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1 Introduction

1.1 Requests on data registration

The Database of Researchers is used to accumulate data on the research 

activities of our faculty and staff, enabling us to keep track of these activities and 

make use of the data to prepare materials for internal and external evaluation. Part 

of the data in the database is made available to society to disseminate reliable 

information. 

Part of the data accumulated in the Database of Researchers is published on 

websites based on individual privacy settings (Researchers can select “Public” or 

“Private” for part of the data) and under the information protection/management 

system of the university. 

Please register error-free, accurate data. 

Back to the Table of Contents ▲ 



Database of Researchers Users Manual for Faculty and Staff P. 2 

2 Using the Database of Researchers

2.1 Register and Refer to Individual Data Sets 

The Input the data feature enables researchers to register and view their basic 

information and academic achievements. Click the button on the menu screen. 
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The submenu page of [Input the data] will be displayed. Select an item you want 

to register/refer to from the list on the left of the screen. 

Back to the Table of Contents ▲ 
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2.1.1 Register, Refer to, and Delete Achievement Data 

Select a research activity you want to register/refer to from the list on the left of 

the screen. The list of the achievements in the selected research activity will be 

displayed on the right of the screen. 

In this example, we will select [Papers]. 

The details of the Relation and Distribution features are shown in sections 2.1.2 

Establish a Relation between Achievements and 2.1.3 Distribute Achievements, 

respectively. 

① To newly register an achievement, click the Create New button.
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② To copy and add, modify, delete, or refer to achievement data, check the

radio button in the [Select] column of the data to be processed and click the

appropriate action button.
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③ In the case of newly creating, copying and adding, or modifying data, the

achievement edit screen will appear. Follow the instructions to input and

modify the information.

 Be sure to input information in the fields with the Required icon.

 For the details of the icons, refer to section 2.2.8.4 Icons on the Data

Input Pages.
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④ After inputting data, click the Create New button.

* In the case of copying and adding/modifying data, the button corresponding to

each action is displayed.

Click the Reset button if you want to reenter the data from the beginning or the 

Return to list button if returning to the list page of achievements. 

Note that if you do not input the required information or enter invalid data when 

submitting the data, an error message will appear. If any error message is 

displayed, enter correct data according to the instructions in the message box. 
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⑤ After the confirmation screen appears, click the Register button.

The registered data will be newly added to the list and the list page of 

achievements will be displayed again. 

In the case of modification, the selected achievement will be updated. 



Database of Researchers Users Manual for Faculty and Staff P. 9 

⑥ If you want to remove an achievement, select the achievement to be deleted

and click the Delete button on the list page.
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⑦ After the confirmation screen appears, click the Delete button if you are

sure that you want to delete the data.

Back to the Table of Contents ▲ 
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2.1.2 Establish a Relation between Achievements 

The Relation feature allows a researcher to copy an achievement data set 

created by another faculty member and use the data to create his or her own 

achievement data. 

This feature is used if, for example, researcher A has created a data set on 

his/her paper and researcher B, who is the co-author of the paper, wants to refer 

to the data to create researcher B’s achievement data. 

Data sets associated with each other are linked with an ID called [Relation ID]. 

In this example, we will use an achievement categorized as “Papers” to explain 

the procedure for relating an achievement with another. 

① Click the Relation button on the list page of achievements.
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② The achievement search screen will be displayed. Search the achievements

registered to the system for the appropriate achievement. For the detailed

procedure for specifying search criteria, refer to section 2.7.1 How to

Specify Search Criteria.

③ The search results will appear in the lowest part of the screen. Select the

data set to be related and click the Relation button.
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④ The achievement edit screen where the selected achievement data are

input as default values will be displayed. If you need to correct the

information, follow the instructions to modify the data.

⑤ After completing the data input, click the Relation button.

Click the Reset button if you want to reenter the data from the beginning or the 

Return to list button if returning to the list page of achievements. 
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⑥ After the confirmation screen appears, click the Register button if you are

sure that you want to modify the data.
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⑦ The achievement data related to the other one will be registered and the list

page of achievements will be displayed. “○” will be inserted in the Relation

column of the achievement related to the other one.

Back to the Table of Contents ▲ 
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2.1.3 Distribute Achievements 

The Distribution feature allows a researcher to copy an achievement data set 

created by him/her to create other faculty members’ achievement data. 

This feature is used if, for example, researcher A has created a data set on 

his/her paper and wants researchers B and C, who are the co-authors of the 

paper, to refer to the data created by researcher A as their own achievement 

data. 

The distributed data will be handled as a set of data by linking with each other 

using an ID called [Relation ID]. 

In this example, we will use an achievement categorized as “Papers” to explain 

the procedure for distributing the achievement. 

① Select an achievement data set to be distributed on the list page of

achievements and click the Distribution button.
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② The window for selecting faculty members to whom the data will be

distributed will appear. Specify search criteria and click the Search button

to search for the recipient(s) of the data.

If you want to check the details of the data to be distributed, click the 

Achievement confirmation button. 
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③ The search results will be displayed in the middle part of the screen. Select

a researcher or researchers to whom the data will be distributed and click

the ↓Add button. Multiple recipient researchers can be selected at the same

time.
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④ The selected recipients will be added to the field at the bottom of the screen.

Confirm that any incorrect recipient has not been selected.
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If you want to cancel the selection, select a recipient you want to remove and 

click the ↑Cancel button. 

⑤ After completing the selection of recipients, click the Distribution button.
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⑥ After the confirmation screen appears, click the Register button if you are

sure that you want to modify the data.

The list page of achievements will be displayed. This completes the procedure 

for distribution of achievement data. 

 Update of the distribution result on the recipient’s achievement list page 

The achievement data distributed will be displayed on the achievement list page 

of the user(s) to whom the data have been distributed as an achievement related 

to the data of the distributor. “○” will be displayed in the relevant field. 

(In reality, faculty/staff members as an individual user cannot view the screen of 

other users.) 

Back to the Table of Contents ▲ 
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2.2 Import Data from External Databases 
(WoS, CiNii, researchmap) 

The automated external data import feature allows users to easily import data 

using web APIs from external databases, such as Web of Science, CiNii, and 

researchmap. 

Data in external databases are automatically collected nightly and stored in the 

intermediate database area. Users can complete data registration simply by 

selecting data sets that they want to import from the candidate data sets and 

approving them. 

To import data, follow the instructions in section 2.2.5.4 Configure Data Import 

Settings to define the settings. 

2.2.1 Flow of Data Registration 

① Specify criteria to import data from external databases.

Define common conditions, such as the user’s name and department, and

individual conditions for each external database.

* The name and department of the user are registered as default values.

