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* New ID Registration* 

You register new temporary Global ID. 

1.Click ‘New ID Registration’ in menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

http://localhost:53291/TempIDNewReg
http://localhost:53291/TempIDNewReg
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2.Enter your information in obligatory items and click  
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The working name will be used, displayed when status [ON]. 

The working name will not be displayed when status [OFF], and its value is same as the Passport name. 
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3. Confirm contents of registration and select an approver.  
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4. Click ‘Apply’ and then your applying is completed. (Email to request approval is sent to an approver.) 
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* Organization Assignment *  

（For companies which use Online functions only, this menu isn't displayed.） 

Only one record for Main post can be set per one person in the same company. 

Multiple records for Additional post can be set per one person. 

If you delete one company’s Post, does not affect the use of GID in the other companies. 

You can add temporary organization information to Global ID in the same company.( Additional Post) 

1. Click ’Organization Assignment’ in Menu and enter Global ID which you want to add organization information. 

 

2. Enter registration information and click ‘Preview’ 

 

Click 
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Enter new organization code in 

case you add another 

organization. 
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3. Confirm registration information and choose an approver. 
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4.  Click ‘Apply’ and then your applying is completed. (Email to request approval is sent to an approver.) 
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* You can add temporary organization information to Global ID(Main Post). 

1. Click ’Organization Assignment’ in Menu and enter Global ID which you want to add organization information. 

 

2. Enter registration information and click ‘Preview’ 

 

Click 
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Enter new organization code in case 

you add another organization. 
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For details, please click 

here link.  
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3. Confirm registration information and choose an approver. 
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4.  Click ‘Apply’ and then your applying is completed. (Email to request approval is sent to an approver.) 
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*Change registered information* 

You can change information registered on EINS online system. 

 

If the error message “E00000D0005: There is no data of the Global ID that you can maintain.” shows up on the 

page after you search the user’s GID, it means that the GID isn’t registered on EINS online system, the HR of 

company in charge of the user’s information management. Then you cannot modify the GID’s information via 

this menu, please contact the PIC of company HR. 

 

1. Click ‘Change Registered Information’ and enter Global ID which information you want to change. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

http://localhost:53291/RegisteredInfoChange
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2. Click ‘Input Basic Information’ in case you want to change personal information, or click ‘Input Organization 

Information’ in case you want to change your belonging organization information, or click ‘Delete’ in case you 

want to delete the GID. 

 

       

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter Global ID and  

click ‘Search’. 

 

In case you modify  

personal information. 

 

In case you modify 

organization information. 

In case you want to delete the GID. 

Please select the target organization first and click the ‘Delete’ button. Then the 

page will migrate to ‘Deleted’ page and the GID will be deleted. 

(Please be noticed that the GID delete process do not need the Approver’s 

approval.) 

When the organization Information’s Expire Date is the past date, the record is 

already invalid and shown in grey. After it's invalid for more than 14 days, the target 

record will not show on the screen, so there is no need to delete it.  

And this record can't be deleted according to EINS rule. 

If the GID has two or more organizations, please delete Additional Post first and 

then Main Post.  
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3. Enter your information in obligatory items and click ‘Preview’ button to continue the application. 

 

 

 

For details, please click 

here link.  
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Passport Name will display when Change is selected. 

Passport Name will not be displayed when No Change is selected. 

,and its value will not be changed. 

 

For details, please click here link.  
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Please input the Effective Date and Expire Date of GID. 

But you cannot apply for a period longer than one year. 

Please be noticed that it’s not possible to change the 

Effective date to the date earlier than the previous 

application. 

If you want to delete the GID at a specified date, please input 

the target date of deletion in "Expire Date" and GID will be 

invalid after the specified date. 
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4. Confirm contents of registration and select an approver. 
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5. Click ‘Apply’ and then your applying is completed. (Email to request approval is sent to an approver.) 
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*Application Information* 

You can confirm information which you applied. You can apply or withdraw your saving application.   

1. Click ‘Application Information’ and then a list of applications applied by the login person appears. Click an 

application number which you want to proceed or withdraw. 

 

                                          

 

http://localhost:53291/ApplicationList
http://localhost:53291/ApplicationList
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2. Information of your choosing application appears so you can withdraw or apply. 
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* Collective Application* 

・Outline 

  Only the Organization change, basic information change and Period change, you can use the function of 

collective application and collective approval by the EINS Online System. 

   ・the collective change of organization(collectively change the organization and tech code, tech name from A 

to B ) 

    ・the collective change of basic information(employee type, cost center code, original company code) 

   ・the collective change of effective period for the registered information. (The effective period can be 

collectively set with a date between effective date and one year after it. If the effective date is not input, the 

maximum expire date can be set to 13 months later than the application date) 

 

・Main use case 

・Change all the organization information for the resident personnel who are managed by the department. 

・Change all the tech code and tech name for the resident personnel who are managed by the department. 

・Change all the basic information (employee type, cost center code, original company code )for the  

resident personnel who are managed by the department. 

・When the users want to continue the contract, you want to collectively extend the effective period for these 

persons. 

・As the work is over, you want to collectively over the effective period. 

