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Introduction

The Introduction describes system configurations and instructions to sign in.
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1. System configuration

The attendance management system “KING OF TIME" consists mainly of 3 features.

[Admin] screen is used for basic settings, reviewing time record data and calculated
information. [Time Recorder] is for recording clock-ins and outs. There are several types of
Time Recorders to choose from.

Employees can review their Time Card from the [Employee] screen.

Admin screen Time Recorder
Basic info 0B 50 i S
Clock- |gymyErmy| | o8:50
Schedule infout ——— -mx.
management =
Attendance data Cloud
Approve requests Server

Employee screen

View Time Card
Submit Various

This manual covers the setting procedures on the Admin screen.

Some of the features described may only be accessible to users with the 1st Master Admin
or Master Admin privileges.

If the item described is disabled or not shown on the screen, please check your Admin
authorization settings.

2. Supported browsers

The Admin screen supports the following browsers. Please use the latest version.

€ C

Google Chrome Microsoft Edge

5 Part 1 Basic settings
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3. Login

Use the system login URL to access the screen below.
Please use the login ID and password given to your company.

£ KRG O T " + - - = 2

L3 O = o W

AKING &FTIME

EREEREEEEAE

Go ko sign in scresn wikh axternzl 10

Farget your passaond?

4. Fiscal year start date settings

If you are signing in for the first time, the Edit company details screen will be displayed.
The fiscal year start date you set here will be the starting date for displaying monthly and
yearly data.

* To change the settings later, you will need to contact the Support Center.

Edit compamy details
M . Please add Company details
Repistration
Basic info

start date of tiscal year |4 w piontn| 1« Day
(Feguired) :

= Plesses refer w this article for details oo the areas affected by the beginning of the fscl pear setting.

Ul pieesd Lo kg e dete e perlonming Ues salling, pleess conlsel cur supparl cenls
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5. Admin screen configuration
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Start from [Home] after login.

(1 8 ©

GMINGSHTIME [ & h Ofh Anmenn -

O attention % Frequently used

Lasl updated 1T:27

Daily data Monthly data
)

Leave
management

8 Settings i @

Organization

e

Search em Fll-.’!-'_l,-'F'-F'ﬁ

Admin

Employzz - Anncuncement

Sehedule FREENRE ST It

View AEBITEEOEN, 12308 1H) STOMEEEELET.
LT ForE Ea ey

Dithars el bt et

‘ AR AR L LR A L LR

TR TEOLL L E, ELAT LD TEm— iz,

Scheduls
arly data
managerment
3
2023 H
Export
Impart

12

. A= T AT TMIELT

Frequently used menu Shortcuts to frequently used features.

All menu Check attendance data and schedule.

Attention required

Check attendance data error and requests from your
employees here. Click [Update] for the latest status.

Settings Configure various settings from here.

Announcement
Japanese.

The Announcement feature is only available in

Support widget (available
only in Japanese)

only).

Al chatbots, manned chat support, and online help
search are available (Available for Master Admins

Part 1 Basic settings



part 1 Basic settings

Part 1 describes the basic settings.

Part 1 provides information on organization and employee data settings, administration
flow settings and constituting a base for schedule management.
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1. [SETTINGS] OVERVIEW

Perform basic settings in [‘ﬁ'Settings] at the left column of the Home screen, displayed

after login.
The settings are classified under 6 categories. Click [List] to show all categories.

ST =TT T A
4 ™\ management employees Im
2 Settings
i
i
Organization 1
Admin
Ermployee
Schedule
Screcn display
Others
@ Sellings
ul g o Lion S Earipl e sulwalole s ke y I
I Ormanieation I Sufmin I Emphoypes
Ivimnn sethings armin setngs Fmplipea bypa sathngs
lime Secneder sethings Hemuest appreal Ao serhings =mplipes sethnigs
HMal template sathng
I s bk I srrvadn dlicpalay I Hhvrs
Pl lesr o el L Cuslonm dala iern =ellinge apdion
Aoaly scisdule sl Ciplery ilemn wallings llidew sullbngs
Legwe Lype ellings Mobioe selings
Supplerneeilal worory reoand saellings
okl yle rofoern sollings
Melerdaree recaloulatiar
Zigri-in porrmisEn

Below are descriptions of each setting screen.

Organization

Division settings [Division settings] perform settings for [Division], a unit for | p.12
managing employees.

Time Recorder Provides Time Recorder setup info. p.17
Settings Perform Time Recorder display settings from here.

9 Part 1 Basic settings



OKINGSFTIME

Admin

Admin settings Creates Admin account. p.26

Request approval | Performs approval flow settings for processing time record | p.33

flow settings and schedule requests.

Employee
Employee type Creates employee types such as “Full time” and “Part p.34
settings time”.

Set calculation rules here.

Employee settings | Enter the name, division and hired date of the employee. p.43
Schedule

Pattern settings Create schedule patterns here. p.67

Auto schedule Perform settings related to the auto scheduling feature. p.74

settings

Leave type Creates leave types for administration. p.54

settings Create leave types for administration. You can create new

leave types such as “Special holiday” and “Maternity leave”.

Screen display

Custom data item | You can configure attendance data items that show on the | -

settings Time Card screen.

Display item Performs settings for the items on your Time Card. -

settings You can hide unnecessary items.

Alert Setting You can filter attendance data that is over or under a p.109
certain number on the daily or monthly data screens.

Others
Options Turns optional functions on/off. -
Holiday Add national holidays and closing days of your company. p.72
settings B
Notification Set Email reminders for those who have forgotten to clock- p.99
settings in/out. B

Supplemental | You can create additional Supplemental items (e.g. travel -
working expense and benefits).
record
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settings

Workstyle Perform settings for items related to Work Style Reform (Japan's | p.85
reform- plan to redress long working hours and disparities).

related

settings

Attendance Recalculates attendance data. -

recalculation

Be sure to run this feature after changing basic settings that
affect calculations (Employee type settings, Pattern settings,
etc.), if you want to apply the changes to past calculation data
as well.

Login
permission

Grant access to our support center operators to log in to your -

environment from here.

1 1 Part 1 Basic settings
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2. CONFIGURE ORGANIZATION SETTINGS

This section describes the Organization settings. Instructions for [Time Recorder] settings
are also included.

- [Division settings]

« [Time Recorder settings]

2.1.[Division settings] ¥ Settings > Organization > Division

A [Division] is a unit for managing employees, which you can set at [Division settings].
You can think of Divisions as locations (example: branch stores and offices) to install Time
Recorders.

If you are enabling the Request approval feature, note that approval flows are set by
division. If you have different approval flows within a single division, we recommend
creating individual divisions for each flow.

2.1.1.Add a Division

1. Go to [Settings > Organization > Division settings].
2. Click [New Registration] or [Edit] to open the registration page.

Specify the display condition

Specify the number of displaying items.
Click [Show] to view data.

\
&% Division settings \

New registration ition

100 casa b4 '5'1 1
Creates new Division. el Export displayed data
to Excel format.

Coc foc Date rollover
. | Division code Division name | gdit Delete time
f =
L 100 Head office c;ﬁ:" il After 15 58t a5 an appointed day, not 00:00.
2 | 2000 Sapporn affice ;',_. : -II.\_I: Alter s sel s an appointed day, nol 00:00.

3 | 3000 Magova office After 15 5et a5 an appointed day, not 00:00,
4 | 4000 Caka office ™\
5 | 5000 Fukucka office

Edit Edit Division data from here.

Delete | Deletes Division data.

12 Part 1 Basic settings
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3. In the Add division screen, enter the required info and click [Save] to save.

Saves changes and returns to

the previous screen.

Register as \
Copies settings and creates new

Division.

You cannot use existing codes and

& Add divison
Basic info
Division code(Fequired):
Division name(Fequired):
Time of date change:

1000

Main Office

(111

0o

Register as

Details of the setting items are described below.

Division code | Set a code for identifying division. Enter in 3-10 alphanumeric

characters. You cannot use existing codes.

Division Enter the name of the division. (In 100 characters or less.)

Name You cannot use existing names.

Time of date | Any clock in before specified time is regarded as time record of the day

change before.

The date of [Clock out] and [Start/End of Break] record depend on their
preceding Clock in date. However, time record date is determined by
[Time of date change] if no clock-in record is found within 48 hours.

Display Performs Time Recorder language settings. You can choose from

language Japanese, English, Traditional Chinese (Auto-translated), Vietnamese

(Auto-translated), or Thai (Auto-translated).

-,

Please feel free to use our preset sample data.

13 Part 1 Basic settings
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2.1.2. Add divisions by importing data

Division settings can be registered in batches using CSV data.

Create import file layout

1. Go to [All menu > Export / Import > Input data (Import) ] and click [Create import
layout] next to Division/Time Recorder data [CSV].
2. Click [Create new] and enter the required details.

Layout name | Name the layout as needed (Example: New Division Registration)

Applied To add new division, select [New/Update].

type/category | * Select [Update only] to layouts used for updating existing division data
only. To import time recorder settings into existing divisions, select
[Update only].

3. At [Entry items], select employee info to import.
Select importing items from the [Available items] list, then click [Add].
The items added are shown in the [Items selected] list.

Entry items: Selectable items Selected items
¥ Division code *

|~/ Division name *

Time Recorder authentication device
Time Recorder authentication level
Time Recorder time-record alert
Location acquisition mode

Division code =
Division name *

«— Release

Add blank

4. Click [Save] to save the layout settings.
You can copy or save existing layouts under a different nhame with the [Register as]
button when in Edit mode.
Layout settings for importing the list of [Divisions] are provided by default. Please edit
and save as needed.

Create CSV data

Prepare the CSV data to be imported.

1. Go to [All menu > Export / Import > Input data (Import) ] and click [Create import
layout] next to Division/Time Recorder data [CSV].

2. Select the layout created in the previous step under [Select layout].

14 Part 1 Basic settings
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1. Select Division/Time Recorder data input method

Select layout
' Division Import " Download template

3. Click [Download template] to download the template in CSV format. Save in on your
desktop or in any folder appropriate.

4. Open the CSV file with Notepad or Excel. Enter required information as specified in the
first row, then save the data in CSV format.

A B C D E F G
#Division code® Division name*

# *Must be entered. When division data that is the same division data on records
#(Mote) Lines starting with # cannot be imported. Final line needs to be carriage returned.
( 1001 Main Office )

L | Ld | RS

Pty
£ ey
"

“.__~ Please refer to the following FAQ content for information on how to enter values
and creating the file.

https://support.ta.kingoftime.jp/hc/ja/articles/360038343334

Import

Import the CSV data you have prepared.

1. Go to [All menu > Export / Import > Input data (Import)] and click [Create import
layout] next to Division/Time Recorder data [CSV].

2. Select the layout created in the previous step under [Select layout].

3. Click the [Select file] button and select the CSV file that you have prepared.

2. Select CSV file

-
Select file

4. Click [Upload].

15 Part 1 Basic settings
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5. The confirmation screen will show. Then click [Save] to proceed. Import will start.

"\u,:: ® If you see a list of errors, please modify the CSV file, delete all error
elements, and re-upload the file.
® If the data contains an existing division code, the data corresponding data will
be updated.

16 Part 1 Basic settings
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2.2.[Time Recorder settings] ¥ Settings > Organization > Time Recorder

Perform settings for your Time recorder.

2.2.1.The 2 types of Time Recorder

There are 2 types of Time Recorder available on our system: [Personal Time Recorder] and

[Division Time Recorder].

Personal Time Recorder

You can use Personal Time Recorders on your mobile phone and PC.

Time recording
Time Recorder nhame method Details
My Recorder Click Log in to Time Recorder with a smartphone or

authentication
using a browser

PC browser.

Mobile browser
Recorder

Click
authentication
using a browser

Employees are given individual URLs to clock in
and out with their feature phone browser.

Also available for smartphone browsers.
Not available for PC browsers.

Smart phones
App

Click
authentication
using a
smartphone app

We also offer a personal time recorder app
available for iPhone and Android smartphones.
For details, please refer to this article.
https://support.ta.kingoftime.jp/hc/en-
us/articles/360038496074

Division Time Recorder

This is a Time Recorder shared by multiple employees.

Division Time Recorders are usually placed in office entrances.

Time recording
Time Recorder name method Details
Time Recorder Biometric Connect the biometric scanner to the PC where

(Desktop
version)

authentication
(Fingerprint/Finger
vein authentication)

you have installed the app. Place your finger on
the device.

IC authentication

Connect the IC card reader to the PC with the app
installed. Place your IC card over the device to
clock in/out.

Password

Clock in/out by entering your password into the

17 Part 1 Basic settings
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authentication PC with the app installed.
iPad Time Chameleon code | Clock-in/out by facial image capture and
Recorder and Face Chameleon codes, using an iPad app.
authentication
Cloud Time Click Access the Time Recorder URL from the WEB
Recorder authentication browser. Enter your password to clock-in/out.

using a browser

PitTouch series

Time recording

device
(IC authentication)

Clock in/out using a dedicated device.

BT Series

Time recording

device

(IC/Biometric
authentication)

Clock in/out using a dedicated device.

18
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2.2.2.Descriptions ¥ Settings > Organization > Time Recorder

Go to [Time Recorder settings] for Time Recorder setup, and to check Division Time

Recorder setup info.

¢ Time Recorder settings

~ Specify display condition
Display {count): | 100 case(s) - Show

il

| Select the type of Division Time Recorder.

\

I B Excel output

You can also change operations and display settings of

I Basic time recorder settings

the Time Recorder.

To perform settings for the entire company, go to
[Basic time recorder settings > Edit].

To perform settings for each division, go to [Division
Time Recorder settings > Edit].

Authentication

Time Recorder ID )
device

1 1000 Head office _/' — Follow company setting

2 | 2000 Sapporo office 57 2nd Time Recorder URL Follow company setting
dd help [
3 | 2000 Magovya office r’/q = Follow company setting
4 | 4000 Osaka office ,_ = Follow company setting
S | 5000 Fukuoka office /0 = Follow company setting
/
L

m |

Click [ = ] to open the drop-down menu.

Time Recorder Provides Division Time Recorder setup info.
Send Time You can download manuals for each Time Recorder types
Recorder URL from here.

This permits employees from other Divisions (guest
Add help

employees) to use the Time Recorder beforehand.
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2.2.3.Edit & Settings > Organization > Time Recorder

Perform operation and display settings for your Time Recorder.
You can also choose the type of Division Time Recorder.

For Division Time Recorders

The main setting items are described below. The displaying items vary by different
authentication devices.

Please refer to the corresponding Time Recorder manual for details.

Time Recorder manuals are described in the following pages.

Authentication Select the type of Division Time Recorder. (IC card authentication,
device fingerprint authentication, etc.)

[Send Time Recorder URL] provides setup info and a Time
Recorder manual for the specified authentication device.

Time record You can also set operation modes from here.
button settings

Display Time Card | Display/hide Time record button. Employees can review their

button attendance data and submit requests from their Time Cards.
Display [Add Display/hide [Add help] on the Time Recorder menu. By adding Help,
help] button employees from other divisions can use the Division Time Recorder.

For Personal Time Recorders

Configure operation settings for [My Recorder] and [Mobile browser recorder].

Location acquisition mode This setting determines whether to acquire location info
when recording time.

Turn the [Disable time records when location info cannot
be obtained] checkbox on to keep employees from
clocking-in/out from browsers without location info.

* The accuracy of the location info depends on the positioning
accuracy level of the user’s device.

* If [Obtain location info] is selected, the Time Recorder may not
function on non-GPS devices.

* If [Obtain location info] is selected, the Time Recorder may not
function on non-GPS devices.

