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Supplement: Instructions for employees who 
are paid with external funding 
Please read before entering timesheet data

I. Personnel paid from a single external fund

II. Personnel paid by external funds required to enter 
“work effort” data

III. Information to enter in the MEMO column
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Note: If you are paid from a single external fund, read parts I and III

Note: If you are required to enter “work effort” data, read parts II and III

Timesheet System User Manual

If you wish to use external funds for personnel costs, you need to submit 
the "Notification of engagement in externally funded projects". For details, 
please refer to the External Funds Personnel Cost Expenditure Manual.

If you want to manage engagement by the number of days, please read this 
manual before entering the hours in the timesheet system.

http://common.intra.riken.jp/assets/dept/grants/files/JINKENHI/manual_e.pdf


1. Logging on

1) Log on to the Timesheet system

I. Personnel paid by a single external fund

2) Open the “Timesheet data input” 
screen

Employees whose salaries are paid by a single external funding source must enter the days 
that they worked for the project in the Timesheet system every month if their engagement in 
the project is managed by days.

Note: If you are required to enter “work effort” data, please follow the instructions starting 
on page 6 in “II. Personnel paid by external funds required to enter “work effort” data.”
Note: Applicable external funds are listed on page 11 in “2. Applicable external funds”

Data input procedure

2. Registering the externally funded project

1) If the funding source paying your 
salary has been approved, the “Work 
effort entry” button will be displayed at 
the top of your screen. Click on the 
button, as shown on the right.

Follow these instructions to register the 
externally funded project that is paying 
your salary.

Timesheet data input 

If your salary is paid by an external fund 
but the “Work effort entry” button does 
not appear on your screen, please 
contact staff in charge of External Funds 
Office without delay.
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1) Click “Work effort entry” button



3) Click on box next to “Project already 
authorized as a member.”
A check mark will appear in the box.

5) Projects from which your salary is 
being paid will appear. Make your 
selection and click its “Project code.”

4) Click the “Search” button

Note: The name of the project may have 
been shortened so that it fits in the 
allotted space. 
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2) On this screen, click “Add project.”

2) Click “Add project”

3) Click on box. A check 
mark will appear

4) Click “Search”

5) Select the correct project and click on 
its “Project code”



6) You will get a message box asking, “Do you wish to 
make a revision?” Click “OK.”
(If you selected the wrong project, click “キャンセ
ル”)

7) Click “OK” when you get the “Registered” message 
box.
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You will then get this screen 
showing that the project is 
registered.

Now project registration is completed.

3. Entering data for days worked on project

Follow these instructions to enter data 
for days worked on externally-funded 
projects.

Inputting and saving data
1) Place a check mark in the cell next to 
the days you spent working on the project 
(include business trips and outside duty.)

Note: Leave the cell blank for holidays, 
(including annual paid leave).

1) Place a “✔” next to days spent working on the project
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2) When you have finished making your 
entries, click “Save.”

3) You will get a message box asking, “Do you wish to 
make a revision?” Click “OK.”

4) Click “OK” when you get the “Registered” message 
box.

5) Click the “Close” button

You are now finished. Go to the “Timesheet data input” screen to complete timesheet. 

2) Click “Save”

5) Click “Close”



1. Logging on

1) Log on to the Timesheet system

II. Personnel paid by external funds required to enter “work effort” data

2) Open the “Timesheet data input” 
screen.

Data input procedure

2. Registering the project that requires 
“work effort” data

1) If a project you are working on has 
been pre-registered, the “Work effort 
entry” button is displayed at the top of 
your screen, as seen on the right. Click 
the button.

Follow these instructions to register 
projects requiring “work effort” data.

Timesheet data input

If you are required to enter “work 
effort” data, but you do not see the 
“Work effort entry” button on your 
screen, please contact staff in charge of 
External Funds Office without delay.
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Employees paid by externally funded projects who are required to enter “work effort” data
must enter the days that they worked for the externally funded projects in the timesheet
system every month if their engagement in the project is managed by days.

Note: If you are paid by a single external fund please follow the instructions starting on page 2
In “I. Personnel paid by a single external fund” 

1) Click “Work effort entry”



3) Click on box next to “Project already 
authorized as a member.”
A check mark will appear in the box.

