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1. What can I do on Kinkakuji?

Kinkakuji is an attendance management system.
You can keep attendance record, manage shifts and leaves.

1.1. Use the Time Recorder

In the Time Recorder screen, you can record clock-ins/outs, start/end of breaks.
Please refer to the [Time Recorder manual] for information on Time Recorder.
This manual describes 2 methods to operate Personal Time Recorder.

My Recorder

For smart phones and PC browsers - p. 48

Mobile browser recorder

For mobile phones and smart phones - p. 55

1.2. Check your attendance data

You can check your attendances and working hours by logging into [Time Card], with your
PC or mobile phone.
Please refer to the following pages for instructions on Time Card.

1.3. Submit requests

You can submit schedule change requests by logging into [Time Card], with PC or mobile
phone. Requests are reflected on Actual work data upon your administrator’s approval.
Please refer to the following pages for instructions on Time Card.

What is Time Record Request?

This is a request to make changes to time record data
(clock-in/out time).

Employees usually submit time record requests when they forgot
to clock-in/out or have clocked-in/out by mistake.

What is Schedule request?

This is a request to edit schedules. You can take leaves from Schedule Request as well.
Submit Schedule requests to change shifts or to take leaves.
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2. Using Time Card on PC

You can review your attendance data, submit requests and change your password from
Time Card. This section describes how to use it on a PC browser.

2.1. Supported browsers

The following browsers support Time Card.
Please use the latest version.

¢ C

Google Chrome Microsoft Edge

2.2. Sign into Time Card

There are 2 ways to access the Time Card screen; by entering your ID, and by using the
Time Recorder.

@ BER KINKAKUJI

Powered By KING OF TIM

Sign in with ID

Start your browser and enter the Login URL. Enter

your login ID and Password, then click [Login].
* Please use the login URL and ID issued by your

administrator. Please be sure to set your password.

Go to sign in screen with external ID

Forgot your password?

Sign in from Time Recorder - Start break End break

To access the Time Card screen, press the [Time
Card] button on the Time Recorder and

authenticate by fingerprint, IC card or password. Time Card
* Time Recorder design may vary by authentication type.




2.3. All menu

OIS

After login, select an item on All menu, in the top left of the screen.

= Menu
=) Timﬂrd

Head office / Staff / 1001 John King

1l
3
3
»

3

Menu X
Work data Others

Time Card Request log (60 days)

Change password

My Recorder

The following are available on Menu.

Time Card

Check your attendance data.
Submit time record edit requests and Schedule requests from | p.6
here.

Request log (60
days)
Request log (60
days)

Shows the requests that you have submitted in the past 60
days. p.24
You can cancel requests from here.

Change
password

Change your password from here. p.25
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2.4. Check the Time Card

Check your time record, attendance data and reports in real time.
Time record edit requests and Schedule requests can be submitted from here as well.

= All menu > Attendance data > Time Card

2.4.1. Description

Specify the display condition \

Select a month. Click [Show] to view data.
Options

Gather time-record: Arrange time record data to a single cell.

Weekly summary: Displays overtime hours after applying statutory working hours per week.

Display by employee work location: Displays location information recorded when clocking in/out.

Classify holidays as Legal and Non-legal holidays: You can check holiday work hours according to workday

\ tvpe. /

/
[ Time Card
~  Specify display condition
Employes: Headquarter / Full-time employee / 1000 Smith John
Display month: | 2021/03 L
Options: Weekly summary [ Display location information Classify holidays as Legal and Non-legal holidays | Show remaining leaves as of today Display

2021/03/01veny ~ 2021/03/3 1 (wed) < | cuent | >

S TN L You can't Confirm Attendance. There is an attendance error during the ssme period| EXCEL + Output

I Monthly data
Summary by time

Flmd(hr-s)‘bmrn Hours Overtime

Fixed Late-night houl-s|Extri Late-night Noul-s| Late night mn|m||_m-m Early-cut Break Work hours total

Weekday 173.06 254 10.24 1.00 hl \
o Monthly data
Calculate days
, — : , Shows calculated data, such as the
kaclay"ﬁme—oﬂ‘ Late-in | Eaﬂruut‘ Paid vacation Comp. vacation ‘ Atmnt‘ Sick child leave Ca
220 0.0 0 0 0.0(Rmng. 10.0) 0.0 (Rmng. 0.0) 0.0 00/0H (Rmng. 3.0) 0.0/ 0H number Of Working days/hours and
Daily data
| o o= leaves taken.
H
‘Workda: Sta End
Date | Closed | Apprv. Schedule| T ¥  cloccin | clockout hmar: broai Fixed Extra Hours | Ove TTE TG OO —Ta0e mgnlnuur!| TVETTTE | Oy T EXT FOUTS ‘ S - p :"L
= 03/01(Mon) Regular Weekday P OSFD P 18:25 7.50 0.10
= 03/02(Tue) & Regular Weekday P n+a
= 03/03(Wed) Regular Weekday | P GF‘ 50| P18:2s 7.50 0.10 035

|

Check time record, schedule and attendance calculations.

Daily data
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Check Daily data

Attendance data error

Light red indicates Attendance error. To run

, calculations correctly, you need to fix the errors.
I Daily data
Date Closed Schedule Wl:;::ay Clock-in | Clock-out Assigned Unassigned Overtime
03/01({Wed) V] MNormal shift Weekday P 08:58 P 18:02 8.00 0.04
é
03/02(Thu) & Normal shift Weekday P 08:29
i\&) 03/03(Fri) Normal shift Weekday P 08:59 P 20:39 8.00 2.40
= \C-3f04(5at) Public holiday Mon-legal time-off

Clicik [ = ] at Request

Click [ = ] to open the Request menu.

F1 This mark is shown next to dates with Attendance error, which is also
highlighted in light red. It will be hidden once the error is resolved.

Cl.(Close) You can check closing status.

The check mark (%) indicates that the attendance is settled (closed) by
your administrator. You cannot submit Time record edits and Schedule
requests.

Schedule Shows schedules and leaves.

If an Admin creates and applies a Pattern to the schedule, the name of
the pattern shows on the grid. [Shift] indicates a schedule that does
not belong to any pattern.

Workday Either of the 3 types are applied: [Weekday], [Legal time off], and
type [Non-legal time off].

Clock-in/out | Clock-in/out time and method are shown.

P - Password, IC - Card reader, HB - Finger hybrid scanner,
Edit - Time record has been edited,

Approve - Changes to time record approved

Note Comments from your administrator are shown. The administrator can
choose whether to reflect your Request message to the Note field when

processing the request.
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2.4.2. Operation

You can Perform the following tasks in Time Card.

) Time Card

2021/ 1mony ~ 2021/03/311veq) ot | >
Confirm Atiglldance Data EXCEt

I I»1:r‘:?’*'y\:€FE/ N4

Summary by time

Fixed (hrs) Extra Hours| Overtime | Fixed Late-night hours| Extra Late-night Hours | Late night overtime | Late-in| Early-out Break Work hours total

‘Weekday 180.54 3.06 0.4z 1.00
2300 195.43
Time-off|
Calculate days
Weekday | Time-off Late-in Early-out Paid vacation  Comp. vacation Absent  Sick child leave Care leave Maternity leave Parental leave Long-term care leave Work injury leave
23.0 0.0 0 00.0 (Rmng. 10.0} | 0.0 (Rmng. 0.0) 0.0(0.0/0OH (Rmng. 3.0)| 0.0/ OH (Rmng. 3.0) 0.0 0.0 0.0 (Rmng. 0.0) 0.0
Daily data
Date  closed appry. Schedule U™V ciocicin | clock-out| S B pixed Extra Hours | overtime htenzl:\nldhnurs mi":’;:[“:;ﬂ Py :I’::vv T ey m;r?‘{rz::um m?:%al
08/01(Mon) Regular Weekday | P 08:50 | P 18:25 750 0.10 035
13/02(Tue) Regular Weekday | P 08:48 | P 18:07 7.48 0.12 0.19
03/03(Wed) Regular Weekday | P 08:50 | P 18:25 7.50 0.10 035
No. | Buttons Description
. 7 IR
1 Schedule request Submit a month’s worth of schedule or !2ave requests at
one time (p.6).
2 Confirm Attendance Data Mark your attendance data for the displayed month as

confirmed.

