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1 Application Guide 

 

 

This guide explains how to enter and submit application details (details on research 

summaries, research expenses, project member details, etc.) in response to a published 

call for applications. 

About Applications 
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※1 You can pull back until approved by Research Institution. 

     However, you can not pull back after the deadline(except for submission of project applications sent back 

or remanded for revision by Funding agency.) 

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

     However, you can not pull back after the deadline (except for submission of project applications sent 

back or remanded for revision by Funding agency.) 

Funding agency can set whether approval from researchers' affiliated institution is required when 

submitting a project application. If approval is required, your request will only be submitted to the Funding 

agency that posted the call for applications if your research institution grants approval. 

Application Process 

 

Researcher Funding agency 

 

Create project 

application 

Research Institution 

If approval from your research institution is required 

 

Submit 

 

Pullback 

Approval 

 

Pullback 

 

Save data 

Submit 

Pullback※1 

 

Approval 

Sent back 

Pullback※2 

Acceptance 

Rejection 

Acceptance 

Sent back Sent back 

 

Rejection 

Remand for 

revision 

Save data 

Pullback 
Acceptance 

Rejection 

Sent back 
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※3  You can pull back until accepted by Funding agency. 

     However, you can not pull back after the deadline(except for submission of project applications sent 

back or remanded for revision by Funding agency.) 

  

Researcher Funding agency 

Create project application 

Submit Save Data 

Submit 

Pullback※3 

Acceptance 

Rejection 

Sent back 

Save Data 

Pullback 

 

Acceptance 

Rejection 

Acceptance 

Sent back 

If approval from your research institution is not required 

 

Rejection 

Remand for 

revision 

 

 

Pullback 
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 Create a project application 

Create a new project application to apply to a published call for applications. 

→“1.1 Creating a Project Application“ 
 
 Resume saved input 

After creating a new project application, you can save the input details and resume input later. 

→“1.2 Resuming saved input“ 
 
 Check application details 

After submitting a project application, you can check application details. 

→“1.3 Checking application details“ 
 
 Resubmit a project application 

You can resubmit a paroject sent back by research institution, Funding agency or a pulled back project 

or a project requested for revision by Funding agency. 

→“1.4 Resubmitting a Project Application“ 
 
 Pull back a project application 

You can pull back a project application submitted by research agency or Funding agency under certain 

conditions. 

→“1.5 Pull back a Project Application“ 
 
 Withdraw a project application 

You can withdraw a project application accepted by Funding agency under certain conditions. 

→“1.6 Withdrawing a Project Application “ 

 
 Delete a project application 

You can delete a created project application under certain conditions. 

→“1.7 Delete a Project Application“ 
 

 
Basic Operations 
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1.1 Creating a Project Application 

This section explains how to create a new project application for current calls for applications.. 

  

 

Current Calls for 

Applications (2) Search for calls for applications 

Instructions for  
Applications (3) Check the notes about the application 

Apply (Rester new 

application) 
(4) Enter the application details 

(5) Check the details you have input 
Confirm input content 

(Application) 

(6) Submit the project application Application Submitted 

Screen Operation 

Top (1) Select  “New Applications” > “Current Calls for Applications 

(new)”  in the Global Menu 

Process Operations 
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(1)  Selection in the Global Menu  

 

 

 

① Click “New Applications” > “Current Calls for Applications (new)” in the Global Menu on the top 

screen. 

 

  

(1) Click here 
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(2)  Search for calls for applications  

The [Current Calls for Applications] screen is displayed. 

 

① Input search terms. 

② Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current calls for applications. 

・To filter your search by more advanced terms, click the “Display advanced search conditions” 

button to display the advanced settings. 

 

 
Search category / search text 

○ If “All” is selected as a search category, all current calls for applications are searched with search text. 

○ If you want to search by specifying a search item, select the search category. 

 

(1) Fill out these fields 

(2) Click here 

Note 
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The search results are displayed. 

 

③ Click the “Apply” button of call for application to be applied from a list of research results. 

The “Apply” button is not displayed when application unit is “the call for application of research 

Institution unit”. 

 
Application unit / Requirement of institution‟s approval 

○ You can submit the application yourself only when the application unit is  “researcher unit”. If the application 

unit is “Research Institution unit”, consult the administrative manager at your affiliated institution to submit the 

application. 

○ Researchers who are not affiliated with a research institution cannot apply to calls for application in which 

“Approval from affiliated research institution” is an application requirement. 

