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2. Requests for Changes 

Requests for changes are made when you want to change the details of a project

(research expenses or project members) after the project has been adopted.

About Requests for Changes

 

Process of Requests for Changes

Researcher Funding agency

Create request for 

change

Research Institution

Approval

Sent back

Pullback#2

Acceptance

Rejection

Acceptance

Sent backSent back

Rejection

Save data

Pullback

Submit Approval

Pullback Pullback

Acceptance

Rejection

Sent back

Save data

Submit

Pullback#1

 

#1 You can pull back until approved by Research Institution. 

#2 You can pull back until accepted by Funding agency. 

 



Operation Manual for Researchers 2. Requests for Changes  

 

2-2 
 

➢ Create a new request for change

Create a request for change for the project has been adopted.

→ "2.1 Creating a New Request for Change"

➢ Resume saved input

When creating a new request for change, you can save the input details and resume input later.

→ "2.2 Resuming saved input"

➢ Check request details

You can check the details of a request for change after it is submitted.

→ "2.3 Checking Request Details"

➢ Pull back the request for change

You can pull back the request for change.

→ "2.4 Pull back Request"

➢ Delete the request for change

You can delete the request for change

→ "2.5 Delete Request"

Basic Operations
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2.1 Creating a New Request for Change 

This section explains how to create a new request for change when you need to change the details of a 

project after it is adopted. 

Screen Operation

List of Applications 

and Approved 

Projects
(2) Search for your project

Procedures for 

Submitted 

Applications and 

Approved Projects

(3) Select "New" under "Request for modification of approved project"

Notes on 

applications for 

change
(4) Check the notes

(5) Input request details
Application for 

change of the 

project

Top (1) Select "Submitted proposals" > "Projects list" in the Global Menu

(6) Your request for change has been registered
Application 

submitted

Process Operations
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(1)  Selection in the Global Menu 

 

(1) Click here

 

(1) Click "Submitted proposals" > "Project list" in the Global Menu on the top screen. 
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(2)  Search for your project 

The [List of Applications and Approved Projects] screen is displayed. 

(1) Fill out these fields

(2) Click here

 

(1) Input search terms. 
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(2) Click the "Search" button. 

To filter your search by more advanced terms, click the "Display advanced search conditions" button to 

display the advanced settings. 

 

The search results are displayed. 

(3) Click here

 

Project status and apply type (status)

○ If the project status，apply type(status) is one of the following issues, and the saved data was not 

stored, a new change application is possible.

- When the project status is "Before registration of grant amount/registration of contract amount" 

and apply type(status) is " - ", "Applying to modify effort" or "Request for correction to researcher in 

progress (Adopted project)".

- When the project status is "After registration of grant amount/registration of contract amount" and 

apply type(status) is " - ", "Applying to modify effort" or "Request to correction to researcher in 

progress (Adopted project)".

- When the project status is "End of fiscal year" and the application type is "Request for correction to 

researcher in progress (Adopted project)"）.

Note
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(3)  Select "New" under "Request for modification of approved project" 

The [Procedures for Submitted Applications and Approved Projects] screen is displayed. 

(1) Click here

 

(1) Click the "New" button under "Request for modification of approved project". 
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(4)  Check the notes 

The [Notes on applications for change] screen is displayed. 

(1) Check these details

(2) Click here

 

(1) Check the notes. 

(2) Click the "Agree and apply" button. 
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(5)  Input request details 

The [Application for change of the project] screen is displayed. 

(1) Modify the name

(2) Select this tab

(3)Click here

(4)Click here

 

The current project details are displayed at first. 

(1) If modifications are required, change the name of the research/development project. 

If the project title field includes a prohibited character such as a circled number, an error occurs. 

Replace any prohibited characters with valid characters. 
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(2) Select each tab ([Basic information] and [Research costs / Project members]. 

The tab configuration and the input items change according to the call for application. 

(3) If you want to temporarily save, click the "save" button. 

(4) Click the "confirm" button after the necessary tab is entered. 

 If an entry is unfilled or there is an error in the input content, an error indication appears after the 

click. 

× Modify the marked items and click the "confirm" button again. 

 

Preview request form

○ When you click the "preview request form" button, the application request form can be output in the

PDF format.

Note

 

 

[Basic information] tab 

Modify the item you want to modify. 

Even though the research purpose and the research summary are not indicated as required fields, you 

must enter information in the text area or attach a file. If you do not enter information or attach a file, an 

error occurs. 
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[Research costs and Project members] tab 

(1)Correction 

(3)Confirm

(2)Correction 
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(1) Enter the research costs for each year. 

