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1. Basics
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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 universityʼs risk management to quickly and accurately grasp the status of 
university membersʼ 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.

1-1. Introduction
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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
Application for Studying Abroad, etc. Itineraries had been
made by Word, Excel, etc., and their appearance and
formats have varied depending on the creator for a long
time, now the Itinerary can be output as the standardized
form with using the TRIP system.

1-2. Basic Terms

Traveler
This refers to the user who actually travel overseas.

Itinerary Creator
A user who is creating an Itinerary on behalf of a

Traveler(s) is called an "Itinerary Creator". The TRIP system
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 
secretary prepares the Itinerary for a faculty memberʼs 
Business Trip, it can be possible if the Traveler user grants 
Proxy Authority to the Itinerary Creator on the TRIP system 
in advance.

Example of "Itinerary" Form

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 universityʼs 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.
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1-3. Login
(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
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1-4. Menu and Functions

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

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)

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”.

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.
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1-5. User Registration (Sign up)
(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.

↓Continue to the next page

↓Continued from the previous page
- (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 universityʼs 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.
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(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 "[海外渡航TRIP] 有効化メール/Activation
Email".
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(5) When you return to the browser again, it
shows the message "Registration completed.”
Now the account is activated.
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1-6. Logout
(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.

9



10



2. Create an Itinerary
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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 studentʼs trip. When you have decided to travel overseas, start the Export
Control Procedures as soon as possible.

In addition, if the Export Control Procedures become necessary for a studentʼs 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).

2-1. Application Flow

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 @.

Export Control System (TExCO)

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

Traveling 
Overseas
Event Occurs

TExCO 
Application

Completing Review/
Issuing Reference No.

Travel Procedures 
Such as TRIP 
Application

When Creating Your Own Travel Itinerary

When Creating an Itinerary for Other Userʼs Trip

Traveler
STEP 1:
Application 
Type

STEP 2:
Confirmation 
of Traveler's 
Information

STEP 3:
Information 
of Entire 
Trip

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

STEP 5:
Confirmation 
and 
Registration

Export 
Control
Input Reference 
No.

Output of 
Itinerary 
Form

Itinerary 
Creator

STEP 1:
Application 
Type

STEP 2:
Input 
by the 
Traveler

STEP 3:
Information 
of Entire 
Trip

STEP 4:
Itinerary
(Travel and 

Business/Place 

to Visit)

STEP 5:
Confirmation 

and 
Registration

Export 
Control
Input 

Reference No.

Output of 
Itinerary 
Form

Itinerary
Succession

Traveler
Output of 
Itinerary 
Form

Export
Control
Input 

Reference No.

Confirmation 
and

Registration

Accept
/Send 
back

Application Flow with the TRIP system

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

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.
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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
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.

2-2. How to Start an Application

This is Currently unavailable.
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2-2-(1) New Application
(1) Click "New Application" on the menu button
shown at the top.

When creating an Itinerary for your own trip
→ Continue to "2-3-(2) STEP 2: Confirmation of
Travelerʼs Information"

When Creating an Itinerary for Other Userʼs Trip
→ Continue to "2-4-(2) STEP 2: Registering Travelers"
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2-2-(2) Duplicate Application
(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
Travelerʼs Information"

When duplicating an application that you created for 
another user's trip
→ Continue to "2-4-(2) STEP 2: Registering Travelers"
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(2) Click the "Import" button in the upper right
corner.

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

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

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.")

(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.

16



(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
Travelerʼs Information"

If you selected "Other Users" at (7)
→ Continue to "2-4-(2) STEP 2: Registering Travelers"
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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 Userʼs Trip”.

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

(1) Select "Oneself" in "Travelerʼs Type", and
click "Next".

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

(2) Click ”Next”.

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

- 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.)

(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.

For Multiple-budget Business Trip

- 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)”.

- 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.

If you wish to make a Reduction Adjustment
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Measures for Job Replacement While You are Absent (Only for Faculty and Staff Members)

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

(2) Click ”Next”.

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.)
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2-3-(4) STEP 4: Itinerary (Travel and Business/Place to Visit)
(1) Enter the Itinerary information for "Travel"
and "Business/Place to Visit".

