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1 What is the “Application Website for IFS Collaborative 

Research Project?” 
 

The “application website for IFS Collaborative Research Project” is a system used to efficiently 

conduct application procedures pertaining to the collaborative research project at the Tohoku University 

Institute of Fluid Science on the Web. 

 

2 Introduction (precautions) 
2.1 About the login ID and password 

To use this system, you will need an ID (e-mail address) and password. The ID and password is issued 

when you register an account. If you don’t know or forget your ID and password, please contact the 

Office of the Institute of Fluid Science, Tohoku University (hereinafter referred to as ‘the Office of 

Collaborative Research.) 

 

2.2 System Requirements 
This system is supported under the following versions of operating systems and browsers. Operation 

cannot be guaranteed with older versions, so please try a newer version if the system does not operate 

properly. 

 

Operating system Browser 

Windows7  ・Internet Explorer (Version 11) 

・Google Chrome (Version 54) 

・Firefox (Version 50) 

Mac OS X v10.11 ・Safari (Version 10.0) 

・Google Chrome (Version 54) 

・Firefox (Version 50) 

Operation confirmed with each environment as of “November 2016.”   
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3 Basic Usage 
3.1 Overview of the entire system 

The main functions of this website are as follows. 

 

① Apply 
 Apply for IFS Collaborative Research Project. Please apply by selecting an application classification 

such as the General Collaborative Research Project. If you wish to “continue” your project from the 

previous year, you have to apply for this category. 

 

② Edit the application contents 
 You can edit your application contents. This function can be used if there are any edit requests from the 

General Affairs Office, or if you find any errors in your application information directly after you submit it. 

 

③ Print the application form 
 Print the submitted data as an application form (in the Excel file format.) This is used when confirming 

the applied data. 

 

④ Submit a report 
 After your project is accepted, you can submit your project report on the research findings. 
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3.2 Login 
Display the login screen. 

Access the following URL website from the browser. 

 https://kyodo.ifs.tohoku.ac.jp/collabo/language-
toggle.xhtml?target=en 

 

Enter your ID and password and log in from the login screen. 

  

 

 

3.3 Log out 
Select “log out” from the top right part of the screen. 

  

 

★Tip 

・It is also possible to log out by clicking the close button on your browser. 

 
 

 

 

 

 

 

 



 
－ Application Website for IFS Collaborative Research Project User Manual － 

- 6 - 

4 Submit an application 
The applicant should confirm a guideline for the application for the project and then submit the application. 

 

4.1 Submit an application 
The application can be generated from the “List of application(s)” screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the target classification of the application from the pull-down menu to the left of the “Create an 

application” button first, and then click “Create an application.” 

*Confirm that the application classification is accurate. 

*Apply from here in the event that you are “continuing” from previous years. 
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You will be transferred to the edit screen. Enter the application content. 

 
 

When selecting any option other than “New” from “Project Status,” the “Abstract of Result of former year(s)” 

entry field will be displayed. 
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(Continued from the edit screen) 

About the Project organization 

•The data registered in your account is displayed in “Project leader(applicant).” 

•If the “Project leader(applicant)” is off-site, select “IFS responsible member.” 

•If the “Project leader(applicant)” is on-site, enter “Non-IFS responsible member.” 

 
 

If you need more entry fields to add the non-IFS member or IFS member, click the “Add the field for input” 

button. 

When you wish to delete an entry field, click the “x” (Delete) button located on the right side of the entry 

field that you want to delete. 
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(Continued from the edit screen) 

For the research expenses, enter the breakdown of the Travel expenses and the Cost of expendable 

supplies. 

If you need more entry fields, click the “Add the field for input” button. 

 

 

For the signature, read the statements in the signature section and indicate your agreement to those 

statements by clicking the checkbox. 

  
 

After entering the information, click the “Confirm the application contents” button. 

If there is an error in the entered content, an error message will be displayed. Follow the error message 

and edit the entered information. 

If the entered information is correct, you will be transferred to the confirmation screen. 
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Examples of error in the entered information 

 

 

*Follow the error messages and correct the entered information.  
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If the entered information is correct, you will be transferred to the confirmation screen. If there are no 

problems with the entered information, click the “Submit an application” button at the bottom of the screen. 

 

                                ︙ 
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If the application process is successfully completed, the processing status will be registered as “Applied” 

on the application list screen. 

 

 

*The application content will be reviewed by the Office of Collaborative Research. 
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4.2 Temporarily save application data 
If the application content is not set during the “4.1 Submit application” step, the application data can be 

temporarily saved without submitting the application. 

