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Log in to on-campus PCs, start 
the browser, ICT Office  HP will 
appear.

Select English from language 
button in the top right screen.

When the screen in English 
appears, click on “Library 
Database Search” on the 
right side.

Sophia OPAC page will ap-
pear.
From this page you have ac-
cess to OPAC（Online Public 
Access Catalog) and all data-
base available on campus.

1

2

3

1．From Website of ICT Office

Search materials housed in the Library

How to access the database2-1
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Library HP will appear.
Click on “Sophia OPAC” in 
Library HP.

Access Sophia University 
WEB  P I LOT I ,  c l i c k  on 
“Library” .

Sophia OPAC will be dis-
played.

2

1

3

2．From WEB PILOTI
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3．Sophia OPAC Page
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❶ Sophia Univ.
It is the entrance when searching materials (books journals, newspapers, etc.) of the 
Sophia University library.

❷ Sophia Search
It is the entrance when searching titles of electronic journals and e-books. You can 
not search by database name. When using a database, please access from “Search 
Database”.

❸ CiNii Books 
You can search for books and journals that are held in university libraries in Japan. 

See details on  p.68.
❹ CiNii Research
You can search for scholastic articles, with an emphasis on Japanese papers.

❺ NDL Search
You can search the National Diet Library items.

❻ My OPAC Login
When you log in to “My OPAC”, the services available according to your status will be 
displayed. See details on  p.46.
*User ID: Student or Faculty ID No. 
Password:Password issued by ICT Office.  

❼ Library Service
（ For more details, please refer to p.44 “OPAC(6)Useful functions 1 Library Service”）
・�New Books List・・・You can view a list of newly arrived materials at each library. You 
can access to the same page from “New Arrival Information” on the bottom right of the 
OPAC top page. ( For more detail, please refer to p.44 “chapter OPAC ”)

・�Reserve Book・・・The reserve book is a material specified by the teacher as a material 
necessary for the class. ( For more detail, please refer to p.45 “chapter OPAC ”)

・�Search Databases・・・Databases available in the library are displayed by “Purpose”, 
“Subject”, etc. To use the subscribed e-resources such as databases, you need to log in 
to MY OPAC. 
When using from off-campus, you need to connect VPN.
【To connect to the VPN】https://ccweb.cc.sophia.ac.jp/userguide/network/nw-04-en/
（ For more details, please refer to p.71）

❽ User Service
When you log in to My OPAC, the services available to your status will be displayed. �
（ For more details, please refer to p.46 “OPAC(6)Useful functions 2 User Service”.)

❾ Library
You can access the library HP. On the library website, you can check event information 
such as workshops, library news, library letters, library guides, etc.
From the "Digital Archive", you can view a collection of rare materials that have been digi-
tized.
❿ Search Databases
Databases available in the library are displayed by “Purpose", "Subject", etc. 
To use the subscribed e-resources such as databases, you need to log in to MY OPAC. 
When using from off-campus, you need to connect VPN.
【To connect to the VPN】
https://ccweb.cc.sophia.ac.jp/en/userguide/network/nw-04-en/
( For more details, please refer to p.71)
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⓫ e-Resources Access Page
It is the entrance when searching titles of electronic journals and e-books. You can not 
search by database name. When you use a database, please access it from “Additional 
Resources”. See details on  p.52.
⓬ Repository for Academic Resources Sophia-R
You can search our university’s research outputs (theses and dissertations, department 
bulletin papers, and other academic materials.)

13 Information
Information from the library, such as requests for photocopies during the vacation period 
and information on new databases, will be displayed.

14 External Links
・『Let’s Start eBook』・・・Introduces various e-books available in the library.
・�『Video Information search Start Book』・・・Explains how to search materials by using data-
base in the video.
  You can access to a virtual tour of the library.
・Newspapers List・・・Newspapers and Microfilms available in the central library are listed.
・�Digital Archives・・・You can access Repository for academic resources and rare materials 
database.

・�Off-Campus Access(VPN Service)・・・To use the subscribed e-resources such as databas-
es, online journals & e-books from off-campus, you need to connect to the VPN. 
  You can access the VPN connection page of the ICT Office from here.

15 Library Calendar
You can switch to the calendars of the Law School Library and Mejiro Seibo Campus 
Library from pull down menu “Library”.

16 New Arrival Information
Newly arrived materials are listed. The materials introduced here are placed in the new 
arrivals corner on the right side of the entrance gate, and replaced every week.

