-717-7800
FIBE{EE(Supervisor) ¥ THIAEES] (ZISROFBRCEOIIILWNCEFERFD
FIR RIS Wi | BnERgECTS
B4 (Full name) ] B4t R0
EAO—F(Full name romaji) B Tohoku Jiro
P (Affiliation) a1 ] BB
B (Social class) - B (Job tilte) i BT
A—JLP KL A(e-mail) (5] jiro@tohoku.cojp
M MESE T (Cell-phone number) 3 022-717-7800
AR
HIENEE (Application year) |- 2_024_
e T HHRLT < IEL v
WROEE
4
Ayt—m
A
R
RS 2] HALEAFEHRA - TAFCER - Hik ER v
AR
L3 g RIS BREEH RPN - EEER
BRI~ T1 ket B (;m?ﬁiﬁmxi (13 REE AP Rm
12 UM 54 ] O B @ sy
> Bk
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When you apply for renewal, the current year's application will be in the "Renewal Request" state, and a new

application for the next year will be created.

B
=P

3 20 O mz mmeL—T
05/16 e

5

(1335 PRELEEBAELYE ., o ¥ o EALARZEAEE - B
o AL BB EALIAZOHERY EAL RED EALEAFTHERS 258 - sk YD

—_— TR
= 2023/ AR ey (133 FRELEERAELS y o Ny o SRALARTTRERD - B -
2w X PR wmou-g BLRE SAHE St RES  SACHTERE B

In addition, since it is not possible to change the billing information or research project for a "renewal

application”, if you want to change it, please perform the "5.5.2 Revert renewal of facility use application"

process.

* Even if the application for facility use is in the "Renewal Application" state, it is valid during the

application year, so you can continue to use it.

I 5.5.2. Revert an update to a facility usage request

If you want to operate a usage request for which you have performed the "Update request" operation, click

"Update back" from the list of facility usage requests.

=
175 — . BHRY
w oo B TE mmon-on DVTEEEER mimm s FLRE  BAHFAS S I!'
When the confirmation modal screen is displayed, click OK.
%52 (confirmation) X
T EREINEZLFET. LAHLLWTCITH??
‘ =+ >2tz)l(cancel)
The application status will be changed to "Approved" and you will be able to perform the operation.
EER TAEEITVEL. %
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6. Until you reserve and use the equipment

I 6.1. Check equipment reservations and results

Click = ~ "Reservation Calendar" in the upper right menu to display the "Reservation Calendar"
screen.
For facilities for which the facility use application has been approved, reservations and results are displayed

on a weekly basis.

eff-’ﬂj} L->%'—(Reservation calendar)
BRRIEE
e - AR
XEE - v (Facility or ~ BERUZVERBEERL TS v
Department)
BE2n WHIE v
Q 1#&FE(Search)
FAHYRR  (Reservation status) & FHRIARGS(Awaiting approval)
KEE INEE HES (E:J;ﬁpﬁzt) 58228 5A23BX) 5H24H(K) 5H25H(K) 5826H(%) 5H27H(L) 5H28H(H)
O FIO—ER] (Before 1 week) RDO—ERS  (Next 1 week) ©
[010]EE I IFEEE Q
. HRoO% & 12:00~12:30
’m SoRiTEBEE Ep = ﬂ
HifiE) p P p P v P

@ Click < Previous Week” or “Next Week > to see the reservation status for the week before
and after the currently displayed week.
®@ When you click on the name of the equipment, you will be taken to the detailed information

screen of the facility.

® When you click on the reservation status, the simplified display modal of reservation
information is displayed.
If you have a reservation of your own or you are responsible, click the “View booking
details” button,

You can display the reservation details screen.

@ If the fadcility is closed, it will be displayed as “Closed” and cannot be reserved.
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I 6.2. Reservation Usage of Facility Reservations

Depending on the setting of "Immediate reservation availability" in the facility use application, the reservation

usage status after the reservation is completed will differ.

I 6.2.1. For facilities that can be booked immediately

In the case of facilities that can be reserved immediately, the following is displayed at the bottom of the facility

reservation screen.

ZhEEE. EBEICISFEFHEDDELA.

When the reservation is completed, the reservation usage status will be "Reservation Confirmed" and will be

displayed in the reservation calendar as follows.

~
6ASH(K) 6A9H (&) 68108(%) 68118(R) 68 12H(8) 6R13B(X) 6R14H(K)

Q@ FIDO—ER (Before 1 week) RO—ER  (Next 1 week) @ v
r====-= 1
119:00~19:30 |
9=k A/: ] |
TTTT TR ra s s s s s s
I 6.2.2. For equipment that requires approval
If the facility requires approval by the administrator, the following is displayed at the bottom of the facility
reservation screen.

