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Getting Started > 1. Login (Director of Research)

© Login (Direct Login to the Integrated Research Administration System)

Detail of Function

1) Connect with https://sunykorea.smartrnd.co.kr which is the Integrated research
administration system.

2) Enter the login information as below.
- ID: Job number or employee number, Password: 111111 (change after logging in)

- Researchers, outsiders, etc. can access after registering as an external member (refer to the
separate manual for outside member registration)
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https://sunykorea.smartrnd.co.kr/

Getting Started > 2. Main Screen

© Main screen (comprehensively view work progress status, announcements, and progress task status for
each user)

,_(Defail of FuncﬁorD

1) Click on the school logo to go to the main screen.
2) A menu for each task is displayed and clicking moves to the corresponding menu.
3) Information such as the progress status (payment) of the assignment is displayed.
4) Check the notices registered by the industrial complex.
5) The task currently in progress is displayed, and clicking on the task name moves to task information.
- Search for assignments by entering the assignment name/assignment number, etc. in the search box.
- You can search for complete/completed assignments in addition to ongoing assignments using the search conditions

on the left.

#* If the prinfout does not open, you can click on the action to install the printout viewer and view the printout.
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I. Assignment
Inquiry

1. Assignment Information

1) Basic information
2) Budget

3) Participating
personnel
4) Invoice

5) Expenditure
status

6) Card

7) Funding Status




I. Assignment Inquiry > 1. Assignment Information > 1) Basic Information

© Menu name: Assignment management > Assignment information > Basic information
tab (displays assignment-related information)

_(Detail of Function\
> 4

[») Example: Search the assignment and check the assignment information.
1) Enter the task name/task number and press ENTER or click fe#8&#=8 fo select the task.

2) The basic information tab allows you to check the assignment overview, management account, and related attached files.
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I. Assignment Inquiry > 1. Assignment Information > 2) Budget

© Menu name: Assignment management > Assignment information > Budget tab (displays assignment
budget details)

F(Detail of Functio\ N

n
7

(») Example: Register the original budget of the viewed task or change the registered budget.

1) If you click the budget tab, you can see the original budget details and the number of budget changes.

2) Budget details display the budget details that have been finally approved and are currently being applied.

3) When applying for the original budget, click =}l . If you click j=E] , go to the screen to request a project

budget.

4)The number of budget applications is displayed and the progress can be
checked. [Status value description]

- Temporary storage: Budget being prepared (can be changed, detailed view, deleted)

- Application: Status awaiting approval after budget application (changes possible after cancellation of
application, detailed inquiry possible)

- Approval: Final approval status after budget application (detailed inquiry possible)

- Supplementation request: The budget application has been rejected and is a request for
supplementation (can be changed, detailed inquiry, or deleted)
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I. Assignment Inquiry > 1. Assignment Information > 3) Participating Personnel

©Menu name: Assignment management >Assignment information >Participating personnel tab
(displays information on participating personnel)

F(Detail of Function\
> 4

(») Example: Register the original budget of the viewed task or change the registered budget.

1) If you click the budget tab, you can see the original budget details and the number of budget changes.

2) Budget details display the budget details that have been finally approved and are currently being applied.

3) When applying for the original budget, click g
budget.

. If you clickBEERaE: , go to the screen to request a project

4)The number of budget applications is displayed and the progress can be
checked. [Status value description]

- Temporary storage: Budget being prepared (can be changed, detailed view, deleted)

- Application: Status awaiting approval after budget application (changes possible after
cancellation of application, detailed inquiry possible)

- Approval: Final approval status after budget application (detailed inquiry possible)

- Supplementation request: The budget application has been rejected and is a request for
supplementation (can be changed, detailed inquiry, or deleted)
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I. Assignment Inquiry > 1. Assignment Information > 4) Invoice

© Menu name: Assignment management > Assignment information > Claim (resolution) tab
(fill out the research grant payment application form)

,_Getail of Function;\

(®) Example: Fill out the research grant payment application (cash/card) from the viewed assignment.

1)  Click the Claim (Resolution) tab

2)  When you click the general claim or card claim button, you will be taken to the corresponding creation screen.

3)  The details of the request can be viewed by resolution, select the resolution and double-click it or click the ‘View
Details/Change’ button. Go to the screen where you created the resolution and view or edit the details (the progress
category is 'temporary storage, supplement request’).