Mobile browser time Determines whether to require a password when

recorder - login password employees access the Mobile browser recorder screen.

20 Part 1 Basic settings
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My Recorder
Password-required function

Determines whether to require password when employees
record time from My Recorder and reviews Time Card.
Determines whether to require password.

Select clock-in/out division
for My Recorder

Determines whether to allow employees to select which
division to clock in/out, when using My Recorder.

21 Part 1 Basic settings
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2.2.4.Send Time Recorder URL & Settings > Organization > Time Recorder

Provides Division Time Recorder setup info.

1. Select the division where the Time Recorder is installed. Click [Send Time Recorder
URL].

I Division Time Recorder settings

No. Division code Division name  gg4it | others BLUILGELE Ty i) Al.lﬂ'l:;‘lji::tlbn

i 1000 Head cffice ,/,’3’

Follow company setting

2 2000 Sappora office .-/;) Fellow cormpany seting

Send Time Recorder JRL

3 3000 Magaya affice {’_;-7 — Follow cormpany setting

2. Enter the Email address and click [Send email].

Send Time Recorder URL

il Enter Email address

MNatiee about Time Reronder LIRI

Time Recorder Manual 8gn be downlaaded from the URL Delcw

lime Bacnrder Manua! (folwindows deskion)
hilp i kotspantofrmanual Tl kol _rmanual 2 ot _pwpdl

Fleasa read downloaded mangl thoraughly hefore Time Recordar applicatinn setup,

[5rep 1] - Time Recorder applicatign download LRI

hetps: /e kingrime. jp,recordern desop_recorder s atup.exe

(T )

3. Details of Time Recorder settings are sent to the Email addresses specified in the step
above. A link to the Time Recorder Manual will be shown in the Email.
Please follow the setup instructions in the manual.
\Ej:,_v The sender of the Email is [no_reply@kingtime.jp].
The Certificate URL is only valid within 48 hours from accessing the [Send Time

Recorder URL] page. Ensure that employees access the URL before it expires.

Personal Time Recorder URL is available from [Settings > Employee >
Employee settings]. (p.51).
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2.2.5.About Certificate 'H'Settings > Organization > Time Recorder

The Desktop Time Recorder requires a certificate. A certificate is a digitally issued word
string which you cannot alter. It is used to verify the user company and divisions' identity
when the Time Recorder connects to the server. When a server receives an invalid
certificate, it denies the access. You can’t start the Time Recorder.

You can enhance the Time Recorder’s security by updating its certificate.
By updating it periodically, you can prevent malicious third parties from activating the Time
Recorder.

Select the division where the Time Recorder is installed. Click [Send Time Recorder URL].

Then click [Show certificate].

Send Time Recorder URL (100:Fingerprint authentication)

Show certificate

Edil Email

Notice about Time Recorder URL

Time Recorder Manual can be downleaded from the URL below.

Please read each description. By turning on all checkboxes, you can activate the button at
the bottom of the page.

Please confirm and check the following points before updating your certificate.

You won't be able to activate your current Time Recorder.

You won't be able to Clock-in/out with your Time Recorder.

You won't be able to open Time Cards from your Time Recorder.

If there is untransmitted Time record, Time record data stored on your PC cannot be sent.
Are you sure you want to renew the certificate?

(

By updating the certificate, the corresponding Division Time Recorder will require
a new one when you start the Time Recorder. Send a notification about the new
certificate through [Send Time Recorder URL]. Then copy & paste the word string into
the Time Recorder Certificate field.
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ﬂSettings > Organization > Time Recorder

A Division Time Recorder is usually installed per Division. The initial setting does not allow
clock-in/outs by employees from other divisions.

/ B

Division

Division A

: Time Recorder

Available

Division

Division B

Time Recorder

available

To allow employees from other Divisions (guests employees) use the Time Recorder, go to

[Add help] to permit clock-in/out.

This is also useful when multiple divisions need to share a single Time Recorder.

Division

Division A

Time Recorder

Available

Division

Available

The Add help feature is also available from the [Add help] button on the Time Recorder
screen. However, please note that the settings from this button are reset every time you

close the Time Recorder screen.

If employees need to use a Time Recorder outside of their division frequently, we
recommend you change the [Add help] settings from the Admin screen. Instructions to
[Add help] in the Admin screen are described in the following pages.
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[Add help] from Admin screen

1. Select the division where the Time Recorder is installed. Click [Add help].

I Division Time Recorder settings

Authentication

Mo. Division code Divisi 3 Time Recorder ID N
o wision e Dmwvision name  cdit | Others device

1 1000 Head cffice Fllowr company setbng
2 2000 Sappora office Follow carmpany seting
3 3000 Magaya affice Follew carmpany setling

2. Click [Add new] in the next screen.
3. Select employees and click the [Save] button.

% Select employees who can record ime at Head office
Salect employees who can record time at Head office
Hpecify display condition

Employee: 3001 Usaka office = Al employes types - m

I Nivision employeas

Registration Use as own division

Divisian Ermployes bype Employes code Hame
' - .ﬂsakﬁ nitios Sraft Anm Tamas Smith
\Usaka office Staff A2 Lianiid Miller

Reqistratinn

Save The selected employee can the Division Time Recorder. Work time
recorded on this Time Recorder is regarded as work outside of their
division.

Use as own The selected employee can use the Time Recorder. Work time is

division regarded as work in their own division. In this case, you can't identify

which division the work time had been recorded.

[ .'r.l'lﬁ;'_'
P You can perform the same settings in [Settings > Employee > Employee settings

> Employee data edit > Time recorder info category > Division available for
Time record].

25 Part 1 Basic settings



OKING GFTIME

3. ADD AN ADMINISTRATOR

This section describes authorization-related settings, such as adding Admin and setting
request approval flows.

« Admin settings

« [Request approval flow settings]

3.1.Admin settings ¥ Settings > Admin > Admin settings

You can create multiple Master Admin and General Admin accounts. A General Admin can
view and edit within their limited permissions. A Master Admin has nearly the same
permissions as the 1st Master Admin (certain operations, such as handling inquiries and
changing company information, are exclusive to the 1st Master Admin).

* The 1st Master Admin is an administrator that exists from the time the account is issued.
It cannot be additionally created.

3.1.1.Add an administrator

Perform Admin account settings (Name, Email address, etc.) and set authorizations.

1. Go to [Settings > Admin > Admin settings].
2. Click [New Registration] or [Edit] to open the registration page.

{@} Admin settings
A Specify display condition

Display (count):| 100 case(s) ¥

New registration

Email address
verification: 3 days within expigafion

(

+ Create New [ Excel output Email address verification

I Master admin

Creates Admin account.

Sign-in ID Email address E‘r,r;ariilﬁac:tdi:e:s Display language Ia:tais:;::t:d
1 admin Master Admin = Done Apply option settings 2024/09/10 11:43
I Master admin
Sign-in ID Email address Ema':l add.ress Display language Password
verification last updated
0002 Samantha Rogers &. %' N/A Japanese 2022/11/08 17:18

I General Admin

Slgn InID lspw"oal;ded
Edit Admin data from here.

2000 Lisa Taylor 1§ 1/08 17:19

2 3000 John Smith L& @' = Apply option settings 2022/11/08 17:19
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* Other buttons are described in p.30.

3. Enter required info, then click [Save] to save the settings.

Details of the setting items are described below.

Basic info

Enter basic Admin info.

Admin code

Enter code for identifying the Admin user. Enter in 3-10 alphanumeric
characters. You cannot use existing codes.
This code serves as a part of the user’s login ID.

Admin Name

Enter name of the Admin user. (In 100 characters or less.)

Login
Password

Enter login password. Enter in 6-35 alphanumeric characters. The

password policy can be configured in [Settings > Others > Options].
* You cannot check the password set. If you forgot your password, please have
the 1st Master Admin or the Master Admin change or reset the password.

Email address

The Admin's Email address is used for the following purposes:
Receive request notifications from employees
Password reset notification

Display You can choose from Japanese, English, Traditional Chinese (Auto-
language translated), Vietnamese (Auto-translated), or Thai (Auto-translated).
Admin The account is granted Master Admin privileges by putting a check on

authorization

the check box.

* This operation can only be performed by the 1st Master Admin.

e
r., 'ig-\?'
I~

Master Admins can:

« Create/Edit admin accounts

+ Login on behalf of Admin and Employee accounts

« Request approval flow settings

+ Display item settings

A 1st Master Admin can:

«  Perform all the above

*  Promote/demote General Admins to Master Admins

« Delete Master Admin accounts

« Contact our Support Center
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Authorization for basic settings

Set permissions to configure basic settings. There are 3 authorization levels.

O View / Edit - Enables viewing and editing.
A View only - Allows viewing corresponding items.
X No authorization - Corresponding items are hidden.

Options Option features that are configured in [Settings > Others > Options]
and can be activated/deactivated. The export layout feature at [All
menu > Import/Export] is enabled when [O View / Edit] is set.

The feature supports Monthly, Daily and Time Card data.

Division/Time
Recorder
settings

Sets authorization to operate [Settings > Employee > Time Recorder
settings]. Required for creating and editing Divisions and sending Time
Recorder URL.

Employee type

Sets authorization to operate [Settings > Employee > Employee type

settings settings].
Required for adding and editing Employee types and calculation
methods.
Pattern Sets authorization to operate [Settings > Schedule > Pattern settings].
settings Required for creating and editing Schedule patterns.

Login password
Login password
change rights

Go to [Settings > Admin > Admin settings] to permit changes to Admin
password.

Division/Employee type Authorization

Configure authorization levels by combining [Division management] and [Employee type
management] authorizations. This defines the level of authorization and range of
operations the administrator can perform.

1. Select authorization levels for each operation in [Division Management Rights].
(A) Perform settings at [All divisions] row to assign administrative tasks across
divisions.

(B) To assign administrative tasks for a specific division, select a division from the
[Please select division] drop-down list.

Division Management Rights

eF b0 [x Mok At 1, [Flasive] S [t tA racaltil

(A) A st Ernpluyee sellings |« Mo authorzation = | Schiedule manegermenl | o« Mo authonzation: « | Sclusl iesull T
(B) Head office * | Employes settings | & View only = | Schedule management | & Wiew [/ Edit = | Actuzl result/ Tin
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Select authorization levels for each operation in [Employee type management
authorization].

You can apply authorization settings to all or selected employee types.

The combination of these settings defines the range of operations that administrators

can perform. Lower authorization levels are recommended.

There are 4 authorization levels.

O View / Edit - Enables viewing and editing.

m View / Request - Enables creating or editing data with permission from a higher-

rank Admin.

A View only - Allows viewing only.

x No authorization - Corresponding items are hidden.
* [Inherit upper level setting] will inherit [All divisions] or [All employee types] authorization settings.

The setting items are described below.

Employee Sets authorization to create and edit Employee data.

settings The [O View / Edit] permission allows sending Email from the
Employee setting screen.

Schedule Set authorization to edit schedules.

management To create schedules, the [O View / Edit] privilege is required.

Actual Set authorization to manage Time record data.

result/Time

To edit or delete time record, the [O View / Edit] privilege is

record required.

Data export Set authorization to export data from [All menu > Export / Import]
and other screens.

Closing Set authorization to close attendance data.
Employees and General Admins can't edit closed attendance data.
As an exception, the 1st Master Admin and Master Admins are
allowed editing.

Attendance Set authorization to recalculate attendance data. Attendance

recalculation

recalculation applies new attendance-related settings to past
attendance data.
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3.1.2.Admin login info

By creating Admin accounts, users can sign in as that Admin created.
Inform the Admin account user of the following login info. "You can also send login
information via email (please refer to p.31 for sending Email).

Login info

Login URL Same as 1st Master Admin login URL.

Login ID Generated automatically. Company code + 1+ Admin code (e.g.
xyz11000) You can confirm login info in the Admin settings
screen.

Login password Set a password when creating an Admin account.

If the password is forgotten, you can change or reset it in
[Settings > Admin > Admin settings > Edit > Password].

3.1.3.0perations

1st Master Admin or Master Admins can perform the following tasks in the Admin setting

screen.

{@ Admin settings
A Specify display condition

Display (count): 100 case(s) ¥

Email address )
verification: 3 days within expiration Unverified View

+ Create New | 0 Excel output | Send email Email address verification

I Master admin

No. | Admin code | Admin name | Eit | Others IRGE L) Email address E"::'ﬁ::::f Display language Ia:i"““::‘:d

1 admin Master Admin ¢ E.\ Done Apply option settings 2024/09/10 11:43

I Master admin

No. Admin code Admi i ign-inID  Email add Email address | tay 1 Password
lo. Imin co Imin name | gdit | Delete Others hod’ el mail address verification sl e St
10002 Samantha Rogers ¢/ g [il] N/A Japanese 2022/11/08 17:18
I General Admin
Email address Password

No. | Admin code | Admin name | £dit  Delete | Others Ll S CELLIEES Display language

verification last updated

Lisa Taylor Apply option settings  2022/11/08 17:19

ST
2 3000 Johnsmith 7 il

Apply option settings 2022/11/08 17:19

No. Buttons

Description

| @8 Excel output | Downloads Admin setting screen in Excel format.

2 ) Sends sign in credentials and URL for changing passwords to
o
multiple admins.

You can check if the registered e-mail address is valid. It displays

the verification status of Email addresses and secondary Email
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addresses, and allows you to manually send verification Emails.
For details, please refer to the following article.
https://support.ta.kingoftime.jp/hc/ja/articles/10910739725081

4 Deletes unused admin data.
* You can't delete if the Admin belongs to a [Request approval flow].
ﬁ (Delete) * Deleted Admins are hidden from the attendance data edit screen and
request approval logs.
* Only the 1st Master Admin can delete a Master Admin.
5 Click here to open the drop-down menu.
Edit history reference
Shows attendance data change log of each Admin (History is available up
to 10 years in the past).
= Employee allocation
(Others) Links employee account with the admin account. You can add a feature

that allows users to go to the management screen directly after signing in
as an employee.

Request message

Sets authorization to operate [All menu > Message management].

Login

Logs in on behalf of the Admin user.

3.1.4.Send Email

You can send notifications to multiple administrator accounts at once from Settings >

Admin > Admin settings. In addition to editing the body of the email, you can also reset the

password when you send it or add a link to change the password in the edit screen if needed.

1. Click the [Send email] button.

¢  Admin settings
~ | Specify display condition
Display (count):

100 case(s) ~

Email address

verification:

3 days within expiration

+ Create New ‘ [ Excel output | Email address verification

I Master admin

V)
1 admin Master Admin = £

Sign-in ’ etk

Email address
verification

Password

Display language last updated

= Done

Apply option settings  2024/09/10 11:43

I Master admin

1.3, n. a
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2. Select an Email template, then click [Apply].

Reset password

Send email

Select Email template

* You cannot send passwords to admins.
Because of this, checking the [Reset password] check box is recommended.

« Add password change URL

Motification on admin credentials =

(G
Apply

3. Confirm details at the edit screen and edit if needed.

[

Edit Email

|Motification on admin credentials

The Admin URL is as follows:

[#LoginURL] N\
Please sign in by using the following ID.
ID:[#ID]
If you have deleted a tag
If you have not already set a password, please access the following URL
[#PWChangeURL] from the text, you can
*The link will expire within 24 hours. insert it again from here.
* This e-mail is sent from a send-only address.
4
Insert tag  Mame Sign in URL Sign-in ID Password change URL @
Select Email destination
v No. Admin code ‘ Admin name ‘ Email address
L 1 111 General Admin 1

4. Click the [Send email] button, and once again in the confirmation dialog.
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'H'Settings > Admin >
Request approval flow settings

3.2.[Request approval flow settings]

You can receive Attendance data/Schedule edit requests
from employees and other administrators by using the ~~ ™,
Request approval feature. g g

Follow the instructions below to assign an Admin to a ‘l/” ’ ;,”'IF » ?Dtﬁ@rﬂ?

request approval flow. “ M?L:; E |

3.2.1.Setting instructions

1. Go to the Request approval flow settings screen, then press the [Edit] button of a
division.

2. Select an Admin to assign the approver role. Then click the [Save] button.

3. If there are multiple levels in a flow, add Approver 2, 3, etc. accordingly.
You may add up to 5 layers, but you do not necessarily need to do so.

