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1. Introduction 

This system provides the following services for the shared use of research facilities and equipment 

(“equipment”). Non-members of Fujita Health University can also use this service. 

 

Equipment Search 
The user can search for research equipment available for shared use. The search targets 

equipment owned by Fujita Health University and registered in the “Fujita Health University 

Facilities and Equipment Management Database”. 

This search is available to anyone, both inside and outside of the university. However, if you do 

not log in with your Fujita ID or User ID the equipment and the items displayed are limited. 

 

Management of Equipment Use  
The user can use this system to reserve equipment, record the actual use results, and track total 

usage fees. It targets the equipment registered in the “Fujita Health University Facilities and 

Equipment Management Database” for which this system manages reservations. 

Those with a Fujita ID can use the equipment immediately after user registration in the system. 

Non-Fujita members can also use the facilities but prior application and approval are required. 
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2. Log In/Log Out 

The system can be used by logging in with a “Fujita ID” or a “User ID for external users”. If you have 

a “Fujita ID”, proceed to “2-1.log in”. For external users, the Research Support Division, Research 

Support Department issues User IDs. See “10. Support”. 

 

2-1. Log In 

 

Screen 

Top page 

 

Consuk 

 

 

Procedures 

• Open the top page of Fujita Health University Equipment Sharing System. 

https://ess.rph.fujita-hu.ac.jp/ 

• Click “Log In” at the top right of the page. 

• Enter your Fujita ID or User ID for external users and Password. 

• Click “login”. 

 

https://ess.rph.fujita-hu.ac.jp/
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Note 

• Retirees and graduates can log in with a Fujita ID, but need further registration to use  

the equipment. For details, please contact the Research Support Division. 

• You can search equipment without logging in. However, the equipment and items displayed     

are limited.  

• Logging in is necessary for reserving equipment. See “6-2. Reservation”. 

 

2-2. Log Out 

 

Screen 

Log Out button 

 

Procedures 

• Click “Log Out” at the top right of the screen. 

 

Note 

• Please be sure to log out when you finish using the system. 

• This system automatically logs you out after 10 minutes of inactivity. 
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3. Searching for Equipment 

This service provides a list of equipment for shared use and the details of each. These are owned by 

Fujita Health University and registered in this system.  

 

3-1. View a List of Equipment 

 

Screen 

Searching the equipment page 

 

Procedures 

• Click “Search & Reserve” on the menu bar to display "searching the equipment" page (1). 

• Input search conditions and click “AND search” or “OR search”. AND/OR search is available 

with Facility, Research division, Category, and Free word (2). 

• The results will be displayed under the search field.  

• Detailed information can be found by clicking each name of the equipment (3). 
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3-2. Details of the Equipment 

 

Screen 

Equipment details page 

 

 

Field 

• Shared to: available users for the equipment. 

Internal: available for members of Fujita Health University 

Internal and outside: available for members of Fujita Health University and external  

members whose application for use has been approved. 

• Limitations of use: displayed according to the user’s category (internal/external). When not  

logged in, all user categories are displayed; when logged in, only the user categories that 

apply to the user are displayed. 

• Accepted work: whether the equipment manager accepted the equipment's operation. 
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• Application for use qualification: some equipment requires further application before  

making reservations. See “6-1. Application for User Qualification”. 

• Approval of reservation: some equipment requires approval by a manager for each  

reservation. 

• Equipment use charges: displayed according to the user’s category. Some equipment  

requires a cancellation charge. 
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4. Outline of Equipment Usage 

 

a. The user joins a user group to reserve/use equipment. 

• The user group is the billing party for the usage fees. 

• The group manager approves membership in the group and is responsible for the  

payment of member’s usage fees. 

b. Two types of usage 

• Reservation: for users to operate the equipment themselves. 

• Entrust: request for equipment managers to operation the equipment. 

c. Usage fees 

• Automatically calculated during the reservation. 

d. Input the time of use after operation 

• After using the equipment, input the actual time of use. 

• Input can be omitted if the reservation and time of use are the same. 

• For requested work, the equipment manager inputs the time of use. 

e. List of reservation, usage history, and fees 

• The user can see a list of their reservation, usage history, and fees. 

f. Calculation of fees 

• Usage fees are calculated each month based on the use results and fixed by the equipment 

manager. Fees are totaled per budget and reported to the group manager. 
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5. User Registration 

User registration is required to reserve equipment on this system. The user cannot make a  

reservation until a registration has been completed.  

