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[bookmark: _Toc435607221][bookmark: _Toc523125090][bookmark: _Toc147419508][bookmark: _Toc394563812][bookmark: _Toc394563954][bookmark: _Ref394587684][bookmark: _Ref394587695][bookmark: _Ref394587697]What can I do on KING OF TIME?
KING OF TIME is an attendance management system.
You can keep attendance record, manage shifts and leaves.

[bookmark: _Toc435607222][bookmark: _Toc523125091][bookmark: _Toc147419509]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.46

Mobile browser recorder
For mobile phones and smart phones - p.53

[bookmark: _Toc435607223][bookmark: _Toc523125092][bookmark: _Toc147419510]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.


[bookmark: _Toc435607224][bookmark: _Toc523125093][bookmark: _Toc147419511]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.
[bookmark: _タイムカードをPCブラウザで操作しましょう][bookmark: _タイムカードをPCブラウザで操作する][bookmark: _Toc394563813][bookmark: _Toc394563955][bookmark: _Toc435607225][bookmark: _Ref478127174][bookmark: _Toc523125094][bookmark: _Ref11155786][bookmark: _Toc147419512]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.


[bookmark: _Toc523125095][bookmark: _Toc147419513]Supported browsers
The following browsers support Time Card.
Please use the latest version.

	[bookmark: _Hlk55984510][image: ]
Google Chrome
	[image: ]

Microsoft Edge


Windows

Mac




[bookmark: _Toc435607226][bookmark: _Toc523125096][bookmark: _Toc147419514]Sign into Time Card
There are 2 ways to access the Time Card screen; by entering your ID, and by using the Time Recorder.


[image: ]Sign in with ID
Start your browser and enter the Login URL. Enter your login ID and Password, then click [Login].
[bookmark: _Hlk23863439]* Please use the login URL and ID issued by your administrator. Please be sure to set your password.




[image: ]Sign in from Time Recorder
To access the Time Card screen, press the [Time Card] button on the Time Recorder and authenticate by fingerprint, IC card or password.
* Time Recorder design may vary by authentication type.
[bookmark: _Toc394563814][bookmark: _Toc394563956][bookmark: _Toc435607227][bookmark: _Toc523125097][bookmark: _Toc147419515]All menu
After login, select an item on All menu, in the top left of the screen.

[image: a][image: ]
[image: ]

The following are available on Menu.

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

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

	Change password
	Change your password from here.
	p.28 




[bookmark: _タイムカードを確認したい][bookmark: _Toc435607228][bookmark: _Ref478116869][bookmark: _Toc523125098][bookmark: _Ref11081308][bookmark: _Toc147419516]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.

[image: ] All menu > Attendance data > Time Card

[bookmark: _Toc523125099][bookmark: _Toc147419517]2.4.1.　Description
[bookmark: _Hlk10808278]
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 type.

Specify the display condition









[image: ]



Shows calculated data, such as the number of working days/hours and leaves taken.
Monthly data
Daily data

Check time record, schedule and attendance calculations.

Check Daily data
Light red indicates Attendance error. To run calculations correctly, you need to fix the errors.
Attendance data error



[image: ][image: ]

Click [ Ξ ] to open the Request menu.
Click [ Ξ ] at Request
Click





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

	Clock-in/out
	Clock-in/out time and method are shown. E.g. P - Password, IC - Card reader, HB - Finger hybrid scanner, Edit - Time record edited, Approve - Request 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.


[bookmark: _Toc523125100][bookmark: _Toc147419518]2.4.2.　Operation
[bookmark: _Hlk65857588]You can Perform the following tasks in Time Card.
[bookmark: _Hlk10808375][image: ]
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[bookmark: _Hlk505762936]
	No.
	Buttons
	Description

	1
	[image: ]
	Submit a month’s worth of schedule or leave requests at one time (p.16).

	2
	[image: ]
	Mark your attendance data for the displayed month as confirmed.
The button is displayed when there are no attendance errors or unapproved requests.

	3
	[image: ]
	You can download Time Card data in Excel format.