Please make sure that the amount of the total column is within the range of "1.Maximum and minimum 

for each cost item" 

If the funding agency has enabled file upload for "費目項目設定", you can specify the research cost 

either by attaching a file or by entering the cost. If file upload is not enabled, the upload field does not 

appear. 

(2) If you have a member who participates in the assignment, click the "Add line" link and enter the 

research expense of the first year of the study. 

The total amount of research expenses entered into the research representatives and investigators 

must be consistent with the amount entered in the first year of "2. Cost breakdown for each fiscal year". 

(Example) direct costs of first year, 100000 yen, indirect costs 50000 yen 

Research representative: direct costs: 6000 yen，indirect costs 30000 yen 

Research sharer: direct costs: 40000 yen; indirect costs 20000 yen 

(3) Make sure that the difference column is 0 yen. 

New amount (the specified current fiscal year): The cost entered in "2.Cost breakdown for each fiscal 

year". 

Total of new amount for each researcher: This is the total amount of the research costs entered in 

"2.Change project member details" by research representative and research sharer. 

difference:( New amount (the specified current fiscal year))－(Total of new amount for each researcher) 

(4) For researchers who do not belong to any research agency, enter the name of the person in charge of 

accounting. 

○ When a research member is added by registration of the research organization information, it is not

possible to view, edit, and you can set the permissions to the researcher.

Edit: you can't submit it, but you can modify saved project application.

View: you can't modify it, but can be viewed before submission

No modification: you can't modify it, and you cannot browse until you submit it.

Viewing / Editing AuthorityNote
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(6)  Request registered 

The [Application submitted] screen is displayed. 

 

 

Your request for change is submitted to your research institution. It will only be submitted to the Funding 

agency when it is approved by your research institution. 

The new details are applied to the project after the change application is accepted by the Funding agency. 

 

Above is the procedure to register a new change application. 
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2.2 Resuming Saved Input 

This section explains how to resume input in a saved request for change. 

Screen Operation

List of Applications 

and Approved 

Projects
(2) Search for your project

Procedures for 

Submitted 

Applications and 

Approved Projects

(3) Select "Resume" under "Request for modification of approved project"

Application for 

change of project
(4) Input request details

Top (1) Select "Submitted proposals" > "Project list" in the Global Menu

(5) Your request for change has been registered
Application 

submitted

Process Operations
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(1)  Selection in the Global Menu 

 

(1) Click here

 

(1) Click "Submitted proposals" > "Project list" in the Global Menu on the top screen. 

 



Operation Manual for Researchers 2. Requests for Changes  

 

2-16 
 

(2)  Search for your project 

The [List of Applications and Approved Projects] screen is displayed. 

(1) Fill out these fields

(2) Click here

 

(1) Input search terms. 
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(2) Click the "Search" button. 

To filter your search by more advanced terms, click the "Display advanced search conditions" button to 

display the advanced settings. 

 

The search results are displayed. 

(3) Click here

 

 

 

Note Project status, Apply type (status)

○ When you have project status, apply type (status) that like below and saved data, you can edit the

application for change.

- When the project status is "Before registration of grant amount/registration of contract amount" and

Apply type(status) is " - ", "Applying to modify effort", "Request for modification in progress" or "Request

for correction to researcher in progress (Adopted project)".

- When the project status is "After registration of grant amount/registration of contract amount" and Apply

type(status) is " - ", "Applying to modify effort", "Request for modification in progress" or "Request to

correction to researcher in progress (Adopted project)".

- When the project status is "End of fiscal year" and Apply type(status) is "Request for correction to

researcher in progress (Adopted project)".

# You can also edit when the project status is "Request for modification in progress" in case of

Pullback/Sent back.
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(3)  Select "Resume" under "Request for modification of approved project" 

The [Procedures for Submitted Applications and Approved Projects] screen is displayed. 

(1) Click here

 

(1) Click the "Resume" button under "Request for modification of approved project". 
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(4)  Input request details 

The [Application for change of project] screen is displayed. 

 

The rest of this process is the same as "(5) Input request details" onward in "2.1 Creating a New Request 

for Change" of the Operation Manual for Researchers. 
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2.3 Checking Request Details 

This section explains how to check the details of a request for change after submitting it. 