17 The official X (formerly Twitter) / YouTube of the Sophia university library
Tweet information about the library irregularly. Follow us on X.
You can access to various videos  about library.
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★ Mini Information ★

How to Access e-books
There are 3ways to access to e-books.

1. Search for OPAC
　①Click “e-books” from the filtering items on the left of the screen to narrow down search results.
　②Select the title and click the URL displayed in the holdings information.

2. Search for e-Resources Access Page　（ For details, see “e-Resources Access Page” P.52)

3. Access from External Links “Let’s Start eBook”
　
　List of e-books available in Sophia University
　 ・Maruzen eBook Library （Japanese books）
　 ・Cambridge Core : Cambridge University Press 
　 ・Oxford Academic 
　 ・ProQuest Ebook Central : Academic Complete
　 ・T&F : Taylor and Francis 
　 ・SpringerLink 
　 ※Search methods and features vary depending on the platform.
　　 Please check the Precautions and User Guide before use.
　 ※�『ProQuest Ebook Central』: You can submit purchase requests for desired titles which is not 

held in  the library.
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We use OPAC to search materials housed in the Library.
Let us show you the search methods and how to read the search results.

1．OPAC

OPAC stands for Online Public Access Catalog. It is a library catalog on which you can search the 
materials online. You have access from Library PCs and any on-campus PCs as well as from your 
home or any off-campus PCs.

2．What can OPAC do?

◦Search library collections
　・�search materials housed in the Library: books, journals, electronic journals, AV materials 
　・�search materials owned by research centers of the Library

Search materials housed in the Library

Search on OPAC2-2
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Simple search is searching 
by keywords.

Keywords are titles, au-
thors, or words that are 
clues to searching  the ma-
terials. You may choose any 
keyword.

Here, we will try searching 
by the keyword “global 
warming”.

We enter “global warming” 
in the keyword box―❶ and 
click on “Search”.―❷

Library materials related to 
“global warming” will be 
searched and displayed in 
a list.

At the top, the number 
of search results will be 
shown.―❶

Type of materials is dis-
played.

For example, sort by “Year(Descending order)” to show list of books published recently in 
order of new publications. 

You may sort results in any order you like.―❸

1

2

（1）Simple search

1 2

2

31

3．Search materials 

　 e.g.  “books”, “E-Book”,  “E-Journal”, “Other”..―❷
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3 At the le f t  s ide of  the 
screen, “Filtering Item” box  
displayed.―❶
For example, if you need 
materials of global warm-
ing shelved only in Central 
L ib ra ry ,  c l i ck  “Cent ra l 
Library” under “Location” 
section. ―❷

＊Some items in Filtering Item box are not shown in English. 

1

2

3

Only Central Library materials are shown in search results.
If you would like to release condition of filtering 
Search, click　　                   in “Filtering by”.―❸
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22

5 The number of search re-
sults will be reduced.―❶

Click on a title.―❷

If the search results in a 
large number of hits, en-
ter another keyword to 
refine the search.

Enter “effects” to refine 
your search.―❶

If you link two keywords by 
a space as “global warm-
ing effects”, it wil l give 
you AND search, showing 
search results which in-
clude 2 keywords（ See 
p.85 for AND search).

1

2

1

4　
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A

A

B
3 4 5 6 7 8 9

6　

1

2

Search results are shown in part A  
for Books bibliography information 
and screen B  for Holdings informa-
tion.

A 　Books bibliography information
　�Information of books such as title, name of author, number of pages, size, year of publica-
tion etc.

❶“Author”……�shows the author who wrote the book. Click on link; it will show books 
written by the same author held in the Library.

❷“Subject”……�shows the subject matter (theme) of the material. Click on link; it will show 
materials with the same subject held in the Library. This helps you search 
materials with the same subject area (theme).

B 　Holdings information
　�shows the “location” in the Library and the “status” of the book you searched.
❸�“Location” shows the shelf of the book. You can find 
the materials on the 2nd floor for this material. Click 
on link; floor map will appear on screen.

❹�“Call No.”is, so to say, the address of the material. 
Check the Call No. and then search for the shelving 
location of the material ( See p.10 for Call No.).

❺�“ISBN” （International Standard Book Number）is an internationally regulated system of 
identifying books by numbers. 

  Periodicals has given ISSN (International Standard Serial Number).  These numbers are 
necessary to request copies or to borrow books ( see p.70 for Interlibrary Loan).

