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Introduction

— The online work attendance record system offers students the following benefits! —

1. You had to submit your work attendance sheets to each office that hired you,

but you can now enter and submit the work data of all (3¢) your on—campus part—time jobs
via the online work attendance record system.

X Excluding some part—time jobs for the Research Office.

(Students hired by the Research Office will use the same work attendance sheets as before.)

2. It will be easy to keep your work hours within 28 hours per week ().

Both domestic and international students are allowed to work part—time on campus up to 28 hours per week.
(However, international students must keep a total of their on—campus

and off-campus part—time work hours within 28 hours per week.)

(up to 40 hours per week during long vacations)

3. It will be easy to correct data mistakes.
You will no longer need to erase errors with double lines and place an correction seal on them.

4. If you have a PC and internet connection, you can access
the online work attendance record system from anywhere in the world.

5. You can check your payslips online.
You will no longer need to worry about misdelivery of your payslips when moving to a new place.



1. How to Logi

n

Access the Online Attendance Record System to login.

You can access the Online Attendance Record System from the On—Campus Student Job Center’'s Web site.
https://en.apu.ac.jp/secure students/studentsupport/part time/on campus job/

Ritsumelkan Asia Pacifc

University

On-Campus Student Job Center

Contract for On-Campus Part-
Time Jobs

About Part-Time Jobs >

List of On-Campus Part-Time
Jobs

Work Permits for International
Students

FAQ >

HOME | Contract for On-Campus Part-Time Jobs

Contract for On-Campus Part-Time Jobs

| For those signing a part-time contract on campus

Please check the "Flowchart - Application for Student Part Time Job (PDF) (%] * prior to application for Student Part
Time Job.

@ Survey application
Note:
* Applications are limited to one per semester.

* After applying for a survey, please check your APU email and complete the process.
You must not work until you have received the “Notification of Working Conditions".

2024 Spring Semester [Work period: April 1, 2024 - September 20, 2024] (0
*Now accepting contracts

« Manual for part-time students (PDF) (%]
« Work Regulations (PDI
= Salary Regulations (PDF)

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

@ Entry to the Online Work A
- Online Work Attendance Record 13

ual for Online Work Atté
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sy nformation

T )Ls3A hEHEE (APU)
Part.Time Work Management (APU)

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

S, EARS A LD TH 7T S ADTEBOE A
Curenty there i no malntanance scheduled.

|
R Web Single Sign-On v

Usern ||
Password

3. Enter your user ID and password.

I Information

BEOR0ESR

COMPANY

Document information

Submitted document status list

€ Notice Displ:
4. The main page is displayed.

There are no notifications to be displayed

) pocument information

‘Submitted document status list

) service menu

Application for Personal Information Request/Register

B Application B
‘Salary and Tax etc.

| |

B Application for Transfer =

B Application for Marriage or Divorce / Salery information Menu.

‘Application for Information of Spouse
B Application for Dependent Family Members B Salary statement
B Direct deposit accounts.

B Certificate of Income and Withholding Tax
inquiry

Personal Information Menu

B Personal Information Menu

B Work Management




2. Explanation of Menus

€0 COMPANY g~ I U

Document information €D Notice
@ switch of languages:

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

Submitted document status list There are no notifications to be displayed

0 Document information

Submitted document status list

9 Service menu

Application for Personal Information

B Application for Personal Information about Request/Register
Salary and Tax etc.

Request/Register

B Application for Transfer

B Application for Marriage or Divorce / Salary information Menu
Application for Information of Spouse ~ Y .
ou can check your payslips and
information on your bank account

for salaries from here.

B Application for Dependent Family Members B salary statement
B Direct deposit accounts

B Certificate of Income and Withholding Tax
Inquiry

Personal Information Menu

B Personal Information Menu

You can enter your Online Attendance Record Work Management
from here.
=For details, refer to "3" onwards.

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

8 Work Management




3. Basic Data Entry

{0 COMPANY

Document information € Notice Display All

Submitted document status list There are no notifications to be displayed

() pocument information

Submitted document status list

D) service menu

Application for Persousinioqution

B Application for Personal Information about B
Salary and Tax etc.

B Application for Transfer

B Applcation for Marriage or Divorce /
Application for Information of Spouse

B Application for Dependent Family B salay
B Direct deposit accounts

B Certificate of Income and Withholding Tax
inquiry

2

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

B Work Management

COMPANY

Main Page > Work: Main Page

Work Management Menu Menu for Students

Menll for Stidents Work Management > Menu for Students

Notice AANPEERITRDAZI—TT, *

For APU students
e Work Record Emry// Enter/check work records.

Submission deadline for Work ’
Attendance sheet: 9)9/ HIEEDRFEETVET,

2. Click the "Work Record Entry" button. , sEBEEROBSEOET.

FireFox.)

(WrerryoTteTrToTOpErT PO pre
use other browsers such as Chrome or
&

o COMPANY

Main Page > Work: Main Page > Menu for Students > Work Record Entry
2024,7 | FreviousMonth 2024,7,1(Mon)~2024,7, ,(Wed) Next Month

The work data for this period has been rejected. #ick the "Submit Monthly Data" button to submit monthly work data.

2024,6,1(5at)~2024,6,30(5un) The monthly worl? a for this period has not yet been submitted.

Save Data Temporarily Delete Tempo7£wed Data Submit Monthly Data Display for Printing

Daily Work Data Status > Temporarily

Monthly Work Data Status >  Data Rej e§ 3. A monthly work data is displayed.
2zza EEET A, Click the "Details" button for the day you worked.

Work Days Baycf Detail
V3 | the week

(mpZt

Non-Work Days 0:00 -

Oz Tue Non-Work Days 0:00 -

Owus Wed lelalls Non-Work Days 0:00 -

(mp/Z Thu I Details  Non-Work Days 0:00 -
J

Back to Previuufage Calculation Results Next

Not Entered I

2024,7,1(|\In) Work No.1

Moo onin 4. The data entry screen for the day you choose is displayed.
ort ITes

Work/Non-Work Days

Non-work Days

Back to Itviuus Page Calculation Results




Details Work/Non-Work Days Work Hours
Details® Work Days 00:00 ~ 00:00

Add M Work

5. Select the "Work Days" from here.
I Work i‘uifts I C

Work/N!-Work Days te-Night Hours

Work Days 0:00 0:00 0:00 0:00
| |
L
I Select ‘zn‘t-Time Work Code 4+ — | == Reflect to Work Time

No. Prl]ect Code Start Time End Time Work time

0/0

6. Click the "Project Selection" button.

Sut of ManHour 0 Hours 00 Minutes

Select | 'om project tree

Q, Typel) filter group code or name
— Plth: 7. Click the "A_APU1000 APU" button.
Gl!) Code Group Name
2 A_APUL000 APU M >
I

Select from project tree

8. Select a part-time code.
Select “A 01 7AHTIVIA714R/

Q T'-“'”I to filter project code or name Academic Office”>“A_01010 TA(%%)/
Se\ectedl’a:'\: APU > TA(Lecture)” for lecture TA.
!J:_t Code Project Name
m A 01 FHFEZ T AT x Z/Academic Office > o~
] Arz AF2—F bk AT+ 2 /Student Office >

- ‘*7 TR T E.m T T T IR A deeiesimene SRS ~



| Select Part-Time Work Code

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

+ — @ >> Reflect to Work Time

End Time Work time

0 Hours 00 Minutes

I Select Part-Time Work Code

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.