The button is displayed when there are no attendance
errors or unapproved requests.

3 EXCEL »  Output You can download Time Card data in Excel format.
4 Leave details Check the leaves taken/remaining.
5 Submit request to edit time record (p.g).

@ 06/01(Wed) Submit Supplemental item request (p.10).

Time record request
Suppl. items reguest
Edit Supplemental Item
Schedule reguest

Edit Supplemental item data from here (p.13).

Submit schedule or leave request by day (p.17).

Submit overtime request (p.20).

The items shown in the screen may vary by settings.

8
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2.5. Edit time record data

You can submit time record requests if you forgot to clock-in/out.

Go to the Time Card screen and click [ = ] in the Request column of the corresponding

date. Then click [Time record request].

= | 03/02(Thu) &

MNormal shift Weekday P 08:29

Time record request

Normal shift Weekday P 08:59 P 20:39

cnedule reque |
— U3/04(5at)

Public holiday Non-legal time-off

2.5.1. Description

[ Edit work data

Head office / Staff / 1001 John King

© . Erroris found in this attendance data. (Clock-in and clock-out are not paired.) Time record request

2017/03/02(thu)

Time-record request

I Edit time-record

Submit change
L request from here.

(@ T i i ! i
Time-record type Time-record method Time-record time Time record division Delete Request message
Clock-in v/ |P 2017/03/02 = 08:29 Head office -
2017/03/02 = 180d Head office v Forgot to c\ockfout.\ !
--Select--
Clock-in 2017/03/02 & || hhmm Head office  ~
Clock-out
Start break 2017/03/02 & | hhmm Head office A
End break |
v
I Hour calculation result
Weekday

Assigned Unassigned Overtime Late night Late night overtime

Late-in Early-out Break

Time-record request

Time record request

Edit time record data.

Time-record type

Select a time record type such as Clock-in, Clock-out, Start break and
End break.

Time record method

Time-record method is displayed automatically.

Time record

Enter clock in/out time. Enter in alphabets (half-width characters).

Time record division

Select another division if you are clocking-in to another division as a
guest.
Unless specified, your own division is set to default.

Delete

Turn the check box on to submit deletion request.

Request message

Enter the reason of request.
Your administrator will read this message when checking your request.

Add time record

Click here to add new fields.

9
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2.5.2. Submit request

Enter the items required and press [Time record request].

1. Delete time record

For example, you can delete time record data if you clocked in/out by mistake.
Put a check in the [Delete] column and enter [Request message].

2. Edit time record

For example, you can edit time record data if you selected the wrong Time record type
(e.qg. selected “Clock-in" when requesting changes to clock-out record by mistake).
Correct the existing data and enter [Request message].

3. Add time record

For example, you can add time record data if you have forgotten to clocked-in/out.
Enter the Time record type (clock-in/out) and time in the new row.
Enter [Request message] and submit.

I Edit time-record

Time-record type Time-record method Time-record time Time record division Delete Request message
Start break + P 2017/06/01 = 14:20 Head office ;
Start break ~ | P 2017/06/01 = 1421 Head office 1 ‘ v
C | Endbreak <~ | P 2017/06/01 = 1518 Head office  ~
C [' Clock-in = P 2017/06/01 = 20:36 | Headoffice v | ]
-Select—- ~ 2017/06/01 & | hhmm | Head office -
--Select-- 2017/06/01 B | hhmm Head office -

10
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2.6. Edit Supplemental Item

You can edit or submit requests for clock-in/out data for urgent attendance work,
transportation expenses, allowances, etc. This service is available only if the administrator has
created the custom data item in advance.

Go to the Time Card screen and click [ = ] in the Request column of the corresponding date.
Then click [Suppl. items request] or [Edit Supplemental Item].

= |os/01(wed)

Time record request

Edit supplemental working record |
Schedule request

2.6.1. Description of the Supplemental item request screen

[ Edit work data

Main Office / Proper / 1000 Smith John Submit Supplemental items request

2019/05/01 (wed)

Submit change request from here.

Suppl. items reques.

I Time record

Time-record type Time-record method Time-record time Time record division
Clock-in Edit 2019Yr 05Month 01Day 08Hr. 51Min.  Main Office
Clock-out Edit 2019Yr 05Month 01Day 18Hr. 15Min.  Main Office
(Y . ‘
Edit supplemental working record
Item ‘ Details Delete Request message
Urgent private task - Start time: Appointed day ~ @ 14:30 End time: Appointed day ~ | 14:40 Call frem heme
--Select--
Emergency
Remote work ®
I Urgent private task
\ . . . ,
—
Weekday ﬂ
Late-in | Early-out Break
Fixed Extra Hours Overtime Late night Late night overtime
8.00 0.24 1.00

Suppl. items request ®

--Select--

Emergency
Remote work
Urgent private task

11
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Enter the details of request.

Item Select an item.
Details Enter details accordingly.
Delete Turn the check box on to submit deletion request for

existing content.

Request message [Enter the reason of request.
Your administrator will read this message when checking
your request.

KAdd record Click here to add new fields.

2.6.2. To Submit Supplemental item request

Enter required info, then press the [Request] button.

1. To add Supplemental Item

Enter the items, content, or message, then click the [Request] button.
To submit request for more than one data item per day, click the [Add record] button to
add a new row.

2. To edit Supplemental Item

If you need to change an existing supplemental item, edit the data as needed, then enter
the Request message and click the [Request] button.

3. To delete item

Delete the entire row as follows.
Turn the check on the [Delete] column and enter [Request message] before submitting.

I Edit supplemental working record

Item Details Delete Request message

Phone Calls - Start time: Appointed day ~ | 11:00 End time: Appointed day ~ | 11:20 v [ Sorry‘I chose the wrong dat:

12
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2.6.3. Edit Supplemental item screen description

You can add or edit supplemental item data without the approval of the admin.
* Available only if the registration feature has been enabled by the Admin.

[ Edit work data
Main Office / Full-time / 2000 Smith John

Edit the supplemental
item data as follows.

2022/06/01 (wea)

Suppl. items registration

I Time record

Time-record type Time-record method Time-record time Time-record division

I Edit supplemental working record

Items Details Delete Note
Work from home = Start time: Appointed day ~ | 15:00 End time: | Appointed day ~ || 18:00 After returning from the hez

I Hour calculation result

Weekday
Late-in Early-out Break
Fixed Extra Hours Overtime Fixed Late-night hours| Extra Late-night Hours Late night overtime

Suppl. items registration

Edit supplemental working record A

Enter the details.
Item Select an item.
Details Enter details accordingly.
Delete Turn the check box on to delete existing content.
Note Enter items as needed. This message is displayed
along with the details of the item.
Add record Click here to add new fields.