SN

Central Library 2F
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❻“Regis. No.” is the barcode number pasted onto the books.
❼�“Status” shows the current status of the books. If the book is available, it will be blank 
but if someone else is borrowing the book it will say “Lending”. If “Lending”, the return 
date will also be indicated.

❽�“Reserve” is to reserve a book which is being “borrowed”. If you wish to borrow the 
book immediately on its return, click on “Reserve” button and reserve the book. After 
clicking “Reserve”, the screen shows user login page. Enter your Student or Faculty ID 
No, and PW for PW used for on-campus PC issued by ICT Office. 

❾�“V-Shelf”……You can see the virtual bookshelf.
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Sheleving locations on Yotsuya Campus
Shelving locations (OPAC display) Categories / Use of materials

GAKUBU (B◯F) Books for undergraduate students. Introductory level of books written in Japanese.

Stacks◯F Specialized/ research books (books in both Japanese and Western languages are 
shelved here)

Ref1F Reference books (in Japanese and Western languages) (Humanities/ Social Sciences)

Ref2F Reference books (in Japanese and Western languages) (Science and Technology)

Central Library (Serials,Kiyo,
Newspaper) (1F Newspaper)

The latest newspaper issues are in newspaper folders; the most recent to the past 
few months are shelved.
※Please check the “Volumes" field and “Comment" field for details on the location.

1F.Audio Vis AV materials; for use, bring the package to the Circulation Desk.; Library use only.

CHUO.RSV Books assigned for class by instructors; located within the Circulation Desk; for 
use, request at circulation desk.

Insti○○/ Stacks Materials owned by research centers/ institutes located on open shelves; for 
browsing and circulating as with other materials housed in the Library.

Insti○○/ Depository Materials owned by research centers/ institutes located on closed shelves; request 
at Circulation Desk for browsing.

Insti○○ Materials owned by housed in research centers/ institutes; for use, inquire at each 
center or institute.

Box◯F (Serials) Journal newly issued in the Academic year (within a year or so)

Serials2F Back numbers of journals (Science and Technology)

Serials3F Back numbers of journals (Humanitites/ Social Sciences)

KIYO3F Back numbers of latest edition of University Bulletin (Kiyo)

Depository (○○) Located on closed shelves of Central Library; request at Circulation Desk for browsing.

KirishitanBunko Materials owned by Kirisitan Bunko on 8th floor of Library; for inquires, 
please call: TEL: 03-3238-3538

RareBooks Rare books stored and shelved on rare book stacks in Bulding 2; for use, submit a 
request form to Reference Desk and ontain permission in advance.

Bld#2 Depository Shelved on closed stacks in Building 2; for use, request at Circulation Desk for 
browsing.

LawschoolLibrary
Materials owned by Law School Library of Graduate School of Law in Building 2; 
students not belonging to Graduate School of Law may use only when the Central 
Library does not hold materials.

Sheleving locations outside Yotsuya Campus
Shelving locations Information for use

Seibo Stacks Materials housed in Mejiro Seibo Campus Library; for use, you may have the 
materials sent by mailing service to any other campuses.

JCD/ Stacks Materials housed in Junior College Division Library; for use, you may have the 
materials sent by mailing service to Central Library or any other campuses.

OPAC displays the shelving locations as below.
On the shelves you will find materials of following categories:

List of shelving locations
More about

shelving locations!

★ Mini Information ★

There are 11 research institutes (such as Institute For Christian Culture，Institute of Medieval Thought，
Iberoamerican Institute，Linguistic Institute for International Communication，Institute of Global Con-
cern，European Institute，Institute of Asian, African, and Middle Eastern Studies，Institute of American 
and Canadian Studies，Institute for Studies of the Global Environment) within the library.
Please note that the usage of research institute materials differs depending on where they are stored.
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　Next we will try “Advanced Search”
Click on “Advanced”. Compared to Simple Search, there are more fields to complete in or-
der to obtain search results that most match the object of your search.

　Information required for each field and points to note are as follows:

❶ Search Conditions
◦“Title words”　Enter keyword and the search results will show materials with titles or sub-

titles including the keyword.
　

e.g. 　�Enter “globalization” and search screen will show titles such as“Islam, global-
ization, and postmodernity”,”Globaloney : unraveling the myths of globalization 
“etc.

　　Link the keywords with a space, you can have “and” search.

e.g. 　Enter “Japan”　　“globalization”
　　　　　　　　　    
　　　�“Japan in the age of globalization”,“Globalization of the automobile industry : 

the United States, Japan, and the People's Republic of China”…,etc.

