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@ Click “Student Services” on the APU Campus Terminal.
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@ Click “Contract for On-Campus Part-Time Jobs”.

HOME > About Dz

About Part-Time Jobs

Contract for On-Campus
Part-Time Jobs

v

On Campus Student Job IAPU‘S Views on Part-Time Jobs

Center Opening Schedule The requirements and undertakings of a part-time job can be instrumental in forming a valuable social experience that

can build one's character. However, as an APU student, it is essential that you remain focused on your studies in your
daily routine. Even if you engags in a part-time job to pay for your tuition and/or living expenses, we ask that you do
50 insofar that it does not affect your studies.

v

List of On-Campus Part-
Time Jobs

v

Work Permits for
International Students

(Applying for a "Permit to I Important Points to Keep in Mind When Doing Part-Time Jobs
LA ¥

Engage in Activity Other || Points to check before starting a part-time job:
than that Permitted by the
Status of Residence « Will it affect your studies?

Previously Granted") « Is the nature of the part-time job beyond your physical capacity?

= Has a detailed job description been provided?
s Have you obtained a Permit to Engage in Activities other than Permitted by the Status of Residence Previously
Granted (i.e. work permit)? (only applies to international students)

* FAQ
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Ine commuting anowance will NoT D& pala ater e JuU.ls Spring >emesrtear.

@ Click “Online Work Attendance Record”.

|| Confirmation

Manual for part-time students (PDF)

Work Regulations (PDF)

Salary Regulations (PDF) October, 201 v Regulations was revised.

| Entry to the Online Work Af##hdance Record

l Online Work Attendance Record ]

Student Manual for Online Work Attendance Record (PDF)

| Change Registration Information
Mote: *Only students who have a semester employment contract now can change information.

Changes notification for Bank Account Transfer and Current Address
When you would like to change your bank account or current address, update the information with this
survey and attach the necessary data.

Renewal of permission for activities outside the status of qualification (On-campus part-time contractor
only)

When you have extended your period for permission for activities outside the status of qualification, update
the information with this survey and attach the necessary data.
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Maintenance Schedule
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©® Enter your “User ID” and “Password”.

User ID

Password)|

I Information

2. How to Enter Your Work

| Service menu

Application Salary information Menu
Consent form about electronic delivery Salary statement
of Salary statements and others
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@ Click “Work Management” on the main page.
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Click “Work Record Entry”.

M =how kdsnu Dezcription

Announcements for
Al Students Working Part—
Time on Campus

The submizzion deadline for
rcE

sheet = 1 UESday,
September 1,
at AM9:00

Ciheck the manual

DWhen you can not open PDF
filz, pleaze uze other
browszers =uch asz Chrome or
FireFo:.)

#¢The submission deadline is displayed.

[Notes]
Be sure to submit your Online Work Attendance Record as soon as you complete your last duties for the

month.

Work Record Entry

Today i= 2015,8,260Wed).

V2015, 8 Previous Month |2015,8,1(83’:)’”2015,8,31(Mon) Mest honth |

The monthly work data for thiz period has not vet been submitbed. Click the ™ Submit konthly Data™ button to submit monthly work data.

2015, 7,10Wed~2015,7,31(Fri) The monthly work data for this period has not yet been submitted.

© “Monthly Work Data” is displayed.

Zave Data Termporarily Dizplay for Printing

Daily Work Data Statuz = Temporarily oave
kdomthly Waork Data Status = Data Rejected:

Work Davs Day of Detailz Work/Mon—Woaorlk Davs  Work Hn:u.Ars-l—ramp':"’tm:i':"'-I Actual Fart-Time Worlk Records Zhifts

the Week Expetizes  Work Hours
- 87 =t Cetails  Mon—Wark Day 00—
r 8% sun Cetails  Mon—Wark Day 00—
23 hon Cetails  Mon—Wark Day 00—
r 84 Tue Cetails  Mon—Wark Day 00—
M 55 wed Details MNom—Wark Day 0:00-
&6 Thu Details MNom—Wark Day 0:00-



