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1. Basics



1-1. Introduction

Various applications and documents must be submitted when traveling overseas. Global Commons has
currently released the "TRIP” system* with the aim of integrating or linking these as much as possible.
*TRIP: Tsukuba Risk-ready Itinerary Planner

With the launch of the TRIP system, the "Itinerary" attached to a Business Trip Notification and an
Application for Studying Abroad, etc., which used to be made by Word or Excel, and not unified, now by
following the system's instructions and just inputting information, the standardized forms with no omissions
become completed. Also, the "Reference No." issued on the Export Control System (TExCO) is linked with the
TRIP system, and a framework to prevent omissions of Export Control applications has been established.
Furthermore, the input processes for "Tabireg (Overseas Safety Information Service)" of the Ministry of
Foreign Affairs (MOFA) and "Overseas Travel Notification" through manaba, have been integrated into the TRIP
system, and thus there will be no need to input information separately anymore.

Besides, it is essential for the university’s risk management to quickly and accurately grasp the status of
university members’ overseas trips. Before, staff members had to manually integrate overseas trip information
input in multiple systems every day, and there was a time lag in sharing it with relevant departments. The
TRIP system will enable the centralized management and real-time sharing of information on traveling
overseas by the university members, and will enable prompt confirmation of safety in the event of an
emergency and the sharing of information with relevant departments. At last, the input data on international
exchange results will be used for statistical purposes in various survey materials, etc., and will be utilized as
basic data for the internationalization measures of the University of Tsukuba and the national government, and
the TRIP system is expected to reduce the labor required for such compilation work.



1-2. Basic Terms

Example of "Itinerary" Form

Itinerary

A table like the one shown to the right that indicates
when, where, and what to do while traveling overseas. It
should be attached to a Business Trip Notification, an BVTRIP .. .
Application for Studying Abroad, etc. Itineraries had been & Iﬁ::my ﬁ
made by Word, Excel, etc., and their appearance and :
formats have varied depending on the creator for a long ey a5
time, now the Itinerary can be output as the standardized T A R RO
form with using the TRIP system.

2020-12.01 Japan Teukuba 3t A Train

Faculty of Humanities and Social Sciences (BIRSLS AT L P

by TRID Syseemn

et Status:

2020-12:01 Narita & fae

Trave I e r 2020-12-01 Japan Narita 3 (MHO89 10:20) Plane
This refers to the user who actually travel overseas. e ] e

2020-12:02 Kuala Lumpur 3 ABG Gonference 2020
Congress Center

Itinerary Creator mmacs | vawsa | aimor | o250 1
A user who is creating an Itinerary on behalf of a e e ey T |mes
Traveler(s) is called an "Itinerary Creator". The TRIP system 11N i et
allows any user to create an Itinerary for other users
(regardless of whether the Itinerary Creator himself/herself
travels overseas or not). However, in this case, "Itinerary
Succession" and "Acceptance" by the Traveler user is

necessary.

Proxy

In cases where an Itinerary Creator needs to complete the
TRIP system application (Itinerary Creation) without
Itinerary Succession as a part of work, such as when a e
secretary prepares the Itinerary for a faculty member’s
Business Trip, it can be possible if the Traveler user grants st vm il i ST S
Proxy Authority to the Itinerary Creator on the TRIP system TR TARY (A ADC SHAY SR XS HERTL AL,
in advance.
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Authorized User

In contrast to "General Users" such as Travelers and Itinerary Creators, faculty and staff users who have the
special authority to view or/and edit trip information of other users under their jurisdiction for system
management, the university’s risk management, or operational necessity, are called "Authorized Users".

Export Control

Major countries around the world, including Japan, have established an international framework (Multilateral
Export Control Regime) for export control in cooperation with the international community in order to prevent
weapons of mass destruction (nuclear, chemical, or biological weapons or missiles) and goods and
technologies that can be converted into arms and items for military use from being provided to nations and
terrorists that threaten the security of the international community. In Japan, through the FEFTA (Foreign
Exchange and Foreign Trade Act), Export Control is conducted from the standpoint of security.

In research activities, there are opportunities to carry measurement instruments for conducting fieldwork in
foreign countries and to make presentations on your research at international conferences. These actions shall
be "export of goods" or "technology transfer to overseas", therefore when traveling overseas, it is necessary to
apply for advance confirmation for Export Control required by the university. (For more information, see 2-1.
Application Flow.)

If the trip needs Export Control, the TRIP system requires a Reference No. acquired on the Export Control
System (TExCO). This prevents the omission of the Export Control procedures when traveling overseas.

Confirmation of Safety

In the event of a disaster, accident, or terrorism overseas, Global Commons may confirm the safety of
faculty, staff members, and students currently traveling to the area. The TRIP system is also a system to track
overseas trips of university members properly and to confirm their safety quickly in case of emergency.



1-3. Login

@ TRIP 5%

044> (LOGIN)

#—3ZEEID (Unified Authentication System ID)
$i—3Z23EID <

J{RAD— R (Password)

=35 (Language)

BAE -

[Unified Authentication ID]

The Unified Authentication ID is the 13-digit number under the barcode printed on the back of
your Employee/Student ID Card

*If your password is unknown or forgotten, please check the following URL.

University of Tsukuba Unified Authentication System

(RSL&Ht (Contact)]
FURAF J0—)UL - DB A4S
Global Commons, University of Tsukuba

(1) Access the URL of the Tsukuba Risk-ready
Itinerary Planner (TRIP) with a browser, enter the
Unified Authentication ID and password, and click
"Login".

Tsukuba Risk-ready Itinerary Planner (TRIP)
system URL:

https://trip.sec.tsukuba.ac.jp/

" - Both UTID-13 and UTID-NAME can be used as

Unified Authentication IDs.

The Unified Authentication ID is the 13-digit number
printed under the barcode on the back of your
Employee/Student ID Card.

UTID-NAME is before @ of the email address of the
u.tsukuba.ac.jp, un.tsukuba.ac.jp, s.tsukuba.ac.jp
domain granted by the university.

Unified Authentication Details (Academic Computing
and Communications Center website):
https://www.cc.tsukuba.ac.jp/wp_e/service/unified-
authentication-system/

- By selecting "English" in "Language", you can switch
the display language after login to English.

[Note]

Some functions of the TRIP system have been
reported not to work properly on older versions of
Microsoft Edge, a browser produced by Microsoft
(support termination: March 2021). Please use after
updating to the latest version.

Microsoft Edge:
https://www.microsoft.com/edge



1-4. Menu and Functions

Home || NewApplication [ Application History | AccountManagement || Proxy Management

Home
When you Log in, the "Home" screen will be shown. Operate from the buttons shown at the top of the screen.
(If you are accessing the TRIP system with your smartphone, tap "=" in the upper right corner of the screen to

open the menu. )

Example of the screen when accessed with a smartphone

HBAL
WOEMIATL

®@'TRI

W@TRIP:: .

Home

New Application

Home

Application History

Account Management

[User Manual]
+ User Manual

Proxy Management

Logout
[Contact]

+ Global Commons, University of Tsukuba
<E-mail: gc-assistance@un.tsukuba.ac.jp>

IDalatad Qitacl

New Application
To create a new Itinerary, click “New Application”.

Application History
From the screen that opens by clicking "Application History", you can operate the following:
- Browsing past Application History
- Continuing to input a temporarily saved application
- Inputting the Export Control Reference Nos.
- Outputting an Itinerary Form PDF
- Exporting Itinerary data (CSV file)

If there remain procedures to be taken (such as Export Control or Itinerary Succession) and the Application has not been completed,
its number will be shown as a badge.

