7. Campus, Support, and Services
- GRIPS Library -

GRIPS Library

General Information

Operating hours
Monday - Friday: 9:00 - 21:00
Saturday: 10:30 - 17:00

Closed

Sundays, National Holidays, Year-End & New Year
Holidays from December 28 to January 4

Exceptions to the above will be posted.

Admission

Touch the gate sensor with your Student/Faculty ID Card
(your ID Card is also your Library Card). ID Card is not
necessary to exit the Library. Simply push the bar and
proceed through the gate.

GRIPS Library Website

The Library website provides announcements from the
Library, access to OPAC, and other web links for
searching electronic resources, such as online journals
and online databases available in the Library:
http://www.grips.ac.jp/main/lib/en/

Searching for Materials

Online Public Access Catalog (OPAC)
All books and periodicals in the GRIPS Library can be
searched using OPAC (Online Public Access Catalog).
OPAC includes online journals available at GRIPS as
well.
http://glib.grips.ac.jp/mylimedio/search/search-input.do?la
ng=cn

— Refer to “How to use Online Catalog (OPAC)”

Online database
Online databases are useful tools for searching articles,
news, statistics, and legal information, and access to full
texts.

Library website > Online Resources
http://www.grips.ac.jp/main/lib/en/search/database/

Off-Campus Access
Online journals and databases are accessible from

outside the campus by logging in to SSL-VPN:

Library website > Off-Campus Access
http://www.grips.ac.jp/main/lib/en/search/ssl vpn/

How to Use the Library

Borrowing books
Take books to the counter with your ID card.
A self-checkout machine is also available.
Borrowing limit: up to 30 books
Loan period: 1 month

Returning books

Return borrowed books to the counter. Your ID card is
not necessary.

When the Library is closed, put the books into the drop
box located outside the Library entrance.

Be sure to return the books by the due dates.

Reservations
If a book you need is checked-out, you can make a
reservation through “MyLibrary”.

—  Refer to “MyLibrary”

You will receive an e-mail when a book becomes
available.

Materials not for loan

The following materials are not for circulation, and are to

be used in the Library only.

e  Textbooks

e  Reference books

e  Periodicals

e  Newspapers

e  Audio-visual materials

e CD/DVD-ROMs

e  Microforms

e  Materials that are either damaged, broken, or
susceptible to damage or breakage

e  Other materials specified by the Library director

Photocopies

Photocopiers are activated by your ID card.

e  Materials that can be copied: materials owned by
the GRIPS Library.

e  Limits on photocopying: the Library users must act
in accordance with copyright laws.
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Reference Service
Please inquire at the counter on how to use the Library;
how to find materials; how to obtain materials not owned

at the Library; and how to search online databases.

Book Purchase Request

You can request the purchase of books related to policy
studies to add to the GRIPS Library’s collections.

The GRIPS Library Committee reviews the requests and
decides which items to include in the Library collection.
Apply from “MyLibrary”.

Restrictions

e  Please be quiet.

e No smoking, drinking, eating, and talking on
mobile phones.

e  Materials in the Library are common assets.
Everyone is expected to use utmost care to avoid
staining or soiling them, not to mention refraining

from writing on them.

7. Campus, Support, and Services
- GRIPS Library -

Use of Other Libraries

ILL (Inter Library Loan) service

If materials you need are not available at the GRIPS
Library, we can help you obtain them from other libraries.
Apply from “MyLibrary”.

Inquire at the GRIPS Library counter or see the Library’s
website for details about ILL.

Letter of introduction to other university libraries
Please consult with the Library staff about a letter of

introduction if you plan to visit other university libraries.

Orientation / Guidance

The Library occasionally organizes orientations and
guidance to familiarize students with the Library system,
its databases, and inter-library loans.

Please check the GRIPS Library website for latest
information.

We welcome your questions and requests.
Please feel free to contact us at: lib@grips.ac.jp
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- GRIPS Library -

How to Use the Online Catalog (OPAC)

OPAC is the Library’s online catalog which you can search for books and journals held in the GRIPS Library. OPAC is
available from any PC connected to the internet.

GRIPS Library

EGRIPS HomePage MLibrary H

2 Help J
2 Log|

léw Input Search Conditions

@Oalegor; Search @ My Library (Renewing, reservation, cail

7 oni s

3 _1
&
» Keyword(Title, Author, efc.) - ‘game theory dynamics HAND v
“IsEN S —
1SN S
*NCID ] z
* Material type © MBook ™lJournal M Journal volume /

» Target database

= Title

» Author

® Subject

» Publisher

» Publication year
» Japanese/Foreign group
®Language

* Classification
«Call no.

» Location

» New arrivals

* Material ID

© @ Local collection, © Other university(NIl catalog)

4

/

s

[
|[AND ~|

e ]

V]

‘[ ]days or earlier

Search Result List

{ “:w Search Result List

Review condisons

Book : 1-11 (11 materiais)

1

h () Cotegory Sewct () My Library (Renewing, reservatior

s > Sarch Agsct List

In order of tale

Search Result in Detail: Book
You will find the bibliographical and holding information (location, call no., circulation status) of books.

Keyword Search

1. Enter keywords, or

2. Choose the Material type or enter information

you have to the corresponding field to narrow your

search.

3. Press Search to see your search results.

4. If the Library doesn’t hold the material you need,

you can search other university library’s holdings

by selecting Other university (NII catalog).
—Refer to “GRIPS Library” > “Inter-Library

Loans (ILL),” “Reference Service”

[Basic rules]

* Not case sensitive.

* Ignores articles (a, the)

* Ignores accent marks (a ¢ € in French, German,
etc.)

* Does not recognize punctuation. Search without
punctuation (: /. ).

Result will be shown in title’s alphabetical order.

Click each title for
holding information.

detailed bibliographical /

If you get too many / little number of results, click
“Review conditions” and try searching by adding /
taking away, or changing keywords.

§3J[) Search Result in Detail - Book

1/ 1 materiale

Input Search Conditions » Search Result List > Search Result in Detail

(@ seorch (T cotesory Search ([ My Library (Rensmi. reservati

1. Location: shows where the book is

Colin F. Camerer
RNew York : Russell Sage Foundation

Behavioral game theory : experiments in strategic interaction

Frinceton, MN.J. : Princeton Unbrersity Press, <2003

2. Call no.: books are arranged in the
order of call number which is shown
on the spine of the book.

4 olume Location

® Holdings

2

Call no.

3

Iaterial [D Circulation class Status

(=] Texthooks ssction 431 15 | 00848084 Mot to hie taken out
c14
General books section (o175 | 01088418 For 1 month In circulation (Jul 16, 2016)
cl4
Select All | | Deselect All | | Bookmark valume:

# Publication year 2003

4

0

3. Status: “In circulation” appears with
the due date when the book is
borrowed.

Waiting Notes

4. Reserve: You can make reservations
to books borrowed by other users (see
“MyLibrary”).
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Search Result in Detail: Journal
You will find the bibliographical and holding information of journals.

*What you can search with OPAC is journals, not articles. You should use other databases to search articles.

j&] Search Result in Detail : Journal

\ Input Search Conditions > Search Result List > Search Result in Detail @aearcn @Dategol‘; Seal 1 HOldlIlg Volume: VOlumeS held at the
P Library. There may be missing volumes.
Journal of economic literature . ..
American Ecanamic Association 2. Location: Journals are arranged in title’s
Nashville, Tenn. . . . .
' z 3 4 alphabetical order in the journals section.
' « Journal holdings 3. Year of holding: range of years of volumes
Holding volume Location Year of holding Continuing acceptance .
1 7-10, 11(1-3), 12-18, 19(1-3), 20-53, 54(1)+ Journals section 1969-2016 Ongoing held at the lerary'

*Volume 4. Continuing acceptance: “Ongoing” appears

#» Show back issues

[] Vol.54 No.1 Mar. 2016 [Latest volume]

when the journal is subscribed continuously.

o Showback Baves e 5 Blank when subscription is stopped.

‘ Select All H Deselect All H Bookmark volume ‘

« First/Last publication year © Vol. 7 (1969)- 5. First/Last publication year: the Library does
*Form v.;24cm

not always hold from the first issue.
* Alternative title *J.econ. lit

Journal of economic literature
Economic literature

You can search and get links to the online journal available at GRIPS from OPAC.

J:%] Search Result in Detail : Journal
¥ Input Search Conditions » Search Result List > Search Result in Detail z ®Saarc 1 . The publication year Online jou_]‘nal is

4 Back 3 /3 materlals < > available from.

S ———
Journal of economic literature (1 951*) Shaw the electranic journal

2. Show the electronic journal

American Economic Association

3. IDENT
Both 2 & 3 links to the online journal.

o Journal holdings

Holding valums  Location Year of holding Continuing acceptance Ttem A
1 Electronic Journals 3

®G/SMD : computer file — remote (wr) /

*I55N 1 00220515

S IDENT * https S asaweh orgd journal/index php

® Agaregator | AEA

<< Off-Campus Access >>

& = s p Sofoun it -] You can use online journals and databases from outside the GRIPS by
s MEHARTRAT logging in to SSL-VPN service.

Welcame to the
GRIPS Instant Virtual Extranet

Pesse s i gy secr e Library’s website > Off-Campus Access
s —Log in with your GRIPS ID & Password.
*SSL-VPN is separate from MyLibrary or G-way.

Access online journals and databases from OPAC or links on “Online
Resources” page.

e 1 This icon should appear after logging in at the top, and at the online journals or databases page

when using SSL-VPN service. Press [E] o sign out.

(OPAC) (E-journal & database)
a2 grips.oc jpmylimadio/ssarch /. 0n £ = @ || & Materisl Seareh smote?.gripa.n... © = @ C || £ Jowenal of Appiiad feona
Library
_l‘;'m Input Search Conditions Horme > Economics > Econometrics > Journsl of Apgied Econometiics > Vol 23 issue T
kT T

Journg

I] APPLIED ECOY
[Seareh | [ Cloar | Journal of Applied Econometrics
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MyLibrary: What you can do with “MyLibrary”

Check your loans
Review your borrowing (books on loan) due dates, and check the number of times of renewals.

Renewals
Renew your borrowed books for one month from the day you renew.

Renewal is available for 2 times. Bring the books to the Library for further renewal.

You cannot renew if the book is reserved by another user.

Reservations
Make reservations to books borrowed by other user, check the status of, or cancel your reservation.
You will be notified via e-mail from the Library when reserved book gets ready for you.

Inter-Library Loan (ILL)
Request to borrow books or obtain copies of articles that are not available at the GRIPS Library from other

university libraries.

Book Purchase Request
Request a book for purchase by the GRIPS Library which supports your studying and researching.
The request will be examined and the book will be purchased as the Library’s collection.

My Folder
Save your preferred searches and keep a record of materials.

How to access MyLibrary

Access GRIPS Gateway and click MyLibrary from the You can also log in to MyLibrary from the OPAC.
menu “Link.” If you did not proceed through the GRIPS Gateway, you
have to input your GRIPS ID and Password.

PS Gateway 2016/06/16  LOGIN / Planner BGRIPS mpﬂﬂe L Lihr_&r}' HonieFage

=
I
HOME ToP H N

2 Help J Japanese

2] Login [¥ Exit

Period Course / lecureRoom | | el AR TR
Academic Matters (]
D ————— 1
Class Information ] 2
Notice Boards e g (q My Library (Renewing, resenation, c:anu:ellatiﬂn}l
| Se——————————— 2
Administrative Matters [+] 5 R
Directory Search [+ 6 ;
Questionnaire [H]
[E News R
= GRIPS Library
Personal Profile Update & Class. (0 & GRIPS Forum coy National Graduate Institute for Policy Studies Library
Announcement
Link e b i H
e — Class @ [KANJI Class] CPC HA Log in to MyLibrary
»| GRIPS Mail Announcement]
» GRIPS Homepage (D [room Changed] ”2 Input
allESSua Enter your GRIPS 1D and the password, and click Login.

>
Application information ID and password are case-sensitive.
> My Library 7% GRIPSID :
Class (D & GRIPS Forum Co 2 .
> GRIPS OPAC (Boocks & T » Password :

Journal)

. J =
»| Research Funds () Academic Year 2019
Information (GRIPS
intranet) @D [rReminder] (Pleas
Announcement]
» | Measures for Prevention of
Uinlawiul Acts (GRIPS G © ¢ Mo course ofte Click Logout when you end session
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MyLibrary Main Menu

EGRIPS HomePace JiLibrary HomePag|

GRIPS Library

 Help J Japanes
| Weloome, GRIPS Library san. (36 Logoy

Ji My Library
(@search (@ ostercry search -',&Request Fhatosepy 'Z:l::lﬂequest Loan fﬁlﬂequest Purchas

d Announcement

The following material(s) is ready.
1. Defeating authoritarian leaders in postcommunist countries | hbk (Gambrides studies in
contentious politice)
Walerie Bunce and Sharon Walchik Reservation number: 10006254
O This material iz ready. You may borraw it.

Sorne rmaterials are due shortly and/or sorme are overdue. You rray not borrow other materials until you
return the overdus materials.

1. Dynamic programming and optimal control vol. 2
Dirnitri P Bertsekas, Materfal D: 00890282, Renewsd: O timels)
O The material iz due shortly. Please return the material by Jun 17, 2016,

j Materials under request:You can also cancel your request

‘You are requesting 2 material(s); 1 materialls) are reserved. + View details

j‘ Materials on loan: ¥ou can extend your loan
4

‘You are borrowing 1 material(s).  » View details

T Operation menu

Request
‘:J Interlibrary Loan (Photocopy)
‘ﬁ? Interlibrary Loan (Book)

-w' Book Purchase

"i;- My folder

(B9 555 (1 material(sl)

_:}’ Managing My folder

Place a reservation
Click Reserve button at the “Search Result in detail”
page on OPAC and follow the instruction on the screen.

*Reservations can be made only to books borrowed by Cancel.

7. Campus, Support, and Services
- GRIPS Library -

Announcement

Announcements about your borrowed
books, reservations, or materials obtained
from other libraries will be shown.

Materials under request
Check or cancel your reservation.

Materials on loan
Check your loan status and renew your
borrowed books.

Operation menu - Request
Interlibrary Loan (Photocopy)
Interlibrary Loan (Book)

Place requests for obtaining materials from
other libraries (ILL: Inter-library loans)
Book Purchase

Place requests for the GRIPS Library to

purchase books for your study and
research.
My folder

Save your search result and add comments.

Cancel a reservation
Click View details at “Materials under request”, place a
check on the one you wish to cancel on the list and click

other users.

#Holdires :
Volume Location Callno. Material D Girculation class Status
1 [[] +pbk  General books section a7 Q317572 For 1 month

R11

-

In cireulation (Jul 16, 201G)| 0

==\
eserve ||

£

1 material(s): 1 material(s) siil] reserved
==\

[ Gree )

Advances in public economics  utility, choice and welfare - a
Seidl - hb(Theory and decision library ser. C. Game theory, math:
operations research:v. 38)

- o lWaiting MNotes 1

edited by Ulrich Schmidt and Stefan Traub Reservation numb|
Please wait until this material is returned.

