Subscribing Journals by proxy (International)

Operation Guide For proxy applicants and
department libraries

This manual covers procedures for performing an operation on behalf of a Budget Administrator and
procedures for journals subscribed to with the budget common to departments/majors/laboratories
(department libraries, etc.). Please see the manual [For Budget Administrators] if faculty member

submit applications himself/herself.

Faculty or staff can make applications on behalf of Budget Administrators. Please apply in advance

through Rakrak WF.

Rakrak WF Budget Code Registration for Library Services Manual

*Application to appoint a proxy must be submitted every fiscal year. Even if you submitted this
form last year, a new one must submitted for this fiscal year.

*If you do not have access to Rakrak WF, please submit "Registration for contact information and

Application for online services at public expense".

4 )

“Subscribing Journals (International)” must be applied for by either of the following people.

Applications procedures must be carried out during the reception period notified by the library.
We usually accept applications around June every year.

(1) People who wish to apply for a new subscription to an international journal

(2) People who are currently subscribing to an international journal
The flow of operations is as follows.

1. Confirmation of the subscribed (requested) title -+ p. 2 *Available at any time.

2. Application for new subscription [people applicable to (1) above] - p. 4

3. Application for renewal or cancellation of a subscribed title [people applicable to (2)

above] -+ p.6
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Tokyo Institute of Technology Library



https://science-tokyo.app.box.com/s/1hhivfyy4kez8qbzijz06uhlfl2eacc5
https://tokyotech.app.box.com/file/908800043642?s=6k2nsmddtqt2r4ootex5e0obqw3qc8n8
https://science-tokyo.app.box.com/s/1hhivfyy4kez8qbzijz06uhlfl2eacc5
http://www.libra.titech.ac.jp/en/forms
http://www.libra.titech.ac.jp/en/forms

1. Confirmation of the subscribed (requested) title
® Login
Please log in to the via Portal for Sci & Eng Field, Science Tokyo and select “KIZf5H—E X:Library

Service” on the list.
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@ Select the service
After logging in, select ““Subscribing International Journals by proxy” from “Subscribing Journals

by proxy” on the service list at left.

Subscribing lournals v

Subscribing International Journals

Subscribing Japanese Journals

Subscribing International Journals by proxy ]

Subscribing lapanese lournals by proxy



https://portal.titech.ac.jp/portal-e.pl

3 Select Budget Administrator’s name

Select Budget Administrator’s name from drop-down list, and click the “Next” button.

Select a person you want to apply as proxy.

Library-Library IEEEER HEE ¥

@ Select budget

Select the budget from drop-down list in the upper right, and click the “Display list” button.

International Journals Subscription Request Information

Choose the budget and display the list of subscribing (requesting) journals.

Budget : Display list
Apply to subscribe tor next year's International journals and unsubscribe to the current titles purchased by public expense.

® Confirm the title that is being subscribed to (requested) with the selected budget

The title of the new subscription being requested (Part A) and the current subscribed titles (Part

B) will be displayed. If such a title does not exist, the “New request” button will appear.

[Requesting Titles]

If you wish to request for new subscription for next year, click here. »> | Mew request

#|f the status is “unreceived”, click the title to display the edit screen.
#Mew subscription request for International journals by public expense is usually accepted around June every year.

N

Reference Application
MNumber Date
Publish Statu
Title / sher 5  orement
Comment from library

[Subscribing Titles]

Click here to continue or discontinue the subscription for next year. »>| Continuance/Discontinuance reguest

#The price is for a reference and subjected to change. It does not represent next year's price.
#Mew subscription request for International journals by public expense is usually accepted around June every year.

Contract This year's Price
Title Status number volumes
Comment from library
ACI Materials Journal Continuanc 0002644  [120(1-6) [0 B
e




2. Application for new subscription (If not applicable, skip to 3.)
@ Click the “New request”

If there is an international journal you would like to start a new subscription, click the “New request”

button to apply.

[Requesting Titles]

If vou wish to request for new subscription for next vear, click here >
HH the status kB “unrecsived”, click the tite to disphy the edit soroees
HMew subzoription request for Intermatioral jourrals by public espense iz usually accepted around Jure every vear.

Title / Publisher Status Reference Application
Number Date
Comment
Comment from library

[Subsoribing Titles]
Click kere to continue or diecontinue the subscription for rext vear. > | Continuance/Discontinuance request

XTP‘E price iz for a reference and subjected to charge. It does not represent next vear's price.
HMew subscription request for Intermatioral jourrals by public espense is uswally accepted around Jure every vear.

Title Status Contract This year's [Price
number volumes
Comment from library

IACI Materials Journal Continuance0002644  [115(1-6) [

@ Enter the information

Enter the “ISSN” (International Standard Serial Number), “Title” and “Publisher”, then click the

“Send” button.
*Click the “Search OPAC” button to check the library’s holdings.

Enter the required information below, and click “Send™.

Application Date : 2024/06/20
Position :
Affiliation :
E-Mail :

Contrac fiscal year : 20 28

ISSN @ 13597345 example : 01234567

Title : |Chemical communications : chem comm

Publisher : |Royal Society of Chemistr|

Comment :

Eed T65/765Byte

whether you wish to subscribe extra editions of the journals in the comment column.
#For International journals, the subscription will start from next year.