11. Click the
l“Reerct Work Time" button.

/

Back to Previous Page Calculation Results Next

SUTTT OT Mran our

Details  Work/Mon-Work Days  Work Hours
1 Work Days 0000 ~ 00:00

[EmptyKey:tasv_d_dtl_add_kinmu ]

| work shifts | Calculated Values | 4

Worlk/Non-Work Days

Work Days e 0:00

o] | T | S { =| (2)For work outside of class: Enter the lecture code of (1) with an “A” prefixed to it.

t}:DDI 3 Do not enter any characters other than those listed above (e.g., “make-up

| Remarks

Remarks

,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.

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. /

2024, 7 Previous Month  2024,7,188on)~2024,7,31(Wed)  Next Month

The work data for 2024,7,1(Mon_ as been saved temporarily.

2024/7/1 (Mon)Work No.1 : The total hour: project records are longer than working hours

Daily Work Data Status > Temporarily Sav
Monthly Work Data Status >  Data Rejectes

Select All Clear

Day of

2024,6,1(Sat)~2024,6,30(sun) The montlwork data for this period has not yet been submitted.

Save Data Temporarily ~ Delete Temporarily Saved Data  [RILLNANVISEW  Display for Printing

ta:[ 1 xForOfice staffuse > ([l [
1

Transportation | Actual

The work data for this period has bdlill rejected. Click the "Submit Monthly Data” button to submit monthly work data.

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

il

1:45 TA (3E3) /TA (Lecture)08:40 - 10:25 (1:45)

Detalls  Work Days 08:40 ~ 10:25
7/3 wed Details Non-Work Days
y:
Oua Thu Details  Non-Work Days




4. When Working Multiple Jobs/Shifts =— How to Enter Second Work Data

Below is an example of how to enter data when working two different iobs on Julv 1.
as an Administration Office assistant from 12:30 to 14:00 (first work) and as a Student Office TSS from
15:00 to 16:30 (second work).

2024, 7 Previous Month  2024,7,1(Mon)~2024,7,31(Wed)  Next Month

The work data for this period has been rejected. click the "Submit Monthly Data" button to submit monthly work data.

2024,6,1(5at)~2024,6,30(sun) The monthly work data for this period has not yet been submitted.

2024/7/1 (Mon)Werk No.1 : The total hours of project records are longer than working hours

CHEVCOVEEl | Display for Printing

Save Data Temporarily  Delete Temporarily Saved Data

Daily Work Data Status > Temporarily Saved Data : [ 1 rForOffice staffuse > [l [ 1
Monthly Work Data Status > Data Rejected : [ 1
Select All Clear
Day of : Transportation | Actual -
Waork Days the Week Details Waork/Non-Work Days Waork Hours Expenses Work Hours Part-Time Work Records Shifts  Remarks
Oz Mon Work Days 08:40 ~ 10:25 1:45 TA (FEH) /TA (Lecture)08:40 - 10:2"
g7z e 1. Click the "Details" button for the day you want to enter the data of your second work.
(mk/E Wed ’Aauls
074 Thu ’)etails

I

Back to Prevml! Page

Calculation Results Next

Not Submitte’

2024,7,1(Mn) Work No.1

I

‘Vork/Non-Work Days Work Hours

Details

2. Click the "Add More Work" button.

Add More Work

Back to Ilewous Page

Calculation Results Next

Not Subm'lted

2024,7,1Mon)

I Work S)’Iﬁ:s 2. The input screen for the second workday will appear.

Non-Work Days ~

Back to Pllwous Page Calculation Results Next
[ ]
L
Back to Prevl]us Page Calculation Results Next Previous D|

|
I

Not Submitte

2024,7,1(Mgn) Work No.2

Details rk/Non-Work Days Work Hours

Details rk Days 12:30 ~ 14:00

Details rk Days 00:00 ~ 00:00

Add More rk Delete Work Listed At Bottom

| work Shiﬁl

Work/Nol Days
Wﬂ( T T
Work Days v

| Calculated Values | calculation Resuits

"

I Select ParlITime Work Code

-0 te:t to Work Time
End Time Work time

1:45

Start Time I
—

= (A _0LOL0) TA (FE%%) /TA r%; A ‘ D840

\

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

10:25

2

3

I
\
| a
\

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

Back to Previous Page Calculation Results

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.




2024,7,1(MonI Work No.1 l

| Work Shifts | Calculated Values
Work/Non-Work Days Actual Work Hours ~ Statutory Hours g Non-Statutory Hours Late-Night Hours

Work Days 1:45 0:00 0:00

"
i
o

| Remarks

Remarks

| Transportation Expenses

Remarks

| shifts

Shifts

I Select Part-Time Work Code

No.  Project Code Start Time End Time Work time

1 APU = FPHATZwd A0 AjAcademic Office > [A 01010 TA (3=%) /TA (Lecture) | D8:40 10:25 1:45

2

Sum of ManHour 1 Hours 45 Minutes

2024,7,1(Mon

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

| Work Shifts | Calculated Values

Back to Previous Page Back to Daily Work Data Entry

Save Data Temporarily Delete Temporarily Saved Data Submi Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ 1 For Ofle saffuse > [ | 1
Monthly Work Data Status > Data Rejected : [ 1 I
Select All Clear I
|
D f hL rtati Actual
Work Days B Details Work/Non-Work Days Work H's Franspo — e Part-Time Work Records Shifts Remarks
SRR S S
Details Work Days 08:40 ~ 10:25 1:45 TA (FEH) /TA (Lecture)08:40 - 10:25 (1:45)
Details WorkDaﬁ/\ 10:30 ~ 12:15 1:45 TA (F2) /TA (Lecture)10:30 - 12:15 (1:45)
Oz Tue N 0:00 -

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.




¢Examples of Incorrect Data Entry
If you enter multiple job/shift work data, be sure to click the_"Add More Work” button.

I Select Part-Time Work Code

+ — @ == Reflect to Work Time
No. Project Code Start Time End Time Work time
1 |APU = AF21—F b AT A/Student Office > [A_02001] TSS ¥ | 15:00 16:20 1:20
2 APU = FREZAML—33 2 AT Z/Administration Office > [A_07001] Z#EwEEY/ - 12:30 14:00 1:30
3
a
X 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.
Sul
)
Back to Previous Page Calculation Results Next

Save Data Temporarily

Delete Temporarily Saved Data Submit Monthly Data Display for Printing

Daily Work Data Status > Temporarily Saved Data : [ ] ¥For Office Staff Use > [-] i il [-]
Monthly Work Data Status > Data Rejected : [ 1
oo Error Example
n
Day of : Transportation | Actual .

Work Days s Details Work/Non-Work Days Work Hours Blore ot Holis Part-Time Work Records Shifts | Remarks

z . : . 38BN/ Office Support Work12:30 - 14;00f(1:30)
Oz1 Mon Details  Work Days [12.30 16:30 4:00) — ey

— |

D 7/2 Tue Details Non-Work Days - ‘
Oz Wed Details  Non-Work Days

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.




5. Taking a Break during Work

If you take a break during work, you will need to enter the work data before and after the break separately, same

as in the case of multiple jobs/shifts.

Below is an example of how to enter data when working 2 hours in the morning, taking a break and then working

again in the afternoon on July 3.