(Only the details can be edited/deleted).
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I. Assignment Inquiry > 1. Assignment Information > 5) Expenditure Status

© Menu name: Assignment management > Assignment information > Expenditure status tab
(search by expenditure)

—(Defuil of Functio )

nj

[») Example: View the expenditure details of the viewed assignment by case or download them in Excel.

1)  Click the Expenditure Status tab
2)  Set search conditions such as financial resources/expenses name, etc. to view expenditure details.
3)  Click the [Save File] button to save the searched details as an Excel file.
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I. Assignment Inquiry > 1. Assignment Information > 6) Card

© Menu name: Assignment management > Assignment information > Card tab (assignment card
management)

—(Detail of Functio )

nJ

(») Example: Check the card number and card usage history linked to the viewed assignment.

1)  Click the card tab

2) Set search conditions such as card usage period to view card usage history.

3)  When you click the 'Create Claim’ button, you will be taken to the card billing screen and enter the
relevant usage details. You can create an invoice by selecting one of the invoice details.

4)  You can exclude yourself from billing by clicking the cancel button (approval cancellation cases, etc.)
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I. Assignment Inquiry > 1. Assignment Information > 7) Funding Status

© Menu name: Assignment management > Assignment information > Fund status tab
(check income/expenditure/balance)

,_Getail of Funcfion) -,

(») Example: Check the research fund deposit/expenditure/balance of the
viewed assignment

1) Click the Funds Status tab.

2)  You can check the overall fund status and balance by expense item.

- Agreement amount: Total research funds for the year

- Deposit amount: Research fund deposit completed amount, Deposit balance: Undeposited
amount (agreement amount - deposit amount)

= Carryover/carryover from previous year: Carryover amount

- Approved amount: Research, Billable amount: Balance of research fee fund expenditure amount

1) Budget amount/approved amount/budget balance is displayed for each expense item.

2)  You can check the income (deposit) and expenditure details of the assignment, or

download them as an Excel file.
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I1I. Budget/Participating
Human Resources
Management

1. Application for Original Budget

2. Request for Budget Change

. Application for Participation




II. Budget/Participating Human Resources Management
> 1. Initial Budget Application

© Menu name: Assignment Management > Assignment Information > Budget Tab

F(Detail of Function\
( 4

(») Example: Enter a new budget into the task.

1)  Click [Complete Application] at the bottom of the Project Information > Budget tab screen.

2) The budget input screen is displayed and the original budget is entered in the budget details. (Based on
total budget)

3)  When you click the button E , a row is added at the bottom and you can add a new expense item.

4)  Click on the expense item and select the expense item you want to add.

5) Enter text (content), amount, etc. in the calculation details, and when numbers and arithmetic operations
are entered together, it is automatically calculated and added to the calculated amount.It is entered
automatically.

- Enter the unallocated budget amount until it becomes '0’ won.
[Continued on next page]
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II. Budget/Participating Human Resources Management > 1. Initial Budget
Application

© Menu name: Assignment Management > Assignment Information > Budget Tab

,—Getail of Function) N

(») Example: Enter a new budget into the task.

6) Add attached documents required for budget application.

- You can add attached documents even after approval by clicking the Manage Attached
Documents button.

7) You can save the currently entered information by clicking the [Temporary Save] button.
8) After completing the input, click the [Apply] button.

- When applying, a pop-up for the person in charge of the assignment will appear and click
[Confirm] to apply.

B SAHES % When s.pecicl chqracfers are t?nTered in the output detdils, HEEE 7| +
automatic calculation function is not supported.

O o 2 AHELHS
Thels A9EE HIS-

MEHH(2H)- LHEN.
0|23 v/ | s=2a3myc.| 8oy v |Q
O[22 | |[s=azmud] 28z v Q&
Ol[22 v |[#=azgod arzeg28 | |[Q
0|32 v||[s#=azme| 278y v &
O 323 v | s#2EIHE|| B2+ v||Q
O| 32 v||[s=2azmo ¢z v [[Q

3] 23 -

DIm A g Ao #2 100,000,000




II. Budget/Participating Human Resources Management > 2. Budget Change
Request

© Menu name: Assignment Management > Assignment Information > Budget Tab

F@etail of Function )}
> 4

[») Example: Change the budget registered in the assignment (add/delete/change amount,
etc).

1) Click [Create change request form] at the bottom of the Project Information > Budget tab
screen.

2) The original (first order) budget amount and the budget amount before changes are

displayed.

3) When you click the button, a row is added at the bottom and you can add a new expense item.
- Approved expenses cannot be deleted from the tank count.

