Applying for Travel Expenses Support (Manual)
<KEK User Support System>
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Introduction
® KEK users can apply for KEK Travel expense applications.

® The Details of payment amount are round-trip transportation expenses, daily allowance, and
accommodation expenses. Transportation expenses includes only domestic travel and is equivalent
amount to the amount using public transportation. Even if you are on a business trip from overseas, the scope
of payment is only for domestic travel.

® The amount of payment will be calculated in accordance with the KEK Travel Expenses Regulations.

Therefore, the calculated amount may not be equal to the actual itinerary. The calculated amount will vary

depending on the business content, position at affiliation, accommodation, etc.

® Please note that travel expense application and application to visit J-PARC (application to enter J-
PARC site) are different procedures.

® Sign in to the KEK User Support System to apply for travel expenses. In order to sign in, it is necessary
to register a user account and/or add additional duties in the relevant fiscal year.
https://krs.kek.jp/uskek/ui/Ul_00000E

® Change your affiliation information before applying for travel expenses as it affect the calculation of travel
expenses.


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

1. Flowchart of receiving travel expenses

[Bank Transfer] If you have a bank account in Japan, you will receive it by bank transfer.

1. Apply for travel expenses

Must be pre-application in principle.

2. Application approved
You will receive a notification of approval completion from the system within a few business days to a week after

application.

3. Register a bank account

4. Confirm the itinerary
A few business days after the end of the business trip, you will receive a confirmation request notification from
the system, and confirm immediately. After confirmation, Users Office proceeds to calculation. For any changes,

inform Users Office the details at [modify] of itinerary Verification via the system.

5. Paid by bank transfer
Regular payment date around the 25th of every month excluding bank holidays.
Normally, for business trips that end by the 25th, payment is made on the regular day of the following month, but

depending on the procedure, payment may be made after that.

[Cash transfer] If you do not have a bank account in Japan, you will receive in cash.

1. Apply for travel expenses
Must apply at least 2 weeks before the business trip start date.

2. Application approved
You will receive a notification of approval completion from the system within a few business days to a week after

application.

3. Confirm itinerary and payment date
You will receive an email from the Users Office about confirming the itinerary details and pick-up date.
Reply promptly.

4. Receive travel expenses in cash
Please come to the J-PARC Center Users Office (for business trips at the Tokai Campus) or Accounting
Division (for business trips at the Tsukuba Campus) on the designated date.

If your itinerary changes while you are on a business trip, please contact Users Office immediately.

Please make sure that it takes several business days from recalculation of amount to payment date.



2. Travel expense application

As a general rule for application, applicant must apply before business trip. For payment, if travel expenses
cannot be paid by bank transfer to domestic bank account, ex. travelers from overseas, payment by cash is
available instead. If you do not have a bank account in Japan and wish to receive in cash, please apply at least 2

weeks before the start date of your business trip as it will take time to prepare.

KEK User Support System https://krs.kek.jp/uskek/ui/Ul_00000E

1. Signin, click the left menu [Accommodation Booking and/or Travel Expenses]

2. Click “1. Make an Accommodation Booking and/or Travel Expenses’ displayed on the website.

<{{ KEK TOP

<< Home

+ Administrative Procedures for
Visiting KEK/J-PARC

— Accommodation Booking
and/or Travel Expenses

1. Make an Accommodation
Booking and/or Apply for
Travel Expenzes

2 Cancel/Change
Accommodation Booking or
Travel Expenses Application

3. Apphy for Apartment
Accommedation (Tsukuba
Campus,

4 Cancel/Change Apartment
Booking Application (Tsukuba
Campus)

8. Online pavment

3. Select the registered [Primary purpose of visit to KEK] and [Details] of [appropriate details].

[Select the appropriate details]

Administrative year of visit to KEK

Primary purpose of visit to KEK |F'Iease select. V|
Details Please select. v
# The smlected prirmarny purpose is subiect to the trawvel
EXENEEs,

* :The selected primary purpose is subject to the travel expenses.

