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What can you do with AirSHIFT?

What is AirSHIFT?

AirSHIFT functions

Collect desired work days and desired holidays

Automatically remind to submit desired shifts

Automatically reflect desired shifts

Function to chat with the staff

Request the staff to adjust shifts

Please watch the video “Understand AirSHIFT in 2 minutes” from our website for service details.

Create shifts after checking for excess or deficiency

Switch display by day/week/two weeks/half 
month/month

Share with the staff

Print

Timestamp

Check approximate personnel expenses

AirSHIFT shift management service lets you create shift charts and simplifies the 
communication with the staff and detailed coordination. It coordinates with the ShiftBoard 
app for the staff, the staff are hence happy as they can confirm and check their shifts 
anytime anywhere.

Collect shifts

Adjust shifts

Create shifts

Share shifts

Attendance management

1

AirSHIFT Search https://airregi.jp/shift/

How to use AirSHIFT

AirSHIFT Search

Login

Click

Search for "AirSHIFT”

Click on "Login" on the top right of the website

Enter “AirID (account name)”, “Password” and click on Login

1

2

3

Enter

Enter

Click

If you do not have an ID, 
click hereIf you forgot your ID/

password, click here
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Quick guide

How to use AirSHIFT

Shift chart time setting

Set the break time

Group chat setting

Set for the group (kitchen, hall etc.)

Settings based on the store

P.24

P.25

P.26

P.27-28

Login P.2

Shift management screen P.5 -6

Collectively confirm any of the multiple shifts and inform

Individually confirm a shift and inform

Share/print the shift chart

● Other convenient functions

● Contact Us

Confirm the shift and inform the staff

Modify a confirmed shift

P.19

P.20

P.21-22

P.23

P.29-30

Back cover

2 typical making patterns

01. Collect desired shifts from the staff and make shifts

    a. Collect desired work days and time

    b. Collect desired holidays

Delete a shift

02. Manager makes the shifts

    a. Make the shifts with fixed working days and time

    b. Make the shifts with flexible working days and time

Request for work

Make the shifts

P.12-13

P.11

P.12

P.13

P.14

P.15-17

P.15-16

P.17

P.18

Send the shift chart to the staff

Flow of coordination between AirSHIFT and ShiftBoard 

Coordinate the staff

Approve coordination request from the staff

Coordinate with the staff

P.7

P.8-9

P.10

Using more conveniently
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Make the shifts

4 Shift chart

P.12- P.22

Switch the shift display period

3 Shift display period

Shift management screen

1

2

3

4

Coordinate with the staff regarding 
the shifts

Settings based on the store

1

2

Staff management

Settings

P.24 - P.28

P.7- P.10

Week 2 weeks Half month/month Calendar



For shift related communication with the staff on AirSHIFT such as collecting the desired shift, 
informing the confirmed shift etc., the staff should coordinate using ShiftBoard.

Coordinate the staff Download ShiftBoard and 
register an account

Request to coordinate with AirSHIFT
Approve coordination 
request from the staff

Flow of coordination between AirSHIFT and ShiftBoard

P.8-9

P.10 “Simple user manual for the staff” P.3

“Simple user manual for the staff” P.2

Coordinate with the staff

7

Coordinate the staff

8

Add staff on the Staff Management screen

Click on “Coordination 
Page”

1

2

Click

Click

Check

Click



With the approval of the staff coordination request, the participation of the staff will be complete.
If there is no coordination request from the staff, check the status with the staff.

Approve coordination request from the staff

109

Staff with shared QR code, should do the follow-ing

1 3

2

Download “ShiftBoard”

Register a ShiftBoard account

Coordination request

If you are not using ShiftBoard Everyone

Simple user manual for the staff P.2-P.3

Sample

Share QR code or URL for coordination with the staff3

Share one of these with the staff Open “Approve staff coordination request”
When the coordination request from the staff arrives, a red circle appears on the “Approve staff 
coordination request”.

1

2

Approve coordination request3

Click

Click

Click on “Coordination request has arrived. ”

Click

Select

Click

Select “Add new“ or “Integrate with staff 
who have already entered“ to approve 
the coordination request.