-

Work Days Day ot petalle  Work/Non-

the Week Click the "Details" for the day you worked. rdsShifts
r 51 =Zat Detailz Mon—‘Work Da
M 52 5un  eBatalelion-Work Day
I 553 han Detailz:  Mon—WaM Cay 00—
r 8/4 Tue Detailz  Mon—Waork Day 00—
Back to Previous Page I Calculation Resultz | Mesct |
Mot Entered
2015,8,3(Mon) Work No.1
Wik Shifts
ork/Mon—ork Days @ Select “Work Days” from here.
|NDr‘|—'u'l.-'Drk Doy ;I
Select the “Search by Office Name” tab
Fart—Time Work
Code:
Zelect Part—Time Wark
[2 of 2 Results Dizplaved]
Code MHame | Marrow Results I Clear I
= Fart—Times Work Code Fart—Times Waork MName
01 FhF w9 A TR Academic Office =
A0
A 03
&_04
=
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Far o ime Werk THFZw 7 AT 2 Pcademic Office >

Select Part—Time Worlk
[7 of 7 Results Dizplayed]

Ciode MHame | Marrow Results I Clear I

- Fart=Time Work Code FPart—Time Work MName

A.01100 =

201200 @ Select “A_01010 TAG#Z) / TA (Lecture)”

A 0300

A 0 A00 FLearning Support

& O S00 AR AR —F SEvent Support

201010 TACEEER) /TA (Lecture) -

b romeiR o =

P

Cobe: Y THF R H 042/ Academic Office > TAGEEE) /TA (Lecture)

B \

1 .
TTTT] Please make sure that "7 77 v 7 « A7 1 A
/Academic Office >TA (#7%) /TA (Lecture) is displayed.

| =] 10 1
HIREREREER
Starting Time an:|The Day [ -] :FL

| Add to Edit | — Add to Favorites |

Regular Class Hours

Mot Submitted
2015,12,3(Thu)Work No 1 Vs

Detailz  Worl/MNon—work Davs / <Notes>. \

Dietail } .
—=Ems Work Dax "I Please enter the "Lecture CD" in the remarks field.
Details  Work Day 1
Add Maore Work | o=l If you work out of class hours, enter "A" at the beginning of
the lecture CD.
Wbk Shifts Caloul
Wlork/ MNon—Wark Davs Actial
Work O .
[Work Da ©Work in class hours: (e.g.) "037113JA”
Rermarks e ©Work out of class hours: (e.g.) "A037113JA
Remg”
037113JA . ,
*This has been changed since AY 2022SP.
Students with previous TA experience need to check! /
\
Shifts N—
Shifts
12 20— 1405

\[ Please make sure to enter the time shown here

in "Starting Time" and "Ending Time".

\_




.

[Notes]

* Please make sure you enter your work after each workday.

+ Work hours per class are 105 minutes in total; [100 minutes of class time + 5 minutes before
and after class]. In order to avoid confusion when entering work hours, please enter the work
hours in the form of [from 5 minutes before the start of class to the end of the class]. (See table below)

« If your employment is confirmed within a week of the end of the month, your work hours will not
appear in the 'Shift' column for the following month's work. If this is the case, please enter your
working hours according to the table below.

Example: If you work 3d period (12:30-14:10); you should enter 12:25-14:10.

