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LIBRARY GUIDE FOR USERS

Hours
*1t 1s changed 1n long vacation.
Information desk Reference desk
Library
(3F) (1F)
Mon — Fri 8:30 — 21:00 8:30 — 21:00 9:00 — 17:30
Sat 9:00 — 17:00 9:00 — 17:00 —
Closed

* Sunday, National Holidays

* Rearrangement Day

* Bon Vacation (8/14-8/16)

* Year-End and New Year (12/29-1/3)

» Anniversary of the University Founding Day (1/23)

Entrance and Exit

Please push the gate board open when you come in and out.

NOTICE!! : If you bring out library materials without making a lone, the gate will be

alarmed and be locked. Beside, it is possible to be alarmed when you have metal. If vou

have them, please tell it to a library staff.

Manners

Smoking

Mobile Phone Internet phone

v ,

*Be quiet in the library!
*Use a mobile phone outside of the library!
*Don't use the Internet Phone (Skype ete...) in the library! Use it in the Exchange Room, please.




FLOOR PLANS
The Entrance Floor (On the 15t Floor)

(el

e
- =
]




Study Floor (On the 21d Floor)
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Research Floor (On the 15t Floor)

Retrieval Area

1. For Internet Searching
2. For Search Collections{=KEINS)

3. For Online Search




Stacks (On the 15t Basement Floor)




Stacks (On the 211 Basement Floor)




LIBRARY SERVICES

Information Desk (On the 34 Floor) é

Circulation

When you want to check out books, take them to the information desk with your student
ID card or use self service machine (ABC) beside the desk. When vou return books, bring
them to information desk or use self service machine (ABC) as well as checking out. If
the library is closed, put them into the book drop outside of the Library (left side of the
front door).

NOTE!! : If you miss the due date, you cannot borrow books for as many days as vour book was

overdue.

Borrowing limits and Loan periods are followings:

Category of Users Borrowing Limits | Loan Periods

5vols 2weeks

Undergraduates
*Special 5vols 2months
Graduates 20vols 2months
Exchange students, STEP 5vols 2weeks
Faculty & Staff 30vols 6months
Resident 5vols 2weeks

*Special Borrowings: This is only for students joining a seminar. Please ask your instructor to

sign the application form available at the information desk before you apply it.

Renewal
You may renew the loan of books just a time, if other people have not reserved them.

Take books to the desk with your student ID card by the due date.

Reservation
You can reserve books being on loan. Fill in a reservation form and take it to the desk

with vour student 1D card.

Group study room
When you study with your friends in a library, you had better use a group study room
(allowing group works without disturbing other users). Fill in the application form and

hand it to a hibrary staff at the desk before using a room.



At the Reference Desk (On the 15t Floor)

Research and Reference service

When you have questions about library resources or you need information for your
assignment, ask anything to reference staffs at this desk. It is available to following
matters:

+ Support yvour research and help to get information.
+ Suggest library resources for your research topics.

+ Search catalogs of other university libraries.

Interlibrary Loan Service
Interlibrary Loan provides lending and document delivery services. When you can’t
get books you need in this library, you can request them from other library.

NOTE!! : The cost and the postage are individual payments.

Individual study room
When vou want to concentrate on studying, vou may use an individual study room.
You can study at your own pace all the day with the room key. Fill the application form

and hand it to a library staff with yvour student ID card before using a room.

Going into the stacks
Before going into the stacks, come to the reference desk with your student ID card and

leave your bags with staffs.

Borrowing a laptop PC (*Student-only)
You can borrow a laptop PC being available to the Internet. But it 1s for internal use

only. Fill the application form and hand it to a library staff with your student ID card.
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Photocopying Service

Within the limits of *copyright law, yvou can make photocopies of library materials
using a copy machine by yourself in the ibrary. When you take a photocopy, you must
fill in the application form at the photocopy area (on the 1F & the 3F). It is charged
10ven per sheet.

*Copyright Law -+ -When you copy in the library, you need to the following rules.
« For the purpose of his own tnvestigation or research.
« The limit of the copying is a single copy of a part of a material per person.

« It iz unable to copy the latest tssue of periodicals, magazines and newspapers.

LIBRARY RESOURCES

Library Resources and Their Use

Using in the library | Photocopying | Borrowing
Books O O @)
Books for foreign students O O O
PeriodicalstJournals/Magazines/Newspapers O O x
Reference books O O x
Audio-Visual materials O x x
Microform materials O O x
Materials in Stacks O O @)

Books (2F)

You can read in the hibrary, make a photocopy, and check out.
Books for Foreign students (2F)

There are books about Japanese culture and textbooks of Japanese language,
reference books, maps, and guidebooks, ete... The bookshelf number 1s ‘24’
Periodicals (1F), Journals (1F), Magazine (3F) and Newspapers (3F)

You cannot check out periodicals, journals, magazines and newspapers. Use
them inside the Library or make a photocopy according to need.