W TRIP %5

Proxy Management

Account Management
Click “Account Management” to change the Account Information that you registered when you log in for the
first time.

Proxy Management
If you need to register a Proxy who can complete your TRIP system Application on your behalf and to see
who has granted you Proxy Authority, click “Proxy Management”.

Logout
To end the TRIP system operation, click “Logout”.



1-5. User Registration (Sign up)
WTRIP=%

New Application || Apblication History | Account Management

Proxy Manageme:

User Registration

* Required item

1 Name
2 Last Name (Japanese)
3 First Name (Japanese)
4 Middle Name (Japanese)
5 Last Name (Alphabet) —
g First Name (Alphabet) * Taro
7 Middle Name (Alphabet)
8 Affiiation * Faculty of Humanities and Social Sciences e
9 Job Title * Professor v
10 Employee ID No
W Ewcool Submission™— Academic Service Office for the Humanities and Social Sciences Area v
12 =
Extension Number 9999
W Domestic Phone Number in Japan * 090-9999-9999
14 Local Mobile Phone Number (f applicable) | | g o0000000
S Email *
16

Email (for confirmation) ™

1 Continue to the next page

| Continued from the previ

ous page

Tennodai 1-1-1, Tsukuba, Ibaraki

Contact Address in Japan *

Contact Person's Name in Japan * TSUKUBA Hanako

Contact Telephone Number in Japan * 090-0000-0000

20 Relationship of Contact Person in Japan

spouse
with Traveler *

Contact Email Address in Japan * -

Necessity of "Contact Form for Overseas Travel/Overseas Travel Contact" from
2 Necessity of “Contact Form for Overseas
agyith the Business Trip Notification?

TravelOverseas Travel Contact” from *

Agreement for Tabireg

2 *
23 Agreement for Tabireg (Confirmation) © Integration feature with Tabireg” of the Ministry of Foreign Afiairs

information and emergency notices by email from the Japanese Embassy in the event of an incident in the destinat
country.

- The TRIP system has the integration f
unnecessary to register in Tabireg

ture with Tabireg, by accepting and agresing to the following, it becomes
rately by yourse.

(Abo

Policy)

Do you accept the content of Tabireg and its handiing of your personal information, and agree to the automatic
registration of your itinerary information to Tabireg?

services so please check
- In the case you will stay overseas for more than 3 months, register in the [ Online Oversea:
not Tabireg. Piease submit it as s00n as your address is fixed.

Are you required to attach a “Contact Form for Overseas TravelOverseas Travel Contact” from from your affiiated

- “Tabireg" is a free service provided by the Ministry of Foreign Afiairs, by registering the service. you can receive safety

tion

- Non-Japanese nationals can also register. however notices are in the Japanese language. Your home country may ofersmita——|—

(1) When you log in for the first time and click
the menu button other than "Home" and
"Logout", the User Registration screen will
appear. Input the Account Information required
to use the TRIP system.

Even if you are trying to create an Itinerary of other
users, register the information of the currently
logged-in user yourself. (If the currently logged-in
user and the Traveler are different, the Traveler's
Account Information should be entered by the
Traveler him/herself.)

The registered information can be changed from the
“Account Management” menu at any time.

- Click the orange-colored "?" to get help for that
item.

- (Common for Faculty, Staff Members, and Students)
In the case that the currently logged-in user travels
overseas, completing the “Contact Information in Japan” is
required for the university’s risk management. If you are
creating an Itinerary on behalf of a Traveler, input "-", or
something similar for convenience.

- (For Faculty and Staff Members Only)

In the case that your affiliated department requires you to
attach an "Overseas Travel Contact Form/Overseas Travel
Contact" to the Business Trip Notification, and if you select
"Yes", the "Overseas Travel Contact" Form which including
the "Contact Information in Japan" registered in your
Account Information and the "Measures for Job
Replacement while You are Absent" entered at the time of
trip application will be output along with the Itinerary
Form.

- The "Overseas Travel Contact" Form can only be output
by the traveler himself/her, the Proxy user who were
granted the authority of the traveler, and the authorized
user.

- (Common for Faculty, Staff Members, and Students)
The TRIP system has a function to link with the free
service "Tabireg" provided by the Ministry of Foreign
Affairs (MOFA). If you select "Yes" in "Agreement for
Tabireg", it will automatically register with "Tabireg" the
next morning, and you will not have to register separately
on the website of the MOFA.

"Tabireg" by MOFA:
https://www.ezairyu.mofa.go.jp/

Click the "Confirm" button.



User Registration

* Required item

Contact Information in Japan

16 Cantact Address in Japan Tennodai 1-1-1, Tsukuba, Ibaraki
17 Gaontact Person's Name in Japan TSUKUBA Hanako

13 Gontact Telephone Number in Japan 090-0000-0000

19 Relafionship of Contact Person in Japan  spouse

with Traveler

20 Contact Email Address in Japan

Necessity of "Contact Form for Overseas Travel/Overseas Travel Contact” from

2 MNecessity of "Contact Form for Overseas  Yes
Travel/Querseas Travel Contact’ from

Agreement for Tabireg

2 Agreement for Tabireg (Confirmation) Yes

1 Name

2 Last Hame (Japanese)

3 First Name (Japanese)

4 Middle Name (Japanese]

5 Last Hame (Alphabet) Tsukuba

6 First Name (Alphabet) Taro

7 Middle Name (Alphabet)

8 Affiiation Faculty of Humanities and Social Sciences
9 Job Title: Prafessor

10 Employee ID No.

i Place of Submission Academic Service Office for the Humanities and Social Sciences Area
12 Extension Humber 9999
13 Domestic Phone Number in Japan 090-8999-9989
14 Local Mobile Phone Number (if applicable) |~ +86-00000000
15 Email

SURKF
WIHEMS AT A

Taikisoa Ratreadh Rrency Manoe

W'TRIP

User Registration

A confirmation email has been sent to the Email Address that you entered. By clicking on the URL in the email, your account will be activated and your user registration process will be

completed

1f you do not receive a confirmation email, check that it has not been sent to your spam mail folder.
If you cannot find it in your spam mail folder, please register it again from the beginning.

If you wish to start creating an itinerary, click the ‘New Application” menu after activating your account

TRIP <no-reply@trip.sec.tsukuba.ac.jp>
[BSNEALTRIP] BRMEX—)L/Activation Email
5

A —IIIHEL TGN TLIES D,
ZOX —IVIFERS DBANEMY 27 4 (TRIP) | D SEEEMESNTLET,
LFOURLED Y HLT, 7RIV FOBEMEEIT> TS,

[ntt s://trip sec tsukuba.ac jp/test/Signup/activate/

A =7 F L 2RO DNTRADEWNBEIZD ) » DLW TLES L,
£AL BELLLET,

Do not forward this email.

This email has been sent automatically by the "Tsukuba Risk-ready Itinerary Planner (TRIP,

Click on the URL below to activate your account.

[https/ltng.secvtsukubavacv'pltest/Signug/activalel

If you have no recollection of this email address confirmation, please do not click it.
Best regards.

https://trip.sec.tsukuba.ac.jp/

3K 5K 3K 5K K 5K 3K K 3K 3K K K K K 5K 5K 5K 5K 5K XK XK XK
EIRFEA FUERFE

Sa—s80 - 2TV AIE

Global Commons, University of Tsukuba

https://trip.sec.tsukuba.ac.jp/
KKK K K K KK K K K KK K K K K K K K K kK

of the University of Tsukuba.

(2) Confirm the contents you input and click the
"Register" button.

(3) The message “A confirmation email has
been sent to the Email Address that you
entered.” will be shown.