*QR Code is a registered trademark of DENSO WAVE INCORPORATED.
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Manager makes the shifts

Inform about the confirmed shift to the staff

Specify the shifts with fixed working days and timea.

a.

Specify the shifts with flexible working days and timeb.

b.

Collect desired shifts from the staff and make shifts
Collect desired work days and time

Collect desired holidays

2 typical making patterns

Prior staff registration is required

01

02

Common for 01, 02

P.15- P.17

P.19- P.20

P.7- P.10

P.12- P.13

Make the shifts

12

a.Collect desired work days and time

On the “Settings”  “Shift system settings” screen, select the automatic setting of 
“Apply” for “Automatic draft settings”.

If the draft shift is not automatically reflectedCheck!

Collect desired shifts from the staff and make shifts01

The staff should
1

2

Create desired shifts (desired holiday) using “ShiftBoard”

Submit the desired shifts

Simple user manual for the staff P.4-P.5

The staff should Check the confirmed shift
Simple user manual for the staff P.6

Get the staff to submit the desired shifts1

Open the Shift management 
screen

2

Click

Check the submitted draft shift3

Check

Check
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b.Collect desired holidays

The staff should
1

2

Create desired shifts (desired holiday) using “ShiftBoard”

Submit the desired shifts

Delete a shift

Delete a draft shift

Delete a confirmed shift

14

Simple user manual for the staff P.4-P.5

Get the staff to submit their desired shifts1

Check the submitted holiday draft shift3

Check

Check

Click the draft shift1

Click on “Delete”

Delete by the same operation 
as for a draft shift
In the case of confirmed shifts, the 
staff will be notified with “The shift has 
been deleted”.

2

1

Click

Click

Open the Shift management 
screen

2

Click
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Manager makes the shifts

a. Make the shifts with fixed working days and time

Fixed shift settings

When you set fixed shifts to staff who work on fixed days such as employees and part-time 
employees, a draft shift will be automatically created. We recommend you to use the 
settings, as this saves the time and effort to collect the desired shifts and to enter the shifts.

02

15

Click on staff name on the Staff Management screen

Check if the draft shift is created

Click the day of the week
Click on the column of the day of the week that you want to set, at the “Fixed shift” item on the 
Staff information screen.

1

5

2

Click

Click

Click

Enter the working hours

Save the settings

3

4

Click to select

Click

Click

Check



Request for work

1817

b. Make the shifts with flexible working days and time

Click on staff name of the shift chart

Check if the draft shift is created

1

3

Click

Enter the working hours 
and save

Create a shift you desire to 
request and click on “Send 
to the staff”

Click on “Request for work”
2

1

2

Click to select

Click to select

Click

Check

Click

Click

Wait for approval from the staff3

Message sent to the staff

Message received on approval

Click to select

Click to select

“Shift management”  Shift chart
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Collectively confirm any of the multiple shifts and inform

When you confirm the “Draft shift”, the work days and holidays will be notified to the staff.
There are 2 types of confirmation methods - collective confirmation and individual confirmation

*For individual confirmation, every time a draft is confirmed, a notification is sent to the staff.

“Shift management”  Lower 
button

Confirm the shift and inform the staff

20

Individually confirm a shift and inform

Cl ick  on “Col lect ive ly 
confirm a batch” on the 
right, below the shift chart

Click the draft shift that 
you wish to confirm

Notify the staff

Click on “Send to the staff”

Confirm the selected draft 
shift

The shift will be confirmed 
and staff will receive a 
message

The shift will be confirmed 
and staff will receive a 
message

1

1

3

2

2

3

4

Click

Select

Click

Check

Check

Check

Check

Click

Click

Click

“Shift management”  Shift 
chart



a. Request the time change with the staff

b. Notify a confirmation of time change, to the staff

21 22

Check the time change with the staff Notify a confirmation of time change, to the staff

1

1 2

2

P.22 (a) P.22 (b)

Modify a confirmed shift

Click the shift you want to 
modify

1

Click

Change the work hours 
and save

2

Click to change

Click

Inform the staff
When a time change is requested to the staff, the staff can select “Accept” or “Decline”.
If notified as confirmed, the staff will be notified as “Time is changed”.