Back to the Table of Contents ▲
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② The system stores the search results in the intermediate database and

notifies the user of the results as candidate data.

The automated data collection feature imports candidate data from the

selected external databases to the intermediate database during daily batch

processing based on the conditions defined in advance.

* When the system imports the candidate data to the intermediate database,

the data are not yet stored in the internal database of the university.

When some candidate data sets are imported to the intermediate database, 

the user is notified of the obtainment of the data on the menu screen after 

the user logs in. 
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③ Select data to be imported from the candidate data sets to register the data.

To import data to the internal database of the university, select data sets to

be imported from the list of the candidate data stored in the intermediate

database and approve the data sets.

Note that data excluded from the data to be imported at this time will never

be shown in the notifications after the user logs in.

Back to the Table of Contents ▲ 
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2.2.2 External Databases and the Types of Achievements That Users Can 
Import 

The following are import source databases and the types of achievements that can be imported. 

Achievement researchmap Web of Science CiNii Research 

Paper ● ● ● 

Misc ● ● ● 

Books etc ● 

Presentations ● ●

Contribution, Course, Research Section ●

External Career ●

Awards ●

Research Interests ●

Research Areas ●

Association Memberships ●

Teaching Experience (Off-campus) ●

Other Research Activities ●

Works ●

Industrial Property Rights ●

Education ●

Committee Memberships ●

Social Contribution ●

Media Coverage ●

Academic Contribution ●

Back to the Table of Contents ▲ 
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2.2.3 Notification of Data Obtainment 

If some data sets have been imported during daily batch processing at nighttime, 

the notification window will be displayed on the menu screen as follows. 

Click the Confirm button to move to the External system data cooperation 

screen. 

The Data acquisition status pane will be displayed by default. 
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To move to the menu screen, click the Close button. 

If you click the Import external data button on the menu screen, you will move 

to the External system data cooperation screen. 

Back to the Table of Contents ▲ 
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2.2.4 Data Acquisition Status Pane 

Data acquisition status can be checked in the Candidate Data tab on the Data 

acquisition status pane. 

The description of each item is as follows: 

① Header area

Item Descriptions 

Candidate Data Allows users to view the list of data sets imported from external databases. 

Imported Data Allows users to view the history of data import from external databases to the internal 
database of the university. 

Data registered by mistake can be removed from the internal database and returned 
to the candidate data list. 

* Data that have been already registered to the internal database of the university
cannot be directly deleted from the internal database.

Excluded Data Allows users to view the list of data marked as unnecessary data (not the user’s own 
data). 

Data excluded by mistake can be returned to the candidate data list. 

Last duplication check date Indicates the date and time of the last duplication/similarity check. 

If you return data from the registered data list or excluded data list to the candidate 
data list, the date and time will be updated after duplication/similarity check is 
performed. 

Update the candidate data Allows users to perform a duplication/similarity check or import data sets from 
external databases again. 

Show XX Allows users to specify the number of achievements displayed. 

Search Allows users to enter search criteria to retrieve data matching the criteria from the 
list of the data sets. 
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② List of candidate data

Item Descriptions 

No Indicates the number assigned to each set of data on the list. 

Data Indicates the overview of the data obtained from external databases. 

[Displayed items] Title, journal, date of publication, DOI, ISBN, and ISSN 

External system / 

Acquisition date 

(1) External system

Indicates the external database from which the data has been imported.

* If data sets in different external databases have the same DOI, the data sets will be
grouped as the same data.

(2) Acquisition date 

Indicates the date of acquisition of the data from external databases.

Duplication and 
Similarity 

If duplicate or similar data sets are listed, the following three types of icons will be 
displayed. 

Moving the cursor to the icon shown will display the reason for duplication or similarity. 

(1) Duplicate data set in the internal database of the university

The icon will appear if a data set that has the same DOI has already been registered to 
the internal database. 

Click the icon to view the detail of the data set in the internal database. 

(2) Similar data set in the internal database of the university

The icon will appear if a similar data set has been registered to the internal database.

Click the icon to view the detail of the data set in the internal database.

[Similarity criteria]

- The title is identical to that of the data in the internal database.

- The title, name of the journal, and year of publication are identical to those of data in
the internal database.

(3) Similar data set in the candidate data list
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The icon will appear if a similar data set or data sets are included in the candidate data 
sets imported from external databases. 

“No. X” indicates the number assigned to the data similar to this data set. 

[Similarity criteria] 

- The title and category are identical to those of the similar data.

- The title, name of the journal, category, and year of publication are identical to those
of the similar data.

* If one of the data sets compared does not have “Category,” the item will not be used
as a similarity check criterion because “Category” exists only in the case of Scopus.

Item Descriptions 

Edit Allows users to specify a research activity as the import destination and edit the default 
values at the time of registration to the internal database. 

Select category / 

Select item 

(1) Select category (in the internal database of the university)

Allows users to define a research activity as the import destination in the internal
database.

(2) Select item (to fill in blank items)

Allows users to configure the default values at the time of registration.
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③ List of registered data

Item Descriptions 

No Indicates the number assigned to each set of data on the list. 

Data Indicates the overview of the data obtained from external databases. 

[Displayed items] Title, journal, date of publication, DOI, ISBN, and ISSN 

External system / 

Acquisition date 

(1) External system

Indicates the external database from which the data has been imported.

* If data sets in different external databases have the same DOI, the data sets will be
grouped as the same data.

(2) Acquisition date 

Indicates the date of acquisition of the data from external databases.

Category / Imported Date (1) Category (in the internal database of the university)

Allows users to define a research activity as the import destination in the internal
database.

(2) Imported Date

Indicates the date and time of registration to the internal database of the university.
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④ List of excluded data

Item Descriptions 

No Indicates the number assigned to each set of data on the list. 

Data Indicates the overview of the data obtained from external databases. 

[Displayed items] Title, journal, date of publication, DOI, ISBN, and ISSN 

External system/ 

Acquisition date 

(1) External system

Indicates the external database from which the data has been imported.

* If data sets in different external databases have the same DOI, the data sets will be
grouped as the same data.

(2) Acquisition date 

Indicates the date of acquisition of the data from external databases.

Excluded date Indicates the date and time of exclusion from the candidate data sets. 

Back to the Table of Contents ▲ 
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2.2.5 Import Data Sets 

2.2.5.1 Import Candidate Data Sets 

Users can simultaneously register multiple data sets on the list page of 

candidate data. 

① Check the checkbox(es) of data you want to import.

Click the Edit button to change the setting of the category in the internal

database and fill in blank items if necessary.

② Click the Import selected Data button to import the data.