	4
	[image: ]
	Check the leaves taken/remaining.

	5
	

	Submit request to edit time record (p.9).

	
	
	Submit Supplemental item request (p.12).

	
	
	Edit Supplemental item data from here (p.15).

	
	
	Submit schedule or leave request by day (p.19).

	
	
	Submit overtime request (p.22).


[image: ]
The items shown in the screen may vary by settings.

[bookmark: _打刻データを修正したい][bookmark: _Ref478117232][bookmark: _Toc523125101][bookmark: _Toc147419519]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 [ Ξ ] in the Request column of the corresponding date. Then click [Time record request].
[image: ]
[bookmark: _Toc523125102][bookmark: _Toc147419520]2.5.1.　Description
[bookmark: _Hlk10808670][image: ]Time record request

Submit change request from here.




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.
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 processing your request.
Add time record
Click here to add new fields.


[bookmark: _Toc523125103][bookmark: _Toc147419521]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.g. 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.
[bookmark: _Hlk128577741]
[image: ]1
2
3


[bookmark: _スケジュールを変更したい／休暇を取得したい（一括）][bookmark: _補助項目を変更したい][bookmark: _Toc523125104][bookmark: _Ref11081536][bookmark: _Toc147419522][bookmark: _Ref478117160]Edit Supplemental Item
[bookmark: _Hlk519870630][bookmark: _Hlk10809461]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 [ Ξ ] in the Request column of the corresponding date. Then click [Suppl. items request] or [Edit Supplemental Item].







[bookmark: _Toc520445796][bookmark: _Toc523125105][bookmark: _Toc147419523][bookmark: _Hlk519870683][bookmark: _Hlk106377539]2.6.1.　Description of the Supplemental item request screen
[bookmark: _Hlk10809821][image: ]
Submit change request from here.
Submit Supplemental items request
















[image: ]

Suppl. items request





Submit the request.

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.
Add record
Click here to add new fields.












[bookmark: _Toc520445797][bookmark: _Toc523125106][bookmark: _Ref106377749][bookmark: _Toc147419524][bookmark: _Hlk106807521]2.6.2.　 To submit Supplemental item request
[bookmark: _Hlk98518798]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.
[bookmark: _Hlk10812268]
[image: ]
[bookmark: _Hlk106377929]

[bookmark: _Toc104567550][bookmark: _Ref106713010][bookmark: _Toc147419525][bookmark: _Hlk106807634]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 the supplemental item data as follows.
Edit supplemental working record
Submit change request from here.


[image: ]



















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.

Edit supplemental working record





Submit the request.














[bookmark: _Toc104567551][bookmark: _Toc147419526]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.14). To delete the data, turn the check box on in the Delete column of the item.


[bookmark: _スケジュールを変更したい／休暇を取得したい（一括）_1][bookmark: _Toc523125107][bookmark: _Ref11081461][bookmark: _Toc147419527]Edit schedules/Take leaves (multiple requests at once)
[bookmark: _Hlk65855218][bookmark: _Hlk10812285]This section describes the steps to submit a month’s worth of requests at once. Click [Schedule request] in the Time Card screen.
[bookmark: _Hlk65855100]
[image: ]


[bookmark: _Toc523125108][bookmark: _Toc147419528]2.7.1.　Description
[bookmark: _Hlk10812307]
Submit change request from here.
Request
Schedule request

[image: ]

Enter the details of request.

Clock-in/out
Time record are displayed.
Current schedule
Existing schedules are shown.
Request schedule
Set a schedule pattern for intended day.
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 message
Enter the reason of request. Click [Edit] to enter Request message. Your administrator will read this message when processing your request.




[bookmark: _Toc523125109][bookmark: _Toc147419529]2.7.2.　To Submit Request
[bookmark: _Hlk98518893][bookmark: _Hlk128577794]Enter the items required, then press the [Request] button.
[image: ]3
2
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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. [bookmark: _スケジュールを変更したい／休暇を取得したい（詳細）][bookmark: _Ref478117275][bookmark: _Toc523125110]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.


