QUICK REFERENCE

For Approvers How to approve work hours | 1 e-sl'af'ﬁng

https://portal.e-staffing.ne.jp/

Enter Company ID, User ID, and Password, and then click

e-staffing Log-in C

Company ID
Company ID
User ID

Password

save Login ID

‘ ] Log-in

)[ Forgot my password }

H#3SE English

lick to d|sp|ay in Eng“sh secescccscsscsscsscsscesse .

@®::-------- Company ID of the Company you belong to
User ID @®:---------- User ID of the Company you belong to

Password (one-byte letters and numbers) @::-------- The initial Password is the same as your User ID

*If you have been using WebTimeCard, enter the same ID
and Password you have been using.

*|f you don't know Company ID, User ID, or Password, ask
the department of your company in charge of the system.

o When you cannot log-in

Click "Forgot my password" to move to
"Password Reset" window.

User Info for which a new password is set
user D 7‘
Registered e-mail address ‘

Set your own verification code of a 4- ‘
digit number.
4 one-byte number

Enter Company ID, User ID, Registered E-
mail Address, and Verification Code.

B ciik

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

o When you log-in for the first time

ﬂ After log-in, register your Password at this screen.

ﬂ After entering all items, click

— About your own verification code of a 4-digit number

About your own verification code of a 4-digit number

Create and enter your verification code of a 4-digit number. You wil be required to enter the verfication code when registering a new pa
ssword

“Remember the verification code until completing the new password registration

I you forget your verification code, start over from this screen

+ Password Change Steps

+ It you forgot your user information (Company 1D, User ID. e-mail address)

+ Additional Information

v Send Cancel

Registration of Password.

The password you entered to access this page is a temporary one. Register a new password
Be sure to store your password and not to lose it

New Password
4-16 characters.

New password (confi
rmation)

Show the password

— Note

® You cannot use the same character throughout the entirety.

@ You cannot use Company ID or User ID as your password.

 You cannot use your personal information (your phone/fax nuMber, your name) as your password.
® You cannot reuse your current password

%You can change your password from “User Info’ page afte log-in, but you wil need the password to change it

(=)
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Portal Site

You can check/change User information from @ .

/\ Important Notification

Currenty, there is no important notications.

E Function Menu
Click the function that you would like to use and move

)

to that function. Bg sonssacs
. & a
B FaVOI"Ite = > ' [] Task Info ' O [srowsintme v | > Setupaskintomnaton
Save as your "Favorite" for easy access to the pages. S I
. % Company.and Sel.up,
3 Task Information s
@ Notfication Delvery

Save the tasks that you frequently use. You can
easily access the status check and working pages.

< Imrenw there Is no notfications

[ Notification Delivery
You can send notifications to the internal users.

[ You can use each of these functions from "All Functions."

Approve Daily Attendances

@ Work attendance management B @ Give Daily Approval Daily Approval ®

i - Give Closing Aj |
Taro Jinbo z 2 I Approve attendance l > e Q search
1 am "Attendance Approver”[T] 1 2 3for this staff
E:::;ZWID Cancel Attendance > Closing | All v | saws [] NSY [ SNA [] AP
Ul + Defaied Search
kandauser00 Check NSY/SNA >
Q search X Clear
% Staff Seeking_Inquiry, , Check for Each Staff
1 - Qoutof 9 w 20 b
@ Contract Managemen, Manage work hours > Show sach person | v B
t
Download attendance records > - ~ .
n E/ Work Attendance M i) i o
anagement
Invoice Management N
B osds-10s 09 1800
" " 0 =g
Select "Work Attendance Management. e s 00085 e e -

a Select "Approve Attendance."
Click any date to check the details of that day. Click

B Select "Give Daily Approval." Staff name to check the approval status for the
subject period in a calendar format.

7] "Check the box" next to Daily Approval List.

E Click to complete.

The Agency can select whether or not to indicate
workplace and what workplaces are selectable.
Workplace is not shown if the Agency decided so.

o Whel'l you wa“t tO ChECk the Expenses #57K —BP’s Expenses for Friday, 4/1 S Print list of expenses @ ]
Transportation
[ Click the amount of Expenses. o Moars Ee T Fare
If you have attachments, it will be marked with . i . - im 200

Check the details of the Expenses.

Expenses attachment(®

No. Attachment file name

E: Click the file name to open the attached file. N

X Close

In order to use the Expenses and Expenses attachment
functions, e-staffing department in charge must request.
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Give Closing Approval

Q ==»

Taro Jinbo &”2

Company ID
kanda

User ID
kandauser00

% Staff Seeking Inquiry, ,

Work attendance management

Approve attendance

Cancel Attendance

Check NSY/SNA

Check for Each Staff

>

Manage work hours

) Give Daily Approval
] B © Give Closing Approval
>

>

Closing Approval ®

Q search

1:am "Attendance Approver” (] 1

Cosing | All

1 - 200utof 20

V| staus

2

3for this staff

NSY [ SNA

AP

Q searcn

+ Detailed Search

X Clear

Show 20 v
—

@ Contract Managemen
t

Download attendance records >
n E/ Work Attendance M
Work Attendance M
anagement

[=] Invoice Management

Select "Work Attendance Management.”
E Select "Approve Attendance."

