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1. Room availability and basic information

1-1. Find room vacancy

KEK User Support System  https://krs.kek.jp/uskek/up/UP_00000E

1. Login and Click "View Dormitory Room Availability"
2. Click Tokai Dormitory(Tokai Campus).”

3. Jump to the KEK User Support System, and click "View Dormitory Room Availability"

<< KEK TOP > Home > View Dormitory Reom Availability
Efllone #View Dormitory Room Availability
+ Administrative Procedures for

Visiting KEK/J-PARC

+ Accommodation Booking [Search]
Tter w5
and/for Travel Expenses St Dot T
+ Accommodation Booking and - - -
Tl Brress Aitetean View Period 10 Days ~

View Dormitory Room
Availability

Please select the campus O Toukuba Oampu{@ Tokai Dormitord Tokai Gampus) ]
== Y 2 ‘ Search ‘

+ Spok Onk .
A.s;i(:issut:i‘i,:: il Note that this sei

s splays room availability for the dormitory at Tsukuba Campus only.
For vacancy infol

at Tokai Campus, please contact the J-PARC Users Office at mailt
+ Team Member Approval

* Modify User Registration
Details

* Site Map

Gontact

[Explanation of Symbol]
Room Availability

*% Room available

[Search Results]

*  Almost full occupancy

~  No vacancy

KEK Users Office

Tel:029-879-6135,6136 J-PARC(Tokai)

Fax029-879-6137 Date Single Rooms
E-mail: .
usersoffice@mail kek jp (with bath/shower)
2024/09/01 (Sun) ok
Users Office
Tel: 029-284-3398 2024/09/02 (Mon) o
[Fepe UD2R =3RS 2024/09/03 (Tue) ok
E-mail:
i~uo®ml.j-parc.jp 2024/09/04 (Wed) Aok
2n9a/na fos (Thi ok

#View Dormitory Room Awvailability

[Search]
Start Date [2014 V1[04 V109 V]

View Period 10 Dais v

PEase select the campus

Nbte that this search displays room availability for the dormitory at Tsukuba Campus only.
For vacancy information at Tokai Campus, please contact the JPARC Users Office at mailto:juo@ml. jparc.jo

[Explanation of Symbol]

Room Avaikbiity
*%  Room available *  Almost full occupancy

O Tsukuba Campus O Tokai Campus
e ————

—  No vacancy

[Search Results]

J-PARC{Tokai)
pate Single Rooms
(with bath/shower)
2014/04/09 (Wed) **
2014/04/10 (Thu) o
2014/04/11 (Fri) ok
2014/08/12 (Sat) *k
2014/04/13 (Sun) %
2014/04/14 (Mon) =
2014/04/15 (Tue) -
2014/04/16 (Wed) &
2014/04/17 (Thu) -
2014/04/18 (Fri) =

copyrieht(c) 2011, HGH ENERGY ACCELERATOR RESEARCH ORGANZATION KEK

1-2. Learn basic information


https://krs.kek.jp/uskek/up/UP_00000E

1. Accept bookings

€ Reservation is available 45 days prior to and till a day before check-in date.

€ 31-nights booking is the maximum on a single reservation. Please make several reservations to book
more than 32 nights.

€ Contact J-PARC Users Office (herein after, UO) to book room(s) on the day of use.

2. The room for your first choice is reserved.

This states that one or more room(s) has been reserved for you. A confirmation will be sent on the day
of use by e-mail and please find room number which is also displayed on your page.

3. No Vacancy

® |f you do not wait for a vacancy, booking status is displayed [Stay out due to full occupancy]. Please
make sure to book rooms by yourself or ask UO.

® |f you await cancellation, booking status is displayed [on waiting list].

When the Dormitory have no rooms available, feel free to ask UO. UO will book the cooperated

accommodations of J-PARC. Please make sure that you cannot select the accommodation by yourself.

UO check the vacancy, make a reservation, cancel and change the reservation on behalf of you.

4. Room request (to wait for cancellation)

® Setseveral days you can wait for cancellation.
Once you register reservation, any of modification about waiting for cancellation is accepted. To
change the waiting status (days), please cancel the current reservation and make a new reservation.

® When the room is secured until the end of waiting period, booking status will change to [first
choice is reserved] and booking status will be notified by e-mail.

® |f the room is not secured by the end of waiting period, status will be displayed [stay out overnight]
and notified by e-mail after the expiration date.

5. No-request room(s) during the reserved period

Apply no-request of room when you do not require one or more rooms during the reservation by
ticking a box of [stay outside]. > Modify the status of room request (staying outside of dormitory)

6. Overlapping

Reservation is not acceptable on the same period. In addition, overlapped reservation both at J-PARC



and KEK Tsukuba Dormitories is not available.