Renewals

Click View details at “Materials on loan”, place a check on the one you wish to renew on the list, and click Renew. The

due date will be extended for 1 month from the day of renewal.

&\, Materials on Loan

- My Library > Materialz on Loan

-

1 materialis)
—===\

1| Renew |1

~———

1. Defeating authoritarian leaders in postcommunist countries : hbk{Cambridge studies in contentious politics)
Valerie Bunce and Sharon Wolchik, Material ID: 01260873, Renewad: 0 timels)
O The material is dus shortly. Please return the material by Jun 17, 2016

*You cannot renew if the book is reserved by other user.
*Borrowing and renewal will be suspended if you have overdue books.

*Renewal is available for up to 2 times. Bring the materials to the Library counter for further renewals.
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Photocopy / Book loan requests (Inter-library loans)
If material you need is not available at the Library, request it to borrow or obtain photocopies from other libraries. Fill
out the form and click Go to Confirmation window. Please supply as much bibliographic information as you can to
help us process your request.

Photocopy

Book loan

GRIPS

Library

- Document Photocopy Req

input

= Auther of the arlicle
EAdficl titke

EJournal title (Book ditke)
= \Volume

= Publication year
= Page

® Publisher
#ISSN

=ISEN

= Uiser

® User class

= Mail addrass

= Mamo

Ga o Cenfemanan window

|| S0asch

Juest :

Girgasanicar Malbk, Anes Chowdhin

Iritation, governmert sxperdiiure ard real hoame in the bng-nn

Jaurral of ecoromic sdes. New series.

GRIPS Library
Masher's Student
XXX Dgrips ac jp

Canzal

GRIPS Library

Ll? Material Loan Request

mTidle / Author

1 A
il

=Walurme

= Publisher

# Publication year
= |SEN

= User

®User class

# Mail address
s Memo

Go to Confmation window || Cancel

Saarch

B Mo

|Cambrage Unversity Prass

GRIPS Library
Master's Studant
XXX @arips ac jp

verticalists - the macrecononmics af credt

Bibliographic information from OPAC

Search the book / journal title with a check in Other university(NII catalog) and click Request ILL button at search
result page. Bibliographic information (title, author, publisher, etc.) will be entered automatically. This search enables
you to save your time to input bibliographic information.

GRIPS Library

I3 [} Input Search Conditions

a

& Boeloea
Seach | | Gisar

= Keyword(Title, Autnor, etc. )
«ISBN

» 1S58

«NCID

» Material type

» Targe! ditabise

FBOsK FJOUT s aw e

= Title

» Author
* Subject

GRIPS

2

E&IJ Sea

Seal urt h R

Library

Search

NIl catalog

b 102 masenal

rch Result in Detail -

utl h Reaull s Delsl

Journal of economic studies. New series
Glasgow - Dept. of Economics, University of Strathchyde, 1874-

Request ILL {Phetocopy)

« FirstiLast publCation year
sForm
= Allernative ille

*Note

= Oid fille

* Country of publication

» Titie language

= Language of fexds

= Fraquency of publication
= Subject

«NCID

=SSN

= Nurnber

Reguest ILL (Book-Loan)

FRiequest Book Purchase

ol 1, no 1 (May 1974)-
v il 2424 cm

Journal ef etonomic studies (Glasgow, Stotland)

J. econ. stud, (Bradiced)

Journal of economic studies (Bradford)

Journal ef economic studies

Frequency Semiannual (1874-1878) 3 ssues a year (1980-82
MNew sanes designation dropped with v 7 (1880) and v <16>.<1
Imprint vanes: vois. for 19857- pub. by MUE University Press
Journal of economic sludies

United Kingdom

English {(eng)

English {eng)

Bimonthly

Economics - Periodicas

AADDZSTT20

01443535

ULFN  J544670

1. Check Other university(NII

catalog) and search.

2. Click Request ILL (Photocopy) for journal article or

Request ILL (Book Loan) for book.

3. Bibliographic information wi

11 be entered automatically.

Photocopy: fill out author and title of article, volume, year and

Go to Confirmation window.

Book-Loan: make sure the information is correct and

Go to Confirmation window.

You will receive an e-mail when materials get ready.

GRIPS Library

ional Graduate Institute for Policy Studies Lil

> Document Photocopy Req

Input

# Author of the article
EArticle title (Required)

mJournal title (Book title) (requirea)
*Volume

# Publication year
*Page

# Publisher
*ISSN

*ISBN

» User

® User class

* Mail address
*Memo

Go to Confirmation window | [ Cancel |

uest

Jourral of ecoromic studiss. New series « ‘

Enter the volume and issue numbers in the format of Volume(issue), for example, el
[Glasgow : Dept. of Economics, University of Strathclyde 1974-*

01443535

GRIPS Library
Master's Student
XXX@grips.ac.jp
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Book purchase request
You may request a book for purchase by the GRIPS Library which supports studying and researching. Requests will be
reviewed and determined to add to the Library’s collection by the Library committee.

GRIPS Library I
\ | [Searen] Fill out the bibliographic data of the book, do not

fik Book Purchase Request | forget to enter Reason for request, and click Go to

Input @Search @:a‘egoq Search @My il Confirmation window.

aTille  Author ecuies - [Broeic prmnarsips n Als babroke Wbt ailroes Please supply as much bibliographic information as
Madkarni, Vidya

aPublsher e o ‘ you can to help us process your request.

» Publication date E

*ISBN s ) *Before submitting a request, search OPAC to check
You may specify only one ISBN . .

y ! whether the book you want is owned by the Library.

* Unit price S I

» Number of books to purchase - 1

» User * GRIPS Library *We do not accept:

* User class * Master's Student >books for test-preparation or language studying

* Mail address - XXX@grips.ac.jp .

EReason for request (Required)  © [Ibelieve this book will help shudents for studing reltionships of >J0umals and eleCtronlc resources.
[Acian countries and it will aleo help me to write better policy paper | ‘ «

[ Go to Confirmation window || Cancel |

Bibliographic information from OPAC
Like requesting ILL, by searching OPAC with a check in Other university(NII catalog) and clicking Request Book
Purchase, you will get a bibliographic information automatically.

i S 1. Check Other university(NII catalog) and search.
. '-:,;’.'ﬁl input Search Conditions 2. Clle Request BOOk Purchase
—— = e 3. Bibliographic information will be entered automatically.

Search | [ Cieae

Make sure the information is correct, enter the Reason for
request, and click Go to Confirmation window.

® Keyword{Tithe, Authaor, elc )

You will receive an e-mail when the book gets ready. The book
will be kept at the Library counter for 1 week.

= Language Languages

GRIPS Library GRIPS Library

Search ——
Search

|90} Search Result in Detail

Input Search Conditions > Search Result List > Search Result in Detsil Book Purchase Request
Tnput
171 materiale
: . The follawing materials will et be accepted.
gzn‘jame”tals of corporate finance / Robert Parrino, David S * Materiaks which the GRIPS Library halds in its collection
-

* Test-preparation or laneuage study backs
Hoboken, M.J. - Wiy, 2015 * Joumals and electronic resources

[ Request ILL (Photocopy) | | Request ILL (Book-Loan) | [ Request Book Purchase J«

ETitle / Author (Required) Fundamentals of corporate finance / Robert Parrine,
Publication year 2015 David 8. Kidwell, Thomas W. Bates, 3rd ed
Form soodi, 748 p. - ill. (some col), col. ports. ; 28 em
MNote : Includes index EPublisher (Recuired) Hoboken, N.J. : Wiley, c2015
ISBN 9781118343898 ®Publication date
Country of publication : United States 3 #ISBN 9781118845899
Title language : English leng) P ——
Language of texts English (eng)
Classification DC22:638.13 @ Unit price
Author information Kidwal, David S

® Number of books to purchaze @ 1
Bates, Thomas W.

Parrino, Robert

. .
Subject Gorporations —— Firance User QRIPS Library
NCID BB18166423 ® User class Master's Studant
Holdings 2 holdings * gl address seodl gripsac.jp
See CiMi Books EReason for reguest (Requied] T helieve this book will help students for studying financial
policy, and it will also help me to write hetter policy paper, «

Request ILL (Phatacopy) | | Request ILL (Book-Loan) | [ Request Book Purchase

141 materials Go to Confirmation window J I Cancel I

Tnput Search Conditions > Search Fesult List > Search Result in Detail
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G-way

G-way is an entrance of the GRIPS campus network system. Students can access to Course Registration, Academic
Record, News, Administrative Matters and other online services from both on and off campus.

1. Log in to G-way
Access to G-way (https://gportal.grips.ac.jp/fw/dfw/GSSOF/redirect.php).
# You can also access to G-way through the [Intranet] on GRIPS official website.

s= Site Map , [ Intranet , M Library | X Job Openings | 9 Access

O BRI A B AS

NATIONAL GRADUATE INSTITUTE
GRIPS FoR POLICY STUDIES Japanese [ search ] 0
About GRIPS News & Events Admissions Education Executive Training Research Alumni

On the log in page, enter your GRIPS ID and GRIPS password. Then, click [Login].

/; BRI A B A

NATIONAL GRADUATE INSTITUTE
GRIPS FOR POLICY STUDIES

M GRIPSID |
¥ GRIPS Password

CLoen ) concel |

Forgot vour password?(GRIPS Members O nhy)

Contact Us
GRIPS Members : support@grips.ac.jp

National Graduate Institute For Policy Studies
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2. Top page of G-way
On the top page, this information shows up.
* Class Information: Announcement about the classes you have registered a week from today
* Schedule: Today’s schedule

* News: Announcement from GRIPS. Click on the title to read the message.

2012/06/13 LOGIN / [%% (M%) ]

Period

ANDO Munetoma
and TOYOFUKU

Kerita

B news

3. Menu
On the Menu bar, there are links you can access to other services.

MENU

Academic Matters < o ) é Academic Matters =

Class Information 4] | e e
| »| Syllabus Search
Notice Boards ]
| »| Academic Record

Administrative Matters +]

Directory Search e
Questionnaire ]
My Setting +]

Click on [+] to show the links.

If Pop-up block appears
If the message below shows up when you move to a new window, click [Options for this site] and select [Always
allow]. If the different message appears, refer to the Help of the browser.

I Always allow

More settings
]

Internet Explorer blocked a pop-up from *.grips.ac.jp. Allow once
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4. Link
As for the following services or websites, click [Link] and select the one(s) you wish to access.

GRIPS Gateway 2012/06/13  LOGIN/ [ (IPRE) | Plannersx KX ®53  OEngish

HOME TOP

Period Course / Lecture Room

MENU ) schedule

Nobice Boards o

Administrative Matters [+]

TR () Notice of reducing the number of smoking rooms in GRIPS

»| GRIPS. Mail

»|GRIPS Homepage:
» | Library Web
»| My Library

+ |GRIPS OPAL (Books & 5= entsy uation
Jourmal)

in the Stu-file server

: (File Server - = . \ e
2 Spring Term ({Session I) Course Evaluation

+|Change Password
(Unavailable
23:00-25:00 15T)

\ 5 T Supgport Center /

[@ ¢ Starting Operation of Moodie

My Setting o
Name Contents

GRIPS Mail Web mail

GRIPS Homepage Homepage

Library Web GRIPS Library Homepage
My Library Borrow/reserve books

GRIPS OPAC Online Public Access Catalog
File Server File server for students
Change Password Change password

IT Support Center IT Support Center Homepage

2¢ The contents for the [Link] may be different from above.
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How to register for courses
Course Registration
Access to the page
}: v oy
GRIPS Gatew;,y 2014/07/24  LOGIN / PlannersX  ASX ®E&m  Oknglsh
@ Schedule
Period Course / Lecture Room Faculty

Academic Matters =]

- e,
» | Course Registration

Administrative Matters o
s K RS e I »>| Syllabus Search

I »| Academic Record

You can register or withdraw from G-way menu “Academic Matters”

Any one of three screens (Course Registration, Withdrawal, or Timetable) will be shown based on duration set on

each term.

* Course Registration

C " Gatewa | - | I . 0 g | =
) Global w.tr.fenfuy inetatile [-Gwmhwm--q_ | GV Output -thmr \m-hun; ‘ agisiration

GRIPS

Course Registration

- : — - "
y - FEx —
1 2
2 w~
3 .
i - =
5 ~
5 =
+ Withdrawal
fur:wt to 2014 ) .
k_ ) Global eadersh.rp || Personal Timetabie | [ wndraval
GRIPS Withdrawal
Program | Studertt [0 | Name
Young Leaders Program (Schoo of Locl Gavernsnce) 1 ] | Plaonersit_ 48

pdate Time : AT

BORLRVRECF ¢ SPESIERIER S STBL T HEV,  Pleose check the box for the course to withdraw and click the Withdrawal button.

Day Time. Term Course Number Course Name Instructor Withdrawal
1
2
3
mon
4
5
&

+ Timetable

2014 Tinetable

[ s 1 [R—— I I ]

' 2 3 : s .

xpectad o carn 0 credits (ineluding ongoing couse:
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How to Register

(1) During the course registration period, the course registration screen as shown below will be displayed.

T Gateway to I . 1 = 1 3
k) Global _y(”fg!'_t_;hf:; Timatable | cwmnug'almlimi CSV Output PersonalTimetable Rag'umsiwl

GRIPS b

Course Registration

Program

Studest Name
\g.arnm klmmx FEX

Voucs [ eadens Program (School of Local Govermance
_—

1
2
3
4
5
6

el <l <] <lll <l <l

(2) Click the pull-down menu to select a course from the list of courses you can register.

1= Development Ecc

= Education Policy
It = International Seci
= Resource and En

2
3
4
5
6

To find intensive courses, press ‘others’ button.

others.

< << i< < <if < < €if <

Registration

(3) For a course that is offered on different days and periods in the week, you can add/drop the course by making a

change to only one period. The change you are making will be reflected on other day(s) and period(s).

2

L Military Operations, Strategy, and Policy

L Military Operations, Strategy, and Policy
5 L

(4) A message to indicate the update will be shown on the screen. Click [OK] to confirm the change.

| Wb A-SHEDAY -2 ot

|

| EERCERESOVERTT. SONSHBROSEREREENE

I b rou. zmiTrawn.

| | This ts & course that is offered on different days and periods in
the week.

1 The change you are making will be reflected an other day(s) and

[ paricd(s).

||
I
i
- 4
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(5) Once you have selected the courses you want to register, click [Registration] button. Please note that your course

registration is not completed until you click [Registration] button.

~ Gateway to T
k_) Global Leadershin Tiatatile Course Hogistration €SV Cutput PersonalTimetablo
GRIPS T — ) ; L

Course Registration

Youes [ eadens Progras (School of Local Go’-'r."_u::(w { mw Eh.u:enx Air\ — I
2 “
i 3 W
i - =
5 .
6 v
(6) Timetable

Once the system validates your selection, your course registration information will be registered on the system. When

the registration process is completed, Student Personal Timetable will automatically be displayed.

