QUICK REFERENCE For Staff / Mobile Version e-staﬁlng

https://m.e-staffing.ne.jp/s/ B
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Access the above address or scan the QR code with your mobile phone's bar code reader.
% QR Code is a registered trademark of Denso Wave Incorporated.

g stoffing
Enter the "@ Company ID," "@User ID," and "€ Password" in e-TimeCard log-in i
window, and select @[Log-in]. WebTimeCardE/ (A JLEROS A >
O Initial Log-in 2RI BFEENE. FUoMNIOwIANERETS

Hes @

If you don't know Company ID, User ID or Password, ask your Agency.
After log-in, register a new password at the password change window.

O If you cannot log-in
For initial log-in or log-in troubles, select "@ 3 FAQ."
Your account will be locked after 3 failed attempts.

O When your account is locked or you forget your password

@ "XForgot my password" or "Account is locked>>" 4] @
you can "unlock account" and "initialize password".

HECESTHEE @

2 This operation is possible if your e-mail address is registered in the WebTimeCard in advance. ZEEL ST
If you have not registered your e-mail address, ask the your Agency to which you belong to & 5

"unlock your account" ,"initialize your password".
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Select Contract

@ Select contract period and select [Switch].

@ Select [ Input daily attendance].

M EETTTT)

X If the subject period is not shown in [Contract Period], it is likely that your contract information
have not been input/confirmed. Check with your Agency.

% To check the contract information, after selecting the contract period and [Switch], select gl (e e aed)
"@ Contract" to check contract information details.

Submit for Daily Approval S——
2023F12H168~-3150Ke
. . . . 128258 (B):
Input in accordance with the instructions from your Agency. =
O IN i or=—1
OAz7«2
@ Start Time: Select [Regular Hours] or [Non-Regular Hours]. " 6@ O=s
@ If you select [Non-Regular Hours], select [Save Temporarily]. OYF50h#4T702
O OUT
© End Time: Select [Regular Hours] or [Non-Regular Hours]* and input hours. oes |E||ﬂ| omool] |
. ®_T #1730
@ Class: Select applicable class. o ¢ l(m )L):
60
® Workplace: Select applicable workplace. SRAR) @[]
Your Agency can select whether or not to indicate workplace. = i —
Workplace is not shown if yot-Jr Agency decided so. - P
@ Off hours: Input off-hours in minutes.
@ Late-night off hours: Input off-hours (22:00-5:00 next day) in minutes. HEL .
© Input "Remarks" and "Expenses" as necessary.
© Select [Submit]. O Ogrsmmmx—LisE sEs
% [Regular Hours],[Non-Regular Hours] function is optional for each workplace (Client) setting. ©| =il ] | —HEF [@
If this bottun does not appear, Please enter the start time and end time directly.
% If you select [Regular Hours], preset hours will be shown. You can change them as needed. nzzes @
If you select [Non-Regular Hours], input hours in 4 digits. %
2 You do not have to submit application for your holidays under contract. CodaEs

% If you would like to send e-mail to your Approver, select [{f) Send e-mail requesting Daily Approval].
X If you select [ See History], you can reference history of approvals and registrations.
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QUICK REFERENCE For Staff / Mobile Version

Submit your Expenses

@ Click [—Register].
@ Enter the Expenses and click [Register].
® Click [Submit].

X Expenses function is optional for each workplace (client) setting.
If Expenses does not appear, you do not
have to enter your Expenses. If the expense is not displayed,
please check with your agency about how to to settle your expenses.
$The Expenses attachment function is not available in the mobile version.
If you wish to Submit your Expenses attachment, please upload it from the PC version.

Submit for Closing Approval

O Upon completing daily applications up to the closing day,
be sure to submit your application for closing approval.

On the closing day, submit your application for closing approval after completing necessary
daily applications.

@ Select contract period and select [Switch] .

@ Select [Submit for Closing Approvals (Browse Attendance)] .

© Select [Submit for Closing Approval] to complete your submission.

2¢Note that Closing Date setting is different depending on Client/Agent.
¥ If you would like to send e-mail to your Approver, select [@ Send e-mail requesting Daily Approval].
XIf you select [@) See History], you can reference history of approvals and registrations.
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:
Correct your input data S

125048 (B): Fa=

O Correct before submitting for "Closing Approval” o s

Correct data of the subject date from [ Input Daily Attendance]. spaiman HES AT

B If the status is "Submitted" BSE 0000

@ Click [Cancel application], correct, and [Resubmit]. T 1r5g

B If the status is "Approved" RaEERG 5
Ask your Approver to [Cancel Daily Approvals]. After daily approvals are canceled, [Resubmit]. izﬂﬁ(m 3

O Correct after submitting for "Closing Approval” e =

Correct data from [Submit for Closing Approvals (Browse Attendance)].

B Application for Closing Approval has been submitted but yet to be approved s

@ Select [ Cancel of closing application] and ask your Approver to "Cancel Daily Approval" o \@|

with regard to the subject data.

After approval is canceled, correct data, [Submit for Daily Approval], and then [Submit for Closing

Approval] again.

2023F0sH01E~15E0EHE

HApplication for Closing Approval has already been "Approved”

Ask your Approver to "Cancel Daily Approvals" and "Cancel Closing Approval" with regard
to the subject data.

After approvals are canceled, correct data, [Submit for Daily Approval], and then
[Submit for Closing Approval] again.

XIf "Locked by Agency," you need to ask your Agency to unlock. =
O | =z |
(N
T
Bz
@ Operating Precautions x((25 | #t
Do not use “Back,” "Forward," "<," "—," buttons of the browser. ()
Be sure to use links (buttons) on the screen. -y =
1 2 3
Support Center CEYEY) 9:00 to 19:00, Monday to Friday

excluding National Holidays and New Year Holidays

‘ O 1 Z 0 - Z 8 8 - 18 7 *Please have your Company ID and User ID ready before making inquiries,
and tell us that you are using the mobile version.

X Depending on your phone environment, this number may be inaccessible

M support@e-staffing.co.jp from IP phones. Please call 0285-26-5012.
i o 0 If you cannot resolve a trouble by Quick Reference or FAQ , please call Support Center.
FAQ: httpS -//help-e'Staff | ng .CO ] p/ Support Center services are available only in Japanese. We apologize for your inconvenience.
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https://help.e-staffing.co.jp/contact-WTC
https://help.e-staffing.co.jp/