4)Enter the change amount in the calculation details column of the expense item you wish to change, or enter the amount in the after
change column.
- If you enter the amount in the calculation details (indicated in blue), the change will be automatically reflected in the amount.
- The total amount previously claimed (indicated in light green) indicates the amount of research funds already paid for the
corresponding expense item.
5) Enter the reason for change of the added or changed expenses.
6) When the input is complete, click [Request].

Assignment information > Budget tab screen
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II. Budget/Participating Human Resources Management > 2. Budget Change Request

© Menu name: Assignment Management > Assignment Information > Budget Tab

_éop-Up Description (\

1)
-

Project budget (change)

request pop-up
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* Pop-up that occurs when you click
apply. The person in charge of the
task is displayed as.

* Select the name of the person in
charge of the assignment
(department or name) and click
the [Confirm] button.




II. Budget/Participating Human Resources Management > 3. Participating Human
Resources Application

© Menu name: Assignment Management > Assignment Information > Participating Personnel Tab

F(Detuil of Function )
4

[®)Example: Add new participants to a task or modify registered participants.

1) Click the [Complete Application] button in the Task Information > Participating Personnel
tab.

[Edit already registered information]

2) Research director information is automatically registered, and if you want to edit the
contents, click on the registered participant details.

- Basic information is displayed at the bottom (linked to school), edit missing information
(national researcher number, account information, mobile phone, email, participation
period, role, etc.) and click the [Save] button.

[New researcher registration procedure]

3) Click the [Copy Participating Personnel] button to copy the participating personnel registered in the previous number of tasks.
4) Click the [New] button to register a new participant. (Reset the screen)

5) Click the button "' next to the name to search for and select the participant you wish to register.

6) The basic information (indicated in light green) of participating personnel linked to the school is displayed and the contents can be
added/edited.
7) Add/edit the role, participation period, etc. and click the [Save] button when the input is complete.

[Continued on next page - Add detailed explanation]

O N Task information > Participating
personnel tab screen
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) Menu name: Assignment Management > Assignment Information > Participating Personnel Tab

( ; .I [ E Io I -
(») Example: Add new participants to a task or modify registered
participants. [Detailed description of items]
1) Whether or not to use an account of the original affiliated organization:
When labor expenses are transferred to a school, company, etc. rather than
paid to an individual Use (by entering account information at the same
time, other expenses (such as travel expenses) other than labor costs can
be paid by the individual, and labor costs can be transferred to the original
institution.)

2) In the case of a project subject to integrated student labor cost management, the role of the student researcher
must be 'student researcher’. ' and select Be sure to check except for the participation rate check.

3) When you click the Reflect personal information button, you can update the information entered in the
participating personnel (only some items) to the personal information, and by clicking the [Update Information]
button next to the job number/student number, the personal information contents are updated to the participating
personnel (some items) only) can be updated.
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I1. Budget/Participating Human Resources Management > 3. Participating Human
Resources Application

© Menu name: Assignment Management > Assignment Information > Participating Personnel Tab

f-(Detail of Function\

> N
(») Example: Create a labor cost payment plan for registered
participating personnel.

1) Select (click) the participating workforce for which you want to
create a participating workforce payment plan.

2) Click the [Create Labor Cost Payment Plan] button.

3) Enter the labor cost payment plan details.

- Select participation period, enter payment limit (if not entered, participation rate will not be
automatically calculated, so manual entry is possible)

- Payment period: Automatically entered when participation period is selected (can be modified) -

- Payment method: Select regular payment (select regular payment for lump sum payment of
labor costs)

- Resources/Payment expenses: Select the resources and payment expenses to pay for labor
costs

- Income classification: Select the type and detailed classification of income. (If the income
classification is other income, the income details are automatically entered as '76'. power)

- Payment amount/participation rate: Enter payment amount and participation rate (automatically
entered if payment limit is set) - Deduction details: Automatically enter deduction amount according to
selected income category.
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I1. Budget/Participating Human Resources Management > 3. Participating Human
Resources Application

© Menu name: Assignment Management > Assignment Information > Participating Personnel Tab

,—-(Detail of Functiol )|

n) N

(») Example: Create a labor cost payment plan for registered participating personnel.
4) After completing the input, click the [Generate data] button.

5) If you click the [Add] button, you can create a payment plan by month (per case), and if the processing category is
'non-payment’ You can edit the contents by selecting only one case and clicking the [Edit] button, and you can delete
the payment plan by clicking the [Delete] button. can do.

The payment plan created is displayed on the Participating Workforce Payment Plan screen.