.

2.6.4. To edit supplemental item

Enter required Details, then click [Suppl. items registration].

After saving it, you can edit or delete the item from [Edit supplemental item] (the
procedure is the same as described in p.12). To delete the data, turn the check box on in
the Delete column of the item.

13
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2.7. Edit schedules/Take leaves (multiple requests at once)

This section describes the steps to submit a month’s worth of requests at once. Click
[Schedule request] in the Time Card screen.

If an overtime work request (p.20) is pending, you cannot submit a
schedule request. Please submit the schedule request after the
overtime work request for the relevant day has been approved or

rejected.

Time Card

v Specify display condition

2021/01/01ry ~ 2021/01/31(sun) ¢ curent >

Schedule request ‘ Confirm Attendance Data [JE2(ERERSINOli»[l]:

14
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2.7.1. Description

@ Schedule request RGeS

~) Specify display condition

Submit change

Displaying period: | 2020,

1000 Attenda nce}éo

2020/07/0A (wedy ~ 2020/07/31(rr) ¢ curent >

i i i i i i i
Date Closed Clock-in | Clock-out Current schedule| Request schedule Workday type Leave schedule Request message ( - All)

07/01(Wed)

No changes A Weekday - ~edit

Mo changes No changes

07/02(Thu) vedit

Regular Weekday Paid vacation All-day vacation

Late Night Shift

No changes v

Legal time-off

Comp. vacation AMHalf-day vacation

07/03(Fri)

vedit

Non-legal time-off Absent PMHalf-day vacation

Summer Holida

Schedule request

Enter the details of request.

Clock-in/out Time record are displayed.

Current Existing schedules are shown.

schedule

Request Set a schedule pattern for intended day.
schedule

Workday type You can choose from 3 types: [Weekday], [Legal time off], and
[Non-legal time off].
If none is specified, this is set to [No changes].

Leave schedule | Take full day or half-day leaves (AM or PM leave) from here.

Request Enter the reason of request. Click [Edit] to enter Request
message message. Your administrator will read this message when

processing your request.

15
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2.7.2. To Submit Request

Enter the items required, then press the [Request] button.

@ schedule request

~) Specify display condition

s 2™ = ‘

1000 Attendance Taro

2020/07/01cwed) ~ 2020/07/31r) ¢ cument >

Request
Date Closed Clock-in Clock-out,  Current schedule Request schedule Workday type @ Leave schedule Request message
Regular
07/01(Wed i - - v
/01 Wed) Workday type: Weekdavl ‘ Late Night Shift  + || No changes - - — - edit
Regular U
07/02(Thy - ‘ - |- - .
/02(Thu) Workday type: weekdsy N0 ChEN0ES Mo changes Paid vacation | edit

— Regular oo o Paid vacation AMHalf-day vacal
/03(Fri) Vertiny type: weekday || N changes o changes ' it

1. To edit schedule

Select a Schedule pattern for intended day.
Press the [Edit] button at [Request message] to enter the reason of request, etc.
Enter your message and submit.

2. To take full-day leave

To take leave, specify the leave type first, then select [All-day vacation] under [Leave
schedule]. As an alternative, you can also use a leave pattern at [Request schedule] if
there is one.

16
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2.8. Edit schedule and take leave (Detailed request)

Submit schedule edit requests or leave requests. This section describes the steps to submit
a detailed Schedule request for a single day.

If an overtime work request (p.20) is pending, you cannot submit a
schedule request. Please submit the schedule request after the
overtime work request for the relevant day has been approved or

rejected.

Go to the Time Card screen and click [ = ] in the Request column of the corresponding

date. Then click [Schedule request].

— 04/01(Sat) 71\ Public holiday MNon-legal time-off P 09:54 P 19:11

Public holiday  Legal time-off

_Schedule request _

Normal shift Legal time-off | P 08:21 P 18:23

17



OIS

2.8.1. Description

[Z) Edit work data
Schedule request

@ . Eroris found in this attendance data. (Clock-infout has been recorded for

Submit change request
Head office / Staff / 1000 John King

2017/04/01san)

from here.

Time record data

[ Time record

Shows the time record data.

Time-record type Time-record method Time-record time
Clock-in P 2017 0aMonth 010ay 09Hr S4Min.  Head affice
Clock-out P 2017 O4Month 01Day 19Hr 11Min. | Head office

I Edit schedule

Patterm  Public holiday =
Clodk in/fout schadula Clods in: | Appoirted day = || 05000 Clack-out: | Agpointed day || 16:00
Wiork time Start trme: | Appainted day v+ || Bhmm End time: | Appointed dey « || hhmm
Start break: | Appainted day v+ || 12:00 End break: | Agpointed day = || 13:00
Break schadula Sxart bresk: » | hbmm
~N
Adkl break; schedula
Break schadule time Flanned tirme: Min ;
Edit your schedule here. Please refer
Workday typa | | Legel time-off - N )
to the following pages for details on
Type: | - T .
viscation categary — each item.
Leave Linit: - .
\
Clod-in defisan | | Main Office =
Austo break off
MNipte Yy ]

l Hour calculation result

Non-legal time-off
Late-in Early-out Break

Assigned Late night
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Items in Edit schedule

Pattern By selecting a pattern, the time set to the schedule pattern is applied
to the schedule.
You can also enter the items manually.
Clock-in/out This sets the clock-in/out schedule.
schedule
Work time Working time within this time range will be calculated.
Any work before scheduled clock-in time and after clock-out time will
not be included in the calculation.
Break The time between [Start break] and [End break] are regarded as break
schedule time.
Press the [Add break schedule] button to add new fields.
Break The specified time will be calculated as break time, automatically.
schedule time
Workday type | Determines whether the work took place during holiday or not.
You can choose from 3 workday types: [Weekday], [Legal time off],
and [Non-legal time off].
Vacation When taking leave, select its type (e.g., paid leave, comp leave, etc.)
category and the unit (e.g., full-day leave, AM half-day leave, PM half-day leave,
time, etc.).
Leave by If your company uses the ‘Pattern Method', this item appears in place
hours of 'Vacation category'. Select the type of leave, start and end time.
Clock-in Shows where the employee clocked in.
division The name of the last used Division Time Recorder is automatically

applied.

Auto break off

Submit a request if you could not take break at the scheduled time.

Request
message

Enter the reason of request.
Your administrator will read this message when checking your request.

2.8.2. To Submit Request

Enter the items required and press [Schedule request].

You can submit detailed schedules from here.
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2.9. To submit overtime requests

OIS

You can submit overtime requests as follows.

Go to the Time Card screen and click [ = ] in the Request column of the corresponding

date. Then click [Overtime request].

or rejected.

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
\

Request” option will not be displayed.

S -

* [Overtime request] is hidden if no schedule is set.

= 06/07(Fri)

Time record request

[Reguest]

Suppl. items request

20

® If a schedule request (p.14, p.17) is pending, you cannot submit an
overtime work request. Please submit the overtime work request
after the schedule request for the relevant day has been approved

® On days when no schedule is registered, the “Overtime Work

i ———————— - - - - - - -
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2.9.1. Description

Edit work data
Main Office / Full-time employee / 001 Smith John Overtime request

2019/06/04(Tue) | Submit change request

: .
Request overtime Tlme record data

T d 5
| Time recor t Shows the time record data.
Time record di

Time-record type Time-record method Time-record time

Clock-in HB 2019Yr 06Month 04Day 08Hr. 36Min. = Main Office
Clock-out HB 2019Yr 06Month 04Day 18Hr. 00Min. | Main Office

I Edit overtime info

Overtime Details Delete Request message

QOvertime after work '\wﬂ\ﬁme‘ Appointed day 18:00 End time: | Appointed day ~ | 20:00 I needed to prepare for pres

* Qvertime after work begins at Clock-out time. Yow cannot change it.
I Edit schedule Edit overtime info \

_— First, check your regular clock-in/out B
schedule to decide between Overtime before =

Pattern | Regular

Clock infout schedule = Clock in:Appointed day 09 : 00 Clock-out:App

Work time

work or Overtime after work. Please refer to

the following pages for details on each item.