4. [Please select the type of application to be made] ‘Accommodation Booking and Travel Expenses’.
Click [Next].

[Please select the type of application to be made]

' Accommodation Only @ ravel Expenses Only ' Accommodation Booking and Travel Expenses

Please click the_[Mext] button to continue.
Click the [Clear] button to clear the entered information and re—display this page.

| Next | | Clear |

5. Enter the contents of [Travel Expenses Application] and click [Next].
For itineraries that are difficult to enter in (1) to (6), please describe the details in (7).

If you are uncertain about filling out the form, please contact Users Office (j-uo@ml.j-parc.jp).


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

> Home > Accommodation Booking and/or Travel Expenses > Make an Accammadation Booking and/or Apply for Travel Expense:
#ake an Accommodation Booking and/or Apply for Travel Expenses

[Application Type]l
Travel Expenses Only

[User Information]

+If you change your affiliation, please contact the Users Office by e—mail.

1.Name

2 Classification of system ]

3.Affiliation |

4 Primary purpose of visit to KEK .
5.Details I

[Travel Expenses Application]
1.Application Period

2 Departure Location

* Except in special cases, eraduate students should select “Home™ . T unsure please contact the Users Office
* If vou have selected “Other” please enter vour Departure Location in the field labeled “Other Location Details”™.

2

Other Location Details

3.Did/Will you visit any other locations during this travel on related business?
# If "Yes" please give details (place and dates) in the fisld labeled *Related visits”

Related visits

4 Final Destination

# If "Other”, please give details in the field labeled “ Destinations other than KEK™

Destinations other than Ki
KEK(Tokai) w

)

()

* Wikite name of the organization, first
5.Did/Will you travel by air on this trip? [ 5:
* The cost of air travel can only be paid in cases that the distance excesds 800km one way

# The areas where the distance from departure to KEK | that uze of air travel is allowed in Japan are Hokkaido, Aomori pre)
prf. Ishikawa pri. Tottori prf,Shimane pri, Hiroshima prf, Yamaguchi prf, Shikoku area, Kyusyu area and Ckinawa prf.

@®no O ves
6.Did/Will this travel receive financial support from any other source (including inside KEK)?

* If “Yes" please give detailz including the name of the source and the dates of travel covered by that source in the box |
of fundine”.
Other sources of funding
@he  Oves —

‘ ®)

)

7.5pecial Gircumstances
If there are special circumstances relating to this trave| expenzes claim, please give details in the box below (e, if you are
than one experiment, or visiting other institutions before/after coming to KEK). Alsa, in order to make a travel allowance pa
an KEK regulation, if you stay at your hause or family home (You'll be paid for travel cost and daily allowance but not for lo
accommodation at no chargeor a local public oreanization or an independent administrative institution or a national universit
Tnter-University Research hetitute except KEK, {ill in a notification

@

§.Beamline. Beamtime Selection :‘é‘:

)

= . . .
* If you wish to select from the table below an entry for which the maximum number of participants to
already been reached, please contact the Experiment Spokesperson.

Beamtime(hrs) Mazx. No. of]
(maintenance. excluded) Participantd

Select P Mo. Start Date  Finish Date

Beamtimethr

Up to 24
Ower 24

FA soore over
additional

9In case you will be coming to KEK for business trip before or after the allocated beamtime, please expla
below. If it is Maintenance with provided travel expenses. you do not need to select any beamtime listed
still you are asked to write the reason_

)

Please click the [Mext] button to enter the above details and move to the Confirmation Page.

| Next I\ || Clear & Back |

®As a general rule, advance application is required, but it is
possible to apply after the trip if you have permission from the
travel expense approver.