4. When settings are complete, click [ < Return] on the upper left of the screen to return

to the previous screen.

&% Head office new approval workflow
I dil currenl approval v kilow

Approval flow Approver Edit

Aporover 1 Lisa Taylor Nelete

ADDIOver 2 Select approver -

Saleck approver
Masler Adinin

Jennipher Miller

To assign multiple approvers in a level

You can assign more than one approver to the same level.

In this case, either one of the members need to approve the request before passing it on
to the next level.

To add another approver, click [Add a new Admin at the same level], then select an
administrator from the list of approvers.

B

- 2

o
! £, Create an approval flow for each division.

Admins (Master Admin included) who aren’t added to the approval flow cannot
confirm nor approve requests. The same rule applies to 1st Master Admins and
Master Admins.
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4. ADD EMPLOYEE ACCOUNTS

This section describes settings related to employee data.
« Employee type settings
« Employee settings

4.1. Employee type settings 'H'Settings > Employee > Employee type settings

Creates employee types e.g. “Full time” and “Part time”. Employee type settings include
attendance calculation settings. If you have several different calculation methods, create
Employee types for each method.

4.1.1.Add an Employee type

Click [New Registration] or [Edit] to go to the registration screen.
Enter required info and click [Save] to save.

Register as \

Copies settings and creates new
Saves changes and returns to

N

_ Employee type. You cannot use existing
the previous screen.
names and codes.

¢ Add employee type

Register as
Basic info el Detail
Employee type code(Required): | 1000 * Enter in 10 characters or lass.
Employee type name(Requirad): | Full-time employee *In 100 characters or less

Closing day(Requiredl: | Month-end * Day

Shows advanced settings. Perform
advanced settings from here.

@
\_/-!’ Two preset Employee sample data are available. The sample data is a typical
calculation setting. Please feel free to use it and customize accordingly.
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Setting items are categorized.
Additional items in [Details] are also described in this manual.

Basic info
Employee type | Enter a code for identifying the Employee type. Enter in 10 Basic
code characters or less. You cannot use existing codes.
Employee type | Enter the name of Employee type. (In 100 characters or Basic
name less.)
Closing date Set the day of settling (closing) attendances. You can select Basic
from the 1st to the end of the month.
For example, if you select [15th], the Time Card shows
attendances from the 16th to the 15th of the next month.
Daily contract | Required for calculating deemed working hours during Paid Details
hours leave. For details, please refer to the following article:
https://support.ta.kingoftime.jp/hc/ja/articles/360038775033
Discretionary Required if your company only pays overtime beyond a Details
Overtime of specified amount of time.
the Month This item is available at Custom data item settings and
Monthly data export.
Weekly closing | Select a weekday for closing attendance data. For example, if | Details
date you select [Saturday], the week starts with Sunday and ends
with Saturday.
Display Set language settings for Employee screen (Time Card) and Details
language My Recorder. You can choose from Japanese, English,

Traditional Chinese (Auto-translated), Vietnamese (Auto-
translated), or Thai (Auto-translated).

o

-

here are so many items. Seems complicated, does not
it?

Why don’t you try focusing on [Basic items] at first?

[Details/Advanced features] are for advanced settings,
but not all companies need these settings. You can also
use the sample data.
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Workstyle

Working hours | You can choose between the regular working hours system -
and the variable working hours system.

If you select "Variable Working Hours", the [Variable Working
Hours] button will appear, enabling you to make detailed
settings. The following options will be displayed.

Variable working hours per month

Automatically sets the recommended settings for monthly
variable work and related calculation settings (*).

* Late night work hours slot, Late-night extra hours classification,
Overtime start time, Weekly legal (statutory) working hours, How to

handle leave hours and discretionary holiday work hours and Weekly
variable working hours (Carry-over)

Variable working hours per year
Specify the starting month and the monthly working hours.

Flextime per month

Automatically sets the recommended settings for flextime
work in monthly increments and related calculation settings
(*).

* Late night work, Late-night Extra Hours Classification, Overtime start

time, Extra Hours Work start time, Extra Hours Work allocation type,

Weekly legal working hours, Bonus wage overtime, How to Handle leave
Hours

Manual setting (flextime and others)
You can customize the variable working hours setting. Select

this option if you want to set up flextime settings for
multiple months.

Break-related

Time-record Employees use the Time Recorder to record the start and Basic
break end of break.

If [Do not approve] is set, recording break time by Time
Record is disabled.

Break time 1-3 | With this setting, employees can take breaks automatically. Basic
Enter in alphanumeric characters.
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This feature takes break time automatically when work hours
reaches the specified time. Break time are deduced from
working hours. If the item is blank, break time is not taken
automatically. Click [Add break] to add a new row.

Priority of Specify which attendance category to subtract [Break time 1- | Details
Employee type | 3] (auto-break) from.
break to

subtract from

Break time Perform settings on how to handle break time if manual Details
priority break time record and auto-break mode coexist.

Auto-detection (default)

Compares [Time-record break + Break specified by
Schedule pattern] and break time specified by Employee
types. The longer of the two is applied.

Prioritize time record break
If breaks are recorded by Time Recorder, select “Time-
record break” only.

Sum up each break type
Adds up break taken by time record, break planned in

Schedule, and break time specified by employee types.
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o
@)
S~— Types of break

There are 3 ways to take breaks.

1. Time-record break
Employees take break by Time Recorder.
This is suitable for recording actual break time.
To disable it, you can change configurations in [Time-record break] in
Employee type settings.

2. Auto break
Takes break time automatically when daily work hours exceed specified time.
Configure settings in [Break time 1-3] in Employee type settings.

3. Scheduled break
Adds schedule for break time.
Suitable for taking different types of breaks depending on work shift.
See “Pattern settings” (p.67) for details.

Choose a method that fits your company.

You can also combine different break types. When combining break types,
configure the break priority settings in [Employee type settings > Break related >
Details - Priority order of break].
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working time
allocation type

schedule nor under Overtime/Late night time slot) if there
are any.

Night work
Late night work | Any work during this time of the day is regarded as Assigned | Basic
slot Late-night hours, Unassigned Late-night hours or Late-night
overtime. Enter in [hh:mm] or [hhmm] format.
Unassigned Settings for handling unassigned work (neither included in Details
Late-night schedule nor under Overtime/Unassigned Late-night work
work hour hours), that occur during the time specified above.
allocation type
Daily overtime calculation
Overtime start | Work time past the specified time during this day counts as Basic
time [Overtime].
Turn the check box on before entering Overtime start time.
To regard work hours that are past schedule as overtime
work, check the box below.
Overtime Working time that exceed the specified number of hours are | Details
(cumulative) regarded as overtime work. This setting determines whether
time for early- | to start counting the working hours from actual clock-in time
in (if an employee comes in earlier than scheduled time).
Overtime Working time that exceed the specified number of hours are | Details
(cumulative) regarded as overtime work. This setting determines whether
time for late-in | to start counting the working hours from actual clock-in time
(if an employee comes in after scheduled time).
Unassigned The system generally handles work time that are neither Details
work included in schedule, nor under Overtime/Late night time
start time slot, as [Overtime work (Unassigned work)]. However, by
configuring this item, any work outside the schedule can be
regarded as overtime work. This setting is unnecessary if
schedules are set every day.
Unassigned Settings for handling unassigned work (neither included in Details
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(@)
= If you need to calculate overtime work by month, go to [Settings > Others >
Options > Attendance management settings > Flex work setting]. Select
[Apply].

[Flex work] is added under [Employee type settings > Monthly overtime work
summary]. Here, you can specify when overtime work begins, every month.

Weekly overtime calculation

Weekly legal The system handles working hours that exceed the specified Basic
working hours | value as Overtime.

Schedule
Days applied to | Set the number of days to apply Auto schedules (p.74). Basic
Auto schedule o
Handling of This setting determines whether to count work before Basic
work before scheduled clock-in time as work time.
clock-in
schedule
Handling of This setting determines whether to count work after Basic
work time after | scheduled clock-out time as work time.
clock-out
schedule
Handling of To regard clocks-ins that are exactly on scheduled time as Details
clock-ins “late-ins”, select [Treat as late-in time record].

coinciding with

scheduled time
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The following are leave related settings.

Paid leave grant Click the [Annual leave related settings] button to open Basic
the settings window (see p.63).
* Available if the Paid vacation grant function is enabled.
unit for vacation Specify the number of hours to take on each leave. The Details
(by hour) minimum unit is 1 hour * Available if the leave by hours
feature is enabled.
Addition to Fixed Determines whether to regard half-day leave and hourly | Details
time when leave as Fixed time (work time). Checked leave types are
obtaining half-day | handled as work time when employees take half-day and
or hourly leave hourly leaves during “Fixed time” hours.
How to Handle Determines how to handle deemed working hours during | Details
Leave Hours paid leave that are added up to work time, when
calculating overtime.
« Do notinclude : Excludes deemed working hours
during paid leave when calculating overtime work.
« Include (Not included in overtime) :
Includes deemed working hours during paid leave
when calculating overtime. However, the system will
not include discretionary holiday work hours that are
past the time specified in [Overtime work start].
+ Include (Include in overtime):
Include discretionary holiday work hours when
calculating overtime. The system includes
discretionary holiday work hours that are past the
time specified in [Overtime work start], when
calculating overtime.
* Ttem labeled as [Discretionary holiday work hours's
overtime calculation] depending on the internal setting.
Increase/Decrease | Determines whether to grant compensatory leaves Details
of Comp. leave working on holidays.
leaves when You can perform, general settings in [Settings >
Working days on Schedule > Leave type settings], but to perform settings
holiday is taken by Employee type, you can do so from here.
Discretionary Determines whether to calculate deemed working hours Details

holiday work
hours

during paid leave.
You can perform general settings in [Settings > Schedule
> Leave type settings], but to perform settings by
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Employee type, you can do so from here. Please refer to
p.56 for details.

Advanced features

You can perform more advanced attendance management and calculation settings.

Click on the category name to show setting items.

Time-record

By selecting [Approve], employees can edit their time record from

edit by their Time Cards. To require employees to submit edit requests,
employees select [Do not approve].

Edit time

record

Detect The system may detect error, if overlapping time records exist on
attendance the day [Discretionary work pattern] (such as direct-visit/no-return

data error in
discretionary

work) is applied.
If you select [Don't detect], clock-ins/outs are recorded without

work error.
(This data won't affect attendance calculation results.)
Time Card You can export Time Cards in PDF from [All menu > Daily data >

output format

Time Card > EXCEL]. You can also set different layouts by
employee types.
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4.2.Employee settings ¥ settings > Employee > Employee settings

You can add basic employee data in the Employee settings screen.
It also provides details on Personal Time Recorder setup, login info and password for
accessing the Employee screen (Time Card). Such info can be sent to employees by Email.

4.2.1.Add [Employee]

Enter employee data such as Name, Hired date and Employee code.

1. Go to [Settings > Employee > Employee settings].
Click [New Registration] or [Edit] to open the registration page.

Specify the display

Specify the number of displaying items.
Click [Show] to view data.

N\
& Employee settings
~ Specily display condition
Erployes: | All divisions ¥  Allemployee tyses \d
Display (count): | 100 case(s) *

+ Create New ] Reinstate employee @3 Cxcel output ’

Fingerprint | Password
Edit | Delete Others *nv'lll in " Email ﬂ.ddmi' last updated

1 1000 Man Offico | 1000 Ful-tima employee 1000 Sith Jabn , ‘:‘l = 2022/11/08 15:1¢
2 1000 Man Office ' 2000 Ful-tima empioyee 1002 Senith Rovert ‘LI = 2022/11/06 17:40
3 '1cc»c Man Oﬂﬂce-;‘xo Ful-tima av:lcv_-»-.-;-’m::- .Jc-m' Michasd i V‘;-| = 2022/11/08 17:41
4 1000 Man Office 2000 Ful-tima empl oyee 1003 ‘L\!'."‘: Sarah i _c,"-ﬁ >'__\]§— = 2022/11/08 17:42
5 1000 Mar Office <000 Ful-time empioyes 1004 Moore Patricia -5‘.2': iﬁ = 2022/11/06 17:42
§ 1000 Man Office 1000 Ful-time employee 1005 | Angesson Lind | I {1ni] = .2021"1 108 1742
7 1000 Man Office 2000 Ful-time employes 2000 Jamie Loz i:ﬁr ‘:ﬁ]‘- = 2022/09/09 14:20
—/r

Create New

Creates employee Click [Edit] to edit employee data.

account.

* Other buttons are described in p.50.
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2. In the Add division screen, enter the required info and click [Save] to save.

N
Saves changes and returns to the
& Add employee L previous screen.
Basic info Detail
Employee code Requirad): | 1001 * Enter in 3-10 characters.
Last/First name(Required): | Smith h
Shows advanced settings. Perform
Last/First name (Phonetics): = Smith .
advanced settings from here.
o
Details of the setting items are described below.
Basic info
Employee code Set a code for identifying employees. Enter in 3-10 Basic
alphanumeric characters. You cannot use existing codes.
Last/First name | Enter the name of employee (In 100 characters or less). Basic
Last/First name | Enter name phonetics (In 100 characters or less). Basic
(Phonetics)
Email address The Email address is used for the following purposes: Basic
« To notify employees of approved/rejected requests.
+ To notify missing time record
« To send employees info about their Time Recorder URL
and Employee screen (Time Card) login info.
+ To notify employees that their password had been reset
by their administrator.
Password Required for logging into Employee screens and clocking- Basic
in/out by password authentication.
* When this is left blank, [Employee code] is used as the employee’s
password.
* The password entered here are temporary.
When employees are using the temporary password on Time
Records or in Attendance requests, a password reset screen is
shown.
Gender Select male or female. Details
Date of birth Enter the date of birth. Details

44 Part 1 Basic settings




Employment info

OKINGSFTIME

Division Select employee’s Division. Basic
Employee type Select an Employee type. Basic
Hired date Required for paid leave administration, etc. You can’t Basic
record attendances before hire date.
Resignation date | Enter when the employee resigns. The employee will be Details
hidden from Daily and Monthly data after the resignation
date, but past attendance data will remain. You can't
record attendances after resignation date.
Daily contract Required for calculating deemed working hours during Paid | Details
hours leave. The same item exists in [Employee type settings],
but the settings in [Employee settings] are prioritized.
Weekly contract | Enter the number of days employee is contracted to work Details
work days per week. Note that this item is not referenced as the
[Designated work days per week] under [Paid vacation
grant function].
Discretionary Required if your company only pays overtime beyond a Details
Overtime of the | specified amount of time.
Month The same item exists in [Employee type settings], but the
settings in [Employee settings] are prioritized.
Admin code 1 Enter code in 50 characters or less as needed. This item Details
and 2 can be exported from the Export menu. This item is not
required for running attendance calculation.

Time Recorder info

The following are related to Time Recorder.