.

Enter Clock-in/out schedule and details of the request.

Request overtime Enter the time before the Clock-in schedule.

*The End time field is disabled since it should be the same as the

before schedule scheduled Clock-in time.

Request overtime Enter the time after the Clock-out schedule.
after schedule *The Start time field is disabled since it should be the same as

the scheduled Clock-out time.

Delete Turn the check box on to request deletion.

Request message Enter the reason of request.
Your administrator will read this message when checking your

request.

2.9.2. To Submit Request

Here is how to submit requests for overtime before and after work schedule.

Request overtime before work

Example: If you have a schedule of 9:00 AM to 6:00 PM and overtime from 7:00 AM to
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9:00 AM.

Select [Request overtime before work] and enter "Appointed day" and "07:00" for the
"Start time". After entering your request message, click the [Request overtime] button.

I Edit overtime info

Overtime Contents
Overtime before work ¥ btart time: ~ Appointed day ¥ | 07:00 End time: 09:00
* Overtime before work ends at Clock-in time. You cannot change it.

Request overtime after work

Example: If you have a schedule of 9:00 AM to 6:00 PM and overtime from 6:00 PM to
8:00 PM.

Select [Request overtime after work] and enter "Appointed day" and "20:00" for the "End
time". After entering your request message, click the [Request overtime] button.

I Edit overtime info

Overtime Contents
Overtime after work ¥ Start time: 18:00 End time: =~ Appointed day ¥ | 20:00
* Overtime after work begins at Clock-out time. You cannot change it.

If your clock-out time is earlier than the requested overtime after work, your
working hours will be calculated up to your clock-out time.

Example: If your clock-out time is 6:30 PM and the approved "Request
overtime after work" end time is 7:00 PM
= Working hours will be counted until your clock-out time of 6:30 PM.

If your clock-out time is later than the requested overtime after work time,
your working hours will be calculated up to the approved overtime end time.

Example: If your clock-out time is 7:30 PM and the approved "Request

overtime after work" end time is 7:00 PM
= Working hours will be counted until the overtime end time of 7:00 PM.

22



OIS

2.9.3. Important: When submitting the request

When submitting both a schedule request and an overtime request on the same day,
always submit the schedule request first. You should only apply for overtime after your
schedule request has been approved by your Admin.

If you don't follow the steps mentioned, the following issues will occur:

If you submit the overtime request first, and then submit a schedule request
before the overtime request is approved:

You will see an error message that says, "You cannot submit schedule requests on this
date. An overtime request is still under process" And you will not be able to submit the
schedule request.

If you submit the overtime request first, and then submit the schedule
request the overtime has been approved:

When your schedule request approved, your standard clock-in/out schedule will change.
This will invalidate (reset) your previously approved overtime application.

Workd Start End
Schedule orxaay Clock-in Clock-out a n Fixed Extra Hoursl Overtime
type break break
9am-6pm  Weekday Edit 09:00 Edit 19:30 8.00 1.30
Workda Start End
Schedule y Clock-in Clock-out Fixed Extra Hours| Overtime
type break break
8am-5pm = Weekday Edit 09:00 Edit 19:30 8.00
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2.10. Confirm request log / Cancel requests

You can check requests that you have submitted during the past 60 days.

Requests that have not been approved yet can be canceled, by pressing the [Cancel
submission] button.

= All menu > Others > Request log (60 days)

@ Request log (60 days)

I Schedule request list

PeSTO—— Paid leave
2017/06/21 11:13 John King | Cancel submission | Normal shift

Request . - Ao
Request |\t Schedule Schedule Applicable day Attending % current wve Approval Reject Request Admin's
date on file to be requested location | UPdated by status date message comment

T (T 2017/06/05(Mon) | Head office Master Admin ongaing Take a sick day.
Holiday work ( Normal work }
2017/06/21 11:13 John Kini Public holida 2017/06/03(Sat) Head office  Master Admin None Approved  2017/06/21 11:14 For budget preparation.
8o/ J Y \Workday type:Non-legal time-off | 20 7/08/03(at) oo 0%/ BRiey
I Time-record request list
Request Tzl Tl (=i Last Approval | Approve/Reject Request Admin's
=5 Applicable day Time recording Current representative **" B
date on file to be requested 5 updated by status date message comment
location
—
2017/06/21 11:12 | John Kinglj| Cance! submissiorff— 2017/06/06(Tue) 18:00 (Clock-out) | 2017/06/06(Tue) | Head office Master Admin Ongoing 1 forgot to put on record.
"F.
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2.11.To resolve attendance errors

When an attendance error occurs, the corresponding day on the time card is displayed in

red.
Workd
Edit 09:00
Sﬁ 05/01(Wed) 4% Mormal work  Weekday 0900

You can check for the cause of the error from the Attendance data edit screen (Click
request [=] and choose any of the request items).

[ Edit work data

©® .« Eroris found in this attendance data (Clock-in time-record is consecutively recorded.)

Please refer to the list of error causes below and submit a request to resolve the issue. The
error will be resolved when your request is approved by the Admin.

Clock-in time-record is consecutively recorded.
This error indicates there are overlapping clock-in/out records within a short period.

Workd
ey | dock-in

Date Schedul
Closed Appry. =2chedule type

&7 05/01(Wed) & Normal work  Weekday

Please submit a request to delete the unwanted time record.
To delete time record, please refer to “Delete time record” in p.10.

No clock-in time record has been made first.

This error indicates that you have clocked-out before the clock-in time. The clock-out time
must be after the clock-in time.
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Workday
type

Clock-in | Clock-out

Date Closed Apprv. Schedule

f 05/01(Wed) /1y Mormal work Weekday | Edit 18:00 Edit 08:45

Please submit a request to correct the time record.
For details on submitting the request, please refer to “Edit time record” in p.10.

Clock-in and clock-out are not paired.

This error indicates the clock-in time and clock-out time are not paired.

Workd
Date  (Closed Apprv. Schedule :;P:’ Clock-in Clock-out
&7 05/01(Wed) & Normal work Weekday Eclit 08:45 -\

Please submit a request to add the appropriate time record that pairs with the other.

For details on submitting the request, please refer to “Edit time record” in p.10.

Obtained leave is exceeding the remaining leave.

This indicates you have taken more leaves than you have left.

Workd
Date  Closed Apprv. Schedule ;F:" Clock-in Clock-out
&7 05/01(Wed) b ‘|‘ Weekday

Please check again to see you have enough number of remaining leaves to submit the
request. For details on submitting the request, please refer to “To take full-day leave” in
p.16.

Attendance for only late-in/early-out.

This error indicates you have clocked-in/out outside of the scheduled hours.

Workday

Date Closed Apprv. Schedule Clock-in | Clock-out

&7 05/01(Wed) b Shift (09:00-18:00) Weekday Edit 06:00 Edit 18:00

Please select the correct pattern or edit the clock-in/out schedule directly.
For details on submitting the request, please refer to “To edit schedule” in p.16.
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Schedule has not been registered.