Save Data Temporarily

Delete Temporarily Saved Data Submit Monthly Data Display for Printing

Daily Work Data Status
Monthly Work Data Status

> Temporarily Saved Data : [ 1
> Data Rejected = [ 1

#For Office Staff Use > [-] [

1

]

1. You first need to enter the morning work data.

2024,7,3(Wed)l‘Nork No.1

/

| work shiftd

Work/Nonjs

Non-Work Days v

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

Back to Plavious Page
]

Calculation Results

Next

| |
I Select P;'thime Work Code

No. Profct Code

Start Time

+ — [ == Reflect to Work Time

End Time Work time

APU = PHT 2w #A 7« A/Academic Office > [A_01010] TA (EFE) /TA (Lecture)

09:00

12:00 l

> N
3 \\
4 S

Back to Previous Page Calculation Results

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

Next

H

Select All Clear
; Click the "Details" button of July 3.
Day o
Work Days L Details Wi Part-Time Work Records shifts  Remarks
the week
O#1 Mon Details Wi TA (FS) /TA (Lecture)10:30 - 12:15 (1:45)
072 Tue Details Non-Wj 0:00 -
073 ‘Wed Details 4~ Non-Work Days 0:00 -
O7/4 Thu Dlails Non-Work Days 0:00 -
07/ Fri ;E‘taiis Non-Work Days 0:00 -
Not Entered I




2024,7,3(Wed) Work No.1

I Work Shifts | Calculated Values

Work/Non-Work Days Actual Work Hours ~ Statutory Houri Non-Statutory Hours Late-Night Hours

Work Days 3:00 3:.0q 0:00

I Remarks

Remarks

I Transportation Expenses

Remarks

| shifts

Shifts

I Select Part-Time Work Code

No.  Project Code

1 APU > 77H5 =W/ 7 1 X/Academic Office > [A 01010] A (%3%) /TA (Lecture) 09:00

0:00

Start Time

End Time Work time

12:00 3:00

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

Back to Previous Page Back to Daily Work Data Entry

B-----

/4

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

Daily Work Data Status > Temporarily Saved Data : [, ] &For Office Staff Use > [-] [ ]
Monthly Work Data Status > Data Rejected : [ }

[

TA (=) /TA (Lecture)09:00 - 12:00 (3:00)

Sl Sl / 6. Make sure that the morning work data is correctly reflected in the
o ';aey;fe » ' peike | /y "work | Monthly work data and click the "Details" button to enter the
afternoon work data.
Oz Men Details Wl Days
Oz Tue Details Q:00 | =
D 7/3 Wed Details Work Days 09:00 ~ 12:00 3:00
774 Thu Non-Work Days 0:00 -
O7/s Fri Det.ls Non-Work Days 0:00 -
O7e Sat Detlls Non-Work Days 0:00 -

shifts

Remarks




Back to irewous Page Calculation Results

Not Subnltted

2024,7,[Wed) Work No.1

Next Previous Day's Work Data Next Day's Work Data

Details I Work/Non-Work Days Worjk-e

Work Days

Add More Work

09

7. Click the "Add More Work" button.

| work sfifts | Calculated Values | calculation Results
WOVWNDIWUFk Days Actual Work Hours Statutory Hours Non-Statutory Hours — Late-Night Hours
Work Dis b 3:00 3:00 0:00 0:00
[ |
| |

Back 'J Previous Page

Not Su{mitted

2024,1,3(Wed)] Work No.2

-
I WorkIShnctS

Work,*sn—Work Days

[ Non-Work Days ~
|

Back tl Previous Page
|

Calculation Results

Next

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

Calculation Results

MNext

I Select:Part—Time Work Code

No. VO}ECTZ Code

APU = TH

w47 AT+ Z/Academic Office =

+ — @ == Reflect to Work Time
Start Time End Time Work time
[a_01010] TA (=) /TA (Lecture) ¥y | 13:00 15:00 ]z:uu

4
4

Back to Previous Page

Calculation Results

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

Next

|
v




2024,7,3(Wed)_

| Work Shifts | Calculated Values

Work/Non-Work Days Actual Work Hours Statutory Hou Non-Statutory Hours Late-Night Hours

Work Days 3:00

w
(=)

0:00 0:00

| Remarks

Remarks

I Transportation Expenses

Remarks

| shifts

Shifts

| Select Part-Time Work Code

No.  Project Code Start Time End Time Work time

1 APU > 7HF =w/ AT« X/Academic Office > [A_01010]_TA (:&3%) /TA (Lecture) 09:00 12:00 3:00

Sum of ManHour 3 Hours 00 Minutes

| Work Shifts | Calculated Values

Work/Non-Work Days Actual Work Hours Statutory Hourl Non-Statutory Hours Late-Night Hours

2:0'

0:00

l S 11. Lastly, click the "OK" button.

Back to Previous Page Back to Daily Work Data Entry

Save Data Temporarily Delete Temporarily Saved Data Submit " 1onthly Data Displav for Printing
) 12. As shown here, you need to enter work data separately
Daily Work Data Status > Temporarily Saved Data : [ 1 ¥For Ofﬁ* Staff Usel R N .
Monthly Work Data Status > Data Rejected : [ 1 I before and after a break, as if you worked 2 different shifts.
Select All Clear 1
Day of . = Trai ‘z
Work Days ok Details Work/Non-Work Days Work Houl; Exp’iﬁw
071 Mon Details  Work Days 15:00 ~ I6:30 15:00 - 16:30 (1:30)
7/2 Tue Details  Non-Work Days ' 0:00 -
Details  Work Days 09:00 ~ 12:00 3:00 TA (&3) /TA (Lecture)09:00 - 12:00 (3:00)
Oz Wed
Details  Work Days 13:00 ~ 15:00 2:00 TA (8BF) /TA (Lecture)13:00 - 15:00 (2:00)
[17/4 Thu Details Non-Work Days 0:00 -
O7s Fri Details  Non-Work Days 0:00 -




6. Correction of Time Data Entry Errors
How to correct the work hour data of the second work on July 3 to 13:00-16:00.

Save Data Temporarily Delete Temporarily Saved Data Submit Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ ] ¥For Office Staff Use > [-] [ ] [-]
Monthly Work Data Status > Data Rejected : [ 1
Select All Clear
Day of 1. Click the "Details" button of the work data you want to correct.
Work Days s Shifts | Remarks
the Week
O Mon 0)
Oz Tue Details Non-) 0:00 | -
Details 09:00 ~ 12:00 3:00 TA (#3) /TA (Lecture)09:00 - 12:00 (3:00)
O3 Wed
13:00 ~ 15:00 2:00 TA (EJ) /TA (Lecture)13:00 - 15:00 (2:00)
O4 Thu Details Non%@s 0:00 -
“~
s Fri Details Non-Work Days N 0:00 -
~
~
~
g ~
I Select Part-Time Work Code ~ ~ ~ R e s Wk e
- y :
No.  Project Code Start THhg End Time Work time
£ APU > PHFE w4 A7+ R /Academic Office = [A_01010] TA (EBF) /TA (Lecture) 13:00 2:00

2 ’
’ s

4
3
4. Enter the correct work time and click the
"Next" button.
Back to Previous Page Calculation Results




2024,7,3(Wed) Work No.1 I
I Work Shifts | Calculated Values I
Work/Non-Work Days Actual Work Hours ~ Statutory HourJ Non-Statutory Hours Late-Night Hours

