
 
Off-setting the Accommodation payment with  
the reimbursement of Travel Expenses 

 
Your payment for the dormitory booking is to be off-set with the reimbursement of your travel 
expenses. 
In order to do so, you have to make an application for the reimbursement of the travel expenses 
at the time of your dormitory booking. You can confirm it your transection is approved or not by 
checking on your User Portal side.  
⇒  “Accommodation Booking and Travel Expenses Application Status“  ⇒ 「 1. 
Accommodation and Travel Expenses Status」,  
   
Please take note that in case your travel expenses are paid or to be paid by some other 
organization, KEK is not in a position to reimburse them to you. 
 

--------------------------------------------- 
 

How to make an Accommodation booking and apply for Travel expenses 

 
Please enter from your User Portal  
Left-hand side of the screen 「Accommodation Booking and/or Travel Expenses」  

⇒ 「1. Make an Accommodation Booking and/or Apply for travel Expenses」 
1) 
「Accommodation Booking 
 and/or Travel Expenses」 

↓ 
「1. Make an Accommodation 
 Booking and/or Apply for 
 travel Expenses」 

 
① Please select the type of 
  application to be made : 

“Accommodation Booking 
 and Travel Expenses” 
 

② Select the appropriate 
details. 

③ Please click 「Next」 button 
  



2)  
「Make an Accommodation 
 Booking and/or Apply for 
Travel Expenses」 

 
① Please key your 

accommodation booking  
request.  

② Please click「Next」 button. 
 

※If you want to stay at outside of 

KEK during you are staying at 

KEK, please see 5) 

 

 

3) 
「Make an Accommodation 
 Booking and/or Apply for 
 Travel Expense」 
 
Please key your Travel 
expenses application, then 
click 「Next」 button. 

 
※Period for travel expenses 
 cannot exceed the period of 
 your stay at the dormitory.  

 

 

４） 
「Make an Accommodation 
Booking and/or Apply for  
Travel Expenses 

 (Confirmation)」 
 
Please click [Confirm] button. 

 

 



5) 
・If you want to stay at 
 outside of KEK while you 
 are staying at KEK 
 
①Please press the button in 

“No Room Required” 
① Please click 「Next」 button 
 
 

 

 

5)-2 
「Make an Accommodation 
 Booking and/or Apply for 
 Travel Expense」 
 
Please key your Travel 
expenses application, then 
click 「Next」 button . 

 
※Period for travel expenses 
 cannot exceed the period of 
 your stay at the dormitory.  

 

5)-3 
「Make an Accommodation 

Booking and/or Apply for  
Travel Expenses 

 (Confirmation)」 
 
Please click [Confirm] button 
to submit the above details 
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