- make sure that emails from the
trip.sec.tsukuba.ac.jp domain are not marked as
spam.

(4) Check your email.

Activate your account by clicking the URL that
appears in the confirmation email with the
subject "[}BINEMTRIP] BxME X —JL/Activation
Email".



WTRIP5%.

Registration completed.

Home

[User Manual)
+ User Manual

[Contact]

* Global Commons, University of Tsukuba
<E-mail

[Related Sites)

- Overseas Safety and Risk Management of the University of Tsukuba Website
+ Overseas safety website of the Ministry of Foreign Affairs (MOFA)
+ "Tabireg’, “ORRnet" of the Ministry of Foreign Affairs (MOFA)

Office of Conflict of Interest and Security Export Control (COI-SEC), Security Export Control
+ University of Tsukuba Export Control System (TEXCO)

(5) When you return to the browser again, it

shows the message "Registration completed.”
Now the account is activated.



1-6. Logout
W TRIP5

W TRIP 5.

OJ7DRUELE. Logout

044> (LOGIN)

$i—E2EEID (Unified Authentication System ID)

)R D — I* (Password)

E:E (Language)

(1) Click "Logout" to end the operation of the
TRIP system.

(2) The message "Logout.” will show and return
to the Login screen.
You are now logged out.
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2. Create an Itinerary

11



2-1. Application Flow

Export Control Procedures

In research activities, there are opportunities to carry measurement instruments for conducting fieldwork in
foreign countries and to make presentations on your research at international conferences. These actions shall
be "export of goods" or "technology transfer to overseas", therefore when traveling overseas, it is necessary to
apply for advance confirmation for Export Control.

The Export Control procedures should be taken separately on the "Export Control System (TExCO)". When
you create an Itinerary with the TRIP system, you will be asked to enter a “Reference No.” issued by TExCO,
except for some purposes of a student’s trip. When you have decided to travel overseas, start the Export
Control Procedures as soon as possible.

Traveling TEXCO Completing Review/ Travel Procedures

Such as TRIP
Application

Overseas

Event Occurs Application Issuing Reference No.

In addition, if the Export Control Procedures become necessary for a student’s travel, the procedures shall
be taken at the responsibility of the faculty or staff who will become the Exporter (University of Tsukuba
Security Export Control Rule, Article 10).

Export Control System (TExCO)

TEXCO mexzuumes 2z

BINEARERE M

https://texco.sec.tsukuba.ac.jp/

Contact for Export Control Procedures and Export Control System (TExCO)

Office of Conflict of Interest and Security Export Control (COI-SEC)
URL: https://coi-sec.tsukuba.ac.jp/en/export_control/
Email: anzenhosyo (at) un.tsukuba.ac.jp

Replace (at) with @.

Application Flow with the TRIP system

When Creating Your Own Travel Itinerary

Input the Itinerary information in STEPS 1 to 5, then input the Export Control Reference No., and output the
Itinerary Form.

STEP 4:

STEP 5: Export
Confirmation \ Control

and Input Reference
Registration No.

STEP 2: STEP 3:

STEP 1: . . .
. Confirmation\ Information
LEiC gy Application of Traveler's # of Entire

e Information, Trip

Output of
Itinerary
Form

Itinerary
(Travel and
Business/Place t§

Visit)

When Creating an Itinerary for Other User’s Trip

The basic flow is the same as for your own trip. An Itinerary Creator enters the Itinerary information in
STEPS 1 to 5, makes "Itinerary Succession" to the Traveler, and the Traveler makes "Acceptance". When the
Traveler's operation is completed, both the Itinerary Creator and the Traveler will be able to output the
Itinerary Form. Both the Itinerary Creator and the Traveler can input Export Control Reference No.

STEP 4:
3 8 Export
i STEP 1: STER 2: " .\ Itinerar irmati i Output of
Itlnerary Input Y Confirmation . control
Creator Application by the ) (Travel and —
Type Traveler i CRE AR L i Reference No.
to Visit)

Export
Control
Input

Traveler

Registration
Reference No.



2-2. How to Start an Application

There are three ways to start an Application (Itinerary Creation) in the TRIP system.

New Application
When you start creating a completely new Itinerary on the TRIP system, make a "New Application".

Duplicate Application

You can reuse the past Itinerary that you have created or traveled from the "Application History" on the
TRIP system by editing the date, etc. This is useful if you have traveled on a similar journey in the past, and
only some dates or Places to Visit are partially different.

Importing Itinerary Data T his is Currently unavailable.

To save labor in inputting data, you can import Itinerary data (CSV files) exported from the TRIP system by
other users and provided from them. This is useful in cases such as short-term training programs or
laboratories with a large number of Travelers on the same schedules and/or journeys, when going to academic
conferences or fieldworks, or when another user reuses Itinerary data created by a different user.

Since you can edit after importing the data, even if some of the journeys are partially different, you can
reuse the past data with minimal modification by importing the Itinerary data first and then editing it.

13



2-2-(1) New Application

(1) Click "New Application" on the menu button

@\Tmp%%ﬁzm : . shown at the top.

‘Q‘Tmpgﬁgﬁlzﬂ— When creating an Itinerary for your own trip
b N — Continue to "2-3-(2) STEP 2: Confirmation of

Traveler’s Information"

STEPL(iB)appicaion Type When Creating an Itinerary for Other User’s Trip
=t — Continue to "2-4-(2) STEP 2: Registering Travelers"
1 Application Type Overseas Business Trip
2 Traveler's Type OoOneself OOther User(s)
e
et

14



2-2-(2) Duplicate Application

@'TRIP

SBKF
WHHRAAS AT A

Taikios Ratready Rrerny Manse

Application History

@ Filtering Criteria

Filtering Results

To browse the

past application details, click on

Application No. Traveler's Name

TEST
ThreeZeroSevenZero
Delete
Duplicate Application
TEST
ThreeZeroF ourSix
Delete
Duplicate Application
Delslo TEST
OneZeroOneThree

Details™ button

Destination

South Korea

South Korea

Period of Trip

2020-11-02 ~
2020-11-05

2020-11-02 ~
2020-11-05

Traveler's Type/Subject of the Itinerary/
Place of Submission/(ltinerary Creator)

Oneself / Faculty/Staff
1 Academic Service Office for the Systems and
Information Engineering Area
/(TEST OneZeroOneThree)

Other User(s) / Faculty/Staff
1 (TEST OneZeroOneThree)

Oneself / Faculty/Staff
/ Academic Service Office for the Library,
Information and Media Studies Area

New Application | Export

Status Operation
Last
Updated
Date
Completed Details
Itinerary Succession
Print Out Itinerary
Completed Detais
Itinerary Succession
Print Out Itinerary
In Progress
Next

15

(1) Click "Application History" in the menu
button shown at the top.

(2) Click the "Duplicate Application" button
under the Application No. of the Application you
wish to reuse from among past Applications.

When duplicating an application that you created as
your own trip

— Continue to "2-3-(2) STEP 2: Confirmation of
Traveler’s Information"

When duplicating an application that you created for
another user's trip
— Continue to "2-4-(2) STEP 2: Registering Travelers"



2-2-(3) Importing Itinerary Data This is Currently unavailable.

You can import and reuse Itinerary data (CSV files) exported from the TRIP system by other users. (For information about

exporting Itinerary data, see "4-4. Export Itinerary Data.")

A
WABIAS AT A

Thikiton Rakready Hrerney Panser

@'TRIP

STEP1 (1/5) Application Type

1 Application Type Overseas Business Trip

2 Traveler's Type
Is this application for a trip of the user

OOneself OOther User(s)

currently logged in?