To find your reservation at KEK User Support System, log in to ( https://krs.kek jp/uskek/ui/UI_00000E )
and click [Accommodation Booking and Travel Expenses Application Status > Accommodation and
Travel Expenses Status].

Cancellation & Modification Policy

€ Cancellation and modification are accepted free of charge until 24:00 (JST) 1 day before the check-
in date.

€ No-show the first night is charged at 100%. A cancellation fee will be charged at 100% if cancellation
takes place on the day of use.

On-Site Modification

€ Reduction of length of stay is accepted free of charge until 24:00 (JST) 1 day before of departure.
Once staying has started, modification (reduction and extension) on this website is not accepted.
Contact UO or Tokai Dormitory.

€ Staying after 10:00am (late-check-out) and day-time (from 10:00am to 16:00pm) is charged 100%.
Contact UO or Dormitory reception desk in advance. Highly appreciated to contact well in advance
to set the same room.

2. Bookings plus registration of  "Application form to visit J-PARC"

Following article shows the direction of booking a room through registration of Application form to visit J-
PARC. Applying KEK travel expenses is available as appropriate.

2-1. Reserve

1. "Administrative Procedures for Visiting” on the left menu

2. "1. Administration relating to your visit"

3. Next

4. Click "Submit” of "Application form to visit J-PARC” at [Online Application Forms]
[Online Application Forms)
Form Title Required Completed
WISIT PROPOSAL [ FPARC) Yes No ‘ Submit |
Application form to visit J-PARG Yes No | suomit | [ Ty S |

Once you have registered the form, the last registered date is presented.

[Online Application Forms]

Form Title Required Gompleted

VISIT PROFOSAL (J-FARG) Yes | suomit |
Application form to visit J-PARG Yes ?023:‘%87/16 | Resubmit | | ModfyiCancal |



https://krs.kek.jp/uskek/ui/UI_00000E

5. Select visiting period
6 Click "Register a new dormitory reservation” on Tokai Dormitory Reservation Status

Tokai Dormitory Reservation Status

No L . .

Register a new dormitory reservation

Note: If reservation has been done, the reservation is presented.

Click "Apply, View, Modify or Cancel my reservation”

Select the type of reservation

Applying for KEK travel expenses is available by "Accommodation booking and travel expenses” here.

9. Select one activity

[Please select the type of application to be made]

® Accommodation Only O Accommodation Booking and Travel Expenses

Motes and Conditions

Following rules apply to both Tsukuba and Tokal (~Parc) Campuses.
Booking for accommodation can be made not earlier than 45 days in advance

Cancellation request (also by mail) can be accepted only on the preceeding day before midnight
Otherwise, regular fee will be charged.

Those who have applied for Travel Expenses shall make Registration of the bank account from individual portal site:
> Home » Administrative Procedures for Visiting KEK/J-PARC > 1 Administration relating to vour visit > Administrative
tasks > MNext > Request for bank account number registration & changs (Japan only

*J-Parc User

Those who enter the J-Parc Campus, vou have to apply Issuance of J-PARC User ID on your portal site.
These Applications are Mandatory and shall be submitted at least 3 day prior to vour visit If vou fail to do it, vou may not
be allowed to enter the campus.

{Accommeodation facility in Tokal is located outside the campus, therefore one does not above—mentioned Application, for
stay thers, only

4 N
[Select the appropriate details]

Administrative vear of visit to KEK

Primary purpese of visit to KEK ‘ Please select. v

Details Please select v

Please click the [Next] button to continue.
‘ Next ‘ | Clear ‘
\

10. Enter details, and click “Next”

[Accommodation Booking Req uest]

Only accammodation booking requests for registered activities within KEK can be as for the ore that it stays
out durirg the application for its corwenience, accepted.

Bodking requests must be lodged at least one day before the intended night of stay. For same day bockires,
please ask at the KEK Users Office.

The maximum krgth of stay that may be requested in a shzle application is 31 nights. For stays lorger than 31
nights, another request (subject to the usual conditions) must be bbdzed.

Click here to check room availabilig.
1.Application Period
2014 v ehe) ] 04 )/ [08 Vmornire) £

2Please select the campus  The location of KEK (Tsukuba) and J-PARG (Tokai) (PDF)

O Tsukuba Campus ® Tokai Campus

Users who wish to make dormitory bookire for both KEK and J-PARC, need to make two reservations per each
Tsukuba and Tokai campuses.

3Room type

First choice Shele with shower/bath

Second choice No second choice
4Bitrlgte‘:gwd room type is unavailable, until how many days befare the start of your stay would you like to be
wal [

Users who set for waiting list, shall confirm ther bocking status of a room, accordingly, from the Meru on the
left: > Home > Accommodation Bockirg and Travel Experses Application Status > 1 Accommodation and Travel
Expenses Status. Please click relevant Reservaticn #, and Booking status.

none v

[Reservation Status]

Reservation period

Here, you can set and confirm the following cases.
Case, when you set the “Outside stay” durirg Pericd of stay.