Personal Time

Choosing [Display] will enable a button that allows the employee to

Recorder access his/her Time Recorder from the Time Card screen.
button Link to My Recorder or Mobile Browser Time Recorder appears on
[Time Card > Menu] depending on your settings.
* Available if you are using My Recorder or Mobile Browser Time Recorder.
Division Employees can use Division Time Recorders from different divisions

available for
Time record

by changing settings from here. This way, the employee can use
the Division Time Recorder without changing the [Add help]
settings from the Time Recorder.

registration

Indicates whether authentication info (fingerprint, IC card, etc.) had
been registered. If [Yes] is indicated,
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status a button to delete the authentication info is displayed.
Authentication info can be re-registered after deleting.
Deleting the authentication info won't affect the employee’s

attendance data.
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4.2.2.Import Employee Data # Al menu > Export / Import

You can import employee data in CSV format.

First, create an import file layout. You must arrange the content of the CSV file as specified
in the Layout Setting. You can add employees easily by importing this file.

Create an import file layout (Only required once)

1. Go to [All menu > Export / Import] and click [Create import layout] next to Employee
data [CSV].

2. Click [Create new] and fill in the following items in the Create employee data layout
screen.

Layout name Name the layout. (Example: New employees)

Applied To add new employees, select [New/Update].

type/category * Select [Update only] to layouts used for updating existing employee data only. In
this case, [Employee code] is the only mandatory item.

3. At [Entry items], select employee info to import.
Select importing items from the [Available items] list, then click [Add]. The items
added are shown in the [Items selected] list.

Entry ltems: Selectable items Selected items
+ Employes code * Employee code * der
Qther employee admin code 1 Lask name *
ather employee admin code 2 First name * ~
< Last name * Transfer date *
Last name [Phonetics) Employes type code * "
< Firsl nonoe = Division code =
( First name (Phonetics)
Gender Add blank e
DOB (Y /MM/DD)
Hired date (¥ /MM/DD)
Resignation date (Y'Y /MM/DD) =
+ Transfer date * -
Add Adds an item to the [Items selected] list.

Release Removes item from the [Items selected] list.

Add Adds a blank column to the [Items selected] list.

blank This adds a blank column to the CSV template.

Orders Changes the order of items in the [Items selected] list.

Note Entries are displayed on the layout settings screen and the data import

(Employee data, Division/Time recorder data and Schedule data import) screen.
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4. Click [Save] to save the layout settings.
You can copy or save existing layouts under a different name with the [Register as]
button when in Edit mode. Layout settings for importing Employee data, Remaining
number of leaves are provided by default. Please edit and save as needed.

Import employee data

1. Go to [All menu > Export / Import > Employee data] and click [CSV].
2. Set following items.

Layout name Select the layout created in the previous step.

Handling of empty | This setting is applied when updating data of existing employees.
items If you select [Delete registered data], empty CSV items will clear
away the items saved on the system.

* This setting won't interfere with importing new employees.

3. Create a CSV template. If you already have one, please proceed to No.4.

Click [Download template] to download the template in CSV format. Save the file to
your computer and open it with Excel or Notepad.

Enter required information as in the first row, then save the data in CSV format.
* For more information on entering data and creating files, please refer to [Read first] in the top of
the Employee screen.

A B © D E F
1 |#Employee code* Last name* First name* Transfer date* Employee type code*  Division code*
2 1000 Smith John 2020/4/1 1000 10049
3 1001 Viau Roseanna 2016/9/1 1000 2009
4 1002 Eury Ellie 2010/9/1 2000 3000

4. Select importing CSV file. Click the [Select file] button and select the CSV file that you
have prepared.
5. Click [Upload]. Then click [Save] to proceed. Import will start.
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£

.f’.
!
% —~ Check your data with a text editor
If you created your data with Excel, please note that unintended commas (,) and

spaces (blank) in the file may cause upload error in rare cases. Be sure to use a text
editor to check your CSV file.

| template_employes.csv - ATHE - O
IrAiF) |E(E) SR0) =RV ATH)

1000, Smith, John, 20204471, 1000, 1000
1001 ,\-’|au Roseanna 201 8/9/ 1000 @U

002, Lee, Amanda, 2010,/9/1,2000, 300

This causes the [Too many items] error. A comma
in the end of the last item adds unnecessary
items.

This causes the [No matching found.] error. The
comma below the last row adds unnecessary items.

“

©)

.~ Please refer to the following FAQ content for information on how to enter values
and creating the file.

https://support.ta.kingoftime.jp/hc/ja/articles/360038343334
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4.2.3.0perations ¥ Settings > Employee > Employee settings

In addition to adding/editing employee data, you can perform the following tasks in the
Employee settings screen.

S Employee settings

v Specify display condition m /_\

+ Create New Display order settings Reinstate employee Email address verification ﬂ; Excel output

Fingerprint Email address Password
Othe Sign-in ID Email address
enrollment verification = last updated
1 | 1000 Main Office 1000 Full-time employee 1000 Smith John ‘_& I, — // Done 2023/06/30 14:09|
2 1000 Main Office 1000 Full-time employee 1001 Smith Robert ﬂ m 2022/11/08 17:40
Wage
3 1000 Main Office 1000 Full-time employee 1002 John Michael ﬁ m Send Time Recorder URL A 2022/11/08 17:41
Edit history
4 1000 Main Office 1000 Full-time employee 1003 Davis Sarah ﬂ @ e 2022/11/08 17:42
Signin
No. | Buttons Description

If the employees belong to the same division, you can change

EEELRE il | the display orders.
* Only available if one division is selected.

Shows the list of deleted employee data. By clicking [Recover
data] in the Deleted employee screen, you can return the data

e ea B | to the list of active employees.

* This button is only visible to the 1st Master Admin and other Master
Admins.

Sends Time Recorder instructions to multiple employees by
Email. Sends details on Personal Time Recorder setup, login info
Send email and password change URL. Please refer to the following pages

[

for details.

* Only available if one division is selected.

You can check if the registered e-mail address is valid. It
displays the verification status of Email addresses and
secondary Email addresses, and allows you to manually send
verification Emails.

For details, please refer to the following article.
https://support.ta.kingoftime.jp/hc/ja/articles/1091073972508
1

2 [ @8 Excel output Downloads Employee setting screen in Excel format.

Deletes unused employee data. Deleted employees are removed
3 [ (Delete) from the attendance data edit screen and request approval logs.

* Please use this feature when you registered mistaken Employee info, etc.
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As for the resigned employees, click [Edit] and expand [Detail] on the
Employment data category. Then enter [Resignation date].

* Deleting the employee will also delete related authentication data such
as Bio-information.

Click here to open the drop-down menu.

Send Time Recorder URL

Sends details on Personal Time Recorder setup to Employees
by Email, individually.

— Edit History

! (Others) Display the edit history of employee data (the history can be
viewed for up to one year).
Login
Logs in on behalf of the Employee.
* This button is only visible to the 1st Master Admin and other Master
Admins.
4.2.4.Send Email 'H'Settings > Employee > Employee settings

Go to [Home page > Settings > Employee > Employee settings].

Then, select a division from the list and click [Show].

Click the [Send email] button displayed on the screen. Sends details on Personal Time
Recorder setup, login info and password change URL.

& Employee settings

~) Specify display condition

(
Employeg: | 1000 Main Office hd : All employee types ¥ | All the employee group -
\

Display (count):| 100 case(s) ¥

_____________

Email address

! 1

1 i . i

verification: 3 days within expiratiohs &= [sUNFei e s e e e e e R R R R T T T T T T T T T ST A AR PR R RS 1 View |
\ !

P — —
Display order settings Reinstate employee Email address verification ‘ |

Employee

Fingerprint Email address Password
Empl type N - Sign-in 1D Email add
e code ame | Edit| Delete | Others ey enrollment mall aceress verification | last updated
1 | 1000 Main Office | 1000 Full-time employee | 1000 Smith John ﬁ ‘@ = N/A » Done 2023/06/30 14:00

“.Z_= The sender of the Email is [no_reply@kingtime.jp].
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Send My Recorder URL by Email

1. Go to the Send email screen. Select [For My Recorder] from the Email template list,
then click [Apply].
2. Select destination and click [Send email] in the bottom of the screen.

Send email

Select Email template
Resal pastwind '_ ANnot 1 paszwor

¥ Add password change UKL

“hecking the [Resst passwiord] check box is recommsanded
'l For My Recorder = '

Apaly

Edit Email

Mohicz of My Recorder URL

[T @ccess with PG smartphone]

Py

I:r i Lﬁ'.\\:l

~_~—Employees can start using the Time Recorder by following the instructions sent by
Email. Please refer to the [Employee manual] for information on My Recorder.

Send Login info by Email

1. Go to the Send email screen. Select [For Time Card] from the Email template list, then

click [Apply].
2. Select destination and click [Send email] in the bottom of the screen.
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Reset Password and Send Password Change URL

To clock-in/out by password authentication, every employee needs a password.
Please follow the following steps to have employees set their passwords.

1. Select a Division or Employee type from [Specify display condition] at the Employee
settings screen.

2. Click [Send email].

3. To reset password, select [ <<Reset password>>]. If you do not want to reset
password, only check [<<Add password change link>>1].
Then click [Apply].

5. Enter subject and content of the Email accordingly.
You can also add various items from [Insert tag] if needed. The tag is replaced by
corresponding employee info during delivery.

Edit Email

Password Change Link

Your password has been reset.

* The link will expirtﬁv?thm\zél hours.

~
~

* This e-mail is sent from a send:c?rﬂggddress.
You cannot reply to this email. B

Insert tag Name Time-record URL Login URL Login ID My Recorder URL 1 Password change URL

6. Select destination and click [Send email] at the bottom of the screen.

(@)
A
ol

If no password is set to a new employee account, the initial password is the same as
the Employee code.

53 Part 1 Basic settings



OKINGGFTIME

5. PREPARE FOR SCHEDULE MANAGEMENT

This section describes the settings related to Schedule management, such as work hours
and leaves.

+ Leave type settings

« Paid leave feature settings

« Pattern settings

« Holiday settings

« Auto schedule settings

5.1.Leave type settings ¥ Settings > Schedule > Pattern settings

A Leave type is a unit for calculating leaves.

When you create a Leave type, a summary column is added to the Time Card screen.

By setting a leave type to a schedule, you are taking a full day leave. This action will affect
the remaining leaves in the summary column.

5.1.1.Setting instructions

This section describes the [Leave type] settings.

Click [New Registration] or [Edit] to go to the registration screen.
Enter required info and click [Save] to save.
The setting items are described below.

Name Enter the name of the leave. (Examples: Paid leave, Compensatory
leave, Special leave, etc.)

Half-day leave By selecting [Apply], users can take half-day leave.

Calculating Choose either of the following to specify the leave calculation method.

obtained leaves
Subtract (Subtraction)

Manages the nhumber of granted leaves, leaves taken (used), and
remaining leaves.

Generally used for managing paid leaves.

Add (Addition)
This setting can be used for managing leaves that only needs

monitoring of the numbers taken.
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This is generally used for managing absences and legal holidays.

Increase/decrease
of Compensatory
leaves when
Working days on
holiday is taken

* Only available for Comp leave.

If you select [Increase by time-off clock-in], compensatory leaves are
granted automatically, if working hours during [Legal or Non-legal
time off] exceed specified hours.

Grant substitute
time-off

Perform settings here to use this leave type as compensatory leave.
If you select [Grant substitute time-off for substitute clock-in
schedule], the [Substitute clock-in] (compensatory work day) item is
available in the Add schedule screen. Compensatory leaves are
granted automatically when working hours in [Substitute clock-in]
exceed specified hours.

Allow negative
number

* Only available if [Calculation method of leaves when obtained] is set to
[Subtract].
This keeps employees from taking leaves when there are none left.

Effective period

Leaves are available from its grant date until the period specified in
this setting. You can't take leaves after this period. You cannot leave
the item blank.

Valid period

* Only available if [Calculation method of leaves when obtained] is set to
[Subtract].
You can edit the valid period in the Leave details screen.

Leave by hours

By selecting [Apply], users can take hourly leaves.

You can take Hourly leaves from the f[Subtraction] type leaves as well
(maximum of 1 to 5 day’s leave). This setting can limit the number of
hourly leaves that employees can take within a year.

In addition, if the [Daily contract work hours] is specified, you can
check the [Usable hourly leaves] in the leave details screen.

Daily contract work hours less than 1 hour

Under Japan’s Labor Standards Act, annual paid leave must be
rounded up if there are a fraction of contract working hours for less
than one hour. However, for holidays other than paid leave, you
are allowed to choose between “Round up” or “Do not round up”.

Full day leave
Type Count

Set if you are using the leave unit [Full-day Leave (Half-day)].
Use this option to take a full day leave in place of the originally
planned half-day work.

Display leave Type
Color

Sets the display color of the schedule column for leave days.

Image upload for
Leave Request

Employees can attach doctor’s note when requesting sick leaves. You
can select [Required], [Optional] or [Not Required] for each leave
types.
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Override Workday
Type if schedule is
set to Full-day
Leave

You can specify the weekday type of the leave day.

Leave Type-only
Schedule Request

This setting determines whether employees must request leaves by
choosing a leave category alone or also specify the schedule.

If no work schedule (scheduled clock-in/out) is set, the system cannot
calculate deemed working hours during paid leave.

Calculate
Discretionary
Holiday Work
Hours

Determines whether to calculate deemed working Attendance
hours during paid leave or count as working hours.

+ Do not calculate(*): Does not count deemed working hours
during paid leave.

« Calculate: [(Name of leave type) hours] will be available for
output in Custom data items, Time card [PDF], Daily data
[CSV], Monthly data [CSV]. The hours will count as working
hours.

+ Only perform calculations for each leave type (*): [(Name of
leave type) hours] will be available for output in Custom data
items, Time card [PDF], Daily data [CSV], Monthly data

[CSV]. The hours will not count as working hours.
*If this item is selected, the [Tally under Schedule time] check box will
appear. Checking on this will tally break time on schedule time.

Carryover setting

* Only available for Paid leave.

This setting automatically grants expired paid leaves as carryover
leaves.

For details, please refer to the following article.
https://support.ta.kingoftime.jp/hc/ja/articles/10520384409753

Leave of absence
feature

If this item is enabled in a leave type, you can manage the start
and end date of the absence period in the [Leave of Absence] in
the leave management screen. The following three options are
available.

1. Use for postpartum paternity leave *1

2. Use for paternal leave program *1

3. Use for customized extended leave / leave of absence *2
*1: Only one leave type can be set for this item.
*2: You can only set this item for a newly created leave type.
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On the Time Card screen, for example, leave types are displayed in the order in

To rearrange the order, click the [Display Order Setting] button on the Leave type

setting screen to open the display order setting screen.

After rearranging the order by dragging the label of leave type, click the [Save]

button to reflect the display order.

Absent

Sick child leave

Care leave

Matemnity leave

Parental leave

57
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You can restrict leave types to employees of certain divisions or employee types.

Summary of such leave types are hidden from Time Cards of employees who are not

allowed access. This prevents general admins and employees from editing and sending

requests on those leave types.

This section describes settings.

1. Click [ = ] of the leave type to open a drop-down menu. Click [Settings display target].

2. Enter required info, then click [Save] to save the settings.

The setting items are described below.

Restricting division

Select the division to permit use of the leave. You can select
multiple choices.

Restricting employee
type

Select the employee type to permit use of the leave. You can
select multiple choices.

Display on employee
Time Card

If you select [Enable], the leave type will be hidden from the
summary column in the Time Card screen for employees who
belong to the division or employee type that does not match the

condition.
* It will be displayed if the Time Card is accessed through the
administration screen.