Reference Books (1F)

In the reference areas, there are dictionaries and encyclopedias, yearbooks,
white papers, statistics, catalogs, indexes, bibliographies, maps (2F) etc...
Use these collections within the library only.



Audio-Visual Materials (3F)

There are many audio tapes, videotapes, CDs, DVDs. Bring a material to
the information desk (3F) with yvour student ID card before using an
audio-visual booth.

Microform Materials (1F)

When you use microform materials, ask to the reference desk (1F) before
entering the microform material room (1F).
Materials in Stacks (B1F/ B2F)

On the B1F, there are back issues of journals, magazines, newspapers and
bulletins. On the B2F, foreign books are in the stack1, and Chinese books and a

part of Japanese books are in the stack?2.

Arrangement of Materials

Books, Reference books and Audio-Visual materials

These materials are arranged in ‘call mark’ order. Call mark is consisted of ‘class
number’, ‘author mark’, and labeled the spine of a book. Books are classified according
to the subject matter by Nippon Decimal Classification, and each subject 1s given ‘class
number’. Besides, books are given ‘author mark’ that is alphabetized initial letter of
author's family name. The books are arranged in order of call mark from left to right
and top to bottom.

—
clags number — 331

author mark — Kab6

volume number —

call mark = — ] —“T

%

e/

It's arranged from left to right
and top to bottom.

Periodicals & magazines

Periodicals are located on the 15t floor, and magazines are on the 3td floor. They are

arranged in alphabetical order.
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SEARCH MATERIALS
You can search library catalog with KEINS (it’s a nickname in this university). Some
desktop PCs for KEINS are available on each floor in a library. Also, you can search online

from off-campus as well,

Search Catalog with KEINS
1. Menu Panel

KEINS
Spectfy the Keywords

Tapanese | English

Heslts may be displayed m Japanese

File @Al O Backs O Sarials O Audic—uisus! | Al ¥
Al COdapanesa O Farsign
[nly material in the lbrary is retrieved.

Fill in ene or more of the boxes beblow |

Title (T1) bt [ a0 (o
Dttt Bl ¥ [[AND
AlFL v
* 5%-:;.5;;3&5&5”&;, -5:;@:5?-,,- the published vear of the bock you will searching for.
Fubliehed Yesr  From To '
Sort by

@ Title OYear O Author O haterial
[ Search |[ Clear |
If tha casa of more than twa words,

far AMND aparstion . [Msart an ssterski®) batwesn words
for OR oparation | Ineert & pliasth) hetwasn words

Enter Title of a book’, ‘Author name’, or keywords be related to subject of a book.
After that, chick ‘Search’ button.

i
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2. List of Bibliographies

List of Bibliographies

Kevwords . Til=historical sconomics?
Found B ftams [ Books:® temsz |
# Books #

| Iklk gt m i}
[iowmld Pl MeCleshess and Gaargs K Harsh, Jre
Cambridge [England] ; Mew Yok Cambridgs Urivaeraity Press | 10990
ikl Jait, jEEE
Diowmld P MG keshasr and Gaargs K. Harsh, Jre
Cambridge [England] ; flew Vo Cambridge Urivarsity Press 10990
| i higt | 1870-1525 - r i mi= hstory tligm [ Histerizal mmrspsctives on medsrn sconor
Garnrd b Eaot
Cambrides [Cambridgeshiva] . Mew York : Camborid pe University Bress | 1987
4  Erterprise snd trads in Wietaran Beitsin  sssses iy hlstores| s=cnomies
Dorald M MeCloshay
Lordor | Boston | George Allen & Linsin , 1951 i
5 Ertarprise spd trade in Visterian Britain | ssssys in histories | seenamles [Medarn ravials inaeenamiz srd seals| bistaey )
Dorald Pl MoC kshes

Hetorics m ":'

O Aldarshat @ Qregs Rayhels | 1850
E | r

Charles P Kindlkebargar
Hetviel Herapstasd © Tohwe [ Mew York - Harvester Wheatsheat, 18801
7 Hetorical economice, 17E0-1807 [ Tha methcdakgy of sconomics . 5l
Thomas Edward Cliffe Leslie . Istal]
Londor - Foutkdge/ Thosmmes Fress | 1887

g wmmwmummﬂgfm Elist Janewsy Reztures on historcal econemics in borer of Jesenh Schumoats)
1277
Wi Arthur Lewis

Erincm:nn Princaton Ursosraity F'm:l_:nﬂB_TE

Click the title of a book (t's presented in blue color).