ChEEZ. EEECERESNTOS. BREERTECLNTEET.
€ EZ(Back) = F#I(Reservation)
When the reservation is completed, the reservation usage status will be i "Pending reservation
approval" and a mark will be displayed on the reservation calendar.
~
6ASH(A) 6H9H (&) 68108 (1) 68118(B) 68128(8) 6F13H(R) 6F14H (%)

O RIDO—iERY (Before 1 week) RO—BRS  (Next 1 week) © v
r====-= 1
| @@ 19:00~19:30 |
1 B4k /a0 |
TR rd 4 4 4 4 4 4
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Once the reservation is approved by the administrator, the reservation usage will change from "Pending
Reservation Approval” to "Reservation Confirmed".
Also, if you change the reservation details after the reservation is approved, it will be "waiting for reservation

approval" again.

EEERRE
Ee il g FHIEEGS (RFH) FHRTEE
FHRANBES

Please use the facilities only after your reservation has been approved.

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

I 6.3. Make a reservation for equipment

When you click on the mark of the facility and date you want to reserve 4 , the "Register Reservation / Usage
Record" modal screen is displayed.

F) - FRRB\OEH X

FIFEH : 6818

THET S Click the button to move to the reservation screen.

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

approximate price information.
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@ﬁ%mmeservation of equipment)
@ AID—BR  (Before 1 week) RO—ER  (Next 1 week) © & FHIAGRAT 5 (Awaiting approval)
B 6A1B R 6A2H &) 6A3H () 6A4B(8) 6ASE(A) 6A6E M) 6ATAK)
FHRR
(Reservation
status)
EAIER
BEEM(Equipment) (OIOEEHIREENI RO M5 IR EIEERE)
- - FURRAE : [RARIF B5ERIA)
RENA SRS BRES [HRR TR [
FIFAXsY
ABRS ORI eE ==
FHIER
FmERUsage dateand | . - o6 5 01 19 v B 00 v #~ 20234068018 19 v B 02 v gy AL D SRR
time)
FOFRRR
FHBEA(Name) B REB (Reservation and usage
status)
FHEPR (Affiliation) ALz ﬁ:ﬂm"""’"” <
TR 022-717-7800 F40E (Reservation date) | 2023¢F05A31H 18K18%)
number) €23
S fmAIFAERE
AREEE  AREEEME HRRE FIFH - BR%E BEFHOTE HERS
© b ST SRR SRR B KA AR #4

button, and if there are no errors, the configuration is complete.

If there are errors, the screen displays all the error messages.

ANRE(CERORSDOET.
o THIREAEEE, RIELDIROAABRZAN LTI ZEL

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

Please correct or change the information you have entered, and click the "Reserve" button again.

When the reservation registration is complete, the following message will be displayed.

TR T UELR.

I 6.4. Duplicate a reservation

In the reservation calendar, select your own reservation and the reservation details display modal will be

displayed.

FHIIER x

TAIFIFHRR : FHIBEE

FHYE : HAL IRER

FAHIHEF : 2023/5/23 12:00 ~ 2023/5/23 12:30
B

g - —
I T -
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When you click the "Duplicate Reservation" button, the reservation screen is displayed with the contents of the

selected reservation information set as the default value.

@ﬁ?%’\](Resewation of equipment)

aft 5A238(X) 5H248(0K) 5825H () 5A26H (&) 58278 (%) 5H28A(H) 5H298(8)
¥Ww?‘ 17:00~17:30
(Reservation - HER
status) e
EXRIER
iR (Equipment) [D10/EEAFEBHA RO NS IRITHHEEITES)

Eillz:h2 DR T N )z

NERD SR BeEs [WBA) [ T
FIRAXS
FIBES ® FAFH O Z=:HAH
FHIEIR
AT (sagecateand 2023 05 A 23 B 7Y B 00 v H~ 2023fF058 238 17 v g 30 v gy KRR L SRIRERE
time)

After that, "6.3.The process is the same as "Make a reservation for equipment”. Fill in the information as

required.

ST S T .

You can also duplicalervations from the button on the facility reservation list screen.

Confirmation, change, and cancellation of reservation details

In the reservation calendar, select your own reservation and the reservation details display modal will be

displayed.