Input

Add

- Input and add the information of “Travel" and
"Business/Place to Visit" in a way that connects from
"Departure" to "Return"

Image Diagram

Departure

Return

Travel

Business/Place to Visit

Travel

Business/Place to Visit

Business/Place to Visit

Travel

Add

Add

Add

Add

Add

Input "Departure" and the first "Travel"
- Click on the Date field to
display the calendar and select a
date.

- 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.
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Add “Travel”

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

(2) A new "Travel" is added.

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

(3) Input the "Travel" information.

- You can also enter the City name (airport name) in
the three-letter code printed on the air ticket, etc.

City Name Suggesting Function

- After selecting a Country name, start typing a few
letters of the City name and you will see the main city
names in that country that start with that spelling.
Select the City you wish to Travel to if it is on the list.
If it is not on the list, continue to input the City name
as it is.

- 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.
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Add “Business/Place to Visit”

(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.

- 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.

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

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

- On the Date, Country, City name, etc. of the
"Return", the arrival information of the "Travel"
directly above appears automatically.

2-3-(5) STEP 5: Confirmation and Registration
(1) The information input from STEP 1 to STEP
4 will be shown so confirm.

- 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
the "Application History" screen, you may click the
"Next" button to continue entering.
- Be aware that if you click "Cancel", the application
will be canceled and all information input will be
deleted.

(2) If it is fine, click the "Register" button.
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2-3-(6) Export Control
(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".

(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.

(4) Click “Next”.
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(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".

- If Export Control has not been completed and the
"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.
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2-3-(7) Output of Itinerary Form
(1) On the "Application History" screen, click the
"Print Out Itinerary" button in the "Operation"
column of the application for which you wish to
output an Itinerary Form (PDF).

(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.

"Itinerary" Form

- 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.

- If the “Status” is other than “完了(Completed)” or “輸出管理対象外
(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 “完了
(Completed)” before attaching it.
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(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.

- 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.

• The Traveler user is a faculty or staff member.
• The Traveler user has selected "Yes" in the "Necessity of

Submission of the ʻContact Form for Overseas Travel/Overseas
Travel Contactʼ" 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.

Output Conditions:

"Overseas Travel Contact" Form (Only for Faculty and Staff Members)
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2-4. Create an Itinerary for Other Userʼs 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

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

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

(3) After inputting all the Traveler users, click "Next".29



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

- 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.)

(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.

For Multiple-budget Business Trip

- 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".

- 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.

If you wish to make a Reduction Adjustment
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Measures for Job Replacement While You are Absent (Only for Faculty and Staff Members)

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

(2) Click ”Next”.

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.)

2-4-(4) STEP 4: Itinerary (Travel and Business/Place to Visit)
(1) Enter the Itinerary information for "Travel"
and "Business/Place to Visit".

Input

Add

- Input and add the information of “Travel" and
"Business/Place to Visit" in a way that connects from
"Departure" to "Return"

Image Diagram
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Input "Departure" and the first "Travel"
- Click on the Date field to
display the calendar and select a
date.

- 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”

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

(2) A new "Travel" is added.

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

(3) Input the "Travel" information.
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- You can also enter the City name (airport name) in
the three-letter code printed on the air ticket, etc.

City Name Suggesting Function

- After selecting a Country name, start typing a few
letters of the City name and you will see the main city
names in that country that start with that spelling.
Select the City you wish to Travel to if it is on the list.
If it is not on the list, continue to input the City name
as it is.

- 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”

(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.

33



- 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.

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

- For “Business Trip or Personal Trip” and “Main
Source of Funding,” the choice selected in "2-4-(3)
STEP 3: Information of Entire Trip" is shown.
Correct if it is partially different depending on
"Business/Place to Visit".

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

- On the Date, Country, City name, etc. of the
"Return", the arrival information of the "Travel"
directly above appears automatically.

34



2-4-(5) STEP 5: Confirmation and Registration
(1) Confirm the contents input from STEP 1 to
STEP 4.

- 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
the "Application History" screen, you may click the
"Next" button to continue entering.
- Be aware that if you click "Cancel", the application
will be canceled and all information input will be
deleted.