Regular Make-up Class Day
Start End Start End
1st Period 840 10:25 8:40 10:25
2nd Period 10:30 12:15 10:30 12:15
3rd Period 12:25 14:10 13:00 14:45
4th Period 14:15 16:00 14:50 16:35
5th Period 16:05 17:50 16:40 18:25
6th Period 17:55 19:40 18:30 20:15
Part-Time Waork . |
Code: FHTEw S A0 2 Pcad
@ Click the pull-down arrow to enter your work hours.
—

5 5 o [ 12z e S _—T7 hg [z ko .
HENRER

Startfng Time DH:IThB Day ;”08 ;I : I-’-'IO;I Erdirieg Tirne DH:IThB Day ;” 10 ;I : IQE;I
Rerrz
| Add to Edit — Add to Favorites |

Click the “Add to Edit” button. ]




[APUTLA 010101 TA(SETR) /TA (Lecture)(TA (Lecture)) Delete

—

HREEEN
Starting Time onllThB Dy I“2 3 Ending Ti

B B 10 11 13 14 s 18 (17 B [1s ko 21 | . |
LTI REREN

12
1]

If there are no entry errors, click the "Next" button.

Total ThrsdEmins

M Check I »>» Reflect Data in Work Hours |

Baack to Previous Paze Calculation Results || [Mext I i

[APUIEA 01010] TA(SESRE) /TA (LectureTA (Lecturel)

1

0
iREEEEEER

10 11 12 13 14 15 16 17 13 19 [
il

& =
HERERRRNNRRRRRRRRRRRRRRE R NN

Starting Time on:14:10  Ending Time on: 1555 (Hours Engaged ! ThrsdSmins)

Total ThrzdErmins

©® Lastly, check the data entered one more time and click the "OK"
button.

Back to Previous Paze | Back to Daily Work Data Entry OKl

Make sure that the work hours you entered and the hours
displayed in "Shifts" are the same.

-

12:20 ~ 1405 1:45 TALEES) /TA (Lecture) 12:20 - 14:05 {145 12:20-—14:05

Subject name, Instructor's name, Class Support

<Note>You should enter your work record as soon as you finish your shift.

3. Entry for Work Outside of Class Hours

Work Outside of Class Hours

a) Enter the actual hours worked in the line for the day you worked.

b) Be sure to enter "A+Lecture CD" in the remarks field.

*This has been changed since AY 2022SP.Students with previous TA experience need to check!

9



c)

Fermarksz

A037113JA

[Notes]

We ask that you manage your workload so that you work within the maximum time limit (90
minutes outside of class work for 1 koma of class). If you feel that it is impossible to avoid working
exceeding the maximum time limit, please come to the office to discuss this with the TA

Team beforehand.

D

. Class Cancellations and Make-up Classes

If a make-up class was offered, enter the work on the day of the make-up class and enter
"Lecture CD" in the remarks field.

*This has been changed since AY 2022SP.Students with previous TA experience need
to check!

— J

/

Femarks

037113JA

[Notes]
When a class is canceled or you are absent from work, please do not enter anything.

Pl note that make-up cl h different working hours to regular cl

Please take care when entering working hours for make-up classes. .
5. When Working Multiple Jobs/Shifts on 1 Da

If you enter work data for multiple jobs/shifts, be sure to click the “Add More Work” button.

@ Click the “Details” button for the day you want to enter the

data for your second job/shift.

Day of 0 Tranzportation  Actual
oL Daysthe i e Expenzesz  Work Hourz

7 ed Detailz Work Day 0240 ~ 10:25 1:45 TAUGESEE) /TA (Lecture) 0840 — 10:25 (1:45)

Wark/| ork Hours Part-Time Work Records

10



2015,7,1(Wed)Work No.1

Detailz:  Waork/Mon—Wark Days  Work Hou

letails ok Dz 0240 = @ Click the “Add More Work” button.
Add More Work |

2015,7,1(Wed)Work No.2

.

Wark Shifts @ Select “Work Days”.

(T T P TS
INDn—'I.I'I.-'Drk Day;l —

Fart—Time Work

Code @ Select "7 HT I vV « 47 4 A/Academic Office >TA (i#7%) /TA (Lecture)

. B o 10 11 12 N\~ 14 15 16 17 13 1o b0 2y
CLLTP TP TT TP e [ [ I TTTI T TIT]
St Tt T P _ilh= il | | == = 1 1l 1
Remarks: pternationa| Comparative b ® Please make sure that"7 75 X v 7 « 47 ¢ A/Academic
1 Add to Edit__| — Add to Office >TA (&%) /TA (Lecture) is displayed and enter your

work hours, fill in the remarks column and then click the “Add

to Edit” button.