FHIIBHR X

FHRFBIKR : FHETE

FHIE : B R

FHIEF : 2023/5/23 12:00 ~ 2023/5/23 12:30
ERRE

Click the "Reservation Details" button to move to the reservation details screen.
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@ﬁ?ﬂ‘-"](Reservation of equipment)

SiEEH (Equipment) [010EEATREI R 0O M) S IR THIIEEITHE)

FIFAMAS . [AAFIA] [Z=EFIE)

LI HERs [ERI [RR 0
FIAXS
FARS I EINl):] EEAB
FHIEHR
FUHRE Lagedats and 2023405 B 23 B 17 v B 00 v #~ | 20235058230 17 v B
time) B3

@ FID—ER  (Before 1 week) RO—ERE  (Next 1 week) © B THIRERAS (Awaiting approval)
Bit 5H23E (%) 5H24E1 (k) 5H25E(K) 5H26E(®) 5H28E(E) 5H206(8)
(Rﬂwf‘ 17:00~17:30 s
eservation | o
status)
BEAER

X FIFIRSRE 232 Eh S A eTaE

.

cummanmnm,

sup N NN RN RN RN RN N R R R R A N R R AN E R R AN EERAAENNRANENNEEEENEEEEEEEEEEE,

You can also transitiche reservation details screen from the button on the facility reservation list

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

anmmnnanat

@ m RN R N R RN RN RN N RN RN NN R E N N AR NN AN AR NN NN AN AN AN NN AN ENENEEEAANEANAANENNAEAENEAEEEREEEEEEEEEsEEsmEsmssnsnmsnans®

O HiE

| If you want to change your reservation details

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

| If you want to cancel your reservation

You can cancel your reservation by clicking on the "Cancel" button.
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8. Enter your usage history

I 8.1. Reservation usage status of usage results

In this system, you can register usage records for equipment that has already been reserved, and new usage
records for equipment that has been used without making a reservation.

The reservation usage status will be updated as follows.

[Actual registration for reserved facilities]

ERERE =S RE

SHHEE RBRRHH
s 1

FMEETHOCLEMERT & EEE TREEFS) CEHSNET
(FRETEIrSEAFTIEMREZVESIBANICEHENTI)

EEE 2HERRE5

MBS ZEHEERS

[Registration of new results for equipment used without reservation]

HASE=EETE

SHEEFRE
HEE EERREHS

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

NFE#E E&HETEES

NAEEEHEE

I 8.2. From the booking calendar

From the reservation calendar, you can register usage records for facilities that have already been reserved,
and new usage records for facilities that have been used without reservations.

I 8.2.1. Enter the usage history of reserved facilities

In the reservation calendar, if you select your own reservation after the reservation end date and time, the
following reservation details display modal will be displayed.

TFHIIELR x

FRIFIFRS © FHIETE

FH9E « B=AL RED

FHIEES : 2023/5/18 16:00 ~ 2023/5/18 16:02
AR :

_
o)
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Click the "Achievement Details" button to move to the Achievement Registration screen.

EER

=& (Equipment) [010|EENRE (H AU OV IS I RATRHEEEDITRE)
_ _ FIRIE : [AARR (S50

NERELERRE O N TR TE

FIRES

FIRES FARIE O E5HI

PUGES o

F#) HBF(Reservation date

N 2023 £ 5 A 18H 16 B 00 43 ~ 2023 £ 5 A 18H 16 ¥ 02 53
and time)

FIRI HB (Usage date and

i 20235058 18 H 16 v B 00 v %~ 2023%F05H18H 16 v B 02 v % XARISA 253 8L e SAIARTRE
time)

LY 1] o IR e e e e e e e LT U e TP e T ETT LT EL LT ECPEUETTETN .

You can also transitiche achievement registration screen from the button on the usage record list

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

Since the reservation information is entered as the initial value, please change the values such as the date

and time of use and the quantity as necessary.

If you click the "Confirm" button, the performance will be confirmed and you will not be able to edit the
reservation details. After confirmation, it is necessary for the manager to confirm the performance and the
person in charge to approve the performance.

If there is a possibility of editing the achievement again, please use the "Temporary Save" button to save the

changes.

» The usage record of "Reservation Confirmed" and "User Waiting for Confirmation of Results" will be

automatically confirmed when the user or administrator operates or 7 days after the end of use date or

the month following the end of use date.

I 8.2.2. Register new achievements for equipment that you have not reserved

When you click the mark of the facility and date for which you want to register the actual record 4 , the
"Reservation / Usage Record Registration Modal" screen is displayed.
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T - FIREBEDOER x

FAH : 6A1H(KR)

THET D FIHEEESIRT D

ANREEEERT S Click the button to move to the achievement registration screen.

The subsequent operation is "8.2.1.Enter the usage history of reserved facilities".

If necessary, change the values such as the date and time of use, quantity, etc., and click the "Temporarily

Save" or "Confirm" button.