Screen Operation

List of Applications 

and Approved 

Projects
(2) Search for your project

Procedures for 

Submitted 

Applications and 

Approved Projects

(3) Select "Browse" under "Request for modification of approved project"

Inquiry change 

application 

information
(4) Check your request for change

Top (1) Select "Submitted proposals" > "Project list" in the Global Menu

Process Operations
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(1)  Selection in the Global Menu 

 

(1) Click here

 

(1) Click "Submitted proposals" > "Project list" in the Global Menu on the top screen. 
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(2)  Search for your project 

The [List of Applications and Approved Projects] screen is displayed. 

(2) Select category

(1) Fill out these fields

(3) Click here

 

(1) Input search terms. 
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(2) Click the "Search" button. 

To filter your search by more advanced terms, click the "Display advanced search conditions" button to 

display the advanced settings. 

 

The search results are displayed. 

(3) Click here
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(3)  Select "Browse" under "Request for modification of approved project" 

The [Procedures for Submitted Applications and Approved Projects] screen is displayed. 

(1) Click here

 

(1) Click the "Browse" button under "Request for modification of approved project". 
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○ If the investigator is not authorized to edit or browse, the button will not be displayed until the

application is submitted.

Browse processing history

○ You can check the operation history such as the date of registration, the approval date of change

application.

Viewable range

Note

Caution
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(4)  Checking Request Details 
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2.4 Pull back Request 

This section explains how to pull back request for change. 

Screen Operation

List of Applications 

and Approved 

Projects

(2) Search for your adopted project

Procedures for 

Submitted 

Applications and 

Approved Projects

(3) Select “Pullback“ next to the Request for modification of approved

project

Top
(1) Select "Submitted Proposal" > "Project list" in the Global Menu on

the top screen

(4) You have completed pull back request for change

Process Operations

Procedures for 

Submitted 

Applications and 

Approved Projects
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(1)  Selection in the Global Menu 

 

(1) Click here

 

(1) Click "Submitted proposals" > "Project list" in the Global Menu on the top screen. 
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(2)  Search for your approved project 

The [List of Applications and Approved Projects] screen is displayed. 

(2) Select category

(1) Fill out these fields

(3) Click here

 

(1) Input search terms. 
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(2) Click the "Search" button. 

To filter your search by more advanced terms, click the "Display advanced search conditions" button to 

display the advanced settings. 

 

The search results are displayed. 

(3) Click here
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(3)  Select "Pullback" under "Request for modification of approved project" 

The [Procedures for Submitted Applications and Approved Projects] screen is displayed. 

(1) Click here

 

 

Possible range of Pullback

○ If approval from your Research Institution is required (Researcher → Research Institution → Funding

agency), you can pull back the change application before approved by research institution.

○ If approval from your research institution is not required (Researcher → Funding agency), you can pull

back the change application before accepted by Funding agency.

Caution

 

 



Operation Manual for Researchers 2. Requests for Changes  

 

2-32 
 

(4)  Pullback complete 

The "Processing is complete." is displayed on the [Procedures for Submitted Applications and Approved 

Projects] screen.  
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2.5 Delete Request 

This section explains how to delete request for change after submitting it. 

Screen Operation

List of Applications 

and Approved 

Projects

(2) Search for your adopted project

Procedures for 

Submitted 

Applications and 

Approved Projects

(3) Select “Delete“ next to the Request for modification of approved

project

Top
(1) Select "Submitted Proposal" > "Project list" in the Global Menu on the

top screen

(4) Check details to delete
Application confirm 

deletion

(5) You have completed pull back request for changeApplication deleted

Process Operations
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(1)  Selection in the Global Menu 

 

(1) Click here

 

(1) Click "Submitted proposals" > "Project list" in the Global Menu on the top screen. 
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(2)  Search for your requested project 

The [List of Applications and Approved Projects] screen is displayed. 

(2) Select category

(1) Fill out these fields

(3) Click here

 

(1) Input search terms. 
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(2) Click the "Search" button. 

To filter your search by more advanced terms, click the "Display advanced search conditions" button to 

display the advanced settings. 

 

The search results are displayed. 

(3) Click here
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(3)  Select "Delete" under "Request for modification of approved project" 

The [Procedures for Submitted Applications and Approved Projects] screen is displayed. 

(1) Click here

 

(1) Click the "Delete" button under "Request for modification of approved project". 

 

Possible conditions of deletion

○ You can delete saved project applications.

○ You can delete project applications withdrawn or pulled back by research institution, Funding agency.

Caution
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(4)  Checking details to delete 

The [Application confirm deletion] screen is displayed. 

(1) Check these details

(2) Click here

 

(1) Check the details. 

(2) Click the "Request to modify the approved Project (Deletion)" button. 
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(5)  Delete complete 

The [Application deleted] screen is displayed. 
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