»x Copy the part—time worl: code that vou uzed last time.

rlo part—time work iz rezizstered in the

»> Copy the part—time worlk record that vyou used last time.

Total Ok 00mine

©® Check your entries and click the "Next" button. ]

ECheck I »» Reflect Data in Work Hours

Back to Previous Paze I Caloculation Results Mext I

11



2015,12,3(Thu)|work Mo.1

Work Shifts Calculate S
Worl Mon—worlk Days Actual War tatutory HoursMon—Statutory Hourslate—klight Hours
Whark Day 1:45 [akels] [akels]
Fermarks \

Remarks

[Eubject name, Instractor's narme, Class Suppd\
A )

Shifts (
12201405
(@ Check to be sure that both your “Work No. 1” and your “Work No. 2” are

Select Part—Tirme Work Codg]

displayed.
[APUTLA 010101 TALR
=] = . ) ) / s a7 12 15 2 1
LTTTTTTTTITTTITT B y«dilllNEENEERRRREEEEREREREEN
Starting Time on:12:20 Ending Tig/ _furs Engaged: ThrsdSmins)
Total Thr=a5mins
2015,12,3(Thf) Work Mo 2
Wiark Shifts Calculated “Walues
WorlkMon—Waork Davs Actual Work HourzStatutory Hours Mon—Statutory HoursLate—Might Hours
W'orlk Day 145 1:45 [aJald] 200
Fermarks
Rermarks
[Eubject name, Instractor’s name, Clazs Support]
Shifts
14101555
Select Part—Tirme Work Cocde
Work  Mon—wWork Davs
[APUILA 01010 TA(SESR) /TA (Lecture)(TA (Lecture))
S = 100 11 12 13 14 l1i= [155 l17 l1= [ e (21
HNERERREREREERENRENEEEN o L
Starting Time on:14:10 Ending Time on: 1555  (H All your work data for the day is displayed.

Click the “OK” button to finish.
- /_)

Back to Previous Paze I Back to Daily Worl: Data Entry OKI

Total ThredBmins

@ Your second set of work data is displayed on the monthly work data screen. If you have three or
more jobs/shifts on the same day, you will need to add them in the same way and enter all the data.
You can enter data for up to five jobs/shifts per day. If you work multiple part-time jobs/shifts per day,

enter your work data in chronological order with the earliest data on top.

Subiect Instructor’ Cl S rt
Detlls Wark Dy 1200 ~ 1405 145 TAGGEE)/TA (Lecture) 1290 - 1405 (146 120145 Zhe woe nenibas Sa i s in, 2 000

28 otle: Be surd!th cdifiem that wole e ke mdtl T Bl e e s e O St

12



Example of Incorrect Data Entry

This is the wrong way to enter work data.

If you have multiple jobs/shifts per day, be sure to click the “Add More Work” button and then enter the data.

e

[aPUILA_01010] TA(EESR) /TA (Lecture)TA {Lecture))
2] = 10 11 12 13 14 15 15 17 13 19 o0 21

Starting Tirme ont| The Day =10 211130 =] Ending Time an:| The Day =2 =115 =] (Hours Engazed: ThredSmin:

[aPUlLA 01010] TA(GEFR) /TA (LectureX(TA (Lecture))
0 = 10 11 12 13 14 15 16 17 12 19 20 21

— —

Starting Time on:IThe Dray ;” 15 =] IOO =l Endire Time on:IThe Dray ;" 17 =1 IOO =l (Hours Ergazed: 2hrs00min:

Total | ZhredSmins

If you enter your data without clicking the "Add More Work" button, your actual work hours for each job/shift will
not be reflected correctly.

