




2. Click the Part-Time Work Management (APU).

1. Click the Online Work Attendance Record 
on the following page on the On-Campus Student Job Center's
Web site.

3. Enter your user ID and password.

4. The main page is displayed.



Switch of languages: 
You can switch between Japanese and English.
Employee number: Your employee number
Name: Your name
Logout button: Click here to logout.

You can check your payslips and 
information on your bank account 
for salaries from here.

You can check your registered 
personal information from here.
Your personal information available 
online is different from the one 
registered in the campus mate.

You can enter your Online Attendance Record 
from here.

For details, refer to "3" onwards.



1. Click the "Work Management" button on the main
page.

2. Click the "Work Record Entry" button.

3. A monthly work data is displayed.
Click the "Details" button for the day you worked.

4. The data entry screen for the day you choose is displayed.



5. Select the "Work Days" from here.

6. Click the "Project Selection" button.

7. Click the "A_APU1000 APU" button.

 
8. Select a part-time code.
Select “A_01 アカデミックオフィス/
Academic Office”→“A_01010 TA(講義)/
TA(Lecture)” for lecture TA.



12 . Please go back to the top of the screen and fill in the remarks 
field.

What to enter in the Remarks field
(1)For in-class work: enter the lecture code of the course in which you will work.
(2)For work outside of class: Enter the lecture code of (1) with an “A” prefixed to it.

※Do not enter any characters other than those listed above (e.g., “make-up
work”).
※An example is also provided in the Lecture TA Manual.

When you have finished entering your remarks, return to the bottom of the screen 
and press the “Next” button.
If the information you entered is correct, please click the “OK” button.

9. To enter the start time of the workday,
enter the time directly or select
from the pull-down menu.

10. To enter the end time of the workday,
enter the time directly or select from the pull-down menu.
Work hours can be registered on a 5-minute basis.

At APU, salaries are calculated on a 15-minute basis.

13 The data you have entered is reflected on the monthly work data. 
The background color of the temporarily saved data turns yellow.

11. Click the
"Reflect Work Time" button.



1. Click the "Details" button for the day you want to enter the data of your second work.

2. Click the "Add More Work" button.

2. The input screen for the second workday will appear.

3. Select "Work Days."

5. Click the
"Reflect Work Time" button.
As you did for the first workday, 
return to the top of the screen to 
enter the remarks field.

 

 

4. Select a Part-Time Work Code and enter work hours.

6. Check the data you have entered and click the "Next" button.



6. All the work data for the day is displayed.
Click the "OK" button to finish.

7. Your second work data is displayed on the monthly work data. 
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 the data of up to five jobs/shifts a day.
If you work multiple part-time jobs/shifts a day, enter work data in chronological order with the earliest on top.



Error Example This is an incorrect way to enter work data.
If you have multiple jobs/shifts a day, be sure to click 
the "Add More Work" button and then enter the data.

Error Example

If you enter data without clicking the "Add More Work" button, actual work hours for each work will not be reflected correctly.
Make sure you first click the "Add More Work" button if you worked multiple jobs/shifts on the same day.



1. You first need to enter the morning work data.
Click the "Details" button of July 3.

2. Change the "Non-Work Days" to "Work Days."

3. Select a Part-Time Work Code, 
enter the work hours and then click the "Next" button.



5. Check the data entered and click the "OK" button.

6. Make sure that the morning work data is correctly reflected in the 
monthly work data and click the "Details" button to enter the 
afternoon work data.



7. Click the "Add More Work" button.

8. Change the "Non-Work Day" to "Work Day."

9. Select a Part-Time Wok Code, enter work hours and then click the "Next" button.



12. As shown here, you need to enter work data separately 
before and after a break, as if you worked 2 different shifts.

11. Lastly, click the "OK" button.



1. Click the "Details" button of the work data you want to correct.

4. Enter the correct work time and click the 
"Next" button.



5. Check the data you have entered and click
the "OK" button.

6. Make sure that the corrected data is
reflected in the monthly work data.



3. The data has been deleted.

2. Delete data entered with the wrong part-time work code.
Select the part-time work code and press the “delete” key on your keyboard.

1. Click the "Details" button of the work data you want to correct.

4. Select the correct part-time work code, enter the work hours
and click the "Next" button.



7. Lastly, check all the entered work data for the 
day and click the "OK" button.

8. Make sure that the corrected data has been
reflected in the monthly work data.



1. Select the day you want to delete by check-marking the box.

2. Click the "Delete Temporarily Saved Data" button.

3. The data ready to be deleted is displayed.
If multiple work data are entered for the day, all the data will be deleted.
Check the data ready to be deleted and click the "OK" button.

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



Example) If you want to delete the entered work data of July 1

Delete by clicking the checkbox! 

ErrorYou cannot delete the work data 
completely by deleting entries on 
this daily data page.

When you click the "Next" button, the confirmation 
screen for the day will appear.



The correct way is…
You must click the checkbox!!

The work time zone and actual work hours cannot 
be deleted.

Error

Click the checkbox and then click the "Delete Temporarily 
Saved Data" button!!

The work hours in the "Calculated Values" box 
cannot be deleted.

You can return to the monthly work data page by 
clicking the "OK" button, but you cannot delete 
the entered data completely in this way.

Error



1. Click the "Details" button of the work data you want to delete.

2. Click the "Delete Work Listed At Bottom" button.

3. Make sure that the work data has been 
deleted and click the "Next" button.



4. Make sure again that the data is no 
longer displayed and then click the "OK" 
button.

5. The second work data of July 1 has been deleted.
If you enter multiple work data for the same day, you can only delete the one listed at the bottom.
You cannot delete the work data you first entered alone. 
Note that you can only delete work data one by one from the bottom of the list. 



1. When you finish entering all the work data for the month, click the 
"Submit Monthly Data" button.
Make sure that you click the "Submit Monthly Data" button by the 
designated deadline.

Monthly Work Data Summary:

Actual Work Hours: Hours actually worked per week
Late-Night Work Hours: Late-night (22:00-5:00 next day) work hours per week
Total Hours Exceeding 28 hrs/Week: Hours worked exceeding 28 hours per week
Total Hours Exceeding 40 hrs/Week: Hours worked exceeding 40 hours per week
Total Hours Exceeding 8 hrs/Day: Hours worked exceeding 8 hours per day

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

3. The monthly work data has been submitted.



If you see any hours reflected in the "Total Hours Exceeding 28hrs/Week" column, it means 
that you work too much.
In that case, you must reduce your work hours from the following month.
However, if a week straddles 2 months, the work hours for the week will be added to the 
calculation of work hours for the latter month.

To check the previous work data, click the "Previous Month" button.



If the work data for July 8 is missing:

1. Click the "Details" button and enter the work data.

When your work data is rejected, the background color will turn pink.

2. When you enter the work data and click the "OK" button,
the background color turns yellow.



3. When you finish correcting the data,
click the "Submit Monthly Data" button.

4. Make sure that there are no more errors and click the "OK" button.

5. The monthly data submission is complete.



 

※If it does not appear, please enter it according to the shifts listed in the Lecture TA Manual.





1. When you enter the work data, select the part-time
work code you and click the " " button.

2. Click the “+Create a favorite group” button.

Do not check “Projects to be displayed by default when 
opening the project panel”.

3. Set a name of your choice and click the “OK” button.



4. Confirm the contents again and click the “OK” button.

6. Confirm the contents again and click the “OK” button.

5. The part-time work code you selected has been 
added as a favorite.

It is possible to register multiple part-time work codes as favorites.






