
For all TFs, TAs, and ESs 

 

 

 

 

Changes: 
 Paper and Excel Ɵmesheets will no longer be used. 
 The “NoƟficaƟon of Working CondiƟons”, the "ApplicaƟon for ExempƟon for Dependents", 

the pay slips, and other documents will also be exchanged in digital form. 
 
*First, please watch the Kinmuu introducƟon video below: 

kinmuu Manual for Employees  
Study Support Site -> （Course Related MaƩers） -> What is a TF, TA, ES, and 

OrientaƟon Coordinator? 
 
Procedure: 

Log in to kinmuu (click “SSO”) as soon as you receive the iniƟal setup guidance email. 
Step 1 Ini al Setup & Registra on  
Bank RegistraƟon / (for internaƟonal students) Residence Card Uploads 
*If you cannot find your bank or branch name in the drop-down menu, use the search funcƟon. 

 
Step 2 The Monthly Workflow 
Finalize “WaiƟng” Tasks and Aim for “Zero” Pending by the END OF EVERY MONTH. 

You will not be able to finalize your working records next month.  
*You need to contact your faculty office to complete the procedures and your salary payment may be delayed. 

 
Requests: 

When working as a TA, ES, or TF, please make sure to review the relevant guidelines in advance. 
*The guidelines are available on the “Study Support Site” Ɵtled “What is a TF, TA, ES, and OrientaƟon Coordinator?” 

shown above. 

（March 2026, Office of Academic Affairs at Kinugasa Campus） 

From April 2026, TA/ES/TF (student assistants)  

work management will move to kinmuu. 