- Labor expenses are paid every month according to the payment plan you entered. (Must be changed when changing
academic status, such as degree program, employment status, etc.)

- Salary income earners do not need to enter deduction details accurately. (Tax information updated upon payment)
Work the same way for each participant you wish to create a payment plan for, and then click [Apply}

when you have completed the input.

- Depending on the assignment, you can apply after [checking participation rate/payment limit].

‘.’_'&'UIXIEJIQQQ

sz @an ay  aruen [ZQ ANV 24/M2E
o #0228
E’(B!leh 2022-03-01 ~ 2025-12-31 v 7}?@5‘:}' | 3,000,000
HID
D LR
NS0 2022-03 B ~ 2025-12 =) NS BI\XZ v
b E] 32 v NSHR-. Tk v
2RI, JIEAS v ARSM. 76 7IEI2R7| M8 8%, UEES) v
NS3%. SO 0
B LS BI2HE 3 8(») v
LR 0  EasH 0
UHEE 0 MHE 20
o W
Sl AZEY
FN_LEY N8y
JIE+ER JIEFEH(2)
284 0 NLL8H 0
QEQN 0
4nNsy
R _— EELEEEA B4 B B
r ASd# H2IFE MRS W& A=H= = ASLE
""""" TJIEF T RISOTAH i speesials .
O 2 1222-00 0OAS JIEt  2ASAAH FANS 2228 HARES 3.000.000 66,6
O 3 : 2022-08 DIXIS Z1Et  ALAAH NS 2228\ AARFS 3.000,000 66,6 2,000,3%
O 4 lt22-08 OXS JIEt  2AFAAH FIANS 222K AP 3,000,000 66,6 2,000,
O 5 j2022-10 OX2 JIEH  ALAAH FINS 2228 AR 3.000,000 66,6 2,000,
O 6 : 2022-11 oA JIEF  ARAAH FIAANS 2225 A AP 3,000.000 66,6 Z.OUO,DEI].
O 7 r1202-12 0OX3 ZIEt  ASLAAH FIANS 2E2LS S AP 3,000,000 66,6 2,000,000 |
O 8 i 2023-01 8 PAF= JIEt  2ALAAH FINS 2E2ELK AP 3,000,000 66,6 2,000,000 |
O 9 122302 O0OAS JIEF  ARUAH FIANS 2248 AR 3,000,000 66,6 2,000,000




I1. Budget/Participating Human Resources Management > 3. Participating Human
Resources Application

© Menu name: Assignment Management > Assignment Information > Participating Personnel Tab

_C’op-up description (h
v,

Participating personnel
(change) application pop-up

e AMAE - Chrome —_ O 4 * Pop-up that occurs when you click
apply. The person in charge of the

Al A task is displayed as .
[ Sy — 3

* Select the name of the person in
charge of the assignment

SE 2N BO @IUHEEA (department or name) and click

the [Confirm] button.
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III. Claiming
Research Funds

1. General billing (cash usage)

2. Card billing (for research
expenses card use)

3. Detailed description of claim
pe (additional evidence)




III. Research funding claim > 1. General Claim (cash use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Invoice

F(Detqil of Function )
>

(») Example: Fill out an application for research funds to be paid in cash (including labor costs)

1) Click the ‘General Claim’ button in the Project Information > Invoice tab (refer to page 10)

2) Select a funding source to claim the corresponding funding source The available balance is displayed.

- There is no need to select a task that uses only one resource.

- Even if there is a budget balance, you cannot apply if there is no billable amount.

3) Depending on the claim type, select the General Claims/Labor Expenses (Income Expenses) tab.

- General claims: Select when applying for business trip orders, purchases of goods/consumables/books, conference fees, etc.

- Labor expenses (income expense): Cases where labor expenses are paid (regular labor expenses, research allowances, expert utilization
expenses, etc.)

¥ Register in the Labor Expenses (Income Expenses) tab only if you are subject to an income tax return
subject to withholding tax.
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III. Research funding claim > 1. General Claim (cash use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing >
General Billing Tab

Detail of Function

(») Example: Fill out an application for research funds to be paid in cash.

1) Click the ‘General Billing’ button in the Task Information > Invoice tab (refer to task information on page 10).
2) Select a budget item (expense item).

3) Select a receipt.

- Tax invoice, invoice: Click ‘Import proof’ y Search for purchase tax (invoice) issued by searching for
business partners, etc. and select it (if there is no tax invoice you wish to register, please contact the
person in charge of the project.) - Other: Receipt Select if not present.

