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Integrated Facility Sharing System ToyoTech

The integrated facility sharing system (hereinafter referred to as the "integrated system")
is a system that manages reservations, applications, and billing for shared facilities.
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Self-Use Task Request p—
‘“ - Check previous month's statement
-Check (or output) statement of account
Consultation Self-Use training -Change the budget allocated for payment
Reservation and application Billing

® User groups and Roles

&)
7 Users : reservation and application (p.8~9)
|

® Budget Managers and Budget Supporters
a . Check previous month's statement and allow users to use the budget (p.10~11)

' Facility owner : Respond to consultation and task requests

*Budget Manager must be registered. 7
*Budget Supporter is a substitute for the Budget Manager, and registration is optional.



Users (1)

® Users can make reservations and applications for "Consultation," "Self-Use
training," "Self-Use," and "Task Requests”.

pr—y e
L3 5l
-~ Self-Use training Self-Use

(as necessary)

9
Consultation Q "
‘n

*If you are using a facility for the first time or are undecided about which facility to use,
please consider the "Consultation" first.

(OFC has set up a common contact point (facility name: Inquiry Counter) in the list of
facilities for consultation.)

*If you have already used the facility, you can skip the consultation.
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Task Request
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Users (2) - Reservations, Applications, and Results Registration L

® The three steps to use the system are "Registering Basic Information”,
"Registering Budget Information”, and "Register Result".

List of operations :users
(Click on the link to jump to the appropriate manual.)

Reservation/appl | Paid or Free | Basic Budget Information
ication Information

Self-Use Paid required required (passcode - required
budget user)

Consultation Free required not required not required

Task Request Paid required required (passcode - not required
budget user)

Self-Use Training Free required not required not required

Paid required required (passcode - not required

budget user)

(Notes)

*"Registering Budget information” requires the permission of Budget Manager and Supporter.

*If you do not complete “Registering Budget information” within 3 days after “Registering Basic information”, your
reservation (or application) will be automatically cancelled.
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Budget Manager and Supporter (1)

@®Role of Budget Manager and Supporter

[1] Check previous month’s statement: You can check previous month'’s statements and
change your budget on the system in the month following the month (6t to 12t).

[2] Allow users to use the budget: Users are allowed to use the budget in making
reservations and applications.

[1] Check previous month's statement: (6th-12th of the month following the month of use)

i) Email requesting confirmation of usage fees (from the 6th to the 12th of the month
following the month of usage) Budget Manager and Supporter will receive an e-mail (subject:
(& HRMELA] FAREEIHEZREEESLY) from the system at 9:00 a.m. between the 1st and
10th of the following month.

i) Check previous month's statement (from the 6th to the 12th of the month following the
month of usage)

Budget Managers or Supporters log in to the system and output statements of account.
(Manual:M3-2-1)

Also, Budget Managers or Supporters will make changes to the budget as needed.
(Manual:M3-2-2)

Please wait until the 13th after the confirmation is completed.

iii) Fixed statement (from the 13th day following the month of use to the end of the month)
Budget Managers and Supporters will receive an e-mail from the system at 9:00 a.m. on the
13th day following the month of use, stating that the statement has been finalized (subject:
(EHRFELA] FIAAMEEEMLELE).

Budget Manager and Supporter can output the finalized statement by the end of the month.

Tokyo Tech
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Budget Manager and Supporter (2)

Tokyo Tech

[2] Allow users to use the budget: There are two ways: "passcode” and "budget user registration."

1)passcode (Manual:m3-1-1)
(for temporary permission)

Budget Manager or Supporter

Sure.
User
The passcode is
May | use your abed12.
budget?

g

® Registering Budget Information

(passcode)
‘ A

4
e
[t e

—fsFI &

2) Register as a budget user Manua:ms-1-2)

(for continued permission)

Budget Manager or Supporter

User Sure. | will register
you as a Budget user.
May | use your
[ budget?
e ~

r @ Modify Budget Information
‘ Registering

Budget user.

LA
L
Budget Manager or

@ Registering Budget Information Supporter

(registered budget) NG passcode

entry
required

Users 1 1

¢ o
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|
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I n q u i ri e S Tokyo Tech

*Inquiries about usage and billing procedures, and system troubles, please contact the
following URL:

https://www.ofc.titech.ac.jp/tsys-h/

(On-campus only)

*Frequently asked questions (FAQ) and bug information are also available.
*You can use the inquiry form on slack (TokyoTech-BRER T 2#K%).

#help-fiasiBstA > X7 A -ofc

*Manuals are available at the following URL:

https://www.ofc.titech.ac.jp/tsys-h/tsys manual/

Please read the following according to your schedule:

Overview of "consultation" and "task request”

Overview of "self-use" and "self-use training"
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