 

 
Title of call for Application 

○ Click the “Title of call for Application” link to display details on that call for applications in another window. 

 

(New) will be displayed next to the title of call for application within 5 days after calls fpr applications started. 

Caution 

Note 

(3) Click here 
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(3)  Check the notes  

The [Instructions for Applications] screen is displayed. 

 

① Check the notes. These show the operating system environment and any notes from the 

Funding agency that posted the call for applications. 

② Click the “Agree and apply” button. 

 

 
Project applications already exists 

○The following message is displayed when you attempt to submit a call for application and you have 

already created a project application. 

 
Cick “Click here for the Project Proposals screen” to check project applications. 

  

Note 

(1) Check the notes 

(2) Click here 
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(4)  Enter your application details  

The [Apply (Resister new application)] screen is displayed. 

 

 

 

① Fill out the “Project ID/Project title” field and set “Publish to Funding agency”. 

② Select each tab [Basic infomation] to [Career history(short CV)] and input the required 

information.  

In addition, the displayed tabs and input items differ depending on the call for application. 

③ if you want to save temporarily, click the „Save‟ button. 

④ After filling out all of the tabs, click the “Confirm” button. 

If a required item is not filled in or there is an error in the input content, an error will be displayed 

after clicking.  

Modify the marked items and click the “Confirm” button again. 

  

(1) Fill out this field 

(2) Select this tab 

(4) Click here 

(3) Click here 
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Copy previous project 

○ You can click the “Copy previous project” button to copy project details you have submitted in a previous 

application and use them in your new application. Select the project details to be copied on the “List of 

Projects to be Copied” screen. 

 

 

 

 

 
Preview project proposal 

○ Click the “Preview project proposal” button to output the proposal that reflects your input details as a PDF. 

The PDF will take one of the following forms depending on the settings configured by the Funding agency 

in the call for applications. 

・PDF file contains both the input details and the uploaded application form 

・PDF file only contains the input details 

・PDF file only contains the uploaded application form 

 

 

  

Note 

Note 

Submit project applications 

For researchers, the „Confirm‟ button is not displayed. 

Caution 
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[Basic information] tab 

Enter the basic information about the project applications, such as the research perid and research 

purpose. 

[Research costs/Project members] tab 

 
  

(3)Confirm 

(2)Fill out these fields 

(1) Fill out these fields 
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① Enter the research costs for each year. 

In addition, check the amount in the total colum is within the range of “1.Maximum and minimum 

for each cost item”. 

② If there are members (researchers) participating in the project, click the „Add line‟ link to add them, 

and enter the first year‟s research expenses for the research representative and researcher. Also, 

the total amount of research expenses entered into the research representative and the research 

supervisor must match the amount entered in the first year of “2. Cost breakdown for each fiscal 

year”. 

(Example) the direct costs for first year 100,000yen，indirect costs 50,000 yen 

 Research representative: direct costs 60,000 yen，indirect costs 30,000 yen 

 Research sharer: direct costs 40,000 yen，indirect costs 20,000 yen 

③ Make sure that the difference column is 0 yen. 

Cost breakdown for first fiscal year: The cost entered in “2.Cost breakdown for each fiscal year”. 

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

in ”2.Input details of project members” by research representative and research sharer. 

difference:(Cost breakdown for first fiscal year)－(Total amount for each researcher) 

 

 
Viewing / Editing Authority 

○ when adding research members(research sharer) in the registration of research organization information, 

you can set viewing / editing / none authority for the research sharer. 

Editor：Can‟t submit it,but can modify saved project application. 

Viewer：Can‟t edit it, but can view before submitting. 

None：Can‟t modify it and can‟t edit or view until it submitted. 

 

[Entries specific to the program] tab 

The „Entries specific to the program‟ is an input item set by Funding agency. Follow the screen instructions. 

 

 
Entries specific to the program 

○ Entries specific to the program require different input items and input methods depending on the call for 

applications. If you are unsure about how to input the details, contact the Funding agency that published 

the call for applications. 

 

[Status of applications and approved projects] tab 

Check the adoption status and application status of the researchers who will work on the proect. 

 
Status of applications and approved projects 

○ This tab displays the adoption status and application status of the researchers who will work on the project. 

Note 

Note 

Note 
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[Research achievements]tab 

 

 

① Click the „Add line‟ link and enter the research papers, conference presentations, books, and 

industrial property performance information of the researchers who will work on the project. 