[bookmark: _Ref76140427][bookmark: _Toc147419530]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.
[bookmark: _Hlk10812609]Go to the Time Card screen and click [ Ξ ] in the Request column of the corresponding date. Then click [Schedule request].
[image: ]





[bookmark: _Toc523125111][bookmark: _Toc147419531][bookmark: _Hlk98515338]2.8.1.　Description
[bookmark: _Hlk10812627]
[image: ]Schedule request

Submit change request from here.


Shows the time record data.
Time record data

Edit schedule

Edit your schedule here. Please refer to the following pages for details on each item.

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 schedule
	This sets the clock-in/out 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 schedule
	The time between [Start break] and [End break] are regarded as break time.
Press the [Add break schedule] button to add new fields.

	Break schedule time
	The specified time will be calculated as break time, automatically.

	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 category
	When taking leave, select its type (e.g., paid leave, comp leave, etc.) and the unit (e.g., full-day leave, AM half-day leave, PM half-day leave, time, etc.).

	Leave by hours
	If your company uses the ‘Pattern Method', this item appears in place of 'Vacation category'. Select the type of leave, start and end time.

	Clock-in division
	Shows where the employee clocked in.
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 processing your request.





[bookmark: _Toc523125112][bookmark: _Toc147419532]2.8.2.　To Submit Request
Enter the items required and press [Schedule request].
You can submit detailed schedules from here.
[bookmark: _時間外勤務を計上したい][bookmark: _Toc520445804][bookmark: _Toc523125113][bookmark: _Ref11081739][bookmark: _Toc147419533]To submit overtime requests
You can submit overtime requests as follows.
Go to the Time Card screen and click [ Ξ ] in the Request column of the corresponding date. Then click [Overtime request].
* [Overtime request] is hidden if no schedule is set.
[image: ]






[bookmark: _Toc520445805][bookmark: _Toc523125114][bookmark: _Toc147419534][bookmark: _Hlk98519046][image: ]2.9.1.　Description

Submit change request from here.
Overtime request








Time record data
Shows the time record data.

Shows the time record data.








First, check your regular clock-in/out schedule to decide between Overtime before work or Overtime after work. Please refer to the following pages for details on each item.

Edit overtime info





Overtime request
Enter Clock-in/out schedule and details of the request.
	Request overtime before schedule
	Enter the time before the Clock-in schedule. 
*The End time field is disabled since it should be the same as the scheduled Clock-in time. 

	Request overtime after schedule
	Enter the time after the Clock-out 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 processing your request.



[bookmark: _Toc520445806][bookmark: _Toc523125115]
2.9.2.　To Submit Request
This section describes steps to submit requests.
1. At Overtime request, select [Request overtime before schedule] or [Request overtime after schedule].
To submit request for overtime before work hours, select [Request overtime before schedule].
To submit request for overtime after work hours, select [Request overtime after schedule].
* Since there is no [Add item] button in this feature, you need to send separate requests for overtime before and after scheduled work hours.
2. Enter start and end time.
3. Enter the request message and press [Request].

[image: ]


3

	1ｚ
2







Example of a Schedule Pattern:
Clock-in 9:00 AM - Clock-out PM
An employee has worked from 7:00 AM and wants to submit an overtime request.
-> Select [Request overtime before schedule] and enter [7:00] in the Start time field.
Enter Request message, then click [Request].

An employee has worked until 8:00 PM and wants to submit an overtime request.
-> Select [Request overtime after schedule] and enter [20:00] in the End time field.
Enter Request message, then click [Request].
[bookmark: _私が利用できるスケジュールパターンを確認したい_1]

[bookmark: _申請履歴を確認したい／申請をキャンセルしたい][bookmark: _Toc435607229][bookmark: _Ref478116994][bookmark: _Toc523125117][bookmark: _Ref11081404][bookmark: _Toc147419535]　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.