Import Itinerary Data

Select an itinerary data file (CSV format) which was exported from the TRIP system.

Fie 74)1,/‘1“i§fﬂantu§c-‘/u
Import
» B X
“~ v N > PC > FAIbyT > itinerary v 0 O itineraryDEFE
2B v HLWIAS- =~ @ @
=@ ec A zw - EEEE @& #4%
B 0ATIIIH [ @) trip_2020_11_19_111248.csv ] 2020/11/19 1112 Microsoft Excel CSV ... 1K8
¥ 99v0-F
B 7277
& Efaxvr
& E€77v
B o7
d 13-y
A8 0-7 7427 (C)
2 DVDRW K517 (D)
T74E(N): | trip_2020_11_19_111248.csv vl INTOTZAN (") v‘j
[ CROM | I
Import Itinerary Data
Select an itinerary data file (CSV format) which was exported from the TRIP system.
File trip_2020_11_19_111248 csv
Itinerary Data Import Confirmation
Application No. Destination Period of Trip Status Import Type Operation
South Korea 2020-11-02 ~ 2020-11-05 Export Control Required OOneself OOther User(s)
(] coce

16

(1) Click "New Application" on the menu button
shown at the top.

(2) Click the "Import" button in the upper right
corner.

(3) The "Import Itinerary Data" screen opens.
Click “Browse”.

(4) Select the Itinerary data (CSV file) to
import, and click "Open".

- It must be a CSV file of the format exported from
the TRIP system.

— For the export method, refer to "4-4. Export
Itinerary Data”.

(5) Click “Import”.

(6) If the data format is valid, a confirmation
screen is shown. Click “Details” to view the
contents of the imported Itinerary.



Itinerary Data Import Confirmation

Application No. Destination Period of Trip Status Import Type Operation
South Korea 2020-11-02 ~ 2020-11-05 Export Control Required |he' User(s) Details
Itinerary Data Import Confirmation
Application No. Destination Period of Trip Status Import Type Operation
South Korea 2020-11-02 ~ 2020-11-05 Export Control Required OOneself Details

(D)o

SBKF

Application History
© Filtering Criteria

Filtering Results

To browse the past application details, click on “Details” button.
Application No.  Traveler's Name Destination
e South Korea

WTRIP 5%

New Application [ Application History

Import completed.

Period of Trip Traveler's Type/Subject of the Itinerary/

Place of Submission/(ltinerary Creator)

2020-11-02 ~ 2020-11-05 Oneself / Faculty/Staff

New Application Export

Status Operation
Last Updated Date

In Progress
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(7) To import the Itinerary data that the
currently logged-in user is the Traveler, select
"Oneself" in "Import Type"; select "Other User"
to import the Itinerary data that the Traveler is
another User, and select whether the Traveler is
"Faculty/Staff" or "Student".

When you have selected an Import Type, click
“Next”.

(8) You will be redirected to the "Application
History" screen.

If it was imported successfully, the message
"Import completed" is shown.

Continue by clicking the “Next” button in the
“Status” column.

If you selected "Yourself" at (7)
— Continue to "2-3-(2) STEP 2: Confirmation of
Traveler’s Information”

If you selected "Other Users" at (7)
— Continue to "2-4-(2) STEP 2: Registering Travelers"



2-3. Create an Itinerary for Your Own Trip

This is continued from "2-2-(1) New Application".
This section explains when the currently logged-in user is the Traveler.

- When creating an Itinerary for other users' trips, click "2-4. Create an Itinerary for Other User’s Trip”.

2-3-(1) STEP 1: Application Type

STEP1 (1/5) Application Type

Import

1 Application Type Overseas Business Trip

Dcan(:ﬂ

(1) Select "Oneself" in "Traveler’s Type", and
click "Next".

2-3-(2) STEP 2: Confirmation of Traveler's Information

STEP2 (2/5) Confirmation of Traveler's Information

Application Type

1 Application Type Overseas Business Trip
Traveler's Information

1 Name.
2 Last Name (Japanese)

First Name (Japanese)

4 Middle Name (Japanese)
H Last Name (alphabet) Tsukuba
[ First Name (Alphabet) Taro

Middie Name (Alphabet)

10 Employee ID No.
13 Domestic Phone Number in Japan 090-9399-9999

Centact Information in Japan

16 Contact Address in Japan Tennodai 1-1-1, Tsukuba, Ibaraki
17 Contact Person's Name in Japan TSUKUBA Hanako
18 Gontact Telephone Number in Japan 050-0000-0000
19 Relationship of Contact Person in Japan  spouse
with Traveler
20 Contact Email Address in Japan

Necessity of "Contact Form for Overseas Travel/Overseas Travel Contact” from

21 Necessily of "Contact Form for Overseas  Ves
TraveliOverseas Travel Contact” from

Agreement for Tabireg

2 Agreement for Tabireg (Confirmation) s

(1) Confirm the information of the Traveler
(currently logged-in user him/herself).
The Account Information registered in "1-5.
User Registration (Sign up)" is shown.

- Only the "Place of Submission" can be changed on

this screen. If you need to change other items, make
the changes from the "Account Management" screen

on the top menu.

(2) Click "Next”.



2-3-(3) STEP 3: Information of Entire Trip

STEP3 (3/5) Information of Entire Trip

Required item

1 Canfirmation of Safety Information of Have you checked the President decision of the U

Destination ™ 2as” 1o Frake-SUTS that your destination is a parmittsd

for Students, Facully Members, and University Employees in case of a Crisis Overseas

vebsite of the Ministry of Foreign Affairs (MOFA)

Business Trip or Personal Trip * I‘C‘?'Bus\nessTrm OBusiness Trip (including partial Personal Trip)  OPersonal Trip l

/
Travel insurance is/mandatory if you subscribe lo OSSMA (Overseas Siudents Safety Management Assistance)

[Subscriptionfo OSSMA (Overseas Students Safety Management Assistance]]

please check the website
5 of OSSMA (Overseas Stu
)etling into a program to be Roste:

afety Management Assistance,
¥ our university, joining OSSMA is made compuisory so check with the administrator in advance.

sukuba “Travel Guidelines for Students—Facaly

Multiple-budget Business Trip * : \\
4 s S 7| . A
Main Source of Funding / University of Tsukubs > Management Expenses Granis, etc v
5 Whether there is the Reduction Adju Oves @No \
= AN
ar not. \
/ AN
[ Fellow Traveler / \\
/ N\
/
Remarks /
/ \
/ N
,/
/ :
[Subscription to Internsfional Travel Insurance] AN
When you are involved/in an incident or an accident. the medical expenses may cost extremely high. WWe strongly recommend that you subseribe ta an nsurance evehthough your
fravelis short / N\

f Tsukuba strangly recommends that students subscribe fo OSSMA (Overseas Students Safety Management Assistance) when fhey fravel overseas. For application,

/

- If you select "No" in "Multiple-budget Business Trip", select "Main
Source of Funding". (It serves as the basic data for statistical surveys,
such as the "Survey on International Exchange" of the Ministry of
Education, Culture, Sports, Science and Technology (MEXT). Thank you
for your cooperation.)