1

（2）Advanced Search for Books

Choose below
items from pull-
down

See p.85 for AND search, 
OR search, and NOT search

2

1

3

1
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“keyword (search term)” and “subject”

The most difficult part of searching is to choose the appropriate “keyword (search term)”to find the exact 
materials you need. Which words should you choose as keyword to find the material you need? Here is a 
tip; use the field “Subject” to choose your keyword; choose your keyword looking from a wide perspec-
tive or sometimes from a narrow perspective, changing your viewpoint.

Keyword・・・・�Words that provide clues to your search; words related to the object of search; you are 
free to choose any words you like.

Subject……�Defines the subject (theme) given to a literature or material. Using “subject”, you can 
search the literature from its contents.	

１． You wish to find out about global warming.

２． �Think of a keyword; you came up with “global warming”, “Kyoto protocol” and search, using 
these as keywords.

３． �Search results show screens with detailed list of books with subjects such as “global warm-
ing”, “greenhouse effect”, “ozone”, “conservation of nature”, “climate change” etc. Change 
your viewpoint and refine your search using these terms as keywords.

e.g.

Memo

◦“Full Title”　You can search only exact match of title.

　　�e.g. 　Enter “Science” in “Exact Title”⇒ result shows only materials with title “Science”
　　　　　　�Enter “Science” in “Title”⇒ results shows materials, more than 15,000 with 

“Science” included in title. “Science and Wisdom”, “The sociology of science” 
etc.

◦“Author”　Enter names of individual or group; you can search materials of which the indi-
vidual / group is the author, editor, or translator.

e.g. 　Searching for “William Shakespeare”　○Shakespeare William 
　　　　　　　　　　　　　　　　　　　　　　　     　○William Shakespeare

◦“Publisher”　You can search by name of publisher or publishing company.
◦“Subject”　Subject shows the subject (theme) given to the material.
◦“ISBN/ISSN” ( See p.30)
◦“Call No.”　If you know the call numbers, you can search using those numbers.
❷ Document Type
You can specify the  material you are looking for. If you know which book or journal you 
are looking for, select the material to refine your search results.

❸ Search Option
◦“Year Published”　You can search materials (excluding journals) by year of publication. 
◦“Language”　You can select the language of title, in which the materials are written and 

them search. From pull-down menu, you can select various languages other than English.
◦“Material Type”　You can select material category for your search. From pull-down menu, 

you can select material category of AV material, maps, electronic journals, etc.
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Here, we will search the book 
“Akutagawa Ryunosuke” 
written in English. Click on 
“Advanced Search”.
In Document type, select 
“Books”―❶
In “Author” enter 
“Akutagawa Ryunosuke”―❷
In “Language” select English.
―❸
Click on “Search”.―❹

The screen shows books 
wr i t t en  by  Ryunosuke 
Akutagawa translated in 
English.
Select and display one 
book from search results. 

As with the results of Basic 
search, the bibliography 
and holding information will 
be displayed.

“Language”―❶  s hows 
that this book is written in 
English.
Based on “Call No.” ―❷ in 
Holding information, look 
for the shelf where the 
book is located.

2

3

4

1

2 4

3

1

2
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【In case of “Material Type is E-Book”】5

You can read the e-book 
by click on the access point 
URL.
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Here, let us search the 
journal “Time”. Click on 
“Advanced Search”.

Select “Journals” in Document 
Type.―❶
 
Choose “Full Title” from 
pull-down menu, and enter 
“Time”.―❷
If you know the full title, 
search from “Full Title”; it 
gives only exact matches 
and the search is easier.

Search results show three 
different “Time”.
Here, click on 2nd title.

　 e.g. 　�If you enter “Time” in “Title words”, search results will show all materials whose title or 
subtitle includes “time” such as in“The New York Times”, “American maritimecases”.

　　　　　� For the difference between title search and full title search, please see p.33-34

Click on “Search”.―❸

1

2

3

1

2
3

（3）Advanced Search for Journals
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◦Periodicals holdings information
　Journals are located in different 
shelves by date of issue. �

（ See details on p.13-14）
Newly arrived journals are shelved in 
BOX of Newly-arrived Journals Corner 
on 1st floor (1F). 
Let’s go to find “Time” based on BOX 
NO. information.―❷

4

What is “Kiyo”?
When searching on OPAC, you will notice there is a “Kiyo” in the journals. Now, what is a “Kiyo”? 
“Kiyo” (University Bulletin) is an official university publication of research papers and presentations 
submitted to the university or academic societies.　It is issued periodically by the university, re-
search institutes or academic societies. The titles are mostly “○○ University Kiyo”, “○○ Research 
Paper Collections” and so on. When searching  on OPAC, if you see KIYO3F on shelves for new-
ly-arrived issues, you will find the latest edition together with older issues (back numbers) shelved 
in Kiyo stack on 3rd floor (3F).