Request by employee

If you select [Enable], employees who belong to the division or
employee type that does not match the condition will become

unable to submit leave requests under that leave type.

Request by admin

This setting applies to admins whose Schedule management
authorization is set to [ ® View / Request]. If you select [Enable],
the general admin will become unable to submit leave requests on
behalf of the employees who do not match the condition.

* The restriction does not apply to 1st Master Admin and Master
Admins.

Edit by Admin

This setting applies to admins whose Schedule management
authorization is set to [O View / Edit]. If you select [Enable], the
general admin will become unable to schedule leaves for
employees who do not match the condition.

* The restriction does not apply to 1st Master Admin and Master
Admins.

* The restriction does not apply to granting remaining leaves.
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[Kigf\"l
\ !
“~—""IMPORTANT:
® This feature does not cover Time Card [PDF] and Monthly data [CSV].
If you wish to export the leave types according to the division or employee
types, please create a separate layout.
® If you have disabled the setting under the Action category, the display and
operation restriction applies to all employees (Condition category setting is
not referenced).
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5.2.Paid leave feature settings

This feature calculates the grant date and the number of eligible paid leaves. You can also
send notifications related to leaves.

5.2.1.Function

When the grant day comes, [Eligible for annual leave] will appear under [Attention
required] in the home page. By clicking this item, employees eligible for paid leaves are
listed.

OKING 3 TIME £
© Attention

Last updated 13:47

(1) Entitled for Paid Leave

The screen shows grant date, number of days granted, and calculation method. Please
confirm details and proceed.

Pl s sl b g | mpdeaes
T
r Tmidamer Moz ‘wasa dwn mmll.rlm Dwen #wldr.l Dlyl Zuam o b BCTE Terura a1 1 ad ol ‘
I - e vilm daca ar [IERILE) yE P v dese LR TN TS L I PLL T ] ealed eriMe prandaal vely s, bl o grand dale 2 2 +15 I
I [O 1 B e § 7] 0wl 200G Cewsd on b debe Corbrect e Sy IIhay  MDwy J3lw e = | ooy A2 1an, 20T D9 el G M parexl I
\1“---HEHEMHM.&*FmF--q.lr-H—H.FHF--E-H'HFRF-HM-“F---------'
3 TEEE Hdesd Jovoaan T &g, LS Swsod v e ol Corbach e Sy M- Bl P T SO T P Ry Sy 0L Mg 201E ST lald Hae pueal

L, IMPORTANT:
The system will alert paid leaves that occur in the days after all settings described
in the following pages have been completed.

@

Please note that you can't grant leaves back from the past date point.

To grant leaves in past date points, please do so manually (*)

We also recommend granting leaves manually, if your company has leave
regulations that our system (refer to specifications in the following pages) does not
cover.

* For details, please refer to this article.
https://support.ta.kingoftime.jp/hc/en-us/articles/360040185973
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[Specification 1] Paid leaves granted

There are two methods of managing paid leaves.
+ Grant paid leaves based on hired date
« Grant paid leaves by grant date

You can also use the "Divided leave” feature to grant a portion of days in advance after a
specified number of months from the hire date, and a feature to determine the first and
second half of the year based on the grant date. This section describes the settings for
each method.

Grant paid leaves based on hired date
The system grants leave for the first time after the specified number of months from the
hire date. Thereafter, leaves are granted on the same date each year.

January December

1st 31st
Hired date: September 1st

Leaves granted (first time) : March 1
Leaves granted (second time) : March 1

Leaves granted (third time) : March 1

If an employee is hired on September 1st
In the case where the first grant date is set 6 months after the hire date

Grant paid leaves by grant date
The system grants leave for the first time after the specified number of months from the
hire date. Thereafter, leaves are granted on the same specified date every year.

January
1st

December

31st
Hired date: September 1

Leaves granted (first time) : March 1

Leaves granted (second time) : April 1

Leaves granted (third time) : April 1
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If an employee is hired on September 1st
In the case where the first grant is made 6 months after the hire date and the fixed

grant date is set to April 1

Grant paid leaves based on grant date (Divided leave)

A year's worth of paid leave will be granted in two installments, one on the "divided annual
leave grant date (first time)" and the other on a "1st base date (second time)". You can set
the following year's base date as "divided grant date".

December
31st

January
1st

Hired date: September 1

Leaves granted (first time) : December 1

Leaves granted (second time) : March 1

Leaves granted (third time) : December 1

In case which an employee joins the company on September 1 and leaves are granted on
December 1 and March 1

In case the divided annual leave is applied - first set of leaves are granted three months after
the hired date and the rest are granted six months after the hired date

[Specification 2] Paid leaves calculation method

To manage paid leaves, you can choose from following two methods.

+ Set the weekly contract work days.
+ Calculate the weekly contract work days based on the number of workdays per

year and total workdays
This section describes how paid leaves are calculated in each method.
Set the weekly contract work days.
Leaves are granted according to the table of proportional paid leaves. The employee’s

number of years worked and workdays per week serves as the reference value to
determine the number of leaves. For leave entitlement, the employee’s attendance rate
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must be over 80%.

If the minimum attendance is less than the specified rate, the user is entitled 0 leaves.

Calculate the weekly contract work days based on the number of workdays per year
and total workdays

Paid leaves are granted according to the estimated weekly contract work days, which is
based on the employee’s annual total of working days (does not refer to attendance rate).
We recommend using this setting if the workdays per week is not fixed and you cannot set
it for each employee.

Example of an employee:

* Worked for 6.5 years

* The year's total of actual workdays: 200 days

In the Proportional grant day table (see below), the employee is assumed to be working 4
days per week, giving him/her 15 leave days. (200 workdays fall under the 169-217

category)

Table - Example of proportional grant days (Statutory)

Weekly Minimum Timing for granting leave
contract workdays
. 6.5 years
work days | required | 0.5 years | 1.5 years | 2.5 years | 3.5 years | 4.5 years | 5.5 years
and above
5 days
and 217 days | 10 days | 11 days | 12 days | 14 days | 16 days | 18 days | 20 days
above
4 days 169 days | 7days | 8 days | 9days | 10days | 12 days | 13 days | 15 days
3 days 121 days | 5days | 6days | 6days | 8days | 9days | 10days | 11 days
2 days 73 days 3days | 4days | 4days | 5days | 6days | 6 days 7 days
1 days 48 days ldays | 2days | 2days | 2days | 3 days | 3 days 3 days
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5.2.2. Paid Leave-related Settings

You can open the settings related to annual leave from the following screens.
« Employee type settings
« Employee settings

Pre-configuration

Go to [Home page > Settings> Others > Options> Schedule settings] category. Ensure
that [Paid vacation grant function] is set to [Apply].

Items

Click the [Annual leave related settings] button at the Employee type settings screen.

1. Set the designated weekly contract work days (Required)

Items Function

Designation of the Specify the designated weekly contract work days.
number of days

Calculate the total Calculates the weekly contract work days based on the
working days per number of workdays per year and total workdays.
year based on the
designated number of
working days per

week

2. Set the first reference date (Required)

Items Function
Grant leave for the Leave will be granted after the specified number of months
first time x months from the employee's hire date.

after hire date and
set as grant date
every year:

Divided Annual Leave | The system grants the designated number of leave days after
the specified number of months from the hire date.

Based on divided This option is available once the Divided Annual Leave is
annual leave grant enabled. After granting leave for the first time, leaves are
date granted on the specified date.
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3. Set a second reference date (Optional)
You can set the second reference date together with the first.

Items Function

Fix grant date to m/d | Set a fixed grant date once a year.

Divide the fiscal year | For example, if the fixed grant date is set to "April 1", the

into two parts, based | following applies.

on the grant date First half of the fiscal year (April - End of September)
Grant date: October 1 (Applicable to employees whose hire
date is in the first half of the year)

Second half of the fiscal year (October - End of March)
Grant date: April 1 (Applicable to employees whose hire date is
in the second half of the year)

Prioritize the second Grant leave on the second reference date.

reference date For example, under the following conditions, the first grant
date would be April 1.

- Hired date : March 1st

- First reference date: 6 months after hired date

- Second reference date: Fixed grant date is April 1st

4. Set the proportional number of leaves

The proportional number of leaves are granted by the employee’s Designated number of
working days per week times the years of tenure.

By filling in the items, the system grants annual leaves based on the estimated workdays
per year (calculated from each employee's Designated number of working days per week).
Legal standard is applied to default settings, but you can make configurations that fits to
your company’s rule.

5. Set the humber of working days and the number of total working days.

This is used for calculating attendance rates (Number of working days / Total working days
x 100).

You can select [Weekday work], [Legal holiday work], [Non-legal holiday work], and other
leaves.
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5.2.3.To perfom paid leave feature settings

Please complete the following settings before starting.

Options

Go to [Home page > Settings > Others > Options > Schedule settings] category. Ensure
that [Paid vacation grant function] is set to [Apply].

Employee type settings

Go to [Home page > Settings > Employee > Employee type settings]. Click the [Edit]
button of the employee type.

1. Click on the [Annual leave related settings] button.

Set the method for granting leaves. Please refer to [Specification 1] in p.61.
Specify the designated number of working days.

Set the reference date. Please refer to [Specification 2] in p.62.

Set the number of workdays and total working days.

i h W

Employee settings

Go to [Home page > Settings > Employee settings > Edit] and enter [Hired date].
If the [Hired date] is empty, the employee will not be entitled to paid leaves.

——,

-

\_f-z7 The system will start notifying paid leaves granted from the following day of
completing all settings above. Please note that you can’t grant leaves back from the

past date point.

5.2.4. Registering the remaining number of annual paid leaves

Please refer to the following article for information on how to register the number of days
and hours of paid leave remaining at the time you are implementing our system.
https://support.ta.kingoftime.jp/hc/en-us/articles/360038330934
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5.3.Pattern settings ¥ Settings > Schedule > Pattern settings

This section describes the Schedule pattern settings.

About [Schedule]

By setting schedules, administrators can organize works shifts (e.g. Create early and late
shifts) as well as set late-in/early-out, break time, configure overtime calculation process,
etc.

Example of a calculation (No schedule applied)
In this example, the time between clock-in and clock-out is regarded as working

hours.  ~16ck-in Clock-out

10:00 AM 8:00 PM

L"""""""""""""""""""""ﬂ ===

1 Overtime start (8 hours) * Employee type settings |

Example of calculation (No schedule applied)

The difference between clock-in schedules and actual clock-in records is calculated as
[Late-in time].

In addition, any work that exceed scheduled time, but finished earlier than overtime
hours, are calculated as [Unassigned work]. Schedules can be used to run various

calculations.
Clock-in Clock-out
10:00 AM 8:00 PM

Work time Unassigned work

Late-in Break time

1
1
o Clock-out

Clock-in ! Break schedule <chedule
schedule : 12:00-1:00 PM

I 6:00 PM
9:00 AM i< _________________________________________________ >

1

Overtime start (8 hours, break time not
included) * Employee type settings
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Why do we create Schedule patterns?

It is hard to set clock in/out schedules manually every day. You can make it easier by
creating a pattern for schedules and shifts. You can set clock-in/out schedules and related
settings just by applying the pattern you created.

2 types of schedule patterns

There are two types of schedule patterns. Each function differently.

Schedule type Function

Normal work This is a clock-in/out schedule pattern.

By setting clock-in/out schedules, late-ins and early leaves are
calculated.

You can also set break schedules.

Discretionary work This schedule pattern handles a day as workday, even if
(Deemed work) employees haven't used the Time Recorder. This is useful
when employees cannot use the Time Recorder during their
business trip.

5.3.1.Create schedule patterns ¥ Settings > Schedule > Pattern settings

Click [New Registration] or [Edit] to go to the registration screen.
Enter required info and click [Save] to save.

~
Register as

Saves changes and returns You cannot use an existing

to the previous screen. Pattern code if you are saving

it under another name. -

@ Create pakLl.Elll
s

This pattern had been used in the past Attendance data.

* Past data will not be re-calculated by changing Patt
* Run re-calculation to apply the changes made to thf  Shows advanced settings. Perform
advanced settings from here.

Basic info Detail 4

Pattern code: | 0001
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':~'~'~;Settings > Schedule > Pattern settings

This section describes settings to create regular workday pattern.

Basic info
Pattern code Enter the code for identifying schedule patterns. Enter in 3- Basic
10 alphanumeric characters. Schedule patterns are arranged
in ascending order of pattern codes. You cannot use existing
codes.
Pattern name Enter the name of the pattern in 100 characters or less. Basic
* PDF may not be exported properly if full-byte and half-byte
characters are mixed.
Schedule type Select [Normal work]. Basic
* Once you create a pattern, you can’t edit the associated schedule
type.
Pattern color Set a color of the pattern. You can set background and font Basic
colors. Colors can be used to distinguish different schedules
on the Schedule management screen.
Division to Select divisions that can use this pattern. Details
apply
Employee type | Select employee types that can use this pattern. Details
to apply
Plan
Clock-in Set a clock-in schedule. Basic
schedule Clock-ins later than this time are regarded as late-in.
(Core-time start)
Clock-out Set a clock-out schedule. Basic
schedule Clock-outs earlier than this time are regarded as early-out.
(Core-time end)
Late-in/Early- This counts late-ins and early-outs. Select [N/A] when not in | Details
out judgment use.
Work fixed This specifies the range of attendance calculation. Regardless | Details
start time of clock-in time, only the hours after the specified time are
calculated as work time.
Work fixed end | This specifies the range of attendance calculation. Regardless | Details

time

of clock-out time, only the hours before the specified time
are calculated as work time.
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Discretionary Select the calculation method for discretionary work hours Details
work (Deemed | during leave. By selecting [Calculate discretionary work
work) hour], the system calculates the deemed work hours during
leave based on [start/ end time]
Break schedule
Break setting Employees can take breaks automatically at the specified Basic
1-3 time.
To add up discretionary work hours, specify how many hours
to regard as working hours. Click [Add break] to add a new
row.
Break schedule | Specify the duration of auto-break time in minutes. Details

(hrs)

Half-day work

Add AM work Add a schedule to take half-day leave in the afternoon.
pattern Click [Settings] to open a pop-up window.

Add PM work Add a schedule to take half-day leave in the morning.
pattern Click [Settings] to open a pop-up window.

Advanced features

Click on the category name to show setting items.

Force settings
of workday

type

This pattern overwrites Workday type settings.

Leave category
allocation

Selecting [Disable allocation] will prevent the allocation of leave

categories when using this pattern.

Note

Enter a description for this pattern.
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“_~  About [Workday type]

There are 3 types of workday: [Weekday], [Legal time off], and [Non-legal time
off].

Workday types determine whether to count working time as regular workday or as

work on holiday (legal/non-legal).

Set Workday types as follows.
The priority orderis1 >2 =3 >4 > 5,

Override schedule pattern (Force workday type)
Set workday type when setting schedules manually

1
2
3. Set workday type by submitting schedule requests
4. Set workday type by auto schedule (p.74)

5

Don’t set any workday type

If none of 1 to 4 are specified, workday type is automatically set to [Weekday].

* Workday types are always set to workdays that have schedules or attendance records. You
cannot set it to [None].
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5.4.Holiday settings ¥ Settings > Others > Holiday settings

To handle national holidays as regular holiday or distinguish from other weekdays, perform
settings from here.

To schedule national holidays, please refer to [Auto schedule settings] in the following

pages.
Holidays are indicated in red font color in Time Card screens, etc.

5.4.1.To add Japanese national holidays

Japanese holidays can be registered automatically or manually.

Auto registration

Holidays for the following year can be automatically registered for the division of your
choice. Click on [Auto-registration setting for Japanese national holidays], select the
division you want to apply the setting to, and click [Save].