I 8.3. Operation from the mobile screen

From the mobile screen, you can register usage records for reserved facilities and new usage records for
facilities that have been used without reservations, similar to the reservation calendar.

* Since only facilities for which the application for use has been approved are displayed in the "Equipment
List" on the mobile screen, it is not possible to register new achievements for facilities for which the application

for use has not been approved.

I 8.3.1. Enter the usage history of reserved facilities

When you log in to the mobile screen, you will be redirected to the usage record list screen.

The target date of the data to be displayed is entered as the default value of the current day.
HAEETRS =R

POE =]

2023/05/18

[002]1% 5 RSB (JNM-
ECA700)

sA18H17:00 ~ 5818H17:02
FHRIFRT : THOREE

L-O— R&S : 403

[006]600MHz NMREEB D

5H18H15:00 ~ 5818H15:30
FRFIAR : FIRE =BEETES
(EEAE)

L-O—R&S : 402
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The color of the usage record frame varies depending on the reservation usage status.

Yellow — reservation data * Can be edited from the first day of use.

Green — "User Waiting for Confirmation of Results" data % Editable

Light blue— Data after "Administrator waiting for performance confirmation" * Cannot be edited

When you click on the reservation / actual data for which you want to register the actual results, you will be

redirected to the actual entry screen.

gi!ﬁﬁ ES

sHiE&#F(EquipmentName)

[010IEESFERBEA RSOV M S IRITER
EENIREE)

FHEER(Name)
4k RED

FIFAEES(Usage date and time)

BISA IR

2023 05 H 23 H

12 v B 00 s

ETHE

2023 05 H 23 H

12 v| & | 30 vi| 4y

Since the reservation information is entered as the default value, change the values such as the date and time
of use and the quantity as necessary, and click the "Temporarily Save" button to save.

* It is not possible to perform the achievement confirmation process from the mobile screen.

E5(Back)

—RF

How to use the "Get Date and Time" button
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- Click the "Start =[-8 date and time" button to set the current date and time in "Start date and time". At
the same time, "Current date and time + minimum usage time" will be set to "End date and time". If there is no

minimum usage time setting, the current date and time will also be set in "End date and time".
- Click the "End SLE4E0 date and time" button to set the current date and time in "End date and time".
I 8.3.2. Register new achievements for equipment that you have not reserved

Click the button at the top of the usage list screen to move to the equipment

list screen.

On the equipment list screen, the equipment for which the application for use has been approved is displayed,

so click on the new facility for which you want to register the usage record.

FE5(Back)

W - BEA
(Facility or Department)

S {mEtF

[002]#% B S IS5 B (JNM-
ECA700)

00 B ERFT R E A FAEREAZE
o a—

BE v ) (RIBEATTR - 18240
EADFRRARIAT > 9 —1%- 1045
=

[006]600MHz NMRIRED

P S T S ST PRETLIY Loie 1

When you click on the equipment for which you want to register an act, you will be redirected to the actual

entry screen.
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ii!ﬁﬁ%‘ﬁ%

sR{ERAFR(EquipmentName)

[010|EEDFFRE(H A00OX IS IRITHER
EESTEE)

FHERKSA(Name)
B4t RBE

FIFAERF(Usage date and time)

R WE] ST

202305 B 31 H

18 v OB 27 v

The subsequent operation is "8.2.1.Enter the usage history of reserved facilities".

If necessary, change the values such as the date and time of use and the quantity, and click the "Temporarily

Save" button.
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I 8.4. Register usage records from the digital usage book

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

new usage records for facilities used without reservations, as well as reservation calendars.

* The facilities that can register usage results from the digital usage book are limited for each shared

terminal.

If the equipment for which you want to register usage records is not displayed in the Digital Usage

I 8.4.1. Browse the list of reservations and achievements

When you open the Digital Usage Book, you can see reservation and usage data for that date for each facility
tab.

TEGHNICAL SUPPORT CENTER
[002)#% BT AL IREE .. [003]#%BE T ALIRES ..
| [003]#His HIREEHE(AVANCEIT 700) | 9 a
2023/07/25 @ #iE (Previous) 4 H (Today) ZH (Next) © FIFASIESREER (Utilization record)
ZlF FHEE FIRER FARS FRRBRR
&= : ) o F IR =R
(Reservation date a (Usage dateand ti  (Usage Classificatio  (Reservation Statu )
(Record n 5 (Usen) (Date of updating)
nd time) me) n) s)
umber)
e
552 WHEER W AANFIA FHIBETE H4t RER 2023/07/25 14:46 =
~07/25 15:02 ~07/25 15:02 LS 7~ s
. (Edit)
551 Ul ARNHIF FE EEREES Bt e 2023/07/25 14:4@
~07/25 14:46 i
AWK

@ The names of the facilities that can be operated from the shared terminal are displayed in a tab format. By
switching the equipment tab, you can refer to the reservation and usage record information of each
facility.