 

 

  

(1)Fill out these fields 
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Research achievements 

○ If researchers who will work on the project have a linked ID with researchmap, the details on research 

achievements can be acquired directly through this link. To acquire details on research achievements, 

select the “Type of achievement” and “Researcher name” and click the “Retrieve data from 

researchmap” button. 

  

 

 

 

 

If your ID is not linked with researchmap, you can link it from the following banner on the top screen. 

 

 

 

 

 

 

  

Note 

○ Research achievements can be got from CSV files. To get research achievements, select CSV file 

and click the “Import” button. 

The CSV file to be referenced must be a file output by the CSV editing tool. 

The CSV editing tool can be downloaded from the “Download” link. 
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[Career history (short csv)] tab 

Enter career history of researcher who will work on the project. 

 

 
Career history 

○ If researchers who will work on the project have a linked ID with researchmap, the details registered to 

researchmap can be browsed. Click the “Browse “Professional Experience” on researchmap” button to 

browse and copy the details and paste them into “Career history”. If your ID is not linked with researchmap, 

you can link it from the banner on the top screen. 

 

  

Note 
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(5) Check your input details  

The [Confirm input content (application)] screen is displayed. 

 

① Check that all of the input details are correct. 

② If there is no problem, click the “Submit” button. 

(1) Check these details 

(2) Click here 
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(6)  Submit the application  

The [Application Submitted] screen is displayed. 

 

 

 

 

 

 

 

 

 

 

① Click “ Applications and approved Projects” to check the project status and Apply type(status) of 

your project application.  

If the project status of the project application is “Application in progress “ and Apply type(status) 

is “Funding agency processing”, “Request in progress”, the application procedure is complete. 

・If approval from your research institution is not required 

Your project application is submitted to the Funding agency immediately and the project status 

is “Application in progress “ and Apply type(status) is “Funding agency processing”, “Request in 

progress”. 

・If approval from your research institution is required 

Your project application is first submitted to your research institution and the project status is 

“Application in progress “ and Apply type(status) is “Funding agency processing”, “Request in 

progress”. The administrative manager at your research institution must approve the 

application by the application deadline set by the Funding agency. 

After your application is approved by the administrative manager, it is submitted to the Funding 

agency and the project status is “Application in progress “ and Apply type(status) is “Funding 

agency processing”, “Request in progress”. 

 

This explains the procedure for creating a new application. 

  

(1) Click here 



Operation Manual for Researchers (1) Application Guide 

 

19 

 

1.2 Resuming saved input 

This section explains how to resume input in a saved application. 

 

 

 

  

List of Applications and 

Approved Projects 
(2) Select “List” of project to be resumed input 

Apply (Modify application) (4) Enter your application details 

Screen Operation 

Top 
(1) Select  “New Applications” > “Resume input of saved 

information“ in the Global Menu 

Procedures for Submitted 

Applications and Approved 

Projects 

(3) Select “Resume“ next to the application 

(5) Check the details you have input 
Confirm input content 

(Application) 

(6) Submit the project application Application Submitted 

Process Operations 
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(1)  Selection in the Global Menu  

 

 

 

① Click “New Applications” > “Resume input of saved information” in the Global Menu on the top 

screen. 

 

  

(1) Click here 
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(2)  Search for your project  

The [List of Applications and Approved Projects(Reopen Saved Data)] screen is displayed. 

 

 

 

① Click the “List” button of the project that you want to resume input. 

 

  

(1) Click here 
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(3)  Select “Resume” next to the application  

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

 

 
 

① Click the “Resume” button next to the application. 

 

The later steps refer to P.10 ”1.1 Creating a Project Application (4) Enter your application details”. 

  

(1) Click here 
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1.3 Checking application details 

This section explains how to check the application details after submitting the project application.. 

 

 

 

 

  

List of  

Applications and Approved 

Projects 

(2) Select “List” of project to be confirmed the application details 

Procedures for Submitted 

Applications and Approved 

Projects 

(3) Select “Browse“ next to the application 

(4) Check the application details View Application 

Screen Operation 

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 “Submitted proposals” > “Project list” in the Global Menu in the top screen. 

  

 

(1) Click here 
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(2)  Search for your project  

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

 

 

 

① Input search terms. 

② Select “Only Applications”. 

③ Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current applications and adopted 

projects. 

・To filter your search by more advanced terms, click the “Display advanced search conditions” 

button to display the advanced settings.  

(1) Fill out these fields 

(3) Click here 

(2)Select category 
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The search result is displayed. 