@Graduate students: Home
Other than Graduate students: Affiliated institution

[For Business trips from overseas] Since the scope of payment

is limited only for travel in Japan, domestic airports are
applicable departure and arrival points.
from

@ If departure and arrival points are different

home/university/company, to another

for-instance going
business trips before and after, select ‘Other’ and enter
correctly. Make sure that KEK only pay for the relevant part of
KEK business.
[Example: Before business in J-PARC, having a trip to YYY
University departed from my Institute. -> Select ‘Others’ and
enter location details.]

@If there is a waypoint between the departure point and the
arrival point, select ‘Yes’ and enter details. Make sure KEK

only pay for the relevant part of KEK business.

®If ‘Yes’ please submit the original boarding pass (boarding

certificate) and receipt immediately after the business trip.
After receiving the documents, the payment procedure will

resume. Mail a documents or send an electronic data by email.

If the travel information on boarding pass and receipt are not
related, we may ask you to submit an itinerary and/or an email

at the time of booking, etc.

®If you have other travel expenses paid by KEK in series with
this business trip, select ‘Yes’ and enter details. [Examples:
ABC Committee / 123 Experiment]

Clear

- use different routes for round trips

- get a travel budget paid by other KEK business

- ride in the car another person drives

- use accommodation other than the dormitory

(®Entry is unnecessary for this column.

- receive a reward

@D Please enter any supplementary information and items which will be affected/related to calculation of transportation
expenses, daily allowance and accommodation expenses (these are travel expenses), such as the followings.
- have another business before and after of this trip

- have another business during this trip [Example: 1April-5April for 123 expt., 3April-8April is 456 expt.]

- use a KEK shuttle bus between Tsukuba and Tokai campus

- package tour, etc

Payments which overlaps with other expenses are not allowed. Adjust the burden part before this application.

@)If this visit is not for allocated bemtime, describe the reason in @ or here.

(Examples) preparation of experiment, pre-meeting, tidying up, data analysis, etc.




6.

Check the contents and if there is no typing error, click [Next] to complete the application.

When the approval of the travel expense approver is obtained, the system will notify you of the completion of
approval.

Please note that it may not be approved due to budgetary conditions or other reasons.

Travel expenses are calculated according to KEK Travel Expense Regulations.

Receipt of aircraft

You do not need to submit a receipt for the railroad fare, car fare, and accommodation fee, as the

travel expenses will be paid at the specified amount. Receipts need to be submitted only when using an

aircraft. Please send_a documents or send by email an electronic data the original boarding pass

(boarding certificate) and receipt immediately after the business trip. After receiving the documents, the

payment procedure will resume.

* If the boarding pass and receipt information are not related in series, we may ask you to submit

supplementary documents, ex. an itinerary, an email at the time of booking, and etc.

3. Accommodation reservation & travel expense application

Offsetting for deduction the accommodation expenses from travel expenses to be paid.

(Applicant must select ‘Accommodation Reservation & Travel Expense Application’ of [application type]).

KEK User Support System https://krs.kek.jp/uskek/ui/Ul_00000E

1.

2.

3.

Sign in, click the left menu [Accommodation Booking and/or Travel Expenses]

Click ‘1. Make an Accommodation Booking and/or Travel Expenses’ displayed on the right side.

<< KEK TOP
<{ Home

+ Administrative Procedures for
Yisiting KEK/J-PARC

— Accommodation Booking
and/or Travel Expenses

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

el

. Cancel/Changs
Accommodation Booking or
Travel Expenses Application

oa

CApply for Apartment
Accommedation (Tsukuba
Campus

4. Cancel/Change Apartment

Booking Application (Tsukuba
Campus

on

. Online payment

Select the registered [Primary purpose of visit to KEK] and [Details] of [appropriate details].


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

[Select the appropriate details]
Administrative vear of visit to KEK

Primary purpose of visit to KEK |F'Iease select. V|

Details Please select. v

* - The selected prirany purpose is subiect to the trawvel
EXperEes,

* :The selected primary purpose is subject to the travel expenses.