—%

¥ For Japanese journals, make sure to specify the volume you wish to start to subscribe, and

Search Library Catalog(Ookayama Library and Suzukakedai Library) ‘ | Search other libraries thjil’lgS in Jﬂpﬂn

Send || Clear




® Confirm details and apply

Confirm the information you entered and click “Order” if everything is okay.

If there is no correction in the following request information, clidse “Order”™.

Application Date : 2024/06/20
Position :
Affiliation :
E-Mail :

Contract fiscal vear : 2025
ISSN : 13597345
Title : Chemical communications : chem comm

Publisher : Royal Society of Chemistry
Comment :

Order | Back to entry screen |

@ Confirm the “Reference Number”

The “Reference Number” will be shown. Click the “Display list” button to return to the first screen

(®) above. If you would like another subscription, repeat steps (®) through (@).

Your request is registered as the following reference number Click “Display list” to check the content.

Reference Number: 00009338

® Confirm an email

Once the application is completed, an email with the following details will be sent to your registered

email. This will serve as your receipt. Please check the details and keep it. If there is a mistake in

the information or you do not receive the email, please contact the Ask Service.

Library website > Contact Us > Ask Online (Ask Service)

%+ Request for the foreign journal subscription
5T

We have received an application for a international journal subscription.

Seplication Date @ 20240620
Budzet Name :
bl icant :
Proxy (operator) :

boplication Tvee @ Newly
Reference Mumber : 00009338

Year 1 2025

[55M 1 13597345

Title : Chemical communications @ chem comm
Publisher ! Boval Society of Chemistry

Comment :



https://request.libra.titech.ac.jp/cgi-bin/request/ask/ask.cgi?ulang=eng

3. Application for renewal or cancellation of a subscribed title
*People who are subscribing to international journals must submit an application for renewal or
cancellation for all titles.
@ Click the “Continuance/Discontinuance request”

[Subsoribing Titles]
Click bere to cortinue or discortiue the subscription for nesxt year.i | Continuance/Discontinuance request
#HThe price is for a reference and subjected to charee. It doss not

HMew subscription request for Intermatioral jourrals by public expensze iz usually accepted aand June every vear,

Title Status ontract This year's Price
number volumes
omment from library
IACI Materials Journal Continuancel00002644  [115(1-6) |

@ Select the “Status of next year”

Click the “Confirm” button after checking the “Continuance/Cancel” for each title.

[Subscribing Titles]
Title tus Contract [This year's volumes Price atus of next
number

IACI Materials Journal i[Continuance 00002644 115(1-6) Continuance
Cancel

IACI Structural Journal (Continuance|00002645  [112(1-6) Continuance
Cancel

Wiley Interscience including AGU title(Online [Continuance|(00012422 2024 [CJ continuance

Package) Cancel

Joknaael Akagemun Hayk Continuance|00008530 460(1-6)~465(1-6) Continuance
Cancel
[

Select “Continuance” or “Gancel” for every journals and then click here. >> | Confirm

® Finalize the application
Make a final confirmation of the details you entered and click the “Apply” button if everything is

okay. Please be aware that you cannot modify your application after you submit.

International Journals Subscription Reauest Information (Mame of faculty who manage public

expense:
Choose the budeet code and disply the list of subsorbing (requestine) jourrals.

Budgst: | v || Display list

Apply to subscribe for rext vear's Interrational joumals and unsubscrbe to the curent titles purchased by public experze.

[Subscribing Titles]

Title / Publisher lstatus Contract This year's volumes Price Ftatus of
number next year

IACI Materials Journal Continuance|00002644 115(1-8) Cancel

IACI Structural Journal Continuance 00002645 112(1-6) \Continuance

Wiley Interscience including AGU title(Online Continuance 00012422 12024 \Continuance

Package) Continuance 00014007

Ooknagbl AKagemun Hayk Continuance 00008530  [460(1-6)~~465(1-6) Continuance

Click “Apply” if information is correct.
#When “Apply” is clicked, the application of continuance/cancellation is confirmed. Please be careful that once the application is confirmed, the

information cannot be rmodified.
Apply | [ N




@ Confirmation an email
Once the application is completed, an email with the following details will be sent to your registered
email. This will serve as your receipt. Please check the details and keep it. If there is a mistake in
the information or you do not receive the email, please contact the Ask Service.

Library website > Contact Us > Ask Online (Ask Service)

EHA
=% Request for continuance/cancellation of the foreign journal subscription

b

We have received an application for a request for continuance/cancel lation of a international journal subscription.

bpplication date @ 20240622
Budset Mame :
bpp | icant :
Proxy (operator) :

dpplication twpe : Gancel
Receipt number 1 00002644
Title : ACI Materials Journal

beplication twpe : Continuance
Receipt number @ 00002645
Title : ACI Structural Journal

dpplication twee : Continuance



https://request.libra.titech.ac.jp/cgi-bin/request/ask/ask.cgi?ulang=eng