For Multiple-budget Business Trip

Multiple-budget Business Trip *

o e
3-1 Periods for Each Budget - 1
3-1 Information for Each Budget - 1
3.2 1o -2 = =
Periods for Each Budget = ~ &
3.2 Information for Each Budget - 2
3.3 Periods for Each Budget - 3 = ~ &
3.3 Information for Each Budget - 3
-4 -4 = =
3 Periods for Each Budget = ~ &
3-4 Information for Each Budget - 4
e e
5 Whether there is the Reduction Adjustmes
ornot. * 7
6 Fellow Traveler /
7 Remarks /
/ /
/
/
/
/
/
/
/
/
/
/
/

If you wish to make a Reduction Adjustment

- Select "Yes" in "Whether there is the Reduction Adjustment or not." if
you wish to reduce the daily allowance and accommodation expenses in
cases of a long-term Business Trip, etc. from the stipulated amount. If you
have selected "Yes", be sure to indicate in the Remarks which items will be
reduced, and how.
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(1) Input “Information of Entire Trip”.

_ -The University of Tsukuba has established

measures for students, faculty, and staff traveling
overseas based on the risk information (Overseas
Safety website) for each country issued by the
Ministry of Foreign Affairs (MOFA).

Be sure to refer to the "Travel Guidelines for
Students, Faculty Members, and University
Employees in case of a Crisis Overseas (Decided by
the President)" and the "Overseas Safety website"
by MOFA to confirm that it is an area where
traveling is currently permitted.

Travel Guidelines for Students, Faculty
Members, and University Employees in case of a
Crisis Overseas
http://www.tsukuba.ac.jp/en/study-tsukuba/safety

Overseas Safety website by the MOFA
https://www.anzen.mofa.go.jp/

- "Business Trip" means traveling to foreign

countries by order or a request from the university.
If there is financial support from the university, it
will also be "Business Trip" for students.

- "Personal Trip" means traveling privately and also
includes study abroad and short-term training by
private scholarships without any Business Trip
procedures of the university.

- If you select "Yes" for "Multiple-budget Business
Trip", the "Periods for Each Budget" and "Information
for Each Budget" fields will expand.

If you have different budgets for different periods,
such as the first half of a Business Trip and the second
half of a Business Trip, enter the budget name in the
"Information for Each Budget" section and the period
(dates) to be paid for each budget in the "Periods for
Each Budget" section. (If the number of budgets
exceeds more than four, continue it in the Remarks
field.)

If not divided by periods, provide details in the
Remarks field, such as "XX yen from A budget, excess
from B budget".

The information on "Main Financial Resources" is selected in the next
"2-3-(4) STEP 4: Itinerary (Travel and Business/Place to Visit)".



Measures for Job Replacement While You are Absent (Only for Faculty and Staff Members)

Measures for Job Replacement while You are Absent

4 Affiiated Department Facully of Humanifies and Social Sciences

2 Job Title * Assistant Professor

10 Hame ™ SHIHO Manabu

i Phone Number ™ 9999

iz Email *

2 Heaib For “Introduction to OC", | will ask Assistant Professor SHIHO Manzbu o give a substitute lecture
For "0 praclical fraining,” it will be given remofely via Zoom

D Back o Previous Page  Save Temporarly  Cancel
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- If a faculty and staff member log in, "Measures for
Job Replacement while You are Absent" will be shown.

If you are required to submit a "Contact Form for Overseas
Travel/Overseas Travel Contact" from your affiliated department along
with the Business Trip Notification, enter the information of the person
who will perform the job replacement while you are absent.

If your affiliated department does not require you to submit an
"Overseas Travel Contact Form/Contact Information for Overseas
Travel," just enter "-", etc. as appropriate.

(Click the “Copy from the Previous History” button to call up the

information you input for your most recent Travel.)

(2) Click "Next”.



2-3-(4) STEP 4: Itinerary (Travel and Business/Place to Visit)

STEP4 (4/5) Itinerary (Travel and Business/Place to Visit)

= Required item

Departure

L Departure Date *

3

z Departure Country * Japan v

g Departure City *

4 Place of Deparure (Name of Station

Express Bus Terminal, etc.) *

Travel

e Transportation * Optane OTrain OBus  OTad OGar  Oship

s Departure Gountry ™ Japan

v Departure City ™

Place of Departure (Name of Station
Express Bus Terminal etc.) *

Departure Date (Local Time) =

B Armival Date (Local Time) ™

Copy the Departre Date
— Input
Arival Country * Japan v

Copy the Departure Country

Amval City ™

16 Place of Amival (Name of Stalion, Express
Bus Terminal, etc.) *
Oves Oho

Is the Place of Arrival a transit point? *

Oves ONo

Add BusinessiPlace to Visit
Add
Acld Travel

Is the Place of Arrival a place fo stay? ©

Retum

(Expected) Return Date

s
5 Gountry of Retum
7 City of Return

5

Place of Retum (Name of Station, Express
Bus Terminal, sic.)

Back loPrevious Page  Save Temporarlly  Cancel

pmm———————————

Input "Departure"” and the first "Travel"

(1) Enter the Itinerary information for "Travel"
and "Business/Place to Visit".

- Input and add the information of “Travel" and

Departure L
d Departure Date * & 2020m200 < |
2 *
2 Departure Country Japan v
= Departure City * Tsukuba
4 Place of Departure (Name of Station, Kenkyugakuen
Express Bus Terminal, etc.) *
Travel
5 Transportation * Plane ®Train OBus OTaxi OCar OShip
__________________________________________________________________ T~
6 Departure Country * Japan \
1
7 Departure City * Tsukuba :
1
1
8 Place of Departure (Name of Station, Kenkyugakuen 1
Express Bus Terminal, etc.) ™ 1
1
1
9 x !
Departure Date (Local Time) & 20201201 1
o e e 4
12 Arrival Date (Local Time) * & 202012001
Copy the Departure Date
14 A *
Arrival Country Japan v
Copy the Departure Country
15 Aival City * Narita
16 Place of Amrival (Name of Station, Express Narita Interational Airport
Bus Terminal, etc.) *
i Is the Place of Arival a transit point? * ®Yes ONo \l
© Is the Place of Arrival a place to stay? * OYes ®No J
Add Business/Place to Visit
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|/ "Business/Place to Visit" in a way that connects from
"Departure" to "Return”

Image Diagram

Travel

‘ Business/Place to Visit ‘ Add
|

‘ Business/Place to Visit ‘ Add

‘ Business/Place to Visit ‘ Add

Add

«  November2020  »

- Click on the Date field to
display the calendar and select a
date.

Su Mo Tu We Th Fr Sa
3usine

123 4 56 7
98 9 10 11 12 13 14
15 16 17 18 19 20 21

29 30

- If you input the Date, Country, City, etc. in order
from the top, the information directly above will be
shown or copied as the next starting point.

(If you change the order, etc., correct it as
appropriate.)

- What is a "transit point"?
Select "Yes" for airports, stations, etc. where you
simply transfer.

—— - What is a "place to stay"?
Select “Yes” if you stay at a hotel, etc. at your Place of
Arrival. The Place of Return is not included in a place
to stay.



Add “Travel”

Add Business/Place to Visit

Add Travel

(1) Click the "Add Travel" button where you
wish to insert a "Travel".

Add Business/Place to Visit

P e e T P
/ Travel or v
> Transportation * OPlane OTrain OBus OTaxi OCar OShip
L) Departure Country * Japan
7 Departure City * Narita
8 Place of Departure (Name of Station. Narita International Airport
Express Bus Terminal, etc.) *
o Departure Date (Local Time) * & 20201201
i Arival Date (Local Time) ™ H
Copy the Departure Date
14 Amival Country *
Copy the Departure Country
15 Amival City *
17 Is the Place of Arrival a transit point? * Oves ONo
18 Is the Place of Arrival a place to stay? * Oves ONo
\\

Add Business/Place to Visit

Add Travel

(2) A new "Travel" is added.

N1 (3) Input the "Travel" information.