National Graduate Institute For Poliecy Studies 2014 Timetable

of credits earned

Timetable will be open automatically if it is not the registration periods. Course Registration Screen will not be shown
when it’s not course registration period. Time table will be shown directly. If you need, you can create as PDF files or

download.

(7) Be sure to check your registration on this screen.

(8) If it finds an error during the system validation, it will show you the courses that have not been validated. Click

[Back] button to return to the previous page to fix the error and then click [Registration] button again.

Course Regstration Error

regstration ... This registration can not be complete
Lt A

FURE S4R) (TSR ER T OO R BT AT, T

B ) (AP RB IR T O R LT E T, | HHRT — SRR (6 e FIRE 55

DR, S

(9) Registration can be modified any number of times during the course registration period. If you have registered for
any courses, they will be shown on your screen. Courses that are registered before the current term or the ones

registered by the AST are highlighted in the yellow. You cannot make any changes to those courses.
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Syllabus

(1) When you click number of each period, you will see the list of courses you are able to register.

75 ,
k ) g?;ggf {ei;)a'ershig_ ! Timetable | CSV Output ‘ Registraion

GRIPS
/\ Course Registration
J \ _Promm T Student ID T Name ]
[¥ouez Lesders Program (School §f Local Goverfemce sg st sonersX 7 BOX
1 -
[ >\ v
3 |
i \
4 o
5 <
6 -
1 v
2 v
3 v
twe
4 -
5 ~
6 v
1 ~
2 2
3 v
wed
4 &
5 -
6 v
| — <
\ 2 J v
3 <
X \ J
-

C

(2) When you click on [View] button, you will see the syllabus.

7 Gatewayto
)

Global Leadership BERBIRATFRAT
GRIPS

Academic Matters HHEH—%
IRE :tuesday R 2
ey HEEE | #ER 184 25052
B roject Cycle Marsgement and Ve
e L iors| Develpment Evakaation
irics of Macroecaromic Policies and
Winter ECOBITE [ O [ rose )
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Course Registration Form and Time table

(1) Course Registration Form
If you would like to register courses which don’t appear on Course Registration Screen, please click Registration

Form button and download it. Fill out the form and submit it to AST by email.

ast@grips.ac.jp

N
sateway to ™ ) . >
\ J Global Leadershi Timetable " | €SV Output PersonalTimetable Registration
P . bl

GRIPS
Course Registration
1 Student ID T Name 1
Young Leaders Program (School of Local Govemance| gt anneraX A BRX
1 v
v
v
v

mon

2
3
4

(2) Time table
When you click Time Table button, you will see the time table, you can check your time table.

T Gateway to < T 1 -
k J Global Leadershi Timetable Course Ragislraliul{ | €SV Output PersonalTimetable Registration
~———— e

GRIPS
Name

Course Registration

T Student ID T
annersX 7 BRX

sg-stn

{onng Leaders Program (School of Local Govemance)

1

<l <li<lii<

2
3
mon
4

CSV Output
When you click [CSV], you can download a csv file which is a list of courses you have registered at that time.

N
ateway o m 1 m
k J Global Leadership Timetable Cu«rssRagislraliul{ @ PersonalTimetable Registration
. S ——

GRIPS
Course Registration
1 Student ID T Name 1
Young Leaders Program (School of Local Govemance| gt anneraX A BRX
1 v
v
v
v

2
3
4

mon

gportal.grips.ac.jp 1'5 CourseRegi_sg-stu_20140724143200.csv (1.07 KB) ZE<H. FrRFFEELETH?
' (G7-1z8<(0) ': 0> UC)
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Withdrawal

(1) Withdrawal screen as shown below will be displayed during withdrawal period.

" Gateway to 2014 _ . .
k_) Global Leadership | Personal Timetabie | [ Withdrawal
GRIPS Withdrawal
Froga T Shadet 15 I Nome
Voung Lenders Program (School of Local Governancs) | sg-stu ‘ Plannersy 8%
Upaate Time 3 /i),
ROMLEVRECFT o SO ISRBERNY LTS a0, Please check the box for the courss to withdraw and dlick the Withdrawal buttan.
Day Time Term Course Number Course Name Instructor Withdrawal

aluln]l-

(2) If you would like to withdraw any of courses you have registered, please check it into the blank box.
If you would like to cancel it, please click again and the check will be canceled.

(* You cannot make any changes to course registered by AST.)

" Gateway to 2014 . . I
k_) Global Leadership || Personal Trmesabe | [ Withdraval
GRIPS Withdrawal
Frgram | Student 10 [ e
Voung Lenders Program (School of Local Governancs) | sg-stu ‘ Plannersy 8%

upaate Tima

RECFT o ST ISRRERNY R TS a0, Please check the box for the courss to withdraw and dlick the Withdrawal buttan.

Dy Time Term Course Number Course Name Irstructor Witheawal

/ N\

\__/
N
(3) In the case of courses that are offered in more than one day/period of the week, if you change the choice of either

content, the other contents will also be updated in conjunction. When you see the message, please click “OK”.

Wb A—SHSDA TS (=)

i EERCERESOTENTT. SONESNBEOSRSEEENE
£58 FOT. ZRLTF
This is a course that is offered on aifferent days and pericds in
the week.
The change you sre making will be reflected on other day(s) and
period(s}.

[ |

(4) Finally, please click “Withdrawal” button.

T Gateway to 2014 . .
k_ ) Globalleadership || Personal Timetabie |
GRIPS Withdrawal

— I Student 1D I e
Voung Lenders Program (School of Local Governancs) | sg-stu ‘ Plannersy 8%
Upaate Time 3 /i,
ROMLEVRECFT o SO ISRBERNY LTS a0, Please check the box for the courss to withdraw and dlick the Withdrawal buttan.
Bay Time Term Course Number Course Name Tnstructor Withdeawal

aluln]l-

(5) During withdrawal periods, it is possible to modify the contents many times. The course you withdrew will be

shown on the right side of the course displayed with checked in the box of withdrawal.
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Academic Record

Academic Record
(1) “Academic Record” on the GRIPS Gateway menu “Academic Matters” allows you to check your overall
academic record as well as the ones by timetable. Click [Academic Record] button on the GRIPS Gateway menu

“Academic Matters.”

Academic

rs =

] » Course Registration

l > | Syllabus Search

& Academic Record

(2) The menu screen has the following three buttons.

e
C Gatewayto — NATIONAL GRADUATE INSTITUTE
) adershi,

Global Le FOR POLICY STUDIES
GRIPS

‘ Academic Record by Timetable |
% Available only after the grade release dates of each term.

‘ Overall Academic Record |

| Personal Timetable sV Ouput | Torm: ™

Academic Record by Timetable

(1) Click the pull-down menu and select a term.

(2) Then, click [Academic Record by Timetable] button.

e
k) gj”gwfi”:dw 4, NATIONAL GRADUATE INSTITUTE
Lopat eadeisliP - For POLICY STUDIES
GRIPS
L e
‘ Academic Record by Timetable D Term: =
WAV the grade relea: term.
‘ Overall Academic Record ‘
‘ Personal Timetable GSV Output ‘ Totmz [ 7

ko

(3) Course grades will appear on top of each course. indicates that the course is still ongoing.
BN PR 2001 Winter 25307 AR S ()
f L T TIHET T EE |

[ Voure Leaders Proaram (Schond of Local vemance) [ e 1 Plrvers ABK |

/ﬁ\ i 1 [ ] s '

E Grace & Cradeh Crade T
£l bl Giermance: Losderstp ' Usbir, Deveeprent ard Feal
Mn bt et o G it 2 B Lo 1A Conde [ ctate Poliy Crest
Ak Gnteh KA
=
“ate Buking d
e Fivegment Cee
SOMDBE
Crade Pass (Grade D
Wod State Bukdig and Urban Dreviogment ard Fal
Fervebpment Coud Ftute Peicy Crott 3
SOMOEE £ ANEMD
Grase rs
Grade wade Grade
T | LSl et s | Bacation Polcy Crede 2 Edueat on Poliey Craft 2
ToMATE OEAMIT O 0 T

L5
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Overall Academic Record
Click [Overall Academic Record] button. On this page, you can check your academic record by two types of tables.

=
W) Gatewayto . NATIONAL GRADUATE INSTITUTE
GRIPS - FOR POLICY STUDIES

Academic Record by Timetable ‘ Term: | =

agates of each term.

¥ Available only gft

Overall Academic Record

‘ Personal Timetable CSV Output ‘ Term: [

+  The upper table shows all the courses you have taken to date and their grades. “*” indicates that the course is

still ongoing.

+  The lower table shows the credits required for each category as well as the credits earned at the moment.

r-u
RERIEE (21
f LT [ SOEE %3 1 ETTESH ]
Young Leaders Prog.am (School of Local Govemance) b Plorrersht XB5K Wi
m EI
1
Leaderdhip and regot aton [FEMATED Masmabl 3 A
Maruaging Culbural Dever sity -FAURE Nor ko c
J|_introduct on b Quantitative Methods o ard MORDHOST Hozum B
I 1] SLCHI Kok ]
|| M cncornmes 8 ughi A
|| Edsmation Foicy K AMOTO Ksons ]
Labor Ecomomics (KUFOEAWA Mas o [}
O THI
Emprics of Poicies and Fisratons France [FOEDA ko B
rbur, Dvebpmert and Fisal Extate Foley KANEMCT Yoshtoues [
State Bukdng snd O EE Tetsushi and SHRATAL Takashi [
lopanese 3 Kondsh et al 0
i il
S #epes b Edive o Pevane A ATE I ANE Mo ] v
{{Prospectve munber of credits (ncludng T ongoing coursesl) 1
1 Ell
Fequred Courset T
l Core Elective Cowses | E |
(ot 0 Foqured Cowses, B Core Flectne Courses 1 Focommended Cowes 1 L tie Cowie L o]
(&2 ]

Personal Timetable CSV Output
(1) Click the pull-down menu and select a term. Then click [Personal Timetable CSV Output] button.

Term:

spring session |
spring session |l
summer

fall session |

fall session I
winter

(2) The [Personal Timetable CSV Output] button allows you to download a list of the courses that you have

registered as a CSV file. To open the CSV file, click [Open] button. To save the CSV file, click [Save] button.
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Class Information

Class Information
“Class Cancellation, Make-up Class, and Lecture Room Change” on the GRIPS Gateway menu “Class Information”
allow you to check announcements on all courses. “Class Announcement” on the menu “Class Information” allows you

to check announcements on a course(s) you are taking, to download course materials, and to submit your report.

GRIPS Gatewav 2014/07/24  LOGIN / PlanesersX KB SEFE  Ofngleh

HOME ToP

MENU 2 Schedule

lass Information

I »| Class Cancellation

I »| Make-up Class

| > | Lecture Room Change

» | Class Announcement,

How to check Class Cancellation, Make-up Class, and Lecture Room Change

1
% class Information : Class Cancellation 2015/10/01 |~ [Search |E @® Registered Courses Only O All Courses

3 class Information : Make-up Class 2015/10/01 |~ [Search| [5]] @ Registered Courses Only O All Courses

[F Class Information : Lecture Room Change 2015/10/01 |~ [Search I @® Registered Courses Only O All Courses

How to check class announcements
1. Click [Class Announcement] to display the announcements.

2. Click the title of the announcement to see the details.

O EE
HOME  Cliss Information  Class Announcement
"% Olass Information : Class Announcement (1 record(s))

Dt Tiahe / Sender Status

@- Change [GOVISOO0E] Comparative Developmont Studies

| Class Cancolistion

* Make-up Closs
# | Lecture fioom Change

3| Claws Announcsment

3. You can download attached files by clicking the file name.

% Class Information : Detail - Class Announcement

st

e

2/11 15:14:12

) Message
Massage

4. Please be noted that different instructors use different ways such as G-way and Moodle.
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How to reply

1. An announcement with [Reply] button displayed in “Detail of Class Announcement” indicates that you can send a

reply even with a comment and file attachment.

Class Information : Detail - Class Announcement
Period
Classification
Importance
Tithe

Contents

Attached File ¢

From

Read

() Message

Message

Back Repty

2. To attach a file, click [Browse] button to select the file you created on your computer.

@ FA T

\ ( 1EED
ST BRAN TOE A

3. Choose the file(s) and click [Open].

'@ IrALaPYTOIE S . . £
o=l [l eermmm o
B> LT a i @

mage1. PG IMBgel.IFG

8§ OEa—-—

& os(c:)
|

DA magel P

4. You can see the name(s) of the file(s) of your choice.

G iEEA Il
1.8 Image‘l.h

2 & ImageQ.jV

5. If the file(s) are correct, click [Reply].

Class Information : Detail - Class Announcement
Period
Classification
Importance
Title

Contents

Attached File & 1. EAToolintroduce.ppt

From Pic / P

Read 2012/02/11 15:14:12

) Message

Message
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Administrative Matters
Various Application
“Administrative Matters” on the GRIPS Gateway allows you to apply for:
- Change of Student Status at GRIPS
- Request for Certificates
0 Bl =

(&) schedule
Period Course / Lacturs Room Faauty

Administrative Matters =]

> Change of Student Status
at GRIPS

| »| Request for Certificates

Change of Student Status at GRIPS
(1) Click [Change of Student Status at GRIPS].

(2) Click [New Application] to display the new application screen.

HOME. Adeninistrative Matbers Change ol Student Status st GRIPS

MENU & change of Student Status at GRIPS (2 record(s))
Status

Date Categury Reason(s)

Chec it i

* I ease of heive of sbsence, rmiske suré t submit the filed "Lesve of Absence Procedural Check List™ by email to the Azademic Support Team. (astggrips.sc.jp)

s Infocrratio I the evant shat your laave of absence, withdrawsl & dus to ECkness, submit & medical doctor's report 1o the ACRdemic SUppoTt Team. -
[ " ) @

(3) Select category to change the student status, fill in the necessary fields, and click [Submit] button.

Administrative Matters Change ol Student Status st GRIPS New Application

MEMLU &' change of Student Status at GRIPS @ New Application

Category * !

Period *
of abmence]
»/Change of Student Status .
82 GHIPS
ior Cortificaten Reasan(s) *
@
o
@
Do you request us to ® No () Yes
@ [T ———

il by postal mail? *
" 9 < esckll

(4) Upon completion of application, it will be shown on the screen.
(5) To modify your application, click [Modify]. To delete your application, click [Delete].

* Note that these operations are allowed only when “Status” indicates “Applied,” which means that the application is
pending.

(6) Upon completion of application, it will be shown on the screen.

f Change of Student Status at GRIPS (2 record(s))
Date Category Reason(s) Status
[..] suspensionProcedureCheckt ist.xls
* In case of leave of absence, make sure to submit the filled "Leave of Absence Procedural Check List" by email to the Academic Support Team. (ast@grips.ac.jp)
In the avent that your leave of absence/withdrawal is due to sickness, submit & medical doctor's report to the Academic Support Team.
New Application 7%
0B
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Request for Certificates

(1) Click [Request for Certificates].