4) The usage date is entered automatically. (Issuance date when selecting a receipt (tax invoice, etc.))

5) Select the claim type (select 'meeting fee', 'travel expense’, 'goods’, etc. depending on the nature of the claim,
If you select 'Other, it is not registered)

6) Select the deposit destination (click the magnifying glass button) (If you enter it directly without searching,
select 'Direct input’)

- Detailed explanation of deposit destination pop-
up: Refer to the next page.

7) Enter the billing amount (amount to be paid).

8) Enter the supply price and VAT accurately down to the
unit price. (Automatically entered when selecting receipt as
tax invoice or invoice)

9) Summary: Enter a detailed summary of the registration case.
10) Attached documents: Additional documents and files other than the claim type registered in the
system can be attached.

11) After entering and saving, you can register multiple claim details at once (in one resolution) by repeating steps 2) to 10)
on the current screen.

12) After completing the input, click the application button and it will be delivered to the person in charge. After applying,
you can cancel your application before it is received by the person in charge.
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III. Research funding claim > 1. General Claim (cash use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing >
General Billing Tab

Deposit Destination Po

Description (1 ‘s up

1) Search and select the deposit destination. (Use after entering the name of the customer in the
search field to search)

» Customer: Select when the deposit destination is a general customer (company, individual, etc.)

- If there is no registered business partner, you can register and use it by clicking
the [Register Business Partner] button at the bottom.
* Department: Not used
* Participating personnel: Select when the depositor is a participating personnel registered in the
assignment

* Personal information: Select when the depositor is a faculty member or student belonging to the
Chonnam National University Industrial Complex.
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III. Research funding claim > 1. General Claim (cash use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> General Billing Tab

Pop-up

* Receipt Type: (Tax) Invoice

Description (2)
1) If you select the receipt as the (tax) invoice, you can view the purchase (tax) invoice details by clicking the [Select] link.
2) Purchase (tax) invoices are linked to the National Tax Service and are searched after entering search

conditions.

3) Select the viewed tax invoice by clicking .

4) Click the [Confirm] button and it will be reflected in
your invoice.
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III. Research funding claim > 1. General Claim (cash use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing

> Labor Cost Tab (Labor Cost Claim)

’_(Detuil of Function )
w4

[») Example: Fill out an application for research funds to be paid in cash.

1) Click the ‘General Billing’ button in the Assignment Information > Invoice tab (refer to Assignment Information on page
10).
2) Select the Labor Expenses (Income Expenses) tab.

#* Register in the labor cost tab only if you are subject to income tax reporting.
3) Select the expenditure budget item for which you want fo claim labor costs.
4) The balance of the selected budget is displayed. (Click the budget button to view the entire budget balance.)
5) Register the claim type and related claim types (meeting minutes, business trip, etc.).
- Refer to page 31 for detailed explanation of claim types.

6) Select the income earner in the pop-up (click the magnifying glass button)
- If you check Direct Input, you can enter directly without looking up in the pop-up.
7) For labor expenses, you must enter your resident registration number or passport number for income tax reporting.

8) When you enter the claim amount, the tax amount is automatically calculated based on other income, and details about the tax
amount can be checked by clicking 'Income Information A'. (Edit only if the recipient of payment is earned income)

9) Save button Click fo save the contents, and repeat steps 2) to 8) on the current screen to enter multiple payment details.
You can enter the station (in one resolution)

10) Once the input is complete, click the application button and submit it to the person in charge.

- Application can be canceled before the assignment is processed by the person in charge.
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III. Research fund claim > 2. Credit card claim (for research fee card use)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing
,-(Detail of Functio ") \

nJ

(») Example: Fill out an application for research funding using a credit card.

1) Click the 'Card Billing’ button in the Assignment Information > Invoice tab (refer to Assignment Information on page 10)
2) If you click 'O’ in the card unclaimed history, the basic details (amount, affiliated store, etc.) are

automatically entered in the billing history.

3) Register the claim type and related claim types (meeting minutes, business trip, efc.). - Refer fo page

34 for detailed explanation of claim types.