Memo

2

◦�Periodicals bibliogra-
phy information
“Periodicals bibliog-
raphy information”
and“Periodicals hold-
ings information” will 
be displayed for the 
journals, similar as 
with the books.

The Periodicals bib-
liography information is almost the 
same as the Books bibliography in-
formation, but here, let us look at 
“Notes”.―❶

The“Notes”shows particular infor-
mation on the journal, such as extra 
editions, separate volumes, or chang-
es in the title of journal.
Here, we learn that “Time” is a 
weekly journal which first issue was 
published on 3rd March, 1923.

If you click on…

1
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Let’s see BOX in practice.
BOX is boxy shape and has a 
door. Each BOX is attached BOX 
NO. which is like a call number 
for books .

❶The latest edition is placed in 
front of the BOX door, and the 
older issues are kept inside the 
BOX.

❷When locat ion shows “Box 
1F(Serials)”, you can find journals 
in front of/ inside the BOX.
When “Binding Magazine” is dis-
played on the screen, journals 
are not in the BOX.

Next, we see more detail about 
“Binding Magazine”.

5

Open 
the ＢＯＸ door…

1

2

What is “Binding”?
Journals held at the Library are bound together for storage after a given time period. This is called 
“Binding”. Journals that are “bound” are called back numbers and the call numbers are printed on 
the spines and shelved on “Series” corner on 2nd or 3rd floor (2F, 3F) of the Library.

You cannot use journal which status shows “Binding Magazine” in OPAC, as it is in bound. 

“Bound” Journals

Call No.

Memo

Enlarged…
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Materials shelved 
in  the  BOX a re 
journals issued in the year 
including the latest issues 
(within about a year
of issue). Where can you 
find older issues of the jour-
nals?

The back numbers of “Time” 
are shelved on Series 3F; 
Call no. is Za12:Ti53.
For Location and Call no. 
please refer to p.14.

�Let us look at “Volumes”:―❶
�the first number shows the volume, numbers in brackets( ) show issues, numbers in the last 
brackets ( ) show year of publications. 
Here we have 129(1-6,8-26),130(1-10,12-26)…170-203,204(1-2)+
　　　　　　 　
・For Vol.129, No.1-6 and No.8-26 are available, but issue No.7 is missing.
・�Vol.129-Vol.204 are published  in years 1987 to 2024.
Year of publication is the year from the first issue to the latest issue, which is in the library. 
Therefore, even if there is a missing in between, the corresponding year will be displayed.
・The“+”mark at the end of the volume and issue numbers means the journal is being ac-

cepted. If there is no“+”mark, the journal is no longer accepted.

Please also pay attention to “Request”:―❷
　“Request” shows that ” Vol.136 (1990) and older issues are shelved in Bldg.2 depository”.
　If you would like to read Vol.136 (1990) or older volumes/issues, click on “Print” in 
“Request” and print out a “Request for Material in Depository Stacks” for using depository 
materials. Fill in the required information and apply at Circulation Counter on 1F, Library. 
Materials of Bldg.2 depository will be delivered four times a day. You may request during 
office hours of the Circulation Counter. Request is accepted for up to 5 volumes at a time.

6

＊Requests are also ac-
cepted on Saturdays. 
Access to requested 
materials will be 10:00 
am on following Mon-
days.

Request accepted Access to requested materials

Preceding day 10:00 am
By 11:00 am  12:00 noon
By   2:00 pm   3:00 pm
By   4:00 pm   5:00 pm

From 4:00 pm to office closing hour (10:00 am following day)＊

1

2
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Next, let us search the 
journal by entering specific 
keyword.
Choose “Title words” from 
pull-down menu―❶, and 
enter “sustainable society”
―❷
Check "E-Journal" under 
"Document Type"―❸, and 
click on "Search"―❹

A list of search results will be 
displayed. Let's click on one 
title.

"E-Journal information" will 
be displayed.

Clicking on“Journal”under 
“Links to content” to go to 
e-journal site.