③ The result of the data import processing will be displayed. Check the

numbers of the imported data sets and data sets with an error or errors and

click the Close button.

① 

②
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④ If any error is detected, the Confirmation window asking how the data with

an error will be treated will appear. If you select “Yes” (Move the data), the

data will be moved to the excluded data list and will never be listed on the

candidate data list. If you select “No” (Do not move the data), the data will

remain as a candidate data set and be checked as data to be imported when

data import is performed next time.



Database of Researchers Users Manual for Faculty and Staff P. 35 

⑤ The imported data sets will be displayed on the list of registered data.

⑥ The registered data will be displayed as achievements in the research

activity to whom the data have been imported.

Back to the Table of Contents ▲ 

2.2.5.2 Remove a Registered Data Set from the Internal Database of the University 

Users can return data registered to the internal database to the candidate data 

list. 

① Check the checkbox(es) of data you want to remove from the internal

database.

② Click the Delete imported data from database button.

①

②
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③ The data removed from the internal database will be displayed on the list of

the candidate data.

* If you directly delete data in the internal database, the deleted data will

remain on the list of the registered data.

Please delete on this page any data imported from external databases.

Back to the Table of Contents ▲ 
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2.2.5.3 Return Excluded Data Sets to the List of Candidate Data 

Users can return excluded data sets to the list of candidate data. 

① On the list of excluded data sets, check the checkbox(es) of the data that

you want to return to the list of candidate data.

② Click the Return selected data to candidate data button.

③ The data sets returned from the list of excluded data to the list of candidate

data will be displayed on the list of candidate data.

Back to the Table of Contents ▲ 

① 

②
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2.2.5.4 Configure Data Import Settings 

2.2.5.4.1 Flow of Configuring Data Import Settings 

The following four steps of configuration on the Data acquisition setting screen 

are necessary to import data from external databases. 

Step 1: Select external databases from which you will import data. 

Step 2: Specify data acquisition conditions. 

Step 3: Specify the category of achievements (research activity) to which the 

data will be imported. 

Step 4: Define required items by research activity. 

On the Data acquisition setting screen, users can visually find the status of 

settings from steps 1 through 4 with status colors: green (configuration 

completed), navy (in process of configuration), and gray (not configured). 

Back to the Table of Contents ▲ 
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2.2.5.4.2 Step 1: Select External Databases from Which You Will Import Data 

① Select external databases from which you want to import data and set

priorities.

Check the checkbox(es) of databases from which you want to import data in the 

External system column. 

In addition, assign priorities to external databases by clicking the ↑ or ↓ icon in 

the Priority column. 

If data sets with the same DOI are imported from multiple external databases, 

the data items of the achievement data in the external database of higher priority 

will be preferentially acquired. 

② If you are sure that the conditions have been correctly specified, click the

Next button to proceed to Step 2.

Back to the Table of Contents ▲ 

① ② 
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2.2.5.4.3 Step 2: Specify Data Acquisition Conditions 

① Set conditions for importing achievement data from external databases.

Common conditions are shown in the upper part of the screen. 

Switch the tabs for individual conditions to configure the settings for each 

external database. 

* Clicking the Add button adds a new condition. Clicking the Delete button

deletes the condition.

Back to the Table of Contents ▲ 

Common 
conditions 

Individual 
conditions 
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② To view the specified conditions, click the orange button for each acquisition

setting to show its preview.

③ If you are sure that the conditions have been correctly specified, click the

Next button to proceed to Step 3.

Back to the Table of Contents ▲ 
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2.2.5.4.4 Step 3: Specify the Category of Achievements (Research Activity) to 
Which the Data Will Be Imported 

Define the category of achievements (research activity) in the internal database 

of the university to which the data obtained from external databases will be 

imported. 

① Set a research activity in the Achievements selectable as import target

column for each external database.

② If you are sure that the conditions have been correctly specified, click the

Next button to proceed Step 4.

Back to the Table of Contents ▲ 
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2.2.5.4.5 Step 4: Define Required Items by Research Activity 

Set default values for selection items required to be entered when importing data 

acquired from external databases to the internal database of the university. 

Values set in this step are just displayed by default. You can change the values 

each time you perform data import on the candidate data list page. 

① Switch the tabs for individual conditions and define the values for each

research activity.

② If you are sure that the settings have been correctly configured, click the

Done button to complete the configuration.

Back to the Table of Contents ▲ 
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2.2.6 Configure Basic Settings 

2.2.6.1 Basic Settings for External Data Linkage 

On the Operation settings page, users can define the basic settings required to 

use the external data integration system. 

a) [Selection of Use of update function] section

If you need to protect the data entered on the campus, select [Only new

registration].

If you wish to make the data in the internal database of the university

synchronize with the external data, select [Also update registered data].

b) [Selection of update policy] section

If the external data are not reliable due to insufficient accuracy, select [Add

candidate data to unentered items of registered data] to prioritize the values

entered on the campus.

If the external data are reliable due to high accuracy, select [Overwrite all

items of registered data with candidate data] to save you from having to

correct the values entered on the campus.

a) 

b)

Back to the Table of Contents ▲ 
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2.2.7 Privacy Settings for Personal Information 

Following the Act on the Protection of Personal Information Held by Incorporated 

Administrative Agencies, etc., which took effect on April 1, 2005, we request 

each faculty and staff member to state his/her permission for the university to 

put his/her information on public view in the following manner. 

Publishing his/her information on the university’s website 

Providing his/her information to researchmap, managed by the Japan Science 

and Technology Agency (JST), and publishing the information on this website 

Before configuring the settings, please refer to the Personal Information 

Management Rules and the Basic Policy Concerning the Protection of Personal 

Information. 
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Configure Privacy Settings 

Select [Profile] and [Researcher Identification]. The Profile page and the 

Researcher identification page will be displayed. 

① Select whether your information will be published on publicly accessible

websites, etc. After you complete the configuration process, click the

Change button.

The following are items for which you can choose your privacy settings on

the Profile screen:

Alias or other alternative names, publicly accessible email, URLs, 

face photo, description, etc. 
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 If you select [Private], your personal information will not be published

on publicly accessible websites.

 If you select [Public (on-campus)], your personal information will be

listed on document preparation conditions but will not be published

on publicly accessible websites.

 If you select [Public (on-campus and off-campus)], your personal

information will be published on publicly accessible websites.
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② After the confirmation screen appears, click the Register button if you are

sure that you want to modify the data.
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2.2.7.1 Specify the Privacy Setting for Each Achievement 

You can configure the privacy setting for each data set on achievements on 

the achievement registration screen. 

In this example, the data set of an achievement categorized as Papers is set 

as [Private]. 