4) Click the Save button to save the contents, and repeat steps 2) to 4) on the current screen to enter multiple payment
details (in one resolution). 5) Once the input is complete, click the Apply button. Submit to the person in charge. It is

possible to cancel the application before it is processed by the project manager.
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III. Research funding claim > Claim type (additional evidence) detailed description
> Goods (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

. . ‘Wl Type of claim (additional evidence): Purchase of
== Detail of Function goods

(») Example: Fill out when purchasing goods (property) (same as general claim and card claim)
1) Select ‘(25) Purchase of goods/materials’ in the claim type and click [Register] . A pop-up for product
registration will appear.
2) Enter the date of purchase of the product, the date of creation is set as the default for the inspection date,
and the inspector is the person who logged in. Set automatically. (Can be modified)
3) Enter product detail information.
- Click on the product classification number and search to select
- Enter the product name, specifications, quantity and unit price, and the total amount, supply price and
value-added tax will be automatically entered
- Enter required information such as installation location, donation payment, useful life, etc.
[ Continued on next page]
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III. Research funding claim > Claim type (additional evidence) detailed
description > Goods (2)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

. . \ Type of claim (additional evidence):
‘ Detail of Function Purchase of goods

[®) Example: Fill out when purchasing a product (property) (same for general billing and credit card billing)
4) Enter the information below according to the nature of the product.

- Enter whether or not the research equipment has been reviewed, enter the research equipment review
number, etc.

- Select whether or not fo register the product, enter the contact information for the person in charge of
the product
- The operating manager, operating department, and product management agency are automatically
set.
5) Click the [Register Photo] button to register a photo of the installation item.
6) After completing the input, click the [Save] button.
7) One saved item is added.
8) If you want to register another item, repeat 2)~6) and close the item pop-up window. It is connected to the resolution
being written.
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III. Research grant claim > Detailed explanation of claim type (additional
evidence) > Book (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

SRS A T M [ype of claim (additional proof): Book

(») Example: Fill out when purchasing a book (same as general billing and card billing)

‘ 1) Select ‘Book Purchase (General)’ in the billing type and click [Register] to open a pop-up for book
registration.
2) Enter required values such as book name, ISBN, author name, quantity, and unit price.
3) You can upload the contents entered in the Excel file at once by downloading the form.
4) After entering all the book details, close the book pop-up window (exit) and it will be connected to the
resolution being written.
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II1. Research grant claim > Claim type (additional evidence) detailed explanation
> Travel expenses (domestic)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

. . ired): D tic T |

(®) Example: Fill out when applying for domestic business trip expenses (regular billing for system expenses paid in
cash, credit card billing for card use)
(processed in and input method is the same)

1) Select ‘Travel Expenses (Domestic)’ in the claim type and click [New Registration]

- Click [Load] to view the already registered business trip order. - In case of a business trip on the
same date, apply by loading the business trip order prepared in general claim (cash payment case) from card claim
(card use case).
2) Select the business trip category. (Inside/Outside the area) When entering within the area, time is required.
3) Enter the departure point and destination directly. (Enterable when checking direct entry of departure
point/destination.)
4) Enter the purpose of the business trip and the results of the business trip. (For applications made after a business trip,
enter the business trip results)
5) Select the business trip period.
6) Click the button + to add a row, then click the button lﬁ next to the name to select the business traveler.

- The business traveler's grade criteria must be specified to calculate the accurate travel cost amount.
- If the business traveler is not a participating workforce, uncheck the participating workforce and then load it.

7) After entering the required information, click [Save].
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II1. Research grant claim > Detailed explanation of claim type (additional
evidence) > Travel expenses (overseas) (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

N X Expense Type (Additional documentation
G)eiall of Funchon) required): Travel Expenses (overseas

[(®) Example: Fill out when applying for overseas business trip expenses (regular billing for system expenses paid in cash, card billing for
card use)

(processed in and input method is the same)
1) Select ‘Travel Expenses (Overseas)’ in the claim type and click [New Registration

- Click [Load] to view the already registered business frip order. - In case of a business frip on the same date, the business trip order
prepared in the general claim (cash payment case) must be retrieved from the card claim (card use case) o make the claim.

2) Enter the exchange rate

3) Enter the business trip level classification according to the business trip location

4) Select and enter departure country/destination country/business trip location/transportation.

5) Enter the purpose of the business trip and the results of the business trip. (For applications made after a business trip, enter the business

trip result.
[Continued on next page]
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I11. Research grant claim > Detailed explanation of claim type (additional
evidence) > Travel expenses (overseas) (2)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

Expense Type (Additional documentation required):
Travel Expenses (overseas

Detail of

(») Example: Fill out when applying for overseas business trip expenses (regular billing for system expenses paid in
cash, card billing for card use)
(processed in and input method is the same)
6) Enter the business trip period.
7) Register the business trip plan report and
participation in academic events (if necessary)

8)Click the button | + | to add a row for the business traveler, then click the bu'r'ronl Q next to the name to select
the business traveler.