[Please select the type of application to be made] ‘Accommodation Booking and Travel Expenses’.
Click [Next].

[Please select the type of application to be made]
O Accommodation Only O Travel Expenses Only l::l:::lmrmdatiun Booking and Travel Expenses

Please click the [Mext] button to continue.

Click the [Clear] button to clear the entered information and re—display this page.
Next | Clear |

Enter the contents of [Accommodation Booking] and click [Next].

[Accommodation Booking Request]

Only accommodation booking requests for registered activities within KEK can be as for the ore that it stays out
during the application for its corvenience, accepted

Booking requests must be lodged at least ore day before the interded night of stay. For same day bookings,
pleasa ask at the KEK Usars Office

The maximum length of stay that may be requested ina singe application is 31 nights. For stays longer than 3
rights, another request (subjkct to the usual conditions) must be lodged.

Click here to check room availatility.
1.Application Period

(2021 (05 v ) (19 frig) B~ (2021 v (05 v/ 18~ froming 20
2 Please select the campus  The location of KEK (Tsukuba) ard PARC (Tokai] (PDF)

O Tsuhuba Campus @ Takai Gampus

Ueers who wish to rmake dormitory booking for both KEK and JFPARC, reed to make two reservations per each
Tsukuba and Tokal campuses,

3.Room type
First choice Singe with shower/hath
Second chaoice Mo secord choice

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

Ueers who st for waiting list, shall confirm their hooking status of a roor, accordingy, from the Menu on the left:
> Hare » Accommodation Booking and Travel Expenses Application Status > 1. Accommodation and Travel
Experses Status. Please click relevant Reservation # and Booking status.

none v

[Reservation Status]
| Reservation period |

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

Case, when vou want to check reservation of accormodation during Period of stay,

Please click the [Next] button to enter the above details and move to the Confirmation Page.
\ Next | | Clear \ \ Clear & Back |

Enter the contents of [Travel Expenses Application] and click [Next].
For itineraries that are difficult to enter in (1) to (6), please describe the details in (7).

If you are uncertain about filling out the form, please contact Users Office (j-uo@ml.j-parc.jp).



> Home » Accommodation Booking and/or Travel Expenses > Make an Accommodation Booking and/or Apply for Travel Expenses

# Make an Accommodation Booking and/or Apply for Travel Expenses

[Application Type]

Ascommadation Booking and Travel Expenzes

[User Information]

* If you change your afilistion. please contact the Users Office by e-mail.

1.Name

2Glassification of system _

3.Affiliation I

4 Primary purpose of visit to KEK _
5 Details I

[Travel Expenses Application]

1.Application Period

-] [v]®
Set Period to Match Accommodation Request

2 Departure Location

* Except in special cases. eraduate students should select "Home” . If unsure please contact the Users Office.
# If wou have selected "Other” pleaze enter your Departure Location in the field labeled “Other Location Details™

— |

Other Location Details

[afigton v] (2) o)

3.Did/Will you visit any other locations during this travel on related business?
#* If "Yes" please eive details (place and dates) in the field labeled " Related visits”
Related visits

@ o O ves ‘ C
4.

4 Final Destination

* If "Other”, please give details in the field labeled " Destinations other than KEK".

KEK{Tokai)

Destinations other than KEK

* White name of the organization, first
5.Did/Will you travel by air on this trip? @

* The cost of air travel can only be paid in cases that the distance exceeds 800km one way

* The areas where the distance from departure to KEK | that use of air travel is allowed in Japan are Hokkaido, Aomori prf | Akitd
prf. Jshikawa prf. Tottori prf.Shimane pri. Hiroshima pri. “famaguchi prf. Shikoku area. Kyusyu area and Okinawa prf..

@ro Oves
6.Did/Will this travel receive financial support from any other source {including inside KEK)?