  

④ Click the “List” button next to the project for which you want to check the details. 

 

 
Apply type(status) 

○ You can check the processing status of your application by status after submitting it. 

・”Processing (Applicant)”:The research representative has pulled back or your application has been 

remanded by research institution or the Funding agency. Your project application is awaiting submitted.  

・”Application in progress”: Your application is awaiting approval from your research institution. 

・”Funding agency processing”: Your application is awaiting acceptance by the Funding agency. 

・”Accepted”: Your project application was accepted by the Funding agency. 

 

 
Project title 

○ Click the “Project title” link of a project to display details on that project in another window. 

 

  

Note 

Note 

(4) Click here 
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(3)  Select “Browse” next to the application  

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

 
① Click the “Browse” button next to the application. 

 

 

  

Browse processing history 

○ You can check the operation history such as the submission/approval date of the project application. 

Viewable range 

○ If the research sharer is not authorized to edit and view, the button will not be displayed until the 

application is submitted. 

Note 

     

(1) Click here 
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(4)  Check your application details  

The [Application searched] screen is displayed.You can check the application details. 

 

 

This section explains how to check the application details. 
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1.4 Resubmitting a Project Application 

This section explains how to resubmit the projects sent back by research institution / Funding agency, 
pulled back projects and requested for revision from the Funding agency. 

 

 

 

  

Process Operations 

List of Applications and 

Approved Projects 
(2) Select “List” of project to be resubmitted 

Apply (Modify application) (4) Enter your application details 

Screen Operation 

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

on the top screen 

Procedures for Submitted 

Applications and Approved 

Projects 

(3) Select “Resume“ next to the application 

(5) Check the details you have input 
Confirm input content 

(Application) 

(6) Resubmit the project application Application Submitted 
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(1)  Selection in the Global Menu  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

① Click “Submitted proposals” > “Project list” in the Global Menu in the top screen. 

  

(1) Click here 
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(2)  Search for your project  

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

 

 

① Input search terms. 

② Select “Only Applications”. 

③ Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current applications and adopted 

projects. 

・To filter your search by more advanced terms, click the “Display advanced search conditions” 

button to display the advanced settings.  

(1) Fill out these fields 

(3) Click here 

(2)Select category 
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The search result is displayed. 

 

④ Click the “List” button next to the project for which you want to check the details. 

 

  

(4) Click here 
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(3)  Select “Resume” next to the application  

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

 

 

 

① Click the “Resume” button next to the application. 

 

The later steps refer to P.10 ”1.1 Creating a Project Application (4) Enter your application details”. 

 

  

(1) Click here 
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1.5 Pull back a project application 

This section explains how to pull back a submitted project application. 

 

 

 

 

  

Process Operations 

List of Applications and 

adopted projects 
(2) Select “List” of project to be pulled back.  

Procedures for 

Submitted Applications and 

Approved Projects 

(3) Select “Pullback“ next to the application 

(4) You have completed pullback of your submitted applications Pullback complete 

Screen Operation 

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

on the top screen 
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(1)  Selection in the Global Menu  

 

 

 

① Click "Submitted Proposals" > "Project list" in the Global Menu on the top screen. 

 

  

(1) Click here 
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(2)  Search for your Application 

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

 

 

 

 

 

 

 

 

 

 

 

 

① Input search terms. 

② Select “Only Applications” 

③ Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current applications and adopted 

projects. 

・To filter your search by more advanced terms, click the “Display advanced research conditions” 

button to display the advanced settings. 

  

(1) Fill out these fields 

(3) Click here 

(2) Select category 
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The search result is displayed. 

 

④ Click the “List” button. 

 

 

  

(4) Click here 
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(3)  Select “Pullback” next to the application  

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

 

 

① Click the “Pullback” button next to the application. 

 

 
 

 

  

Possible range of Pullback 

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

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

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

the project application before accepted by Funding agency. 

Caution 

(1) Click here 
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(4)  Pullback complete  

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

Approved Projects] screen. 

 

  

 

This section explains how to pull back submitted project application. 
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1.6 Withdrawing a Project Application 

This section explains how to withdraw a project application accepted by Funding agency.. 

 

 

 

  

List of Applications and 

Adopted Projects 
(2) Select “List” of project to be withdrawn. 

Procedures for Submitted 

Applications and Approved 

Projects 

(3) Select “Withdraw“ next to the application 

(4) Input your reason for withdrawal 
Withdrawal of Project 

Application 

(5) Check the details you have input 

Confirm/Reference 

Withdrawal of Project  

Application 

Screen Operation 

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

on the top screen 

(6) Your request to withdraw your application is completed. 