E) Select "Give Closing Approval."

If "Daily Approvals" have not been completed,
then "Closing Approval" cannot be given.

3 "Check the box" next to Closing Approval List.

 Click to complete.

E You can return the application to Staff by clicking "Reject"

from Closing Approval List.

You can enter comments so that Staff can review the reason for rejection.

No Daily Overtime 6
Aprvi Total Maximum  StUS

14122 min.

Click Staff name to check the approval status for the
subject period in a calendar format.

Are you sure to give Closing Approval? ®

You can select Daily and Closing Applications from the list below to approve them al in batch.
Glcon Description
Staff0101 : 4115

. Work Records.

T ——
n . . . w Py o moaw
If there is any data that have not been given Daily Approval, the right ‘“E‘“ oo
window will appear after clicking [EEEE. Select the subjet ™oma T
data and click to complete Daily and Closing Approvals.
Cancel Daily/Closing Approvals
@ Work attendance management B @ cancel Daily Approval Daily Approval ®
Taro Jinbo Approve attendance > ® Cancel Closing Approval Q search g
G B | am "Attendance Approver” 1 2 3for this staff g
kan:;"y Cancel Attendance } Closing | Al v | sas [ NSY [ SNA [ AP §
:::(;EHSEIOO Check NSY/SNA > + Detailed Search 4
Q search X Clear
% Staff Seeking Inquiry | Check for Each Staff
1 - 2outof2 Show | 20 v
> ?omracl Managemen, Manage work hours > . -
;N PR = Download attendance records >
orl lendance 1 Next
[=] Invoice Management .
" " bl %ﬂ E 08461805 | 9990- 1800 7n30mn | @ 22000ven nsice o
Select "Work Attendance Management. :
mRsx i 0900- 1800 | 5139mn o &

F] Select "Cancel Attendance."

B Select "Cancel Daily Approval” or "Cancel
Closing Approval."

23 Click [CX] of the subject day in Daily Approval
List or Closing Approval List to complete.

Once you cancel approval, the subject Staff will
be able to correct his/her attendances.

Click any date to check the details of that day.
Click Staff name to check the approval status for the
subject period in a calendar format.
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Check 36 Kyotei

Download
@ Work attendance management B [ @ Manage work hours ]
- 1 - 100ut of 10 (As of 2022/07/28 04:09) Show| 20 v
f=icinto & Approve attendance >
Show sach person | - v
m"y - Cancel Attendance >
e [re— Eep— L T pre—
kandauser00 Check NSY/SNA >
~NEeCK NS ORA Apply Special provisions in balch
% Staff Seeking Inquiry, , Check for Each Staff Previo
% Show remaining hrs. S5 Previous 1
@ Contract Manage_ra [ Manage work hours ]>
t

Overtime
Remaining B
Aggregatio  Average work Hours remaining  sP
Download attendance records > | s S| B s e [ appted || 2
of this mor sat.
n E/ Work Attendance M N I Maximum

anagement

Invoice Management

proery Shinagawa Office 20220701 - s - . e £ emansan; | Otmes/
tafto001 systemt 20220731 r40h 2 20 Bemsnein Lo Stimes | &

o] Tokyo Office: 2022007101 - 20 Otimes /

Select "Work Attendance Management." il Mol I Mt el Ml )

F] Select "Manege work hours"

You can check the total work hours for each Staff and
"36 Kyotei" for each Agency to which Staff belong .

E) Select "Manege work hours" and check compliance.

Browse Work Attendance

~
List of Attendance sorted by Staff ®
lent Work attendance management
Q search
. Unapproved Staff Only
Taro Jinbo @ Approve attendance N I am "Attendance Approver'[ ] 1 []2 [ 3forthis staff
Wotplace - Unseected orgloce . Unssectea
Company ID I Month 2022107 | - [ 2022007 [E]
ancel Attendance
kanda —_— > Agency Unselected
wut S
User ID + Detalled Search
kandauser00 Check NSY/SNA >
Q search X Clear
Sl Staff Seeking Inquiry , [E3( Check for Each Staft | 1< 2oner o
- . : :
@ Contract Managemen, Manage work hours >
t
Download attendance records > - o S— . 01 2n230401 |crmmnzon
B3| = WorkAttendance M , ’ e it s e
anagement o o - J— e oz |cnaosreaoce

Select "Work Attendance Management. You can set search conditions and check the subject

E] Select "Check for Each staff." Staff's attendances.
and check attendances.

Support Center CI 9: 00 to 19: 00, Monday to Friday

' excluding National Holidays and New Year Holidays

X Please have your Company ID and User ID ready before making inquiries.
*Depending on your phone environment, this number may be inaccessible
from IP phones. Please call 0285-26-5012.

l If you cannot resolve a trouble by Quick Reference or FAQ , please call Support Center.
Support Center services are available only in Japanese. We apologize for your inconvenience.

Elrerraa  https://help.e-staffing.co.jp/

2 Support Center is a separate company from Agency.
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