 [image: ] All menu > Others > Request log (60 days)

[bookmark: _私が利用できるスケジュールパターンを確認したい][image: ][image: ]


[bookmark: _Toc135749167][bookmark: _Toc147419536]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.
[image: グラフィカル ユーザー インターフェイス, テキスト, アプリケーション

自動的に生成された説明]

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 time may not be displayed, depending on the settings by your Admin.
 [image: グラフィカル ユーザー インターフェイス, テキスト, テーブル

自動的に生成された説明]
[image: 抽象, 挿絵 が含まれている画像

自動的に生成された説明]
If there is a significant difference between the [Total working hours + Break time] and the [Hours in office + Discretionary leave time], 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 time.












[bookmark: _Toc147419537]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].
[image: グラフィカル ユーザー インターフェイス, テキスト, アプリケーション, チャットまたはテキスト メッセージ

自動的に生成された説明]

The date of the attendance confirmation, the date and the name of the person who made the cancellation.
[image: テーブル

自動的に生成された説明]


[bookmark: _パスワードを変更したい][bookmark: _Toc435607231][bookmark: _Ref478117110][bookmark: _Toc523125118][bookmark: _Ref11081414][bookmark: _Toc147419538]　Change password
Change your password from here.

[image: ] All menu > Others > Change password


[bookmark: _Toc523125119][bookmark: _Toc147419539]2.13.1.　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.

[image: ]
[image: ]

You need your password for the following purposes.
· Log into Employee screen
· To clock-in/out by password authentication


[bookmark: _Hlk23863487][bookmark: _Hlk23863488]If you forgot your password, please contact your administrator to have it re-issued.

[bookmark: _タイムカードを携帯ブラウザで操作しましょう][bookmark: _タイムカードを携帯ブラウザで操作する][bookmark: _Toc435607232][bookmark: _Ref478127261][bookmark: _Ref478129621][bookmark: _Toc523125120][bookmark: _Ref11155829][bookmark: _Ref11155970][bookmark: _Ref11156012][bookmark: _Ref11156021][bookmark: _Toc147419540]Using Time Card on Mobile Browser
You can check your attendances, schedules, submit requests and change password from mobile phones or smart phones.


[bookmark: _Toc523125121][bookmark: _Toc147419541]Supported browsers
The following browsers support Time Card.
Please use the latest version.

	[image: ]Mobile phones

Mobile SafariiOS

	[image: ]
Google Chrome for MobileAndroid

	Default browsers*




* Not tested on all devices.


[bookmark: _Toc435607233][bookmark: _Toc523125122][bookmark: _Toc147419542]Sign into Time Card
There are 2 ways to access the Time Card screen; by entering your ID, and by using the Time Recorder.

[bookmark: _Hlk147417746][image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明] Sign in with ID
Start your browser and enter the login URL in the address bar. Enter your login ID, password, then click [Login].
[bookmark: _Hlk23863184]* The login ID and password are the same as those of PC browser version. * Please use the login URL and ID issued by your administrator. Please be sure to set your password.


[bookmark: _Hlk147417732][bookmark: _Hlk147417674][image: ]Sign in from Time Recorder
[bookmark: _Hlk147417707]To view your Time Card, go to the Mobile browser Time Recorder (or My Recorder) screen, open the menu in the upper right corner and select [Time Card].



[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]Sign in from Smartphone app
Press "My Menu" at the bottom of the 
smartphone app screen to switch to 
various confirmation and application screens.
*The screenshot is the Japanese version of the app.





[bookmark: _Toc435607234][bookmark: _Toc523125123][bookmark: _Toc147419543]All menu
[image: ]
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2ｚ


3ｚ

4ｚ


5ｚ


6ｚ







	1
	Chameleon code
	Shows your Chameleon code to use when you clock in/out.
* Only available when you are using Chameleon Code.
	-

	2
	Confirm time-record
	Shows the time record data.
	p.32

	3
	Confirm Supplemental items
	Shows Supplemental items data.
	p.32

	4
	Confirm schedule
	Shows the current schedule.
	p.34 

	5
	Request for each type
	Submit requests from here.
	p.35 

	6
	Change password
	Change your password from here. Enter your current and new password, then tap [Change password].
	-


[bookmark: _打刻確認_/_スケジュール確認][bookmark: _打刻確認_/_補助項目確認][bookmark: _Toc435607235][bookmark: _Ref478126890][bookmark: _Ref478126930][bookmark: _Toc523125124][bookmark: _Ref11081950][bookmark: _Ref11081990][bookmark: _Toc147419544][bookmark: _Hlk521057520]Confirm Time Record
[bookmark: _Hlk521057526]Tap [Confirm time-record] in Menu.
Light red indicates Attendance data error.