Please select a division to apply the Japanese national holidays and save. After the Jap)|

I Select division

Apply No. Division code Division name G
All divisions
1 1000 Main Office
2 2000 Osaka Office

To exclude specific days, please uncheck the corresponding day of the week under Days of
the week for auto-registration.

Days of the week for auto-registration

fe | Sunday Monday Tuesday Wednesday Thursday Friday Saturday

The auto registration takes place before dawn on the first day of each month.
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Manual registration

Japanese holidays can be registered manually at any time.

To add Japanese national holidays, click [Add Japanese national holiday] to view the list of
national holidays.

Select division(s) to apply the holidays and click the [Registration] button.
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f “{H\\)l X This screenshot shows the Japanese version of the screen.

Around mid-February each year, the server side of this system will prepare the
following year's holiday data. Then, you are ready to apply the holidays manually.

5.4.2.Add custom holidays manually

To add custom holidays such as your corporate anniversary, click [New registration].
Enter the name, date of the holiday and select divisions to apply the holiday. Click the
[Save] button.
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5.5.Auto schedule settings #¥ Settings > Schedule > Auto schedule settings

This feature adds schedules automatically.
Set schedules for each day of the week. The schedules are created according to different
employee types and division.

5.5.1.Descriptions

Specify the display

Specify a division, employee type, etc.
Click [Show] to view data.

A}
Auto schedule settings
#1 Spaciby disploy candibion
splipes: LG | jugd olTios = Al el Legus
* Schedulos ans ap i sutomaticzlty dunna tz rumber af davs specfizd at Sothings = Leplaves tvoz sothings.
I Aulo scheduls applied osrrently
Divislan Emplayes type | Edib | Copy Marme Sunmday Manday  Tuesdoy  Wednesday Thursday  Friday Saturday Holiday
00 He aiTen | 10008 ST .{_'cr-\rm'::.u-e Legal ool ekt Wae ooy Weacay Wasoday LU Mon-egs bre-off Morelegel bre-oF
| Tern Poediz: Fizlaluy Mo wl@lill Ml sbill | Monensl shill Merrrsl <bilt Bosesl ol Puliba: Fedickiy Pulriz: bazladay
000 Heaael aiTien | F0O00 Pnl-lirws | 280 B
Fatlean
Currently applied auto schedules \_
Shows Auto schedule.
The schedules are created by different employee
types in each division.
No. | Buttons Description
1 Add schedule Adds a schedule to all employees displayed on the screen.
(Edit) i . . o
ﬂ Configures settings for employee types in each division.
2 : ) )
Copies auto schedule settings to different employee types and
divisions.
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5.5.2.Setting instructions

Click [Add schedule] or [Edit] in the Auto schedule settings screen.
Specify a [Workday type], [Pattern] or a [Leave type] for each weekday.

Workday type | There are 3 types: [Weekday], [Legal time off], and [Non-legal
time off].

Workday types determine whether to count working time as
regular workday or as work on a holiday (legal/non-legal).

Patterns Set a schedule pattern you want to set automatically.

Leave type Set a leave type you want to set automatically.

5.5.3.When auto schedule settings are reflected

Auto schedule settings are registered under the following circumstances.

When clocking-in/out

Schedules are added automatically when the employee clocks-in/out or edits the
attendance data.
This won't overwrite existing schedules.

Once a day (night time)

The schedules of the employees are registered when the system runs a regular update
(takes place once a day during night).

Settings in [Home page > Settings > Employee type settings > Edit screen > Days to
apply Auto schedule] are needed before beginning. The settings are enabled from the
following day of the setting. You can’t apply new auto-schedules to past records and
existing schedules.

(R
[_Qg- }

— You can't apply auto schedules to employees with Resignation date set in the
Employee setting page.
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6. WORKSTYLE REFORM-RELATED SETTINGS

6.1.Set the upper limit regulations of overtime

Until now, when a "36 Agreement" has been concluded, the upper limit for overtime work
was set "in principle, no more than 45 hours per month and no more than 360 hours per
year," and any overtime work more than this limit was considered illegal.

However, "special clauses" made it possible to have unlimited overtime work.

The "Overtime Work Limit Regulation" stipulates overtime work limit based on 36
agreements, and sets an upper limit for overtime in work that applies to special clauses as
well.

4 )

For general business operations

& Overtime work under 36 agreements shall be limited to 45 hours per month and

360 hours per year in principle.

# Special clauses exceeding 45 hours may only be applied up to 6 times a year.

#®Even in the case of special clauses, overtime shall be less than 100 hours per

month including holidays,
and the maximum overtime hours per year shall be 720 hours or less.

* In case of business operations involving automobile driving, 960 hours per year

& The average total hours of overtime and holiday work for multiple months (two to
six months)

must not exceed 80 hours.
* Does not apply to business operations involving automobile driving.

. )

This product allows you to manage your employees' overtime work.
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6.1.1.Set the [Contract limit] and [Alert] for overtime

Set the [Contract limit] and [Alert] for overtime as follows.

Employees who have worked a certain number of overtime hours are listed, allowing the
admin to grasp the actual status of employee work and prevent excessive overtime work.

To set the upper limit regulations of overtime

1. Go to the Admin home screen > Settings > Others > Workstyle reform settings > Upper
Limit Regulations of Overtime and click [Create New].

& Upper Limit Regulations of Overtime

Upper Limit Regulations of Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

[ B3 Excel output

2. Enter the Basic info.

& Upper Limit Regulations of Overtime

Basic info

Code({Required): #: Enter in 3-10 alphanumeric characters.
Name(Raquired): *In 100 characters or less
Operational task: | General -

Division: Selact division

All divisions

Employee type: Select employee type

All employee types

« Specify the Code and Name to identify the setting about to be used.
+ Choose [General] or [Automobile driving operations] for the operational task.
- Filter the applicable employees by division or employee type.
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“.__~~" Choose [General] or [Automobile driving operations] under [Operational
task]. Your choice will cause differences as follows.

*Hidden when [Automobile driving operations] is chosen.
*720 hours/960 hours

You can perform optimal setting for your business by switching the options
at [Operational task].

3. Set the basic overtime work limitation. The default for Contract limit is set to the upper
limit of the 36 Agreement, and the default for Alert is set to 80% of the maximum
value, respectively.

Basic Overtime work Limitation

[a] 1 Menth : Alert| 36 k. antract limrt: | 45 irz o lir 45 H

T yaar e ed)z R T T | 360 I

4. Set the [Overtime plus holiday working limitation].

*Hidden when [Automobile driving operations] under [Operational task] is chosen.

Overtime plus holiday working limitation

1 month(Required): Alert:| 80 Hrs. Law limit: 100 Hrs.
*If [B] has value, alert value of [B] will be prioritized

Multiple months average Required): Alert: 64 Hrs. Law limit: 80 Hrs

The default for Contract limit is set to the upper limit of the 36 Agreement, and the default
for Alert is set to 80% of the maximum value, respectively.

If the Contract limit is entered and the Alert time is unspecified, a time equivalent to 80%
of the Contract limit is automatically set as Alert time.

The values that can be entered are as follows

® [Alert] -> Value less than the contract limit
® [Contract limit] -> Number within the law/legal limit
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5. Set the [Overtime work Limitation with Special contract].
If [General] is selected under operational task

Overtime work Limitation with Special contract

Contract limit exceeding count of Aleri:| 1 Counts

Contract limit:| 2 Counts Law limit: & Counts
[A):

[B] 1 Month(including holiday Aleri:| 50 Hrs. Contract limit: | 80 Hrs. Law limit: 100 Hrs.
work):

1year: Alert:| 500 Hrs. Contract limit: | 600 Hrs. Law limit: 720 Hrs.

If [Vehicle driving tasks] is selected under operational task

Overtime work Limitation with Special contract

1 year: fler - moavtract limit |

The values that can be entered are described below.

® [Alert] -> Value less than the contract limit

® [Contract limit] -> Number within the law/legal limit
Please enter values for all special clauses.
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6.1.2.Alert target/subject

Employees who have reached the number of hours set for each alert and employees who
have "exceeded" the limit for each report will be listed as alert targets.

Specifying the legal limit in the "Upper Limit" item will inform you of the members who are
subject to penalty.

If you wish to receive notice of the upper limit before penalty applies, we recommend that
you enter an upper limit value that is less than the legal limit. Employees who reached the
legal limit of 1 month’s [Overtime plus holiday working limitation] or has exceed the legal
limit of [Multiple months average] are also subject to the alert.

6.1.3.To check which employees have reached the alert and maximum
standards

To check for employees who have reached the alert and maximum standards, follow the
description below.

Click on the [All menu] in the top of the management screen and click [Workstyle reform
alert].
n £ Return _‘-;_._:I '_"I I‘_'I D '\j{ I

Mernu

Click [View] to show the list of employees who have reached the alert and maximum
criteria.
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& Upper Limit Regulations of Overtime
) Specify display condition

Employee: | All divisions All employees types

Displaying period: | 2022 ¥ |Year

Upper Limit Regulations of Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

Click on [Detail] to the right of the employee's name to see which alert and upper limit
criteria have been reached.

&\ Upper Limit Regulations of Overtime

~  Speaty asplay condition

Cinployes: Al divisions All employee types

S snting dosici ool

Ugper Limit Regulatons of Overtime Haghly Professicnal Werker's Program 5 Days Mandatory Leave
| @8 Excel output

Alert criteria violated employees

Fmployen typa Fmployes code Detail

1000 Main Gffice | 1000 Ful-time empioyee 1000 1000 Senith John

Employees exceeding the work time limit submitted to the Labor Standards Inspection Office

Division Employeea type Employee code Name Desbasil

1000 Mar OfMee | 1000 Full-tme emrgioyee 2000 1000 Semith Jobn |C-‘:l? |

Employees Exceeding Statutory Limit

Employee typa Employea code

1000 Man Office | 2000 Ful-time enployee 2000 1000 Smith John ]{;.;.[;.‘l
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Upper Limit Regulations of Overtime Detail

Main Office ¢/ Full-time employee / 1000 Smith John

. Gpecily deplay condilion

Msplaying pered: | 2022 ¥ | Yomr

View

| W Excel cutput | Shows the time record

Alert violations

Time Card | Regulabza  Amount bours |/ counts

Condition

Year 2022 Month 2

Shows the Condition Time/Count set.
Subject to Work Time Limit Submitted to L

Wit lime Card | Regulation  Amount hours J counts Rursasoay

Year 2022 Month B r: 45 Hrs. 24940 Hrs.

The awartima work exceeded basic 1 mant WPrT“ Imitaticin an the mankh,

Subject to Statutory Limit
Reasons

Shows which alert and upper limit criteria have

115.20Hrs.

/ | been reached.

.

Shows the actual

Click here to open the Time Card for
the corresponding month.

82 Part 1 Basic settings



OKING GFTIME

If any employee has reached the warning or limit criteria, an alert will also appear in the
[Attention] section of the Home screen.

0 Attention
Last updated 14:17

A Overtime Alert/Violation

\

-

You can also click here to go to view the list of employees.

Ay Upper Limit Regulations of Overtime
#  Specfy display condition

Crployee: | &1 divisions All employee types

Uisptaying pesicd 022 ¥ |ear

Ugper Lmit Regulations of Overtime Highly Profesianal Worker's Program 5 Days Mandatory Leawve

[ BE Exosl autput ]

Alert criteria violated employees

Division Employes typs Employes conde Hama sl
1000 Maln Gffice 1000 Full-tme employes 1000 1000 Senith Jchn _3et;||IJ
1000 Maln Office 1000 Full-tme employes 2000 2000 Jamle Les 3|=|_g|ll

Employees exceading the work time limit submitted to the Labor Standards Inspection Office

Diwizion Emiployee bype Employee omde
1000 Main Gffice 2000 Full-tme employes 2000 1000 Smith John Zululll
1000 Main Gffice 2000 Full-tme employes 2000 2000 Jamie Loa 3._.|_ﬂ,||

Employees Exceeding Statutory Limit

Fnpl ooges: type Frployes: cmde:

1000 Main Office 1000 Ful-tme employes | 1000 1000 Emith Jabn [_-,L.:d"]
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6.2.Set up the Highly Professional Worker’s Program settings

Japan’s “Highly Professional Worker’s Program” exempts "workers with a high level of
expertise and a certain annual income" from regulations concerning extra wages for
overtime, holidays, and late-night work, and pays them based on the value of their work,
not on the hours they work.

When applying the Highly Professional Worker program, a labor-management committee
must be established at the workplace and a resolution must be passed by four-fifths or
more of the workforce, and the consent of the eligible workers themselves is required.

Violations are subject to penalty.

Applicable occupations

Development and dealing of financial products, analyst, consultant, research and
development work, etc.

*Specified by Ordinance of the Ministry of Health, Labor and Welfare.

Eligible Workers

Workers with an annual income of 10.75 million yen or more, a level considerably higher
than three times the average salary based on statistics from the Ministry of Health, Labor
and Welfare.

In addition, the following health measures are required.

¢ Obligation
At least 104 days off per year

¢ Optional (Implementation of one of the following)

- Maximum time in the office

- Intervals between work

- 2 consecutive weeks of vacation (104 mandatory holidays + 2
consecutive weeks of leave)

This product allows you to set up and manage the "Highly Professional Worker's Program"
for each employee.

You can set the minimum number and the alert threshold of the mandatory days off, the
employees to be covered, and the health measures to be applied.

By displaying the list of employees who apply to the above settings and alerting managers,

84 Part 1 Basic settings



OKINGSFTIME

overwork can be prevented before it occurs.

6.2.1.To perform the Highly Professional Worker’s Program settings

1. Go to the Admin home screen > Settings > Others > Workstyle reform settings >
[Highly Professional Worker’s Program].

% Highly Professional Worker’s Program

Upper Limit Regulations of Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

2. After clicking [Create New], the following screen will appear.

Basic info

Highly Professional Worker’s 3~ 103 LI

Program Code(Required):

Highly Professional Worker’s *In 100 characters or less

Program Name(Required):

Mandatory Holiday Minimum: 104 Day
Settings(Required):

Alert:| 260 days later * Indicates alert if the employee hasn't taken sufficient amount of leave within a year from the beginning of the fiscal year.
Excluding Leave Types: Select
Measures:
® Max. Working Hours Limit: 1 Month Alert:| 160 Hrs. Limit:| 200 Hrs.
3 Months Alert: | 480 Hrs. Limit:| 600 Hrs.
O Work-interval: Follow Option Settings 11 Hrs. 0 min.
Intervals 11 Hrs.| O min.

O Consecutive Holidays:

Minimum:| 14 Day

asn't taken sufficient amount of leave within a year from the beginning of the fiscal year.

pes under Mandatory Holidays.

O Nen-regular Health Chackup

2. Enter the code and name for the setting.
The easier it is to understand which health measures to be selected, the divisions and
employee types to be covered, the easier it will be to make subsequent employee
selections.
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Example: Highly Professional Worker’s Program Code: 001, Highly Professional Worker’s
Program Name: Consecutive leave

Highly Professional Worker’s Program Code: 002, Highly Professional Worker’s
Program Name: Laboratory S

Highly Professional Worker's * Enter in 30-10 characters.
Program Code(Required):

Highly Professional Worker’s * Enter in 40 characters or less.
Program Name(Required):

3. Perform the [Mandatory Holiday Settings] setting.
Mandatory Hollday Mimimor s 104 dave

Settings|Required):
t 260 days later

g L Ve Select

Calculate one year from the beginning of the fiscal year.