GRIPS Gatl:wav F014/07(24  LOGIN [ PEAANOIEX  KEX SEkE Oengusn

HOME Administrative Matters  Hexjuest for Certificotes
MENU a Request for Certificates (1 record(s))
Date Category Copy  Reason(s)
Acac @
@
@

+ Request for Cerficates

(2) Click [New Request] to display the new application screen.

a Request for Certificates : New Request
It will be posted into your mailbox in Academic and Student Affairs Division within 3 working days (except for Saturdays, Sundays and national holidays) after the day you request it.

Type and number of  Certificate of Enrcllment fEEIEE

Certificates *

Transcript

SRS (f032)

Certificate of Prospective Degree Completion 17 SiAZFEAS
Reason(s) #

Postal Address |
JLC , DMP , and/or those who are on leave of absence only.

(3) “Type and Number of Certificates” displays a list of certificates that are available. Select type of certificate and the

number of copies. In “Reason(s),” provide a reason(s) for the application.

a Request for Certificates : New Request
It will be posted into your mailbox in Academic and Student Affairs Division within 3 working days (except for Saturdays, Sundays and national holidays) after the day you request it.
Type and number of  Certificate of Enrcllment fEEIEE
Certificates *
Transcript
SRS (f032)

Certificate of Prospective Degree Completion {7 SiAZFEAS

Reason(s) * / \
\\ //

( )

JLC , DMP , and/or those who are on leave of absence only.
(i)
 —

(4) To submit your application, click [Submit] button. Upon completion of request, your request will be shown on the

screen.
(5) To modify your request, click [Modify]. To delete your application, click [Delete]

* Note that these operations are allowed only when “Status” indicates ‘“Requested,” which means that the request is

pending.

& EwmEmoem (M
B aEWEES B3 ua

Cartificatn of Enrolimant
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Various Settings
My Setting
SH : — BESR
- S 50R - b HES / REE -

System Setting
Click [System Setting] from “My Setting” menu to set up a forwarding address to receive announcements from “Notice
Boards.”
My Setting =]
«
> | Digpaly Setting
I * Privacy Setting
System Setting ... Set Notice Boards mail forwarding
Mail Formarding O on & OFF

Forward Address

# Pleaze keep it ready to receive the ™ taku@arataco.jp ~.

Privacy Setting

Click [Privacy Setting] from “My Setting” menu to set what information you share through “Directory Search.”

My Setting =]

I ¥ Gystem Setting
I > | Digpaly Setting

‘ ¥ Privacy Setting

T Gateway to
LJ Global Leadership National Graduate Institute For Policy Studies

GRIPS

Email Address1: &ipg ngt pamd O Permil

Emai Address2: (30 ot parnd ) Peemit
Emall Address3: (%) g ot parie ) Permiit
Pratograph of the face: (@ 0o not perma © Permit
Adress: (3Do ot parnt O Permil

Postal code: &0y nat et ) Permil

Tal

o net perd ) Peemil

Mebile: () oin not parmit O Permil
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Moodle

Moodle is useful to download lecture materials. To do that, first you need to make your own account on Moodle

and register courses as a user by using “Enrollment Key” told by your professor. In the case if you were registered

by your professor, you don’t need any Key to access the course link.

Please be noted that some instructors use Moodle and some do G-way only.

To start to use Moodle, Please click “Moodle” at the upper right corner of the G-way screen.

Making Your

Account

(1) Profile screen shown as below will be displayed when you access to Moodle at first time. Please leave “Email

display” category as [Allow only other course members to see my email address].

Fill out required area in red and select “Preferred Language”.

HNavigation

Home
My home
~ Site pages
Blogs
Tags
Calendar
S s
b My profie
* My coursas

Bettings
¥ My profiie settings.

* Ska administration

General

You dn ogped m as Plannees Tain (Logout)

First nama*

Required

Sumame™

[

[Allow only other course to see my email address]

Email display

Emad format

Emai diges! type
Fomm auto-subscribe
Faruen tracking

When editing text
AJAX and Javascript

Scrven readsr (3)

[ oty caves course membens 1o see my el address ]

Pretly HTML format v

Fo digest (dingle smal par fanim post] |

Vi whon | post. submciby me 10 hat farum
[Mo: dant keep ack of posts | nave sean w

Tse HTHIL aditor (some browsars onky) ~

Vars_ use advancod wob foaturis. w2

No w

Cityfown™

Rueguined

Sedoct
Soluct a country =
Tipezone | Semers ool tine o
Prefered language  [English (en) w|

<4— [English(en)]

(2) Click “Update profile” at the end of the screen.

Address

Yfou have requested a change of email address, from to

7 (3) When you see the message screen shown as below, please click “Continue”.

| For security reasons, we are

sending you an emall message at the new address to confirm that it belongs to you. Your email address will be
updated as soon as you open the URL sent to you in that message.
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(4) An email shown as below will be sent to the address you registered. Please do not reply to this email. While your

log-in is active, please Click URL on the email.

{44 : Confirmation of email update at GRIPS Moodle

7= : Moodle Management GRIPS

AR

Dear

You have requested a change of your email address for your user account at

GRIPS Moodle. Please open the following URL in your browser in order to confirm
this change.

<mjp/fw/dfw/ASTSVOO3/moodle/user/emaﬂupdate.php?keV:onhGGYvaGRiv

JJGst&id=161 >
S~— /
—~—— ————

(5) After you clicked the URL, following screen will be displayed.

Email address of user campus acad was successfully updated to _

(6) Your registration has been over now. If you need to edit your profile more, please click “continue”.

(7) If you would like to change your information including email address, please access to Settings=>My Profile

Settings—>Edit Profile.

- You ane logged in 5 Planners Taro (Logout)

-
\ gl fon) v
cHirs
Main menu My courses Calendar
B Site Neww: P - August 2014
IEShe e ECO1080EA Macrosconomics | (YLP_MP1_MP2_EFF) BR ugust 20 >
Navigation Sun Mun Twe Wed Tha Fri Bal
L DEV2070) MERFHH AR B :
My homa

= Site pages )

Blags Search courses @ Al courses Moo oaomom

Course categories My courses

T = DEVT0) AT B
Ecenomics [125) il
Political Science, | lonal and Public A 182)
Multi Disciplinary Policy Studies (93)

Language (5]

Activities
B Forums

Program Specific Courses [100)
Independant Program Courses (12)
Others (5}

Seatch coursan =)
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User Registration
(1) If you are already registered into a course, it will be displayed on “My Course” block.
Please click it and start to use it.

o -

g Gateway to

k) Global Leadership
T —

GRIPS

Main menu -0 | | My courses

| EoeE ECO1060EA Macroeconomics | (YLP_MP1_MP2_EPP) B
Navigation =10
DEV2070J MeREEtE{ k& Bk 4 E

Home

(2) If you are not registered into a course, please click Course Category from Course Category Block.

r Gateway 1o
k) Global Leadership
. L ————
GRIPS

Main menu -0 My courses

9 Site N :
NSk ECO1060EA Macroeconomics | (YLF_MP1_MP2_EFP) B®

Navigation =10
DEV2070J S ke B FE B

Home
My home
¥ Site pages

Blogs Search courses: l:l

Tags

Calendar
Vly profile

F My courses

Economics (125)

i =0 » . . ) ) L
Settings ! Political Science, International Relations and Public Administration (s2)
¥ My profile settings s . .

Edit profile Multi Disciplinary Policy Studies (99)

Messaging Language (25)

b Blogs

Program Specific Courses (100)

b Site administrati
e administration Independent Program Courses (12)

QOthers (5)

(3) Please click one of courses you would like to access.

Course categories: |Ecnnnmics hd
Page: 12 3456 7 (Next)
Courses
ECO3720E Cost Benefit Analysis | (Prof @ ]
ECQ3130E Economics of Tax Policy (Pref. Hasegawa) Ei

ECO2020EA Government and Market (Prof. Hasegawa) (YLP, MEP. PF)

ECO1000EA Microeconomics | {(YLP_PF_PA) B
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(4) Type Enrollment Key told from your professor, and click “Enroll Me”.

Self enrolment (student)

Enrolment key | L] Unmask

(5) If you register at first time with Enrollment Key, you don’t need to do it from next time. Sometimes it takes about

three minutes to complete the process.

= s mw Iogged b= s il Fumar fLog
L) e
GEIPS
Tum edtng e
Weakly outline Search forums
Woa-ATTeSL
Ga
o Advanced searchil
L1 Latest news

e A0 8 new Bop
o Baws has bhes poated
o

P ECONTNE
= BCOIN30E O i

(6) When you mistype Enrollment Key, you’ll see the screen as below. Please retype the right key.

Self enrolment (student)

Enrclment key  Incorrect enrolment key, please try again

|lIII | D Unmask

(7) When you view a file uploaded, please click it. Please be noted if you may not view the file correctly by the

environment such as browsers, Office, Acrobat, and so on.

Navigation =10 Weekly outline
Home
My home 2§ News forum
b Site pages
F Wy profile 4 February - 10 February
¥ Wy courses T Syllabus
¥ Courses ﬂ Slide 1
¥ Economics
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Design for a Moodle Screen

(1) Click a button at right upper corner in each blocks, it is stored into a left side screen (dock).

&

Gateway to
k) Global Leadership
T —

GRIPS

Main menu
[gg Site News

B3

Navigation
Home Es
My home
AR Click [Move to Dock]
Blogs Search courses: I:l
Tags
2
&
E - .
2 r Galeway to
- k_‘) Global Leadership
2 GRIPS T mm—
B
=
z
£ My courses
&
ECO1060EA Macroeconomics | (YLP_MP1_MP2 _EPP) EBJ%E
DEV2070J Mhlist k& Hbr B

Search courses: |:|

(2) Regarding undock, you can undock items individually or simultaneously.

Main menu ( 0=

B Sits News N—

= A Stz wership .

§ Tty — Click [Undockl]

? My courses

= ECO1060EA Macroeconomics | (YLP_MP1_MP2_EPP) Eij&
DEV2070J ML AR FRE B

Searchcousos: [ ]9

Course categories

Economics (125)
Political Science, International Relations and Public Administration (82)
Multi Disciplinary Policy Studies (99)

Language (25)
Program Specific Courses (100)
Independent Program Courses (12)

Others (5)

O/ click [Undock for all items]
;o
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IT Services

GRIPS Network Manual is on the desktop of your PC.
Refer to it for the further information and service.

Who we are

e We are the GRIPS IT Support Center. Our mission
is to provide a better network environment with
advanced technology to all GRIPS professors,

students and staff members on campus.

What we provide

e  Diagnosis of GRIPS PC problems and action to
resolve them.

e  Information related to the on-campus network.

e Advice about the use, maintenance, and antivirus
protection of on-campus PCs.

e  Response to questions about PCs, information

technology (IT), and related matters.

What we do not provide

e  Resupply or ordering of materials (printer paper,
toner cartridges, etc.).

e  Purchasing of PC accessories and software.

e  Support to personally owned PCs.

e  Off campus support.

Information and Rules for Care and Use of

PCs Lent by GRIPS
e  Take personal responsibility for the care of PC lent
by GRIPS.

e Do not put any stickers on a PC.
(for example: your native language’s letter
stickers on the keyboards) You may have to pay
for the replacement for the keyboard.

e Do not peel off the stickers already put on the PC.

e  Lock the PC when you leave your PC alone.

e Avirus infected PC can contaminate other
PCs. If you find that your PC is infected with a
virus, disconnect your pc from any network, shut
down the PC, and contact the IT Support Center.

e Do not use a GRIPS PC for purposes other than
your research and education.

o Do not use your PC as a server.

e Do not exchange your PC for another PC or switch

with your fellow students.

Deleting preinstalled OS and software in your PC is
strictly prohibited.

On graduating, delete all of your data before
returning your PC.

The administration has the right to perform
maintenance on your PC during your absence.
Please contact the Academic Support Team for the
request to install additional software to the PC lent
by GRIPS.

Bringing your own personal computer

We cannot support personally owned PCs.
GRIPS does not supply GRIPS owned software.

Managing your data

You are individually responsible for managing the
data you create. GRIPS will not be held responsible
for any loss or damage to personal data.

Ensure the safety of your important data by backing
up the data.

GRIPS Network Service

Wireless LAN Service
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You cannot connect to the Internet through external
proxy server.

You cannot connect to POP3, SMTP, FTP etc, from
off campus.

Installing the software that uploads data
automatically is prohibited.

You cannot connect to websites that are
pornographic, defamatory, or otherwise likely to

carry viruses and undesirable software.

Wireless LAN Service is available in all facilities.
There is a difficulty to connect to the Wireless LAN
in some areas.

Please use the LAN cable in your desk.
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G-way

e  G-way is our online system which you can utilize
for multiple purposes such as academic and
administrative matters, emailing, and accessing the
media-file server etc.

e  Important announcement will be posted on the
notice board in G-way. Please check it frequently or
forward the message to your private email address.

Change GRIPS password

e GRIPS password is used for all GRIPS network
system and logging in to your PC. When you
change your GRIPS password, the password for all
GRIPS network system will be changed.

GRIPS Mail account

e Your e-mail account is your GRIPS ID (in
lower-case letters) followed by @grips.ac.jp.

e You can use the email address after graduating

from GRIPS.

Media-file server
. You can access to the files saved in the media file

server through logging in to G-way.

Shared PC and supplies for student use

e  There are shared PCs in the Lecture Room B and
the Student Lounge on the 5th floor. Statistic
software are installed in the Lecture Room B.

e  The data saved in the shared PC is deleted
automatically by shutting down or restarting the PC.

e  Please do not use the shared PC for purposes

other than your research and education.

Printer

e  There are 1 on the 4™ floor, 3 on the 5™ floor, and 2
printers on the 6" floor.

e Select the closest printer when you print.

e  Contact the Academic and Student Affairs Division
for resupply of papers, toner and copy card.

Scanner

®  You can save the data in the USB devices using all

Xerox printers except the one in library.

IT Support Center (3F)

Extension: 6092/2501

Tel: 03- 6439-6092

E-mail: support@grips.ac.jp

Website:
http://www10.local.grips.ac.jp/support-center/e/index.
html

Office hours: 9:00-20:00 Monday through Friday
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GRIPS Mail

1. Log in to the GRIPS Mail

Access to GRIPS Mail (http://gwmail.grips.ac.jp)
Enter your GRIPS ID and GRIPS Password you received on the first day. Then click [Log in].

G BRI R A A

NATIONAL GRADUATE INSTITUTE
GRIPS FOR POLICY STUDIES

Login
User Name]

Password]

Ln

2. Language setting

On the top page, click - and [Settings].