 

Screen 

User registration page 

 

5-1. User Information 

Procedures 

• Click “User registration” on the menu bar to display 1. User information field. 

• Enter Email address and Telephone number.  

• If you want to change your password, enter the Current password and New password. 

• Click “Change the user information”. 

• A notification email will be sent to you for approval or disapproval of registration. The subject 

is “【藤田医科大学設備・機器共用システム】利用者登録（通知）について”. 
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Note 

• If you registered a new email address, a confirmation email will be sent to your new address. 

The subject is “【藤田医科大学設備・機器共用システム】利用者登録（メールアドレス）につい

て”. If you do not receive the email, you might have entered an incorrect email address. 

• The manager of the group established before FY2024 does not need this registration; for the 

group newly established after FY2025, the manager and sub-manager are required to register. 

Please contact the Research Support Division and submit the application form, “【設備・機器利

用システム利用主責任者・副責任者申請書】“.Some groups may take time to approve. For 

queries, ask the manager responsible for acceptance by the group you applied for.  

- Automatically approved group: the user registration is completed immediately after the 

application is submitted.  

- Requiring approval by the manager: the manager is notified by email, and the approval 

process is carried out. 

• To update user information, repeat the steps above. 

 

5-2. Join User Group 

Procedures 

• Click “User registration” on the menu bar to display 2. Choose the user group field. 

• Input Japanese keyword in A group to join field and click the drop-down menu to see a list of 

the groups that match your keyword. 

• Select the user group you want to join. 

• Check the box if you agree to the user agreement and have the group manager's approval. 

• Click “Join this group”. 

• The confirmation screen will be displayed. Click “Enter” to complete the process. 

 

Note 

• All group names are displayed in Japanese. 

• The user can join more than one group by repeating the steps above. 

• When leaving a group, select the group and click “Leave this group”. By clicking “User 

registration” again, confirm the name of the group you left is removed from Joined Group. 

• To change a group, follow the leaving/joining steps above. 
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6. Reserving Equipment 

To make a reservation, following these steps. 

 

6-1. Application for User Qualification 

While logged in, equipment that has not been qualified for use is displayed with Required in the 

equipment details page. To reserve the equipment in question, the user must be qualified by an 

equipment manager.  

 

Screen 

Use qualification application button 

 

Procedures 

• Display an equipment details page.  

• Click “User qualification application”.  

• A notification email will be sent to the equipment manager. 

• You will later receive a notification email with approval or disapproval of the application. The 

subject is “【藤田医科大学設備・機器共用システム】利用資格申請（通知）について”. 

User group manager User Equipment manager

apply user qualification 

receive application mail

approve/disapprove

received approval/disapproval mail

reserve equipment

receive reservation mail

approve/disapprove

receive approval mail

use equipment

input user results

modify budget

(if necessary)

modify use results

(if necessary)

aggregate result confirmationl mail

confirm results and modify

aggregate result confirmationl mail

confirm budget and modify

Application for

User Qualification

Reservation for

Using Equipment

Confirmation &

modification of

results
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Note 

• Only equipment you are qualified to use can be reserved. 

 

6-2. Reservation (For Users to Operate Equipment) 

While logged in, the user can reserve equipment that displays “Reservation” on the top left of the 

equipment details page. Check the availability and make a reservation following the procedures. 

 

Screen 

Reservation button 

 

Procedures 

• Click “Reservation” on the equipment details page to open the Calendar. 

6-2-1. Calendar 

Equipment availability can be found on the Reservation page or My favorites page (see “9. “My 

favorite”page”). Here we explain how to reserve equipment on the Reservation page. 

 

Screen 

Availability calendar 

 

awaiting 
approval 

reserved by 
other users 

approved 
reservation 

use results 
entered 
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Each colored box indicates the following: 

• Blue: your approved reservation. 

• Red: awaiting approval. 

• Black: use results entered. 

• Gray: reserved by other users. 

 

Procedures 

• Check the availability of equipment and select your preferred date and time of use by 

mousing on the calendar or setting a Start/End time of use in the field (see next section). 

 

6-2-2. New Reservation 

 
Screen 

Equipment reservation screen 
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New reservation confirmation screen 

 

Procedures 

• Select the User group and Budget.  

• Input Start/End time of use. 

