
Rakrak Workflow II 
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
"楽々Workflow II” (Rakrak Workflow II).



How to Apply (1)
• Select "New" from the “Apply” menu.



How to Apply (2)
• Select 財務部 (Finance Department) 

> 経理課 (Accounting Division) 
> 領収書発行 (Receipt Issuance)

from the menu bar on the left.



How to Apply (3)
• Review notes on issuance

*Please make sure to complete all payments before applying.



• Fill in the required fields
for issuing a fee receipt.

＊Required fields are indicated with an asterisk.

How to Apply (4)

The receipt is generally issued without a seal. 
In that case, please select “None” .
Select " Required” only if you need a seal on the receipt.

Select how to receive the fee receipt.
〇 Online : Download a PDF file from Rakrak Workflow II 
〇 by post : Will be sent to the designated address 
〇 in person: Pick up in-person at the Accounting Division office

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



How to Apply (5)

Scroll down to the bottom half 
of the screen.

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

• Enter the details of the fee receipt to be issued.



How to Apply (6)

Confirm the contents and 
click “Start workflow” .

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

Scroll down to the bottom  
of the screen.

• Check your entry and submit.

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



How to check the status of the application document

You can check the status of your 
application documents by selecting 
財務部 (Finance Department) 
>経理課 (Accounting Division) 
> 領収書発行 (Receipt Issuance) 

from the List menu bar.



Notification of issuance + instructions for 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
〇 Online : Download the PDF file from Rakrak Workflow II 
(See next page as a reference).
〇 By Post: The receipt will be sent to the designated address. 
Please allow some time for delivery.
〇 In person at the Accounting Division counter : Please bring 
your student ID to collect your fee receipt at the Accounting 
Division office.

●Revenue Group, Accounting Division, 
Finance Department
Ookayama Campus: Centennial Hall, 4F
Office hours: 8:30 a.m. to 5:15 p.m., 
Monday through Friday



How to receive the receipt electronically
Log in to the Science Tokyo 
authentication system from the link in the 
notification email, and download the PDF 
file.

When selecting the file from the List menu bar, 
the file will be posted under “Online issuance 
of receipt ” .

Select the relevant document 
number from the list menu 
and scroll down to the bottom 
half of the screen.

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



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

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

• After confirming the reason for the 
return in the email, click the link and 
log in to the Science Tokyo 
authentication system.



If 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.

Select the document number of the 
document you wish to revise in the 
“Approval” menu.

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

After you have modified the document, 
click ”Completion” to resubmit the contents.



When canceling a returned application (1)

• If you wish to cancel the application specified 
in a " Notice of Return " email, select the 
application’s document number from the List 
menu bar, and click the “Stop workflow”
button.

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

A comment field will be displayed to provide the reason for 
withdraw.
Enter the reason for the withdraw and click the “Stop 
workflow” button again.



• If you withdraw the application, the 
data will be saved as a “Draft” menu.

Select the document number of the 
document you wish to cancel in “Draft” , 
and click the “Discard document” 
button.

When canceling a returned application (2)



• 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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