(Edit screen) 

 

 

︙ 
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(Continued from the previous page) 

 
If the application content is not set, click the “Save the input data temporarily” button after entering the 

items that can be input for now. Follow the error messages and edit the entered information. 

 If the entered content is correct, you will be transferred to the list screen and the processing status will be 

registered as “Temporary saved.” 

The application cannot be submitted while in the “Temporary saved” state. If the application content is set, 

follow the procedures from “4.3 Edit the application content” and submit your application. 
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4.3 Edit the application content (in the event that the processing status is 
“Temporary saved,” “Applied” or “Returned”) 
If the processing status is “Temporary saved,” “Applied” or “Returned,” the application content can be 

edited. If the processing status is set to “Applied,” the application content can be edited because it is being 

confirmed by the General Affairs Office. If the processing status is set to “Returned,” it means that the 

application content was deemed to be incomplete as a result of it being confirmed by the ‘the Office of 

Collaborative Research, so please correct the application content.  

 

When editing the application content, click the “Proposed date” of the application data. 

 

 

You will be transferred to the confirmation screen. 
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At the confirmation screen, you can use the following functions. 

“Edit”… Edit the application content. 

“Download”…Download the application content as an application form. 

“Cancel the application”…Cancel the application. In the event that the application is cancelled, please 

be aware that the application data cannot be edited. 

 
 

When editing the application content, click the “Edit” button. You will be transferred to the edit screen. 
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Edit the application content from the edit screen. 

*The edit screen is the same screen as when you create the application form. 

 

 

When you finish entering the information, click the “Confirm the application contents” button. If the 

entered information is correct, you will be transferred to the confirmation screen. 

If the processing status is set to “Temporary saved” and you are transferred to the edit screen, the 

following buttons will be displayed, and you can re-press the “Save the input data temporarily” button. After 

pressing the button, you will then be transferred to the list screen. 
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Confirm the entered information from the confirmation screen. If there are no problems with the entered 

information, click the “Update” button. 

 

 

After updating, you will be transferred to the list screen. 

 

If the processing status is set to “Temporary saved” and you are transferred to the edit screen, the 

following buttons will be displayed. Please press the “Submit an application” button. 
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4.4 Submit an application (for “International Multiple Collaborative Research 
Project”) 

If the application is not accepted when applying for the "International Multiple Collaborative Research 

Project” and you wish to be evaluated for the “General Collaborative Research Project” (multiple 

applications allowed,) please apply for the “General Collaborative Research Project” followed by the 

applied “International Multiple Collaborative Research Project.” 

 

Select “International Multiple Collaborative Research Project” on the application list screen, and click 

“Create an application.” 

 

 
 

If the application is not accepted and you desire an examination of the “General Collaborative Research 

Project” (multiple applications allowed,) please select “wish to” for the examination of the General 

Collaborative Research Project. 

When all other required fields are entered, confirm your application contents on the confirmation screen. 

 
                              ︓ 

 

 

Confirm the application content on the confirmation screen and submit your application. 
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The application data will be registered for the “International Multiple Collaborative Research Project.” 

When you choose other classifications, you will be transferred to the application list screen, but with the 

“International Multiple Collaborative Research Project,” if you select “wish to” for the review of the General 

Collaborative Research Project, you can continue to apply for the “General Collaborative Research Project.” 

 

You will be transferred to the confirmation screen, so please click “Submit an General Collaborative 

Research” on the bottom of the screen. 

 

 

You will be transferred to the screen where you can register a new “General Collaborative Research Project.” 

Please enter the application content.  

 
The application flow is the same as the previously described “4.1 Submit application” section. 
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After submitting your application, you will be transferred to the list screen. 

When the “General Collaborative Research Project” is submitted along with the “International Multiple 

Collaborative Research Project”, 2 or more separate serial numbers can be seen as shown below. 

 

 

 

*When applying for multiple “General Collaborative Research Projects,” transfer to the confirmation screen 

of the application data of the “International Multiple Collaborative Research Project" and click “Submit an 

General Collaborative Research.” 
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5 Print the application form 
Print the submitted data as an application form (in the Excel file format.) 

 

5.1 Print the application form 
Click the “Proposed date” of the application data that you wish to print as an application form from the 

application list, and you will be transferred to the reference screen. 
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Click the “Download” button from the reference screen. 

 
 

The application form will be downloaded to your own PC. 

 
*When using Google Chrome. 

 

The printed application form will be as follows. 
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6 About the edit requests from the Office of Collaborative 

Research 
The application content is confirmed at the Office of Collaborative Research. If an edit is required, there 

will be an edit request from the Office of Collaborative Research and the target application data can be 

edited. 