•  If you have accompanying persons, please enter each of their Staff ID (Student ID) and Full 

Name in the comment field. 

• Check the use charges. If relevant, input optional information. 

• Click “Reserve (Confirmation screen)”. 

• A confirmation screen will be displayed. Click “Confirm” to complete the process. 

 

Note 

• Equipment that requires approval for each reservation must be approved by the manager. 

This may take some time, so please make reservations well in advance. The user will be 

notified of approval/disapproval for reservation by email. 

 

6-2-3. Change/Cancel Reservation 

 

Screen 

Change/Cancel reservation button
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Procedures 

• Follow the steps in “6-2-2. New Reservation”. 

• Click “Change reservation (Confirmation screen)” or “Cancel reservation”. 

• The confirmation screen will be displayed. Click “Confirm” to complete the process. 

 

Note 

• If the equipment requires approval for each reservation, please wait for the manager’s 

approval again. 

• Reservations can be changed until the cancellation deadline. The deadline is set on some part 

of the equipment and displayed in the Charges filed on the equipment details page.  

• Cancelling a reservation may result in a cancellation fee. Please consult with the manager. 

• If you finish using the equipment earlier than scheduled, enter the actual time of use results 

instead of changing the reservation. 

7. Recording the Actual Use Results 

After using the equipment, input the use results (time of use) by 1:00 am of the day following the 

completion of use day. However, if the time of usage is the same as the reservation time, the 

recording procedures can be skipped. 

 

Screen 

Result field 
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Procedures 

• In the Reservation/Result field, change the Start/End of time to the actual time of use. 

• If you used any options and supplies, record them in the Charges field. 

- Options available on the list: select the name and input the unit. 

- Options not available on the list: enter the Additional option name, Unit, and Amount. 

• Click “Confirm result (Confirmation screen)”. 

• The confirmation screen will be displayed. Click “Confirm” to complete the process. 

 

Note 

• You can also change the user group and budget in this process. 

• After the results are entered, the box on the calendar turns black (It turns white while you 

input the results). 

8. Entrust 

In the equipment details page (Figure 5), equipment with a “○” in the Accepted work column can 

be requested for operation by the equipment manager. 

 

8-1. Sending a Request 
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Screen 

Entrust button 

 

 

 

 

 

Requesting email form  

 

Procedures 

• Click “Entrust” at the top left of the equipment details page. 

• A requesting email form will be displayed. 

• Fill out Request contents and select the User group name. 

• Click “Confirm”. 

• Click “Send” on the confirmation screen. 

 

8-2. Approval/Disapproval of Request 

The equipment manager will contact you regarding approval or disapproval of your  
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request. The manager may also contact you asking for additional information. When a request is  

accepted, the manager will reserve the equipment. 

 

8-3. Change/Cancellation of Request 

The user cannot change or cancel the request in the system. Please contact the equipment 

manager. 

 

8-4. Checking Progress of Accepted Work 

The user cannot check the progress of accepted work on the system. Please contact the 

equipment manager. 

 

8-5. Completing Accepted Work 

When the requested work had been completed, the equipment manager will report to you 

directly, not on the system. The manager also inputs the usage time and fixes the usage fees. 
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9. “My favorite” page 

The user can create a dedicated page to see a list of their reservations. 

 

Screen 

My favorite page 

 

 

 

 

 

 

 

 

 

 

 

 

Procedures 

• Click “Favorite Registration” on the equipment details page. 

• Access the dedicated URL and display the Favorites on file. 

• A list of your Reservation status uses will be displayed. 

• The period you reserved is shown with a highlighted bar. Hovering a mouse on the bar displays 

the details as tool chips. 

• Use the button at the top right of the list to change the range to daily or monthly. 

• By selecting the date on the calendar, a daily reservation status will be displayed. 



 

20 

 

• By selecting an equipment, the reservation status will be displayed for each item. 

• Click the name of equipment in daily mode, or the date in monthly mode, to jump to the 

Equipment reservation page. 
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10. Support  

For inquiries about usage and system failures: 

 

Research Support Division, Research Support Department, Fujita Health University 

 TEL: 0562-93-2641 

 E-mail: openfacility@fujita-hu.ac.jp 

 Office hours: 9:00 am-5:00 pm 

 

For inquiries about details of the equipment: 

 Please contact the equipment manager. Contact information is in the equipment details. 

mailto:openfacility@fujita-hu.ac.jp