Since mandatory holidays are required by law to be at least 104 days, the minimum
range of values you can set is 104 to 360.

Set the number of alert days to notify the manager when an employee has not reached
the minimum number of days off. The range of values you can set for the alert is 1 to

360.

In addition, you can click on [Excluding Leave Types] and select [Absent] or other
types of leave that does not count as mandatory holidays.
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Depending on the number of days set for [Alert], unused holidays may not be fully

taken at the time the warning message has

appeared.

Example: In case of setting [330] days for alert.
After 330 days, an alert had appeared, but the employee in question had taken

only 60 days off.

The employee must take the remaining 44 days off, but there are not enough

days left until the end of the year (35 days

4. Set the [Measures].

left).

In Measures, select one of the four options to set up.

Click on [Save] when finished.

Measures:

@® Max. Working Hours Limit: 1 Month Alert:

3 Months Alert:

2 Work-interval: Follow Option Settings 11 Hrs. 0 min

Intervals 11 Hrs.| 0

) Consecutive Holidays:

14 Sun

Minimum:

Leave Ty

) Non-regular Health Checkup

/pes under Mandatory

- 200

mit: | 600

1 sufficient amount of

Max. Working Hours Limit
This feature covers the [Hours in office].
Please refer to the Definitions section in the co
are calculated for time in office.
https://support.ta.kingoftime.jp/hc/en-us/article

ntents below to determine which hours

s/360038341594

Set the [Contract limit] value and the [Alert] value to notify the hours in office for [1

month] and/or [3 months].

The [Contract limit] time can be set to the [1 month setting] or [3 month setting], and

the [Alert] time can be set to notify the admin
is likely to reach the [Contract limit].

There is no legal provision for the number of h

87

when an employee’s total hours in office

ours specified in [Contract limit].
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Please set the number of hours in consideration of your company’s upper limit
regulations of overtime.

If [Alert] time is unspecified, a time equivalent to 80% of the [Contract limit] is
automatically set.

Work-interval
Set the number of hours required between the end of the previous day's work and the
beginning of the next day's work.
To apply the same settings in Home screen > Settings > Options > [Count shortages of
intervals between work], select [Follow Option Settings].
For details on the [Count shortages of intervals between work] setting, please refer to
the following article.
https://support.ta.kingoftime.jp/hc/en-us/articles/360038340954

To apply a different setting, select [Intervals] and set the number of hours.
The range of values you can set for the alert is 0 hours 1 minutes to 12 hours 0 minutes.

Consecutive Holidays
Set the minimum number of consecutive leaves to be taken.
The minimum value you can set is [14] days.

In [Alert], set the number of days to notify the admin if an employee has not taken the
minimum number of days of leave specified. This can be set in the range of 1 to 360.

You can select which type of leave to count as consecutive leave from [Select].

Since you are required to manage them separately from the 104 days of Mandatory
Holidays, only leave types that are not specified as Mandatory Holidays are displayed in
the Consecutive Holidays field.

Consecutive holidays are regarded as consecutive if the leaves have no workday in
between.
Therefore, consecutive holidays are still regarded as consecutive even if an employee

takes a leave type not specified as consecutive or mandatory holiday in between.

Example: Select only "Special Leave" in [Select].
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X Do not count as consecutive leave

April 01 | April 02 | April 03 | April 04 | April 05 | April 06 | April 07 | April 08 | April 09 | April 10
Special | Special | Special | Special
leave leave leave leave

Special | Special | Special | Special

Workday|Workday
leave leave leave leave

O Count as consecutive leave

April 1 | April 2 | April 3 | April 4 | April 5 | April 6 | April 7 | April 8 | April 9 |April 10
Special | Special | Special | Special | Public | Public | Special | Special | Special | Special
leave leave leave leave | holiday | holiday | leave leave

leave leave

Non-regular Health Checkup
Apart from the options, no special settings are required here.

Since health checkups cannot be managed within this product, alerts cannot be
displayed.

Please manage this separately in another product.
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5. After providing the details for the setting, the new Highly Professional Worker’s Program

setting will be displayed. Click on [Select employee].

&% Highly Professional Worker's Program

Uppar Uit lagoketors of Uvaitime 1ig by Profession al workars Progrem 5 Days Mandalony Lo
+ Creale Hew Ervpluyges sebaglion lid |_ B el autpus

Wiz, | Higghly Protesskonad 'Waorker's Program Code Highly Profesdonal Worker's: Frogram Hame  can  Dekese FMandatory Holday Seitings Heasures Hax, Warking)

AN 10 dE%

[

o ; & m |—'= . wan S 3 ks
L oGl CreRct v Lame ] eect empyee B e 00 depn o RERCLT v Holoe
*a=ths Alart;
2wz elzretory & I e AL T Max. Wk Hours Linl et e
- - L B e Y Y W . S 2 Maths Akt
L

6. In the following screen, select the employees to apply the Highly Professional Worker’s

Program.
£ Select employee

Please select employees for the Highly Professional Worker's Program settings.

Highly Professional Worker’s Program Name: Laboratory S
Highly Professional Worker’s Program Code: 002
Mandatory Holiday Settings: Minimum: 104 days  Alert: after 260 days
Measures: Max. Working Hours Limit

Setting Details: 1 Months Alert: 160 Hrs Limit: 200 Hrs 3 Months Alert: 480 Hrs Limit: 600 Hrs

Specify display condition

Employee: All divisions ¥ | All employee types ¥ | --There is no Employee group you can select--

Al |

I3
No. ‘ Employee type ‘ Mame ‘ Current Highly Professional Worker’s Program Settings ‘

' 1 1000 Full-time employee 1000 Smith John

2 1000 Full-time employee 2000 Jamie Lee

I > Registration
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6.2.2.To check which employees have reached the alert and maximum
standards

To check for employees who have reached the alert and maximum standards, follow the
description below.

Check

Click on the [All menu] in the top of the management screen and click [Workstyle reform
alert].
[+ BEEEEEEEY

Al menu =

Meri b
Work daka Canfirm Othears

Diaiily data Sohedule Management Atmandancs debn emoe Saich amakess

Manthly data Laave management Clasing status Expart/[mpart

vearly data Rajuest approws] Manage message

Data by divisions 2nd groups

Click on the [Highly Professional Worker’s Program] tab.

Employee: | All divisions All employee types

Displaying period: | 2022 ¥ |Year

Upper Limit Regulations of Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

[h

\' T
i o

Employees who have reached the warning criteria are displayed in a list.
* Employees who have reached the limit are shown in the [Employees in Breach of
Contract] list.

Jrper Lienil Hegpubal v al Ceerlime Higghihy Brilessinom | Worksr = B agrom 8 iy Merekfmy | Fave

B8 Pl output

I Emplayees in Breach of Contract

Dunprhigys Dypas (T T SR TS RN Lk Mamnlestiory ialiclays Mea. Working Do Dol Wosk-milsarval | O alive olilaygs

1007 Mai Gffice | 1000 Full-time employes 1000 Smith John | cetail| L

TIHE P e 1000 balkbims smphrges GGIHI ame | e | Lot '|| L

* Since health checkups cannot be managed within this product, items are unavailable.
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Click on [Details] to the right of the employee's name to view which alert and upper limit
criteria have been reached.

Division Employee type Employee code

1000 Main Office 1000 Full-time employes | 1000 1000 Smith John

The [HL Pro Program Alert] alert in the Attention of the home page indicates that there are
one or more, based on Employee data.
You can also click here to go to view the list of employees.

O Attention

Last updated 15:35

A\ HL Pro Program Alert
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6.3.To perform the 5 Days Mandatory Leave setting

Compared to other countries, Japanese people tend not to take time off from work, and
few take paid leaves out of consideration for the workplace or out of hesitation.

To improve this situation, it has become mandatory for employees who are granted 10 or
more days of paid leaves per year to take at least 5 days of paid holidays per year.
Violations are subject to penalties.

This product can alert managers at any time of the year of employees who have not taken
5 or more days of paid leave per year.

Employees who have been granted 10 or more paid leaves using the Paid vacation grant
function are eligible for this feature.

If an employee does not take 5 or more days in a year, an alert will be displayed, and a list
of employees who require attention can be viewed.

The timing of the alert can be set as needed.

6.3.1.Steps for 5 Days Mandatory Leave setting

1. Go to the Admin home screen > Settings > Others > Workstyle reform settings > [5
Days Mandatory Leave].

& 5 Days Mandatory Leave

Upper Limit Regulations of Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

{TF

Mandatory Holiday Alert: Warn me if conditions still aren't met, even days before the end of the fiscal year.

Registration

2. Set the timing for the alert and click [Save].
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We don't want a lot of employees to take off all at once, so we
must set up a generous number of days.

Let’s take the busy season into account and consider the
number of days carefully!

6.3.2.Period and number of mandatory leaves

Basically, it is obligatory to take at least 5 days of paid holidays in a year from the date the
paid holidays are granted (i.e., the base date). The number of days required to be taken is
calculated as follows.

6.3.3.Cases in which the period and the number of mandatory leaves
remain the same

41 In case at least 5 days of leave must be taken within one year from the grant
date (Starting October 1 until September 30 of the following year).

Beginning of 10 days End of
the fiscal year leave granted fiscal year
April 1 October 1 March 31 September 30
v v v v

1 year from the base date

5 days or more leaves need to be taken during this period

42 In case more than 10 days of leave scheduled to be granted on October 1 were
granted in advance on April 1.

At least 5 days of leave must be taken within one year from the base date
(Starting April 1 until March 31 of the following year).

10 days Original
leave granted grant date
April 1 —Hired date October 1 March 31
v v v

1 year from the base date

5 days or more leaves need to be taken during this period
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6.3.4.Cases in which the period and the number of mandatory leaves

vary

The period and the number of days required to be taken may vary in cases where some
leaves are granted in advance, or in cases where more than 10 days are granted multiple
times within a year and the effective periods overlap.

3

In case more than 10 days leave have been granted more than twice within a year
(on October 1 and April 1 in the following year).

The performance period shall be from the beginning of the first period (October
1) to the end of the latter period (March 31 of the following year). At least the
equivalent of 5 days per year (18 months + 12 x 5 = 7.5 days must be taken within
that period.

The base date for the end of the alert period is the end date of the last period
(March 31 of the following year).

Hired date | 10 days . | 11 days ;
April 1 eave grante eave grante
October 1 April 1 Sept?{?gwber Mgrlch
v v v v v

If the effective period of 10 days or more leaves
1 year from Oct 1

overlap, extend period
1 year from Apr 1

Total period

An equivalent of 5 days or more leaves
(18 months +12 x 5)= 7.5 days need to be taken during this period

*4

In case 5 days of leave were granted in advance (on April 1), and 5 days granted
on the original grant date (October 1). As the latest grant date as the base date,
the employee must take the number of leaves granted in advance (04/01) minus
the number of days granted on the base date (10/01).

Total of 10 days
leave granted

A

5 days 5 days
leave granted leave granted
April 1 —Hired date October 1 March 31 September 30
v v v v
1 year from the base date
. (5 minus the number of days granted during the Advance
Advance permd period) days or more leaves need to be taken during this peried
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The specified humber of days must be taken within a year (from October 1 until
September 30 of the following year).

Example: If 3 days are taken between April 1 and October 1, then 5-3 = 2 days need to
be taken between October 1 and September 30 of the following year.

(@)

S
The system can send Email notifications to admins and employees if they have not
taken a minimum of 5 days of annual leave before the specified number of days.
For details, please refer to the “5 Days Mandatory Leave Notification” section in the

Admin Manual.

6.3.5.Check who is alerted

Identify employees who have not taken at least 5 paid holidays per year.
How to check

Click on the [All menu] in the top of the management screen and click [Workstyle reform
alert].
n £ Return s E & N 8

Menu
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Click on the [5 Days Mandatory Leave] tab.
£ 5 Days Mandatory Leave

] Specify display condition

Employee: | All divisions All employee types
Displaying period: | 2022 ¥ |Year

Display (count): | 100 case(s})

Display content: | Unused hd

Upper Limit Regulations of/Overtime Highly Professional Worker's Program 5 Days Mandatory Leave

1

Display content
You can check the info not covered by the alert from this menu.
Unused (Before alert) Used

Unused h

Unused (Before abert)

Displays employees who have not yet reached the alert date and have not taken
their 5 days mandatory leave.
Used

Shows the employees who have taken the 5 days mandatory leave.
Click [View] to show the list.

The following list of employees will be displayed.
(This is an example of a screen from the Japanese version)

BRSNS EID _LIRARF SE0JmyiatILEE £5 BEHEEER

*1
No. FRE ERES =) s E#EQ F_HHEH ¥TrH mEE»AY / BREFE
1 | 2000 £l 005 BFEHE 1000 2= KB 2019/01/01 2019/12/31 4.0 /5.0 )
2 | 2000 Ei§ 002 [F3t8 (75%)) 2000 2= /REF | 2019/10/01 2020/03/31 1.0 /308 )
3 | 1000 &ft 001 [Fit8 3000 2= =BF | 2019/12/01 2020/11/30 1.0 / 5.0 *3
4 1000 & 003 2ZHE 4000 GH KEF | 2018/10/01 | 2019/04/01 2020/03/31 3.0 /7.5 El,y
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*1 Same as in ¢1 (Cases in which the period and the humber of mandatory leaves
remain the same)

Here is the basic period and the number of leave days expected to be taken.

5.0 days (= Planned Leaves) must be taken between January 1, 2019 (= First base date)
and December 31, 2019 (= End date). Currently, 4.0 days (= Leaves Taken) are taken.

*2 Same as in ¢2 (Cases in which the period and the humber of mandatory leaves
vary)

This is the case where some numbers of leaves are granted in advance.

3.0 days (= Planned Leaves) must be taken between October 1, 2019 (= First base date)
and March 31, 2020 (= End date).

(-> 2.0 leaves are taken between the advance grant date and October 1, 2019.)
Currently, 1.0 days (= Leaves Taken) are taken.

*3 Same as in 3 (Cases in which the period and the humber of mandatory leaves

vary)
This is the case where more than one set of 10 (or more) leaves are granted within a year.

First, 10 or more days are granted on October 1, 2018 (= First base date), then 10 or
more days are granted on April 1, 2019 (= Second base date).

7.5 days (= Planned Leaves) must be taken between October 1, 2018 (= First base date)
and March 31, 2020 (= End date).

(= 18 months + 12 months x 5.0 days = 7.5 days)

Currently, 3.0 days are taken.

If any employee has reached the warning criteria, [5 days mandatory leave] alert will
appear in the [Attention] section in the home screen.
You can also click here to view the list of employees.
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7. USE THE EMAIL NOTIFICATION FEATURE

The "Notification Settings" allows employees and managers to be notified by e-mail if they

have forgotten to clock in or failed to apply for overtime work.

Seven types of notification settings are explained.

# Settings > Others >

7 . 1 . MiSSi ng tl me reco rd nOtiﬁcation Notification settings> Missing time record

The system can send notifications if no clock-in/out is recorded by the scheduled time. You

can also send Emails to remind employees to clock-in/out before time.

Basic info

Specify when and who to notify.

Notification Timing A

You can set notification conditions by Time record types. (Clock-in/out, Start/End

break, etc.)

The system sends notification [0 to 60] minutes [before/after/before and after] the
scheduled time has passed.
You can set it [Before], [After] and [Before and after] the scheduled time.

Before

The system sends notification __ minutes before the scheduled
time.

This is useful to prevent employees from forgetting to clock-
in/out.

After

If no clock in/out is recorded by the specified time, the system
sends a notification ___ minutes after the schedule. Use this
setting to notify employees that they have forgotten to clock-in-
out.