- The list of Traveler user(s) is shown.
- Double-check that their Email Address and Unified
Authentication IDs are correct.

(2) If it is fine, click the "Register" button.
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2-4-(6) Export Control (if input by the Itinerary Creator)

If you wish to turn over the Export Control 
Procedures to the Traveler(s), proceed to "2-4-(7) 
Succession of Itinerary Form".

This section explains the steps in cases when the 
Itinerary Creator has already provided an Export 
Control Reference No. acquired separately on the 
"Export Control System (TExCO)" from the 
representative or the person in charge of the trip, 
etc., and then succeed the Itinerary to the Traveler 
after inputting it.

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

The "Export Control" button is not shown in the cases 
that the status is “Exempt from Export Control” for 
some purposes of a studentʼs trip. Proceed to "2-4-(7) 
Succession of Itinerary Form".

(1) Click the “Export Control” button for the
Traveler user who will input a Reference No.

(2) You will be redirected to the registration
screen of the Export Control Reference No.
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(3) Select the current status of the Export
Control Procedures.

(4) Input the Export Control Reference No.
provided from the representative or the person
in charge of the trip, etc.
- 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.

(5) Click “Next”.

(6) The confirmation screen is shown.
If it is fine, click the "Register" button.
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(7) "Succession Status" will change from
"Export Control Required (Email Not Sent)" to
"Email Not Sent".

→ Continue to "2-4-(7) Itinerary Succession"
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(1) On the "Itinerary Succession" screen, click
the "Send Email" button for the application that
you wish to succeed to the Traveler.

2-4-(7) Itinerary Succession

(2) The contents to be sent are shown.
Confirm the contents, add a "request comment"
to the Traveler to succeed if necessary, and click
the "Submit" button.

- If the Itinerary Creator has already input an Export
Control Reference No., the requested content will be
"Request for accepting the itinerary".
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(3) The "Succession Status" on the "Itinerary
Succession" screen changes to "Export Control
Required (Traveler Not Accepted)."

An email with the contents of (2) will be sent 
to the Traveler, and the Itinerary Creator 
should wait for the Traveler to complete the 
"Acceptance", "Confirmation", and 
"Registration" ("Export Control" if necessary) 
of the Itinerary.

- If the Itinerary Creator has input an Export Control
Reference No., "Succession Status" will be "Traveler
Not Accepted".

- If the Traveler has never made the User Registration (signing up) yet at the time of the first Login, "TRIP Account Registration" shows as "No".
- If the Itinerary Creator has been granted "TRIP Proxy Authority" from the Traveler (if "TRIP Proxy Registration" shows as "Yes"), and the
Itinerary Creator has provided and already input a valid Export Control Reference No. provided from the representative or the person in charge of
the trip, etc., the "Send Email" button will not be shown and the TRIP system application (Itinerary Creation) will be completed without Itinerary
Succession. (For details of the application by a Proxy, see "4-5. Registration of a Proxy and Application by a Proxy.")
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From here, the operations are on the Traveler user side.

(1) When the Itinerary Creator clicks the "Send Email"
button on the "Itinerary Succession" screen, the TRIP
system will automatically send a request email to the
Traveler user.
Check the comment from the Itinerary Creator at the
end of the email.
Click the URL shown in the body for Itinerary
Succession.

2-4-(8) Acceptance or Sending Back by Travelers

- If the Itinerary Creator has already input an Export
Control Reference No., the requested content will be
"Request for accepting the itinerary".

If you are using the TRIP system for the first time, also 
refer to "1. Basics”, and “2-1. Application Flow".

"Accept" the Itinerary

(2)-1 When you click the URL shown in the 
body of the request email received from the 
TRIP system on (1), the "Waiting List of 
Itinerary Succession" screen appears after 
logging in. Also, an "Itinerary Succession" 
button appears on the top menu, and the 
number of waiting to be succeeded is shown as 
a badge.

Check your Destination, Period of Trip, and 
Itinerary Creator, and click the “Accept” button 
if you have this trip in mind.

→ Proceed to "2-4-(9) Confirmation and Registration
by Travelers."
Succession is not complete yet, so be sure to proceed.