[bookmark: _Hlk10815432]Confirm time-record

[image: ]
	1ｚ


2ｚ



3ｚ









[image: ]



	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, press [Detail].





[bookmark: _Toc147419545]Confirm Supplemental Items
Tap [Confirm supplemental working record] to check Supplemental items.
Light red indicates Attendance data error.
[image: 四角形 が含まれている画像

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス が含まれている画像

自動的に生成された説明]Confirm Supplemental items
1ｚ
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3ｚ























	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, press [Detail].





[bookmark: _スケジュール確認][bookmark: _Ref478397923][bookmark: _Ref478397947][bookmark: _Toc520445816][bookmark: _Toc523125125][bookmark: _Toc147419546][bookmark: _Hlk521057836]Confirm schedule
[bookmark: _Hlk521057854]To check your schedule, press [Confirm schedule] in Menu. 
[bookmark: _Hlk520894548]Light red indicates Attendance data error.
[bookmark: _Hlk10815449]　
[bookmark: _Hlk521057865]Confirm schedule　　
[image: グラフィカル ユーザー インターフェイス, テキスト, アプリケーション, チャットまたはテキスト メッセージ

自動的に生成された説明]

1ｚ



2ｚ


3ｚ











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

	2
	You can check calculation results by pressing the [Confirm Monthly Summary] button.

	3
	To check daily time record, schedule, and other info, tap [Details].



[bookmark: _各種申請][bookmark: _Toc435607236][bookmark: _Ref478127034][bookmark: _Toc523125126][bookmark: _Ref11082131][bookmark: _Toc147419547]Submit Various Requests
[image: ゲームの画面

低い精度で自動的に生成された説明]Submit various requests.











[bookmark: _Toc523125127][bookmark: _Toc147419548]3.7.1.　Schedule Request	
[bookmark: _Hlk128577835]Submit shift changes and leave requests from here.
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].
[image: テーブル

自動的に生成された説明]


3. [bookmark: _Hlk10815607]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].

 Example1: Work schedule request　  Example2: Leave request
[image: グラフィカル ユーザー インターフェイス

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]

* 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……………44

[bookmark: _Toc523125128][bookmark: _Toc147419549]3.7.2.　Time record request
[bookmark: _Hlk128577875]You can submit time record requests in case you forgot to clock-in/out.
1. [bookmark: _Hlk521059660]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].
[image: テーブル

自動的に生成された説明]













3. [image: テーブル

自動的に生成された説明]Press the buttons accordingly.
[bookmark: _Hlk10815626]










	[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.





4. Enter the Time-record type, Time, Request message then tap [Request].
[bookmark: _Hlk10815665][image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]



[bookmark: _Toc520445820][bookmark: _Toc523125129][bookmark: _Toc147419550][bookmark: _Hlk521059815]3.7.3.　Overtime Request
[bookmark: _Hlk521059847]If you have worked before or beyond normal working schedule, you can submit overtime requests as follows.
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].
[bookmark: _Hlk10815683][image: ]




3. [bookmark: _Hlk521059908]Select a date from the calendar.
You can also choose the date from [Target request date], then tapping [Select].
[image: ]


4. If you are requesting overtime before schedule, enter [Start time].
[image: グラフィカル ユーザー インターフェイス, テーブル

中程度の精度で自動的に生成された説明]













If you are requesting overtime after schedule, enter [End time].
[image: グラフィカル ユーザー インターフェイス, テーブル

自動的に生成された説明]













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

[image: 抽象, 挿絵 が含まれている画像

自動的に生成された説明]
Please note you cannot request overtime before schedule and after schedule at the same time. To submit requests for both, please do so one at a time.