\
\

N If you wish to delete a "Travel", click the "Delete"
button in the upper right corner.

City Name Suggesting Function

Amival Country * Malaysia

Copy the Departure Country

Aival City ™ /\,’,,,,,,,,,

- After selecting a Country name, start typing a few
v letters of the City name and you will see the main city

AY . . .
1 Kuala Lumpur: KUL i names in that country that start with that spelling.
17 1
Is the Place of Arrival a transit point? ™ 1 . . P .
’ ’ ! Kusla Terengganu : 766 ] Select the City you wish to Travel to if it is on the list.
1 s . . . .
18 s he Place of Amval a place o stay? * i Kuantan : KUA ! If it is not on the list, continue to input the City name
1 Kuching: kcH : as it is.
1 1
! Kudat: kD ]
Vommmmma ey o o e e 4
14 Arival Country * Malaysia v
Copy the Departure Country
5 mvaicity v - You can also enter the City name (airport name) in

Is the Place of Arrival a transit point? *

the three-letter code printed on the air ticket, etc.
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- The City Name Suggesting Function supports the
alphabet only.

- If you choose the name of the city in the alphabet
from the choice, when you receive a notification such
as a warning about the destination country from
"Tabireg" provided by MOFA, you can receive specific
information about the city and region as well as
information of the entire country.



Add “Business/Place to Visit”

[ Add Business/Place to Visit ]é’

Add Travel

Country of Place to Visit
Start Date of Visit ™
End Date of Visit *

Place to Visit

Is the place to visit a partner

x
university?

Business Trip or Personal Trip *

Main Purpose of Visit *

Business/Name of Program, Course

or Academic Conference to Attend

Main Source of Funding ™

Malaysia

If your Place to Visit is not in options such as the venue of the academic conference, etc., select “"No option* |

P L L L L L LTy
/’
Business/Place to Visit
19 Country of Place to Visit Malaysia
20 Start Date of Visit * &
21 ® =
End Date of Visit =
22 Place fo Visit * If your Place to Visit is not in options such as the venue of the academic conference, etc., select "No option”
and enter the hotel name or convention center name of the venue. In addition. if you cannot specify the
institution or facility to which you are visiting such as by field work, enter the region, place name, surrounding
area, efc.
v
23 Is the place to visit a partner OYes ONo Ounknown
university? *
L Business Trip or Personal Trip * ®Business Trip OPersonal Trip
2 Main Purpose of Visit * v
2 Business/Name of Program, Course
or Academic Conference to Attend ™
27 Main Source of Funding * University of Tsukuba > Management Expenses Grants, etc v
N e —————— ey
Add Business/Place to Visit
Add Travel
Business/Place to Visit Delete

and enter the hotel name or convention center name of the venue. In addition, if you cannot specify the

institution or facility to which you are visiting such as by field work, enter the region-pface name, surrounding

[

]

OYes ONo Ounknown

I‘ﬁ!‘Busmess Trip OPersonal Trip

[ University of Tsukuba > Management Expenses Grants, efc

Add Business/Place to Visit

Add Travel
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(1) Click the "Add Business/Place to Visit"

button where you wish to insert "Business/Place
to Visit".

(2) A new "Business/Place to Visit" is added.

\

- If you wish to delete "Business/Place to Visit", click
the "Delete" button in the upper right corner.

(3) Input the "Business/Place to Visit"
information.

- If the Place to Visit is a partner university of the
University of Tsukuba, select from the list of the
partner universities in the destination country.

(The latest information may not be reflected
because of the frequency of updates. Thank you for
your understanding.)

- If your Place to Visit is not in the options such as
the venue of the academic conference, etc., select
"No option" and enter the hotel name or convention
center name of the venue. In addition, if you cannot
specify the institution or facility to which you are
visiting such as by fieldwork, enter the region, place
name, surrounding area, etc.

~~- For “Business Trip or Personal Trip” and "Main
Source of Funding," the choices selected in "2-3-(3)
STEP 3: Information of Entire Trip" are shown.
Correct if it is partially different depending on
"Business/Place to Visit".



Travel

9 Transportation *

S Departure Country

i Departure City *

8 Place of Departure (Name of Station
Express Bus Terminal, etc.) ™

9

Departure Date (Local Time) *

OPlane @Train OBus OTaxi OCar Oship

Japan

Narita : NRT

Narita International Airport

& 202011206

e Amival Date (Local Time)

Copy the Departure Date

& 202011206

Arival Country * Japan
Copy the Departure Country
15 Aival City * Tsukuba
16 Place of Arrival (Name of Station, Express Kenkyugakuen
Bus Terminal, etc.)
17 Is the Place of Arrival a transit point? * OYes ®No
18 Is the Place of Arrival a place to stay? * Oves @No
Add Business/Place to Visit
Add Travel
| Retumn .
I - On the Date, Country, City name, etc. of the
1 5 (Expected) Return Date 2020/12/06 " " ) R : " "
! PR Pe— sapen Return", the arrival information of the "Travel
H . .
i = oo e directly above appears automatically.
: 8 Place of Retumn (Name of Station, Express ~ Kenkyugakuen
1 Bus Terminal, etc.)
N e c——cc e cc—cc—— e ———————— J

(3) Click the "Confirm" button when you have
finished inputting all the information until
"Return".

| I Back to Previous Page  Save Temporarily ~ Cancel

2-3-(5) STEP 5: Confirmation and Registration

(1) The information input from STEP 1 to STEP

STEPS5 (5/5) Confirmation R .
4 will be shown so confirm.

Application Type

1 Appiication Type Overseas Business Trip

1 Name

2 Last Name (Japanese)

3 First Name (Japanese)
Middle Name (Japanese)

Last Name (Alphabef) Tsukuba

Middle Name (Alphabef)

4
5

6 First Name (Alphabet) Taro

7

8 Affiiation Faculty of Humanities and Social Sciences
9

Job Titie Professor

- If you wish to correct it, you can return by clicking

the "Back to Previous Page" button.

- Click "Save Temporarily" to save with the "In

Progress" status without registering it. - The

temporarily saved Itinerary information is shown on

o oo e s the "Application History" screen, you may click the
Gl olid "Next" button to continue entering.

10 Employee ID Mo

D N . e P

55 Departure Date (Local Time) 2020-12-06 . . " " . .
= o sems - Be aware that if you click "Cancel", the application
s AvialGouniy s will be canceled and all information input will be

58 Arrival Gity Tsukuba deleted_

59 Place of Amival (Name of Stafion, Express  Kenkyugakuen

Bus Terminal, etc.)

60 Is the Place of Arrival a fransit point? No
81 Is the Place of Arival a place to stay? No
Return
62 (Expected) Retum Date 2020-12-06
6 Gountry of Retum Japan
64 City of Return Tsukuba
65 Place of Retum (Name of Station, Express  Kenkyugakuen

Bus Terminal, etc.)

(2) If it is fine, click the "Register" button.

I I Backto Previous Page ] Save Temporarily ICnnce\ ]
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2-3-(6) Export Control

P WARI 274

Teikiton Rak seady Xreraey Hanser

@'TRI

Application History @ | Account Management | Proxy Management

Tentative registration of the itinerary completed. Proceed to the export control and enter Reference No. taken from the
Export Control System (TEXCO)

Register Reference No.

Before the creation of this itinerary, etc.. id you finish the export control of the accompanying goods and/or the technology to be provided by using the export control for overseas
travel of TEXCO separately?

o]

1) Al the export control applications for accompanying goods or transferring technology have been already completed by "Export control procedures for overseas trips” of TEXCO
system

(o]

2) Export control applications for accompanying goods or transferring technology have been already completed partially by “Export control procedures for overseas trips” of TEXCO
system. However, some export control applications to be completed still remain.