1

2

3

（4）Advanced Search for E-Journals

4
12

3
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Open the pull-down menu and select 
the language.―❶

Select the volume/issue you want to 
read from "Browse by volume and is-
sue" and click on it.―❷

The “Journal issue” page will open.

Click on “Download PDF”.

You can view and download free ac-
cess and open access articles.

4

5

6

2

1

Please note that even if it is within 
the published range, the entire text 
may not be displayed due to copy-
right.
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Here, we will try to find 
books related to English 
Literature written in 
Western languages.

Open a “classification 
search” tab ―❶ and click 
on “LC classification” ―❷
Click on  next to“P 
Language and literature”
―❸
 
“P Language and literature” 
area is segmentalized and 
shown into display. Choose 
and click on “PR English lit-
erature”.―❹ and click on 
“Search”―❺

Materials on English litera-
ture are shown into search 
results.

1

（5）Classification Search

Now we will see “Classification Search”. When you would like to know what kind of materials 
available in each area, or try to find the material in the same area you are interested in, you need 
to go and see book shelves directly. Classification search helps you to find  those information be-
forehand.

Books in the library are classified into 2 types of methods; Nippon Decimal Classification (NDC) 
for books in East Asian languages (Japanese, Chinese, Korean) and Library Congress Classifica-
tion (LC) for books in Western languages. ( See details on p.8-9)

Click on

2

1

2

4

5

3
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1 　New Books List

　�You can check New Books List for the last one 
week on the library service, and also see the 
list of new arrivals on the New Arrival informa-
tion at the lower right on the OPAC top page.

　�The materials introduced here will be placed 
in the new arrivals corner. (The new arrival 
corner is on the right side of the entrance 
gate. For information on new materials at the 
Law School and Mejiro Seibo Library, please 
contact each library.)

　�New books can also be borrowed.

（6）Useful functions 1 “Library Service”

【OPAC Top Page】

1
2
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2 　Reserve Books

　�Reserve book is a supplementary material other than textbook designated by professor for 
class use.

　�Lending rules are different from regular materials. Loan period of reserve book is classified into 3; 
Library use only, 1 day or 3 days. If you would like to use it, please tell the staff both the name 
of the teacher and the treasurer No., or the title of the material at the circulation counter.
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（6）Useful functions 2 “User Service”

When you log in to “My OPAC”, the services available according to your status will be displayed.
You can also log in from  at the top right of the OPAC top page.

User ID : Student or Faculty ID No.
Password: the password of ICT 
Office account

The menu of user services varies depending on your status. The following is for undergraduate 
students.

※1『Message to you』
Notifications such as the arrival of reservation materials will be displayed.

※１

※ 2※ 2

※ 3※ 3

※ 4※ 4
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※2『User Service』
①『Check Status of Loan/Reservation』:
　You can check “Lending status”, “Reservation status”, and “Lending/Return history”.
　�You can extend the lending period by clicking "Extension", but you are unable to renew loaned 
items where the following cases apply:

　　1. Any of the items you have borrowed are overdue.
　　2. You have already extended the item once.
　　3. You are not permitted to borrow items.
　　4. �Another library user has reserved or recalled the item. ("It was reserved by another guest" 

will appear)
②『Purchase Request (for Students)』:
　�You can make a request a book purchase you need for your research which the library doesn’t 
hold. We cannot accept requests for purchase books that are not related to study or research, 
or the following.

　・�Newspapers, magazines, electronic journals, or database, workbooks, guidebooks, self-help 
books, or novels.

　　※Novels will be purchased only when necessary, based on the book selection policy.
③『Check of Status of Purchase Request (for students)』:
　You can check the status of your purchase request.
④『Room Reservation』: 
　�You can make reservations for the Group Study Room of the Central Library (3 rooms) and the 
Mejiro Seibo �Library (1 room).

　I�t cannot be used for club activities. Please refer to the notes on reservation and use at the top 
of the Room Reservation page. ―❶

　※�Graduate students and faculty members can also apply for Photocopy/Interlibrary Loan and 
check the status of processing.

Please click on any time frame you want to use. ―❷

2

1
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⑤『Seminar Reservation』 : You can make reservations for seminar such as library workshop.