In addition, the name of the currently selected equipment is displayed below the tab.

@ If you click the "The day before" or "Next day" button, you can refer to the reservation and actual
information for the dates before and after the date displayed on the screen.

Also, if you click the "Today" button, reservation and performance information for the current date will be
displayed.

@ Click the "New Usage Record" button to start "New Usage Record Registration" without making a
reservation.

* For details, see "8.4.2.Register a new usage without making a reservation".

@ When you click the "Edit" button, the "Edit Modal" is displayed.
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* For details, see "8.4.3.Reqister usage records for reserved facilities".

® When you click the "Cancel" button, the "Cancellation Confirmation Modal" is displayed.

* For details, see "8.4.4.Revoke your usage history.

- 38 -
Copyright (C) SRA-TOHOKU, Inc. 2012. All Rights Reserved



-System for Harmonizing Academic Resource and Equipment (SHARE) non-University members manual-

I 8.4.2. Register a new usage record without making a reservation

Open the tab of the facility for which you want to register usage history, and click the "Register new usage

record" button to display the "Edit modal".

WEE—SIL (EdiY) x

FIAEKS (User)

Pl PSS U SRl 727 (Submit)

EAU % (Close)

By entering your "User Identification Number" and clicking the "Confirm" button, the screen will switch and you
will be able to enter various information.

* For details of the "User Identification Number", please refer to "12.1.Checking and changing your user

identification number".

REE—SIL (Edit) x
S

FIAEK® (User) ‘ gt RER

2023407 A 25 B 15 v B¥ (hours) 16 v 43 (minutes) ~ 2023407 B 25H 15 Vv B¥ (hours) 18 v 43 (minutes)

FIFAHK (Usage
date and time) K AR (3253 ED S FIFAE]AE
(* The minimum unit of use is 2 minutes.)

FIARIE /NG (Subtotal of

FIFAAZAE (Utility form) Bi{fi (Unit price) W (H4I) (Quantity)

user fees)

AAFA 3,210 (F9/8¥5RI) 0 v B5R] (hours) 05 v 43 (minutes) 267 (YEN)
AR 3,220 (F9/85R1) 0 v B5R] (hours) 05 v 43 (minutes) 2683 (YEN)
FA%EEA (Adjustments) 0 (YEN)
FIARIEEET (Total of user fee) 535 9 (YEN)

{@=1# (Notes)
VA

> —HREF
(Save data (temporal))
FEHIEER (Details) ¥
| B3 (Close |

* The basic operation of each item is "8.2.1. Register the usage record of reserved facilities".
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When you click the "Start Use" and "End of Use" buttons, the current date and time are entered at the start
and end date and time of the date and time of use, respectively, and at the same time, the information that
has been entered so far is registered in the system.

It is possible to change the date and time of use manually, but in that case, it will not be registered in the

system.

When you click the "Temporarily Save" button, the information you have entered so far will be registered in the

system.

When you click "Details", the input fields for "Application Information”, "Billing Address (or Payment Budget)",

and "Research Topic" are displayed.

SHBTEIR (Details) ¥

XTTHIFIRBNSOFMIBROSE - BEQ FIAEEHRSE BoHT8ETT.
(* Referencing and editing of detailed information from the digital user book is available only when "New Registration of Usage Results” is selected.)

FIRSEERS FIRSEERE HIhFHE - ERE
(Responsible for usage and p (Affiliation) (Budget and billing address)
@® FHFIAE (ERTAM 2 HEE NEE HEIRT R MR - IR T R EDE - PR T R MBELE
RS (Billing to) IR 2 MR - IR 2 MEDE - 4IRS R NESE M

HiF R (Resarch project) BESSEANLTLIESV. (Please enter the project number. ) AFEAESES AT (Project number)

> —BEE
(Save data (temporal))

Enter the project number in the "Research Topic" field and click the "Enter Research Project Number" button

to reflect the research project information.

I 8.4.3. Registering usage records for reserved facilities

When you click the "Edit" button on the list screen of the Digital Usage Book, the "Edit Modal" of the
reservation and performance information of the relevant data is displayed.
* At this time, you will not be asked to enter the "user time number". The subsequent operation is "8.4.2.

Register a new usage record without making a reservation".
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2T IHABENS OHEBEROSE - REQ (NAEEHRER BOATETT.