(2)-2 If you do not have this trip in mind, click the 
"Send Back" button.

Add a comment to the Itinerary Creator and click 
the “Submit” button.

"Send Back" the Itinerary
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From here, the operations are on the Itinerary Creator side.

(3) If a Traveler user submits a "Send Back", the TRIP
system will send an email to the Itinerary Creator notifying
that the Itinerary has been sent back.
Click the URL shown in the body to confirm that the
destination Email Address and the Unified Authentication ID
are correct.

→ After editing the Itinerary information in “4-3. Edit Itinerary”,
return to "2-4-(7) Itinerary Succession"

42



From here, the operations are on the Traveler user side.

(1) "STEP 2 (2/5) Confirmation of Travelerʼs Information"
appears. The message “Please confirm the contents,
enter the missing items, etc., and submit the itinerary.” is
shown in the yellow bar.

If you do not click "Register", "Itinerary Succession" will not 
be completed after progress to "STEP 3: Information of Entire 
Trip", "STEP 4: Itinerary (Travel and Business/Place to Visit)" 
or "STEP 5: Confirmation and Registration." Don't stop at 
STEP 2, be sure to proceed to the end.

(Furthermore, if the input of Export Control Reference No. 
remains, input it in “Export Control” after STEP 5.)

Confirm that your information appears in the Travelerʼs 
Information.

2-4-(9) Confirmation and Registration by Travelers

(2) Confirm and click "Next".

- 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.

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

STEP 3 (3/5) Information of Entire Trip

If “No” is selected in "Multiple-budget Business Trip", "Main Source of 
Funding" is shown. (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.)

(1) Check the information of the entire trip, and
correct it if necessary.

-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.43



For Multiple-budget Business Trip

- If "Yes" is selected for “Multiple-budget Business
Trip”, the input fields of "Periods for Each Budget"
and "Information for Each Budget" have been
expanded.

If you have different budgets for different periods of 
time, such as the first half of a Business Trip and the 
second half of a Business Trip, you can enter the 
budget name in "Information for Each Budget" and 
the period (dates) to be paid for each budget in 
"Period for Each Budget”. (If the number of budgets 
exceeds more than four, the information is listed in 
the Remarks field.)

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

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

- "Yes" is selected in "Whether there is the Reduction Adjustment or
not." if a reduction of the daily allowance and accommodation expenses
are required in cases of a long-term Business Trip, etc. from the
stipulated amount. If “Yes” is selected, which items to reduce, and how
are mentioned in the Remarks field.

If you wish to make a Reduction Adjustment

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

- If the logged-in Traveler user is a faculty or staff
member, "Measures for Job Replacement while You
are Absent" is shown. If the information input by the
Itinerary Creator is wrong, correct it.

(2) Confirm and click "Next".

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

(1) Confirm the Itinerary information for
"Travel" and "Businesses/Place to Visits", and
correct these if necessary.

Basically, the Itinerary Creator has already 
entered the information, so the following is the 
instruction when you wish to correct these.

Input

Add

- Input and add the information of “Travel" and
"Business/Place to Visit" in a way that connects from
"Departure" to "Return"

Image Diagram
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Input "Departure" and the first "Travel"
- Click on the Date field to
display the calendar and select a
date.

- 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.
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Add “Travel”

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

(2) A new "Travel" is added.

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

(3) Input the "Travel" information.

- You can also enter the City name (airport name) in
the three-letter code printed on the air ticket, etc.

City Name Suggesting Function

- After selecting a Country name, start typing a few
letters of the City name and you will see the main city
names in that country that start with that spelling.
Select the City you wish to Travel to if it is on the list.
If it is not on the list, continue to input the City name
as it is.

- 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.
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Add “Business/Place to Visit”

(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.

- 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.

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

- For “Business Trip or Personal Trip” and “Main
Source of Funding,” the choice selected in "2-4-(3)
STEP 3: Information of Entire Trip" is shown.
Correct if it is partially different depending on
"Business/Place to Visit".
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(3) Confirm all information until "Return" or
click the "Confirm" button when you have
finished inputting information.

- On the Date, Country, City name, etc. of the
"Return", the arrival information of the "Travel"
directly above appears automatically.

