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QUICK REFERENCE
｜

The initial Password is the same as your User ID     

Company ID of the Company you belong to

User ID of the Company you belong to

※If you have been using WebTimeCard, enter the same ID 
　and Password you have been using.
※If you don't know Company ID, User ID, or Password, ask 
　the department of your company in charge of the system.

Click to display in English
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Select "Work Attendance Management."

Select "Approve Attendance."

Select "Give Daily Approval."

"Check the box" next to Daily Approval List.

Click   　　　 to complete.5
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Click the amount of Expenses.
If you have attachments, it will be marked with　 .

Check the details of the Expenses.

Click the file name to open the attached file.8
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In order to use the Expenses and Expenses attachment 
functions, e-staffing department in charge must request.
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When you want to check the Expenses
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Select "Work Attendance Management."

Select "Approve Attendance."

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

"Check the box" next to Closing Approval List.

Click   　　　  to complete.

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

Select "Work Attendance Management."

Select "Cancel Attendance."

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

Click [CX] of the subject day in Daily Approval
List or Closing Approval List to complete.
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Select "Work Attendance Management."

Select "Manege work hours"

Select "Manege work hours" and check compliance.
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Select "Work Attendance Management."

Select "Check for Each staff." 
and check attendances. 

2

1

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.

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