* If'”ers" please give details including the name of the source and the dates of travel covered by that source in the box labeled
of fundine’

Other sources of funding

® .
15pecial Gircumstances

If there are special circumstances relating 1o this travel expenses claim, please eive details in the box belaw (e &, if wou are partici
than one experiment, ar visiting other institutions before/atter coming to KEKI. Also, in order to make a travel allowance payment pi
on KEK reeulation. if you stay at your house or family home (You'll be paid for travel cost and daily allowance but not for lodgine cf
accommodation at no charesor 5 local public organization ar an indepsndsnt sdministrative institution or a national university corpol
Inter-University Research Istitute except KEK, fill in a notification.

@
8.Beamline. Beamtime Selection @

# If you wish to select from the table below an entry for which the maximum number of participants to be fu
already been reached. please contact the Experiment Spokesperson.

@ o s

P

Beamtime(hrs) Max. No.of Mo.

Finish Date ( intenance. excluded) Participants  Alr|

Select Proposal Mo. Spokesperson Beamline Start Date

Beamtime(hrs) o
Up to 24
Over 24

FAD score aver 40,
additional

91In case you will be coming to KEK for business trip before or after the allocated beamtime, please explain the
below_ If it is Maintenance with provided travel expenses. you do not need to select any beamtime listed in ab
still you are asked to write the reason.

©)

Please click the [Next] button to enter the above details and move to the Confirmation Page.
[[ nex ] | [ Crear & Back

Clear

@®As a general rule, prior application is required. Even after a

business trip application will be acceptable if the travel
expense approver permits.
@Graduate students: Home
Other than Graduate students: Affiliated institution
[For Business trips from overseas] Since the scope of payment

is limited only for travel in Japan, domestic airports are

applicable departure and arrival points.

@ If departure and arrival points are different from

home/university/company, for-instance going to another

business trips before and after, select ‘Other’ and enter
correctly. Make sure that KEK only pay for the relevant part of
KEK business.
[Example: Before business in J-PARC, having a trip to YYY
University departed from my Institute. -> Select ‘Others’ and
enter location details.]

@If there is a waypoint between the departure point and the
arrival point, select ‘Yes’ and enter details. Make sure KEK
only pay for the relevant part of KEK business.

®If ‘Yes’ please submit the original boarding pass (boarding

certificate) and receipt immediately after the business trip.

After receiving the documents, the payment procedure will

resume. Mail a documents or send an electronic data by email.

If the travel information on boarding pass and receipt are not
related, we may ask you to submit an itinerary and/or an email
at the time of booking, etc.

®If you have other travel expenses paid by KEK in series with

this business trip, select ‘Yes’ and enter details. [Examples:
ABC Committee / 123 Experiment]

- use different routes for round trips

- get a travel budget paid by other KEK business

- ride in the car another person drives

- use accommodation other than the dormitory

(8)Entry is unnecessary for this column.

- receive a reward

(7)Please enter any supplementary information and items which will be affected/related to calculation of transportation
expenses, daily allowance and accommodation expenses (these are travel expenses), such as the followings.
- have another business before and after of this trip

- have another business during this trip [Example: 1April-5April for 123 expt., 3April-8April is 456 expt.]

- use a KEK shuttle bus between Tsukuba and Tokai campus

- package tour, etc

Payments which overlaps with other expenses are not allowed. Adjust the burden part before this application.

(9)If this visit is not for allocated bemtime, describe the reason in (7) or here.

[Examples: preparation of experiment, pre-meeting, tidying up, data analysis, etc.]




7. Check the contents once again and click [Next]. Once it is approved by travel expense approver, you will
receive an approval completion notification from the system. Make sure that your requests may be remanded
due to budgetary conditions or other reasons and the amount is calculated in accordance with the KEK Travel

Expenses Regulations.

Offset
Only for travel expense applicant. Once the applicant books Tokai/Tsukuba Dormitory and apply for

travel expenses, accommodation expenses of the dormitory will be deducted from the travel expenses

which will be transferred. Therefore ‘offset’ eliminates the need to pay dormitory room rates at check-out.