T Gateway to
() Global teadership n Q0 ma
GRIPS

Mail ~ - c Morev  1-290f29 < > |pm v

Display density:

test-jimu, me (2) 0856 -
= v Comfortable (on larger displays) N
L 1050 Cozy (on larger displays)

Inbox

Starred test-imu, me (2) 0903 - Compact

Seni hiaii test-jimu, me (2 1921 - Configure inbox

Drafts o
test] 1106 -

iy est-imu, me (2) 06
test-jimu, me (2) 0910 - T

i e test-jimu, me (2) 1959 - Send feedback
" 3 # Help
Search people test-jimu test -t

Click [General] and set the language you wish to use. Then click [Save Changes].

e —
Gateway muw

k) (;?agc;j'" H‘;"O"{‘!Shfp_ “ HH o e
GRIPS

Mail ~ Settings = - Q-
General I Labels Inbox Accounts Filters Forwarding and POP/IMAP Chat

Labs ine Themes

Inbox

Starred Language: El e A language:

Sent Mail Eaghth (U8} =

Drafts Change language settings for other Google products

More ~ Vi
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3. Read a message

Click [Inbox]
X Receiving limit for each email is 20MB.
ORI KN = o
ng HSoDal Leadersiip H1
Mail ~ . C More - 129029 < >  pm ~ o
m test-jimu, me (2) 0856 - 2015-06-18 8:56 GMT 8:56 am A
test-jimu 1050 Jun 17
Ll“iﬁ:d testimu, me (2) 0903 - 2015-06-17 9:04 GMT Jun 17
Sent Mail test-jimu, me (2) 1921 - 2015-06-16 19:21 GM Jun 16
Drafts test-jimu, me (2) 1106 - 2015-06-16 11:06 GM’ Jun 16
More ~
4. Send a message
Click [COMPOSE] — After composing an email, click [Send].
*To add Cc or Beg, click [Cc] or [Bec].
= To attach a file, click U’ 3%You can attach files up to 20MB for each e-mail.
New Message
Subject
P Qsa-0 & -
5. Delete a message
Tick the check box on the left side of the email you wish to delete. Then click [Delete].
PPlease note that the email will not completely be deleted. The emails are transferred to [Trash].
Mail - =~ 8 0C) M- ¥ we- < REE
~

Inbox &
Starred testjimu 1050 Jun 17

_ . . , 9:04 GMT Jun 17
genftiMali Tick the email you wish to delete o
Mr:res 7 i19:21 GM Jun 16

m @ testjimu, me (2) \ T T "un 18, 2015 11:06 am
\ test-jimu, me (2) @ Click [Delete] 856 T 8:56 am
@
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6. Transfer a message

On the top page, click o

Mail ~ Settings = Q-
@

m General Labels Inbox Accounts Filter< Forwarding and POPII@M(

Labs Offline Themes

Inbox ®

Starred Forwardingg| Add a forwarding address .

Sent Mail Leam more

Drafts Tip: You can also forward only some of your mail by creating a filter!
Lessa

— [Settings] — [Forwarding and POP/IMAP] — [Add a forwarding address].

Add a forwarding address and click [Next] — [Proceed] — [OK].

Add a forwarding address

Please enter a new forwarding email address:

The confirmation mail is send to the forwarding email address. Please click the confirmation link.

(#731459766) il A EEA BEEHZAFET A S Forwarding Confirmation - Receive Mail from
s @grips.ac.jp lnbox  x

BEarAStEA BEEHIRASFRRAS: Team <forwarding-noreply@google com> 1:34 PM (1 hour ago) -

to me |~

wa@arips ac jp has requested to automatically forward mail to your email

address j@agmail.com.
Confirmation code: 731459766

To allow @aqrips.ac jp to automatically forward mail to your address,
please click the link below to confirm the request:

ps:/fisolated mail.google. com/mail/f-%5BANGdJ_3C6boH2PeTHKE 1N2SX)_ZLOHK7mkJ8bILokpQWVTgOdSitS:
n6Ah3ymiZHLGSKdSbynlZnJdNUar%5D-LacGXnJ4Df3SnOvp-WASBLL KuyNg )
If you click the link and it appears to be broken, please copy and paste it
into a new browser window. If you aren't able to access the link, you

can send the confirmation code
731459766 to {@grips ac.jp.

Check [Forward a copy....] and select the email address you wish to forward to.

Click [Save Changes]. »¢Emails will be forwarded from the next email you receive.

Mail ~ Settings == R to B4

General Labels Inbox Accounts Filters{ Forwarding and POP/IMAP Jhat Labs
Offline Themes

Inbox

Starred Forwarding: _ Disable forwarding

Sent Mail Leam more orward a copy of incoming mail th| « wms@grips.ac.jp (in use) v

Drafts and y

Less« |keep EITTAF AN BRIATAFIAZ Mail's copy in the Inbox V|

Important

(Chate | Add a forwarding address ]
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7. Register an address book
Click [Mail] — [Contacts]

Gateway to

—
\. _J) Global leadership

GRIPS

Starred
Sent Mail
Drafts
More ~

C More ¥

test-jimu, me (2)
test-jimu, me (2)
test-jimu

test-jimu, me (2)

test-jimu, me (2)

1-300f30 < >

1105 - On Thu, Jun 18, 2015 at 1°
0856 - 2015-06-18 8:56 GMT+09:
1050

0903 - 2015-06-17 9:04 GMT+09
1921 - 2015-06-16 19:21 GMT+0¢

- Q-

11:06 am
8:56 am
Jun 17
Jun 17
Jun 16

Click [New CONTACT] — fill out the registration items — click [Saved]

/ Gateway to

() Clobol Leadership
GRIPS

Contacts ~ -

[ (]

More ~

[»)

D
~ My Contacts

Starred

Most Contacted (12)
Other Contacts (15)

New Group...
Import Contacts...

o~ £
Search people
gripscheck1

haarguchi.takakuni
haraguchi takakuni

Add a picture

Add name

Job Title, Company
My Contacts

Email

Nork Phone .-

Mobile Phone o~

Address

Add a note

mitest2015
old-acad
old-acadg

Add ~

Bidg...
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Media-File Server

Introduction

* Be careful when you delete your files/folders by putting them into the Trash Can or pressing the Delete key. The
files/folders will be deleted from the server completely.

* Your personal data is at your own responsibility. Back up the data on your storage devices if necessary. GRIPS is
not responsible for any troubles such as lost or damaged data.

* There is a “Public_Folder” in Media-File server. You can use the folder to share files among all students. All data
will be deleted on the 1st of every month.

* There are folders for each programs and courses in Media-File server. You can use the folder to share files among

the students who are in the same program or course.

1. How to access Media-file server from on campus. . L '
Double-click the Media-file short cut on the Desktop. F

#Only accessible inside the campus. media-file

2. How to access Media-file server from off campus
After logging in to G-Way, click [Link] — [File Server] in [Menu].
In the window below, enter your GRIPS ID in [Username] and the [Password]. Then, click [Sign in].

(j [ National Graduate Institute for Policy Studies |
Nt L ER T Y

Welcome to the

GRIPS Instant Virtual Extranet

Username || Please sign in to begin your secure session.

password || |

<«

Click [File Server].

Web Ty 27— || ] |

@ Library Web 0
[@ GRIPS OPAC (Books & Journal) =

>74n || L]

Windows J7 )|,
(I& File Server )
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Select your program. You can both upload and download files.

B ‘ Windows >
File Server

Doctoral Programs

& Domestic Programs

(& Eviews 8

& GIST-SCiREX Center
@ International Programs
& PF_AY2014

& Policy Analysis Program
& Promotion

Files > ‘

File Server\Doctoral Programs)\

| Delete... || Download... | | Upload Files... || New Folder... |

Doctoral Programs || ||
Name= Type Size Modified
DI {3 Domestic Students Folder Thu Sep 10 20:59:35 2015
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Google Drive

Google Drive
Google Drive is a cloud storage service. Data saved on the Google Drive folder is automatically uploaded and
synchronized. You can access to the data through web browsers from everywhere. Your personal data is at your own
responsibility. GRIPS is not responsible for any troubles such as lost or damaged data.

Double click on the [Google Drive] icon on the desktop.

SIf login was necessary, please follow the steps below.

m

I “»

GoogleDnve

Enter GRIPS email address and click [Next]. ¢ @grips.ac.jp after your student ID is necessary.

Sign in to continue to Google Drive

Need help?

Enter GRIPS ID and GRIPS password, and click [Login]. ¢ @grips.ac.jp after your GRIPS ID is NOT necessary.

O BURTT R A B A

NATIONAL GRADUATE INSTITUTE
GRIPS FOR POLICY STUDIES

Login

User Name;|

Password;|
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Share files through Google Drive
Right click on the files to share and click [Google Drive] — [Share].

Name Date modified Type Size
(/] PC Mam+s=t£mnCausdamsn cramaicoasnss  QOffice Open XML ... 5,
Open
Print

i icrosoft Security Essentials...
Google Drive 4

View on the web

Open with...

Enter the names or email addresses you wish to share the files with in [People].

Select the type of access and click [Done].

& Share Settings - PC Manual for Students.docx o] @ [
Share with others Get shareable link ‘&
People

v~ Can edit

Can commenf]

K Refer to the share setting below.
Can edit: Users can edit, print, and download the files. In default setting, users can share files with others.
Can comment: Users have the same access type as “Can view”. Users can only add/edit comments to the files.

Can view: Users can view the files. In default setting, users can print or download files.

—154 -



1.

Printer

Send print from PC
Select the closest printer to send print.
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Select [2-sided print] or [Multiple-up] or [Output Color] in the [Property] if necessary. Then click [OK].

‘e SF-1 Properties |
Basic | Tray /Output | Image Options | Watemark / Fomms | Advanced |
Job Type: Saved Settings:
Normal Print v Setup <«Change>Standard [ [ e ] [ Bt ]
: Paper Size: Image Orientation:
ﬁ A4 (210x 297mm) - —
i
) a Ot e ¥ ) Landscape
Same as Paper Size = ,5 e
[ Reduce / Enlarge 25-400% 100 % 1 :
A4 (100%)
2-Sided Print: Pages Per Sheet (N-Up):
1-Sided Print ¥ @;m 1 Page Up .
Output Color(W):
-
; i Booklet / Poster / Mixed Size
[ Statys | [ Defats | [ Hep |
Lok _|D Cocel |

In the [Enter User Details] window, enter the [Billing ID], and click [OK].

You can type the ID of your choice for the [Billing ID].

LD i

Enter User Details

Billing I1D: Passcode:

test|

OK Cancel | |
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Insert the card in the card reader next to the printer.
¢ The charge for the printing is the same.

2% You cannot transfer the points between the cards.

For GRIPS ID card For SUICA - PASMO

Press [Service Home] on the printer.
Press [Language] to change the language.

DALt cren,

ke

RINTAD

Press [Select ID and Print].

gin, select a Service.

KIf the printer you selected is being used or under repair, the data is transferable between the following printers.

* 5F-1 and 5F-2

* 6F-1 and 6F-2
Ex : When you send a document to 5F-1 printer and if it is being used, you can print it out from 5F-2 printer without
resending it from your PC. *¢Resending the document from your PC is required if you wish to print out from

unlinked printers such as 6F-1 or 5F-4.
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Select your use ID.

List Order

v | A1 Name: Ascending v ' Q_;

List Order

A1 Name: Ascending

B Select 10 and
el

Jobis) selected:
M

* ] 20160525
f Microsoft Word - Test Sots e

—-157-



7. Campus, Support, and Services
- IT Services -

2. Print from USB device
Connect USB device to the printer and press [Media Print].
SNTFS and exFAT formats are not supported.

5 A

Press [Select All] and change print setting if necessary. Then press [Start].
#When you wish to print a specific file, press [Select From List] and select the file and then press [Start].

Start
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Scanner

1. Xerox Printer
Insert the USB device to the printer and select [Store to USB].

SSNTFS and exFAT formats are not supported.

V3UNID L 0adng 4

(Not In Use)

Media Print
L - Text

Memory 3 Guest

99%

Set the document to scan in either way — press [Start].

D  Set the document face up on the tray
@  Set the document face down and close the lid.

After the scanning is completed, select [Close]. Then, take out the USB memory stick.
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Shared PC

Please follow the instruction when using the PC in the Lecture Room B, the Student Lounge (5" floor) and the
library.

Choose the language

The window below shows up when the PC is starting up.

To use the PC in English, select [Windows7 English] — press [Enter] key.
To use the PC in Japanese, select [Windows7 H A7E] — press [Enter] key.
2% Do not pull out the LAN cable.

.
{E:

AN

AW IR

#\Windows?_English_revi1l |
i ndeve?_[H Z8HRrevd- -k ..,

119 24GB

o T
-

[Caution!]
All data will be deleted when you shut down or restart the PC.
Save the data into USB or some other memory device before shutting down.
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Change GRIPS Password

1. GRIPS Password
GRIPS password is used for all GRIPS network system and logging in to your PC.
When you change your GRIPS password, the password for all GRIPS network system is changed.

2. Change password from on campus
Press [Ctrl] + [Alt] + [Delete] keys at the same time
Click on [Change a password...]

Enter [Old password], [New password] and [Confirm password] — Click [ = ]

f.| ..

=
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3. Change password from off campus
Click [Change Password] in G-way (https://gportal.grips.ac.jp/fw/dfw/GSSOF/redirect.php).

Enter your GRIPS ID and GRIPS password and click [ =2 71 >].

BORITR AT H AT

NATIONAL GRADUATE INSTITUTE FOR POLICY STUDIES

Login

User ID

Password

Enter the new password that is in between 6 to 16 letters in [New Password] and [Confirm New Password],

and click [{&77].

Password Change

New Password

Confirm New Password

Click [OK] to complete. It take about a minute to complete.

Message from webpage

| 9 EX-074
P =FUFTH?

Do you execute?

TN
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Click [OK]

Password Change

. EX-078
0\ AT F o ANEBHRET UE U,

Maintenance process has been completed.

‘@
Click [Logout]

LDAP Manager w User Profile Maintenance Q

WELCOME
= -

Q, Password Change Password Change

New Password |

Confirm New Password |
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Important
1. Where to go
G-way (online system) » Academic Support Team
Study tools (desk, locker, light bulb etc.) - Student Office
Computer problems
Password problems (PC, GRIPS Mail) - IT Support Center
Printer problem
Internet problems on campus
2. URL
Name URL Contents
. . . Portal website of the online
G-way https://gportal.grips.ac.jp/fw/dfw/GSSOF/redirect.php
system
GRIPS Mail http://gwmail.grips.ac.jp/ Web mail

. . Access to the file server from
SSL-VPN System | https://gremote2.grips.ac.jp/ .
outside the campus

Media-File Server | ¥media-file File server

IT Support Center | http://www10.local.grips.ac.jp/support-center/e/index.html IT Support Center website

Change password for all
Change password | https://gpw.grips.ac.jp/webmtn/LoginServlet gep .w )
GRIPS online services.

3. Manual
The detailed PC manual [PC Manual.pdf] is saved in your Desktop on the PC lent by GRIPS.

POF
e w
& P -P-_

PG Manual pdf S o8 N

If you have any questions or concerns, please contact the IT Support Center.
7 Ext: 6092
Email: support@grips.ac.jp
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Laptop Loan Program

Laptop computers for classwork and research purposes
can be borrowed at GRIPS.

Care of borrowed laptop computers

Once a student receives a laptop computer from GRIPS,
that student is responsible for the care of that laptop
computer. If the laptop computer is damaged while in the
student’s care, the student will pay for any repairs that are
not covered by the warranty.