When displaying the publicly accessible page, the item [Papers] is displayed 

on the screen, but the information on the achievement specified as [Private] 

does not appear. 

Back to the Table of Contents ▲ 
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2.2.8 Explanation on Data Input Screen 

2.2.8.1 How to Use the Select Button 

For items with the Select button displayed, you can select a menu item from 

the selection list. 

In this example, we will explain the procedure for selecting your [Nationality] 

on the Profile screen. 

① Click the Select button.

② The window for selecting a menu item will be displayed. Enter search

criteria and click the Search button to search the selection list.

a) Click the drop-down list of [Location] to select the appropriate item. In

this example, [Asia] has been selected.

b) If there is an input field, typing a keyword or keywords will narrow

a) b) 

c)
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down the search results. Keywords are not necessarily required. 

c) Clicking the Search button will search the selection list based on the

specified search criteria.

③ Select the appropriate item from the narrowed-down search results. In this

image, [Japan] will be selected. After selecting the item, click the Enter

button.

If you want to cancel your selection, click the Back button. 

④ The item selection window will close and the item selected will be entered
in the input field.
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2.2.8.2 How to Use the Special Character Button 

You can enter special characters used in chemical and mathematical formulae 

in the fields of items with the Special Character button displayed. 

For special characters you can enter, refer to section 2.2.8.2.1 List of Special 

Characters. 

In this example, we will explain the procedure for inputting COS2. 

① Enter the letter string before the special character. COS has been entered

in the image below.

② Click the Special Character button.
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③ The Special Character Input Form window will be displayed. Referring to

the example, input the letter to be converted in the input field for the special

character and click the Conversion button. “2” has been input in the input

field of [superscript style] below.

④ The Special Character Input Form window will close and the special

character will be input.

⑤ Entered special characters, with some exceptions, can be viewed on the

registration confirmation screen.
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2.2.8.2.1 List of Special Characters 

The following are special characters that can be entered by clicking the 

Special Character button of the Database of Researchers. 

Note that the print preview of the special characters in the red frames cannot 

be viewed on your monitor. You can view how the special character looks 

only on printed materials. 

 Double-byte characters cannot be italicized.
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2.2.8.3 How to Use the Choose File Button 

You can register an image for items with the Choose File button displayed. 

In this example, we will explain the procedure for uploading a face photo to 

the Profile. 

① Click the Choose File button.

② The file upload window will be displayed. Select a file to be registered and

click the 開く (Open) button. In this example, we will select the image file

of a face photo.



Database of Researchers Users Manual for Faculty and Staff P. 58 

③ The file upload window will close and the selected image file will be set as

the profile photo.

④ The uploaded image file can be viewed on the registration confirmation

screen.
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2.2.8.4 Icons on the Data Input Pages 

Some input items of achievement data may have a symbol or symbols 

indicating an institution to which the data will be submitted. 

The following are the descriptions of the symbols. 

 Personal information of the faculty member to be provided to

researchmap

 Personal information of the faculty member to be output to his/her

personal data sheet

 Data published on the complete list of researchers

 Data to be output to the Grants-in-Aid for Scientific Research (Kakenhi)

preview screen

Back to the Table of Contents ▲ 
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2.3 Perform Batch Registration Using an Excel File 

The batch registration feature (using an Excel file) of the Database of Researchers 

allows faculty/staff members to register, modify, and delete multiple data sets of 

their own research activity at the same time. 

For performing batch registration using an Excel file by research activity, refer to 

section 2.3.1 Batch Registration of Achievements by Research Activity Using an 

Excel File. For simultaneously registering all your achievement data using an Excel 

file, refer to section 2.3.2 Batch Registration of Achievements in All Research 

Activities Using an Excel File. 
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2.3.1 Batch Registration of Achievements by Research Activity Using an Excel 
File 

2.3.1.1 Download a Batch Registration Excel File (by Research Activity) 

The Excel Download feature in the individual data registration/reference page 

allows users to download an Excel file by selected research activity. 

 To simultaneously download all your achievement data in Excel format,

refer to section 2.3.2.1 Download a Batch Registration Excel File (All

Research activities).

 If you want to download achievement data after filtering the data with

certain criteria or download the data in other file formats, such as ODS and

CSV, refer to section 2.7 Download Achievement Data as a File.

① Click the Input the data button.
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② Select a research activity whose data you want to download. [Papers] will

be selected in this example.

③ The list page of [Papers] will be displayed. Click the Excel Download

button.

④ The Excel file download window will appear. Select the 保存 (Save File)

button and click the OK button.

Back to the Table of Contents ▲ 
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2.3.1.2 Create a Batch Registration Excel File (by Research Activity) 

You can enter data for a research activity in the batch registration Excel file 

(by research activity). 

① Open the Excel file downloaded by following the procedure in section

2.3.1.1 Download a Batch Registration Excel File (by Research Activity).

 The batch registration Excel file (by research activity) is downloaded and 

given a file name including the research activity (e.g., gy_c_ronbn.xls). 

② Perform data input.

 Confirm that the name of the appropriate research activity is written

on the sheet.

 Follow the instructions in the seventh row of the Excel sheet to input

data.

Data in all cells in the first to 10th rows and in the second and third columns 

cannot be modified because the data are necessary for the system settings. 

If the message “For the details, refer to the (R) XX sheet.” is written in an 

instruction field, the sheet for reference is attached. Click on the tab of the 

relevant sheet at the lower left corner of the Excel screen. 
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③ Clicking on the (R) XX tab will show you the sheet for reference.

 If you click the drop-down menu in the first row, you can narrow down

the data.

 Data to be entered are listed in the rightmost column of all reference

sheets. You can copy and paste the data from the column to the

achievement input sheet.
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④ If you want to enter special characters in the input field, use the reference

sheet for inputting special characters. For how to use the sheet, refer to

the instructions for data input at the top of the sheet.

⑤ No menu item is selected in the Operation column of the downloaded

sheet. If you want to update or delete the data, select the appropriate item

of the Operation.

 Add

 If you want to newly add achievement data, select [Add]. If you select

another item, an error will occur during registration process.

 Update

 If you want to modify achievement data, select [Update]. Only the
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data having status of [Update] will be modified during batch 

registration process. 

 Delete

 If you want to delete achievement data, select [Delete].

⑥ After completing the input and update of achievement data, save the file.

Note that if you use the Save As command, keep in mind the following.

a) If changing the file name, use only single-byte alphanumeric characters.

b) Excel 2002/2003 Workbook (.xls) or Excel 2007/2010 Workbook (.xlsx)

can be selected as a file format. Select the Excel file format that you have

selected in the Excel file format selection section on the Preference page

and save the file.
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2.3.1.3 Upload a Batch Registration Excel File (by Research Activity) 

The batch registration feature of the Database of Researchers using a batch 

registration Excel file (by research activity) allows faculty/staff members to 

register, modify, and delete multiple data sets of achievements in their own 

research activity at the same time. 