[bookmark: _Toc520445821][bookmark: _Hlk521060304][bookmark: _Toc523125130][bookmark: _Toc147419551][bookmark: _Hlk521060234]3.7.4.　Submit Supplemental Item Info
[bookmark: _Hlk521060332]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].
[bookmark: _Hlk10815996]
[image: テーブル が含まれている画像

自動的に生成された説明]

3. Press the buttons accordingly.
[bookmark: _Hlk10816033]　　　　　　　　New request　　　　　　　　　　　　Screen with existing data
[image: グラフィカル ユーザー インターフェイス, アプリケーション, テーブル

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス, アプリケーション

中程度の精度で自動的に生成された説明]




	[Edit]
	Submit request to edit existing data from here.

	[Del]
	Submit request to delete existing data from here.

	[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.)
[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]

2. Input method varies by the item selected.
Enter the items as required before submitting.Dropdown
Time Span
Value

[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]
[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]











1.1.1. [bookmark: _Toc147419552]
1.1.2. [bookmark: _Toc147419553]
1.1.3. [bookmark: _Toc147419554]
1.1.4. [bookmark: _Toc147419555]
[bookmark: _Toc147419556] Edit Supplemental Item Info
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.
[bookmark: _Hlk118819258][image: テーブル が含まれている画像

自動的に生成された説明]














3．Tap on the buttons accordingly.
[bookmark: _Hlk118819304]
　　　　　　　　New request　　　　　　　　　　　　Screen with existing data
[image: グラフィカル ユーザー インターフェイス, アプリケーション, テーブル

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス, アプリケーション

中程度の精度で自動的に生成された説明]


	[Edit]
	Edit existing Supplemental item info.

	[Del]
	Delete existing Supplemental item info.

	[Edit new]
	Register a new Supplemental item.


Edit new
1. [image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明]After selecting a date, tap [Edit new]. You can select items which are created by the Admin.







2. The input method varies depending on the item selected. Enter the items as required before [Registration].
[bookmark: _Hlk118819389]Dropdown
Time Span
Value

[bookmark: _申請確認・キャンセル][bookmark: _Hlk118819373][bookmark: _Toc520445822][bookmark: _Toc523125131][bookmark: _Ref11156623][bookmark: _Hlk521060469]
[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明][image: グラフィカル ユーザー インターフェイス

自動的に生成された説明]





[bookmark: _Toc147419557]3.7.6.　Confirm or cancel request
[bookmark: _Hlk128578030]Confirm or cancel request. 
Tap [Request for each type], then [Confirm/cancel request].
Here, you can confirm or cancel your requests.
[image: ]






* You can check requests submitted during the past 60 days.
[bookmark: _Hlk10816202][image: ][image: ]








	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.


[bookmark: _携帯ブラウザ打刻について][bookmark: _Myレコーダーについて][bookmark: _Toc435607237][bookmark: _Ref478116633][bookmark: _Toc523125132][bookmark: _Ref11081071]


[bookmark: _Toc147419558]To confirm attendance data
[bookmark: _Hlk128578048]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].
 [image: 記号, 屋外, ストリート, 草 が含まれている画像

自動的に生成された説明]

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.
　　




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.
[image: テーブル

自動的に生成された説明]

[image: 抽象, 挿絵 が含まれている画像

自動的に生成された説明]
If there is a significant difference between the [Total working hours + Break time] and the [Hours in office + Discretionary leave time], 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 time.


[bookmark: _Toc147419559]My Recorder
This section describes how to clock in/out on My Recorder.