Make sure you first click the “Add More Work” button if you have worked multiple jobs/shifts on the same day.

[Screen in which the actual working hours is not reflected.] (ncorrect example )

rk Dayst}%aﬁug;k Detaile  Work/MNon-Work Days Work Hours Trgsg::r:;:;mn ork tll-‘llgurs Part=Time Work Records

FEHEBN/ Office Support Work 09:00 — 1200 (2:00)

3/1 Sun  Details Work Days 0800 ~ 17:00 BOOLas 15:00 — 1700 (200)

[Screen in which the actual working hours is reflected.] (correct example)

rk Daysﬂ,ffvg;k Detailk  Work/Non—Work Days Work Hours ”‘E{?:;S:S'm ork I':llgll,irs Part-Time Work Records
a5 Details Wark Days 03:00 ~ 1200 200 EFEBB/Office Support Work 029:00 - 12:00 {3:007
LN
- Details Work Days 15:00 ~ 17:00 200/FSS 15:00 - 1700 (2007
S~
[Notes]

If you mistakenly enter multiple jobs/shifts, the time for “Actual Hours Worked” shown on the lower part
of the month screen and the time for your “Part-time Work Records” will not match. If the times displayed
do not match, please re-enter your data and check again to make sure that you have entered the correct

information..

Warlo Mon=Wark Days Wiark Hovrs Trarsportation  Actual Fart—Time Waork Records i

Expenzez  Work
Mork Day: 1dav[s] | . el
Jon-Work Dy 20dawl=] ~ 6:30 3:45

13



6. Deletion of All Work Data for a Da
Note:

Please note that if you use the “Delete” button that is found within “Details”, it will not delete all your

work data for the day.

D Select the day you want to delete by placing a checkmark in the box.

Bctual

= Transportation =
Work Days Work Hours Expenses Work Hours Part-Time Work Records
Details Wark Days 03:00 ~12:00 200 ZE5F51BEBh/Office Support Work 029:00 - 12:00 {3:007
Details Work Days 15:00 ~1700 200 TSS 16:00 = 1700 (2:00%

8-

oave Data Temporarily | Dekete Temporarily Saved Datal] Submit Monthly Data Display for Printine

Daily Work Data Status > Temporarily Saved Data: [
Monthly Waork Data Status > Data Rejected: [

Work Days oo O Details  Work/Non-Wor
Details Wark Days @ Click the “Delete Temporarily Saved Data” button. 0o}

341 Sun .
Details Work Days

@ The data ready to be deleted is displayed.
Check the data to be deleted and click the "OK button.
*If multiple work data has been entered for the day, all the data will be deleted.
Please note that you cannot delete one work data only out of multiple work data.
You have to enter the required work data again.

Back to Previous Page ox| /

Wbrk Dawstﬂ%g;k Detaik  Work/MNon—‘Work Davs Work Hours TrasﬁeogglanoffE&rs Part-Time Work Records
o sy  DetalsWork Days 08:00 ~- 1200 300 FE#51#Bh/Offce Support Work 09:00 - 1200 (300
b Details Work Days 1600 ~17.00 200 TSS 16:00 - 1700 (2:00)

N

Make sure that the data has been deleted from the monthly work data.

Diay of . . Tranzportation  Actual e
iark Daysthe Wk Detailz Wark/Mon—Wark Days  Work Hours R Ty HDursPart Tirme Wark R

77 wed Details  Mon—Waork Day 00—

@Note: Please note that if you use the “Delete” button that is found within “Details”, it will not

delete all your work data for the day.

14



7. Submission of Monthly Work Data

Be sure to click the “Submit Monthly Data” button as soon as you complete your last duties for the month.

2015, 8 Previous i : .
’ @ When you finish entering all the work data for the month, click the

he ronthly work data for this . » . « . ta.
he work data for 2015,8,1] “Submit Monty Data” button. Make sure that you click the “Submit Monthly

0157 1{Wed~2015.731(Fril | Data” button by the designated deadline.