- The business traveler's grade criteria must be specified to calculate the accurate travel cost amount.
- If the business traveler is not a participating workforce, uncheck the participating workforce and then load it.

9) After completing the input, click the [Save] button.
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III. Research grant claim > Detailed explanation of claim type (additional
evidence) > Travel expenses (domestic/international)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

’-(Dei'uil of Function ® Type of claim (additional evidence): Travel expenses N

(domestic/international)

(») Example: Additional explanation for entering travel expenses after filling out the claim type.
1) If multiple business travelers are entered, business traveler information will be displayed as shown below and select
the person for whom business trip expenses will be claimed.
2) The limit amount according to the business trip class ( indicated in light green) is displayed on the billing screen, and
you can claim within the limit amount.
3) Modify the current billing amount (indicated in red) according to the classification of general billing (cash usage) and
card billing (card usage). I would like to apply.
4) If the travel expenses limit amount remains, you can file a claim in installments (claiming from
another project, etc.).
5) When requesting travel expenses for the next business traveler (e.g. when claiming
travel expenses for a researcher (bachelor)), select the claim type and then you must
click the [Import] button to load the previously created business trip order.

- Business trip registration for the same person on the same date is not possible.
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III. Claim for research funds > Detailed explanation of claim type (additional
evidence) > Meeting fee (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

( Detail of Function Type of claim (additional proof): Meeting fee

(») Example: Fill out when applying for meeting fees (same method for general billing and card billing)

1) Select 'Meeting fee' in the billing type and click [New Registration] to open the meeting minutes registration pop-up.

- Click [Load] to view already registered meeting minutes.

2) Enter the meeting date (meeting date is automatically entered when using a
card)

3) Enter the meeting time, meeting location, meeting purpose, and meeting
contents.

4) Remarks/reason for holiday execution are entered only during holiday

meetings.

5) Participating personnel, internal attendees, and external attendees. Click to add or delete.

- Participating personnel: Select if the meeting attendees are registered participants in the Assignment
- Internal attendees: Select if the meeting attendees are faculty or staff members (students, etc.)

- External attendees: Select if they are outsiders

[Continued on next page]
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III. Claim for research funds > Detailed explanation of claim type (additional
evidence) > Meeting fee (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

,_(Dei'ail of Function Type of claim (additional proof): Meeting fee

(») Example: Fill out when applying for a meeting fee (same method for general billing and card billing)
6) Enter the meeting fee (meal fee) and other expenses (conference hall rent, stenography fee, interpretation fee, etc.)

7) When the input is complete, click the [Save] button Click . (Connected with the general billing and card billing resolution
being prepared)
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III. Claim for research funds > Detailed explanation of claim type (additional
evidence) > Meals

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

‘ Detail of Function Type of claim (additional proof): Meals

[®) Example: Fill out when applying for meal expenses, such as overtime meal allowance, weekend meal allowance, etc. (Same method
for filling out

general claim and card claim)
1) Select 'Meal allowance' in the claim type and click [Register] to open the meeting minutes registration pop-up.
2) Enter the purpose of meal use, overtime work date, and amount.
- It is automatically entered when processing a credit card claim.
3) Enter the details of overtime work and overtime hours.

4) Attendees (participating personnel) are selected by clicking the magnifying glass button next to their names.
- You can register multiple people by clicking
- Enter the overtime end time, work details, etc.

5) After completing the input, click the [Save button]
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III. Claim for research funds>Detailed explanation of claim type (additional
evidence) > Consumable goods (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

< Detail of Function Claim type (additional evidence): consumable goods

(») Example: Fill out when applying for expenses for consumable goods, not assets (same method for filling out general
claims and card claims)

1) Select ‘Consumable Goods’ in the claim type and click [Register] to open the consumable goods registration pop-up.
2) You can register by case by clicking [Register], and you can register in bulk by clicking [Excel Registration].

- Refer to the next page for Excel registration method.

3) When you click the [Register tax invoice product details] button, the tax invoice information selected
as the receipt is loaded. It is registered.

3) After completing the input, click the [Confirm] button fo connect to the resolution claim details.
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III. Claim for research funds>Detailed explanation of claim type (additional
evidence) > Consumable goods (2)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Billing
> Card Billing

_(Pop-up Description Claim type (additional evidence): consumable goods

[®) This is a method of bulk uploading consumable product details through the Excel registration function.

1)  Click the [Excel Registration] button in the consumable goods.

2)  Click the [Download Form] button and write the contents in the Excel file.