Work Days 3:00 3:00' 0:00 0:00

I Remarks

Remarks

| Transportation Expenses

Remarks

| shifts

Shifts

| Select Part-Time Work Code

No. Project Code Start Time End Time Work time
1 | APU > 7H5FZ w4 AT+ X/Academic Office > [A_01010] r (3%3%) /TA (Lecture) 09:00 12:00 3:00
2
3
4
5
Sum of ManHour 3 Hours 00 Minutes

2024,7,3(Wed) Work No.2

| Work Shifts | Calculated Values

Work/Non-Work Days Actual Work Hours ~ Statutory Hours g Non-Statutory Hours ~Late-Night Hours

w
=)
S

0:00 0

Select Part-Ti

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

Back to Previous Page Back to Daily Work Data Entry

Save Data Temporarily Delete Temporarily Saved Data submit Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ 1 -S‘IFor Office staff Use > [-] [ ] [-]
Monthly Work Data Status > Data Rejected : [ 1
Select All Clear | ( 6. Make sure that the corrected data is
2 reflected in the monthly work data.
Work Days Edion Details ‘Work/Non-Wark Days I work Hours IArsRoEen hifts = Remarks
Y5 | the Week Y I Expenses
071 Maon Details Work Days I 15:00 ~ 16:30
Oz Tue Details Non-Work Days I
Details  Work Days v 09:00 ~ 12:00 TA () /TA (Lecture)09:00 - 12:00 (3:00)
O3 Wed
[ Details Work Days 13:00 ~ 16:00 3:00 TA (£5) /TA (Lecture)13:00 - 16:00 (3:00)
O7/4 Thu Details Non-Wark Days 0:00 -
O7/s Fri Details Non-work Days 0:00 -
Ove Sat Details Non-Work Days 0:00 -




1. Correction of Part—-Time Work Code Entry Errors

How to correct the part-time work code of the second work on July 3 from “TA
(Lecture)”(13:00-16:00) to “Proctor”(13:00-16:00).

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

Daily Work Data Status > Temperarily Saved Data : [ ] ¥For Office Staff Use > [-] [ 1 [-]
Monthly Work Data Status > Data Rejected : [ 1

Select All Clear
Work Days Py o Details . n TR 1] W Shifts | Remarks
the Week 1. Click the "Details" button of the work data you want to correct.
071 Mon Details J
Oz Tue Details
Details Wor 09:00 ~ 12:00 3:00 TA (#E=) /TA (Lecture)09:00 - 12:00 (3:00)
O3 Wed >
Work Days 13:00 ~ 16:00 3:00 TA (FEF) /TA (Lecture)13:00 - 16:00 (3:00)
O Thu Defhils Non-Work Days 0:00 -
| Qs Fri Deliils Non-Work Days 0:00 -
|
I Select Part-Time \Iork Code + — @ == Reflact to Work Time
No. Project Code ' Start Time End Time Work time
1 47 A Jr AfAcademic Office > [A_01010] TA (&) /TA (Lecture) i FEH] 16:00 3:00

p There Is no mEt19d project. Please try difreren

Z QProject Selectlonl M Manage Favorite

4
l 2. Delete data entered with the wrong part-time work code.
5 .
| Select the part-time work code and press the “delete” key on your keyboard.
Back to Previous Page I Calculation Results Next
[ |
|
I Select Part-Time WIrk Code + — @ >> Reflect to Work Time
[ No. I i v ! Start Time ; End Time [ Work time
1 || o o | 13:00 16:00 3:00
2
3
2 3. The data has been deleted.
3

3 Hours 00 Minutes

Back to Previous Page Calculation Results Next
I Select Part-Time W(i'k Code + — O == Reflect to Work Time
Project Caode v Start Time End Time Work time

1 No

I [ APU > FAF S w4 AT A/Academic Office > [4_01500) HEBEE/Proctor 13:00
| 2 N
=
| 4
| s

\

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

\
\

Back to Previous Page Calculation Results MNext




2024,7,3(Wed

| Work Shifts I Calculated Values

:
i
I
1

Work/Non-Work Days Actual Work Hours Statutory Hou Non-Statutory Hours Late-Night Hours

Work Days 3:00 30 0:00 0:00

| Remarks

Remarks

| Transportation Expenses

Remarks

| shifts

Shifts

| Select Part-Time Work Code

N BN S SN BN SN BN BN BN B e e

No.  Project Code Start Time End Time Work time
il APU > 7HF =W AT« Z/Academic Office > [A_01010] r (#3%) /TA (Lecture) 09:00 12:00 3:00
2
> i
s |
’ |
I Sum of ManHour 3 Hours 00 Minutes
2024,7,3(Wed l
| Work Shifts | Calculated Values I
Work/Non-Work Days Actual Work Hours ~ Statutory Hoursl Non-Statutory Hours Late-Night Hours
Work Days 3:00 3:00I 0:00 0:00

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

Back to Previous Page Back to Daily Work Data Entry

Save Data Temporarily Delete Temporarily Saved Data Subn t Monthly Data Display for Printing

Daily Work Data Status > Temporarily Saved Data : [ ] xFor Clﬁce Staff Use > [-] I 1 [-]

Monthly Work Data Status > Data Rejected : [ 1
Select All Clear I
Work Days chaeY\:rfeek Details Work/Non-Work Days \A!K Hours 'é;ir;:}:er:aﬁnn C\n’i:f‘l—murs Part-Time Work Records Shifts | Remarks
Oz Mon Details Work Days 1...00 ~~16:30 1:30 TSS15:00 - 16:30 (1:30)
O#z2 Tue Details Non-Work Days 0:00 -
Details Waork Days. 0‘0 ~ 12:00 3:00 TA (&#3) /TA (Lecture)09:00 - 12:00 (3:00)
O3 Wed
Details I Work Days 13:00 ~ 16:00 3:00 REEEEE/Proctori3:00 - 16:00 (3:00)
O+ Thu Details Non-Work Days 0:00 -
el pemis el 8. Make sure that the corrected data has been w

reflected in the monthly work data.




8. Deletion of All Work Data for a Day

How to delete all the entered work data of July 3.

Save Data Temporarily Delete Temporarily Saved Data ‘Submit Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ ] XFor Office Staff Use > [-] [ i [-]
Monthly Work Data Status > Data Rejected : [ 1
Select All
1. Select the day you want to delete by check-marking the box.
Work Days shifts | Remarks
O o) ‘
72 0:00 -
Details  work Days 09:00 ~ 12:00 3:00 TA (8H:) /TA (Lecture)0S:00 - 12:00 (3:00) ‘
& - |
* Details work Days 13:00 ~ 16:00 3:00 Hl8EE/Proctorl3:00 - 16:00 (3:00) ‘
L 4
74 Q‘Thu Details Non-Work Days 0:00 -
Os F*Q Details Non-Work Days 0:00 -
L 2
* A
Save Data Temporarily [ Delete Temporarily Saved Data ] Suby Monthly Data Display for Printing
Daily Work Data Status > Temporarily Savll Data : [ 1 For Office Staff Use > [-] [ 1 [-]
Monthly Work Data Status > Data Re]ectecl [ 1
Select All Clear
Day of
Work Days theyweek Details Work/NcnIVork Days Shifts Remarksl
| H n H n |
| 2. Click the "Delete Temporarily Saved Data" button. et
Oz Mon Details  Work Day:
72 Tue Details  Non-Work Iays
Details  Work Days 09:00 ~ 12:00 3:00 TA (=) /TA (Lecture)09:00 - 12:00 (3:00)
7/3 Wed |
Detalls  Work Days 13:00 ~ 16:00 3:00 ERESEE/Proctor13:00 - 16:00 (3:00)
074 Thu Detaills  Non-Work lays 0:00 -
Ozs Fri Details  Non-Work lays 0:00 -