Please click on “Entry” for the seminar you want to attend. ―❶

The room reservation entry 
will be displayed, so please 
fill in the required informa-
tion to apply. ―❸

1

3

The seminar reservation entry will be displayed, so please fill in the required information to apply. 
―❷

2
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※3『Search database』
You can access subscription databases and useful websites.
Database is an electronic collection of information that is organized to be effectively extracted 
and searched, and an excellent tool for searching material you look for to write papers.
You can access from "Search database" at the top right of the OPAC top page. 
Please log in to “My OPAC” to use the subscribed database. To use the subscribed database 
from off-campus, you  need to connect VPN + MY OPAC ( See P.71 for VPN). 

If you check the star mark in the list 
of databases, ―❶
the selected database will be added 
to the favorites tab. ―❷
It is convenient to bookmark fre-
quently used databases.

1

2
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※4『Bookmark』:
When you log in to My OPAC and search for materials, a bookmark will be displayed on the left 
side of the search results. If you register the search result in the bookmark, it will be saved and 
displayed in the bookmark of My OPAC.
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A   Search by Title or Identifier (ISSN/ISBN)
You can search by title, ISSN or ISBN.( See p.30)

B   Search by DOI or PubMed ID (PMID) Number
　　You can search by  DOI, PubMed ID.
　　DOI: Code given to electronic literature on the Web.
　　PMID: ID number unique to each document given by PubMed.
C   Browse by Title  
　　Click on the initial letter of the title.
D   Browse by Subject

From pull-down menu, select subject category and click on Search.
E   Additional Resources 

Search by direct links to publisher providing the electronic journals or to registered database.

1．e-Resources Access Page

This is an integrated search page for access to electronic journals and books purchased by So-
phia University Library. If you are looking for an electronic material and you know the title, search 
on this page and you will have access to your material. There is a link from “OPAC TOP page”.

2．e-Resources Access Page and the services

On e-Resources Access Page, you can search for electronic journals and books purchased by So-
phia University.
Also on OPAC, you can search for electronic journals and books owned by Sophia University, but 
e-Resource Access Page enables a more advanced search by volumes, issues, pages and also by 
subject. The search results may be exported and saved in various format.
You can not search by database name.

3．Search for electronic materials

Search materials housed in the Library

e-Resources Access page2-3
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▲ Top page screen of e-Resource Access Page

A

B

C

D

E

Click on “Citation Linker”
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n　

W
hat is the N

D
L D

igital C
ollections?

◦Column◦

The NDL Digital Collections enables a user to search and view a variety of resources, digi-
tized by the National Diet Library of Japan.
There are following three access restrictions using digitized materials.
１．�Available without login・・・Materials for which it has been confirmed that copyright protec-

tion has expired are freely accessible on the Internet. 
２．�Available with digitized contents transmission service ・・・Materials which are difficult to 

buy on the market due to reasons such as being out-of-print are available at the specif-
ic terminal in its partner libraries.  Also, official registered users who have agreed to the 
terms of service can use the Digitized Contents Transmission Service for Individuals.

     https://www.ndl.go.jp/en/use/digital_transmission/individuals_index.html
３．�Available only at the NDL・・・Materials which are available neither online nor via the 

Digitized Contents Transmission Service are available only at the NDL.

If you would like to view the materials marked as available with digitized contents transmis-
sion service  on the National Diet Library Digital Collections search page , it is necessary to 
apply for use at the Reference counter on the 1st floor of the library. Copy service is avail-
able.
(The copying fee per sheet is 20 yen for black and white, 60 yen for color.)

【NOTE】
Even if the materials are not held by the university, if they are available with digitized con-
tents transmission service, you cannot apply for ILL photocopying service.
Please consult at the reference counter on the 1st floor of the library regarding borrowing 
from other libraries or visiting other libraries.

What is the NDL Digital Collections?What is the NDL Digital Collections?
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1．What is Sophia Search

Sophia Search （Discovery Service Sum-
mon） is a new service for quickly and 
easily searching for materials held by the 
library simply by entering keywords into 
a single search box. （This is especially 
useful when you are not sure whether the 
material you are seeking is contained in a 
“book,” “journal,” or “article.”）

2．How does Sophia Search Work?

Sophia Search can search not only books, journals, e-journals and databases held by Sophia Uni-
versity, but also  information on the National Diet Library Digital Collection.

3．Sophia Search Simple Search Screen

The TOP screen of Sophia Search 
is "Simple Search".
Click “Advanced" to change into 
the advanceded search screen. Compared to Simple Search, there are more fields to com-

plete in order to obtain search results that most match the 
object of your search.
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Here,we will search “environ-
ment”.