It is necessary to prepare a batch registration Excel file (by research activity) 

for the registration procedure before operating the batch registration feature 

on the screen. For how to prepare a batch registration Excel file (by research 

activity), refer to section 2.3.1.2 Create a Batch Registration Excel File (by 

Research Activity). 

 Only data of one person can be saved in an Excel file. 

 During a batch registration process, error checking and registration are 

performed at the same time. Please note that even if only one error occurs, 

all the data in the Excel file will not be registered. 

① Select the category of data to be registered by batch on the Input the data

screen.



Database of Researchers Users Manual for Faculty and Staff P. 68 

② Select a research activity to be registered by batch. [Papers] will be

selected in this example.

③ The list of achievements categorized as Papers will be displayed. Click the

Bulk Registration button.
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④ After the file selection screen appears, click the Choose File button.

⑤ The file upload window will appear. Select an Excel file to be uploaded and

click the 開く (Open) button.
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⑥ After the file upload window automatically closes, confirm that the name

of the selected file has been entered and click the Upload button.

⑦ The result of the processing will be displayed in the bottom part of the

screen and the Progress Status of the batch registration will change to

[Running...]. After some time, click the Reload button.

 If [Failure] is displayed in the Process Status column, refer to section 

2.3.1.4 In the Case of Failure in Batch Registration. 

⑧ When the Process Status changes to [Success], the batch registration

process is complete.
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Database of Researchers Users Manual for Faculty and Staff P. 71 

2.3.1.4 In the Case of Failure in Batch Registration 

If batch registration using an Excel file fails, you can refer to the error 

information to determine the error details. 

① If an error occurs during a batch registration process, the Process Status

will change to [Failure]. Select the row of the data with status of [Failure]

and click the Reference button.

② The error detail screen will be displayed.

 The numbers of “valid data sets” with no problem in the input items

and “invalid data sets” with an error or errors, which cannot be

registered, will be displayed in the Processing result table. Note that

if any error occurs in the file, “valid data sets” will not be registered
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either. 

 Clicking on [Display all errors] will display only entries with an error.

 In the Data Validation Results (list) table, the row(s) of data with an

error and the details will be displayed. Referring to the error details,

correct the data in the uploaded file and perform batch registration

again.

The following is an example of the screen when selecting [Display only errors] 

to display only entries with an error. If you want to display all items, click on 

[Display all results]. 

Back to the Table of Contents ▲ 
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2.3.2 Batch Registration of Achievements in All Research Activities Using an 

Excel File 

2.3.2.1 Download a Batch Registration Excel File (All Research activities) 

Researchers can download all their achievements by batch using the batch 

data registration feature. 

 For how to edit the downloaded file, refer to section 2.3.2.2 Create a Batch

Registration Excel File (All Research Activities).

 For how to register the edited data in the file by batch, refer to section

2.3.2.3 Upload a Batch Registration Excel File (All Research Activities).

 If you want to download achievements by research activity using an Excel

file, refer to section 2.3.1.1 Download a Batch Registration Excel File (by

Research Activity).

① Click the Batch Upload button.
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② The submenu page of [Batch Upload] will appear. Select [Downloading the

Researcher Basic and Total Data].

③ The Downloading the Researcher Basic and Total Data screen will be

displayed. Click the Create a download file button.

④ The result of the processing will be displayed in the bottom part of the

screen and the status [Reserved] will appear in the Processing Status

column of the file data. After some time, click the Reload button.
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⑤ When the file creation process is complete, the Excel icon is shown in the

Process Status column of the file data. Click the Excel icon.

 The created file will be downloaded in the format selected in the Excel file 

format selection section on the Preference page. 

⑥ The Excel file download window will appear. Select the 保存 (Save File)

button and click the OK button.
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Database of Researchers Users Manual for Faculty and Staff P. 76 

2.3.2.2 Create a Batch Registration Excel File (All Research Activities) 

① Open the file downloaded by following the procedure in section 2.3.2.1

Download a Batch Registration Excel File (All Research activities).

 The downloaded batch registration Excel file (all research activities) is 

named all_achievement.xls. 

② Perform data input.

 Confirm that the name of the appropriate research activity is written

on the sheet.

 Follow the instructions in the seventh row of the Excel sheet to input

data.

Data in all cells in the first to 10th rows and in the second and third columns 

cannot be modified because the data are necessary for the system settings. 
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If the message “For the details, refer to the (R) XX sheet.” is written in an 

instruction field, the sheet for reference is attached. Select the tab of the 

relevant sheet at the lower left corner of the Excel screen. 

③ Selecting the (R) XX tab will show you the sheet for reference.

 If you click the drop-down menu in the first row, you can narrow down

the data.

 Data to be entered are listed in the rightmost column of all reference

sheets. You can copy and paste the data from the column to the

achievement input sheet.
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④ If you want to enter special characters in the input field, use the reference

sheet for inputting special characters. For how to use the sheet, refer to

the instructions for data input at the top of the sheet.

⑤ No menu item is selected in the Operation column of the downloaded

sheet. If you want to update or delete the data, select the appropriate item

of the Operation.

 Add

 If you want to newly add achievement data, select [Add]. If you select

another item, an error will occur during registration process.

 Update

 If you want to modify achievement data, select [Update]. Only the

data with status of [Update] will be modified during batch registration

process.



Database of Researchers Users Manual for Faculty and Staff P. 79 

 Delete

 If you want to delete achievement data, select [Delete].
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⑥ After completing the input and update of achievement data, save the file.

Note that if you use the Save As command, keep in mind the following.

a) If changing the file name, use only single-byte alphanumeric

characters.

b) Excel 2002/2003 Workbook (.xls) or Excel 2007/2010 Workbook

(.xlsx) can be selected as a file format. Select the Excel file format

that you have selected in the Excel file format selection section on

the Preference page and save the file.
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2.3.2.3 Upload a Batch Registration Excel File (All Research Activities) 

The batch registration feature of the Database of Researchers using a batch 

registration Excel file (all research activities) allows faculty/staff members to 

register, modify, and delete multiple data sets of achievements in all their 

research activities at the same time. 

It is necessary to prepare a batch registration Excel file (all research activities) 

for the registration procedure before operating the batch registration feature 

on the screen. For how to create a batch registration Excel file (all research 

activities), refer to section 2.3.2.2 Create a Batch Registration Excel File (All 

Research Activities). 