O3) Export control procedures have not been taken yet

O4) Not sure

You can take export control procedures here.

Reference No. 1

Reference No. 2

Reference No. 3

Reference No. 4

Reference No. 5

(1) After inputting the Itinerary information,
you will be redirected to the registration screen
of the Export Control Reference No.

If there is no particular notification about the
Reference No. to be used by the representative
or the person in charge of the trip, etc., it must
be acquired separately on the Export Control
System (TExCO).

Export Control System (TExCO) URL:
https://texco.sec.tsukuba.ac.jp/

- This screen is not shown in the case that the Status
is "Exempt from Export Control" for some purposes of
a student's trip. Proceed to "2-3-(7) Output of
Itinerary Form".

Register Reference No.

Before the creation of this itinerary, etc.. did you finish the export control of the accompanying goods and/or the technology o be provided by using the export control for overseas
travel of TEXCO separately? *

@®

1) All the export control applications for accompanying goods or transferring technology have been already completed by "Export control procedures for overseas trips” of TEXCO
system

[e] -
2) Export control applications for accompanying goods or transferring technology have been already completed partially by “Export control procedures for ovprseas trips™ of TEXCO
system. However, some export control applications to be completed stil remain

(O3) Export control procedures have not been taken yet

O4) Not sure.

TEXCO REXLMLBES 25 A

BRI E A

You can take export control procedures here.

Reference No. 1

Reference No. 2

Reference No. 3

Reference No. 4

Reference No. 5

Reference No. 6 g

Reference No. 7

Reference No. 8

Reference No. 9

Reference No. 10

D car

—— (2) Select the current status of the Export
Control Procedures.

(3) Input a valid Reference No. acquired on the
Export Control System (TExCO).

- If there are multiple Reference Nos. associated with
one trip, such as when there are separate shipping,
you can enter a maximum of 10 numbers.

25

(4) Click “Next”.



Register Reference No.

Before the creation of this tinerary, etc., did you finish the export control of the accompanying goods and/or the technology to be provided by using the export control for overseas

travel of TEXCO separately? *

1) All the export control for

system

Reference No. 1
Reference No. 2
Reference No. 3
Reference No. 4
Reference No. 5
Reference No. 6
Reference No. 7
Reference No. 8
Reference No. 9

Reference No. 10

goods or

technology have been aiready completed by “Export control procedures for overseas trips” of TEXCO

Application History

® Filtering Criteria

Filtering Results

To browse the past application details, cl

WTRIP: .

ick on "Details” button

Application No. Traveler's  Destination
Name
TSUKUBA  Malaysia
Taro
Delete
Duplicate Application
Delete South
Korea

Home || NewApplication || Appiication History

Period of Trip

2020-12-01 ~
2020-12-06

2020-11-02 ~
2020-11-05

Registration completed

Traveler's Type/Subject of the Itinerary/
Place of Submission/(ltinerary Creator)

Oneself / Faculty/Staff
I Academic Service Office for the Humanities and
Social Sciences Area

Oneself / Faculty/Staff

New Application | Export

Status Operation
Last Updated
Date
Completed Details

(5) The confirmation screen is shown.
If it is fine, click the "Register" button.

(6) You will be redirected to the "Application
History" screen.

The message “Registration Completed” is
shown. If the "Status" of the application is
"Completed", now all the process is finished.

— Continue to "2-3-(7) Output of Itinerary Form".

:r esaiconral 1< - If Export Control has not been completed and the

In Progress

Next
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"Status" is still "Export Control Required", after
acquiring a Reference No. on the Export Control
System (TExCO), then click the "Export Control"
button in the "Operation" column, open the "Register
Reference No." screen and register it.



2-3-(7) Output of Itinerary Form

Application History

© Filtering Criteria

Filtering Results

Application No. Traveler's

Name

TSUKUBA
Taro
Delete

Duplicate Application

Delete

Destination

Malaysia

South
Korea

Period of Trip

2020-11-02 ~
2020-11-05

Traveler's Type/Subject of the Itinerary/
Place of Submissioni(itinerary Creator)

Oneself / Faculty/Staff

Academic Service Office for the Humanities and

Social Sciences Area

Oneself / Faculty/Staff

Status
Last Updated

Completed

In Progress

(1) On the "Application History" screen, click the
"Print Out Itinerary" button in the "Operation"

e S column of the application for which you wish to
output an Itinerary Form (PDF).

"Itinerary" Form

WA\TRIPE:: ..

: Professor

B

B =
Itinerary

Faculty of Humanities and Social Sciences
TSUKUBA Taro

EEE] B & RERE s HERH A B
s Departare & Arsival Place o Visic No.of Days Bosiness
2020-12-01 Japan Tsukuba 3 1 Train
20201201 Narita & 2w
20201201 Japan Narta 3% (MHO8S 10:20) Plane
20201201 Malaysia Kuala Lumpur (16:45)
KUL &
20201202 Kuala Lumpur 3 ABC Conference 2020
Cangress Center
20201205 Malaysia Kuala Lumpur {MH88 23:30) 1 Plane
KUL 3
20201206 Japan Norta:NRT & | (07:40) 1 -0
20201206 Japan Narita < NRT 3 Train
20201206 Tsukuba &

i F / Romaks

IBHERYT7LURES / Bupon Conrol Refremce No.

KRBEXBELHHLTILAR S (ABEAOBBICILEFERAT 88 XAV ORI TELBEERELTHCLE.
KALEHE R AT AR SRR (FROR L) ZFRTAES . HRMMICERT A28,

Page 12

(2) The prescribed "Itinerary" Form is output in PDF by the
TRIP system.

Print and attach it to a Business Trip Notification, an Application
for Studying Abroad, etc.

- If the “Status” is other than “58 T (Completed)” or “EitH BRI R

(Exempt from Export Control)”, there are still necessary procedures for
the Itinerary to be attached to a Business Trip Notification, an
Application for Studying Abroad, etc. Be sure to make the Status “58
(Completed)” before attaching it.

- If you read the QR code with your smartphone camera or a QR code reader,
you can access the TRIP system application directly (Login is required). This is
useful when you need to edit it.
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"Overseas Travel Contact" Form (Only for Faculty and Staff Members)

WG TRIPH: .

(R iE3. HIREHE RERY]

I ERERE

Overseas Travel Contact

FiEE
Aftincion

BE

Facully of Humanities and Social Sciences |+, Assistant Professer

SHIHO Manabu TEL 9999

For “Introduction to OO, | will ask Assistant Professor SHIHO Manabu to give a
substitute lecture,
For"OO practical training," it will be given remotely via Zoorn.

=2

|Address

Tennodai 1-1-1, Tsukuba, Ibaraki

090-0000-0000

TSUKUBA Hanako

I spouse

Page 22

(3) The "Overseas Travel Contact" Form will be output following
the Itinerary Form if the following conditions are met.

Submit along with the Business Trip Notification, if your
affiliated department requires to attach an "Overseas Travel
Contact Form/Overseas Travel Contact" with it.

Output Conditions:

« The Traveler user is a faculty or staff member.

« The Traveler user has selected "Yes" in the "Necessity of
Submission of the ‘Contact Form for Overseas Travel/Overseas
Travel Contact™ section of the Account Information.

+ You have logged in as the Traveler yourself, the Proxy user
with authority granted by the Traveler, or the Authorized User.