Before and
after

The system will send notification minutes after and before
the scheduled time.

N

* The Missing Time record notification feature will only support Japan time.
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% Missing trra record notifizations Notification ON/OFF
Select notifying Time record type. m
Basic info
FeatiFcation dmirg seiings: ool
m ST = min R (B
7 ;u.:nﬂw=nm-d Oy = | Kty
. wou - afoer [
Krlibg nin WTRG OF TTME app: Iy i TG O TIHE i pmpdsymss
Saves changes.
[ B
Select target \ | Select Schedule \
Select Choose [Schedule] or [Fixed or planned].
notifying/monitoring Example: Send reminder 5 minutes after specified
users. (See following time.
pages) 1st drop-down: Select [Fixed or planned]
2nd drop-down: Select [5 min]
Notify on Smartphone app for 3rd drop-down: Select [After]

Employees

Check on the box to notify on
Smartphone app for
Employees.
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Select notifying/monitoring users.

From the [Select target] button, you can confirm the list of notifying employees.
The same instruction applies to all notification related settings.

#% Missing time recorder notificabion target settings(Clock-in)

Coneition Hickion

Ermial rietification
Craployea - Mokity{Carasponding evplioyes]
sdmin s Netfye[Usa dayhar)

Diviion - | e el Tioe
Frnboyes Rpe - 10AE Stact

Emal riztification
Crploves © RotibyiCarasponding amployes:
scdmin . Hekfy] Inbn smith)

Division = Hessd wlTioe
Fringns By 000 Mas-Feee

No. | Buttons Description
1 | New registration Creates notification target setting.
2 | Save priority Saves changes to priority.

Set priority if you have multiple conditions. The one closer to
3 | Priority the top is prioritized. You can change the order using the up
and down buttons. Click [Save priority] to save changes.

4 | Edit / Delete Edit or delete condition.

You can set Notification target settings from [+ New registration] or the ﬁ (Edit) button.

i3 Add missing time record notification target{Clock-in)

C Condition

Targek division &1 dhvsions

Employes byps 41 amployes bvpes =
C) Action

Email natification bo amploysss  Mokify -

Email neabitecabion ko ddmin Dot nekbsy sy

BT |

O =

No. | Item Description
1 | Condition Shows Division and Employee type to notify.
Shows whether you notify specified employees and Admins or
2 | Action not. You can decide which Admin to notify, from the [Select]
button.
3 | Save Saves changes.
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# Settings > Others > Notification settings

7.2.Unsubmitted overtime notification

# > Unsubmitted overtime notification

The system can notify unreported overtime in the previous day and unapproved overtime

requests by Email.

Basic info

By selecting [Apply], at [Notification feature], you can set Notification Timing.
Click the [Save] button to save (Note: The system will reset existing Email template upon

saving this setting).

& add unschimities] aver wﬁu—

Wiy LeTH raard e L irenamn ALl ey T Lo A L

Mol DrEvious d2's Lns.bied cvediT e T the soedtied O evmry Say

Baslc Info
Mottction timing setinme: nauzm thas reemme ratnzabon:
e 1l
..... 1mm
Sr-nsh Pz miw ek,
=k
{—0 Mulify o0 KIML OF 1IME i iy anfKLMG OF 1LME for oTploeecs

k day (*).

Same as in Missing
time record notification

(p.99).

Notify on Smartphone app for

Employees

Check on the box to notify on
Smartphone app for
Employees.

Notification timing

You can choose from every
30 minutes throughout the

Unsubmitted overtime

The system will notify
unreported overtime that
exceeds the specified amount
of time. You can choose the
amount of time ranging from
[1 minute or more] to [120
minutes or more].

* [09:00] and [09:30] are disabled to reduce server load. Existing notifications set to

these options will function, but you cannot re-select the same option once you change

the setting.
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7.3. Alert notification ¥3ettings > Others > Notification settings >

Notifies you by Email when the attendance data exceeds the specified value.

Basic info

Set up email notifications using the conditions set in Settings > Screen display > Alert
settings (p.109). To receive a notification when the attendance data reaches or exceeds
the threshold, check the box next to the name of the alert setting (Email notifications are

not available for conditions set to [or less] or [less than] the specified time).

% Alert notifizabion tarpet registration

Basic info Notification Timing

slial - 1 1L S ln i
e Asthes 2% iz [ieone than], [eezcss] are e oo both ale semting and igoe's 2kt
= 3z pppdies after ronntg [Ammedancs reciqu ot on]. Flazee noke that smandznze nad

e Wieal ez Ly s# linga: = Mol W& 0T anend v Mubly

You can choose from every 30
minutes throughout the day (*).

Srirtangee Koo on g

& Mimlhy: Ateanl nt o+ Nalify

rietiy W g2
Notification Log N
- If the alert setting applies for
Select target

monthly data, you can check

Same as in Missing the notification results in the

time record notification Alert Notification Target

(p.99). screen.

- -

* [09:00] and [09:30] are disabled to reduce server load. Existing notifications set to
these options will function, but you cannot re-select the same option once you change

the setting.
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Alert notification target
If the alert setting is aimed at monthly data in the Alert settings screen (p.109), you can
check the notification log in this screen. You can use this feature to check how the alert

notification was sent.

s Belilcabine Lnigert

N ey prp— Specify the display condition

e ' You can also narrow down your
e search by various criteria other
Uy — than divisions and employee
| Heritis: dm e types.
qu-:{om1irl b - RLE-T U B .bll\l-lmﬂlﬂl.& ":dl-cth TR . Notlflcation status: 2

LR SRR S TR TR T LT B TR Serbwclon sE ebe e wafr Femn ] MOLTT LB - - - - - T

* There may be a time lag of a few minutes between the notification time setting and the

actual notification date.

IﬂSettings > Others > Notification settings>
7.4.Leave Expiration Notification Expiration Leave Notification

This setting alerts leaves that are expiring soon.

Basic info

To enable the leave expiry notification, ensure the following.

- [Calculation method of leaves when obtained] is set to [Subtract].
b Capirgtion Leawe Motilicakion ==ting

Notification timing

iz i remasdu Urragzeniland waziling nuliffeaio

You can choose from every

sic info .
=S 30 minutes throughout the
Rectiication tming sextings: [« 2ic wooton: 1230 T Modty day (*)
(L=} E H . 1 ‘
CH A no R e L
Yoarhoy 3 sl petore
S, Laygul

Notify _ days before expiry

|||||

Select target Specify when to send the

et *1' same as in Missing notification (__ days before

time record

expiration). —

notification (p.99).
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* [09:00] and [09:30] are disabled to reduce server load. Existing notifications set to these
options will function, but you cannot re-select the same option once you change the
setting.
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£ Settings > Others > Notification settings >

7.5.[Attendance data error notification] Attendance data error notification

The system can send notifications to employees and administrators when attendance error
OCCurs.

Basic info

The system can send notifications to employees and administrators when attendance error
occurs. The following are notified:

+ Attendance data error

* No time record/ Schedule set (*1)

« Time record/ Schedule not set (*1)

+ Consecutive work (*2)

*1 To enable this feature, select [Display] at Options > Attendance data error settings.
*2 The system will keep sending the notification every day, in case the number of
consecutive working days reaches the threshold.

£} add sHrndaare Froar Mokifention
Pasic imfo N
Hulilwalmn linneg sl s HIT A THEHHT NOtification timing
e T e - You can set notifications up to 3
e hsfy -] 1420 - times a day, in minimum 30
S e minutes intervals (*).
{—. Hulily o KLRCG U 1LME app: 1y cn oz DF v Tor cmchivoca Renotification Period \
N
Select target If you select an option other than [Do not
Same as in Missing time use], you receive Email notifications regarding
record notification attendance data error ranging from the
(p.99) specified number of days until the day before.
The system continues to send the notification

Notify on Smartphone app for \until the error is corrected.

Employees

Check on the box to notify on
Smartohone app for Emplovees.

* [09:00] and [09:30] are disabled to reduce server load. Existing notifications set to these
options will function, but you cannot re-select the same option once you change the
setting.
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# Settings > Others > Notification settings >

7.6.Attendance Closing Notification Attendance Closing Notification

If the Close Attendance feature is active, you can send remind admins by Email. If the
Attendance Confirmation feature is active, you can send the reminder to admins and

employees.

Basic info

The system can send notifications to employees and specified Admins when attendance

data have not been closed or confirmed.

% Eet attendanee Casing Nokificaticn
asic info Notification Timing
T e e s Ry You can choose from every 30
W BCtfentioe L 00D -
minutes up to 3 times per day (*).
s e e Specify the check
moly e popcis bofors hired dope: 2 rModfs W o ron iy 2t ody @
“alact et @ range. Available
FobFy on KING OF TIHE oop: g l‘]ﬂ‘_a on <1kG OF TIHE fo- amplopess OpthﬂS depend On
the settings.
0 0 [J 0 DD 0 \_
ployee ™
Notify employees
Check on the box to notify on Specify whether to notify employees
Smartphone app for Employees. before the hired date.
N

Select target

Same as in Missing time record notification (p.99).
Please note you cannot send closing status info to

employees.

*1: [09:00] and [09:30] are disabled to reduce server load.
*2: Not available if the Close Attendance feature is disabled.
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& Settings > Others > Notification settings >

7.7.5 Days Mandatory Leave Notification s p.ys vandatory Leave Notification

The system can notify admins and employees of the 5 day mandatory leave by Email.
This will encourage employees who have taken less than 5 days of annual leave to take
more leave. Admins can also check the alert on the admin screen, but Email notifications
allow them to keep track of their employees’ mandatory leave status even while they are

not logged in.

Basic info

The system can send Email notifications to admins and employees if they have not taken

more than 5 days leave within a year.

Sat 5 Day Mandatory Leave Metilficaton

Notification timing

Basic info
17 HAWH IS0 0y I HAn

! Lican s sl adl I Lo e | s [[BL}
o s o g2l I U o e the mwtficac n Kimee somty.

You can choose from every
Nk i o Vi s | 11701 gpi 30 minutes throughout the

S L ()

Notify _ days before end of year

Specify when to send the

notification (__ days before the
) end of the 5 day mandatory leave

period).
Same as in Missing time record

notification (p.99).
Please note you cannot send closing

status info to employees.

-

* [09:00] and [09:30] are disabled to reduce server load. Existing notifications set to
these options will function, but you cannot re-select the same option once you change the

setting.
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8. ALERT SETTING

By using Alert settings (Settings > Screen display > Alert settings), you can filter
attendance data that has exceeded or under a certain value on the daily or monthly data
screens. You can also combine this feature with the alert notification setting (p.@) to
send Email notifications when attendance data reaches the conditions specified in the alert
setting.

* You cannot use the Email notification feature if the condition is set to "or less" or "less
than".

8.1. Alert Setting

Alert pilings
at-rebiled adln il | 2. 241 S LT R TR

(=TT 'CMM|MP|EIWP"M Trss 2l auizhect Azplicabia wnatcancs Supsrduion condMsn Tonpbog vabnr | brove Srritpoedcs Siolae Sl ke ol e

L | Delil min T P T Caip At i St 3 B Lrpalismn e uu R ST L
@ dazoh s & T om e srmdoendr | e s ekt A B T B |4 B e e uu ALEAL e
CRLPTEPE TYPT. Mo iy Jochacd vzl Lok vy nalion: Lo e an e ]
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Register time alert Add an Alert setting for filtering attendance data

that is over or under a certain number of hours.

Register number of days Add an Alert setting for filtering attendance data
alert that is over or under a certain number of days.
Register time range alert If you want to be alerted when someone is

scheduled to clock in/out during a specific period,
you can register an alert setting here.

Break time priority Changes the order of the alert.

Notification Alert settings that are used in the Alert notification
settings are marked [O].
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Alert Registration Screen

To register an alert, click the corresponding button of the alert needed. You can set alerts

by hours, days, or for a specific time range. Set the following items as needed. The items

displayed will vary depending on the type alert you are setting.

Alert name

Set the name of the alert.

Condition

Displays the condition for the alert (number of hours/days).

Applicable period

You can choose from [Daily], [Weekly] and [Monthly].

Type of subject

* The item will only appear in time range alerts.
You can choose between "Actual" and "Planned".

Actual
The actual attendance record (clock in/out data) is subject to the
alert.

Plan
The scheduled attendance is subject to the alert.

Error detection

* The item will only appear if you select [Plan] as the Type of
subject.

You can select from [Handle as error (default)] and [Handle as
alert].

Handle as error (default)
Error occurs to prevent registration when attempting to register a
schedule that applies to the alert condition.

Error detection
You can check for any schedule treated as alert in All menu >
Attendance error.

Alert target
attendance

Select the attendance data subject of the alert.

Alert target custom
item

Select custom data items from here.

Alert

Specify the threshold of the alert.

Display color

Select a color in the palette. The color selected is used to indicate
the data has reached the specified threshold.

Select employee

Specify the age or gender of the employee.

Select employee
type and division

Specify the employee type or the division of the subject.
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Monthly data screen
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On the Monthly and Daily data screens, attendance data matching the conditions are

highlighted in the specified display color. In the Monthly data screen, you can filter the data

that matches the condition from [Specify display condition].

111

Part 1 Basic settings



OKINGGFTIME

8.2. Complex condition alert

This feature is useful when you want to combine muiltiple alerts to create a single
condition.

For example, the following Complex condition can filter employees who have worked
overtime for more than 1 minute but less than 4 hours.

« Alert 1: More than 1 minute of overtime occurred

« Alert 2: Less than 4 hours of overtime occurred

& Alert settings

Alert nmplex condition

Add complex condition alert

Mo, | Complex condition alert name | gdgit | Dedete R0l 0 B ERICT G FeT =Rt T Target alert Display color  Priority order
1 | Complex Alert 1 2 T e Caily Daiily: 4 min GT Daily: 4h LatedT - (a] v

+ Complex Condition Alert Registration Screen
To create a complex condition alert setting, go to [Alert settings > Complex condition alert]
and click on the [Add complex condition alert] button. Set the following items as needed.

Complex condition | Set the name of the complex alert.
alert name

Condition Select either [Hours], [Days] or [Time range].

Applicable period You can choose from [Daily], [Weekly] and [Monthly].

Alert Select the conditions you want to combine from the alerts you
have already created.

You can only select alerts that match the period specified in the
[Condition] and [Applicable period] on the same screen.

Display color Select a color in the palette. The color selected is used to indicate
the data has reached the specified threshold.

T

.-'/'.-"."'{.
IMPORTANT
Alerts used in combined alerts will no longer work on their own.
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9. START OPERATING

If you've completed the basic settings, get ready to

08:50

share them with your employees.

9.1.Configure Time Recorder settings

Personal Time Recorder

Send information on Personal Time Recorder setup to employees by Email (p.51).

Division Time Recorder

Send Division Time Recorder setup info to employees by Email (p.21).
Please follow the setup instructions in the manual (link available from Email).

9.2.Log into Employee screen

You can receive Attendance data/Schedule edit requests from employees through the
Request approval feature. Please instruct the employees to submit requests from the
Employee screen. There are 2 ways to log in.

Send login info to employees by Email

Sends login info to employees by Email. (p.51)

Log in from Time Recorder

Press the [Time Card] button on the Time Recorder and authenticate by fingerprint, IC

cards or passwords. If the authentication succeeds, the employee’s Time Card displays.

21HING &FTIME Thu Oct 05, 2023

Main Office 1 6:0 E:DE

Smith John
T —

?ﬂsﬂrh T il

Heaincd oot

T

el

e

Please note that you cannot sign into Time Cards from dedicated devices such as
the PitTouch series.
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