Back to Previous Page

Back to Previous Page m I
Work Days E)hay of Details WDTk/NDH&FK Days | Work Hours Iraanr‘tat\on Al Part-Time Work Records Shifts | Remarks
Details Work Days 09:00 ~ 12:00 3:00 TA (EF:) /TA (Lecture)09:00 - 12:00 (3:00)
¥ 73 wed
Details work Days 13:00 ~ 16:00 3:00 HE8SE/Proctorl3:00 - 16:00 (3:00)
v ™
Work Days REV L, Details Wnrk/Non’]rk Days | Work Hours Eperises et Part-Time Work Records sShifts | Remarks
Term Actual Wiﬁours Late-|
2024,6,29(sat) -2024,7,5(Fri) 7:30 3. The data ready to be deleted is displayed.
202477;6(5al) ~2024,7,12(=01) ,/ 0:00 If multiple work data are entered for the day, all the data will be deleted.
2024,7,13(Sat) -2024,7,19(Fri) 0:00 . " "
J02.7 20(580) ~2024,7,26(F 11 oo Check the data ready to be deleted and click the "OK" button.
| 2024,7,27(sat) -2024,8,2(Fri 0:00

Save Data Temporal

rily

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

> Data Rejected : [

Delete Temporarily Saved Data Submit Monthly Data Display for Printing

] For Office Staffuse > [N [ 1 [

1

— — 4. Make sure that the data has been deleted from the monthly work data.
Wark Days Swzyv?ffeek Details Work/Non-W
Oz7/1 i Mon Il Details i Work Days
Oz Tue Details Non-Work Days 0:00 -
a7 Wed Details Non-Work Days ' 0:00 -
|:| 7/4 Thu Details Non-Work Days 0:00 -
O7s Fri Details Non-Work Days 0:00 -
. O7e Sat Details Non-Work Days 0:00 -




>Deletion of Entered Data

When you need to delete the data you entered, click the checkbox for the

data or delete the data in the way described in “10. Deletion of Work Listed
at the Bottom of Entered Work Data.”

Save Data Temporarily Delete Temporarily Saved Data Submit Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ ] #For Office Staff Use > [-] [ ] [-]
Monthly Work Data Status >> Data Rejected : [ 1
Select All Clear
Day of Transportation | Actual
Work Days the Week Details Work/Non-Work Days ‘Work Hours SqEss Work Hours Part-Time Work Records Shifts| Remarks
l|:|7,f1 Mon Details  Work Days 15:00 ~ 16:30 1:30 TS515:00 - 16:30 (1:30)
Ozz Tue Details  No 0:00 -
73 wed
o Example) If you want to delete the entered work data of July 1
O7/4

Delete by clicking the checkbox!

I Select Part-Time Work Code

+ - @

> Reflect to Work Time

No.

Project Code

Start Time

End Time

Work time

J

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

7
/
!
/
/

Back to Previous Page Calculation Results

/
|4

Nes

|
Error

When you click the "Next" button, the confirmation
screen for the day will appear.
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2024,7,1(Mon) Work No.1

| work shifts

Work/Non-Work Days Actual Work Hours

tatutory Hours Non-Statutory Hours Late-Night Hours

Work Days 1:30 1:30 0:00 0:00
The work hours in the "Calculated Values" box
I Remarks
cannot be deleted.
Remarks

| Transportation Expenses

Remarks

| shifts

Shifts

| Select Part-Time Work Code \

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.

No. Project Code
1

2

4

Sum of ManHour 0 Hours 00 Minutes

Back to Previous Page Back to Daily Work Data Entry OK

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

Daily Work Data Status > Temporarily Saved Data : [ ] %For Office Staff Use > ] The work time zone and actual work hours cannot
Monthly Work Data Status > Data Rejected : [ 1 be deleted.
Select All Clear
‘Work Days ;aey\flfeek Details Work/Non-Work Days Work Hours ;merwes;'::);‘statlom SRR
O Mon Details Work Days [ 15:00 ~ 16:30 1:361/
072 Tue Details  Non-Work Days 0:00 -
O3 wed Details  Non-Work Days 0:00 -

The correct way is...

You must click the checkbox!!
oveoata oty [ oo Temporeny sevec o | Al Dy or g

Daily Work Data Status > ﬂwporarlly Saved Data : [ ] #For Office Staff Use > [-] [ 1 [-]

Monthly Work Data Statuglp > Data Rejected : [ 1
Select All ’ilear
Dluf c Transportation | Actual :
Work Days Details Work/Non-Work Days work Hours ) Part-Time Work Records | Shifts = Remarks
e Week Expenses. Waork Hours
7/ Mon Details Work Days 15:00 ~ 16:30 1:30 =

o7 N/

Click the checkbox and then click the "Delete Temporarily
b7 "N saved Data" button!!

074
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9. Deletion of Work Listed at the Bottom of Entered Work Data

How to delete the last work data (second work) of March 1.

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

Daily Work Data Status > Temporarily Savd
Monthly Work Data Status > Data Rejected

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

Select All Clear
Day of TRCTOaT
| Work Days e Wk Details Work/Non-Work Days e ok Honrs Part-Time Work Records Shifts | Remarks

Details  Work Days

15:00 ~ 17:00 2:00 TSS515:00 - 17:00 (2:00)

g7 Mon
Work Days 18:00 ~ 19:00 1:00 TA (=) /TA (Lecture)18:00 - 19:00 (1:00)
|07z Tue Detlils  Non-Work Days 0:00 -
i|:|7/3 wed Det@ills  Non-Work Days 0:00 -
Not Submitted I
2024,7,1(Mon) Workfo.2
| 2. Click the "Delete Work Listed At Bottom" button.
Details Wor’k/Non—Wl‘k Days Work Hours
Details  work Days I 15:00 ~ 17:00
Details = work Days v 18:00 ~ 19:00
Add More Work [ Delete Work Listed At Bottom
I Work Shifts I (&ulated Values | calculation Results
Work/Non-Work Days Actual Hours Statutory Hours Non-Statutory Hours —Late-Night Hours
Work Days v 1:00 0:00 0:00

.

4

Back to Previous Page Calculation Results Previous Day's Work Data Next Day's W
Not Submitted 3. Make sure that the work data has been
2024,7,1(Mon) Work No.1 l deleted and click the "Next" button.

