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-.... Company ID of your Agency

..... Staff Code of your Agency

«+++« The initial Password is the same as your User ID

If you don't know Company ID, User ID, or
Password, ask your Agency.

westalfing Web Time CardiZ SSEEHDA—ILF FLAL. JUAT- FERTEE0A-LERELET,

0 If you cannot log-in
nCIick "Forgot my password."

Enter Company ID, User ID, Registered
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E-mail Address, and Verification Code.
Click [Send].

3 You will receive an e-mail with a link from which
you can register a new password.

* If you have not registered your e-mail address,
contact your Agency.

c When you log-in for the first time

¥ After log-in, register your Password and E-mail
address at this window.

X Register your e-mail address to which you have
access from the personal computer that you use for
recording your attendance.

X After entering all items, click [Complete Registration].
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QUICK REFERENCE For Staff How to submit work hours WebTime Card

n After yOU |09'in, punCh'lN Recording Punch-in Time for Thursday, 05/06 ® !
registration window will appear.

Would you like to record the punch-in time?

If you have multiple contracts, the window will O Do not show Punchn Time Recorcing for today.  (@.About Punch-iout Time |

appear after you select the subject contract.

|
Cick

Click the button, and you can register your Punch-IN time.

Punch-IN function is optional for each workplace (Client) setting. If this window does not appear,
you do not have to register your Punch-IN.

Submit your Attendance for Approval (Everyday)

Thu., 05/06/2021

n Select applicable class. App. for daily 7 Rglr.hrs. @..1...... Auto input of regular hours.
approval
Punched  18:25-
— G o Select applicable
workplace.
Place@ Office
(] Home Your Agency can select whether or
[ sateliite Office not to indicate workplace and what
workplaces are selectable.
IN 09 |: 00 Workplace is not shown if your
Agency decided so.
out| 18/:| 00
Enter your IN/OUT, and
off hours onrs. | 01| | 00|m
wor | 00w | 00|m

Exp.: NoReg. Note: NoReg.

[7) send e-mail to submit @®:-t{----- Send e-mail to Approver

: Check here before submitting to
After entering, click | & =aue @ Submit send an e-mail to your Approver.

E[f<— Punch in EI:—> Punch out
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Punch-OUT

n After supmlttlng your attendance Mon., 05/10/2021
for Daily Approval, punch-IN

registration window will appear.

Scheduled : 09:00 - 18:00 (60 min.)

- App. for daily ~ Ralr. hrs.
Recerding Punch-out Time for Thursday, 05/06 ® appfOVal

o puncheout ime hes been recorded. Punched 09:17-18:01 @peesesecsccccdocse PunCh'OUT tlme W|" be ShOWl'l

Woukl you like 1o record the puncheout time?

Class. Normal b i X
- Punch-OUT time once recorded will
Place @ Office

< Submi i recordng (] Home not be correctible.

(@) bt Punchiniont Tame Recording

[7] sateliite Office

N | 09 :| 00
out| 18|:| 00|
CIICk Off-Hrs. hr. 00 m.
Click the button, and you can register your LoH " 00]m
Punch-OUT time. Exp.: NoReg.  Note: No Reg. -« [MePunchin [ Punch out

(] Send e-mail to submit

[T« Punch in [ Punchout @4

You can Punch-IN/OUT
from these buttons.

You can Punch-IN/OUT just
once for each.

Submit your Attendance for Closing Approval (on Closing Day)

[5] Records of atendance | [}, AccourtiContract Info @ e

n Select subject period. O i ook s, (o7

hro KSH o 26Re30min Tot Exp o Oyen

B cio s e

k] Select your Approver. — | 2@
. Y S itecececscscscccscsecccesccscscscscstecsSand e-mail to Approver

N 00pRCHON o G O0pHS 5 SV, YU G 2 g SUBP 1o 0ty S9PR Check here before submitting your
o attendance for approval to send an
e-mail to your Approver.
[ Cick l
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Submit your Expenses

< Prev. Next >

sun., 04/03/2022

< Rglr. hrs.

App. for daily 2 Enter your Expenses.
approval

Punched

=+ Lise my imiite ksl

Business Transportation Expenses
Class.

P|ZDE® Office
[] Home 2 ||

U Satellite Office
09\; oo}
our[ A7):[ 00 = =

Regular Attendance ~

Business Transportation Expenses

Tax rate i5 shown all 2t 10%

IN[

n Click LNOH hr. m.

No Reg. Exp.:

No Req. ote : No Req.

(7] send e-mail to submit

Expenszes attachment(d)

1 Mot ealeced & pioa

B cicx

Submit your Expenses attachment

Expenses function is optional for each workplace (client) setting.
If Exp does not appear, you do not have to enter your Expenses.

If expense does not appear,please check with your agency about how to settle your expenses.

If expense appears, the entry screen differs depending on your agency.

Expenses of Sunday, 04/03 @

n Click Expenses attachment

4 Trensport, - Other § - Expenses aftachment

Business Transportation Expenses

®

+ Use my route list

No. By From To Fare Return ::::I;':.
o I 1l L] +mm| o
Click = upesd 2 [ I U
and select the file.
Expenses attachment(®)
No. i e
1 Nolselecled t Uplcad

¥ Cancel

Expenses attachment function is optional for each workplace (client) setting. If Expenses attachment does not appear,
you do not have to submit your Expenses attachment.

CILR) 9:00 to 18:00,Monday to Friday

excluding National Holidays and New Year Holidays

%Open until 19:00 on the first three days of the month,
around the 15th and 16th, and the last two days of the month.
For details, please refer to the FAQ.

XPlease have your Company ID and User ID ready before making inquiries.

X Depending on your phone environment,this number may be inaccessible
from IP phones.Please call 0285-26-5012

Support Center

(0120-288-187

¥ support@e-staffing.co.jp

If you cannot resolve a trouble by Quick Reference or FAQ please call Support Center.
Support Center service are available only in Japanese. We apologize foryourinconvenience.

[ElFa: https://help.e-staffing.co.jp/
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