   In the above case, you can process them with great efficiency by the collective application. 

 

・Note Items 

1. You cannot use the collective application to register new ID and assign the organization. 

2. The person who is in the same company with the target user only can use the collective application   and 

approval. 

  3. Only when you process for the collective application, you can use the collective approval. 

4. at the one-time process of the collective application, 

You only can change from an original organization to a new organization. 

 5. The Collective Application function is not available After GID expired. 

 

  ・The example of application  

1. Change the organization from A to B for the personnel.  

(The application time is only one for the organization change.) 

 

 

 

2. Change the organization from A to B and C for the persons who are in the organization A.  

The application times are the two below for the organization change. 

 

Organization A Organization B 

Organization A Organization B 
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3. Change the organization from A or B to C for the persons who are in the organization A or B.  

The application times are the two below for the organization change. 

 

 

 

 

 

4. The extension for the effective period and change the organization from A to B for a part of members. 

The application times are the two below. 

 

 

 

 

 

・Process for the Collective Application 

1. Click ‘Collective Application’, and then input the searching items in the next page 

 

 

 

 

Organization A Organization C 

Organization A Organization C 

Organization B Organization C 

Organization A Organization A (the extension for the effective 

period) 

Organization A Organization B 

http://localhost:53291/CollectiveApply
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2. ・Input the organization code which is what you want to collectively change to and click [Search]. 

・You can narrow down a search by filling GID, Employee type, Cost center code, Original company code, 

Tech code, Tech name, Effective date and Expire date by click the [Advanced Search] button. 

・The max search result can display 100 records one time. 

・If you want to confirm the information after the 101th record, please copy the last GID on 10 th page and 

input it in GID from field then search again. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 
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3. Click” change” after selecting the employees from the search list. 

You can select all employees by checking the box of select all. 

Click” change” after selecting the employees. 
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4. After input the items that need to be changed, click “Preview” 

Select the Change Type: Organization information modification or Personal information modification  

or both.(If it is not selected, the corresponding information can’t be changed) 

Please select the organization changing or period changing in case Organization information modification is 

selected. 
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Not all of the items are mandatory, please input the necessary items that need to be changed. 

You can only set the new application effective date with the date between application date and a month after 

it, and set the new application expire date with the date between effective date and one year after it. If the 

effective date is not input, the maximum expire date can be set to 13 months later than the application date. 

 

5.Select the approver after confirming the changing information 

Comment: If the item is not input, or the input value is the same with the value of all the target employees, 

“-“will be displayed as the new value, and the item will not be changed. 
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6.After click “Apply”, the process of collective application is finished. (The mail for approving will be sent to the 

approver) 

If the item is not input when applying, or the input value is the same with the value of all the target employees, 

“-” will be displayed as the new value, and the item will not be changed. 
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* Change Applicant* 

EINS system sends the online notify mail to the user and the applicant base on the application’s history record. 

If the user’s mail address isn’t registered on the system and the applicant leaves already, they will not receive the 

notify mail, such as “Note: EINS Online registration EXPIRATION!!”. 

You can use “Change Applicant” menu to change Applicant, make sure the notify mail from EINS system will not 

be omitted. 

 

1.Click ‘Change Applicant’ in menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

http://localhost:53291/ApplicantChg
http://localhost:53291/ApplicantChg
http://localhost:53291/ApplicantChg
http://localhost:53291/ApplicantChg
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2.Enter your information in obligatory items and click 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

①Enter the applicant’s GID, click the 

"Search" button, then the contents 

submitted by the applicant will show in 

the Application Information List. 

②Enter the GID of the new applicant, 

press the "GID Confirm" button, then the 

GID information of the new applicant will 

show on the screen 

Click after the items are entered 
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3. Confirm contents to change. 

 

 

 

4. Click ‘Change’ and then your applying is completed 

 

 

 

 



39 

 

*Approval* 

Approvers approve applications (Register new ID, Organization assignment, Application modification ). 

1. Click ‘Approval Waiting List’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

http://localhost:53291/ApprovalList
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2. Search by ‘Application number’, or click ‘Application number’ in Application List.  
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3. After confirming contents, click ‘Approve’ and then this approval is done.  

(Email to inform complete registration is sent.)  
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*Collective Approval* 

Approvers approve applications (Collective Application). 

1. Click ‘Approval Waiting List’ 

 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

http://localhost:53291/ApprovalList
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2. Search by ‘Application number’, or click ‘Application number’ in Collective Application List.  

Comment: If the new effective date and expire date are input when applying, they will be displayed here, or the 

effective date and expire date of the target employee whose GID is the smallest will be displayed. 
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3. Click the button of “Approve” or “Reject” of the approval confirm page, the application can be approved or 

rejected. 

Comment: If the item is not input when applying, or the input value is the same with the value of all the target 

employees, “ - “ will be displayed as the new value, and the item will not be changed. 
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4.Approval/Rejected page 

Comment: If the item is not input when applying, or the input value is the same with the value of all the target 

employees, “ - “ will be displayed as the new value, and the item will not be changed. 

 

 

 

 

 

 

 

 

 

 

 