After the laptop computer is returned at the end of the
student’s studies, it will be used by another student. For
this reason, no stickers should be put on the laptop
computers, and the student must make every effort to keep
the laptop computer clean and in good condition.

Software

Software needed for classwork and research has been
installed on all GRIPS laptop computers. GRIPS can
provide additional software, such as statistical software, if
it is required for a student’s classwork or research. This
additional software can be installed at the IT Support
Center. For security reasons, students must not install any
other software on their laptop computers.

Laptop computer malfunctions

If a laptop computer borrowed from GRIPS experiences
any problems or malfunctions, the student must
immediately report the problem or malfunction to the IT
Support Center. Failure to report even minor problems or
malfunctions may lead to more serious damage to the
laptop computer, which may not be covered by the
warranty.
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Examples of problems not covered by the
warranty

The warranty for the laptop computers does not cover
damage to the screen that was caused by an external force
(replacement cost for the screen: up to 70,000 yen),
damage to the laptop computer that was caused by liquid
(replacement cost for the entire laptop: up to 130,000 yen),
damage to the laptop computer that was caused by
dropping the computer, or loss of the laptop computer
(e.g., a laptop computer left on a train or stolen).

In order to avoid these problems, a student must always
be careful when closing the laptop that there are no pens,
USB flash drives, handouts with clips, or other objects on
the keyboard. The student should not place any heavy
objects on top of the laptop computer or carry it in a bag
with items that may put pressure on it. The student should
be careful if eating or drinking while using the laptop
computer. The student should also take care when
transporting the laptop computer.

Use of non-GRIPS PCs

A student may use his or her own PC for the classwork
and research at GRIPS provided that the PC has antivirus
software installed. The IT Support Center will not provide
any support for non-GRIPS PCs and will not install any
software on non-GRIPS PCs.

Please also refer to the IT Support page in this Bulletin for
other regulations regarding GRIPS laptop computers.
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Academic and Student Affairs Division

The Academic and Student Affairs Division offers

various services and support for international students.

12:00 and 13:00 to 17:00 from Monday to Friday except
for national holidays.
It is located on the 3rd floor and is open from 9:00 to

Office

General Affairs Team (GAT)
Extension: 6061
Tel: +81-(0)3-6439-6061
E-mail: kyouiku@grips.ac.jp

Services

teaching assistants / research assistants | copy points

financial support for doctoral students lecture / copy / study room
(tuition exemption / conference supplies

presentation, etc.) / JASSO scholarship | - whiteboard markers

/ work permission - paper for printing /

curriculum photocopy

Academic Support Team (AST)
Extension: 6042
Tel: +81-(0)3-6439-6042

E-mail: ast@grips.ac.jp

course registration - printer cartridges

class schedules

lecture rooms

certificates

leave of absence / re-enrollment /
withdrawal

notification of address change

International Programs Team (IPT)

Extension: 6043

Tel: +81-(0)3-6439-6043

E-mail: ipt-ml@grips.ac.jp
Student Office

Extension: 6048

Tel: +81-(0)3-6439-6048

E-mail: studentoffice@grips.ac.jp

scholarships
textbooks
request for temporary leave

internship, etc.

campus life support
cultural exchange events
field trips

liability insurance

JR / Tobu Railway discount vouchers
accommodation

study rooms

visa extension

Extension: 6047
Tel: +81-(0)3-6439-6047
E-mail: alumni@grips.ac.jp

student council support
alumni matters

brown bag lunch sessions

summer program

Certificate -

. The AST issues various kinds of certificates as

*Certificate of Prospective Degree Completion

is available:

follows: - after grade release of the first term for

- Transcripts (after the release of fall semester students in one-year master’s programs

grades)
certificates of enrollment
certificates of prospective degree completion*

certificates of scholarship award
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- in the second year for students in two-year
master’s programs

- after the thesis defense for doctoral students.

Applications for a transcript or certificates of

enrollment, prospective degree completion and



scholarship award should be submitted through the
online system (G-way).

If you request a certificate, it will be issued within
three working days after you request it.

The issued certificate will be put into your mailbox
in the Academic and Student Affairs Division.

If you have any inquiries regarding certificates,

please contact ast@grips.ac.jp.

Notification

If you break or lose your ID card, report it to the
AST immediately. The re-issuance charge is 2,000
yen.

* Please note that if you lose or break your student
ID card, any copy points stored in the card will not
be restored in your new card.

* Your student ID card contains an IC chip for
entering the GRIPS building at night time and on
weekends and for borrowing books from the library.
Please handle it with care.

If you lose your student commuter pass issuance
card, report it to the AST.

In case of a change of address, you must notify the
AST immediately and fill out the prescribed form at
the office.

If you wish to take a leave of absence (minimum
three months), withdraw from school, re-enroll, or
extend the period of a leave of absence, apply
online it to the AST at least three weeks before the

preferred date of the status change.

Copy Points

The copy points for the standard duration of study
will be loaded onto your student ID card upon
enrollment. The respective numbers of points
available are as follows:

- one-year master’s program: 10,000 points

- two-year master’s program: 20,000 points

- doctoral program: 30,000 points

The card contains an IC chip. Please be sure to keep
it separately from other magnetic materials (e.g.,
TV, speakers, and bank / credit cards.)
After you use all points on your student ID card,
please charge your IC card (e.g., Suica / PASMO )
to use the copy machines.

- Dblack and white copies: 5 points (5 yen) per

page
- color copies: 25points (25 yen) per page
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Shared Copy Card

When you are asked by an instructor to make
photocopies of class materials, please come to the
AST with the class materials and a letter of request
from the instructor to borrow a shared copy card.
Please return the card immediately after copying.
You cannot borrow a shared copy card without a

letter of request from your instructor.

Remarks

Important messages such as cancellation/make-up
classes will be posted on your notice board at the
GRIPS Gateway. Make sure to access the system
frequently.

GRIPS does not receive incoming telephone calls,
faxes, mail, or parcels for students (except in case
of emergency). Please use your home telephone
number and address.

Should you have any inquiries regarding academic

affairs, please contact the AST.
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Harassment

Definition of Harassment

Harassment means inappropriate verbal or other
behavior (pertaining to race, nationality, gender,
hometown, religion, political beliefs, age, occupation,
physical characteristics, and a broad range of other
matters related to a person’s individuality) that
undermines the dignity of the person and makes them
feel uncomfortable.

Harassment takes various forms, but common types
of harassment that become problematic in a university
setting are sexual harassment and academic harassment.
The various forms of harassment do not always occur

independently but can overlap.
Responsibility of the Institute

The President of the Institute is responsible for
implementing all measures and policies to prevent
harassment and for creating a plan of countermeasures
against harassment. Each Institute member holding a
supervisory position is responsible for providing
guidance about the prevention of harassment in daily
activities in order to secure a comfortable environment
free of harassment, increase awareness of harassment,
and create appropriate countermeasures to prevent

problems resulting from harassment.

Responsibility of Members

All members of the Institute (faculty, staff, and
students) are responsible for ensuring that they do not
engage in harassment that damages the human dignity of
another person, as well as for making efforts to prevent
harassment. Members must pay careful attention to the
following in order to prevent harassment-related damage
to the study or work environment.

(i) Students, faculty, staff, or other relevant parties who
raise harassment-related issues shall not be regarded as

so-called trouble-makers, and harassment-related issues

shall not be dismissed out-of-hand as personal issues
between the concerned parties.

(i1) In order not to create an atmosphere of victimizers
and victims in issues related to harassment, all members
need to be sensitive to those around them and behave

appropriately.

Specifically, members need to pay careful attention
to the following points and take appropriate action.

+ If a member witnesses harassment, he/she must
proactively draw attention to the harassment or take
proactive measures before serious damage is caused to
the study or work environment.

* Victims of harassment tend to avoid consulting other
people regarding harassment because of feelings of
embarrassment, not wanting to be labeled a troublemaker,
or for fear of retribution. To prevent harassment damage
from becoming serious, it is important that members seek

counseling if they notice any harassment.

What to Do if You are Being Harassed

To counter harassment, it is necessary to make a
clear and unambiguous report of the incident. If it is
difficult to make such a report, you should discuss the
incident with someone you trust. It is best to note down
when the harassment occurred and how it occurred, and
to obtain the testimony of a third person.

Counseling with Confidentiality

The Institute has established an e-mail address,

sodan-cukeii(@grips.ac.jp, as a hotline for harassment.

We guarantee that your privacy will be strictly protected.
Please do not hesitate to contact the hotline if you are
experiencing or witnessing harassment. We will deal
with hotline reports appropriately to prevent further
problems.
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Signing the Register
(all programs except DMP and MSP after March 2018*%)

The Ministry of Education, Culture, Sports, Science
and Technology (MEXT) and the Immigration
Bureau require us to confirm that you are fully
committed to studying and attending lectures at
GRIPS—whether you receive scholarship or not. For
this reason, you are required to visit the Academic and
Student Affairs Division on the third floor of the GRIPS
building to sign the register during the first three working
days of every month during our office hours (Monday
through Friday, 9:00-12:00 and 13:00-17:00). You must

sign the register in person. You cannot ask another

student to sign on your behalf, nor can you sign on
behalf of others. It is also required that you use the same
signature throughout the year to avoid confusion. If you
fail to sign the register every month during the period
designated in the calendar shown below, make sure to
sign before the last day of that month.

*JLC students are asked to sign the register before the
last day of each month.

**MSP students are required to sign the register during
their study at GRIPS between October and March.

Schedule for Signing the Register
(October 2017— March 2018)

Term

Fall

Winter

|:|: Dates for signing the register

[1: No class (Sundays, National Holidays, and New Year Holidays)

* Interterm Period

1. In case of any changes in the dates, you will be notified by email.

2. The schedule after March will be announced later.
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Temporary Leave

If you need to leave Japan temporarily during your
authorized period of stay, you are required to fill out a
“Request for Temporary Leave” form and submit it to the
International Programs Team (IPT) at least two weeks
prior to your planned date of departure. Before making
any plans, you have to make sure that they will not
conflict with your study and other academic events at
GRIPS. The form is available at the IPT counter. Prior to
the submission of the form, fill in the class names you
will miss during your trip, obtain permission from the
professors of each class (including your advisor for
Independent Study / Policy Paper / Policy Proposal Paper

and intensive courses), and receive an approval by the

special re-entry permit system has also been introduced.
You are not required to apply for a re-entry permit if you
possess a valid passport, Residence Card, and will return
to Japan within one year of your departure. Make sure to
bring your Residence Card, which must be shown when
you leave and re-enter Japan. For details, please visit the
website of the Immigration Bureau of Japan.
(http://www.immi-moj.go.jp/newimmiact _1/en/point 3-4
html)

As soon as you come back to Japan, you are requested to
notify the IPT of your return and sign the “Confirmation

of Return” section of the “Request for Temporary Leave”

Program Director (Master’s Program) / Advisor form.

(Doctoral Program).

A new residency management system has been effective

since July 9, 2012 in Japan. Under this new system, a
Internship

Students who participate in internships (except for those
regarded as part of classes at GRIPS), whether in Japan

or abroad, are required to follow these three steps.

Please obtain permission of your program director
(for doctoral student, of your advisor as well) before
applying internship or other programs outside GRIPS.

1. Submit a “Notification of Internship Participation”
Please submit the completed form to the International
Programs Team (IPT) of the Academic and Student
Affairs Division at least two weeks prior to the planned
start date of the internship.

Please note that when international students participate in
internships outside Japan, they are required to submit a
“Request for Temporary Leave” form as well.

2. Insurance

Please apply for the following insurance at the Student
Office.

* Personal Accident Insurance For Students Pursuing

Education And Research

3. Confirmation of Return
Please sign a “Confirmation of Return” form at the IPT

counter when you come back from your internship.
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Work Permission

International students have the resident status of Student,
which is prescribed to those who are in Japan to receive
education at a college. While in Japan, international
students’ activities are limited to those that correspond to

the purpose assigned to their resident status.

If you wish to work, you must first obtain a permit for
extra-status activities from the Immigration Bureau.
However, a permit for extra-status activities is not
required if you intend to assist in educational or research
activities at GRIPS.

Thus, the Japanese government allows international
students to conditionally engage in work activities.
Nonetheless, in light of the intensive curriculum at
GRIPS, the following policy has been established:

1. In principle, international students are not permitted
to engage in work activities (excluding the
provisions of item 2). However, if your Program
Director deems an activity productive for your
studies and/or research and free of any negative
effects to your studies, you may be allowed to
engage in work activities. In this case, you must
obtain a permit for extra-status activities from the

Immigration Bureau.
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2. International students are permitted to assist in

educational or research activities at GRIPS (e.g., as
a TA or RA). In principle, though, those students
who are studying in one-year master’s programs are

not permitted to engage in the above activities.

. If you wish to engage in any kind of work activity,

you must first obtain approval from your Program
Director. At least one month before commencing
work, you must submit a request for permission to
work (with the Program Director’s signature
affixed) to the General Affairs Team, Academic and
Student Affairs Division. The form of a request for
permission to work is available at the General
Affairs Team.

The form of a request is available on GRIPS
website:
(http://www.grips.ac.jp/en/education/students/gener

al/#fpermission ptj)

* For those whose resident status is not Student

If your resident status is not Student, you must
obtain a permission to engage in activity other than
that permitted by the status of residence previously
granted from the Immigration Bureau even if you
plan to assist in educational or research activities at
GRIPS.
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Change of Student Status at GRIPS

Leave of Absence

Conditions

In the event that you cannot attend school for more
than three months for a compelling reason such as an
illness, you may take a leave of absence with the
permission of the President of GRIPS.

Duration

A leave of absence can be taken for a period of up to
two years for master’s students and three years for
doctoral students. The period of the leave of absence
will not count toward the maximum period of
enrollment (i.e., four years for the master’s programs
and six years for the doctoral programs).

Procedures for applying for a leave of absence
1. Consult your main advisor and program director
about your plan of study (coursework and

dissertation).

2. Complete the following steps before applying for a
leave of absence.

. Return all books to the GRIPS Library.

. Return your GRIPS computer.

. Clean out your desktop and drawers.

. Check your scholarship matters (if applicable).

. Pay delinquent tuition (if applicable).

3. Apply for a leave of absence through our online
system three weeks before the date (at the
beginning of a month) on which you expect to begin
your leave. If you are applying for a leave of absence
because of an illness, please submit a medical doctor’s
report.

4. After your leave of absence has been approved, the
Academic Support Team (AST) will issue a
Permission for a Leave of Absence and will hand it to

you or mail it to your home address.

Tuition fees

You are generally exempted from paying tuition while
you are on a leave of absence. However, if you take a
leave of absence in the middle of a term, your tuition

for that term will not be refunded. Please notify us in

writing by March 1 if you know you will be taking a
leave of absence in the Spring or Summer term
(April-September) and by September 1 if you know
you will be taking a leave of absence in the Fall or
Winter term (October-March). Without advance notice,
you will be required to pay six months’ tuition.

Services

The following services will be available to you during

your leave of absence.