This error indicates the clock-in/out schedule is missing from the day you have clocked-

in/out.
* This message may not show depending on the your company settings.

Workd
orkeaY | Clock-
type

Date Closed Apprv. Schedule in Clock-out

f 05/01(Wed) 4 Weekday Edit09:00 Edit 18:00

Please select the correct pattern or edit the clock-in/out schedule directly.

For details on submitting the request, please refer to “To edit schedule” in p.16.

There is no time-record.

This error indicates that a clock-in/out record is missing from your workday.

* This message may not show depending on the your company settings.

Workday

Clock-in | Clock-out

Date Closed Apprv. Schedule

& 05/01Wed) & Normal work  Weekday

If you have forgotten to clock-in/out, please submit a request for your attendance record
or submit a leave request.

To submit request to add your time record, please refer to “Add time record” in p.10.

To submit leave request, please refer to “To take full-day leave” in p.16.

Clock-in/out record exists in a holiday/leave day.

This error indicates you have an attendance record on your holiday.

Workd
Date Closed Apprv. Schedule :)"P:F Clock-in  Clock-out
&7 05/01(Wed) & Weekday [Ecic09:00 Edit 18:00

Please follow the steps below to undo the holiday.
For details, please refer to the notes on “To take full-day leave” in p.16.
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2.12.To change the attendance data status to [Confirmed]

You can check your attendance data for the month and change the status to "Attendance
confirmed".

Open the Time Card screen of the month and click [Confirm Attendance Data].

* This feature may not be available depending on the settings by your Admin.

1. Click [Confirm Attendance Data].
* The button is hidden if there are any attendance errors or unapproved requests.

= Menu ~

Time Card
~| Specify display condition

Employee: Main Office / Full-time employee / 1000 Smith John
Display month: 2023/06 =]

Options: || Weekly summary || Display location information |« Classify holidays as Legal and Non-legal holidays

2023/06/01(thuy ~ 2023/06/30¢F) ¢ current

Schedule request Confirm Attendance Data Attendance confirmation status EXCEL ~

2. The confirmation screen will be displayed. Check your total hours in office, working hours
and break time. If there are no issues with your data, click [Confirm Attendance Data].
* Clicking on the button will not send off any notifications to your Admin.
* Items such as Hours in Office and Discretionary leave hours may not be displayed,
depending on the settings by your Admin.

Confirm processed attendance

Make attendances within the following peried as confirmed.

Applicable employee| 1000 Smith John

Applicable period| 2023/06/01(Thu) ~ 2023,/06/30(Fri)

Hours in Office| 203.00

Discretionary leave hour| 0.00

Overall Working Hours| 181.00

Break (hrs)| 22.00

Regard as
confirmed
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If there is a significant difference between the [Total working hours + Break
time] and the [Hours in office + Discretionary leave hours], you may have an
unsubmitted overtime request. Please click on [< Return] at the top left of the
screen and return to your Time Card screen and check the details again. If
needed, please submit your overtime request.

*Total working hours include Discretionary leave hours.
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2.13.To check the attendance confirmation status

You can keep track of the date you confirmed your attendance data or when you canceled
the confirmation. Open the Timecard screen of the month and click [Attendance
confirmation status].

= Menu ~

Time Card

~| Specify display condition

Employee: Main Office / Full-time employee / 1000 Smith John
Display month: | 2023/06 =

Options: [ Weekly summary || Display location information v Classify holidays as Legal and Non-legal holidays

2023/06/01(thu) ~ 2023/06/30(Fr) ¢ curent >

Cancel Attendance Confirmation I Attendance confirmation status | EXCEL ~

The date of the attendance confirmation, the date and the name of the person who made

the cancellation.

Attendance confirmation status

Attendance confirmed Attendance confirmation undone | Attendance confirmation undone by

2023/08/28 17:44 2023/06/28 17:45 Smith John

2023/08/28 17:45

Close
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2.14.Change password

Change your password from here.

= All menu > Others > Change password

2.14.1. To change password

1. Enter your current password in the Password change screen. Then enter your new
password.

2. Press the [Change Password] button.
The next time you log in, use the new password.

¢ Change password

You can use new password the next time you log in.

Please remember your new password.

Current password:

New password:

* Half-width uppercase alphabet, lowercase alphabet, numbers, symbols
* {minLength}-35 characters

Confirm new password:

Change Password

You need your password for the following purposes.

* Log into Employee screen

* To clock-in/out by password authentication (If Password Time-record is
enabled)

If you forgot your password, please contact your administrator to have it re-issued.
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3. Using Time Card on Mobile Browser

You can check your attendances, schedules, submit requests and change password from
mobile phones or smart phones.

3.1. Supported browsers

The following browsers support Time Card.
Please use the latest version.

% c Default browsers*

Mobile Safari Google Chrome for Mobile

| ____ios Mobile bhones

* Operations are not confirmed on all devices.

3.2. Sign into Time Card

There are 2 ways to access the Time Card screen; by entering your ID, and by using the
Time Recorder.

D BER nkaku
Sign in with ID

Start your browser and enter the login URL in the

address bar. Enter your login ID, password, then

& lhoo —
click [Login].

* The login ID and password are the same as those of PC S0 1o slan in sereen with extera! 10

Forgot your password?

browser version. * Please use the login URL and ID issued

by your administrator. Please be sure to set your

password. Main Office

Tue Mar 04, 2025

11:30:03
Sign in from Time Recorder Time Card

) ) i Time record history

To view your Time Card, go to the Mobile browser
) Message
Time Recorder (or My Recorder) screen, open the
Switch theme

menu in the upper right corner and select [Time
Card].

Sign out

Start-break End-break

Obtaining location:-
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3.3. All menu

Menu

Main Office
Smith John

Confirm time-record

Confirm supplemental working record

Confirm schedule

Request for each type

Change password

Shows your Chameleon code to use when -
clocking in/out.
1 | Chameleon code ) ) _ _
* Only available when using the iPad Time

Recorder app.

2 | Confirm time-record Shows the time record data. p.34
3 Confirm Shows Supplemental items data. p_34
Supplemental items
4 | Confirm schedule Shows the current schedule. p.36
Request for each type | Submit requests from here. p.37
Change your password from here. -
6 | Change password Enter your current and new password, then click

[Change password].
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3.4. Confirm Time Record/Supplemental Items

Tap [Confirm time-record] in Menu. Light red indicates Attendance data error.

Confirm time-record

Time Card [Attendance]
2019 « ir 06 v Month (:_:)
2019/08/01(Sat) ~ 2019/06/30(Sun)
Clock Clock- Start End .
i ‘ -in out ‘ break ‘ break lealle
06/01¢ b
Sat) Detai
06/02( b
Sun) Detai
Dayfie 08:40 18:51 Detai
bon )
S 05:36 Detai |
Tug)
06/05( NN 1617 m
U6/30(
Sun) Detai |
[] ; Attendance error

1 | Select Year and Month, then click [View].

Calculation results of the corresponding period are shown by pressing the
[Aggregate] button.

3 | To check daily time record, schedules and other info, press [Detail].
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3.5. Confirm Supplemental Items

Tap [Confirm supplemental working record] to check Supplemental items.
Light red indicates Attendance data error.