Zave Data Temporarily Delete Temporarily Saved Data Submit Monthly Data Display for Printing

ally Work Data Statuz > Temporarily Saved Data:[ ]
lorthly Work Data Status = Data Rejected:[

tark Daysth%a%fvgfek Detailz Wiork, Mon—Work Days Work Hours Tr%rlspl:é?;’st:gonhﬂoﬁritﬁgl;rs Fart—Time Work Records
M B zat Details Work Day 10:20 ~ 1215 1:45 TACEESR) /TA (Lecture) 100230 - 12115 (1:45.

-

Work Record Entry

. @ Make sure that there are no entry errors and click the “OK” button.
The maonthly wark data for thiz pe

Back to Previous Paze

Wiorlk: Daysth%aiﬂgfek Detail:  Wark/Mon—"Wark Davs Worl: Hours TrEEfpi?‘EZ;IDHWDﬁrEﬁSLrS Far
M 81 sat Detailz Waork Day 10:30 ~ 12:15 1:45 TA(GES) /TA
Work Record Entry ® The monthly work data has been submitted.

The monthly work data from 2015,8,1(Sat) - 2015,8,31on) has been submitted.

Gio back to the monthly work data of the month.
Gio to the following month’s monthly work data,
Gio to the previous month’s monthly work data.

15



Work Record Entry

Today iz 2015,11,40Med).

Vo015, 8 Previous Month | 2015 8 1(5at)~2015831(Mor) | Next Month

The worl: data for thiz period has already been submitted.

2015, 7,1{Wed)~2015,7,21(Fri) The monthly work data for thiz period has not yet been submitted.

Once the submission of the monthly data is complete, you will no longer be

Display far Printing able to edit the work data. To print out the monthly data, click the “Display

for Printing.”
Daily Work Data Status = Ternporarily
Monthly Work Data Status > Data RejectSTeT T

Worlk: Daysth%aiﬂgfek Detailz Work/Mon—Wark Davs Wiorl: Hours Tr%zspi?;’;:;"jnwnﬂ'rﬁtﬁgljrs Fart-Time
251 Bat Detailz Wark Day 10:30 ~ 1215 145 TACZESR) /TA (Lecty

8. Tardiness and Absences

Late arrivals and absences are strictly forbidden, but if you are late or absent for unavoidable reasons, you
are responsible for informing your instructor and the TA team in advance.
[How to Email the Academic Office]

*Email address: ta-jobs@apu.ac.jp

Subject: Lecture TA — Tardy / Absent \
If you will be absent from work for mid-term

Text of the message:
1. Your name and Student 1D number exams or Wi].]. ask to swap Shifts With another TA,
2. The date and tlme and Class period Dlease be sure to notifV the TA team in the

that you will be absent Academic Office TA Team.

J

Subject name and instructor’s name

The reason you will be tardy or absent

% _If vou are absent from work, arrive late or leave early but have entered your work hours as normal, or if

ou have seriously failed to contact us by email in advance, your TA status may be revoked.

9. Requests at the End or the Be of the Month
The Academic Office checks the work data entered into the Online Work Attendance Record between the

end of the month and the beginning of the following month.

If there are any inaccuracies or doubts in the information submitted will send back vour web
ttendance entry and contact you by phone, by important noti tion Requir ddr d t u in th

mpus Terminal, or by email that you can r nd promptl

16
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Work Record Entry

Today iz 2016,2,100Wed).

2015, 12 Pravious Month | 201512 1(Tue)~2015,12,31(Thu) __ Mext Month

When you finish entering all the work data for the month, click the “Submit Monty Data” button.

