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1. Login                                                 

 

 
 
 
 
 

① Click “Student Services” on the APU Campus Terminal. 
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② Click “On-Campus Job Center Website”. 

③ Click “Contract for On-Campus Part-Time Jobs”. 
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④ Click “Online Work Attendance Record”. 
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2. How to Enter Your Work                                             

 
 

⑤ Click “Part-Time Work Management (APU)”. 

⑥ Enter your “User ID” and “Password”. 

⑦ Click “Work Management” on the main page. 

  



5 

 
 

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

 

 
 
 
 

⑧ Click “Work Record Entry”. 

※The submission deadline is displayed. 

⑨ “Monthly Work Data” is displayed. 
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⑫ Select “A_01  アカデミックオフィス / Academic Office” 

Select the “Search by Office Name” tab 

⑩ Click the "Details" for the day you worked. 

⑪ Select “Work Days” from here. 
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⑬ Select “A_01010  TA(講義) / TA (Lecture)” 

⑭ Please make sure that "アカデミック・オフィス

/Academic Office ＞TA（講義）/TA (Lecture) is displayed.  

Regular Class Hours 

⑯  Please make sure to enter the time shown here  
in "Starting Time" and "Ending Time".  

037113JA 
 

<Notes＞.  
Please enter the "Lecture CD" in the remarks field. 
If you work out of class hours, enter "A" at the beginning of 
the lecture CD. 
 
◎Work in class hours: (e.g.) "037113JA” 
◎Work out of class hours: (e.g.) "A037113JA 
 
*This has been changed since AY 2022SP. 
Students with previous TA experience need to check! 
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[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 3rd period (12:30-14:10); you should enter 12:25-14:10. 

 Regular Make-up Class Day 
Start End Start End 

1st Period 8:40 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 

 
 
 
 

 
 
 
 
 

⑰ Click the pull-down arrow to enter your work hours. 

 

⑱  Click the “Add to Edit” button. 
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<Note>You should enter your work record as soon as you finish your shift. 
3. Entry for 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! 

Work Outside of Class Hours 

⑲  If there are no entry errors, click the "Next" button. 

⑥  Lastly, check the data entered one more time and click the "OK" 
button. 

⑳ Make sure that the work hours you entered and the hours  
   displayed in "Shifts" are the same. 

 
Subject name, Instructor’s name, Class Support 
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c)  

 
[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. 
 
 
4. Class Cancellations and Make-up Classes                                             
 
 
 
 
 
 
 

 
 
[Notes] 

When a class is canceled or you are absent from work, please do not enter anything. 
  Please note that make-up classes have different working hours to regular classes. 
  Please take care when entering working hours for make-up classes.  

5. When Working Multiple Jobs/Shifts on 1 Day                                            
 If you enter work data for multiple jobs/shifts, be sure to click the “Add More Work” button. 
 

 
 

 
 

 

㉑  Click the “Details” button for the day you want to enter the 

data for your second job/shift. 

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! 
 

 

A037113JA 
 

037113JA 
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㉒  Click the “Add More Work” button. 

㉓  Select “Work Days”. 

⑥ Check your entries and click the "Next" button.  
          

 

 ⑤  Please make sure that "アカデミック・オフィス/Academic 
Office ＞TA（講義）/TA (Lecture) is displayed and enter your 
work hours, fill in the remarks column and then click the “Add 
to Edit” button. 

④ Select  "アカデミック・オフィス/Academic Office ＞TA（講義）/TA (Lecture) 
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Note: Be sure to confirm that 'Work No.1' and ' Work No.2' are displayed as above. 
 

⑨ 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. 

⑦ Check to be sure that both your “Work No. 1” and your “Work No. 2” are 
displayed. 

⑧  All your work data for the day is displayed. 

Click the “OK” button to finish. 

 
 

Subject name, Instructor’s name, Class Support 
Subject name, Instructor’s name, Class Support 
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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.】(incorrect example ) 

 
【Screen in which the actual working hours is reflected.】(correct example)  

 

 [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.. 

 

 
 

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. 

Example of Incorrect Data Entry 
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6. Deletion of All Work Data for a Day                                             
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.  
 
 

 

 

 

 
 
 
 
 
 
 

 

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

 
 
 
 
 
 
 

①  Select the day you want to delete by placing a checkmark in the box. 

②  Click the “Delete Temporarily Saved Data” button. 

③  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. 

④Note: 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. 
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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. 

 

 
 
 

 
 
 
 

 

①  When you finish entering all the work data for the month, click the 

“Submit Monty Data” button. Make sure that you click the “Submit Monthly 

Data” button by the designated deadline. 

②  Make sure that there are no entry errors and click the “OK” button. 

③  The monthly work data has been submitted. 
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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. 

  
 
 
 
 
 
 

 
 
 
 
 
※ If you are absent from work, arrive late or leave early but have entered your work hours as normal, or if 
you have seriously failed to contact us by email in advance, your TA status may be revoked. 
 
9. Requests at the End or the Beginning 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, we will send back your web 
attendance entry and contact you by phone, by important notices (Action Required) addressed to you in the 
Campus Terminal, or by email, so that you can respond promptly.  
 
 

【How to Email the Academic Office】 
*Email address:  ta-jobs@apu.ac.jp 

Subject:  Lecture TA – Tardy / Absent 
Text of the message: 

1. Your name and student ID number 
2. The date and time and class period  

that you will be absent 
3. Subject name and instructor’s name 
4. The reason you will be tardy or absent 

If you will be absent from work for mid-term 
exams or will ask to swap shifts with another TA, 
please be sure to notify the TA team in the 
Academic Office TA Team. 

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

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

for Printing.” 

mailto:ta-jobs@apu.ac.jp
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Example of correct data 

Example of incorrect data 

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

Enter the time which is shown in the “Shift” column. 

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. 

 Subject name, Instructor’s name, Preparing Class Materials 

 
 

Subject name, Instructor’s name, Class Support 

Subject name, Instructor’s name, Class Support 

 
 

Subject name, Instructor’s name, Class Support 
Subject name, Instructor’s name, Class Support 

 
 

Subject name, Instructor’s name, Class Support 
Subject name, Instructor’s name, Class Support 
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