3) Click the [Open File] button to load the created Excel file, check the contents, and click the [Apply] button.
4)  When the written content is loaded on the screen, click [Save] and then click the [Close] button.

5)  Once the input is complete, click the [Confirm] button.
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III. Research grant claim > Detailed explanation of claim type (additional
evidence) > Expert utilization fee

© Menu name: Assignment management > Assignment information > Invoice tab > General billing >
General billing tab (company, etc.), Labor cost tab (individual)

Description Type of claim (additional evidence): Expert utilization

(») Example: Completed when applying for expert use, such as consulting fees.

1) Select ‘Expert Utilization Fee’ in the billing type and click [New Registration] to open the consultation fee
registration pop-up.

- If the consulting fee is not paid as a labor cost to a company, etc., pay it to an individual, etc. in the general
claims tab If withholding tax occurs, proceed in the labor cost tab.

2) Enter the required details of the expert information (name, affiliation)

3) Enter the expert utilization performance.

- Enter the date of use, consultation time, location of use, and method of use.

4) If you select a category, the payment amount is controlled according to the entered regulations.

5) When paying to an individual, enter the consultation fee (charge amount) ( indicated in light green) and as
necessary. Enter other personal expenses, etc.

- If consulting fees are paid to a business (not subject to reporting of labor costs), enter the amount in
other expenses (indicated in blue) .

Apply through the general billing tab ‘(81) Expert utilization fee

(general)’.

6) Click the [Save] button to save.
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III. Claim for research funds>Detailed explanation of claim type (additional
evidence)>Research allowance (Innovation Act) (1)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Invoice

R R Type of claim (additional evidence): Research
—(Detall of Function allowance

(®) Exampile: Fill out when applying for research allowance. (Only available in the General Claim > Labor Cost tab)

1) Select ‘Research Allowance (Innovation Act)’ in the Labor Cost tab > Claim Type and click [Load Research Allowance]

to register the research allowance. A pop-up opens.
2) When the research allowance pop-up appears, click the [Add] button if it is new

[Continued on next pagel.
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III. Claim for research funds>Detailed explanation of claim type (additional
evidence)>Research allowance (Innovation Act) (2)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Invoice

. " Type of claim (additional evidence): Research
F@etml of Function allowance

(») Example: Fill out when applying for a research allowance. (Only available in the General Claim > Labor Cost tab)
3) Enter the evaluation date and current payment budget (scheduled research allowance payment amount).

4) Click the button next to the evaluation score and enter the evaluation score for each evaluation item, and the
payment amount will be calculated according to the level of contribution. calculated automatically

- The automatically calculated amount can be modified.

- Check the total score of each evaluation item in the evaluation history, and the total contribution cannot exceed
100%.

- All participants can be evaluated, and one person can also be given a score of 0.

5) Enter contribution details and reason for

payment.

6) After completing the input, click the [Save]

button.
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III. Claim for research funds>Detailed explanation of claim type (additional
evidence)>Research allowance (Innovation Act) (2)

© Menu name: Assignment Management > Assignment Information > Invoice Tab > General Invoice

. . Type of claim (additional evidence):
Detail of Function Research allowance =

(®) Example: Fill out when applying for research allowance. (Available only in General Claim > Labor Cost tab)

7) For evaluators who are eligible for payment, the account information to receive payment is automatically displayed in the
performance payment details at the bottom.
8) When you click the [Create] button, a pop-up for batch creation of research allowance claim details will run.

- After checking the financial resources, budget, and expenditure account information for which to claim the research allowance,
click the [Batch Creation] button.

9) Claim details are created in batches for each payee in the claim details, and if you click « in front of NO, you can edit the
generated details (deposit account number, etc.).

- A payment case is created using the account information registered with the participating personnel.
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IV. Other Tasks

1. Delegated Management 48P




IV. Other duties > 1. Delegated Management > Delegated Task Management

© Menu name: Preferences > Basic information management > Delegated task management
(delegation of research director authority to researchers, etc.)

,—‘ Detail of Functior:\
1) Click the [Register] button to set delegation for each task.

2) Click the magnifying glass button in the delegate recipient field to search for and select the delegate.

- If the delegated person (researcher, etc.) cannot be found, please contact the industrial complex
project manager.

3) When selecting a delegate, information on ongoing tasks is displayed on the left.

4) You can delegate or exclude the task by selecting the task and clicking the arrow button.
5) Click the [Save] button to save the delegation details.

6) When logging in with a researcher ID, the delegated task can be viewed.
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User manual (for research director)