STEP 5 (5/5) Confirmation and Registration
(1) The contents you have confirmed and
corrected in STEP 2 to STEP 4 are shown, then
make the final confirmation.

- 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
the "Application History" screen, you may click the
"Next" button to continue entering.
"Itinerary Succession" has not been completed in the
status of "Save Temporarily". Don't forget to proceed
to click the "Register" button later.
- Be aware that if you click "Cancel", the application
will be canceled and all information input will be
deleted.

(2) If it is fine, click the "Register" button.
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Notification to Itinerary Creators
(3) When the Traveler user clicks the "Register"
button in STEP 5, the TRIP system will
automatically send an email notification to the
Itinerary Creator stating that "Itinerary
Succession" has been "Accepted".
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2-4-(10) Export Control (if entered by the Traveler)

(1) If Export Control is succeeded from the
Itinerary Creator, after inputting the Itinerary
information, you will be redirected to the
registration screen of the Export Control
Reference No.

In the case of the trip of faculty or staff 
members, the Traveler him/herself, the 
representative or the person in charge of the 
trip, etc. must obtain it separately on "Export 
Control System (TExCO)".
If Export Control is required for a student's trip, 
the representative or the faculty or staff 
member in charge of the trip must obtain a 
Reference No.

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

- This screen is not shown if the Itinerary Creator has
already entered an Export Control Reference No.
- 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 "2-4-(11) Output of Itinerary Form"

(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.

(4) Click “Next”.
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(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 "2-4-(11) Output of Itinerary Form"

- If Export Control has not been completed and the
"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.
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2-4-(11) Output of Itinerary Form
Once "Itinerary Succession" is completed, both 
the Traveler(s) and the Itinerary Creator become 
able to output the Itinerary Form (PDF).

When you create an Itinerary by selecting "Other User(s)", the name of the user who 
actually travels shows in the "Travelerʼs Name" field of the "Application History" screen, 
shown in parentheses in the "Travelerʼs Type/Subject of the Itinerary/Place of 
Submission/(Itinerary Creator)" field.

(1) On the "Application History" screen, click the
"Print Out Itinerary" button in the "Operation"
column of the application for which you wish to
output an Itinerary Form (PDF).

(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.

"Itinerary" Form

- 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.

The Name, etc. of the Traveler will be printed.

The name, etc. of the Itinerary Creator will be printed.

- If the “Status” is other than “完了(Completed)” or “輸出管理対象外
(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 “完了
(Completed)” before attaching it.
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(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.

- 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.

• The Traveler user is a faculty or staff member.
• The Traveler user has selected "Yes" in the "Necessity of

Submission of the ʻContact Form for Overseas Travel/Overseas
Travel Contactʼ" 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.

Output Conditions:

"Overseas Travel Contact" Form (Only for Faculty and Staff Members)
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3. Safety Confirmation Function
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3-1. Response to Confirmation of Safety
In the event of a disaster, accident, or terrorism overseas, Global Commons may confirm the safety of faculty, staff and

students traveling to the area through the TRIP system.
If you receive an email similar to the following, take immediate action to let us know your safety.

In case there is no problem with the current situation

(1) Click the URL below of "I am currently in a
safe place and there is no danger." written in
the Confirmation of Safety Email received from
the TRIP system.

(2) The browser opens and shows that the
Confirmation of Safety has been sent (there is
no need to log in.)

(3) If there are any matters to contact the
university about, add it to the "Message to the
University" field, and click the "Submit" button.

(4) Close the browser when the message
“Update completed ” appears.

- At the time you click on the URL, it has already been
sent to the TRIP system that you are safe. If you do
not have any particular matters to contact the
university about, just close your browser.
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In case there is a problem with the current situation

(1) Click the URL below of "I am currently in
danger and I need support.”  written in the
Confirmation of Safety Email received from the
TRIP system.

(2) The browser opens and shows that the
Confirmation of Safety has been sent (there is
no need to log in.)

(3) If there is a problem, add the current
situation in detail in the "Message to the
University" field, and click the "Submit" button.

(4) Close the browser when the message
“Update completed ” appears.

