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FLOW☞ Update new address information and submit.

【Moving/Address Change】

Read the PDFs displayed, and click 
on “Start Application”

1) I moved.

2) The rent amount of my lease has 
changed/ I no longer get the housing 
allowance

Check Precautions and Attachments

1 2
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【 Moving/Address Change _1】

Note: Attach all pages of the lease 
agreement.

Check Precautions and Attachments

Moving/Address

Change

Suspend Housing 
Allowance
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【 Moving/Address Change _2】
TIPS

- If Items cannot select from drop-down list -
➢ Mouse over the drop-down list and  select an item with

arrow keys and Enter key.
➢ Check the browser you are using
・Chrome×（Error occurs. Do not recommend using.）
・OS:Windows →Firefox recommended browser
・OS:Mac →Safari recommended browser

Application：Change ”No Change” to “Change”

Date of change：

➢ When address changes, the start date of the new 
address.

➢ For any other changes in address details, the start date 
of that (e.g., Rent has changed)

Rent:

Monthly rent (rent + common expenses + parking space 
(up to 2 spaces allowed))

*Be sure to enter your phone number as well.

Moved-out date/Moving-out date(for departures):

Enter the date you moved out of your previous 
residence.

Next

Confirmation of  Requirements for housing allowance:

Check the Compensation Regulations from the link and 
tick the checkbox.

Some items below mux be submitted in Japanese…

➢ If you tick the check box here, you can skip 
entries of Japanese.
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【 Moving/Address Change _3 】

Application：Change ”No Change” to “Change”
Click [Copy Current Address], the information you 
entered in the "Address" field will be copied.

Application：Change ”No Change” to “Change”

Emergency Contact:

➢ Enter contact persons who can be reached in an 
emergency.

➢ 3 contacts are required

➢ At least one relative's contact information must be 
entered.

Submit the application

*When you submit on -
ly Address Information

TIPS
➢ By clicking [Copy Current Address], 

the information you entered in 
the "Address" field will be copied.

Move to Commuting 
Application

If your current address and residence 
certificate address are different, please tick the 
box here.
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【 Submitting Moving Application 】

Click “Update”

Move to Commuting 
Application

Click “Yes”
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FLOW☞ Canceling the current commute route/method and enter a new route

【 Commuting Route/Method Change】

① Stopping the current

commute route/method

② Adding new route: Car

② Adding new route: 

Shuttle Bus

② Adding new route: 

Public Bus

Read the PDFs displayed, and click 
on “Start Application”

② Adding new route: Walking
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👇Next Step

First step: Canceling Current Commute

【 Commuting Route/Method Change 】
TIPS

When the commuting allowance is suspended and then resumed 
(e.g., the end of business trip), apply for the resumption of the
allowance as soon as possible.
( No commuting allowance will be paid without application.)

Check items on 【
IMPORTANT】

Click "Select"  to select current 
commuting way

Add new route: 
Walking

Add new route:  
Shuttle Bus

Add new route: 

Public Bus

Canceling Current Commute

Only stopping the 
current one

Select “Disuse" for the 
current application

Enter the date to stop current commuting 
way( Until this date, current commuting 
way is valid)

After entering the cancellation 
date, click “Add to Commute Route 
List”

Add new route: 
Car
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Change to Car

Click “Add Commuting Route”

【 Adding new way_Car】

Click ”Add to Commuting Rout List”

Submit

TIPS
If you use your own car (and motorcycle or bicycle) 
in combination with shuttle bus, commuting allowance will be
reduced by 50% of the amount paid.
For cars, motorcycles, and bicycles, distance is measured by HR

Tick the way of 
commuting to be newly 
added

Enter new route start 
date

Select the 
method

Enter your home 
address

Enter the destination
（OIST)
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Change to Walking

Click “Add Commuting Route”

【 Adding new way_Walking】

Submit

TIPS
If you use your own car (and motorcycle or bicycle) 
in combination with shuttle bus, commuting allowance will be
reduced by 50% of the amount paid.
For cars, motorcycles, and bicycles, distance is measured by HR

Tick the way of 
commuting to be newly 
added

Click ”Add to Commuting Rout List”

Enter new route start 
date

Select the 
method

Enter your home 
address

Enter the destination
（OIST)
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Change to Shuttle Bus

【 Adding new way_Shuttle Bus】
TIPS

When applying for a shuttle bus, submit 
the application form to HR or attach it 
on this web application form.

Enter new route start 
date

Select “shuttle bus(OIST)”

Enter as ”OIST 
Shuttle bus“

Enter the departure 
bus stop

Enter the destination
（OIST)

Submit
Click “Add Commuting Route”

You can obtain the shuttle 
bus application form from 
here

Tick the way of 
commuting to be newly 
added

Click ”Add to Commuting 
Rout List”
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Change to Public Bus

Click “Add Commuting Route”

【 Adding new way_Public Bus】

Click” Add to Commuting 
Rout List”

Submit

Tick the way of commuting to 
be newly added.

Select “Pass for bus”

Enter the departure 
bus stop

Enter the destination 
bus stop

Enter new route start date

Enter the bus type
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【 Submission】

Click "Update" at the top (or 
bottom) of the screen

Click “Yes” 

Check the message to confirm 
submission

Back to the table of contents

Click “Yes” 
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