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Materials on loan

Review your borrowing (items on loan) due dates.

Renewals

Renew your borrowed materials for one month.
Renewal is available for 2 times.
You cannot renew if the material is reserved from another user.

Reservations

Make reservations to materials borrowed by other user.

My Folder

Save your preferred searches and keep a record of materials.

Inter-Library Loan (ILL)

Request to borrow materials or obtain copies of articles that are not available 
at the GRIPS Library from other university libraries. 

Book Purchase Request

Request a material for purchase by the GRIPS Library which supports 
studying and researching.

1. How to access MyLibrary

>from the link at G-way
>log in from the link at the Library’s website
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Announcement
Announcements about your

borrowed materials, reservations, 
or materials obtained from other 
libraries will be shown.
Materials under request
Check or cancel your reservations

Make a reservation:
click Reserve at the Search 
Result page on OPAC (online 
catalog), and follow the instruction 
on the screen.

Cancel a reservation:
click View details , place a check on 
the one you wish to cancel on the list, 
and click Cancel .  

2. Main menu

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

Renewal: click View details , 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. 

*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.

My folder
Save your search result and add comments.

Operation menu
Request…Inter-library loans and book purchase requests. (ref p3-4)
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3. Photocopy / Loans (Inter-library loans)
If your title 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

[Bibliographic info from OPAC] Search your book/journal title with a check in “Other 
university(NII catalog)“ and click Request ILL button at search result page. This 
search enables you to search materials not available at the Library and save your time to 
input bibliographic information.

Bibliographic information (title, author, publisher, 
etc.) will be entered automatically.
Photocopy: enter 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

Master's Student
×××@grips.ac.jp

Master's Student
×××@grips.ac.jp

Master's Student
×××@grips.ac.jp
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4. 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 by Library committee to purchase.

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

Bibliographic information (title, author, 
publisher, etc.) will be entered automatically.

make sure the information is correct, enter 
the [Reason for request], and click Go to
Confirmation window

Fill out the bibliographic data of the book, be 
sure to enter “Reason for request”, and click
Go to Confirmation window .

*Please supply as much bibliographic
information as you can to help us process 
your request.

*Before submitting a request, check OPAC to
determine whether the book you want is 
already owned by the Library.

*We do not accept:
>Test-preparation or language study books.
>Journals and electronic resources.

Master's Student
×××@grips.ac.jp

Master's Student
×××@grips.ac.jp
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What is ILL Inter-Library Loan ?
The Library will help you obtain materials not available at our Library from other libraries. 

Services 
Photocopy  You can obtain a single copy of each article or a part of text in a book for the purpose of private study or 

research within the limit of Copyright Law*. 
* It is permissible to make a single copy of a part of a work, or of all of an individual work in a periodical already

published for a considerable period of time ( i.e. the next volume has already been published, or three months 
have passed since publication). 
You can copy a part of each section of a multi-author book. 

Book-loan  You can borrow books for a certain period of time from other university libraries. 
*Journals cannot be borrowed.

How to apply 
Apply from MyLibrary. 

*Check before applying:
Make sure that you cannot obtain the material at GRIPS Library. 
1. Search OPAC (online catalog)
2. Search online databases
3. Search internet for fulltexts on search engines

Fees 
GRIPS Library pays the fee for material requested to be used for research purpose. 
(Exceptions) Fees will be charged to the applicant when: 
1) requesting express delivery of materials (charge includes normal + express delivery fees);
2) requesting materials available at the GRIPS Library or can be accessed for free on the Internet.

After applying 
Materials usually arrive within 1 week. You will receive an e-mail when the materials get ready. 
When borrowing books, borrowing period varies by the lending library’s regulation: typically 2-4 weeks. 
Please use them inside the campus. The lending library may limit the use of the material: to use inside the GRIPS 
Library only, or forbidding photocopying.  
Be sure to return the material to the Library’s counter when you finish using the material. 

Other services 
[Using other university libraries] 
You may visit libraries of other institutions which hold the materials not available at the GRIPS Library. A prior notice 
and a letter of introduction from the GRIPS Library may be required upon visiting. The visitor use policy depends on 
each library's regulations. Ask the GRIPS Library staff when you wish to visit other libraries.  
GRIPS members are able to visit the JICA, United Nations University and Disaster Management Library and borrow 
books. 

We are glad to help you when you have troubles finding materials you need. 
Feel free to ask us! 

GRIPS Library: lib@grips.ac.jp 
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