- At the time you click on the URL, it has already been
sent to the TRIP system that you have a problem.
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3-2. Update of Current Situation of Safety

(1) Click the URL written in the Confirmation of
Safety Email received from the TRIP system
that is appropriate for the updated status. "I am
currently in a safe place and there is no danger"
or “I am currently in danger and I need
support”.

- When updating as "There is no problem"

- When updating as "There is a problem"

Once you report your safety to the university, you can update your safety status if the situation changes.

(2) The browser opens and shows that the
Confirmation of Safety has been sent (there is
no need to log in.)

(3) Update the contents of the "Message to the
University" according to the current situation,
and click the "Submit" button.

(4) Close the browser when the message
“Update completed ” appears.

- The contents are shown if you posted in the previous
"Message to the University".
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4. Other Functions

59



4-1. Filtering Search of Application Histories

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

- Only the Itinerary applications created as your own
trip or other usersʼ trips that you created as their
Itinerary Creator are shown in "Application History".

(2) Click “ Filtering Criteria"

(3) "Filtering Criteria", "Refine your search",
"Reset Criteria" button, pull-down of the
number to be shown on one screen will expand.
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(4) Input "Filtering Criteria" and click the
"Refine your search" button.

- This example extracts Itinerary applications created
in “AY 2020” of students who were in “Kazakhstan” on
“November 2, 2020”.

(5) The Itinerary applications that match the
"Filtering Criteria" are shown.
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4-2. Delete an Itinerary

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

(2) Application History is shown.

- Only the Itinerary applications created as your own
trip or other usersʼ trips that you created as their
Itinerary Creator are shown in "Application History".

(3) Click the "Delete" button in the "Application
No." column of the Itinerary application that you
wish to delete.
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(4) The confirmation dialog appears.
If it is fine, click “OK”.

(5) The Itinerary application was deleted.
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4-3. Edit an Itinerary

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

(2) Application History is shown.

- Only the Itinerary applications created as your own
trip or other usersʼ trips that you created as their
Itinerary Creator are shown in "Application History".

(3) Click the "Details" button in the "Operation"
column of the Itinerary application that you
wish to edit.

(4) Details of the Itinerary application are
shown.
There are three "Edit" buttons.
To edit the information input in “STEP 2 (2/5) 
Confirmation of Traveler's Information”, 
“STEP 3 (3/5) Information of Entire Trip” or “STEP 4 

(4/5) Itinerary (Travel and Business/Place to Visit)”,
click the “Edit” button to the right of each step title.

- In this example, information is being added in the
"Remarks" field of "Information of Entire Trip". Click the
“Edit” button to the right of “Information of Entire Trip”.
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(5) The edit screen (input screen) is shown.

(6) Edit the contents.

(7) After editing, click the "Next" button at the
bottom.

- In this example, we added information in the
"Remarks" field.

(8) Return to the details screen of the Itinerary
application.

- “Currently editing. To confirm the edit, click the
button at the bottom of the page.” As it shows, edits
have not been completed yet.

(9) Click the “Confirm Edit” button at the
bottom.
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(10) The confirmation dialog about Export
Control appears.

(11) When you return to the Application History
screen and see the message "Registration of the
itinerary completed", editing is finished.

- If the contents of Export Control change due to the
editing of the Destination Country, the Place to Visit,
Business, etc., click the "Export Control" button to add
or modify the appropriate Reference No.

→ Reference: "2-3-(6) Export Control"
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4-4. Export Itinerary Data

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

(2) Application History is shown.
Click the ”Export” button in the upper right
corner.

- Only the Itinerary applications created as your own
trip or other usersʼ trips that you created as their
Itinerary Creator are shown in "Application History".

You can export your Itinerary data as a CSV file so that other users can reuse it.
(To import Itinerary data, see "2-2-(3) Importing Itinerary Data.")

(3) The Export Itinerary Data screen opens.

- You can also filter the Itinerary applications shown
in the list by inputting the "Filtering Criteria" and
clicking the "Refine your search" button.

This is Currently unavailable.
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(4) The list of Itinerary applications is shown at
the bottom of the Itinerary data export screen.

(5) Check the checkbox of the Application No. of
the application you wish to export.