Enter “environment” in key-
word column―❶ and click on 
search button.―❷
The single search box will 
search across many fields au-
tomatically.
* A field is an item that searches for a keyword.
Ex）Title,  Subject, Theme, Author, ISBN、ISSN、DOI

The search results will be dis-
played.
For more information, click 
on the original website of 
“Sophia Search”.

You can change the language clicking 
 on the top right of screen. 

The TOP screen of Sophia Search is 
"Basic Search".
Click “Options” to change into the ad-
vanceded search screen.
“Advanced search” can you to search 
by setting more detailed conditions.
・Author
・Title
・Publisher
・Publication date
・�Refine your search（Items in the library 
catalog; Items with full text online; 
Scholarly materials, including peer-re-
viewed; Open Access items only）

・Content type
・Discipline
・Language
・Library Location

1

2

3

4．Simple Search

1
2

【The original website of “Sophia Search”】
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Enter “environment” in key-
word column― ❶ and click 
on  button.―❷

4

1 2

Materials related to 
“environment” will be 
displayed.

A   �The number of hits 
is displayed as the 
search result.

B   �Change the order 
of display. Ex.） by 
relevance, date of 
publication.

C   �A database may be some-
times recommended depend-
ing on the search keyword.

D   �Click the “Quick Look”, dis-
play the bibliographic infor-
mation of the material.

E   �When the location or call 
number of the material is dis-
played, click on each part or 
the title to display the OPAC 
screen.

F   �Clicking on “Full Text Online” 
will take you to the “e-Re-
sources Access Page”. You 
can read the full text by click-
ing “Full Text Online” on the 
“e-Resources Access Page”.

5
A B

C

D
E

E

F
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5．How to get access to the Full Text Online

There are several ways to get access to the Full Text. Clicking on "Full Text Online" will take 
you to the following page.

（1）“e-Resources Access Page”,

Clicking , the full text will be 
displayed.
※ �If multiple results displayed, it means that 

they are included in multiple databases. 
The contents are the same no matter 
which one you access.

（2）If you move to a source/database that contains articles,

Clicking "Download PDF", the full text will be 
diplayed.

（3）“NDL Search”,

If the material is in the National Diet Library 
Digital Collections, you can go to the NDL 
Search page. 
By clicking on the “NDL Digital Collections” 
displayed on the top right of the screen, you 
can browse digital images.
※� See p.54 for more details on the Na-
tional Diet Library Digital Collections.
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（4）“e-Book” page,

Open the e-book, then the table of con-
tents will be displayed.
You can read the text by clicking "PDF" 
displayed next to the table of contents.

※ �To access e-Book, you need to connect 
VPN. ( See p.71 for more details )

※ �The appearance of the e-book varies 
depending on the provider.

For more information on e-books, please 
refer to "Let's start e-books".
h t t p s : / / w w w . l i b . s o p h i a . a c . j p /
ebook?lang=en
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◦19th Century UK Periodicals
◦Acta Sanctorum 
◦AFFRIT 
◦American Antiquarian Society （AAS） Historical Periodicals Collection  
◦BioMedCentral 
◦Cairn.info Journals - JUSTICE 
◦CINAHL 
◦Cochrane Library 
◦DBpia
◦Early English Books Online 
◦HathiTrusts （OPEN Resources）
◦Hein Online 
◦IRDB
◦J-STAGE （Japan Science & Technology Information Aggregator, Electronic） 
◦JSTOR （Arts & Sciences & Business）  
◦Linguistics and Language Behavior Abstracts （LLBA） 
◦MathSciNet 
◦Eighteenth Century Collections Online 
◦Nineteenth Century Collections Online 
◦Project MUSE - Standard Collection 
◦ProQuest Dissertations & Theses A&I 
◦PubMed Central （Full Participant titles） 
◦Sabin Americana, 1500-1926 
◦Web of Science

The following databases are partially searched.
◦Academic Search Complete （EBSCOhost） 
◦Bibliography of Asian Studies （EBSCOhost） 
◦Business Source Elite （EBSCOhost） 
◦CiNii
◦Criminal Justice Abstracts （EBSCOhost） 
◦EconLit （EBSCOhost） 
◦ERIC （EBSCOhost） 
◦GreenFILE 
◦Historical Abstracts （EBSCOhost） 
◦Index Islamicus （EBSCOhost） 
◦MEDLINE 
◦MLA International Bibliography 
◦SocINDEX （EBSCOhost） 
◦Teacher Reference Center 

Sophia Search searches the following electronic journals and 
databases.
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