- In the "Overseas Travel Contact" Form, the "Contact Information in
Japan" that the Traveler user has registered in the Account
Information and the "Measures for Job Replacement while You are
Absent" entered in STEP 3 (Information of Entire Trip) at the time of
trip application will be printed.
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2-4. Create an Itinerary for Other User’s Trip

This is continued from "2-2-(1) New Application".
This section explains when the currently logged-in user will create an Itinerary as an "Itinerary Creator" on behalf of a

Traveler.

- When creating an Itinerary of your own trip, refer to "2-3. Create an Itinerary for Your Own Trip”.

2-4-(1) STEP 1

: Application Type

STEP1 (1/5) Application Type

1 Application Type

Traveler's Type

Subject of the Itinerary

Overseas Business Trip

‘Oneself | ®Other User(s,
®Faculty/Staffl [OStudent

D canee

(1) Select "Other User(s)" in "Traveler’s Type",
select whether the Traveler is "Faculty/Staff" or
"Student" in "Subject of the Itinerary", and click
"Next".

Import

2-4-(2) STEP 2: Registration of Travelers

STEP2 (2/5) Registration of Travelers

Name ™

Email Address *

3 Unified Authentication ID

Add

Cancel

(1) Register Traveler(s).

- To register, the minimum information such as "Name",
"Email Address", "Unified Authentication ID" of the Traveler
is required.

- The Traveler will input their Account Information, such as
their Affiliation, Job Title, and Contact Information in Japan,
etc. (The information does not appear to the Itinerary Creator.)
- Both UTID-13 and UTID-NAME can be used as Unified
Authentication IDs.

The Unified Authentication ID is the 13-digit number printed under
the barcode on the back of your Employee/Student ID Card.

UTID-NAME is before @ of the email address of the

STEP2 (2/5) Registration of Travelers

Email Address *

3 Unified Authentication ID

User2

Email Address

3 Unified Authentication ID

Name ™ e

Name * Traveller Taro

aveller Jiro

Add

D canee

u.tsukuba.ac.jp, un.tsukuba.ac.jp, s.tsukuba.ac.jp domain granted
by the university.

Unified Authentication Details (ACCC website):
https://www.cc.tsukuba.ac.jp/wp_e/service/unified-
authentication-system/

(2) Click "Add" to add the Traveler user fields. You can
add up to 10 Travelers on the same schedule and/or
journey.

- Since the choices of questions are partially different between
faculty and staff members and students, only those of the type
of the “Subject of the Itinerary” selected in STEP 1 (Faculty/Staff
if they are faculty or staff members, and Student if they are
students) can be added here.
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(3) After inputting all the Traveler users, click "Next".



2-4-(3) STEP 3: Information of Entire Trip

STEP3 (3/5) Information of Entire Trip

Required item

1 Canfirmation of Safety Information of Have you checked the President decision of the U

Members, and University Employees in case of 2

“to make sure-thetyour destination is 2 permitted

Destination *

for Students, Faculty Members, and University Employees in case of a Crisis Overseas

safety website of the Ministry of Foreign Affairs (MOFA)

RS T ey ®Business Trip OBusiness Trip (including partial Personal Trip) OPersonal Trip I

Multiple-budget Business Trip *

Main Source of Funding ™

~

5 Whether there is the Reduction Adjust: \

ornot. *

/ \
5 Fellow Traveler \\\
N
Remarks
/
/ 4
/

[Subscription to Internatjnal Travel Insurance] N\

When you are invalved i an incident or 2n accident. the medical expenses may cost exiremely high. \We sirongly recommend thal you subscribe fo an insurance even theugh your
travelis short / N
Travel insurance |s/m"mnamw if you subscribe 1o OSSMA (Overseas Studants Safety Management Assistance)

[Sungcnpnonﬁ OSSMA (Overseas Students Safety Management Assistance]] \
The University/of Tsukuba strongly recommends that students subscribe to OSSMA (Overseas Students Safety Management Assistance) when they travel overseas. For application '\

fety Management Assi

tting into a program to be h university, joining OSSMA is made compulsory 5o check with the administrator in advance.

- If you select "No" in "Multiple-budget Business Trip", select "Main
Source of Funding". (It serves as the basic data for statistical surveys,
such as the "Survey on International Exchange" of the Ministry of
Education, Culture, Sports, Science and Technology (MEXT). Thank you
for your cooperation.)

For Multiple-budget Business Trip

Multiple-budget Business Trip

uba “Travel Guidelines for Students Faculty—— |

o
3-1 Periods for Each Budget - 1
3-1 Information for Each Budget - 1
3.2 1o -2 = =
Periods for Each Budget = ~ &
3.2 Information for Each Budget - 2
3.3 Periods for Each Budget - 3 = ~ B
3.3 Information for Each Budget - 3
-4 h -4 = =
3 Periods for Each Budget = ~ &
3-4 Information for Each Budget - 4
N ot
5 Whether there is the Reduction Adjustment
ornot. *
6 Fellow Traveler
/
/
/
/
7 Remarks /
/
/
/
/
/
/
/
/
/
/
/
/
/
/
7
/
/
/
/
/
/
/
/
/
/
/
/

If you wish to make a Reduction Adjustment

- Select "Yes" in "Whether there is the Reduction Adjustment or not." if
you wish to reduce the daily allowance and accommodation expenses
in cases of a long-term Business Trip, etc. from the stipulated amount.
If you have selected "Yes", be sure to indicate in the Remarks which
items will be reduced, and how.
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(1) Input “Information of Entire Trip”.

~ -The University of Tsukuba has established measures for

students, faculty, and staff traveling overseas based on
the risk information (Overseas Safety website) for each
country issued by the Ministry of Foreign Affairs (MOFA).
Be sure to refer to the "Travel Guidelines for Students,
Faculty Members, and University Employees in case of a
Crisis Overseas (Decided by the President)" and the
"Overseas Safety website" by MOFA to confirm that it is an
area where traveling is currently permitted.

Travel Guidelines for Students, Faculty Members, and
University Employees in case of a Crisis Overseas
http://www.tsukuba.ac.jp/en/study-tsukuba/safety

Overseas Safety website by the MOFA
https://www.anzen.mofa.go.jp/

- "Business Trip" means traveling to foreign countries

by order or a request from the university. If there is
financial support from the university, it will also be
"Business Trip" for students.

- "Personal Trip" means traveling privately and also
includes study abroad and short-term training by
private scholarships without any Business Trip
procedures of the university.

- If you select "Yes" for "Multiple-budget Business
Trip", the "Periods for Each Budget" and
"Information for Each Budget" fields will expand.

If you have different budgets for different periods,
such as the first half of a Business Trip and the
second half of a Business Trip, enter the budget
name in the "Information for Each Budget" section
and the period (dates) to be paid for each budget in
the "Periods for Each Budget" section. (If the
number of budgets exceeds more than four,
continue it in the Remarks field.)

If not divided by periods, provide details in the
Remarks field, such as "XX yen from A budget,
excess from B budget".

The information on "Main Source of Funding" is selected in the
next "2-4-(4) STEP 4: Itinerary (Travel and Business/Place to
Visit)" in "Business/Place to Visit".



Measures for Job Replacement While You are Absent (Only for Faculty and Staff Members)

Measures for Job Replacement while You are Absent

& Affiliated Department ™ Faculty of Humanities and Social Sciences
L Job Titie * Assistant Professor

L Name * SHIHO Manabu

L Phone Number ™ 9999

2 Email ©

13 Remarks

For "Q0O practical fraining,” it will be given remotely via Zoom.

For “Introduction to OO, 1 will ask Assistant Professor SHIHO Manabu to give a substitute lecture.

- If a faculty and staff member log in, "Measures for
Job Replacement while You are Absent" will be
shown.

If you ar