Rakrak Workflow |l

Institute Fee Receipt
Application Manual

Revenue Group, Accounting Division, Finance Department

*Please ensure that all payments are completed before applying.

Receipts cannot be issued to those with outstanding balances.



Log in

* Log in to the Science Tokyo authentication system and select
"2 L Workflow 1" (Rakrak Workflow 11).
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How to Apply

« Select "New" from the “Apply” menu.

SCIENCE TOKYO

Approval Scheduled MNew Draft In Process List

Application operations on Rakrak Workflow (formaly known as T2APPs) are restarted from October Tth, 2024.

Due to the construction of the environment of Science Tokyo, there is a possibility that maintenance may be repeated several times. Pl
#Notes

- Some applications may have their own resumption schedule. Please check the announcements from each section.
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How to Apply (2)

« Select Bf7%EB (Finance Department)
> #X3EEE (Accounting Division)

> $AUNZE 1T (Receipt Issuance)
from the menu bar on the left.

s SCIENCE TOKYO

Approval Scheduled Mew Draft
[ 5 ]

= HES <D
= BER

B Invoice Issuance

Flease select document type from the left.

I Il Receipt Issuance I




How to Apply (3

e Review notes on issuance

*Please make sure to complete all payments before applying.

Document Mo. ’ F2024-%n0%S vl *Seguence®

——————————————\
Request to issue a receipt for fee payments (enrollment fee, application fee, tuition)

Amount and Payment of Tuition and Other Fees

https://www.titech.ac.jp/english/student/students/tuition, tuition

You cannot apply for a receipt for unpaid fees.
Please complete payment first.
It will take about three weeks to confirm payment and issue a receipt.

For urgent requests due to submission deadlines, etc.,
please inguire with the below contact about possible issuance dates.

I Completion of issuance will be notified to the applicant by email.
\ During busy times, we may not be able to respond to individual requests,

s0 please apply well in advance. /
s s - - IS IS I S I I S e e e .

Contact
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How to Apply (4)
/)| eestien s

 Fill in the required fields

]

for issuing a fee receipt.

[
* Required fields are indicated with an asterisk. I

Name of company, organization, etc. the receipt will be submitted to

Language the receipt is to be written in Japanese O English
The receipt is generally issued without a seal. E— e ———
|n that Case! please SeleCt None o I MName of addressee on the receipt ® Applicant name O Other

n . ” . H
SeleCt ReqUIred Only If you need a Seal on the recelpt' Fill in the name of addressee to be displayed on the receipt. _

I How you wish to receive the receipt ® Online ' by post Cin person (for urgent request:

(Select how to receive the fee receipt. RF LA ORIEIIHOC
O Online : Download a PDF file from Rakrak Workflow | e reasemfor he weent request
O by post : Will be sent to the designated address I aetl code (1 ‘by ot 1 scected

kO in person: Pick up in-person at the Accounting Division office I

Postal address (if “by post” is selected)

~

If you prefer postal mail, enter \
the postal code and address here.

/

\__________’




How to Apply

Receipt for application fees
Select a relevant program Bachelor's degree program ' Master's degree program © Doctoral degree program ©' Non-degree student
Amount paid {application fee) upY

You cannot apply for a receipt for unpaid fees. Please complete payment first

Date of payment

Receipt for enroliment fee

Select a relevant program Bachelor & Master © Doctor O Non-degree student O Research student O International exchange / visiting

Enroliment fee exemption status ® Mot exempt O Fee reduced by 50% O Fee reduced by a third © Fee reduced by two thirds © Other

If “Other” is selected, please enter the payment amount.
Amount paid {enrollment fee ) UPY
You cannot apply for a receipt for unpaid fees. Please complete payment first

Date of payment

Receipt for tuition

Select a relevant program from the options Bachelor  Master O Doctor O Mon-degree student O Ressarch student O International exchang

Tuitien exemption status ® Not exempt Fee reduced by 50% O Fee reduced by a third O Fee reduced by two thirds ' Othe

If “Other” is selected, please enter the payment amount.

You cannot apply for a receipt for unpaid fees. Please complete payment first

Scroll down to the bottom half
of the screen.

Enter the details of the fee receipt to be issued.