Confirm Supplemental items

Time Card [Supplemental working
record]

2019 + Yr 06 'Honth@ [ Show |

2019/06/01(Sat) ~ 2019/06/30(Sun)

Date Item Details
ok * e
Sat)

06/02( oy
o

Item: Emergency

Meet ing
08/03( Start: Appointed day -
: Detai |
on)  20:00 .
End fppointed day
2%+
Sun')

|+ Attendance error

1 | Select Year and Month, then click [View].

Calculation results of the corresponding period are shown by pressing the
[Aggregate] button.

3 | To check daily time record, schedules and other info, press [Detail].
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OIS

To check your schedule, press [Confirm schedule] in Menu.

Light red indicates Attendance data error.

Confirm schedule

Time Card [Schedule]

2019 +vr 08 v honth & [IEEID

2 ) hgeregate

06/01(Sat )

2019/06/01(Sat) — 2019/06/30(Sun )

Date ‘Schedule pattern‘ Detai |

3 ) Deta |

06/02(Sun)

Detai |

06/03(Mon) Regular

Detai |

06/04(Tue) Regular

Oetai |

06/05(Wed ) Absent

Detal |

1 [Select Year and Month, then click [Display].

2 |You can check calculation results by pressing the [Aggregate] button.

3 | To check daily time record, schedules and other info, tap [Details].
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3.7. Submit Various Requests

You can submit different kinds of requests.

Select request type

Schedule request
Time record request
Overtime request
Edit Supplemental Item
Closing REQ

Confirm/cancel request

3.7.1. Schedule Request

Submit shift changes and leave requests from here.

® If an overtime work request (p.41) is pending, you cannot submit
a schedule request. Please submit the schedule request after the
overtime work request for the relevant day has been approved or
rejected.

® If the submitted schedule request has not been approved, you
cannot submit an additional schedule request for the same day.
After it has been approved or rejected by the administrator, you
can submit a schedule request again for the same day. How to
check or cancel a request (p.47)

® If a date is already assigned as a comp leave or workday (including
those with pending status), you will be unable to submit a schedule
request for that day.

1. Tap [Request for each type], then [Schedule request].
2. Select a date from the calendar. You can also choose the date from [Target request
date], then tapping [Select].
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Schedule request
Select the date

2023/02

L >

Wed @ Thu Fri Sat

Tue

(08 Joo [ 10] 11

2023~ Yr 02~ Month | 27~ Day

Target request date (y/m/d)

3. Select a schedule pattern at [Request schedule].

To take leave, select [Full day leave] or [Half day leave]. If you have not taken any break,
select [Auto break off]. Enter the [Request message], then tap [Submit].

Examplel: Work schedule

request Example2: Leave request

Request schedule

Normal work v

OIS

Half-day vacation

Clock in/out schedule

Clock in: Appointed day v 09
00 Min.

Clock-out:  Appointed day v

00 Min.

18

Request message

I N I
e N e N e N N e N e N e W i N N e N

AM |Paid vacation V1|

PM | --

A

715 Leave by hoursl

W

Hr. i .
: Start time | Appointed day v

Min.

End time | Appointed day v Hr.

Min.

Hr.

to select request date

Disable auto break

* If there are any unapproved schedule under the same date, you cannot submit another.
You can send new schedule requests only after your manager approves the previous

request.
To confirm or cancel requests
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3.7.2. Time record request

You can submit time record requests in case you forgot to clock-in/out.

1. Tap [Request for each type], then [Time record request].

2. Select a date from the calendar. You can select the date from [Target request date],
then [Select].

Time record request
Select applicable day

C - T -

Sun | Mon  Tue Wed Thu Fri Sat

(20 [ 3031 Joi Jo2 Jos]oa

[ 07 J o8 Joo Jao] 11
Target request date (y/m/d)

2023 v Yr 02~ Month 27+ Day

Select

3. Press the buttons accordingly.

906 ]
[,

~J

[

Time record request

2023/02/27(Mon)
Time-record list for 2023/02/27(Mon).
Time- .
Type record Tlm_e _r?curd Edit L
. division e
time

Clock | 02/27 . ) m
in 09:00 Main Office Edit ‘

You can't submit the time record request in red,
s it is in progress.

New request |

[Edit] Submit a request to edit the existing time record.
[Del] Submit request to delete the existing time record.
[New request] To add a new time record data, submit a request from here.
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4. Enter the Time-record type, Time, Request message then tap [Request].

Time record request
2023/02/27(Mon)

Time-record type

Clock-out ~
Time-record date (y/m/d)
2023~ ¥Yr 02~ Month 27+~ Day

Time-record time

18 Hr., 00 Min.

Request message

I forgot to use the time recorder.

N—————————————————— |
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3.7.3. Overtime Request

If you have worked before or beyond normal working schedule, you can submit overtime
requests as follows.

® If a schedule request (p.37) is pending, you cannot submit an
overtime work request. Please submit the overtime work request
after the schedule request for the relevant day has been approved
or rejected.

® On days when no schedule is registered, the “Overtime Work
Request” option will not be displayed.

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
\

[ ——————

S - — -

This is useful for reporting early-ins and overtime work.
By performing the following steps, the system counts overtime as working hours.

1. Tap [Request for each type], then [Overtime request].
2. Tap either [Request overtime before schedule] or [Request overtime after schedule].

Select overtime reguest type

chedule

Fequest overtime after schedule

3. Select a date from the calendar.
You can also choose the date from [Target request date], then tapping [Select].

Schedule reguest
Select the date

B o
Sun  Mon | Tue Wed Thu Fri

I
o5 Joo [ or Jos oo [0 [}
IER EN I8 IR N 0 T
3 E73 1 £ 1 F1 F3
o) e o Lo Lo Lo
Target request date (y/m/d)
2023~ ¥r 02+ Month | 27 v Day

Select
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If you are requesting overtime before schedule, enter [Start time].

Start time

bppointed day v 7 Hr. 00
Min.

End time
bppointed day v | 09 Hr. 00
Min.

Request message

Early-in for preparation

* Overtime before work ends at Clock-
in time. You cannot change it.

Start time
fopointed dav v . 18 Hr.IUU

Min.

End time
bppointed day v | 20 Hr. 00

Min.

Request message

To take care of remaining

* Overtime after work begins at
Clock-out time. You cannot change it.

5. Enter the [Request message], then tap [Submit].

the same time.
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If you are requesting overtime after schedule, enter [End time].

OIS

Please note you cannot request overtime before schedule and after schedule at
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3.7.4. Submit Supplemental Item Info

You can submit requests for clock-in/out data for urgent attendance work, transportation
expenses, allowances, etc. This feature is available only if the administrator has created
the Supplemental item in advance.

1. Tap [Request for each type], then [Suppl. items request].
2. Select a date from the calendar. You can also choose the date from [Target request
date], then tapping [Select].

Select date for
supplemental item edit

2023/02

I

Sun | Mon  Tue Wed Thu Fri Sat

Date to edit
2023~ Yr 02~ Month | 27~ Day

Select

3. Press the buttons accordingly.

New request Screen with existing data
Edit supplemental working record . i
2023/02/27(Mon) Edit supplemental working record
2023/02/27(Mon)
The date selected doesn't have any supplemental 2023/02/27(Mon) Supplemental Item List
working record item. Items | Contents ‘ Edit ‘Delete
[— Start time:
Editnew Work from Appointed day 09:00
Ome e ot
Select editing date day 18:00
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[Edit] Submit a request to edit the existing data.

[Del] Submit request to delete the existing data.

[New request] [Submit new request from here.