Check if application is applied to offset : Sign in htips:/krs.kek.ip/uskek/ui/Ul_00000E and go to
[Accommodation Booking and Travel Expenses Application Status] , ‘Accommodation charges’ field of
[1.Accommodation and Travel Expenses Status]. Status of application is as follows.

DEDUCTED : Subject to offset

UNPAYED : Not Satisfied to offset, charged (paying not done)

NOT FIXED : Not Satisfied to offset, before check-in

/[ Requirements /[ Travel expenses and Tokai / Tsukuba dormitories usage fees can be offset when all

of the following conditions are met.

1. Select [Accommodation Reservation & Travel Expense Application] as the application type when

applying for accommodation. If you apply for travel expenses and accommodation reservations
separately, will not be offset. To modify applications to offset, please contact Users Office (j-uo@ml.j-
parc.jp).

2. There is no inconsistency between the period of travel expense application and

accommodation reservation. Example) If the accommodation reservation period is longer than the

travel expense application period, it will be considered inconsistent and will not be offset.
The business of travel expense application is same with accommodation application.

Never multiple budgets executed by KEK (including external funds such as Grants-in-Aid for Scientific

Research).
5. Inthe travel expense application, the departure location and final destination are not ‘Others’ and there
is no waypoint.
Payment will be made by bank transfer.
Accommodation fee is unpaid.
> Horre > Accommodation Booking and Travel Expenses Application Status > Accommodation and Travel Expenses Status

<K KEK TOP

+ Accommodation Booking # Accommodation and Travel Expenses Status
and/or Travel Expenses

— Accommodation Booking and
Travel Expenses Application Use this page to print out a Dormitory Usage Record or a Work-related Travel Permission Request form if required.

Status G 5 2 2 2 5 5
Select the visit for which you require printed documentation from the table below and click the appropriate button.
1. Accommodation and Travel A PDF version of the requested document will open in a separate window for you to save or print.
Expenses Status

S 7 f To view the details of any accommodation booking click on the relevant Reservation No. in the table below.
2. Verification of Itinerary and

accommodation

5 hit 1/ 1Page Top Prev Next Last
* View Dormitory Room : . . i AT
Availability Reservation No. Accommodation Period Travel Expenses Period Application Type Approval Status Accom. Charge Status
* Site Map D2021-00002847  2021/07/01~2021/07/02 2021/07/01~2021/07/02  Accommodation APPROVED ([~ DEDUCTED
Travel Expenses
Cortact D2021-00002848 2021/07/03~2021/07/04 ~ Accommodation UNPAD
D2021-00002849 ~ 2021/07/03~2021/07/04  Travel Expenses PENDING -
KEK Users Office
Tel:029-879-6135,6136 2 S - Accommodation
Fax029-B79-6137 D2021-00002850 2021/07/05~2021/07/06 2021/07/05~2021/07/08 T tliei liold PENDING DEDUGTED
E-mail: -
usersoffice®mail.kek jp D2021-00002851  2021/07/07~~2021/07/08 2021/07/07~2021/07/08 @fa‘f}%j”g‘:‘jdefs'g; PENDING NOT FIKED
Users Office
Tel: 029—-284-3398

Fax: 029-284-3286 \ )


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

4. Confirm application status

KEK User Support System https://krs.kek.jp/uskek/ui/Ul_00000E

1. Signin, click the left menu [Accommodation Booking and Travel Expenses Application Status]

2. Click “1. Accommodation and Travel Expenses Status’ displayed on the right side.

<{ KEK TOP
<< Home

+ Administrative Procedures for
Visiting KEK/J-PARGC

+ Accommodation Booking
andfor Travel Expenses

— Accommodation Booking and
Travel Expenses Application
Status

1. Accommeodation and Travel
Expenses Status

2 Werification of Itinerary and
accommaodation

3. Apartment Accommodation
Status

3. Select the reservation number to open the reservation details.

Issue an accommodation usage certificate

1. After 3, click [Dorm Usage Record] at the bottom.
2. The accommodation permit ‘KEK Tsukuba/Tokai Dormitory Reservation Confirmation’ will be displayed

and can be downloaded and printed. * Showing it at dormitory will make the check-in smoothly.