- You can check all applications by clicking "Select all",
and you can cancel all checks that have been selected
all when you click "Clear all selections".

(6) Click the "Export" button.

(7) Select the folder you wish to save and click
the "Save" button.
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(8) A ZIP file called "itinerary.zip" is output.

(9) When you extract the ZIP file, a CSV file
with the file name
"trip_xxxx_xx_xx_xxxxxx.csv" is output. Pass
this CSV file to the user who is going to import
the Itinerary data.

- Exported CSV files do not contain any personal
information such as Account Information or Contact
Information in Japan.
- Do not modify with Excel or text editor. It will not be
imported properly.

→ To import Itinerary data, see “2-2-(3) Importing
Itinerary Data”.
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4-5. Registration of a Proxy and Application by a Proxy

(1) Click "Proxy Management" on the menu
button shown at the top.

(2) The Proxy Management screen is shown.
Click the "New Registration" button in the upper
right corner.

In addition to your own trip, the TRIP system allows any users to create an Itinerary for other userʼs trip as an
Itinerary Creator. However, in this case, "Itinerary Succession" and "Acceptance" by the Traveler user are necessary.

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 secretary prepares the Itinerary for a faculty memberʼs Business 
Trip, it can be possible if the Traveler user grants Proxy Authority to the Itinerary Creator on the TRIP system in advance.

Proxy Registration

- When registering as a Proxy, be sure to obtain the consent of the user.
- Note that it is different from the Proxy Authority of Export Control. If the Itinerary Creator performs Export Control on behalf of the
Traveler, it is necessary to receive the Proxy Authority separately on the "Export Control System (TExCO)". If not granted, to complete
the TRIP system application, the Itinerary Creator must be provided a valid Export Control Reference No. acquired on TExCO from the
representative or the person in charge of the trip, etc.

(4) Input the Proxy's Name, Email Address, and
Unified Authentication ID, and Click the
"Confirm" button.

(3) Register a Proxy.

- To register, you need the information on "Name",
"Email Address" and "Unified Authentication ID" of
the Proxy user.

- 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/
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(5) The confirmation screen is shown.

In particular, make sure that the “Unified 
Authentication ID” and the “Email Address” are 
correct.

(6) The message "Registration completed" is
shown.
Users who have registered as your Proxy are
shown in the list.

If it is fine, click the "Register" button.

(8) When the Proxy user logs in to the TRIP
system and clicks the "Proxy Management"
button, the list "User Who Has Granted You the
Proxy Authority" is shown in the lower part.

(7) At the same time, a notification email will be
sent to the user who has registered as a Proxy
notifying that a Traveler user has granted Proxy
Authority.

Screen of the User Who Has Been Granted Proxy Authority

- When you create an Itinerary for the user in this
list on behalf of the Traveler, you can complete the
Itinerary creation without "Itinerary Succession" and
"Acceptance" by the Traveler.
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Edit a Proxy

(1) If you wish to edit the “Name (Name to be
displayed)” or "Email Address" of the user who
has registered as your Proxy, click "Details" in
the "Operation" column of the user on the Proxy
Management screen.

(2) The registered information is shown.
Make the appropriate edits, and click "Confirm".

(3) The confirmation screen is shown.
If it is fine, click “Register”.

- Only "Name" and "Email Address" can be edited
here. If you register a wrong "Unified Authentication
ID", delete the Proxy and re-register him/her by
following the steps in the "Delete a Proxy" below.

(4) The message "Registration completed" is
shown.

72



Delete a Proxy

(2) The confirmation dialog is shown.
If it is fine, click “OK”.

(1) If you wish to delete a user who has
registered as a Proxy, click "Delete" in the
"Operation" column of the user on the Proxy
Management screen.

(3) The message "Deletion completed" is
shown.
The user who was registered as a Proxy has
been deleted from the list.

(4) At the same time, a notification email will be
sent to the user who has been deleted the
Proxy Authority notifying that the Traveler user
has deleted the Proxy Authority.

- Any Proxy user who wishes to delete the grant of
Proxy Authority should contact the Traveler user and
request the deletion of the Proxy Authority.
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NOTE
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