New registration

1. After selecting a date, tap [New request].
(The number of items shown depends on settings by your admin.)

Edit supplemental working record
2023/02/27(Mon)

Items

--Please select-- ~

2. Input method varies by the item selected.

Enter the items as required before submitting.

Time Span Value Dropdown

Category Category Category
Emergency Meeting Nurber of Meetings Yisits

Start time Value - Location & v
bopointed day v Hr. Roquest message Request message
Min.

End time:
bppointed day v Hr .
Min.

Request message
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You can add or edit supplemental item data without the approval of the admin.
* Available only if the registration feature has been enabled by the Admin.
1. Tap [Request for each type], then [Edit Suppl. Items].

2. Select a date from the calendar.

Select date for
supplemental item edit

Sun | Mon @ Tue

2022/11 ‘
Wed Thu Fri

Sat
31 | o1

(=8
8]

o
o

N

(=1 NN W |
=l R =

Date to edit
2022~ ¥r 11~ Month 01+ Day

3. Tap on the buttons accordingly.

New request

Edit supplemental working record
2023/02/27(Mon)

The date selected doesn't have any supplemental

working record item.

Edit new

Select editing date

To menu

Screen with existing data

Edit supplemental working record
2023/02/27(Mon)
2023/02/27(Mon) Supplemental Item List
Items | Contents ‘ Edit ‘Delete
Start time:
Work from Appointed day 09:00 - -
home End time: Appointed -
day 18:00

T

[Edit] Edit existing Supplemental item info.
[Del] Delete existing Supplemental item info.
[Edit new] Register a new Supplemental item.
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1. After selecting a date, tap [Edit new]. You can select items which are created by the

Admin.

Edit Supplemental Item
2022/11/01(Tue)

Items

--Please select-- ~

2. The input method varies depending on the item selected. Enter the items as required

before [Registration].

Time Span Value Dropdown
Items Items Items
Work from home Number of Meetings Visits
Start time Value: Location A v
Appointed day v Hr. Min. Note Note
End time:
Appoirted day - Hrl__Jpin.
Note

Save
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Confirm or cancel request
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Confirm or cancel request.

Tap [Request for each type], then [Confirm/cancel request].
Here, you can confirm or cancel your requests.

Select request type

Schedule request

Time-record request

Overtime request

Suppl .

items request

* You can check requests submitted during the past 60 days.

Schedule request List Time-record request list
Request  Applicable Schedule  Status Delet Request Applicable By  Tim Status Dele
date day = date day type e te
Hol iday
06/07 06,/08 Reques g 08/07 06/07 Clock- 09:
. Worlk DEL . . . De|
(Fri) (Sat) (Normal) t - (Fri) (Fri) in 00
06/07 06/17 Resular  dpprov Chly B0 days of the applicable days will be
(Fri) (Mon) (Mormal ) ed displayed.
Ohly 60 days of the applicable days will be
displayed.

Request This request has not been approved yet.

You can cancel the request by tapping the [DEL] button on the screen.
Approved The request has been approved.
Del (Reject) | The request has been rejected.
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3.8. To confirm attendance data

You can check your attendance data for the month and change the status to [Attendance
confirmed].
* This feature may be unavailable, depending on the settings by your Admin.

1. Tap on [Confirm time-record] or [Confirm schedule].

Confirm time-record

Confirm supplemental working record

Confirm schedule
Request for each type

Change password

My Recorder

2. Specify the year and month, and tap on the [Show] button. Scroll to the bottom of the
screen and tap on the [Confirm Attendance Data] button.
* The button is hidden if there are any attendance errors or unapproved requests.

[ : Attendance error

Time Card [Attendance]

Confirm Attendance Data

e [
2023 ¥ ¥r |06 ¥ Month

2023/06/01(Thu) ~ 2023/06/30(Fri) Go to schedule request
Go to time-record request

3. The confirmation screen will be displayed. Check your total hours in office, working

hours and break time. If there are no issues with your data, tap on [Confirm
Attendance Data].

* Tapping on the button will not send off any notifications to your Admin.

* Items such as total hours in office may not be displayed, depending on the settings by
your Admin.

Confirm Attendance Confirmation Process
2023/06
Mark attendance data of the following period as
confirmed.

Applicable employee
1000 Smith John
Applicable period
2023/06/01(Thu) ~ 2023/06/30(Fri)
Hours in Office

203.00
Overall Working Hours
181.00
Break (hrs)
22.00

-

Confirm Attendance
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If there is a significant difference between the [Total working hours + Break
time] and the [Hours in office + Discretionary leave hours], you may have an
unsubmitted overtime request. Please click on [< Return] at the top left of the
screen and return to your Time Card screen and check the details again. If
needed, please submit your overtime request.

*Total working hours include Discretionary leave hours.
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4. My Recorder

This section describes how to clock in/out on My Recorder.

4.1. My Recorder

My Recorder is a personal Time Recorder that you can access from your smartphone,
tablet or PC browser. It can record time and location info.

* To use My Recorder, your administrator needs to send you the My Recorder URL and ID.
Please use your password to login.

€ My Recorder | Kinkaku

< cC O @

OHER Thu Oct 05, 2023

Main Office 16:52:42 =

Smith John

CREH
iRAman
Smith John

—
T thocsan

et
b

_,-
e

Location(Cell phone) 01/20 18:02 Map

Clock-in Clock-out

Location{Cell phone) 01/20 08:56 Map Location(Cell phone) 01/20 18:02 Map

4.2. Supported devices and browsers

The following browsers support My Recorder. Please use the latest version. My Recorder is
not available on feature phones (mobile phones).

Device Browser
Windows PC Google Chrome / Microsoft Edge /
Mac Google Chrome / Microsoft Edge

Android smart phone | Google Chrome for Mobile
iOS (iPhone, iPad) Mobile Safari

* The Location info feature is only available on devices with GPS function.
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4.3. To access My Recorder

1. Access the Time Recorder URL by following the instructions on the [Notice about Time
Recorder URL/My Recorder URL] Email, sent from your administrator.
* The sender of the Email is no_reply@kingtime.jp.

2. ID/password entry screen is initially displayed.
Enter your login ID and the password you have set, then click [OK].
If the authentication succeeds, Time Card is displayed.

4 5
Please enter ID and password a Eﬂ E B#
D -
-
16:32:49 -—
Password

3. If the [Obtain location info] mode is turned on at the Admin screen, the screen may
show a location permission message. Please permit.
* Messages may vary by browser and version.

\ ) ,
“https:/ il B-L s i Would Allow location access?

Like To Use Your Current https://fest = § m= 1/ wants to
Location know your location.

[+ Remember choice

Don‘t Allow

Deny

On Safari On Google Chrome

Please bookmark the My Recorder URL and open it from the bookmark when you
want to clock in/out.
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OO FEEF
4.4. To Use My Recorder

This section describes the steps to use My Recorder.

OO EE

Main Office

Mon Jun 10, 2019 —
[N

10:16:42

1 T Clock-out

10

Smith John 8
6

(7

2 ) Obtained location

Tap here to clock-in/out.
[Clock-in] [Clock-out]

[Start break] [End break]
* [Start break] [End break] buttons may or may not be displayed, depending on settings.

Location info status is shown. (Available if the Obtain location info mode is turned
2 | on, in the Admin screen) Location info can be edited, if [Obtained location] is
displayed.

3 | Displays Time Card. You can check attendances and submit requests from here.

Shows the time record data performed on the browser.

* You cannot check data recorded from other Time Recorders.

5 | Shows updates related to Kinkakuji (System maintenances etc.).