 After receiving the notification, please edit the application content by following the procedures described 

in the previously described “4.3 Edit the application content” section. 

 

�Tip 

•If there is an edit request from the Office of Collaborative Research, the processing status will be 

changed to “Returned,” and the applicant will be able to edit the application. 

 

  Your application status will be changed to “Received”, if its contents are completed. Depending on the 

results of the evaluation, the status may be changed to “Accepted” or “Rejected”. 

7 Submit a report 
After the collaborative research is completed, please submit a report. 

If the processing status is set to “Accepted,” you can submit a report. 

 

7.1 Submit a report 
Click the “application date” of the application data that you wish to submit as a report from the application 

list, and you will be transferred to the reference screen. 
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Click the “Register the report” button from the reference screen. 

 
 

You will be transferred to the edit screen. 

If you clicked “Register the report,” the application content will be displayed, but will no longer be able to 

be edited. Only the research report column will be able to be edited. 
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                                 ・ 
                                 ・ 
(Continued from the edit screen) 

 

 

When submitting a report, a Word and PDF version of the reports are required. 
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The other items are optional. 

 If you select a report, please click the “Confirm the contents of report” button. You will then be transferred 

to the confirmation screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will be transferred to the confirmation screen. Please confirm the entered content and register the 

report. 

 

 

When the registration is completed, you will be transferred to the list screen. The report will be displayed 

as “Yes” on the list screen. 
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8 About the processing status of the application data and e-

mail notifications 
8.1 About the processing status of the application data 

Confirm the processing status of the application data from the processing status column of the application 

list screen. The processing status will be set as follows. 

“Temporary saved”… The application is temporarily saved while the applicant creates the application 

data. The application will not be submitted if the processing status is set to “Temporary saved”. The 

application data should be edited and submitted by the applicant. 

“Applied”…The applicant has created the application data and submitted. The application data can be 

edited by the applicant if the processing status is set to “Application completed.”  

“Checking the application”…The application data is being accepted. The application data cannot be 

edited if the processing status is set to “Checking the application.” If the application content is confirmed at 

the secretariat and there are no problems with it, the processing status will be set to “Accepted,” or if an 

edit request is made to the applicant, it will be set to “Returned.” 

“Returned”… If the application data is incomplete and an edit request is made to the applicant, the 

processing status will be set to “Remand.” If it is set to “Returned,” the applicant can edit the application 



 
－ Application Website for IFS Collaborative Research Project User Manual － 

- 29 - 

data. 

“Cancelled”…The application data can be cancelled if it is incorrectly submitted. It can be cancelled if 

the processing status is set to “Temporary saved” or “Applied.” 

“Received”…The application content is confirmed by the secretariat, and if there are no problems with 

the application content, the application will be accepted. 

“Accepted”…The applications that are selected as a result of the examination will be displayed as 

“Accepted.” 

“Transferred”… The applications that are rejected as a result of the examination will be displayed as 

“Transferred.” 

 

8.2 About the e-mail notifications 
During the following processes carried out by the applicant, an e-mail notification will be sent to the 

secretariat. 

  •When the application is submitted 

  •When the application data is edited (when the application data from “Applied” or “Returned” is edited) 

•When the application data is cancelled (excluding cases when the “Temporary saved” data is cancelled) 

 

During the following processes carried out by the secretariat, an e-mail notification will be sent to the 

applicant. 

 •When the application data is accepted 

 •When the application data is returned 

 •When the application data is cancelled 

 

 

 

 

 

 

9 Register your account 
9.1 Register your account (when registered by the applicant) 

The account registration can be carried out by the applicant. 

Please click “Signup”. 
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Enter your e-mail address, and place a checkmark next to “I’m not a robot.” Then, click the “Send” button. 

 
 

 

 

 

 

 

An authentication URL will be sent to the e-mail address that you entered. 

Please register your account from the URL contained in the e-mail. 

*Please note that if you do not access the account within 24 hours, the transmitted information will be 

discarded. 
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Access the URL listed in the e-mail to register your account. After entering the information, please click the 

“Confirm” button. 

 

 
 

You will be transferred to the confirmation screen. Confirm the content and register your account. 
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10 About inquiries 
If you have any questions about the “Application Website for IFS Collaborative Research Project,” please 

contact us at following e-mail address. 

Contact information 

 

Office of Collaborative Research Project, Institute of Fluid Science, Tohoku University 

E-mail: ifs-kyodo@grp.tohoku.ac.jp 
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