5) The projects requiring “work effort” 
data are displayed. From those listed, 
select your ‘Project A’ and click on the 
Project code next to it.

4) Click the “Search” button

Note: The name of the project may have 
been shortened so that it fits in the 
allotted space.
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2) In this screen, click “Add project.”

2) Click “Add project”

3) Click on box. A check 
mark will appear

4) Click “Search”

5) Select your ‘Project A’ and click on its 
Project code.



6) You will get a message box asking, “Do you wish to 
make a revision?” Click “OK.”
(If you selected the wrong project, click “キャンセル”)

7) Click “OK” when you get the “Registered” message 
box.
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8) Next, click “Add project.”

Your ‘Project A’ is now registered

9) Repeat the procedures from 2) to 7) 
above, clicking on the Project code of 
your ‘Project B’.
Make sure that you click “OK” when you 
see the text boxes.

8) Click “Add project”

9) Click the Project code of your ‘Project B’.



Now your ‘Project B’ is registered
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Now you have finished registering the 
projects.

3. Entering data for days worked 
on projects

Follow these instructions to enter data 
for days worked on externally-funded 
projects.

Inputting and saving data
1) Place a check mark in the cell next to 
the days you spent working on the 
project (includes business trips and 
outside duty.)

Do not enter a “✔” for more than one 
project on the same day.
Note: “Work effort” is managed based 
on one-day units. You cannot enter data 
showing that you worked on two 
different projects for the same day.

Note: Leave the cell blank for holidays, 
(including annual paid leave).

You cannot enter a “✔” for two projects for the same day  
Warning

Place a box next to the one project to which you 
devoted the most time for the day

Note: If you need to register more than two 
projects, repeat step 9) until all projects are 
registered.

1) Place a “✔” next to days spent working on the project
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2) When you have finished entering data, 
click “Save.”

3) You will get a message box asking, “Do you wish to 
make a revision?” Click “OK.”

4) Click “OK” when you get the “Registered” message 
box.

5) Click the “Close” button.

You are now finished. Go to the “Timesheet data input” screen to complete timesheet.

2) Click “Save”

5) Click “Close”



III. Information to enter in the MEMO column

Research personnel whose salaries are paid by external funds are required to devote their 
time working on the projects for which they are being paid by the funding organizations.

Therefore, if your engagement in the project is managed by days, please write, in specific 
terms, the type of work that you performed for the project in the MEMO column of the 
timesheet system.

Note: Personnel who are required to enter “work effort” data must also write the type of 
work they performed in the MEMO column. 

Budget where the project name begins with the RIKEN project code

Example: □XXXXXXX/00/△△

□ : Capital letter of the alphabet
× : Number
〇 : Project name of the externally funded  project, etc.
△：Name of the person in charge of research, etc.

2. Applicable external funds
All personnel whose salaries are paid from external funds must follow these procedures if their 

engagement in the project is managed by days.

Note: Specifically, this applies to those who are paid from the following budgets.

1. Introduction

11



3. MEMO column input

1) For each day, write the type of work you did in the MEMO column of the timesheet. 
2) Clearly indicate that the work was related to the externally funded project.
3) Avoid writing one-word entries such as “Experiments” or “Research.” Be more specific.
4) Do not exceed 100 characters.
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Enter the type of work you did. Be specific.
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If you only write “Experiments” or “Research,” 
the funding organization may raise an objection

- Write the specific type of work related to the externally funded research.
Examples: “Trial and measurement of amino acid solutions”

“Organization of data for new simulation technology development”

- For outside duty, write destination and work content
Example: “Meeting to discuss development of XX software (Tokyo Univ.)”

- If the work you did was directly related to the project plan submitted as part 
of the application for the fund, you may refer to the plan.
Example: “Observations for part 4. 1) of project plan”

Note: Avoid repeating the same entry for another day, unless you actually did
the same work.
Note: The name of the externally funded project is pre-registered (as explained 
in parts I and II), so there is no need to write the name in the MEMO column.

Thank you for your cooperation

Examples

Warning

For inquiries on these procedures contact:
effort@ml.riken.jp

External Funds Office

mailto:effort@ml.riken.jp
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