2 themes are available. Please choose the one you like.
Changes to theme only apply to the browser that you are using.

Log out of My Recorder from here.
After logout, ID and password are required to re-login.
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4.4.1. Clock-in/out

1. Access My Recorder URL from your bookmark.
2. Tap [Clock-in].
If the clock-in succeeds, the screen shows the [Clock-in completed] message.
* Perform the same procedure to clock-out/start and end break.
* Depending on the settings, you may need to select your division before clocking
in/out.

4 Clock-in ¥ Clock-out

Start hreak Fnd hreak

Clock-in completed.

4.4.2. Check Time record history

To check time record log performed on the browser, click [Time record history] in the

menu.
01/20, 01/20 Saved data has
15:38| 15:37 been sent.
wE W
W
Wae G438 oK
Status Details
OK Time record data has been submitted to the server successfully.
Save Time record data has not been submitted. Instead, it has been temporarily

saved on the device. This is displayed if the Time Recorder was off-line
when the clock-in/out took place.

Saved data Time record data temporarily saved on your device has been submitted to
has been the server successfully.
sent

* You cannot check edited data and data recorded from other Time Recorders.
If you clear your web browser's cache and cookies, Time record history will be cleared as
well.
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4.4.3. Display Time Card

To access Time Card, press the [Time Card] button in All menu.
For instructions, please refer to the following pages.

To access Time Card on PC - p;4
With Mobile device - p.32
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5. Mobile browser recorder

This section describes how to use the Mobile browser recorder.

5.1. What is a Mobile browser recorder?

A Mobile browser recorder is a time recorder that you can use on your mobile phone or
smartphone.

Employees can clock-in/out by using personal Time Recorders. The URL is issued to each
employee. It can record time and location info.

* To use it, your administrator needs to issue a Time Recorder URL.

Clock-in Clock-out

Cell phone 017232 10:54 Map  Cell phone 01/23 13:06 Map

5.2. Supported models and mobile carriers

The following devices and environment support Mobile browser recorder.

Device Mobile Conditions required for Location info mode
carrier/0S
Feature phones docomo Open area i-mode-compatible devices
au Devices that support Location info by EZ Navi and

Device compatible with EZ Navi network types
(device:gpsone)

SoftBank | Devices that support “location” scheme specified in
“Action” attribute, under “form” element

Smart phones Android Browsers that support Geolocation API

iPhone Browsers that support Geolocation API

* The Location info feature is only available to devices with GPS or cell location function.
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5.3. To access Mobile browser recorder

This section describes how to go to the Time Recorder.

5.3.1. Check Email settings

Time Recorder URL Email notifications are sent by administrators from the Admin screen.
If you are using a Mobile phone, please check your Email settings beforehand.

Mobile To check Email settings (may not be applicable to some models)
carrier

docomo |iAZ1— (i Menu) > HEHY/R— b (Customer Support) > ZIELTE
(Settings) > AX—)L%E (E-mail settings) >

KRR A —)LITEREETE (Spam Mail Prevention) > 3E#liZ%E (Detailed settings) >
URL & X —)UIEEERTE (Reject mail with URL) > [F%EA#FR (Undo settings)]

au E-mail button > E X—JLE&TE (E-mail Setup) > X—JL T J)L5— (Filter
Settings) > {EBIEXTE (Individual Settings) > ZDRDFEE (Other Settings) >
URL U >Z#H (URL link restriction) > [#R#I U720\ (Do not restrict)]

SoftBank | E-mail button > &7 (Mail setting) > X—JL «- 7 RLZE&KE (Address setting)
> Enter security code >

A —)LTOw I5%FE (Spam mail settings) > [fER(ICEEE (Individual
settings)]

URL D> 3 E X —)LIEEETE (Block E-mails with URL link) > [£ TR (F7ESD
(Receive all)]

* Setup method may vary by software versions released from the mobile carrier. Display
format may also vary by device models.
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Access the Time Recorder URL by following the instructions on the [Notice about Time

Recorder URL/My Recorder URL] Email, sent from your administrator.

Motice of My Recorder URL

mo_reply@kingtime. jp

Natice about Time Recorder URL

na_raphy € kinglame i3

The sender of the Email is
[no_reply@kingtime.jp] (send-only address).
You cannot reply to this Email.

If there is a line-break in the middle, please fix
it to one line before entering it into the address
bar.

Bookmark the Time Recorder URL for easier
access.

(If you use the Screen Memo function instead of
bookmarking the URL, some features may not
function correctly when updated.)
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5.4. Operating the Mobile browser recorder

This section describes the steps to use Mobile browser recorder.

Main Off ice
Smith John

Clock-1n ’-2 Clock-out

Start brealk 5 End break

Clock-1n status

To Time Card

1 | Shows your name and division.

Click here to clock-in/out.
[Clock-in] [Clock-out]

2

[Start break] [End break]

* [Start break] [End break] buttons may or may not be displayed, depending on settings.
3 Shows present or past time record data.

* You cannot check data that were recorded from other Mobile browser recorders.

Location info obtainment status is shown. (Available if the Obtain location info
4 | mode is turned on, in the Admin screen) Location info can be edited, if [Obtained
location] is displayed.

Displays Time Card.

6 | Reloads browser.
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5.4.1. Clock-in/out

Go to Time Recorder URL from your bookmark.
2. Select [Clock-in]. Confirmation screen is displayed if clock-in succeeds.
* Perform the same procedure to clock-out/start and end break.

Main Office Below time-record has been
smith John completed.
= = Time-record type |Clock-in
Clock=in >
Time-record @7 Jun, 2019
Start break End break Time-record time |1e:€0
Clock-in status * When completed, please proceed

from mobile button.
Return to mobile time-record
screen

5.4.2. Check attendance status

You can check time record data by each day.

1. Tap [Clock-in status].
2. Select a date and tap [Display].
3. To return to the Time Recorder screen, select [Update].

Clock-1n status

019 «¥r 06 v Month 07 * Day

Clock-  Clock- Start End
In out break break
10:00

To Time Card

Update

Last updated:2019/06/07 10:00

5.4.3. To Check Time Card

To check your Time Card, select [Time Card].
For instructions, please refer to p.32.
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6. FAQ

6.1.1 forgot my login info.

If you have forgotten your ID or password, please contact your administrator. The
administrator can check your ID and re-issue your password.

6.2.1 submitted the wrong request.

You can cancel requests if they have not been approved yet. Please cancel the wrong
request, then submit a correct one. If the request has already been approved, please
submit a new request. Make sure the same request date is set. Unless the administrator
has closed the attendance data, you can submit requests for the same date as many times
as you need.

6.3.1 somehow logged out. How do I re-login?

If you clear your web browser's cache and cookies, you will log out of My Recorder. Please
enter your login ID and password again.

6.4.[Admin] How do I send My Recorder URL?

First, log into the Admin screen. Go to [Home page > Settings > Employee > Employee
settings].

Press [Send Email] to send.

If My Recorder Email template is not available, please contact the support center to add
the function.

When using My Recorder, please check the version of your browser.

6.5. What should I do if I receive an Email titled "Employee Email
Address Verification Notice"?

This Email is sent by the system to verify that the registered Email address is correct. By
clicking the link in the Email, the Email address will be activated, and you will be able to
receive various notification Emails from the system. If the link expires (after 7 days),

please request a resend from the administrator.
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Unauthorized copying and replication of the contents of this guide, text and images are strictly prohibited.
The contents of this guide are subject to change without prior notice, for revision and further
improvement.

Last Updated - March 9, 2026
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