Details Work/Non-Work Days Work Hours

Details Work Days 15:00 ~ 17:00 I
Add More Work :
I Work Shifts I Calculated Values !a

Work/Non-Work Days

lculation Results

Actual Work Hours ~ Statufory Hours Non-Statutory Hours Late-Night Hours

Work Days v 2:00 0:00 Q0:00

2:00 *
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Back to Previous Page Back to Daily Work Data Entry n

Not Submitted Select the next step after Igmmzﬁa v

I Work Shifts l Calculated Values I

2024,7,1(Mon) Work No.1

Work/Non-Work Days ~ Actual Work Hours ~ Statutory Hourll Non-Statutory Hours  Late-Night Hours
Work Days 2:00 2:0| 0:00 0:00
| Remarks I

Remarks

| Transportation Expenses

Remarks

| shifts

Shifts I
:SS

| Select Part-Time Work Code

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

No.  Project Code

1 APU > RF1—7> b AT+ Z/Student Office > [A_02001]

m of ManHour 2 Hours 00 Minutes

|
1
I
|
A4

Back to Previous Page Back to Daily Work Data Entry.

|}
Save Data Temporarily Delete Temporarily Savefata Submit Menthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [I 1 xForoffice staffuse > [ [ 1 (D
Monthly Work Data Status > Data Rejected : [ 1 I
Select All Clear I
Day of Transportation | Actual
Work Days Y Details WDr‘k,’Non-Wor’kvys Work Hours L Part-Time Work Records Shifts | Remarks
the Week Expenses Work Hours
071 Mon Details work Days ,\ 15:00 ~ 17:00 2:00 TSS15:00 - 17:00 (2:00)
D 7/2 Tue Details Non-Work Days 0:00 -
a3 wed Details Non-Work Days 0:00 -

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.
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10. Submission of Monthly Work Data
Be sure to click the ”Submit Monthly Data” button by the deadline (9AM of the 1st day of the month following your work)

for the month you have worked.

Display for Printing

Submit Monthly Data I

Save Data Temporarily ~ Delete Temporarily Saved Data

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

1. When you finish entering all the work data for the month, click the
"Submit Monthly Data" button.

Select All Clear

Work Days &?xfeek Details Work/Non-Work Days WorlgHours
: " : "

=5 | . | PO, Ma!(e sure that y¢.>u click the "Submit Monthly Data" button by the

designated deadline.

Q2 Tue Details Non-Work Days

(mp/E] Wed Details  Work Days 13:nl ~17:

04 Thu Details Non-Work Days I \

Qs Fri Details. Non-Work Days I 0:00 -

Details. I

0730  Tue D -Work Days
073t Wed Details  Non-Work Days I 0:00 -
ay of . . ‘l_' Transportation | Actual - .
Work Days | Y% | Details | Work/Non-Work Days WortlHours e Work Hours | Part-Time Work Records Shifts - Remarks
Work Days : 2day[s] I . o] )
Non-Work Days : 29day[s] 6:00 6:00
Select All Clear
Y Term Actual Work Hours | Late-Night Work Hours | Total Hours Exceeding 28 hrs/Week | Total Hours Exceeding 40 hrs/Week | Total Hours Exceeding 8 hrs/Day}
2024,6,29(Sat) -2024,7,5(Fri) 6:00 0:00 0:00 0:00 0:00
2024,7,6(Sat) -2024,7,12(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,13(Sat) -2024,7,19(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,20(Sat) -2024,7,26(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,27(Sat) -2024,8,2(Fri) 0:00 0:00 0:00 0:00 0:00

-
Save Data Temporarily ~ Delete Temporarily 'ved CEMl  Submit Monthly Data /

]
[ 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
1

b

Back to Previous Page '

Work Days :::’V‘;;k Details V\"k/Non—Wcrk Days Wark Hours ;;ap";";e':m’“ C;::Luurs Part-Time Work Records Shifts | Remarks
071 Mon Details \'rk Days 15:00 ~ 17:00 2:00 TSS15:00 - 17:00 (2:00)

02 Tee Details ';n-Work Days 0:00 -

073 wed Details '/crk Days 13:00 ~ 17:00 4:00 TA () /TA (Lecture)13:00 - 17:00 (4:00)

074 '\Jon~Work Days

Q73 Non-Work Days 0:00 -

Tr rtati Actual
relsportation | e Part-Time Work Records shifts  Remarks

Doy I

Work Days | @ "\ | Details . Work/Non-Work Days Work Hours Exponses Werkitioore

L |

Work Days : 2day[s] 5 : - -

' Non-Work Days : 29day[s] 6:00 6:00

»
Term 'Actual Work Hours | Late-Night Work Hours | Total Hours Exceeding 28 hrs/Week = Total Hours Exceeding 40 hrs/Week = Total Hours Exceeding 8 hrs/Day
2024,6,29(Sat) -2024,7,5(Fri) 6:00 0:00 0:00 0:00 0:00
2024,7,6(Sat) -2024,7,12(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,13(Sat) -2024,7,19(F ) .~ N
T 2. Make sure that there are no entry errors and click the "OK" button.
2024,7,27(Sat) -2024,8,2(

J

Back to Previous Page

The monthly work data from 2024,7,1(Mon) - 2024,7,31(Wed) has been submitted.

1

3. The monthly work data has been submitted.

Go back to the monthly work data of the month.
Go to the previous month's monthly work data.

Go to the following month's monthly work data.
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2024, 7

The work data for this period has already been submitted.

2024,6,1(Sat)~2024,6,30(Sun) The monthly work data for this period has not yet been submitted.

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

sFor Office StaffUse > [l [ 1

m 2024,7,1(Mon)~2024,7,31(Wed) m

Work Days ‘ ';:":I;k ’ Details | Work/Non-Work Days Work Hours ;’p‘:";’:’ﬂm Cf:f:'st Part-Time Work Records Shifts ‘ Remarks
7/1 Mon m Work Days 15:00 ~ 17:00 2:00 TSS15:00 - 17:00 (2:00)

7/2 Tue Non-Work Days 0:00 -

7/3 Wed Work Days 13:00 ~ 17:00 4:00 TA (38%) /TA (Lecture)13:00 - 17:00 (4:00)

7/4 Thu Non-Work Days 0:00 -

7/31 Wed Non-Work Days 0:00 -
Day of . Transportation | Actual . .

Work Days ‘ the Week Details ‘ ‘Work/Non-Work Days ‘ Work Hours o Work Hours Part-Time Work Records Shifts | Remarks.

Work Days : 2day[s] . s - -

Non-Work Days : 29day[s] e i

P —

Term | Actual Work Hours | Late-Night Work Hourgf Total Hours Exceeding 28 hrs/Week | Total Hours Exceeding 40 hrs/Week | Total Hours Exceeding 8 hrs/Day ‘
2024,6,29(Sat) -2024,7,5(Fri) 6:00 0:00 0:00 0:00 0:00
2024,7,6(Sat) -2024,7,12(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,13(Sat) -2024,7,19(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,20(Sat) -2024,7,26(Fri) 0:00 0:00 0:00 0:00 0:00
2024,7,27(Sat) -2024,8,2(Fri) 0:00 0:00 \ 0:001 0:00 0:00

The work data for this period has alr
2024,6,1(5at)~2024,6,30(5un) The mont

A 2024/7/1 (Mon)Work No.1 : The total hours of pro

2024,7,1(Mon)~2024,7,31(Wed) -

A 2024/7/3 (wed)Work No.1 : The total hours of project records are longer than working hours

Daily Work Data Status > Temporarily Saved Data : [ 1 ¥For Office Staff Use > [- [ 1 [-]
Monthly Work Data Status > Data Rejected : [ i
=0 ==
work Days | YO | Details ‘ Work/Non-Work Days ‘ Work Hours :p";:’;"mm" Cucot”r:'ers ‘ Part-Time Work Records Shifts | Remarks
7/1 Mon - Work Days 15:00 ~ 17:00 2:00 TSS15:00 - 17:00 (2:00)
7/2 Tue - Non-Work Days 0:00 -
7/3 wed - Work Days 13:00 ~ 17:00 4:00 TA () /TA (Lecture)13:00 - 17:00 (4:00)
7/4 Thu - Non-Work Days 0:00 -
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11. Data Rejected

After you submit the monthly work data, office staff in charge will check your work record entries.
If there are any errors that need to be fixed, the data will be rejected.
In that case, you must correct the errors and resubmit the monthly data.