Case, when you want to check reservation of accomodation during Period of stay.

1. Confirm information before submitting, and click “Back to application”
®  ‘“stay out overnight/ (I Il) stay outside” on the remarks means requesting any rooms when the



dormitory have no rooms available.

® [f you wish to change the waiting days, please back to the previous page.

[Accommodation Booking Request]
1.Application Period
2020/ 07/ 18 (night) ~ 2020/ 07/ 21 (morming)
2.Accommodation Gampus
Tokai Campus
3.Room type
First choice Single with shower/bath

Secord choice  Staying out cvernight

4.If requested room type is unavailable, until how many days before the start of your stay
would you like to be waitlisted?

none

[Reservation Status]

#Room No. is decided on the check-in day Time of Record taken:2020/07/16 18:02:48
Accommodation No Room  First Second .

no. Date Campia Roqured Chome  Status  gpotid  Status Details

1. 2020/07/18 Tokai O sB Auallable - First choice reserved

2. 2020/07/18 Tokal O =] Auvailable = First choice reserved.

3. 2020/07/20 Tokai O sB Auailable - First choice reserved
[Notes]

Room Type
S  Single SB Single with shower/bath

Please click the [Back to application] button to submit the above details.
Click the [Backl button to return to the previous page.

| Back to application | ‘ Back ‘

12. Back to application form and check information on Tokai Dormitory Reservation Status is filled in.
Important: Make sure to complete submitting this application form to make room(s) reserved.

Tokai Dormitory Resenration Status

No reservation is made during your visit.

Register a new darmitary reservation Cancel the dormitory reservation
Dormitory reservation can be made only during the visitng period. This reservation is not confirmed

Accommodation Ma Room  Reduest

no.  Date e Roqumed ,__ JAA ot Status 2209 gratus Detaild
ccommodation

1. 202040718 Tokai O O SB  Available First choice reserved.

2. 2020/07/18 Takal O O SB  Avaiable = First choice reserved

3. 2020407420 Tokai O O SB  Available First choice reserved

Register a new dormitory resenvation

13. Enter other information
14.  Submit
15.  Confirm

16.  "The dormitory reservation is completed as below” shows you have succeeded.

B Application form to visit J-PARC

The Dormitory reservation is completed as below.

« 2020/ 07/ 18 (night) ~ 2020/ 07/ 21 {morning)

Application form to visit J-PARC" is completed.
| Close |

2-2. Change period

"Administrative Procedures for Visiting” on the left menu
"1. Administration relating to your visit"
Next

AW

Click  “Submit” of “Application form to visit J-PARC" at [Online Application Forms]



[Online Application Forms)
Form Title Required Completed

VISIT PROPOSAL ( FPARC) Yes No
Application form to visit JFPARC Yes No \—ModfvtCancel

Once you have registered the form, the last registered date is presented.

[Online Application Forms]
Form Title Required Gompleted

WISIT PROPOSAL (J-PARG) Yes

Submit

Application form ta visit J-PARG Yes oopeis e | Resubmit

5. Select visiting period
MApplication form to visit JPARG (List)

List of previously applied “ Application form to visit J~PARC ”

_— . . Application ; Print Bus
Application Number Visiting Period licat Modity  Gancel FrintB
J2020-00013600-001 2020/08/01 ~ 2020/08/08 2020/07/22

J2020-00013562-001 20/07116 ~ 202070717 2020/07/16
J2020-00013501-001 2020/07/18 ~ 2000/07/21 2020/07/16

6 Click "Modify dormitory reservation status” on Tokai Dormitory Reservation Status.
Important: Make sure to complete submitting this application form to make room(s) reserved.

Tokai Dormitory Reservation Status

D2020-00001120 Gancel darmitory reservation Modify dormitory reservation status
§ Request -
Accommodation Mo Room First Second §
no.  Date Famnue Required AEA oS Status  opoes Status Detaild
Accommodation
- The room for your first
1. 2020/08/01 Tokai O [} SE Reserved cholon Io roverad
‘ _ The room for your first
2. 2020708402 Tolal OJ O SB  Reserved choiee 4 retered.
‘ _ The room for your first
3. 2020/08/03 Tokai O O S8 Reserved Choion o resaroed
4. 2020/08/04 Toli O 0 S8 Reserved - T2 el S s
cholce s reserve
. _ The room for your first
5. 2020/08/05 Tokai [} O 3B Reserved e e
- The room for your first
6. 2020/08/06 Tokai OJ O SB Reserved cholon 1o roverad
. _ The room for your first
7. 2020708407 Tolal O O SB  Reserved cholee o resend

» Change the date(s)
> Modify the status of room request (staying outside of dormitory)

» Changing of room request status is not available

7. Enter other information

8. Submit

9. Confirm

10.  "The dormitory reservation is completed as below” shows you have succeeded.