 Only data of one faculty member can be saved in an Excel file. 

 During a batch registration process, error checking and registration are 

performed at the same time. Please note that even if only one error occurs, 

all the data in the Excel file will not be registered. 

① Click the Batch Upload button.
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② The submenu page of [Batch Upload] will appear. Select [Uploading the Researcher

Basic and Total Data].

③ The Uploading the Researcher Basic and Total Data screen will appear. Click the Bulk

Registration button.

④ After the file selection screen is displayed, click the Choose File button.
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⑤ The file upload window will appear. Select an Excel file to be uploaded and

click the 開く (Open) button.

⑥ After the file upload window automatically closes, confirm that the name

of the selected file has been entered and click the Upload button.
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⑦ The result of the processing will be displayed in the bottom part of the

screen and the Progress Status of the batch registration will change to

[Running...]. After some time, click the Reload button.

 If [Failure] is displayed in the Process Status column, refer to section 

2.3.2.4 In the Case of Failure in Batch Registration. 

⑧ When the Process Status changes to [Success], the batch registration

process is complete.
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2.3.2.4 In the Case of Failure in Batch Registration 

If batch registration using an Excel file fails, you can refer to the error 

information to determine the error details. 

① If an error occurs during a batch registration process, the Process Status

will change to [Failure]. Select the row of the data with status of [Failure]

and click the Reference button.

② The error detail screen will appear. Click the drop-down menu in the Sheet

Name row.
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③ The word [ERROR] is shown in the name of the sheet(s) with an error.

Select the sheet name with [ERROR].

④ Click the View results button.
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⑤ The details of the registration results will be displayed in the bottom part

of the screen.

 The numbers of “valid data sets” with no problem in the input items

and “invalid data sets” with an error or errors, which cannot be

registered, will be displayed in the Processing result table. Note that

if any error occurs in the file, “valid data sets” will not be registered

either.

 Clicking on [Display only errors] will display only entries with an error.

 In the Data Validation Results (list) table, the row(s) of data with an

error and the details will be displayed. Referring to the error details,

correct the data in the Excel file and perform batch registration again.
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The following is an example of the screen when selecting [Display only errors] 

to display only entries with an error. If you want to display all items, click on 

[Display all results]. 
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2.4 Simply Register, Copy and Add, Modify, and Refer 
to Academic Achievement Data 

On the Simple registration of research achievements page, you can easily 

register and refer to the details of your bibliography and research achievements 

by copying and pasting the existing text data. 

The pasted data will be displayed on websites as they are. 

 This feature only helps you process your achievement data before 

registering the information. The processed data using this feature cannot 

be downloaded and synchronized with researchmap. Accordingly, be sure 

to perform data registration by following the instructions in section 2.1.1 

Register, Refer to, and Delete Achievement Data. 

① Click the Simple registration of research achievements button on the

menu page.
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② Click on [Simple registration of research achievements]. The list of your

research activities will be displayed in the right part of the screen.

③ To newly perform simple registration, click the Create New button.
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To copy and add, modify, delete, or refer to achievement data, check the radio 

button in the Select column of the data to be processed and click the appropriate 

action button. 

The copy and add feature displays the same data as the selected existing 

achievement data on the edit screen and allows users to edit the copied data 

and newly add the edited data to the list. 

④ The screen for editing the achievement data to be simply registered will

appear. Follow the instructions to input necessary information.

a)
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a) You are required to fill in the fields with the red icon displayed. Please

be sure to input information for these items.

⑤ After inputting data, click the Create New button.

* In the case of copying and adding/modifying data, the button corresponding to

each action is displayed.

Click the Reset button if you want to reenter the data from the beginning or the 

Return to List button if returning to the list screen. 
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Note that if you do not input the required information or enter invalid data when 

submitting the data, an error message will appear. If any error message is 

displayed, enter correct data according to the instructions in the message box. 

⑥ The confirmation screen will appear if no error is detected. Click the Register

button.

The registered data will be newly added to the list and the list of achievements 

will be displayed again. 
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In the case of modification, the selected achievement will be updated. 

⑦ If you want to remove the simply-registered achievement, select the data

set to be deleted and click the Delete button.

⑧ After the confirmation screen appears, click the Delete button if you are

sure that you want to delete the data.
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2.5 Connection Setting to researchmap 

This feature automatically sends achievement data registered in the educational and 

research activity database to researchmap. 

To use this feature, it is required to select “Authorize the clerical staff of your institution 

to overwrite your research achievement data (including data unavailable to the public)” 

in the authorization settings of researchmap. The data sent to researchmap are 

registered to the system the day after transmission procedure onward, because the data 

are registered during overnight batch processing in researchmap. 

2.5.1 Send Data to researchmap 

① Click the Connection setting to researchmap button on the menu screen

and select [researchmap automatic transmission setting].
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② The researchmap automatic transmission setting screen will be displayed.

Click the Change data transmission settings button.

③ If the error message “JST code is not set.” is displayed, it is necessary to

register your JST code (researcher code) on the Researcher Identification

page.
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④ When you check the checkbox “Allow automatic cooperation” in the Allow

Automatic Collaboration row, the Consent confirmation screen will be

displayed. After you read through and understand the matters to confirm

(the itemized matters following “< 確 認 事 項 >”), check the checkbox.

Checking the checkbox enables you to click the OK button.



Database of Researchers Users Manual for Faculty and Staff P. 98 

⑤ On the Basic information and main affiliation cooperation setting screen,

you can select which data items will be transmitted. Check the checkboxes

of data items you want to send. In addition, configure the privacy setting for

each data item.
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⑥ Configure the linkage settings for each research activity. Check the

checkboxes of data items you want to send.

⑦ A pop-up message for confirmation will be displayed. If you are sure that

you want to modify the settings, click the OK button.
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⑧ After the modification of the transmission settings is complete, the following

screen will be displayed.
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2.6 Create a List of Research Achievements 
2.6.1 How to Specify Search Criteria (Achievement Data) 

On the Creating the Research Achievement List screen, researchers can output 

their achievement data in list or itemized form to create a PDF file or LaTeX file. 

① Click the Print out the document button.

② The submenu page of [Print out the document] will be displayed. Select

[Creating the Research Achievement List].
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③ After the Creating the Research Achievement List screen appears, click the

Create Data button (for outputting data after newly specifying output

criteria).

④ The configuration screen for specifying creation conditions, output settings,

method for displaying papers, and items to be displayed will appear. Follow

the instructions to input necessary information.
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⑤ After completing the data input, click the Execute button.

Click the Reset button if you want to reenter the data from the beginning or

the Return to List button if returning to the research achievement list

screen.

