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kaken.org System Operation Manual

Logging in and Setting Password (1

Individual user ID (e-mail address) and
password are used to log in to kaken.org.

If you are unsure of the e-mail address
registered as your ID, please contact the
officer in charge at your research
institution.

A new password needs to be set the first
time you log in for FY2022 even if you have
used kaken.org in the past.

When the system is not in use for a certain
period, you will be logged out
automatically. When you are unable to
operate the system, please reload the
browser and enter your ID and password
again.
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Please click here the first time

you log in to set your password.
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Logging in and Setting Password @)

Please check the instructions for users when
using kaken.org.

Please scroll down until the end and click
“FEFRL T/RR T — RERTEITES” (“agree
and start setting password,” blue button).
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There is a scroll bar. Please check the

reminders until the end and click “FE5% L

T/NRT — FEREICED” (“agree and
BEZT=27 I start setting password”)
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Logging in and Setting Password 3

Please type in your ID (e-mail address) and
set your password.

The password should contain at least 8
characters, using both alphabets and
numbers. Graphic symbols cannot be used.

Please re-enter your password for
confirmation and click “/$X 7 — K % %7
LTRZ A " (“set password and log in,”
blue button).
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Logging in for the First Time @

After your password is successfully set, the first-time login page will appear. Please check your “applicant Please use the password

information” such as your name, etc. saving function of your
browser if needed.
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Logging in for the First Time 2

As our reference during application support, please choose your specialized field of study. e A

We will use this information to select an appropriate Reviewer for you. It does not have to correspond to the Please select the closest
“Review Section” of KAKENHI that you are applying for. specialized field for you.
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Logging in for the First Time @

After you select your specialized field of study under “applicant information,” there will be a box where you can enter detailed information
(optional).

Click the green “Z %" (“register”) button below to complete information registration.
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button below the optional section.
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kaken.org System Operation Manual
Main Page (FF—AEE) @

After completing the information registration, kaken.org main page will appear.

Click the menu list on the left hand side to access each detailed page.

M kaken.org  THEEXF FREER DS OLREER
BHSH—8 @ suEEEFETINE L,
O JLeREE
SHSEEBOELA Al ts, such as support
ST schedule, will appear here if there is any.
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Click on button to see Click this blue bar to access “review support” page for
detailed information. registering proposal documents or accessing Reviews.
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kaken.org System Operation Manual
Registering Proposal Documents (1)

Access the proposal document registration page by clicking the blue bar on the main page or the white/grey “ L £ 5 — 3 1E” (“review support”) button in
the menu list.

First, please click the green “F3 352 () Z§%” (“register proposal document”) button.

TREETXY  HARHER YT LEREER

M kaken.org

Information registered by your research institution or

BigcC e —
Q5T ERE = entered by yourself at first login, such as the research
N - [HiEh) EPEESREEID : 146 XEF category that you are applying for, is displayed.
[ A
BERZ27N miEe | *8i3
R—LEE S | 7
B o Click “RHRBDORE (“register
BHSE—E = proposal document”) to open the
registration page.
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Registering Proposal Documents @-1

This registration page allows you to submit information on your application and upload the proposal documents for review.

Please enter information on your application for your reviewer’s reference. Selection of “Review Section” can be tentative.

There is a scroll bar. The “ER 58 % 283"
{“register proposal d ) button is

at the very bottom.
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Registering Proposal Documents (2)-2

You can select the file to upload by clicking “Fi 55 Z” (“proposal document,” grey bar) under “&%3 % 7 7 4 JL” (“file to register”) section.
Microsoft Word files, PDF files, etc. can be uploaded.

(Zip files are not accepted. Please register other documents as “Z % &l (reference documents) afterwards.)

EHEEDEE You can upload a file by clicking “Ef 3§ &”

{“proposal document”) on the grey bar.
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Registering Proposal Documents (2)-3

You can enter inquiries or messages to your Reviewer (under 200 words) by clicking “ L & 2. 7~ ® Gy (“Inquiries to Reviewer”) or
“LE o T AOEEEIE” (“Messages to Reviewer”).

After entering information and uploading the document, please click the blue “F i5E % & %" (“register proposal document”) button at
the very bottom.

HAEBEDER

LEaAPADTH : You can enter inquiries by clicking “L £ 27
AN ZERY” (“inquiries to Reviewer”).
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Registering Proposal Documents 3

After the proposal document is registered successfully, registration date and the red file icon will appear.
To check the uploaded file, click the blue “RAFESE” (“view contents”) button which will allow the user to view the files.

If you wish to replace a file, click the green “5 352 0 =% (“replace proposal document”) button and upload the new file. Please note that when
a replacement is done, you will move to the end of the queue in the review waiting list, which will cause delay in Reviews.

Replacement cannot be done once your Reviewer starts reviewing. Please wait for the Reviews.
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]l If you have other documents such as KAKENHI f
i results from past application, please upload by |
“ clicking the green “&& &£ DEM” (“upload L
V“ reference document”) button. J
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Accessing Reviews and Format Checks @

Reviews and/or format check feedbacks will be uploaded within 7 days from the registration of proposal document. You will be notified
via e-mail sent to the e-mail address registered as your ID. Please log in to kaken.org through the link indicated in the e-mail to access the
Reviews. A message suchas “L &£ 2 —Z $JE 1T L 72 L ¥ L 7=(Review has been delivered)” should appear on your kaken.org main
page to indicate state of review process.
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. to a page for registering proposal documents
or accessing Reviews.
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kaken.org System Operation Manual

Accessing Reviews and Format Checks (2)

You can view your Reviews by clicking the blue “PAHER” (“view contents”) button under “L- & 2 —" (“review”). The same applies to

format checks. If there is any additional message from your Reviewer apart from the Reviews or format check, “ffi /2 & 121” (“supplementary
document”) will be uploaded. You will be notified by e-mail each time any document is uploaded.
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Click “REHEER” (“view contents”) to
view the file.
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kaken.org System Operation Manual

Accessing Reviews and Format Checks (3

Once a review is completed, you can register revised proposal documents. Uploading can be done by clicking the green “&f
— & (“review support”) page. When a revised proposal document is registered, the previously

proposal document”) button on the “L- &£ 2.

HE DB (“register

registered proposal document will move to the bottom of the page. You can receive Reviews as many times as you wish during the support period.
Please note that it takes up to 7 days from registration of proposal document until Reviews. Taking account of the submissiondeadline within your

research institution, Applicants are requested to register proposal documents as soon as possible. We welcome works in progress.
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You can upload the revised version from
“ERFEE DE " (“register proposal document”)
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