[bookmark: _Toc435607238][bookmark: _Toc523125133][bookmark: _Toc147419560]My Recorder
[bookmark: _Hlk23863215]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.
[bookmark: _Hlk10816275]
* To use My Recorder, your administrator needs to send you the My Recorder URL and ID.
Please use your password to login.
[image: ][image: ]

	



	




[image: ]

[image: ]

[bookmark: _Toc435607239][bookmark: _Toc523125134][bookmark: _Toc147419561]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 / Mozilla Firefox

	Mac
	Google Chrome / Mozilla Firefox / Safari

	Android smart phone
	Google Chrome for Mobile

	iOS (iPhone, iPad)
	Mobile Safari


* The Location info feature is only available on devices with GPS function.
[bookmark: _Toc419990790][bookmark: _Toc435607240][bookmark: _Toc523125135][bookmark: _Toc147419562]To access My Recorder
1. [bookmark: _Hlk23863249]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. [bookmark: _Hlk10816403]ID/password entry screen is initially displayed.
[bookmark: _Hlk23863258]Enter your login ID and the password you have set, then click [OK].
If the authentication succeeds, Time Card is displayed.
[image: グラフィカル ユーザー インターフェイス, アプリケーション

自動的に生成された説明][image: ] 








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.

[bookmark: _Hlk10816423][image: ] [image: ]On Safari
On Google Chrome

[bookmark: _Hlk76486291][image: 抽象, 挿絵 が含まれている画像

自動的に生成された説明]

Please bookmark the My Recorder URL and open it from the bookmark when you want to clock in/out.




[bookmark: _Toc419990792][bookmark: _Toc435607241][bookmark: _Toc523125136][bookmark: _Toc147419563]Use My Recorder
This section describes the steps to use My Recorder.
[bookmark: _Hlk10816503][image: ]
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	1
	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.

	2
	Location info obtainment status is shown. (Available if the Obtain location info mode is turned 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.

	4
	Shows the time record data performed on the browser.
* You cannot check data recorded from other Time Recorders.

	5
	Shows updates, maintenance info and messages from your administrator.

	6
	2 themes are available. Please choose the one you like.
Changes to theme only apply to the browser that you are using.

	7
	Log out of My Recorder from here.
After logout, ID and password are required to re-login.


[bookmark: _Toc419990793]
[bookmark: _Toc435607242][bookmark: _Toc523125137][bookmark: _Toc147419564]4.4.1.　Clock-in/out
1. Access My Recorder URL from your bookmark.
2. Click [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.
[bookmark: _Hlk147418340]* Depending on the settings, you may need to select your division before clocking in/out.

[image: ]

[bookmark: _Toc435607243][bookmark: _Toc523125138][bookmark: _Toc147419565]4.4.2.　Check Time record history
To check time record log performed on the browser, click [Time record history] in the menu.
[image: ]
	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 has been sent
	Time record data temporarily saved on your device has been submitted to the server successfully.


* 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 are cleared as well.

[bookmark: _Toc435607244][bookmark: _Toc523125139][bookmark: _Toc147419566]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.29 

[bookmark: _携帯ブラウザ打刻について_1][bookmark: _携帯ブラウザレコーダーについて][bookmark: _Toc416344219][bookmark: _Toc435607245][bookmark: _Ref478116759][bookmark: _Ref478116760][bookmark: _Toc523125140][bookmark: _Ref11081098][bookmark: _Toc147419567]Mobile browser recorder
This section describes how to use the Mobile browser recorder.

[bookmark: _Toc416344217][bookmark: _Toc435607246][bookmark: _Toc523125141][bookmark: _Toc147419568]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.
[image: ]







[bookmark: _Hlk10816564][image: ]

[image: ]

[bookmark: _Toc416344218][bookmark: _Toc435607247][bookmark: _Toc523125142][bookmark: _Toc147419569]Supported models and mobile carriers
The following devices and environment support Mobile browser recorder.

	Device
	Mobile carrier/OS
	Conditions required for Location info mode

	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.
[bookmark: _Toc435607248][bookmark: _Toc523125143][bookmark: _Toc147419570]To access Mobile browser recorder
This section describes how to go to the Time Recorder.

