QUICK REFERENCE
For Approvers How to approve work hours | 1 e-sl'afflng

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

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

FI#3A English

e-stafﬁng Log-in Click to display in English ««««-eeeeeeeeeeeemmmannnss :
Company ID
| Sompenin @®---------- Company ID of the Company you belong to
User ID
| UseriD @®:---------- User ID of the Company you belong to
Password _
| Password (one-byte letters and numbers) @®:--------- The initial Password is the same as your User ID
save Login ID
*:If you have been using WebTimeCard, enter the same ID
IE] Log-in ‘ 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.
> [ Forgot my password |

User Info for which a new password is set

o When you cannot log-in - —]

Userio

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

Foargtatared s-muail acdress

‘Set your own verification code of 2 4.
digit number,

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

B cick

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 Registration of Password.

A0 15 2 EMpOrATY One: FEISIET 3 W PASSROIT

EN After log-in, register your Password at this screen. s e

] After entering all items, click s
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Portal Site

You can check/change User information from@. il ) SN G —

/N impertant Notification

E Function Menu
Click the function that you would like to use and move
to that function.
E) Favorite
Save as your "Favorite" for easy access to the pages.
3 Task Information

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

oty fere 18 e mposant nerACac

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

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

Approve Daily Attendances

Q == sk ensonce mansgeren

Q search
Comoany 10

»
kanda o . | am “Attendance Approver[ | 1 2 3ffor this staff
User 10

kandauser Check NSYISHNA

Daily Approval @

1804dns ¥ ovd @

fosing | Al | s [ NSY B SMA [ AP
< =+ Deotailed Search
E‘@ Staff Seeking Inquiry ,  Check for Each Staft Dotoiled Soarch
Q) Search » Clear
@ Contract Managemen, Manage work hours H
Upload attendance records > 1 20e e e
- Download attendance records 3
o S Show eaeh person | — v Daily Approval
Invoice Manggement , B @

Select "Work Attendance Management."

E Select "Approve Attendance."

E) Select "Give Daily Approval."

0900 - 17:30

ﬂ "Check the box™" next to Daily Approval List.

. Click any date to check the details of that day. Click
Bl Click " to complete. Staff name to check the approval status for the

subject period in a calendar format.

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 When you want to check the EXpenses | s - expenses for ricay, 41 Frmom— S

Transportation

[ Click the amount of Expenses.
If you have attachments, it will be marked with B

Check the details of the Expenses.

[} Click the file name to open the attached file.

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

Work aftendance management C|ﬂ5i|‘lg Appl’OVa' @
Approve attendance
Q search
cuewg | Last month * | Staius NSY SNA [ AP [_] Only st1af the Werk Approver1
Check NSY/SNA > + Detated Search
Q Search
a% Stafl Seeking Inquiry , Check for Each Stalf
@ Contract Managemen, Manage work hours > 1-5outof § Show | 20
t
e = Upload altendance records >
= Work Attendance Snow By GACh DETSON | - - B Closi
L] (e @i approvs
Download attendance records H]
- nyolce Manaopmen
=] . < Previous 1 Next >
% lcon Description

Select "Work Attendance Management.”

136 hr.
99 hr.59 min

E Select "Approve Attendance."
E

S ’\,._.ﬂu_l.l_‘ 10 136 [ 1]

Select "Give Closing Approval.”

If "Daily Approvals" have not been completed, then "Closing
Approval" cannot be given. Click Staff name to check the approval status for the
subject period in a calendar format.

"Check the box" next to Closing Approval List.

Click

L to complete.

Are you sure to glve Closing Approval? @

You can return the application to Staff by clicking "Reject"
from Closing Approval LiSt_ You can seect Daly and Closing Applcations Fom Fe st beiow 10 a0orove tem all in banch Bl
You can enter comments so that Staff can review the reason for rejection.

& Ssomiet: 4148

If there is any data that have not been given Daily Approval, the right
window will appear after clicking [IFEEE2. Select the subjet
data and click [IEE to complete Daily and Closing Approvals.

() Approve All X Ciose w0 apprvng
Cancel Daily/Closing Approvals
Work attendance management B © Cance! Doy Approval Daily Approval @
Ca sl Clasing Aj ual
S L | © concs oo acpcoua d
Q search z
- ancel Attsndance o
Canral Altandans, } 1 am "Attendance Approver”[ 11 [] 2 [[] 3for this staff »
]
c
Check NSY/SHA 3 Ciesing | All | Stats NSY SNA [ AP o
o
+ Detailed Search i)
% Slaff Seeking lnguity ,  Check for Each Staff
Q) Search X Clear
@ Contract Managemen, Idanage work hours >
i
Upload attendance records » 1 -2outor2 Show 20 -
. e
w s person | =
ISl Invoice Management .

Select "Work Attendance Management." )
hoon Descriotion
Rocords  workhr

F] Select "Cancel Attendance." w o O

v A v A v A

Exponses Remark Shilt  Status

e U.._'IDC’\Z::LES? ah. B 33500 ven ° oX
E) Select "Cancel Daily Approval” or "Cancel B OTaw” e U
Closing Approval.” y il o O RS 0 |

&0 min

23 Click [CX] of the subject day in Daily Approval :
List or Closing Approval List to complete. ’ )
Click any date to check the details of that day.
Click Staff name to check the approval status for the

Once you cancel approval, the subject Staff will subject period in a calendar format.

be able to correct his/her attendances.
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Check 36 Kyotei

Work attendance management B [ ) Manage werk hours ]
A B g o :n(u p:‘ Management: ListBrows
Cancel Attendance >
Check NSY/SNA ¥
% Staft Seeking Inquiry (
@ Contradt Managga [ Manage work hours }
1
: Uplgad altendance records »
- Downdoad attendance records »
Invoice Management

Select "Work Attendance Management."

w

35 Kyotal

36 Kyatel (annual)
{multiple moaths average] o yotel yannen

Wk hours (monkhly) 36 Kyotel (monthiy)

Apply Special provisions in bateh

¥ Show remaining hrs

8 iF Ginza Office 20220001 -
- =|;\,T:m..:h. oy | Omin. & min 0 min Remalos 45 he.  Remainsd&he 0 tim)|

!'_:';‘j_‘":::k:lm 1] om a Remains 30ke | Femaing3) b Osl:::
F] Select "Manege work hours"
E) Select "Manege work hours" and check compliance.
You can check the total work hours for each Staff and
"36 Kyotei" for each Agency to which Staff belong .
List of Attendance sorted by Staff @
Work attendance management
Q, search Unapproved Stalf Only [ Orily staff the Work Approverd
FRE ARP Approve attendance >
Lnssiecied
Comesy Cancel Attendance > o PR 8 e e
kanda =+ Detalled Search
User ID
kandauser Check NSY/SNA > o
% Staff Seeking Inquiry , g[ Check for Each Staff ] 1-200ut of 32 snow | 20
@ Contract Managemen} Manage work hours > L ¢ Predous || 1 || 2 Ned >
! P SAM sufName  Workplace Dept. Agency Term  Contract No.
Upload attendance records > i — — e — — —r
B = Work Attendance M .
anagement sumpy | SAICISOM G, Towyo Sacson et iy HONE- | o onasranans
Download attendance records > .o il
— L 1 a2 i

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

Staff's attendances.
F] Select "Check for Each staff."

and check attendances.

Support Center

"

N/

2 Support Center is a separate company from Agency.

LI 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.

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.

ElrerFaa:  https://faq.e-staffing.co.jp/
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