Save Data Temporarily Delete Temporarily Saved Data Disnlav for Printina

Daily Work Data Status > Temporarly savedpara: 1 1+ WWhen your work data is rejected, the background color will turn pink.

Monthly Work Data Status > Data Rejected : [ 1]

Select All Clear

Work Days| 22 %" |Datails | Work/Non-Work Days vl\
the Week

071 Mon Details  Work Days 15:00 ~ 17:00 Vzﬁw:oo -17:00 (2:00)
072 Tue Details  Non-Work Days 0:00 -
(my/k] Wed Details  Work Days 13:00 ~ 17:00 4:00 TA (##3%) /TA (Lecture)13:00 - 17:00 (4:00)
7/4 Thu Details  Non-Work Days 0:00 -
075 Fri Details  Non-Work Days 0:00 -
mE/ Sat Details  Non-Work Days 0:00 -
a7 Sun Details  Non-Work Days 0:00 -
078 Mon 0:00 -
0729 b a 0:00

Transportation Actual

D: f
Work Days B Part-Time Work Records Shifts Remarks
the Week

If the work data for July 8 is missing: ol e

Select All

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

Hours Exceeding 8 hr's/Day‘
2024,6,29(Sat) -2024,7,5(F! / 0:00

2024,7,6(Sat) -2024,7,12(Fff) 0:00 0:00 0:00 0:00 0:00|
2024,7,13(Sat) -2024,7,19([) 0:00 0:00 0:00 0:00 0:00|
2024,7,20(Sat) -2024,7,26(™i) 0:00 0:00 0:00 0:00 0:00
2024,7,27(Sat) -2024,8,2(F 0:00 0:00 0:00 0:00 0:00|

Save Data Temporarily IDeIete Temporarily Saved Data Submit Monthly Data

Save Data Temporarily IDeIete Temporarily Saved Data Display for Printing

Daily Work Data Status > lmporarily Saved Data : [ ] For Office Staff Use > [N [ 1,
Monthly Work Data Status 1 Data Rejected : [ 1

Select All Clear
Day of X Transportation Actual . :
Work Days theWeak Det:lj Work/Non-Work Days Work Hours e Worlchiours Part-Time Work Records Shifts Remarks
|
071 Mon Details  Work Days 15:0]

O72 T BElE) nion-work Days 2. When you enter the work data and click the "OK" button,
07z wed e workoays 13: the background color turns yellow.

074  Thu Detls Non-Work Days

075 Fri Non-Work Days

7/6 Non-Work Days

— |

078 Mon Details  Work Days 10:00 ~ 13:00 \/3:00 TA (%) /TA (Lecture)10:00 - 13:00 (3:00)

s m—
7/9 Non-Work Days :00 -

Wed

Day of T rtation Actual
Work Days 2y of Detail Work/Non-Work Days Work Hours Sneper=ten ua Part-Time Work Records Shifts Remarks
the Week Expenses Work Hours
Work Days : 3day[s] J 5
Non-Work Days : 28day[s] 9:00 9:00
Select All Clear
Term Actual Work Hours  Late-Night Work Hours | Total Hours Exceeding 28 hrs/Week | Total Hours Exceeding 40 hrs/Week Total Hours Exceeding 8 hrs/Day
2024,6,29(Sat) -2024,7,5( 6:00 0:00 0:00 0:00 0:00
2024,7,6(Sat) -2024,7,12(FI 3:00 0:00 0:00 0:00 0:00
2024,7,13(Sat) -2024,7,19(gi) 0:00 0:00 0:00 0:00 0:00
2024,7,20(Sat) -2024,7,26(8k) 0:00 0:00 0:00 0:00 0:00
2024,7,27(Sat) -2024,8,2(1 0:00 0:00 0:00 0:00 0:00

Save Data Temporarily 'Delete Temporarily Saved Data Submit Monthly Data
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Save Data Temporarily Delete Temporarily Saved Data Display for Printing

Daily Work Data Status > Temporarily Saved Data : [ ] *For Offige Staff Use ] [-]
Monthly Work Data Status > Data Rejected : [ 1 i
Select All Clear l
Work Days chaeyV(\’l‘;ek Details | Work/Non-Work Days Worl'ours 3. When you finish correcting the data,
click the "Submit Monthly Data" button.
071 Mon Details  Work Days 15' ~ 17:0(
Oz2 Tue Details  Non-Work Days
a3 Wed Details  Work Days ’3:00 ~ 17:00\
074 Thu Details  Non-Work Days 0:00 -
(Y5 Fri Details  Non-Work Days I 0:00 -
(m /3 Sat Details  Non-Work Days I 0:00 -
(Y24 Sun Details  Non-Work Days I 0:00 -
078 Mon Details  Work Days 10:00 ~ 13:00 TA (38%) /TA (Lecture)10:00 - 13:00 (3:00)
tails  Non-Work

Wed D 0:00

Work Days chaeyVTIfeek Details Work/Non:- Days Work Hours 'é;apn;p;rstation CVC:r: IHours Part-Time Work Records Shifts Remarks

I * F n/::\nl/):r\;l;: ?Y[Zslgday[s] ' - 00 he] [
Select All Clear I
»

Term Actual Viifrk Hours  Late-Night Work Hours Total Hours Exceeding 28 hrs/Week Total Hours Exceeding 40 hrs/Week Total Hours Exceeding 8 hrs/Day
1 2024,6,29(Sat) -2024,7,5(Fri) I 6:00 0:00 0:00 0:00 0:00
12024,7,6(Sat) -2024,7,12(Fri) 3:00 0:00 0:00 0:00 0:00
12024,7,13(Sat) -2024,7,19(Fri) I 0:00 0:00 0:00 0:00 0:00

2024,7,20(Sat) -2024,7,26(Fri) 0:00 0:00 0:00 0:00 0:00
12024,7,27(Sat) -2024,8,2(Fri) N 0:00 0:00 0:00 0:00 0:00

Save Data Temporarily ;ete Temporarily Saved Data

Back to Previous Page

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

Work Days Detaill

the Week
071 Mon Detl Work Dai\

(mp/7] Tue Detl Non-Worl

(mp/k] Wed Det* Work Days 13:00 ~ 17:00 4:00 TA (38%%) /TA (Lecture)13:00 - 17:00 (4:00)
7/4 Thu Deti Non-Work Days 0:00 -
(mF/5 Fri Detf Non-Work Days 0:00 -
(mp/ Sat De:I Non-Work Days 0:00 -
| (774 Sun Det Non-Work Days 0:00 -
7/8 Mon Decl Work Days 10:00 ~ 13:00 3:00 TA ($#2%) /TA (Lecture)10:00 - 13:00 (3:00)
Non-!
ue
[]7/31  Wed De:is Non-Work Days 0:00 -
Day of - Transportation | Actual _ .
Work Days e Wl Debanl' Work/Non-Work Days Work Hours e Workc Hadrs Part-Time Work Records Shifts Remarks
Work Days : 3day[s] . :
I Non-Work Days : 28day[s] 200 200
Term I Actual Work Hours  Late-Night Work Hours | Total Hours Exceeding 28 hrs/Week  Total Hours Exceeding 40 hrs/Week  Total Hours Exceeding 8 hrs/Day
u
2024,6,29(Sat) -2024,7,5(Frl 6:00 0:00 0:00 0:00 0:00
2024,7,6(Sat) —2024,7,12(F1 3:00 0:00 0:00 0:00 0:00
2024,7,13(Sat) -2024,7,19(F1) 0:00 0:00 0:00 0:00 0:00
2024,7,20(Sat) -2024,7,26(Hl) 0:00 0:00 0:00 0:00 0:00
2024,7,27(Sat) ~2024,8,2(Frl 0:00 0:00 0:00 0:00 0:00
| |

Back to Previous Page

The monthly work data from 2024,7,1(Mon) - 7,31(Wed) has been submitted.