Download Invitation Letter of business trip

1. After 3, click [Work Travel PermissionReq] in the very bottom.
2. The business trip request form will be displayed. Download and print it.

The [Work Travel PermissionReq] button will be visualized after the travel expense application is approved.


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

[Travel Expenses Application]

1.Application Period
20017 05/18 - 2021706/ 21

2. Departure Location
Affiliation Other Location Details

3.DidWill you visit any other locations during this travel on related business?

Mo Related wisits

4 Final Destination
KEK(Tokai) Destinations other than KEK

5. Did/ Wil vou travel by air on this trip?
[20=]

6.Did/Will this travel receive financial support from any other source (including inside KEK)?
Mo Other sources of funding

1S5pecial Gircumstances

8. Beamline. Beamtime Selection

* If you wish to select from the table below an entry for which the maximum number of participants to be funded has
already been reached, please contact the Experiment Spokesperson.

Beamtime(hrs) Max. Mo. of Mo. of Participants

Select Proposal Mo. Spokesperson Beamline Start Date Finish Date e S [ ey Already Applied

Maximum Mo.
Beamtimefhrs) of participants
to be funded
Up to 24 1
Over 24 1

PAC score aver 410, a
additional

9If your nominated travel period (wholly or in part) is outside that of the allocated beamtime, please provide justification
below.

[ | Dorm.Usage Record || Work Travel PermissionReq | ]

Verification of Itinerary

You will receive an itinerary confirmation request email within a few days after your business trip.
Follow the directions to complete the confirmation.

Payment procedure will not be done unless confirmation is completed.

1. After 1, select ‘2. Verification of Itinerary and accommodation’.
2. Click the reservation number of the application for which you want to confirm the itinerary.
3. Check the contents and if there are no problems, [Confirm] — [Confirm].

* If there are any changes, please let us know the changes in [Modify].

5. Cancellation and Change

KEK User Support System https://krs.kek.jp/uskek/ui/Ul_00000E

1. After signing in, click the left menu [Accommodation Booking and/or Travel Expenses].

<{ KEK TOP
<< Home

+ Administrative Procedures for
Visiting KEK/J-PARC

— Accommodation Booking
and/or Travel Expenses

. Make an Accommodation
Eocking andfor Apply for
Travel Expenses

ro

Cancel/Change
Accommodation Booking or
Travel Expenses Application

. Apply for Apartment
Accommadation (Tsukuba
Campus)

Cancel/Changs Apartment
Bocking Application (Tsukuba
Campus

=%}

-

8. Online pavment


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

2. Select 2. Cancel/Change Accommodation Booking or Travel Expenses Application’ on the left menu.

3. Select the reservation number you want to change or cancel from the application list.

4. Click [Cancel Travel Claim] or [Change Travel Claim]

| Cancel Accommaodation | [|_ Cancel Travel Claim ﬂ | Change Accommaodation | Echaﬁge Travel Cla m]

| Dorm.Usage Record |

5. Complete to [Change] or [Cancel].

6. Must cancel your accommodation separately as accommodation application will not be canceled just by

canceling travel expense application. Return to the application list (5) and perform [Cancel Accommodation].

6. Bank Account registration

If you have a bank account in Japan, follow the directions below to register your account information. (Those who

have registered in the past with the KEK User Support System do not need to register again unless the account
information is changed.)
Only those who do not have a bank account in Japan, such as travelers from overseas, will be able to pay

in cash at the UO counter.