. Issuance of certificates (i.e., transcript)

. Use of GRIPS email address

. Use of GRIPS library (You must return all books
you have borrowed before applying for a leave
of absence; after that you will be able to use the
library during your leave.)

Extension

If you would like to extend the duration of your leave
of absence, please consult your main advisor and
program director and apply for an extension through
our online system three weeks before your leave is due

to expire.

Address change

If your address changes during your leave of absence,
please obtain a Notification of Address Change form
from the AST, fill it out, and return it to the AST.

Reenrollment

Procedures for reenrollment

Please consult your main advisor and program director
and apply for reenrollment through our online system
three weeks before the expected reenrollment date.

Reenrollment before expiration

You can reenroll in GRIPS with the President’s
permission even before your leave of absence expires.
Please consult your main advisor and program director
and apply for reenrollment through our online system
three weeks before the expected reenrollment date ( at
the beginning of a month).
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Withdrawal

Procedures for applying for withdrawal from
GRIPS

1. If you intend to withdraw from GRIPS, please
obtain an approval from your main advisor and
program director and apply for withdrawal through our
online system three weeks before the expected date (at
the end of a month) of withdrawal. In the event that
your withdrawal is due to an illness, please submit a

medical doctor’s report.

2. Complete the following steps before applying for
withdrawal.

. Return all books to the GRIPS Library.

. Return your GRIPS computer.

. Clean out your desktop and drawers.

. Check your scholarship matters (if applicable).

. Pay delinquent tuition (if applicable).

3. You must return your student ID card.

4. After your application has been approved, the AST
will issue a Permission to Withdraw from GRIPS upon
receiving your student ID card. If you return your ID
card by mail, the AST will mail the Permission to your
home address.

Inquiries

Academic Support Team (AST)
Academic and Student Affairs Division
Extension: 6042

Tel: +81-(0)3-6439-6042

Fax: +81-(0)3-6439-6040

E-mail: ast@grips.ac.jp

Current GRIPS Master’s Students Who
Intend to Pursue a Ph.D. at GRIPS

1. GRIPS master’s students who expect to earn a
master’s degree in September 2018 may apply for the
following Ph.D. programs:

. GRIPS Global Governance Program (G-cube)

. Policy Analysis Program

7. Campus, Support, and Services

. Public Policy Program

. Security and International Studies Program

o State Building and Economic Development
Program

o Science, Technology and Innovation Policy
Program

2. Tentative Schedule

o April 2018: Application guidelines are released.

o May 2018: Applicants must obtain approval
from the director of the Ph.D. program to which
they wish to apply.

. June 2018: Application process ends.

. July 2018: Applications are screened and

applicants are notified of the screening results.

3. To be eligible for admission to the Ph.D. program,
applicants should have completed a GRIPS master’s
program with good grades. Significant relevant work

experience is an advantage.

4. Those who are currently employed should obtain
approval from their employer prior to application.

5. Those who need financial assistance are strongly
encouraged to explore financial aid opportunities
offered by various public and private organizations.
GRIPS has a scholarship program for exceptionally
qualified international Ph.D. students (i.e., GRIPS
Fellowship) but the number of scholarships is limited.
For more details about the GRIPS Fellowship, please
refer to the page “Financial Aid for Doctoral
Students.”

6. The GRIPS Admissions Office will release further
details in April 2018 and send them to current master’s
students by e-mail.

Inquiries
Admissions Office
Extension: 6046

E-mail: admissions@grips.ac.jp
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Expenses and Financial Aid

Tuition fee

Tuition fee payments may be made in two installments.
The first installment is due in the end of October, the
second installment in the end of April.

The amount is 267,900 yen for six months (535,800 yen
per year). Please note that any handling fees or surcharges are
to be paid by the student.

Please note that the amount is subject to change in another
fiscal year. We will inform you in advance if any change
is to occur.

Further details regarding the method of the payment of
tuition fees will be sent to students. Should you have any
queries please contact the Academic Support Team
(AST).

Scholarship Students

Some scholarships are automatically awarded to the
qualified students when they are offered admission to
GRIPS. If so, the scholarship covers the tuition fee and

living expenses for a designated period. The application,

admission and tuition fee will be paid directly to GRIPS
and scholars will receive a monthly stipend and, in some
cases, allowances for arrival, books/equipment, and
study trips. For further information about scholarships,
please refer to the scholarship payment regulations.

Scholarships administrated by organizations
other than GRIPS

Some scholarships administrated by organizations other
than GRIPS are available for international students in
Japan. For further information, please access to the
following URL:

http://www.jasso.go.jp/study_j/scholarships_sfisij e.html

Other information concerning scholarships will be posted
on the notice board of 4th, 5th and 6th floor.
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Scholarship Payment Regulations

Program and Scholarship

Young Leaders Program (YLP)
Japanese Government (Monbukagakusho)

One-year Master’s Program of Public Policy (MP1)

Japanese Government (Monbukagakusho)
Asian Development Bank (ADB)
e Two-year Master’s Program of Public Policy (MP2)

Japanese Government (Monbukagakusho)
Asian Development Bank (ADB)

e Macroeconomic Policy Program
International Monetary Fund (IMF)

Public Finance Program

Customs Program: World Customs Organization
(WCO)

GRIPS Global Governance Program(G-cube)
G-cube Fellowship

Policy Analysis Program

Japanese Government (Monbukagakusho)
GRIPS Fellowship

Doctoral Programs

Japanese Government (Monbukagakusho)
GRIPS Fellowship

Scholarship Not Associated
with Any Program

* Monbukagakusho Honors Scholarship for Privately

Financed International Students

Monthly Stipend

As a part of your scholarship awards, you will be
provided with a fixed stipend every month to cover
living expenses including food, clothing, and other daily
necessities, plus accommodation, transportation, medical
treatment, insurance, and other miscellaneous expenses
related to your study at GRIPS. This stipend will not be
increased to meet any extra cost you may incur, for
example, by supporting your family members or by

taking private trips.

The payment of your stipend will be made upon
confirmation that you have signed the register.

The stipend will be transferred into your postal saving
account or bank account. If you fail to sign the register
during the first three working days of the month and if
you sign before the last day of that month, your stipend
for that month will be transferred in the following month.

If you do not sign from the first day to the last day of
the same month, we consider you not to be studying
full-time at GRIPS; thus, the stipend will not be paid
for that month. For example, the November stipend will
not be paid if you do not sign between November 1 and
November 30.

The amount of your stipend may change slightly due to
the economic situation in Japan, especially after April
2017 when the new fiscal year starts. The amount may be
adjusted so as to be sufficient for international students
to pursue their graduate studies in Japan. We will inform
you if any change will occur.

Upon Completion
of Your Program of Study

Those who receiving a scholarship will be provided a
return flight ticket with the most direct and reasonable
route from Japan to your home country after the
completion of the program.

If you fail to complete your program of study within
the standard course duration, you will not be provided

with an air ticket from Japan to your home country.
Depending on your scholarship, you must return to your
home country upon completion of your program of study.
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Personal Accident Insurance for Foreign Students

Basic Policy

This insurance shall pay insured money for you or your
beneficiary for accidental death and permanent disability,
and shall also cover expenses for rescuers, compensation
for damages, and medical treatment. GRIPS students are
required to join this personal accident insurance. The
type of insurance you should join depends on which
scholarship you receive, if any. If you would like to

know more about your personal accident insurance,

please contact the Student Office or your program
coordinator.

*Note that students sponsored by the Indonesian
government, the Japan Foundation, or JICA are not

required to join this insurance.
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Facilities

Entry to GRIPS Building

You can enter the GRIPS building 24 hours a day.

The entrances are locked between 20:30 and 8:00

on weekdays and between 18:00 and 8:00 on
Saturdays, as well as all day on Sundays and .
national holidays. However, you can enter using

your student ID card. Use the card reader at the
entrance.

Study Rooms (4th/5th/6th floors) .
Lecture Rooms (5th floor)
Seminar Rooms (6th floor)

The study rooms are left unlocked so that students
can use them at any time. Please make sure not to
leave your valuables unattended.

It is each student’s responsibility to keep the study
rooms neat and tidy. For that purpose, vacuum
cleaners are stored in each study room on the 5th
and 6th floors.

No stickers are permitted on the walls of the study
rooms. Stickers on the partitions around your desk
are permitted.

Keep quiet in the study rooms. Cell phones must be .
turned off or on silent mode.

To request whiteboard markers in the lecture rooms,
please ask the Academic and Student Affairs
Division.

To request light bulbs for the lecture/seminar
rooms, please ask the Facilities Management Center

on the 1st floor (ext. 6099). Replacement bulbs for

desk lamps are available at the Student Office.

Eating and drinking are prohibited in the study and .
lecture rooms.

Turn off the lights and air conditioner when you are .
the last person to leave a study/lecture/seminar
room.

If you wish to use a lecture/seminar room for study,

make a reservation at the Academic Support Team
(AST) counter.

All lecture rooms are equipped with a laptop .
computer, a projector, and a DVD player.

Microphones and projectors are available from the .
AST. If you wish to borrow any of these devices,
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contact the AST well in advance.

Printers (2nd/4th/5th/6th floors)

Printers for photocopying and printing are located
in the copier rooms on the 5th and 6th floors, study
room 4A on the 4th floor, and in the library on the
2nd floor.
The printers on the 4th, 5th and 6th floors have
network connections with students’ GRIPS laptops.
To use a printer, you will need your ID card, an IC
card (e.g., Suica or PASMO), or a shared copy card.
Photocopying/printing fees are

- black & white copies: 5 points (5 yen) per page

- color copies: 25points (25 yen) per page
To save paper, make double-sided photocopies and
printouts whenever possible.
If the printer runs out of paper, please come to the
Academic and Student Affairs Division to get more

paper.

Mailboxes (3rd floor)

Each student will be given an individual mailbox in
the Academic and Student Affairs

Announcements, materials, and

Division.
some class
handouts may be left in your mailbox, so be sure to

check it regularly when coming into GRIPS.

Bulletin Boards (4th/5th/6th floors)

Be sure to check bulletin boards either on the 4th,
5th, or 6th floor.

To share information with other students, please use
the “Students’ Notice Board” on the 5th floor.

Common Room (3rd floor)

Hours: 9:00 - 18:00, Monday — Friday
(except national holidays).
Each GRIPS faculty member has a mailbox in the

Common Room where you can leave messages.
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. The staff of the Common Room deals with GRIPS

faculty members’ schedules.

Student Lounges (5th/6th floors)

e The lounges are provided for students to take
breaks and to communicate with each other.

e  There are lockers in the Student Lounges on the 5th .
and 6th floors. Locker keys can be picked up at the
Student Office with a refundable 2,000 yen security
deposit. °

e The Student Council Room in the lounge on the 5th
floor is to be used for activities of the International
and Japanese Student Council.

e  There are computers and a scanner which can be
used freely by students in the Student Lounge on
the Sth floor.

e  No food is allowed, but beverages are permitted in

the Student Lounges.
e It is each student’s responsibility to keep the

Student Lounges clean.

Pantries (5th/6th floors)

. A refrigerator, a microwave oven, and a hot water
tap are available in the pantries.

e It is each student’s responsibility to keep the
appliances and pantry area neat and clean.

Terraces (4th/5th floors)

e  Eating and drinking are permitted on the terraces.

Lounge (1st floor)

e  Hours: 9:00 — 23:00 (every day)

e  Eating and drinking are permitted in the Lounge.

e Thereisa TV set that students are free to watch.

e  Vending machines for food and beverages, a water

dispenser, and microwaves are available.
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Smoking Areas (3rd/5th floors)

Smoking is prohibited except in the designated
areas on the 3rd and 5th floors.

Parking Space

If you come to GRIPS by bicycle or motorbike,
please park in one of the designated parking areas at
the Front Gate or South gate.

You may not come to GRIPS by car.

Fitness Center (1st floor)

Hours: 9:00 - 21:00, Monday — Friday

9:00 - 17:00, Saturday

(except national holidays and year-end and

New Year holidays)
Before using the Fitness Center, you must
participate in a training session during which a
professional instructor will explain how to use the
Fitness Center equipment. After finishing the
training session, you are required to fill out an
application form.
Dates and times of training sessions will be
announced by the Student Office. You may not use
the Fitness Center until you have completed the
training session, submitted a membership
application form, and signed up and paid for the
insurance.
Please do not leave your personal sports gear and
belongings in the Fitness Center.

Facilities Management Center (1st floor)

All lost-and-found items should be taken to or
retrieved from the Facilities Management Center.
For light bulbs in the lecture/seminar rooms, please
ask the Facilities Management Center (ext. 6099).

Health Services Center (3™ floor)

E-mail: GRIPS-Clinic@grips.ac.jp
Tel: 03-6439-6091
GRIPS has an in-house Health Services Center
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located on the third floor. A nurse is on duty from
10:00 to 16:45 from Monday to Friday (lunch break
12:30 — 13:30). A doctor is available weekdays
except for Tuesday and Thursday. Please check the
notice board outside the Center for further details.
The Center can provide physical examinations such
as measuring blood pressure, body fat percentage,
and eye tests and can refer you to an appropriate
hospital or medical clinic when needed. For further
details, please visit the website
http://www.grips.ac.jp/en/education/health/center/
A medical check-up will be held in October. Further
details will be announced.

Others

A phone-card payphone (no coins accepted) is
located on the 1st floor, and vending machines for
beverages and food are located on the Ist and 5th
floors.

GRIPS does not provide any office supplies; please
purchase them at your own expense.

Please cooperate in separating garbage into the
various categories: burnable garbage, non-burnable
garbage, cans, glass bottles, plastic bottles, and

paper.
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Registration of SECOM Safety Confirmation Service

at GRIPS

GRIPS has adopted the SECOM
confirmation service in order to confirm the

safety

safety of our faculty/staff members and
students in the case of emergency.

Once you register your e-mail address (your
non-GRIPS e-mail address), the SECOM safety
confirmation system automatically sends out an
e-mail in case of emergency so that you can
report your safety to GRIPS through the
system.

Your GRIPS e-mail address
(XXXXX@grips.ac.jp) has

registered as one of the e-mail addresses to

already been

which the system will send you messages.
Please see the manual and the notes below to
register your personal e-mail address (Web
e-mail address, cell phone e-mail address etc.).

Please note that only the user can confirm and

modify their e-mail address, and the

administrator of this system cannot see your
e-mail address for security reasons.

The following is the information for
registration:
-URL for
https://www.e-kakushin.com/login/
-Organization code: 0364396000 (same as
GRIPS phone number)

-User ID: your student ID number in capital
letters (Example: MEY 17XXX)

-Initial password: 0364396000 (Same as an
Organization code)

registration page:

*Please remember to change the initial
password once you register your e-mail

address.

Inquiries
Academic Support Team (AST)
Extension: 6042

E-mail: ast@grips.ac.jp
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User’s Manual for Initial Registration

- ver.1.3.0

1. Change the initial password to an arbitrary password.

2. Registering Password question and the answer.

3. Select the language, Registering residence and
workplace information (prefecture).

4. Registering contact information (e-mail address and
telephone number).

The registered e-mail addresses will be used to receive safety confirmation e-mail sent by the administrator in the event of a disaster.
XEven if it is an administrator, the registered mail address/telephone number etc. cannot be inspected.