[bookmark: _Hlk520987527][bookmark: _Toc416344221][bookmark: _Toc435607249][bookmark: _Toc523125144][bookmark: _Toc147419571]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 carrier
	To check Email settings (may not be applicable to some models)

	docomo
	iメニュー (i Menu) > お客様サポート (Customer Support) > 各種設定 (Settings) > メール設定 (E-mail settings) >
迷惑メール対策設定 (Spam Mail Prevention) > 詳細設定 (Detailed settings) > URL付きメール拒否設定 (Reject mail with URL) > [設定解除 (Undo settings)]

	au
	E-mail button > Eメール設定 (E-mail Setup) > メールフィルター (Filter Settings) > 個別設定 (Individual Settings) >
その他の設定 (Other Settings) > URLリンク規制 (URL link restriction) > [規制しない (Do not restrict)]

	SoftBank
	E-mail button > 設定 (Mail setting) > メール・アドレス設定 (Address setting) > Enter security code > 
迷惑メールブロック設定 (Spam mail settings) > [個別に設定 (Individual settings)] 
URLリンク付きメール拒否設定 (Block E-mails with URL link) > [全て受け取る (Receive all)]



* Setup method may vary by software versions released from the mobile carrier. Display format may also vary by device models.

[bookmark: _Toc416344222][bookmark: _Toc435607250][bookmark: _Toc523125145]

[bookmark: _Toc147419572]5.3.2.　To access
[bookmark: _Hlk23863302]Access the Time Recorder URL by following the instructions on the [Notice about Time Recorder URL/My Recorder URL] Email, sent from your administrator.
[image: ][image: ]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.

For easier access, bookmark the Time Recorder URL.
 (If you use the Screen Memo function instead of bookmarking the URL, some features may not function correctly when updated.)

[bookmark: _Toc416344223][bookmark: _Toc435607251][bookmark: _Toc523125146][bookmark: _Toc147419573]Operating the Mobile browser recorder
This section describes the steps to use Mobile browser recorder.
[bookmark: _Hlk10816622]
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	1
	Shows your name and division.

	2
	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.

	3
	Shows present or past time record data.
* You cannot check data that were recorded from other Mobile browser recorders.

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

	5
	Displays Time Card.

	6
	Reloads browser.



[bookmark: _Toc416344224][bookmark: _Toc435607252][bookmark: _Toc523125147][bookmark: _Toc147419574]5.4.1.　Clock-in/out
Go to Time Recorder URL from your bookmark.
Tap [Clock-in]. Confirmation screen is displayed if clock-in succeeds.
* Perform the same procedure to clock-out/start and end break.
[bookmark: _Hlk10817723][image: ][image: ]
　






[bookmark: _Toc416344225][bookmark: _Toc435607253][bookmark: _Toc523125148][bookmark: _Toc147419575]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 [Show].
3.　To return to the Time Recorder screen, select [9] Update.

[image: ]


[bookmark: _Toc416344226][bookmark: _Toc435607254][bookmark: _Toc523125149][bookmark: _Toc147419576]5.4.3.　To Check Time Card
To check your Time Card, select [0] Time Card.
For detailed instruction, please refer to 29. 
[bookmark: _Toc435607255][bookmark: _Toc523125150][bookmark: _Toc147419577]FAQ

[bookmark: _Toc435607257][bookmark: _Toc523125151][bookmark: _Toc147419578]I forgot my login info.
[bookmark: _Hlk23863343]If you have forgotten your ID or password, please contact your administrator. The administrator can check your ID and re-issue your password. 

[bookmark: _Toc435607258][bookmark: _Toc523125152][bookmark: _Toc147419579]I submitted the wrong request.
You can cancel requests if they have not been approved yet.
Please cancel the wrong request, then submit the correct one. If the request has already been approved, please submit a new request. Make sure the same request date is set. You can submit requests on the same date as many times as you need unless your administrator has closed the attendance data.

[bookmark: _Toc435607259][bookmark: _Toc523125153][bookmark: _Toc147419580]I got logged out when I accessed the My Recorder URL. What happened?
You may have cleared your web browser's cache and cookies, causing it to log out from My Recorder. Please enter your login ID and password again.

[bookmark: _Toc435607260][bookmark: _Toc523125154][bookmark: _Toc147419581][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.
[image: ]
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