The Dormitory reservation below has been modified.
« D2020-00001129 : 2020/ 08/ O1 (night) ~ 2020/ 08/ 08 (morning)

Application form to visit J-PARC" is completed.



2-3. Cancel

5.

"Administrative Procedures for Visiting” on the left menu
"1. Administration relating to your visit"
Next
Click "Submit” of "Application form to visit J-PARC" at [Online Application Forms]

[Online Application Forms]

Form Title Re quired Completed

VISIT PROPOSAL (J-PARC) Yes Mo | sumit |

Application form to visit J-PARG Yes Mo I ‘ Submit | I‘ Modfy/Cancel |

Once you have registered the form, the last registered date is presented.

[Online Application Forms]

Form Title Required Completed
VISIT PROFOSAL (J-FARGH Yes Submit |
Application form to visit J-PARG Yes 2023%“7 15 | Resuomit | [C=mEm=]
Select visiting period
M Application form to visit JJPARC (List)
List of previously applisd ~ Application form to visit J-PARC ™
Application Number Visiting Period Application  podify  Gancel  Print Bus
J2020-00013600-001 2020/08/01 ~ 2020/08/08 2020/07/22 | Modify | | Cancel |
J2020-00013502-001 2020/07/18 ~ 2020/07/17 2020/07/16 | Modify | | Cancel |
J2020-00013591-001 2020/07/18 =~ 2020/07/21 2020/07/16 | Modify | | Cancel |

6 Click "Modify dormitory reservation status” on Tokai Dormitory Reservation Status.

Important: Make sure to complete submitting this application form to make room(s) reserved.

Tokai Dormitory Reservation Status

D2020-00001129 Gancel dormitory reservation Modify dormitory reservation status
ho.  Dats  Accgumodstion MoReom TS Bhst g Second g Detaild
ccommadation

1. 2020/08/01 Tokal O O S8 Reserved - Il:;égﬂi;"rgeﬁ:é_”fst
2. 2020/08/02 Tokai O O B Reserved - Ttz s i
3. 2020/08/03 Tokai [} O S8 Reserved - I:;‘;gﬂg'rgeﬁ:; first
4. 2020/08/04 Tokai O O B Reserved - TroEmity e i
5. 2020/08/05 Tokai O O 5B Reserved - The roem for your first
6. 2020/08/08 Tokai 0 | S8  Reserved - I:;ggﬂg'rgeﬁgg first
7. 2020/08/07 Tokai O O =B Reserved - I:De‘cr:n‘?rgeﬁ:;.ﬂrst

Stop cancelling dormitory reservation

Jus-t)-parc)p says

Dormitory status changes.



Tokai Dormitory Reservation Status

D2020-00001129 Gancel dormitory reservation
. Request i
Accommodation  No Room First Second .
no.  Date Do Requred . JAEA  Ghoige Sttus Grole Status Detaild
1. 2020/08/01 Tekai O O SB  Reserved - The room for your first
choics is reserve
‘ _ The room for your first
2. 2020/08/02 Tokai m| O S8 Reserved e
3. 2020/08/03 Tokai O O SB Reserwed - The room for your first
choice is reserved
4. 2020/08/04 Tokai O O SE Reserved - Jlleiconliond ooty
cholce is reserved
5. 2020/08/05 Tokai O O SB Ressrved - The room for your first
choice i reserved
_ The roem for yaur first
6. 2020/08/06 Tokai 0 O S8 Reserved o o o
‘ _ The room for your first
7. 2020/08/07 Tokai [m] [} S8 Reserved e

7. Enter other information

8. Submit

9. Confirm

10.  "The dormitory reservation is completed as below” shows you have succeeded.

B Application form to visit J-PARC

The Dormitory reservation below has been cancelled.

« D2020-00001129 : 2020/ 08/ 01 {night) ~ 2020/ 08/ 08 {morning)

Application form to visit J-PARGC” is cancelled.
| Close |

3. Simply apply booking of Tokai Dormitory and/or KEK travel expenses

3-1. Reserve

Following article shows the direction of applying KEK travel expenses and/or booking of Tokai Dormitory.

