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1-1. About this manual

This manual explains how staff can use the web shift request system.
Please read this manual before using the system.

1-2. What you can do with web shift request system

\d(ou can use the system from a smartphone, computer, or other internet-connected
evice to:

- Submit or change shift requests
Cancel shift requests
Check confirmed shifts
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1-3. Important notes

After your manager completes your registration, a first-time login email will be sent
to your registered email address.

The login link in the email is unique to each user.

Do not share the link with anyone else.

Keep your password safe. Do not share it with anyone else.

The period when you can submit shift requests is set by your workplace manager.
You cannot submit or change shift requests outside the request period.

When using this service, follow the instructions from your workplace and the notes in
this manual.



2. Login

2-1. First-time login

Receive theer?qrasitl_tlme login Set your password Setup complete
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Bookmark the login screen
for easier access next time.

Login complete
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Open the first-time login
email sent after your
registration is completed,
and select the login link.

Enter your login password

and select "s%TE" (Set).
*Use at least 8 characters and 2 or
more character types (uppercase,
lowercase, numbers, symbols).

When you receive the login
setup completion email,
select "> J hREEZER"
(Register shift requests).

Enter your email address
and\password, then select "
O >" (Log in).



2. Login 2] KURANDO

2-2. Logging in after the first time
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Enter your email address and When the shift request screen
password, then select "0 -1 >" (Log appears, you are logged in.
in).
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3' 1 . Su bm it or Cha nge d Sh ift I‘eq uest fOI‘ one day * You can change submitted shift requests using the same steps.

Select the date Enter the time Save the time
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Select the date to request. Select the start time and Select the "{®RfF" (Save)
end time fields, then choose button to register the shift
a time from the list. request and display the
*Selecting an entry in the input entered times.

history below the input fields will
auto-fill both the start and end times. 7
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3'2- Smeit or Change Shift I‘equeStS fOI‘ mUItiple dayS * You can change submitted shift requests using the same steps.
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Enabling bulk selection Select dates Enter and save the time Cancel bulk selection
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Select the "—#&E:ER" (Bulk
Select) button to switch to
bulk selection mode.

Select the dates, then select
the "—3E A" (Bulk Entry)
button.

Enter the start and end
times, then select the "{Z7F"
(Save) button.

Select the "#ZB%" (Cancel)
button to exit bulk selection
mode.
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3-3. Cancel a shift request

Select the date

al o3 g BEBN a2 —

HHSHE
8/16~8/31m < 7 +BMETHEHARIZ7B1(R)ETTT
HEETICET L7 FEERBLTESW

| 7m1E~emn180: 7 rEREE

=] A ES
3 4
9:00 | 9:00{ 9:00
18:00 | .8:00 | 18:00
5 3 7 = 2 10 11
900 900 9:00| 9:00| 00
18:00 | 18:00 | 18:00 | 18:00 | 18:00
12 13 14 15 16 17 18
900 9:00|( 9:00| 9:00|( 00
18:00 | 18:00 | 18:00 | 18:00 | 18:00
19 20 21 22 23 4 5
900 9:00|( 9:00| 9:00|( 9:00
18:00 | 18:00 | 18:00 | 18:00 | 18:00
26 27 28 20 30 31
900 9:00( 9:00| 9:00|( 00
18:00 | 18:00 | 18:00 | 18:00 | 18:00

Select the date you want to
cancel to open the shift

request screen.

*You can also bulk-cancel via "—3¥&i%
IR" (Bulk Select) = "—#&EA " (Bulk

Entry).

Select "no shift”
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Select "= b U" (No

shift).
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Save the cancellation
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Select "&##F" (Save) to
cancel the shift request for
the selected date.
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Check the confirmed shift
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appear with a gray background.

Shifts confirmed and published by the administrator are
shown in dark blue with a "#" (Confirmed) mark.

*This shows the shift in its confirmed state, after the administrator has reviewed and adjusted the
submitted shift request.
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. FAQ

I have not received the first-time login email
I forgot my login password

I cannot select a date for my shift request

I forgot the login URL
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Q1. I have not received the first-time login email

Open your email app and check for the first-time login email.
If you cannot find it, check your spam or junk folder.
If you still cannot find it, contact your workplace manager.
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Q2. I forgot my login password
Reset your password using the steps below.

Select the reset link Enter your email address Check your email Enter a new password
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On the login screen, select Enter your email address Select"/N\XT—F1)tvy Enter a new password and
"NRAD—FrEEN=AIE and select "E A — JLiX{E" k" (Password Reset) in select "§XE" (Set).
— 5 " (Forgot your (Send email). the email you receive.

password?). 13
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Q3. I cannot select a date for my shift request

The period for submitting shift requests may have passed.
Dates outside the request period cannot be selected.
If you need to change your request, contact your workplace manager.

14



5. FAQ 2] KURANDO

Q4. I forgot the login URL

The login URL is included in the "OJ 1 > E5 F DHFRSE" (Login Setup Complete)
email sent after you complete the first-time login setup.

If you cannot find the "OJ 1 > 58 ET 7 OHFSE" (Login Setup Complete) email,
contact your workplace manager.
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