KEK User Support System https://krs.kek.jp/uskek/ui/Ul_00000E

1. After signing in, click the left menu ‘Administrative Procedures for Visiting J-PARC’, [1. Administration relating

to your visit].

2. Click [Next]

> Home > Administrative Procedures for Visiting KEK/J-PARC > 1 Administration relating to your visit
<< KEK TOP
<< _Home # Administration relating to your visit
Administrative Procedures for
Visiting KEK/J-PARC You are currently registered with the following activities at KEK for administrative year 2024
Please select the [Next] button to process administrative tasks relating to the relevant activity
Please note that our administrative year starts from April 1

1. Administration relating to your
visit

dentr @ purpose of your
visit to KEK/J-PARC 1. Experiment, IPNS (J-PARC)
+ Accommodation Booking Project No Spokesperson :
and/or Travel Expenses
+ Accommodation Booking and Frapocite
Travel Expenses Application
Status "
If you have already registered an experiment,
* View Dormitory Room you can add new experiments by clicking [Administrative Procedures for Visiting KEK/J-PARC] in the left,

Availability select [2. Identify the purpose of your visit to KEK/J-PARC] and add the necessary expariment.
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3. Click [Submit] on ‘Request for bank account number registration & change (Japan only) at [Online Application

Forms]

[Online Application Forms]

Form Title Required Completed

Request for bank account number registration & chanze Mo Na ‘ Submit |
(Japan anly



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

4. Read carefully ‘Notice of registration’ and enter your account information.

Select [Registration] or [Change]

Bank A Registratione
Date (2021 v |/[01 v ]/7[01 v
T i should be d ited to the bank

Fill in the account name on the first page of the

( If you had registered your bank account number already and want to make a change, /
please fill in all content again. ) e passbook spread

Your neme - ) /

Bank Account Name |+ Fics

™ On in5ide Of bank book

Financiel Name [ search |
Benk code | |
Financial institution (
(Jopan oniy) Branch code L J
Account clessificetion [Fulsu Yokin | Enter your own address and phone number
Account number } ( Less then 7 dgits )

Your sddress

If you select ‘Yes’ and enter your email address, you

|
o St ‘ lﬁ/ will be notified when the transfer date is confirmed.
Your E-mail address | D° YO hope 1o receive the paid notice mail? & v.'s‘/

E-mail :

<{Noti f
* If you have siresdy recistered your bank account number snd need to make 3 partisl
change. please fill in all columns agein .
* Account neme must be exactly the seme a5 your name on your bank book.
* In order to transfer money to sn sccount for Jepan post bank. an sccount number(3 digit)
for transferring is needed. Plesse check it with URL below snd fill in correctly. Ot is siso st
the bottom of your bank book)

Information for transferring sccount of Jspan post bank:
Bt/ /www ip-bank ispanpost ip/en indexhtmi (Japanese)

* We'll change s recistered name of bank or branch sutomsticslly, when your bank neme
changes.

(Notice of inputting charscters)

Numbers, English letters (Capital) some symbols snd Jepenese Kstakans sre ussbie. If you have trouble
inputting Japanese Katakana, plesse ask 8 Japanese person

When you use Japanese Katakana, please use full size katekana. Small katekans are non-enterable
Symbols which you cen use are (parentheses. ~hyphen, .period, spece, ,commas, /dagonsl, cnly.
When you input [79).you can siso input [ end [ (voiced sound mark) J in two le tters

When you inputfJ11. you can siso input )V Jandl* (P-sound conscnsnt mark ) Jin two letters.

Please click the [Next] button to enter the above details and move to Confirmation Page.
Next Clear & Ciose

5. Confirm the input contents, [Confirm] — [Confirm]
Bank transfer will be made on the regular payment date (around the 25th of every month) after the payment
procedure is completed. Basically, payment is made the month after the end of the business trip. If you wish
to change the transfer account, select [Change] in 4 and re-register.