1. Click "Accommodation Booking and/or Travel Expenses” at the left menu

> Home > Accommedation Booking and/or Travel Experses > Make an Accommodation Booking ard/or Apply for Travel Expenses
<< KEK TOP

<< Home # Make an Accommodation Booking and/or Apply for Travel Expenses
+ Administrative Procedures for

Visiting KEK/J-PARC
SR [Information about Tsukuba Dormitory]

nses e ctric Power and W

Supply Cut OFF In Teukubs-Campus/span

1. Meke an Accommodation
Baooking and/or Apply for
Travel Expenses

=

Accommedation Booking or
Travel Expenses Agplication
3. Apply for Apartment
Accommodation (Tsukuba
Campus)
4. Cancel/Change Apartment KEK Dor
Eacking Agplication (Tsukuba

ampus!
5. Online payment

2. Accommodation Booking and/or Travel Expenses > 1.Make an Accommodation Booking and/or
Apply for Travel Expenses



w

”Next"

>

<< KEK TOP
<< Home
+ Administrative Procedures for

Visiting KEK/J-PARC

[Please select the type of application to be made]

. ~ ~
® Accommodation Only O Travel E onty O

dation Booking and Travel Expenses

Accommodation Booking
and/or Travel Expenses

1. Make an Accommodation
Booking and/or Apply for
Travel Expenses
Cancel/Changs
Accommadation Booking or
Travel Expenses Application
Apply for Apartment
Accommodation (Tsukuba
Campus)

Cancel/Changs Apartment
Booking Application (Teukuba
Campus)

Online payment

ro

ca

s

o

Motes and Conditions

Following rules apply to both Tsukuka and Tokai (J-Pars) Campuses
Booking for accommodation can be made not earlier than 45 days in advance

Cancellation request (also by mall) can ke accepted only on the preceeding day before midnight
Otherwise, regular fee will ke charged

Those who have applied for Travel Expenses shall make Registration of the bank account from individual portal site
» Home > Administrative Procedures for Wisiting KEK/J-PARGC » 1 Administration relating to your visit > Administrative
tasks > Mext > Reguest for bank account number registration & changs (Japan onhy)

*J-Parc User

Those who enter the J-Parc Campus, you have to apply Issuance of J-PARC User ID on your portal site

These Applications are Mandatory and shall be submitted at least 3 day prior to your visitIf you fail to de it, you may not
be allowed to enter the campus

(Accommedation facility in Tokal is located outside the campus, therefore one does not above—mentioned Application, for
stay there, orly.)

+ Accommodation Booking and & [Select the appropriate details] h
Travel Expenses Application —
Status Administrative year of visit to KEK 2024 v
* View Dormitory Room . -
iy Primary purpose of wisit to KEK ‘ Please select v
+ Team Member Information Details Please select. v
+ Spokespersons Only
Administration
5T Member A, | Please click the_[Next] button to continue.
G LA (IR0 Click the [Clear] button to clear the entered information and re-display this page
* Modify User Registration ‘ Next ‘ ‘ Clear
Details
\ S

Fill in to the form that duration of accommodation and/or travel, and waiting days for room request

(from 14 days to 1day before).

SRS

3-2. Change

"Confirm”
Reservation completed

1. Click  "Accommodation Booking and/or Travel Expenses” > “2. Cancel/Change Accommodation

Booking or Travel

Expenses Application”

2. Click the reservation number

< KEK TOP
<< Home

> Home > Accommodation Booking and/or Travel Ex el/Changs Accommodation Booking or Travel Expanses Application

# Cancel/Change Accommodation Booking or Travel Expenses Application

+ Administrative Procedures for

Visiting KEK/J-PARC Click reservation number for cancel or change
- Accommodation Booking
and/or Travel Expenses [NotelCancel or change of
1. Make an Accommedation « It is acceptable by 2400 of the day before of your stay from this page
Booking and/or Apoly for + Please call or E-mail Users Office directly by 24-00 of the day before of the subject date
Travel Expenses if you are currently staying at the accommodation

2. Cancel/Change

+ Cancel for the current day cannot be acceptable. The room rate will be charged

ommodation Booking or
Travel Expenses Application

.o for oariment 2 nit 1/1 Page Top Prev MNext Last
o (Teuk
sy Sita Reservation No. Accommodation Period Travel Expenses Perod  Approval Status Application Type
4. Cancel/Changs Apartment oc24-000oses0  [l0ze/08/08~2024/068/08 ~ Accommodation
Booking Application (Tsukuba
Campus) D2024-00006861 poza/ce/10~2024/08/11 2024/08/10~2024/08/11 PENOING el
5. Online payment

3. Click "Change accommodation” at the bottom of the page.



> Home > Accommodation Bocking and o Travel Expenses > Cancel/Change Accommodation Bocking or Travel Ex
< KEK TOP
— Accommodation Booking & Details of Application
andfor Travel Expenses
1 Make an Accommodation [Application Typel
Eooking and/or Apply for PP P
Trauel Expenses Accommodation Only
2. Cancel/Change

lation Bocking or H
Travel Expenses Application [Reservation Mo.]

