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Introduction 
 
For On-Campus jobsn the Graduate School of Agricultural and Life Sciences, the method of 
submitting attendance sheets has changed from "submit to Student Life section via email" to 
"submit a Google Sheet using Google Classroom". 
 

 
Please read the manual on the following pages carefully and submit your attendance sheet 
without any mistakes. 
 
Email, Classroom and Google Sheets must all be used with your ECCS Cloud email account 
(xxxxxxx@g.ecc.u-tokyo.ac.jp). You cannot use any other gmail address.  
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Invitation to join Google Classroom 
 
Students who are appointed to OnCampus Job will receive an email invitation to join the 
Classroom class "On-Campus Jobs 2022" from a representative of the Student Life Support 
Section in the Academic Affairs Division. 
 

 
(Example of the invitation email. It may look different depending on the software you are using.) 
 
Click the "Join" button in the email to join the "On-Campus Jobs" class.  
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How to use Classroom 
（Here's an example in Google Chrome on a Mac） 

How to open the class 
When you press "Join" in the invitation email, the class will be opened (page 6). 
 
Log in to Google with your ECCS cloud email account (xxxxxxx@g.ecc.u-tokyo.ac.jp). 
In the screenshot below, you will see (colours and text will be different for each individual) in the 

top right hand corner , press this to find out the name of the account you are logged into. 

 
 

Press    in the top right corner to see a list of available Google applications.  
Choose Classroom from this list. 

 
 

mailto:xxxxxxx@g.ecc.u-tokyo.ac.jp
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You can see a list of all the classes you have attended until now. （You can see only one if you 
are a first time user.) 

 
（If you haven't clicked 'Join' on the email invitation, you should click 'Accept' on this screen.） 
 

 
If you have already joined this Classroom, it is shown in the screen above. 
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Click on the class " On-Campus Jobs 2022". 
 

 
This is the first screen. 
If you pressed "Join" in the invitation email, you can start from this screen.  
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Submitting an attendance sheet 
 
Attendance sheets are submitted by using 'Classwork'. 
Once an assignment (example below for November) is created, an announcement of the 
assignment will be sent to you by email. 

 
Click on the "Open" button in the email and the assignment will appear. (You can see the 
following picture) 
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From the Classroom screen, select the 'Classwork' tab, then click on 'View Assignments' (at the 
bottom of the screen) and you can see the assignments below. 
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（Assignment screen） 
 
Create an attendance sheet using the specified Google Sheets and obtain approval from the 
professor in charge of the job.（How to fill in the attendance sheet by using the Google 
Sheets (starting on page 13) and Approval from the Professor in charge of Job 
Management (starting on page 16） 
 
Notice 
If you haven't done any work this month, please press the “Mark as done”, write "No work" in the 
private comments and submit. 
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From "Your work", press "+ Add or create" and select "Google Drive". 
 

 
Select the attendance sheet from the list and click "Insert".  
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If you have more than one job, please add or create more. 
 
Click on "Turn in". 
 

 
（The submission confirmation window appears.） 
 
Important!! 
Uploading a file is not enough to complete the submission. Be sure to click on the "Turn in" 
button to make Your work "Turned in". 
 
If you need to contact the Student Life Support Section, please fill in the "Private comments" field. 
(Not visible to other students) 
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Once you have submitted the assignment, it is marked as “Turned in”. 
 
Once the assignment has been submitted, the sheet is changed to be owned by the Student Life 
Support Section, and you can only see an alias (link to the file) in your Google Drive, which can 
only be opened for reading. 
 
※Resubmission 
If your attendance sheet is incomplete, it can be returned to you (you will also receive an email). 
Please correct the specified parts and then "resubmit" from the assignment in the same way as 
above. 
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How to fill in the attendance sheet by using the 
Google Sheets 
(Here's an example in Google Chrome on a Mac) 
 
If you have more than one job, you are required to create an attendance sheet for each job. 
 
Click on the link to the (the appropriate) sheet shown in the “Material” or assignment. 

 
 

 
Click on "Make a copy". 
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A file is created named "copy of OCJ出勤表_2022".  
(The file is created in your Google Drive.) 
 
Please change "copy of OCJ出勤表_2022" to "OCJ Number Name_Month AttendanceRecord". 
*The OCJ number can be found on the letter of appointment. 
 
Please refer to the example sheet to fill in the form without any mistakes. 
There is no need to "save" the form as it is saved automatically. 
We recommend that you keep a record of your attendance for each day you work. 
 
Before submitting the form, please check that the dates and hours of work, the hours worked in 
the amount of payment column, the hourly rate and the total amount are correct.  
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(Example of created attendance sheet）  
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Approval from the Professor of Job Management 1 
 
※You must obtain approval from the Professor in charge of Job Management.※ 
 

 
Click on "Share" in the top right corner. 
 

 
Make sure that "Get link" at the bottom is set to "Restricted". 
 
*Tip 
You can also get a link to a file from "Copy link" and send it by email. 
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If 'Get link' is set to 'All ECCS members(東京大学ECCクラウドメール)' or 'Anyone' as shown 
below, please change it to 'Restricted' from 'Change'. 

 

 
 
 
 

 
 
Enter the name and e-mail address of the professor in charge of job management in "Add 
people and groups". The candidates will be displayed. 
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(For example, if you search for Prof. Yamamoto. If you type in "ya", you get the above.  
The candidates displayed will be different for each person.) 
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If you find the appropriate professor (Prof. Yamamoto in the example) in the candidates column,  
please select him/her. 

 
Please make sure that next to the email address, to the left of the ▼, is "Editor". 
 
Check the "Notify people" box to send an email to the professor inviting him/her to share the 
student's attendance sheet. 
 
Click on "Send". 
To be sure, you can ask your professor to approve the attendance sheet verbally or by email.
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（This is an example of an email sent to a professor） 
 

 
Go to 'Share' and make sure that the professor is shared as 'Editor'. 
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Approval from the Professor of Job Management 2 
 
The sheet you shared with the professor can be found in his/her Google drive under 'shared 
with me (共有アイテム）'. 
Please ask your professor to confirm the time, amount, etc. and fill in the affiliation, position, and  
name fields. 
(No electronic stamp is required) 

 
 
Note: We do not accept attendance sheets completed by anyone other than the professor in 
charge of job management. (This will be confirmed in the next section on "Version history")
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Checking “Version history” (Confirmation of “approved by the professor”) 
 

 
Select 'Version history' ▶ 'See version history' from the File menu.  
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You can see a history of changes to the file. 
Make sure that the Affiliation, Position and Name fields are completed by the professor (In this 
example, it is shown in purple). 
 
We recognise this as "approved by the professor". 
We are unable to accept an attendance sheet that shows changes made by someone other than 
the professor in charge of job management (yourself or another student). 
 
If you are responsible for more than one job, you must complete an attendance sheet for each 
job. 
 
You can then submit your completed attendance sheets from your assignment to complete the  
process (→page 10).   
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Where to save the sheet 
 
The attendance sheet you are filling in is stored on your personal Google Drive. 

 
 

Press the　  　button in the top right corner to see a list of available Google applications.  
Select 'Drive' or 'Sheets' from this list. 
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You can find a list of your own files and double click on the sheet file you want to use. 
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