3

If the staff “Accept”, the 
shift will be confirmed

The changed time to the 
staff is notified

Notify the change request 
to the staff

2

1

Check

Check

Check

Check

“Shift management”  Shift 
chart
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Share, print the shift chart

You can notify the shift chart of the whole store to the staff.
You can choose to print or send the shift chart as a message attachment.

*Click on “Send to staff” to share via a 
message or “Download” to print.

*To print, open the downloaded file and 
print it.

Send the shift chart to the staff

Using more conveniently

You can change the initial value of the time period of the shift chart displaying 9 to 24 hours, 
according to the store timings.

Shift chart time setting

Setting for the store

24

Initial value is set as 9 
hours to 24 hours

Click on Share/Print the shift chart

Select the format of the 
shift chart

1

2

Click

Open Settings screen1

Click

Select the time period displayed in the shift chart

Confirm that it is changed on the Shift Management screen

2

3

Check

Select

Select

Select

Click
Select

Click

Click to change

Click

“Shift management”  Lower button



In the initial values, automatic break time of 45 minutes and 1 hour will be entered, for shifts 
exceeding 6 hours and 8 hours respectively. You can change the Settings screen so that you do not 
set the break time.

Set the break time

25 26

B r e a k  t i m e  w i l l  b e 
displayed in light blue 
above the shift

If the break time is set, it 
does not get counted in 
the working hours

Group chat setting

You can chat with multiple people at once, by creating a group chat.
Using group chat is very convenient when you have to request work to multiple people.

Turn the automatic setting for “Break time setting for the shift” to “OFF” and save.

Confirm that the break time is not set

1

2

Check

Click on “+”

Select the members for 
group chat

A chat room is created

1

2

3

Click

Check

Select the staff

Click

Click

Click

Select

Click



You can manage the shift by dividing it to a maximum of 10 groups such as work stations of 
“Kitchen”, “Hall” etc., and time zones of “Lunch”, “Dinner” etc.

What you can do with group settings

Working hours can be aggregated by group

A single person can serve multiple groups

27 28

Set for the group (kitchen, hall etc.)

If you set up a group,
it will be displayed as shown.

Create a group1

Click on Edit the staff

Select the staff and confirm

Save the group settings

2

3

4

Click

Select the staff

Click

Click

Click

Click

Enter

Click

P r i o r  s t a f f  r e g i s t r a t i o n  i s 
required to edit the staff.

P.7- P.10
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Other convenient functions

Refer the AirSHIFT online manual for more detailed usages such as other convenient functions and 
trouble shooting etc.

AirSHIFT manual Search

https://faq.airshift.jp/hc/ja

Method of operation is tailored to the 
shift making method at the store

Troubleshooting 

and FAQ

Settings for shift and attendance 
management

Paid usage and FAQ

Method of operation of AirSHIFT 
by function

How to use the recruit, employ staff 
(one-time, long-term) functions 

Details of operating ShiftBoard with 
AirSHIFT and the method of 
operation during trouble

Handling the time stamp (time card) 
and time card management and FAQ

• Method of making shifts, after collecting 
desired shifts

• Method of making shifts, after setting patters 
such as day shifts or night shifts

• Collection of holidays based on 
fixed shifts

• PDF of the manual

• Unable to login

• Want to sort the staff 

   etc.

• Shift pattern
• Setting for the number of 

necessary staff 
etc.

• Paid application

• Payment with credit card

• Change billing details

• Cancellation

etc.

• Print
• Display items
• Filtering
• Assist function

etc.

• Recruit staff
• Check the information in 

the resume of the 
applicants, employment 
method 

etc.

• Method of operation for 
coordinating

• Cannot submit desired shift
• Manual in English

etc.

• Method to correct omissions in 
the time card

• Download time card data
• Method to check the 

approximate labor cost
etc.

30



For frequently asked questions, kindly refer the link below.

AirSHIFT help desk

AirSHIFT

Reception hours: Weekdays 10:00 - 19:00

0120-759-225

https://airregi.jp/shift/

https://faq.airshift.jp/hc/ja/

The information in this manual is dated as of January 2024. Based on the updates 
in services after the publication of this manual, service contents may differ from 
this document.

Information in this manual