3.0nline payment Resersation Mo. L0001 O G
+ Accommodation Booking R

and Travel Expenses [User Information]

Application Status

B 1 Mame

* View Domitory Room

Aorailability 2 Classification of
* Site Map system

3 Affiliation

Contact 4 Primary purpose of

KEK Users Office wisit to KEK

Tel-029—879-6135,6136 5 Details

Faxc 0298796137

E-mail: . .

ilkekip LA dation Booking Request]
Users Dffice 1 Application Period

Tel: 029-284-3398 iEht)— i

e e 2000/ 074 18 (pight) ~ 20204 07/ 21 (meeming)

E-mail: i 2 Accommodation Campus

imuodml iparcip Tokai Campus
2 Room type

First choice Single with shomer/bath
Second choice  Staying cut cwernight

41t room type is il . until how many days before the start of
your stay would you like to be waitlisted?
none
[Detaill

) Mumber of days _
Room Required being on the waiting list Mo Room Required Charge
3 1] o 8100 | Booking Status

Motes;
The charee is not displayed unless the room numbers are fied during the indicated period.

The sccommodation charee hould be paid before legwing KEK.
‘When you stay at KEK sccommodation over 1 month, the charge should be paid everny month.
I you fail to do 50, @ panalty fee may be added.

If you apply for the travel expenses at the same time, your scoommedation charge will be deducted from
the travel expanses paid to you.

S you will not need to pay the chare at the KEK. Uisers Office. However, it is unclear until the
application for the travel expenses iz approved.

“ou can check it from the menu, Accommodstion Bocking snd Travel Expenses Application Status.

charge is d and amount can be paid not eardier than when all changes
Unless all rooms Mo. are decided, there will be no display.

#Unless Travel Period is approved, your application for Balance OFF can change.

*Please be aware, that interest in accommodation charge can be added if there is a delay in
Interest for delay will be calculated per each Period of stay.

[(Sancel Accommodatio] | Cancel Travel Claim | | [ Change Accommedation || [ Change Travel Claim |

([Dorm. Usags Recod |

[mex |
4. Click one you wish to change.

» (Change the date(s)
> Modify the status of room request (staying outside of dormitory)

> Changing of room request status is not available

Change the date(s)

Select the date(s) and click "Changing accommodation”

[Accommodation Booking Request]
1 _Application Period
[15 % Jients
2_Accommodation Campus
Tokai Campus
3 Room type
First choica Single with showersbath
Second choice Staying cut overnight

(21 ¥ Jimeming) =

41 req room type is il
stay would you like to be waitlisted?

. until how many days before the start of your
none

[Reservation Status]
| Reservation peried |

Here, you can set and confirm the following cases.
Case, when you set the “Outside stay” during Period of stay.

Cage, when you want to check rezervation of accomodation during Period of stay.

Click the [Change Accommodation] button to move to the Confirmation Page.
s y retumn to the previous page.

Clear | | Back |

| Change Accommodation |

“Confirm”



g [Confirm] button to complete to change the booking .
| Back |

Modify the status of room request (staying outside of dormitory)

Click  "Reservation period”

[Reservation Status]
| Reservation period |

Here, you can set and confirm the follosing cases.
Craze, when you set the “Outside stay” during Period of stay.

Caze, when you want to check reservation of accomodation during Petiod of stay.

Tick a box of “No Room Required” to cancel one or more room(s).

[Reservation Status] Time of Record taken:2020/07/21 08:51:08
\
Accomamoda tio Second E
Mo Date Campus Status Choice Status I Details I
I ‘e donot hawe I
_ _ any kequest for the
1. 20200850 I dormitory |
friom you.
he ToonTRe @ =
2. A00ATERST2 Tekai (] B Reservad - first chaica is
resetved.
[Motes]
Room Type
5 Single SB Single with shower/bath

Click the [Change Accommodation] button to move to the Confirmation Page.
Click the [Clear & Back] button to return to the previous page.

Change | | clear | | Clear&Back
feT

Changing of room request status is not available

Once you have registered reservation, any of modification about waiting for cancellation is accepted.

To change the waiting status, please cancel the current reservation and make a new reservation.

3-3. Cancel

1&2. Follow [Change]
3. "Cancel accommodation”

| Cancel Accommodat :Jrl | Cancel Travel Claim | | Change Accommodation | | Change Travel Claim

| Dorm.Usage Recoed |

4. "Cancel accommodation”

Plesse click the [Cancel Accommodation] button to move to the Confirmation Page >
return to the previous page.

| Cancel Accommodation | Back |

5. "Confirm”



Please click the [Confirm] button to complete to cancel the booking
iok tha [0 button to retum to the previous page.

| Back |

4. Regarding room changes during the period of use

You may be asked to move rooms during your stay. Please check using the following methods.
» To know a day before: Notices will be posted in the room
» How to check anytime during the period: From the 1%t day of your stay, you can find reservation details

in way of the next sentence (5. Confirm reservation).
» Once you apply for a period extension, check a confirmation email from the system.
» If you request a room exchanging directly at Users Office, receive a room number from UQ.