(* Referencing and editing of detailed information from the digital user book is available only when "New Registration of Usage Results" is selected.)

AR (Billing to) MMM

TSR (Resarch project)

> —BRE
(Save data (temporal))

HASEERS HASEERE RIhFH - #RE
ponsible for usage and (Affiliation) (Budget and billing address)
FHNFE (ERTAL) 2 HFRE FRE KKK

SHllI5ER (Details) ¥

PALS (Close)

If you click the "Edit" button to display it, you will not be able to see the information in "Billing (or payment

budget)" and "Research Topic".

I 8.4.4. Revoke your usage history

When you click the "Cancel" button on the list screen of the reservation / performance of the digital usage

book, the "Cancellation confirmation modal" for the relevant data will be displayed.

HUE TSR (Cancellation) x

FHEBEBREZAVE UET . RAHRDIZSH, FAEHRESEANLTIZE.

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

FUBERIES AL TS,
4 1)L (Cancel) ‘

Enter your user identification number and click the "Confirm" button to delete the data.

* The data that can be deleted is limited to "usage history for facilities used without reservation". The

reservation date and time on the list screen is blank for the relevant data.
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9. Change, confirmation, and approval of usage record

I 9.1. Modification and confirmation of usage results

After registering the actual results, if the reservation usage status is "Waiting for user confirmation of results",
you can change or confirm the usage record.

The operation procedure is "8.2.1.Enter the usage history of reserved facilities".

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

The person responsible for the use of the facility must process the approval process as the person
responsible for the use of the equipment for which he or she is the person responsible for the use.

Click the "Approve" button from the usage record details screen of the usage record data whose reservation
usage status is "Responsible Person Waiting for Approval of Performance”.

The reservation usage status will be changed from "Responsible Person Pending Performance Approval" to

"Billing Processing".

+ Usage records for which billing information has not been set cannot be approved.
+ Only the usage record of "responsible person awaiting performance approval" can be approved.

» On the usage fee billing details screen, you can approve multiple usage records at once.

(For more information on bulk approvals, see "11.3.Batch Approval of Usage Statements". )
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10. Register your billing address

Click "Billing = ~ Information" in the upper right menu to display a list of billing addresses.
When you click the button, the billing information registration screen is displayed.

%ﬂz%-@&a;;
ERERE

P =

L]

Laciai = o T DPRLTADLT CTESLY, ;1234567
2P

BABES

L

WEEE =

A=LF LR =

I 10.1.1. Change your billing information

If you want to change the registered billing information, click the "Details" button on the billing information list

screen.

After making changes, click Change to complete the change in billing information.

%ﬁ?%’l‘%ﬁﬁ%ﬁﬂi
SRR
RS @3 SR
BES {57] HRR
1234567
EenE = H-U\ATIVRUTAAL TR, i - 1234567
32 (o] METEER
BUERE {57 ] L REE
B& HERRE
EEES (7] 022-717-7800
A=IFRUZR B jiro@tohoku.co.jp
€ R3(Back) > ZE=
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11. Manage billing data (only for the person responsible for use)

On the usage fee billing list screen, you can check the usage fee list of actual data for which you are the

person responsible for use.

On this screen, you can set up billing information at once and approve it by the person in charge of use after

setting up billing information.

I 11.1. Confirmation of Billing

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

From the list, you can check the total invoice amount and billing status during the period.

@ﬁﬁ*ﬂﬁ%ﬁfﬁfﬁ o)
B’REAE
AR - v Fwkpiw OF#ER O #RE
BERIKR FHFIARR F AR HESE aitam
HER e EERRS 202385 L 133310
By clicking the button in the list, you will be redirected to the "Billing Information" screen, where

you can check the breakdown of billing information.
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@ﬁﬁ*ﬂﬁéé*‘%#&
EATER
i3 ‘ L RED
P ‘ SALFOR
AR ‘ 2023458
BRUR ‘ kR
af ‘ 133,310
KR
RS e INHER
BRI FEAR- B B 2 133310
RRER
LO— RES *Uﬁﬁﬁfzsj ~ 2023/05/31
FRIFBRR
(Reservation and [ EIBE REHRGSS O BLE RERRESS O FkuE R
usage status)
FIAE (Account) HzRiEE - v
FIFREAH S e —IEER
O Eab Pt ﬁ”;‘* FHABRR RS AR wRRE AREH AR
O B = eie E*%;im‘ ;3;];?5:%?”’ Sk RED 133310 SLACHIFEH-FIFRIR- 5L BB
(o101 R
O 395 M | E’f;i’é“ fgj%;?ﬂ:%g S RED 0 HUILHSMR- SRR L KR
EHITEE)