Initial registration using a PC

1. Access http://www.e-kakushin.com/login and click [LOGIN]
button.
Select [English] to switch to the English screen.
Enter organization code, user ID and password and click
[LOGIN] button.

C-EFF

Enzlish

CoR-T s -sLELEFAL.
O54 U LTHBEIEDARUBEI. 1201 #OU S LTCREL.

= =t
a-¥—i1o [ 5
Mro—F [ A

TP

JBRRIAD- FEARTANINET £y - CARRLINZ

ThyaruEs oskEnnE HLED s EBEY

i yE
fid 3 ¢ 4 SR
JEFEBoasYORUO ERTLTA SISO EmL Tl

2. Select [Registerant Info] from the menu.
*[Registrant Detail Info] or [Family Info] will not be displayed depending on setting.

-8

Registered Info

Registered Info I

Registrant Registrant Detail
Info Info

| Family Info

B View Registered Info
3. Click [Modify] button.

lView Registered Info

John Snith

0001

4 . Enter information in each column.
B Modify Registered Info

# Marked itens are required.

[T

© Japanese O English 2

e ‘ihen you register address sample@secomeop.
sample @sscomeajp

E-Mail Address 00

Mail address
confirmation test

E-Mail Address2 [roooex

= 080 i ]

Phene2 [03-x00000x |

@ Enter an arbitrary password.

Enter Password question and the answer.

Select the language (Japanese or English) used in service. *It is
set in Japanese by default.

Select state/province from the list box.

Enter contact information (e-mail address and telephone number).

@
®
@
®

If you have forgotten your password, you can
receive your password by e-mail sent to your
registered e-mail address by answering a specific
question which you have registered.

5. Select [Mail address confirmation test] to conduct e-mail

sending test.

The message, “Test mail was sent. Do you register as it
is?,” will be displayed.

Click [OK] button to complete registration.

Please check that you receive a confirmation e-mail by

“Mail address confirmation test.”
B Modify Registered Info

# Warked itens are required.

John Smith

Galphanumerics only)

R oot

Glphanumerics only)

L Eimee

- fumeri 9 test mail mas sent. aparese O Erglish %)
Toky ‘\') . , ‘ v
oo Do you register as it is7
e When yo )
sample =
E-Mail Addresst oo a

3

Mail address
confirmation test
eznebne. b

softbank.ne o
isoftbank.jn >

E-Mil Address2 = | @[secomecop

\

Phonet o9 0-sxc-soxs ]

Phone2 [3=s0000 00 ]

If you cannot receive confirmation e-mail, check
the following and conduct e-mail sending test
again.

-There is a possibility that you registered wrong
e-mail address. E-mail address is case-sensitive.
*There is a possibility that the confirmation e-mail
has been blocked because of the junk e-mail block
setting on your mobile phone.

Check and change your setting to receive e-mail
from admin@pa.e-kakushin.com.

(If your mobile phone is set to receive only certain
domains, change the setting so that e-mail from
\pa.e-kakushin.com can be received.) )
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Initial registration using a mobile phone

SSL-enabled mobile phone is needed for initial registration.

For further information, please contact to each mobile phone
supplier.

*The Secure Sockets Layer (SSL) is a commonly-used protocol
for managing the security of a message transmission on the
Internet.

Change password

1. Access http://www.e-kakushin.com/login and select [Login].
Enter organization code, user ID and initial password
and click [Login] button.
If you can use the Quick Response Code(QR Code)
on your mobile phone, try to use it.

I—{—% ,ﬁﬁj e-lnnovation-Logm

Organization Code

QR code

. Lger ID
e-EI LB
o5 Paszword
Login

ASATELEL R

2. Select [Registrant Info] and then select [Password]
Enter initial password into [present password] box.
Enter new password and new password confirmation and
click [change] button.

e-Innovation
[ John Smith ]

e-Innovation
[ John Smith 1

e-Innovation

[ John Smith ]

1.5ecom safety
cenfirmation service Present password
2 BBS JResidence/Workplace o

4L
Eregstant i o eetion and New passriord ohenumerics
[
Arswer s
6. Family Info
New password confirmation
8 Back {lphanumer ics only)
S.Llogout """

e-Innovation
[ John Smith ]

Password was changed The message

“password was changed,”

will be displayed.

Regiistering e-mail address by sending a blank e-mail

2. Select [Add Mail address].
The E-mail sending function will be activated automatically.
Send a blank E-mail without change.
“Registration result e-mail” will be received after a period
time.

P Attention to the “Add To:
Wil address” function

addressi@pz e-kakushin

‘W E-mail sample

com . Lo

00 (hane! (When registration is completed.)
Bec: (hone) A—LTRLABBESNELE,
Subject - The E-mail address has been
80005025:000150599

. . i fully.
W abeence of registration 2961 registered successfully.

Add Mail address (send a
blank e-mail to us)

>Phone>

W absence of registration

TALRBHRY—ER
SECOM Safety Confirmation Service

http://www.e—kakushin.com/login

W absence of registration

3. After receiving registration result e-mail, once go back to the
menu screen (select the [Back]).
Select the [Contacts] .
The registered e-mail address will be displayed and the
registration will be completed.
(Ihtended Use of Personal
Informatinon]
- We will use your information

for communication to provide e-
Innovation Service

e-Innovation
[ John Smith ]

X Attention to the "Add
Whil address” function

~W/e will not disclose personal 2 <{E-Mail Addressl>

infarmation to any third parties. 2.Contacts ¥ E-mail (PC)

3 you are in agreement with eRETETEE okl ce sooddocoma.ne.jo

the below, please register your L

infarmatian coanslaze = @
5.Password Questien and blank e-mail to us)
Angwier

Modi, -

8.Family Info

2 9.Logout

*Depending on the mobile phone model, you may not be able to
go back to the operation screen after reading registration result
e-mail in the inbox.
In such case, access login URL sent by registration result e-mail.
*If a registration error e-mail is received, try registering again or
use the method of directly entering information to register user
contact information.

How to register contact information by directly
entering the information

1. Select [Registrant Info]. Select [Contact] and
click [Modify] button.

[ntendsd Use of Personal
Iformatinon]
W will us your information

e-Innovation
[ John Smith ]

e-Innovation
[ John Smith ]
for cammunication to provide e-
Thnowvation Service.
- e will not disclose personal
information to any third parties,

1.8ecom safety
confirmation service

1. After changing password, Select [Back] to go back to the
menu screen.
Select [Registrant Info] and then select [Contacts].

e-Innovation
[ John Smith ]

e-Innovation

[ John Smith 1 Family Info menu will not be

displayed depending on

Service or Setting. Instead,
4Language the next screen will be
5 Password Questiofana

Arower displayed.
B Famiy Info

1. 5ecom safety
confirmation senvice

" = ot kplace

8Back
8.Logout

KT you are in agrezment with
the below, please register your

!2.Comacts !
rkplace

4language

5.Password Questien and
Angwer

6.Family Info

8 Registrant [nfo
iy

information.

8.Back
0.Logout 8Back
8logout

2. Enter contact e-mail address and telephone number
directly and click [Update] Button.

Nhen you sslect a domain from t+
omain list and click the “Reflectior
D . ntry form t

a er it
¥ E-Mail Addresst
Dormain docomanep v

T Reflestion Daman

oo o

docomone.ip

W E-Mail Address2
Domain v

@
¥ Phonet
oo

¥ Phone2
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3. Registered contact information. Select the language

*If you register e—mail address, select [Mail address confirmation test].
The message, “The mail was sent,” will be displayed.
Please confirm that “e-mail address confirmation e-mail” has been

1. Select [language] from the menu.
Check the language (Japanese or English) used in service.

received. . .
Click [Register] button.
e-lnnovation e-Tnnovatien R
[ John Smith ] [ John Smith ] e-Innovation Loohnsmin] "
[ John Smith ]
Test mail was sent
Contacts was changsd N © Jspanese
Do you send a test e-mail ? &Back EYanmr—— © English
SLogout 3.Residence/Workplace [About the language]
e 4language Plesse select the langusgs to uoe by
T NS T AR
Answar ssttingthe language that you set is
6 Family Info om the next login.
Registering residence and workplace information _—
9.Logout
1 . Select the [Back] to back to the homepage_ 2 This is the end of initial Il'egistration. )
Select [Residence /Workp|ace]_ Select the [Back] and click the [LOgOUt] to exit.

[Intended Lse of Personal .
Tnformatinan] e-Innovation
= ie will use your information [ John Smith ]

for communication to provide e-
Tnovation Service

~¥ie will not disclose personal 1.Password
informatian ta any third parties. I
5 you are in agreement with
the below, please register your
information

Registering the password question and the answer

3 Residence/Workplace Family Info menu

will not be displayed

5 Password Question an:

H Answer . . .
& Family Info depending on Service 1. After you select the language, click [Back] and back to the
- 3Back or Setting. menu.
3| .
D Logout — Select [The password question and the answer].
Enter the password question and the answer and click
_ . [Update]
2. Select state/province for residence and workplace from the
. . ol ¢ ]
list box and click [Update] button. [ Jonn Sepmnovarion Lo s5revaten
e-lnnovation Hokkaido ~ e-Innovation 1 Password
[ John Smith ] It i . [ John Smith ] 2.0 "
Tonts ;L%M Passviord Question
Residence M ivagi Residence = . Arswer to the Password
akita EA Password Qluestion and e
R Vamagata  — e
Fukushima S.ramiy Inte ‘
(Codate ) Daraki -
8 Back
Tochig 9 Losou =
Gunma f—
Saitama 3 Back
i 9.Logout
Kanagamwa
Niigata . . . .
Toyama If you cannot receive registration result e-mail or
Ishkawa - - . o
Fukui confirmation e-mail, check the following and
amanashi T conduct sending e-mail again.
{1t glu]
Giifu
Shizuoka . AN =
Aichi -There is a possibility that you registered wrong
L] . . . ags
Shies e-mail address. E-mail address is case-sensitive.
funta *There is a possibility that the confirmation e-mail
Ihyaeo has been blocked because of the junk e-mail block
Wakayama v setting on your mobile phone.
Check and change your setting to receive e-mail
from admin@pa.e-kakushin.com.
(If your mobile phone is set to receive only certain
domains, change the setting so that e-mail from
\pa.e-kakushin.com can be received.)

J

_Note |

*Secom have received many inquiries from user’s family members that they received strange e-mail.
If you register home PC(ex. shared PC with family members) e-mail address, please inform to your family members in advance
that e-mail from Secom safety confirmation service may be sent to them.

*Note that you will not be able to log in if you enter an incorrect password consecutively as your password will be invalidated.
Please contact your administration department to password reset. Then, your password will be reset to the initial password
and reactivate your account.
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[Spam mail prevention of mobile phone]

There is a possibility that “Spam mail prevention” is set in mobile phone when you can't get mail from Secom safety confirmation
service. Please confirm “Spam mail prevention” setting with your mobile phone.

hat is the Spam mail prevention?

The Spam mail is from someone who doesn’t know, dummy or spoofed addresses and often change each item mail. The
setting not to receive these spam mails is the “Spam mail prevention”.
There is a two ways for “Spam mail prevention.”

(D Reject mail except from the specified domain’ s or addresses in advance.
@ Reject spam mail containing certain types of URL's.

What should the setting contents confirm?

@The e—mail will be sent from the e-Innovation service by below addresses (domains)
Please confirm the setting so that mail from these addresses (domains) can be received.

WV Secom safety confirmation service.(Secom safety confirmation service SCM)
admin@pa.e—kakushin.com
message@pa.e—kakushin.com

VW Secom disaster information service
info@pa.e—kakushin.com

V¥ Secom safety confirmation service GS
risk@pa.e—kakushin.com

V¥ Domain of specific receive setting
pa.e—kakushin.com

® Please confirm the setting that rejects mail with URLs.

Secom confirmation service sends the mail with URL.
Even if the user also specifies domains and addresses when configuring the receiving settings,
It might not be able to receive mail when set to reject mail with URL by each mobile phone provider.

How to confirm "Spam mail prevention” setting.

The operation is different depending on each mobile phone provider or type of mobile phone. For detailed information
about spam mail prevention (or settings), please contact your mobile phone provider.

[Reference URL)

X The following each mobile phone provider's URL or contact address might be a change without notice.

VW docomo http://www.nttdocomo.co.jp/
Vau http://www.au.kddi.com/

WV Softbank http://mb.softbank.jp/mb/
VWILLCOM http://www.willcom=inc.com/
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Alumni Network

One of the greatest resources and joys of studying at
GRIPS is the diversity of the student community. The
connections you make at GRIPS are a valuable part of
your degree. The GRIPS Alumni network will ensure
they are lifetime bonds by keeping you in touch with
fellow alumni and the school.

As a GRIPS graduate, you join an impressive network
of close to 5,000 alumni who are actively shaping
future policies in more than 100 countries around the
world. Connectivity and communication sit at the heart
of the alumni community. We offer a variety of ways
to remain engaged with GRIPS and strengthen your
ties with fellow alumni around the globe. These
include alumni reunions, seminars, a searchable
alumni directory and online networking opportunities

utilizing social media such as Facebook and LinkedIn.

Upon your graduation you will automatically become
a member of the GRIPS Alumni Association.

Membership is free of charge.

Alumni Reunions
Whenever a GRIPS professor or staff visits a country
where we have graduates we schedule an alumni

reunion.

Local alumni groups

Local alumni groups have been established around the
world. Alumni Groups help organizing local alumni
events, advise and recruit prospective students, and

promote the School around the world.

Alumni directory

From the day of enrollment at GRIPS you have access
to an online password-protected alumni directory. You
can search the database and manage your own contact

details any time.

Permanent GRIPS email address

The web-based GRIPS email address you will receive
upon enrollment will be yours for the rest of your life!
It can be used as a normal email account or to forward

mail to an existing work or home email address.

GRIPS Alumni on Facebook
Established in September 2007, the GRIPS alumni
Facebook group has grown to become one of the

major alumni networking tools.

It is also a great place to share information about
alumni career moves, new developments in GRIPS,
news about professors, alumni events, opportunities
for further study or research in Japan and more. The
group currently has around 2,650 members and all
newly enrolled students are encouraged to sign up and

join the alumni group.

LinkedIn

LinkedIn is another great way to enhance your
professional network. Members of the GRIPS
community are invited to join the GRIPS Alumni
Group on LinkedIn.

Alumnus of the Month (ALMO)

The “Alumnus of the Month” is a special feature on
our website designed to recognize alumni who have
made exceptional contributions to their field of
profession or who are otherwise doing interesting and
exciting things. Every month, one of our outstanding

alumni is invited and interviewed for this feature.

For further information about the activities of the
alumni network, please check us out on the web:
http://www.grips.ac.jp/en/alumni/index/
https://www.facebook.com/groups/GRIPS Alumni/
http://www.linkedin.com/groups?gid=2628687
http://www.grips.ac.jp/en/alumni/almo/
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