5. The monthly data submission is complete.

Go back to the monthly work data of the month.
Go to the previous month's monthly work data.
Go to the following month's monthly work data.
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12.Work Shifts (Lecture TAs Only)

For Lecture TAs only, their class—hour work shifts will be displayed in the work data.

Enter data based on the shifts displayed in the work data.

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

work pays | 0% O el Work/Non-Wark D Work H UEIEF (e | REi Part-Time Work Record rsh'ft ) Remarks
ork Days | L egy | Demlls ork/Non-Work Days ork Hours —— Work Hours  P2rt-Time Work Records ifts emar
Details Non-Work Days 0:00 - 8:40-10:25
071 Mon
Details Non-Work Days 0:00 - 17:55-19:40
Oz Tue Details Non-Work Days 0:00 - 14:15-16:00
073 wed Details Non-Work Days 0:00 -
7/4 Thu Details Non-Work Days 0:00 -
O7/s Fri Details Non-Work Days 0:00 -
Ove Sat Details Non-Work Days 0:00 -
Oz7 Sun Details Non-Work Days 0:00 -
Details Non-Work Days 0:00 - 8:40-10:25
Ovs Mon
Details Non-Work Days 0:00 - 17:55-19:40
D 7/9 Tue Details Non-Work Days 0:00 - 14:15-16:00
D 7/10 Wwed Details Non-Work Days 0:00 -
2024,7,2(Tue) Work No.1
Details Work/Non-Work Days Work Hours
Details Work Days 00:00 ~ 00:00
Add More Work
I Work Shifts I Calculated Values = calculation Results
Work/Non-Work Days Actual Work Hours Statutory Hours Non-Statutory Hours Late-Night Hours
Work Days v 0:00 0:00 0:00 0:00
| Remarks
Remarks
| Transportation Expenses
Remarks
| shifts
Shifts
14:15-16:00
| Select Part-Time Work Code + — @ >> Reflect to Work Time
No.  Project Code Start Time End Time Work time
1 APU > 7H5 =W/ 7+ X/Academic Office > [A_01010] TA (&%) /TA (Lecture) 14:15
2
3
4
5
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13. Transportation Expenses

Only in special cases, you will be reimbursed for transportation expenses.
The office staff in charge will enter the amount of transportation expenses.
You can check the amount to be paid in the monthly work data.

1

Part-Time Work Records

'Work Hours

TA (§8%) /TA (Lecture)12:25 - 17:50 (5:25)

TA (%) /TA (Lecture)09:00 - 13:00 (4:00)

Save Data Temporarily Delete Temporarily Saved Data Submit Monthly Data Display for Printing
Daily Work Data Status > Temporarily Saved Data : [ ] %For Office Staff Use > [-] [
Monthly Work Data Status > Data Rejected : [ 1

Select All Clear
D B Transportation JActual
Wwork Days Details Waork/Non-Work Days Work Hours
the Week Expenses
071 Mon Details Work Days 12:25 ~ 17:5( 480
Oz2 Tue Details Work Days 09:00 ~ 13:04 500
(mEZE Wed Details  Non-Work Days
074 Thu Details Non-Work Days

shifts| Remarks
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14. Registration of Part—Time Work Codes as Favorites
You can register part—time work codes you often use as favorites.
Below is how to register [TA (lecture)] as a favorite.

I Select Part-Time Work Code + — @ == Reflect to Work Time

No. Project Code Start Time End Time Work time

1 |APU = PATE w4 A7 A/Academic Office = [A_01010] TA (EBE) /TA (Lecture)

1. When you enter the work data, select the part-time
work code you and click the "5%" button.

m ofl4anHour 0 Hours 00 Minutes

Back to Previous Page Calculation Results Next I

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

Favorite group = [ v] [+ Create a favorite group 1/

Project Code APU = PHF 2w AT Z/Academic Office = i_omlo] TA (E=) /TA
(Lecture)

CANCEL

!
/
/
U

Create a new favorite group

opening the project panel”.

]
Name * l favorite group| II

Remarks I

0 Projeicts to be displayed by default when openin!the project ‘
pane!

2 Do not check “Projects to be displayed by default when

OK <

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

v A&
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Register Favorite

Favorite group * favorite group ~| -+ Create a favorite grolp

Project Code APU = PHF 2w A TJr /Academic Office = {A_0101|] TA (EF) /TA
(Lecture) I

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

r OK CAMNCEL

/

I Select Part-Time Work Code , + — g == Reflect to Work Time
y ]
No.  Project Code o Start Time End Time Work time
1 | | ‘
17 APU = FHFTE WS AT Z/Academic Office > [A_01010] TA () /TA (Lecture)
£ O Project Selection A Manage Favorite N 1/1 )
4 \ 1
5 5. The part-time work code you selected has been l
added as a favorite. |
SUi’l of ManHour 0 Hours 00 Minutes
i
I Select Part-Time Work Code I + — @ >> Reflect to Work Time
No.  Project Code ' Start Time End Time Waork time

1 |APU > FPAFTEw4 A7+ AfAcademic Office > [A_01010) TA (ES) /TA (Lecture) v |

T

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

Manage Favorite X

& Favorite group : .
Favorite group

[ | Project Code

O  APU = PHFZ w4 AT+ Z/Academic Office > [A_01010] TA (EESE) /TA (Lecture)

O APU = PFEZZ FL—23> A7 Z/Administration Office = [A_07001] £
Bh/Office Support Work

|

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

+ Create a favorite group

CANCEL
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15. FAQs

Q1. Is it possible to enter data using smartphones?

A1. Entering data using smartphones or other portable devices is not eligible for system support.
You can access the online work attendance record system via a Web browser on a smartphone.
However, as entering data using a smartphone or any other portable device is not eligible for system suppo
be sure to check if there is no entry error using a PC at a later time.
Firefox ESR, Google Chrome, Microsoft Edge are the recommended browser for accessing the system from

Q2. If I work as a TA, would I need to have my teacher’s confirmation seals on my work attendance record?
Students were required to have their teachers’ confirmation seals on their work attendance sheets befo

A2. Teachers’' confirmation seals will no longer be necessary.
Office staff members in charge will check your work attendance record.

Q3. I cannot enter my work records because I clicked on the monthly data submission button by mistake.
What should I do?

A3. Please ask the office staff member in charge to “reject” it.
You can click the monthly data submission button only when you complete all the monthly record entry.

Q4. I failed to enter my work records by the work record entry deadline.
What should 1 do?

A4. Please contact the office staff member in charge.
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