I 11.2. Batch billing address setting for usage details

In the usage details column of the "Billing Information" screen, select the usage record and click the "Batch

Billing Contact" button to display the Batch Billing Destination Settings modal.

e s B R
————
» ; ’ %
0 LastR A WREME  FHABWR EH A I e RS
iy 010/ AESEBRH
.
04 S A ayosay SRR RRRR ogipsoRiE  RAE 5160 FHAHRAE-FIR B e
HEESRES)
- .. 010 EENTEBEHR
- 3 ith W - -
305 SIS IS wzyoyes TR ARRN | LooiSoRTE  BHLAD 0 SRR TR K
MEENFEE)

After specifying the billing address on the modal screen, click the "OK" button. The billing address is set in

bulk for the selected usage item.
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ERF—HENE X

FRALEAEHEED - BAFER - BRdL JRED v

o |

« For usage records where the reservation usage status is "billing processing", the person in charge of

use has already approved the billing content.
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I 11.3. Batch approval of usage details

If your usage statement includes the usage record of "Responsible Person Waiting for Performance
Approval", please follow the procedure below to perform a batch approval in order to send it to the billing
process.

(For details on reservation usage, see "8.1.Reservation Usage Status". )

On the usage details of the usage statement screen of the usage fee billing statement screen, select the

usage record to be approved, and click the "Batch approval" button to display the confirmation modal.

nimois e gEce | B 1

L3
=k Fma REen FHRIFRRKR B FmE e ] Flmda RS
e

St S BB B =
391 5/16 1200~5/1613:00 | 2023/05/16 Egﬁiﬁw 2 EEEE]:%;* e 133310 EALARTOMAS-TATEIR-SR4L /RED
E

If you click the OK button on the modal screen, the checked usage record will be approved collectively, and
the reservation usage status will be changed from "Responsible Person Waiting for Actual Approval" to "Billing

Processing".

Za(confirmation) X

BRUEFHIRNSEERLET. LA3LWTIN?

o |

» Usage records for which billing information has not been set cannot be approved.

» Only the usage record of "responsible person awaiting performance approval" can be approved.

» Since the approved usage record cannot be edited, please check if there are any modifications to

the usage amount and billing information of the usage statement before batch approval.

I 11.4. Download the billing list

If you click the button from the usage fee billing list, the

usage fee billing information aggregated from the currently displayed data will be output in Excel. (Output file

name:Billing.xIsx)

The output Excel file can be used for billing operations.
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12. Change your account information

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

Information” in the upper right menu and display the "Change User Information" screen.

If you need to change the information, click the "Change" button after changing the information to register.

TOHOKU UNIVERSITY ,
[51 TECHNICAL SUPPORT CENTER ® 2yt L0 B -
@Fﬁ%’lﬁﬁﬁﬁﬁ(mer information Change)
09+ > &%k

Login ID jiro@tohoku.cojp

Password HEET BEAGMACRDET,
KEXFY FDFABBEFLRS TADLTIIZE,

Password (FE:R)
HEFT BBEGMACRDET,
xppcbbb2

FIFEESIES KEBCEALTVSHE BT CATY, 4 107F CRDANSIAILIBUMEL LT <
=0,

wBROJII> 2023/05/31 14:53

I 12.1. Confirmation and change of user identification number

You can check and change the "User Identification Number" on the Change User Information screen.

O+ 2155k
Login ID jiro@tohoku.co jp
Password HETY ZBAENALROET,
XBMFL FOFAEBTHETANLTIEELY,
Password (FE:R)
KEFIIBAEFRELRNET,
———
1 xppcbbb2
FIRERAIES FEB THI O ERTICEE CE T, 4~ 10T OO AN SHAILS5LMEICL T <
=Y,
sROJ1> 2023/05/31 14:53

» The "User Identification Number" is used when setting the person responsible for the application for
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I 12.2. E-mail reception settings

You can configure the settings for receiving e-mails from the system.

@ 2TOA-NERETE O SERA-IILOHRETS
A—LBEST ¥ [BEERA—LOHBETS] ZRRUCESE. [MRRENS T8 - BE] [F4
NS ZE - ARl (SRS T - &2 - BUE] SoxA—/LisEShERA,

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

emails will not be sent from the system.

I 12.2.1. About your own application and reservation

Application for use of facilities upon approval by the system administrator
Facility Usage Reservation At the time of registration, change, cancellation, or approval

Facility Usage Records At the time of cancellation

I 12.2.2. Application for use and reservation in which you are the person in charge of use

Application for use of equipment: When the application status is "Pending approval by the person concerned”
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13. Registering, changing, and deleting research topics

Available research topics are created and set in the following ways:
(1) Create a research project with yourself as the person in charge of the project.
(2) You will be set as a project sharer for research projects created by other users.
(3) You will be set as a project manager or project sharer in a research project registered by the system

administrator.