@ How to move out/in when changing rooms and how to take a break after returning to the room
Please return your room key to the reception by 10am and later after 4pm pick up key for night.

Note that accommodation rooms are not available from 10am to 4pm.

If you would like to use a nap space, etc., please contact User Office and reserve the "nap room" (Tokai

Building 1).

5. Confirm reservation, Print out a reservation confirmation

Please print out a reservation confirmation (Dormitory Usage Record) and present at check-in desk.
1. Accommodation Booking and Travel Expenses Application Status > Accommodation and Travel

Expenses Status. Click reservation number.

> Home > Accommedation Booking and Travel Expenses Application Status > Accommodation and Travel Expanses Status

<< KEK TOP

<< Home # Accommodation and Travel Expenses Status
+ Administrative Procedures for
Visiting KEK/J-PARC
. A fon Booking Use this page to print out a Dormitary Usage Record or a Wark-related Travel Permission Request form if required

Select the visit for which you require printed documentation from the table below and click the appropriate button
A PDF version of the requested document will cpen in a separate window for you to save or print.

- Accommodation Booking a
g‘:‘:!l Expenses Applicationy @ulw the details of any accommodation booking click on the relevant Reservation No. in the table below.
us

1. Accommodation and Travel
Expanses Status

it 171 Page Top Prev Mext Last

Resendation Ma. Akcommodation Period Travel Expenses Period Application Type Approval Status Accom. Charge Status
NOT FIXED

D2024-00005860  2@R4/08/08~2024/08/08 ~ Accommodation

Accommodation
Trave! Expanaes PENDING DEDUCTED

‘accommodatien

10~2024/08/11 2024/08/10~2024/08/11

3. Apartment Accommodation
Status

2. Click " Dorm Usage Record”

*Please be aware, that interest in accommodation charge can be added if there is a delay in payment that shall be
done before your departure.
Interest for delay will be calculated per each Period of stay.

| Dorm Usage Record |

| Close ‘

3. Print out to paper

6. Payment

In case of changing the days after payment have done, UO will refund. Please make sure that several weeks

takes of refunding process.



6-1. At the reception desk of Dormitory

Payment is accepted by cash (JPY), credit card (VISA, MASTER, JCB, and AMEX) and Debit-card.

6-2. Bank transfer

In case of payment by remittance, transfer to the bank account below.

Note: Transaction fee needs to be covered by the payer.

Upon making transfer, refer to the example and make sure to note accommodation period before the name
of the payer.

Bank Information:

Bank Name: Mitsui Sumitomo

Branch Name: Ushiku

Swift Code: SMBCJPJT

Account Number & kind: 4044782, Futsuyokin (Ordinary bank account)
Address: 280 Ushiku-machi, Ushiku-shi, Ibaraki-ken, 300-1221, Japan
Phone: (81)-29-872-7511

Beneficiary Information

Name: Inter-University Research Institute Corporation High Energy Accelerator Research Organization
Address: 1-1 Oho, Tsukuba-shi, Ibaraki-ken, 305-0801, Japan

Phone: (81)-29-864-5155

Example: Tsukuba Taro 2011/05/14 - 2011/05/16 ---> 05140516 TsukubaTaro

6-3. Online payment

Important: Online payment is accepted 28 days from the day following the date of check-out.

1. Click "Accommodation Booking and/or Travel Expenses” > “3. Online payment” on the left menu.

2. Online payment button is not highlighted at this state.

3 Home > Accommodation Bocking snd/or Trawel Expenzes > Onling payment
<< KEK TOP #0nline payment

= Accommodation 13
and/or Travel Expenses
1. sk an Accommodstion
Bcckine andfer dpply e _ To view the detsils of any accommodation booking click on the relevant Reservation No. in the table below.
Travel Expenzes (7 hi \I
2. Cancel/Change 1
scoommodation Booking o |

select ion Ma. ion Period Travel Expenses Period ‘“’"T'“‘;’;i‘" Fepraeal Oharge Online payment status

e O 1 oomo-oooci o 5 LTS ~ RO -~ Accommedstion 8100
and Travel Expenses In case Yo make Online payment, select the bocking you would like to pay and dick the buttan [Online payment] below,

Application Status LS v - i P

* View DOMMitony ROOM o o o o o o o o,

Awsilability [4 )

[Online payment] |
“ou can select Online paymerft o another payment method when the fee is unpsid and uncertain of payment method

“oull receive & mail when you click [Dnline psyment].
Flease follow the instructions in the email snd complete the payment.

* Site Map

1
]
1
Contact 1 1
.