Confirm/Reference 

Withdrawal of Project  

Application 

Process Operations 



Operation Manual for Researchers (1) Application Guide 

 

41 

 

 

(1)  Selection in the Global Menu  

 

 

 

① Click "Submitted Proposals" > "Project list" in the Global Menu on the top screen. 

  

(1) Click here 
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(2)  Search for your project  

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

 

① Input search terms. 

② Select “Only Applications” 

③ Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current applications and adopted 

projects. 

・To filter your search by more advanced terms, click the “Display advanced research conditions” 

button to display the advanced settings. 

  

(1) Fill out these fields 

(3) Click here 

(2) Select category 
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The search results are displayed. 

 

 

 

④ Click the “List” button. 

 

 

  

(4) Click here 
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(3)  Select “Withdraw” next to the application  

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

 

① Click the “Withdraw” button next to the application. 

 

 

 

 

  

Possible conditions of withdrawal 

○ If the project status of the application is “Application received“ or “Approval results registered” and 

Application status is “Application received”, the “Withdraw” button is displayed. 

Caution 

(1) Click here 
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(4)  Input your reason for withdrawal  

The [Withdrawal of Application] screen is displayed. 

 

① Input the details. 

② Click the “Confirm” button. 

 

 

  

(1) Fill out this field 

(2) Click here 
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(5)  Check your input details  

The [Confirm/Reference Withdrawal of Application] screen is displayed. 

 

① Check the details. 

② Click the “Register” button to register your request. 

  

(1) Check these details 

(2) Click here 
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(6)  Withdrawal Request Submitted  

The [Confirm/Reference Withdrawal of Application] screen is displayed. You have now completed the 

procedure to withdraw your application. 

 

① Click “Applications and approved projects” to check the “project status” and “Apply type(status)” 

of your project application.  

・If approval from your research institution is not required 

Your withdrawal of application is submitted to the Funding agency immediately and the project 

status changes to “Approved” and the apply type(status) changes to “Funding agency processing 

“, “Withdrawal applying”.  

・If approval from your research institution is required 

Your withdrawal of application is first submitted to your research institution and the project 

status changes to “Approved” and the apply type(status) changes to “Research institution 

processing“, “Withdrawal applying”. 

After your withdrawal of application is approved by the administrative manager, it is submitted 

to the Funding agency and the project status changes to “Approved” and the apply type(status) 

changes to “Funding agency processing “, “Withdrawal applying”.  

 

This section explains how to withdraw the submitted project application. 

  

(1) Click here 



Operation Manual for Researchers (1) Application Guide 

 

48 

 

1.7 Delete a Project Application 

This section explains how to delete an application after submitting it. 
 

 

 

 

  

List of Applications and 

adopted projects 
(2) Select “List” of project to be deleted. 

Procedures for 

Submitted Applications and 

Approved Projects 

(3) Select “Delete“ next to the application 

(4) Check details to be deleted  Apply(confirm deletion) 

(5) You have completed deletion of your submitted application Application deleted 

Screen Operation 

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

on the top screen. 

Process Operations 
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(1)  Selection in the Global Menu  

  

 

 

① Click "Submitted Proposals" > "Project list" in the Global Menu on the top screen. 

  

(1) Click here 
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(2)  Search for your project  

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

 

 

① Input search terms. 

② Click the “Search” button. 

・Clicking “Search” without entering search terms displays all current applications and adopted 

projects. 

・To filter your search by more advanced terms, click the “Display advanced research conditions” 

button to display the advanced settings. 

  

(1) Fill out these fields 

(2) Click here 
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The search result is displayed. 

 

③ Click the “List” button. 

 

 

  

(3) Click here 
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(3)  Select “Delete” next to the application  

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

 

① Click the “Delete” button next to the application. 

 

 

 

  

Possible conditions of deletion 

○ You can delete saved project applications. 

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

※ You cannot delete withdrawal of project applications that requested for revision by Funding agency. 

Caution 

(1) Click here 
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(4)  Checking details to be deleted  

The [Apply（Confirm deletion）] screen is displayed. 

 

① Check the details. 

② Click the “Delete application” button to delete your application. 

(1) Check these details 

(2) Click here 
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(5)  Deletion complete  

The [Application deleted] screen is displayed. 

  

This section explains how to delete project applications. 
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