Fill in balow if you are bachelor's, mastar's, doctoral, or rassarch stw

Tuition amount (ragular / resaarch stwdant]

Ent Selact Acadamic year (YY)

Fill i balow if you are a non-degree student

Tuition amount [non-degres studant}

Ling (2->4

Ent Sclact Acadamic yaar [YYYY]

Eamester (spring/fall) Diate of payment Amount paid

[salect ansl W* =1
(salect anal w* Py

Mumbar of credics Date of payment Amaunt paid

Py
oy

Fill ini balow if you are an imernational sachangs |/ visitng student

Tuition amount [international axchangs /v

Ling (2-34

Ent Sclact Acadamic yaar [YYYY]

Comments, atc. to the Accounting Divisian

ting studant!

Course length (in months) Date of payment Amount paid

Click "Save document” , after filling
in all required fields.




How to Apply (6)

« Check your entry and submit. A————

A workflow has not been started yet. After confirming a route, click [Start

workflow]

Start workflow H Correct docu mert“ Discard document H Similar entry H Eu:-een-::-F'DFl

*Your application has not been submitted
yet on this screen. To submit, please T i = =
confirm the contents and make sure you === TTTT T T T T T T T T T T T s s T s s s s s s
click the “Start workflow” button at the

bottom of the screen.
‘ Scroll down to the bottom

of the screen.

Confirm the contents and | o o

click “Start workflow” . F e

Start workflow

—

Correct document || Discard document || Similar entry || Screen-=PDF

|

If you want to modify the contents, click
" Correct document” .




How to check the status of the application document

Bpproval Scheduled MNew Draft In Process List
You can check the status of your = EER QR ~  Sesrehby keyword
application documents by selecting B Invoice Issuance

Please-=elect document type from the left.

- I
AL E (Finance Department) f= Receipt Issuance |

>#XIEE (Accounting Division)
> $BINZE H1T (Receipt Issuance)

from the List menu bar.

Approval Scheduled MNew Draft In Process List Search
—
= HEEE el S d
BEREE
B Invoice Issuance  geps . feASIER - S5 - S28 - Receipt Issuance
I Receipt Issuance
—
= 1EWE Favorites of Folders
S HEEEEEES Operation: [ToCsv C-L.tnut][T—: Exce Ou'.:-l.t]
= Budget Code seart

[ Screen-=PDF batch output l

= Budget Code Regi:
M Library Services R

23 Records Page No.l

B R i i e i Vld® iy
= ZERER
SEREER 1 ] Entry After Publish Finish _ I
£ Study Abroad an
Bm Nuarcone Traus |



Notification of issuance + instructions tor receipt

* You will receive a notification email when the issuance is completed.

The receipt will arrive via the method you chose earlier (How to Apply (4)).

~

Issuance Methods

<< RakRakWorkflow II sends this E-mail automatically. »> O Online : Download the PDF file from Rakrak Workflow |l
(See next page as a reference).

To [ : - :
O By Post: The receipt will be sent to the designated address.

This 3 Acceunting Divislod of Sclence Tokyo. Please allow some time for delivery.

Receipt Document No. [ O In person at the Accounting Division counter : Please bring

- EEE S B S B e S e . your student ID to collect your fee receipt at the Accounting
< How to Receive Receipt.~ l L. .
By post: The receipt will be sent by standard mail (EAEHME). Division office.

Confirm document content, Please click this URL and log in. , @®Revenue GrOUp, Accounting Division,

o Ookayama Campus: Centennial Hall, 4F

Office hours: 8:30 a.m. to 5:15 p.m.,
Revenue Group, Accountling Division, )

Finance Department, Monday thl’OUgh Frlday

Institute of Science Tokyo

2-12-1 ODokayama, Meguro-ku,
Tokvo 152-8558 JAPAN




How to receive the receipt electronically

Log in to the Science Tokyo
authentication system from the link in the

Approval Scheduled Mew Draft In Process List

notification email, and download the PDF S —~
fi | e . Eﬁ@ﬁ; <Dl ol oo )
= Invoice lssuance (Select the relevant document

Bu Receipt Issuance Pleaze select document type f

number from the list menu

When selecting the file from the List menu bar, and scroll down to the bottom
the file will be posted under “Online issuance RENT @F D SEEEr:

of receipt”. W/

<< RakRakWorkflow II sends this E-mall automatically. »»

7 I

This is Accounting Division of Science Tokyo.
The follow document is decided.