(3) The user can only view the data. (Cannot be changed or deleted)

* Person in charge: The account that manages the research project

* Project sharer: An account that has been authorized to use the research project by the project manager

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

I 13.1. Browse the list of research topics

Click = ~ "Research Topic List" in the upper right menu to display the research project list.
On this screen, you can see the research topics that you are available to (research projects for which you are

the principal investigator or the project sharer).

@ﬁ%ﬁ?ﬂi‘%ﬁﬁf%ﬁ
RREE

maEs RS

BEEFEA-LTRL

2 BRIARTERE 2023 ~

A%k O BATHERUCHATRAD

R BTER mEEs REE BESEEA-NLTRLR mEw
2023 2026 Ssr2yrstda Lk 51 testExternal@testExternaljp 1.000 1 mE (FATHIH]
Previous - Next
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I 13.2. Register a research project

Click the "Add Research Topic" button in the list of research projects to move to the new research project

registration screen.

@rmmen
RESEERE | =iLEF
P — 2023 ~ | 2026
AT ERNREOBARMEFEOBAN LT IEEL,
EL o
Er
Vi
€ Rk > an

I 13.3. Change/Deletion of Research Topics

Click the "Details" button of the research topic you want to refer to in the research project list to move to the

research project details screen.

@
RESEHEA L EF
T 2023 ~[20
KT EENFEDSSRRSFEOH AT LTS,
mas PRI 1
R L
R L2
A4

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

| If you want to change the information in your research project

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

| If you want to delete a research project

Click the "Delete" button to delete the research project.
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I 13.4. Set up issue sharers

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

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

EYmrasiEe (#5709 M)
AR

W REEEER

& E&O—F L2 i
FILTEF Tohoku Hanako Hisite e OORALR

O wsk=a HIROVUKI SUZUKI #ERIOO  HiE

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

7 sup

In the case of a research project for which you are not the person in charge of the project, only the list of

K . . . :
1 RS

| If you want to add issue collaborators

Enter the user identification number and click the "Add issue sharer" button to be set as a problem sharer.

| If you want to remove an issue collaborator

If you check the account you want to remove from the issue sharer and click the "Delete issue sharer" button,

you will be removed from the issue sharer.
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14. Linking research topics with results information

I 14.1. Browse the list of achievement information

Click "Result = ~ Information Linking List" in the upper right menu to display the result information linking
list.

On this screen, you can see the research topics that you are available to (research projects for which you are
the principal investigator or the project sharer).

@:=nwisv—=
BRHE
®RAES ®EL

= — PR

RESFEALT H)/\ BEETEE | 2023 i

W& O BB THERLCHARRED
Q #&F(search)
RESES FRESFR BTHER o REEEA LT BLA R
Ssr2yrstda 2023 2026 FiFRE L testExternal@testExternal jp FREREEE

I 14.2. Linking of outcome information

If you click the "Add Result Information” button in the list of results information linking, you will be redirected to

the screen for linking research topics and results information.

s

€ FE3(Back) &+ FREEREN - Bk
1=—2ID BREEE BEE A doi RRBEA
345678912 1ML [FAR3] FE48E55 F8¢

345678912 doi

When you click the "Add/Delete Result Information” button, the Add/Delete Result Information modal is
displayed.

o

S s ,‘:

If you are not in charge of a research project, the "Add/Delete Results" button will not be displayed.

B3R (Search)

HRFRIER (Search responsible)

(i\fﬂ{u/n;; O FxzwIE (Selected) [ FFx w7 (Not Selected)
=/XID doi
FRRIERA EER
SEIREEL (Number of selections) @ 148 =5
HRARI=—2ID RS EER =@ doi RSN
u345678912 LGAML IFAN3) BEq EES BE6 2345678912 doi 1
- B3 -
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If you check the result information you want to link to the research topic and click the "Change" button, the

result information will be linked to the research topic.
15. Inquiries

Center for Core Facilities, Research Promotion and Support Organization, Tohoku University
Technical Support Center

Administrator: Extension:

Contact: Ext.

E-mail ' terea-tsc@grp.tohoku.ac.jp

16. Revision History

date ver | Updated By What's New remarks
2023/06/06 1.0 SRA first edition
Tohoku
2023/07/27 1.1 SRA renewal
Tohoku
2024/03/22 1.2 SRA renewal
Tohoku

SUPPORT CENTER
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