3. Tick at  “"select” of the reservation and click “Online payment” .

> Hame > Accommedsticn Bocking snd/or Trawel Expenses > Oniine payment

<< KEK TOP line payment
— Accommodation Booking
and/or Travel Expenses

1. Make an Accommodation
(Ees o by A 7 To view the details of any accommodation booking olick on the relevant Reservation Mo. in the table below.
Travel Expenzes it
2.Cancel/Chanee
favied) Eg:;‘;‘f“ e et ll setect ion No. ion Period Travel Expenses Period “"!}';;:'“" Agproval Charge Online payment status
3.0nline payment
OIS 200ATTA1E - 2020/ -~ hccammadatin 8100

make Dnline payment, select the booking you would like to pay and cick the butten [Oniline payment] belo

[ Auslabiity [Online payment]
Site Map “You can select Onfine paymeflt o ancther payment method when the fee is unpaid and uncertsin of payment methad
oo ou'l recsive 3 mail when you dlick [Onling payment].
Contact [ Online payment | Plesss follow the instructicns in the amail and coplats the payment

4. "OK"

krswt.kek jp says

Are you sure you want to make online payments?

n Conee!

> Home > Acoommedation Booking and/or Travel Experees > Orline payment
K KEXTOP #0nline payment
~ Accommodation Booking
and/or Travel Expenses
1. Make an Accommodation
Booking ard/or Apgly for
Travel Eqenses
2. Cancel/Changs
\I‘\cmrrixbn Bookingor
ravel Experces Anolcation
3. Oriire payment select  Reservation No. Accommodation Period Travel Expenses Period M}‘;:'ﬂ" Aoprani Oharze Online: payment status
+ Accommodation Booking and
Travel Expenses Application
Statis. I case you ke Online payment, seiect the bosking yeus weald e to pay and click the buttcn [Onfine payment] below
* View Dormitory Room
Availability
* Site Map [Online payment]
You can selsst Onlive syment cr anather pasmrert method

To view the detalls of any accommodation booking click on the relevant Reservation No. in the table below.
1hit

2021/05/25 ~ 2021/05/26 ~ Accommadation 2700 Please complete psyment

wertain of payment methed

Contast ¥ ot].
Plenss follow the istrustion il 3nd complete the payment.
KEK Users Office

5. Receive confirmation by e-mail.
6. Access the website directed on the e-mail, entry necessary credit card information on the page and
proceed with the payment.

6-4. Refunding accommodation fee

The accommodation fee that has been paid will not be refunded unless it becomes impossible to stay
overnight due to natural disaster or the mechanism side. Please make sure to pay after confirming the

schedule.

/. Receipt

Receipt, as below, shall be issued at payment desk of Tokai Dormitory and/or Users Office unless applicant
applies offsetting.
Please note that electronic receipt is not supported. When the applicant will pay via bank transfer and/or online

payment and request receipt, contact Users Office.

Sample of receipt l S

- :: - (6-2) Incurred amount of fee
{¥fr address -4 B2 FE TC0O000000
OORZE/ *xxk university

D FH N
Eﬁ% name NEScvatio1D

HEE#%ES:D2020-00009999
OO OO

and reservation period (including

dormitory)

e.g.) 1 July-5 July (4nights)

1
1
1
1
I
|
1 night/room(s) not assigned at
1
1
I
1
|
1
1

1 liihhse ctarvsmnA At bkl Al A



¥ 3,000 -

{ N\
|LPeriod J

7-1. Issuance of Invoice

Qualified Invoice

Please submit or mail the original receipt to Users Office. After we complete to the qualified invoice and
send back to you by post. Note that only available after payment.

Separately from the accommodation facility usage fee, we will add the tax-excluded amount, 10%

consumption tax amount, eligible invoice issuing business registration number and telephone number.

Information in English INVOICE

Especially for the guest from abroad and require invoices written in English. Note that only available after
payment. Please contact Users Office and the invoice will be sent by email after payment.



If you wish a prescribed format, please submit it in advance.

INVOICE

Date:
Dear

University name:
Address:

J-PARC Center Users Office

(Tokai Campus Administration Division)

1F Ibaraki Quantum Beam Research Center

162-1 Shirakata Tokai-mura Naha-gun, Ibaraki, Japan

Tokai dormitory short-term lodging fee

Reservation D2024- 2024/06/10-2024/06/14 4 nights
Amount ¥12,000-
Description
no. Date Accommodation Campus Details

1 2024/6/10 Tokai SB-Buil-1 No.205
2 2024/6/11 Tokai SB-Buil-1 No.205
3 2024/6/12 Tokai SB-Buil-1 No.205
4 2024/6/13 Tokai SB-Buil-1 No.205

7-2. Affiliation on receipt

Affiliation which was registered at the time of booking on the system is printing on receipt. Change the
information, then make a reservation, as needed.

7-3. Separate issuing receipt

€ If you would like to separate the receipt in two or more, make sure to separate the reservation period

in advance.

€ Incurred amount of fee and reservation period may not be matched in case of staying outside

dormitory are included in the reservation period. Please make sure to separate the reservation period
in advance.