Receipt Document Ho. [N

< How to Receive Receipt’
Online: Please log in to the system and download the receipt file.

The PDF file will be posted in
"Online Issuance of receipt” .
Click to download the file.

Confirm document content, Plegca click this URL and log in.

Revenue Group, Accounting Division, j/
Finance Department,

Institute of Science Tokyo - - - .

2-12-1 Ockayama, Meguro-ku, Online issuance of receipt | Read -test—_-pdf{lEII{E

Tokvo 152-8558 JAPAN




T you received a "Notice of Return” email due to
incomplete application (1)

Select Form : —EFmH £ BEOEER
Back to List.

 After confirming the reason for the (Som oo (S [eenror
return in the email, click the link and
log in to the Science Tokyo ~—
authentication system. S
y —

. S

Job schedule Job actual re:

 A——
I ] I I ] I \

The following document was returned t by
Receipt Document No. GGG Activity Persan in charge Operation
I Start Start

I - e e
—__ _ _ _ _ _ _ e e

Please login to Rakrak Workflow at the following URL and correct the contents

Correction Instruction

- N Review RITRE ($3) - F58)

Publish

Scroll to the bottom of the screen to check the fields
that need to be corrected.




T you received a " Notice of Return” email due to

incomplete application (2)

» Select the document number of the
document you wish to revise in the
“Approval” menu, modify the
document, and resubmit it for
application.

-

If you click the document number, the application
form will open. Modify the document according to
the comments at the bottom of the page.

\_

Institute af
s SCIENCE TOKYO

Approval Scheduled MNew

[=¥

Review/Approval <] RN M SELOT

Select the document number of the

J

All ' document you wish to revise in the
1 Record Page Mo.
_ “Approval” menu
Filter by No.
ZEHE - Receipt 1
Issuance
1
Job schedule Job actual r
Activity Person in charge Operation

Review EITEE (28 - =550
Publish

After you have modified the document,

Commpnt

click "Completion” to resubmit the contents. (j\

[} Parform continuous operation Completion M Save temporarily




When canceling a returned application (1)

% SCiENCE TOKYO

Bu Receiptlssuance  =mpises - HisAZHR - B - S8 - Receipt Issuance
Sl

« |f you wish to cancel the application specified e |
in a " Notice of Return " email, select the m st cote e [
application’s document number from the List L e o
menu bar, and click the “Stop workflow” =mmsan e
£ study Abroad and 1 Entry Before Publish In process ]
button M= Overseas Travel |

T B3 BOEER

| Slj}n anzry“ Screen-=PDF

| Stop workflow

A comment field will be displayed to provide the reason for
withdraw. Document MNo.
Enter the reason for the withdraw and click the “Stop Affiliation

workflow” button again.

—=auhH Fi BHEZHA

| Stop ".-".-'Clrr‘lﬂD'."x"H Raturn H Similar E"tr}-l S:ree"-:::-F‘]Fl

If you click the “Stop workflow” button, the comment |
application data will be moved to “Draft”.

Document Nao.




When canceling a returned application (2)

Scheduled MNew e In Process List

ERHEER - HEAEHER - 3 - 225 - Receipt Issuance

« |f you withdraw the application, the B
data will be saved as a “Draft” menu. - - |

Screen-=PDF batch output

1 Record Page Mo.1

Ma. Select ] Work type Document Mo. Affiliation

1c ey -\ i )

Select the document number of the I

document you wish to cancel in “Draft”
and click the “Discard document”

& workflow has not been started yet. After confirming a route, click [Start workflow]
b U tto n . Operation: | Amendmant history |

| Correct docu |€“ Discard cocm‘.ant] | Sirm;r entr',-.-'“ Su::reen—::-F‘DFl
\ /

==

Start workflow

Document Nao.



« Contact for inquiries on the issuance of institute fee receipt:
Revenue Group, Accounting Division, Finance Department
(acct.rev@adm.isct.ac.jp)

*For inquiries, please make sure to include your name and student ID number
in the email when you contact us.
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