⑥ After the confirmation screen appears, click the Register button if you are

sure that you want to register the data.
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⑦ A research achievement list will be created and the research achievement

list screen will be displayed.

⑧ After the file creation process is complete, icons will be shown in the Files

column.

Click the appropriate file icon to download the file created. 

When you change the output settings or want to output the file again with the 

latest data, click the icon located in the Re-output column. The Creating the 

Research Achievement List screen will be displayed. Follow the same procedure 

to recreate the file. 

If you want to delete the created list of your research achievements, click the 

icon located in the Delete column. 

After the deletion confirmation screen appears, click the Delete button to delete 

the research achievement list. 
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2.6.2 How to Specify Search Criteria 

When creating document files, the created document files are listed on the 

screen. 

① Click the icon of the file format in which you want to download the data in

the Files column of the document data to be downloaded.

The following are the descriptions of the File icons: 

Select this icon to download a PDF file. 

Select this icon to download a LaTeX file. 

② The download window will be displayed. Click the Save button.
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2.7 Download Achievement Data as a File 
On the Download the data screen, you can download data not only in Excel format 

but also in CSV and ODS formats. In addition, you can narrow down data sets to 

be downloaded by specifying filtering conditions. 

 An Excel file used in batch achievement registration process can be

downloaded on the Input the data screen. For the detailed procedure, refer to

section 2.3.1.1 Download a Batch Registration Excel File (by Research

Activity).

 If you want to output achievements in all your research activities to an Excel

file by batch, refer to section 2.3.2.1 Download a Batch Registration Excel File

(All Research Activities).

① Click the Download the data button.
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② Select a research activity whose data you want to download. [Papers] will be

selected in this example.

③ The achievement download screen will be displayed. Specify search criteria.

 The Item name column contains the names of items that can be output to

the file to be downloaded.
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 Check the checkboxes in the Output column of items that you want to

include in the file to be downloaded.

 In the Search criteria column, you can define output conditions and range

for each item. If you do not configure the settings, all the achievement data

will be output. For the detailed procedure for specifying search criteria,

refer to section 2.6.1 How to Specify Search Criteria (Achievement Data).

 Input the priority of the items in single-byte numbers in the Display order

column to specify the sorting order (Ascending or Descending). The

smaller numbers are prioritized in the order of displaying items. If you do

not define the order, the items will be displayed in the display order set at

the time of achievement registration.

④ After specifying the search criteria, select a character code for outputting the

data. Select [UTF-8] if you download CSV data or [SJIS] in other cases, such

as when you want to directly open CSV data.

⑤ Clicking the Preview button displays the preview of data to be downloaded at

the bottom of the screen.
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⑥ To save the defined search criteria, click the Save button. The saved search

criteria will be used as default values from the next search.

Click the Reset button if you want to restore the modified search criteria to the

previous state or the Clear button if you want to clear the search criteria in the

field.

To delete the saved search criteria, click the Clear button to clear the search 

criteria in the fields and click the Save button. 
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⑦ Download the file in the format you need.

a) Click the Download CSV button to download a file in CSV format.

b) Click the Download Excel (containing data extracted) button to download

an Excel file that contains the registered data. This file can be used to correct

and delete data.

c) Click the Download Excel (only Excel template) button to download an

Excel file that does not contain any registered data. This file can be used to

newly add data.

 An error may occur when you download an Excel file containing many 

achievement data sets by clicking the Download Excel (containing data 

extracted) button. If an error should occur, add some search criteria to filter 

the achievement data. 

Back to the Table of Contents ▲ 

a) 

b) c)
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2.7.1 How to Specify Search Criteria 

2.7.1.1 Specify Search Criteria Using Character Strings 

If the item has an input field accepting character strings, you can input search 

keywords in the field. Enter search strings you want to search for. 

This feature searches the database for data containing the entered character 

string(s) (“University” in the example) when search is executed. 

Example) “XX University,” “University of YY,” and “classes of ZZ University” 

Back to the Table of Contents ▲ 
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2.7.1.2 Specify Search Criteria Using Drop-down Menu 

If the item has a drop-down list for defining search criteria, you can select a 

search criterion from the list. 

① Select an item that you want to set as a search criterion and click the Add

button.

② The selected item will be added as a search criterion.

③ If you want to remove an added criterion, select the item that you want to

remove from the list and click the Delete button.

④ To initialize the search criteria, click the Clear button.

Back to the Table of Contents ▲ 
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2.7.1.3 Specify Search Criteria by Setting Period (Date Format) 

For items with the lists of dates, you can specify a period to search for data 

sets. 

Click each drop-down list to select years and months you want to set as search 

criteria. In this example, we will search for data from January 2020 to April 

2022. 

If only specifying a year and month on the left side, all the data from the month 

of the year specified will be extracted. You can search for data by just inputting 

a year. 

If only specifying a year and month on the right side, all the data before and 

during the month of the year specified will be extracted. You can search for 

data by just inputting a year. 

If you input the same month and year in the fields on the left and right sides, 

you can search for data only in the specified month. In this example, data sets 

in April 2015 will be extracted. 

Back to the Table of Contents ▲ 
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2.7.1.4 Specify Search Criteria by Defining a Range (Numeric Fields) 

For items with numeric fields, you can search for data by defining the range 

of data. 

Inputting numerical values will narrow down the data according to the 

specified range. If you want to search for the data using a single number, input 

the same number in both fields. 

Back to the Table of Contents ▲ 
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2.7.1.5 Specify Search Criteria Using a Selection List 

If the search criteria field has the Select button, you can select a search 

criterion from the selection list. 

① Click the Select button to select a search criterion from the selection list.

For the detailed procedure for using the Select button, refer to section

2.2.8.1 How to Use the Select Button.

② The selected list item will be set as a search criterion.

③ To define multiple search criteria, click the Add button.

④ A search criteria field will be added. You can add a search criterion by

clicking the Select button.

⑤ Clicking the Clear button will clear all the selected list items.

Back to the Table of Contents ▲ 
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2.7.1.6 Specifying Search Criteria Using Organizations 

In the selection fields in the Organization row, you can select an applicable 

organization from the selection list. 

① Click the Select button.

② The Organization Selection window will be displayed. Select an

appropriate department/group from each drop-down list in the fields from

LV 2 up to the level you want to specify.
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③ After completing the selection, click the Enter button.

④ The Organization Selection window will close and the selected

department/group(s) will be entered.

⑤ To increase the organization fields, click the Add button.
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⑥ After the input fields are added, you can add search criteria by clicking the

added Select button.

⑦ If clicking the Clear button to the right of the Select button, the data in the

relevant fields will be cleared although the input fields will remain

available.
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⑧ If you want to restore the settings to the default state, click the Clear button

to the right of the Add button.