3. Bibliographical Details

Biblingraphical Details

Sazrch " Lisl l

/9
| PrevBaokdata || Mew Baok data

# Hihlizpraphis dats #

15BN .. 0748007086

Tithe: Hiztorkal ecahombss farm oF schenca? Charles P Kindlabarpar
Publizher .. Hemel Hempstead | Tokipo ; Mew York Harvester Wheatsheaf 18280
Phivs Descriot .. %, 371 o L ll ;84 em

Mote Includes biblicpraphies and index

Parthar Kindlebarger, Charles Poor, 181 0=

Subjects Eeoromics history  Esonomics — Histors

# Holding data #
Bk 1D 00 7002
Call rem ber ERARAL A
Locatian ErlEEl NS
hararial [
| Prew Bool data | | Nexi Book dala |
69

Go to a bookshelf after writing down the “Title”, “Author”, “Call number” and “Location”.
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Information Retrieval

Search for newspaper articles
Following databases are available to desktop PCs in the Information Retrieval Area on
the 1%t floor.
KIKUZO (Japanese)
Search for articles from “Asahi Newspaper”, “AERA” and “Syukan Asahi”.
NIKKEI TELECONZ21  (Japanese)
Search for articles from 4 titles of “Nikkeil Newspapers”.

Search for periodical articles and magazine articles
Following databases are available to every PC connected to the network on campus.

+ NDL-OPAC (Jopanese)
Search for articles from magazines and journals owned by National Diet library.
+ GeN1l (Japanese)
Search for literature information and journal articles published in Japan.
* Online Journal (Englisk)
Search for articles from following online databases; “EBSCOhost”, “Business Source
Ehte”, “Secience Direct web edition”, “CatchWord” “Ingenta KEasylink” and

“Cambridge University Press”, etc. For details, visit to library website.
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N D C (Nippon Decimal Classification)

010

1040
110
L&
130
10
180
10
11
150
150

210
2x
e

BEZEme

300
310
30
230
30

EE8Z8s

410

BE28

Genera works

Likranes

Boolen. Biblogrmphy
Gener & engelipe dias
(Zaner & eolleoted anaays
Gerner 2 serial publicstona
Genersl mojetien.  feadsmies
Joumahen, Newspapern
Ganer al collactions

Philosophy

Epecial roatines on phalo mphy
Crriental the ught

Wante mn philosephy
Faycholopy

Ethica Rlorzls

Eelipion

Shantormm

Baddhimn

Christianaty

General history

Ganar & hastory of Hippon

Gener= hagtory of LAas

Genar o hamory of Eusopa

(Gener & hagtory of Afries

Gener 2 lagtory of North &menca

Gener ol kastory of Bourth Amerion

Ganar ol lamory of Oooearin

Ganar ol biogr aphy

Genar & peogrsphy . Deacmption and travel

Social sciences

Folitio sl soiencs

Law

Economic s

Publio fmmioe

Statiatcs

Soviety

Educmmon

Cramtorss md folklore

Kational deferce.  Military sowernoe

Natural sciemce
Mathemstica

Fhyaics

Chemimry

Agtronomy. Space solenoan
Earth sqanoen  Craology
Biology

Eotany

Zoologw

Madionl misnces

510

Technelegy, Emgineering
Commtmoton,  Civil angmearing
Armhiteoturs,  Bulding
Mechardcal enpinee fng
Eleetrioal evmineenmp

Mzntime engineenng

Metal and mining enpinessing
Chermionl teclns logy

M anuf aovare s

Domestic &rta and anerces

Industry and commerce
Benovlture

Horvioul tase

Fervmlture.  Bilk mdumry
Arvamal bk m dry

Foreatry

Fizhing mdnatry. Fishemea
ommerce

Tremortmon mevioen
Commupnication srvie 3

The arts. Fine arts

Beulpture.  Plasoc arta

Pzmting. Pictonical arts

Enge aving

Fhotopr sphy and photoprapha
Induastrizl st

Mmoo

Tha mar

Eporta and phymenl trazang
Accomplizhments and symaaments

Lanqguage

M ippone s

2 i

English

German

French

Fpanigh

Irshan

T v o

Crher mines 1angameen

Literature

Wippone = Hter stare

Chme = Izetature

Englinh md S ne m lierature
Gepman lnerature

Fremoh lner sture

Sparizh hter ature

Ttmh m lateraturs

Husamm Instature

Literatures of other langagen
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