Save Data Temporarily Delete Temporarily Saved Data Submit Manthly Data l Digplay for Printing

Daily Work Data Statug = Termporarily Saved Dats :[ ]
Morithly Work Data Statuz > Dats Rejected:[

ok Daysth[;a\):\‘.g;k Details  Work/Mon—tork Days Waork Hours Tragip;:;:mwaéﬁﬁglrs Fart-Time Wark Records Rermarks

O 127 e Details Mor—Wark Day 00—

0 12/2yed Detalls Mon-Wark Day 00—

0 1237 Details Waork Day 12:20 ~ 1408 1:45 TA{EEEE, /T4 (Lecturs) 12:20 - 1405 {1:45] 12:20~-14:058Bubject name, Instructor’'s name, Class Support
Details Wark Day 14:10 ~ 1555 1:45 TA(EEE) /TA (Lecture) 14:10 - 1555 (1:45f 14:10~15:558ubject name, Instructor's name, Class Support

O 124 Fi Details Mor—Wark Day 00—

0 12/5 =4t Detalls Mon-Wark Day 00—

O 12/6 5, Details Mon—Work Day 00—

1247 i - 00— : : : : «“ LYol

0 '/ pon  MECEIENon-Wark Day 0:00 Enter the time which is shown in the “Shift” column.

O 128 Tue Details Mon-Work Day 0:00~-

0 12/% wed Details Nan-Wark Day 0:00-

[ 12/107H Detalls_Wark Day 12:20 ~ 14:05 1:45 TAGESS) /TA (Lecture) 12:20 - 1405 {145} 12:20~14:05Subject name, Instructor's name, Class Support

Ll = ;

Details Work Day 14:10 ~ 1555 1:45 TA(ZES) /TA (Lecture) 14:10 - 1555 (145) 14:10~15555ubject name, Instructor's name, Class Support

0 1271 Fy Details Mor—Wark Day 00—

[ 1241254 Detalls Mon-Wark Day 00—

O 124135, Details Mon-Work [y -

12 4o Detailz Mon-Work [

Example of correct data

[ 124157 Details Mon-Work |
[112/16yed  Details porciork Do Q00—
012/ Thu Details Wark Day 1220~ 14105 1:45 TACHFR) /TA (Lecture) 1220 - 1405 (1:45) 12:20~~14:05Subject name, Instructor's name, Class Support
Details Wark Day 1410 ~ 1555 1:45 TAGEEE) /TA (Lecture) 14:10 - 1555 (1:45) 14:10~15:558ubject name, Instructor's name, Class Support
i ST IOTR LAy e
[ 121935 Details Nor-Wark Day 0:00-
121"203 a Qﬁii Moo D (10—
O 12/ 2110 Detailz Wark Day 10:00 ~ 1500 500 Iz%gg; ﬂi E:::zz::; ggg : Egg Eg gg; Subject name, Instructor’s name, Preparing Class Materials
Em . T .
012/ 23yeq Details Mar-Wark Day 0:00-

122470y Details Mon-Work

0] 127%, e [Lxample of incorrect data
O 12”%Sat Dietails Mon-Wark Day
O 12/27g, Details Mon-Wark Day 00—
O 12/28gn Details Mon-Wark Day 00—
O 12/297 0 Detailz Non-Woark Day 00—
[ 12/ %04yey Details Mor-Work Day 0:00-
0 12/30 7y Detailz Mor-iiork Day SO0
Wiark Daysth[;a.lyl.u.g;k Details  Work/MNon—Work Days  Work Hours Tralzrlslf;:::tsi W;:Lf H;Lrs Part-Time Wark Records Shifts Remarks
| L Work Day: Tday(s] L L . . L
Maor-itork Day: 27day(s] 1530 14:30

If the time for “Actual Hours Worked” shown on the lower part of the month screen and the time for your “Part-

time Work Records” will not match, please re-enter your data and check to make sure there are not any mistakes.

2015,12,26(=at) ~2016,1,1(Fr() 0:00 0:00 00 0:00 0:00

Save Data Temporarily | Delete Temporarily Saved Data | Submit Monthly Data |
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