All the added input fields and data will be removed and the Organization fields 

will be restored to the initial state. 

Back to the Table of Contents ▲ 
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2.8 Research Achievement Preview for Grants-in-aid 
for Scientific Research Application 

2.8.1 Preview Research Achievements for Application for Grants-in-aid for 
Scientific Research 

When applying for Grants-in-aid for Scientific Research (Kakenhi), you can save 

time to prepare documents for application by extracting your achievements 

related to the application and copying and pasting the data extracted to the 

documents for the application form. 

① Click the Preview of achievements for Kakenhi application button on the

menu screen.

② Click on [Research Achievement Preview for Grants-in-aid for Scientific

Research Application].
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③ Input the criteria of research achievements for outputting preview.

a) Specify the period of time (within five years) when achievements you want

to extract were published. If you input a period of six years or longer, an error

will occur.

b) Select a researcher or researchers whose achievements will be output.

You can select multiple researchers registered in the Database of

Researchers.

c) Check the checkboxes of research activities to be output.

④ After completing the input of output criteria, click the Preview button.

c) 

b) 

a)
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⑤ The preview window will be displayed. Copy the displayed data and paste

them to the application form of Grants-in-aid for Scientific Research.

Back to the Table of Contents ▲ 
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2.9 Application for the KGU Research Funds 
2.9.1 Apply for Individual Research Subsidy/Individual Research Assisting 

Subsidy 

Using this feature, users can apply for the Individual Research Subsidy and 

Individual Research Assisting Subsidy. It is necessary to enter the research field 

and project plan in this academic year and the progress reports on your research 

activities in the previous academic year, when applying for these subsidies. 

* For individuals eligible to receive the Individual Research Subsidy and

Individual Research Assisting Subsidy, refer to the Guidebook for Research

Support Systems and other guidelines.

① Click the Apply/Report on-campus Research Funds button on the menu

screen.

② The menu items of [Application for the KGU Research Funds] will be

displayed on the left side of the screen. Click on [Application for the

Research Fund/Subsidy].
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③ The list of applications for the Individual Research Subsidy/Individual

Research Assisting Subsidy will appear. Click the Apply button (for inputting

data in the application form and report).

④ The screen for preparing the Individual Research Subsidy/Individual

Research Assisting Subsidy application will be displayed. Follow the

instructions to input necessary information.

a) 

a) 

b)
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a) Be sure to check the checkbox without fail if you are applicable to the

statement.

 If you are going to leave or retire from the university, please input the

report of your achievements in the academic year by your termination 

date, because you cannot log in to the Database of Researchers 

after you leave. 

b) The information is not displayed in the first academic year of application.

The details of application in the previous year will be displayed from the

next academic year.

c) After reading through the terms, check the checkbox and sign your name

if you accept the terms. You cannot click the Register button without your

agreement and signature.

c)
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If you want to temporarily save the input information without registering the data, 

click the Save button. When temporarily saving the data, the Approval Status 

changes to “Temporarily saved.” Note that this status does not mean that you 

are waiting for approval. Be sure to complete the registration procedure later. 

You can temporarily save the data even if the “I agree.” checkbox is unchecked. 

Click the Return to List button if returning to the list screen. In this case, the 

entered data will be discarded, in contrast to the case where you temporarily 

save the data. 

⑤ After completing the data input, click the Register button.
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⑥ After the confirmation screen appears, click the Register button if you are

sure that you want to register the data.

⑦ The application for the Individual Research Subsidy/Individual Research

Assisting Subsidy will be submitted and the Approval Status will change to

“Applying.” When the status is Applying, the Apply feature (for inputting data

in the application form and report) does not work. If you want to modify the

data submitted or perform other processing, use the Edit feature (for editing

the application form and report) to modify the data or use the Delete feature

(for deleting the application form and report) to delete the data before using

the Apply feature to prepare a new application and report.
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2.9.2 Output the Details of Application for Individual Research 
Subsidy/Individual Research Assisting Subsidy to an Excel File 

You can download the submitted data of application for Individual Research 

Subsidy/Individual Research Assisting Subsidy in Excel format. 

Select application data to be downloaded on the list and click the Excel 

Download button. An Excel file will be downloaded. 

* This feature works only for checking and saving the data, so you cannot edit

and upload the Excel file.

Back to the Table of Contents ▲ 
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2.9.3 View Application Data 

You can view the submitted application data. 

① Select the application data to be downloaded on the list and click the Refer

button (for viewing the application and report).

② The selected application and report will be displayed.

Back to the Table of Contents ▲ 



Database of Researchers Users Manual for Faculty and Staff P. 130 

2.9.4 Modify Application Data 

You can modify the submitted application data. However, if the Approval Status 

is “Approved,” you cannot use this feature. 

① Select the application data to be downloaded on the list and click the Edit

button (for editing the application and report).

② The selected application and report will be displayed. Modify the data as

necessary. The subsequent steps are the same as those of preparation of

the documents.

Back to the Table of Contents ▲ 
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2.9.5 Delete Application Data 

You can delete the submitted application data. However, if the Approval Status 

is “Approved,” you cannot use this feature. 

① Select the application data to be downloaded on the list and click the Delete

button (for deleting the application and report).
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② The confirmation screen of the selected application and report data will be

displayed. Check if you have selected the appropriate data to be deleted

and click the Delete button if you are sure that you want to delete the data.

③ The screen will go back to the list screen. The deleted application data will

be removed from the list.

Back to the Table of Contents ▲ 
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2.10 Check Personal Data Open to the Public 
2.10.1 Check and Update Personal Data Open to the Public 

Data available to the public are automatically updated during the night. In 

addition, using the feature for browsing and updating personal data publicly 

accessible, the faculty and staff can check their personal data before making 

them available to the public and immediately update the data. 

However, the process of updating data on public view places a heavy load on 

the system and has an influence on the processing speed of the screen. 

Accordingly, please avoid performing immediate update of the data unless 

necessary. 

① Click the Public Preview button at the top of the screen.

② The loading window for the preview of the data to be published will be

displayed.
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③ The preview of the screen that will be available to the public will appear.

Check the displayed data.

 Correct the achievement data and click the Preview latest published

image button so that you can browse the modified data.

 If you want to view the English version of the screen, Click the English

button. Click the ⽇本語 (Japanese) button on the English page to

display the Japanese version of the screen again.
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④ To immediately update the data, click the Preview latest published image

button.
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⑤ Clicking the Apply preview to published page button overwrites the data

that have already been open to the public with the new data as previewed.

Back to the Table of Contents ▲ 




