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Instruction for Online Book Purchase Request

1. Access and log in to Online Book Purchase Request Form
Access the library website (https://www.lib.kyushu-u.ac.jp/en), log in to “My Page” with your own SSO-

KID, to go to Book Purchase Request form.
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2. Complete Book Purchase Request Form

Click “New Request”

Journals(domestic)

Purchasing Research Materials

Any Not Confirmed(0) Confirmed(0) In Process(0) Arrived(0) Canceled(0)

Journals(international)

[Note concerning the end of the financial year]

Before ordering books, please check the following.

1. Check with your departmental accountant to find out when the budget you plan
what the balance is.
The balance can also be checked on the financial accounting system.
*Please note that it is not possible to pay for one book in more than one budget fi
2. Itis difficult to deliver foreign books before the end of the financial year if you ord
If you wish to order foreign books, please check the bookshop's stock in advance
information input screen, e.g. "XX bookshop stock confirmed.
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Step 1. Request Information.
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Select, or fill in “Order Status”, “Intermediary Agent”, “Request/Order Date”, and “Set a Budget”.

Request Information
Order Status *

Intermediary Agent

Request/Order Date

Purchasing Research Materials /
& Order Status

sep1  Request Information ’ step2 Book Information }

stepa Confirmation Information

“Ordered”.

If you have already ordered to a supplier or
the books have already been delivered to

you directly from a supplier, select

Intermediary Agent

‘ Required if you are already ordered

‘ Input format is YYYYY-MM-DD. The budget for the fis

% Set aBudget

If you select “Ordered” above, be sure to fill

Q the supplier name.

\

)

The request form is switched to

“ASK” accounting system’s login

A

Accounting System for Kyushu
university

il 4/ 3116

€ 2015 Nisseicom, Limited
This product is made passible by the open source software.

Log in with ASK ID and Passward
to select an applicable budget.

(ASK system is in Japanese.)




ASK'’s budget selection screen is displayed, click“t®5&(Search)”.
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sep1  Request Information ’ sepz Book Information » sep3  Applicant Information

steps Confirmation Information
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Check the input, and click “Next”. » To Step 2 Book Info.
3

Request Information ASK’s budget selection screen is
Order Status * | Not Ordered v | .
- switched back to the Book
Intermediary Azent | | Required if you are already ordered
Request/Order Date | 207303/ 14 Py | Input format is YYYTY-MM-DD. The budpet for the fiscal year PUrChase RequeSt form'
© Sota Budget
—
SHOKAN [ owan | | m commam |
SHOKAN S [omwn | [ & cwmzm |
PROJECT | | | |
ZAIGEN | 101200000 | | WEEEDMA |
MOKUTEKI [ 2oomcono | | emmmasmen | . .
The budget selected in ASK system is set.
MOKUTEKI_S [omcons | [ sy |
KEITAI | | | |
KEITAL_S | 01040 | | (=8 ] |
KAMOKU | 011711 | | A |
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Step 2. Book Information.
D Fill in the book information fields.

(* indicates a required field.)
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Book Information
15BN

OTELISTT315933

button.

entered.

Title *

Automa
| By ISBN

» I you know the ISBN, after entering the 15BN, dick the “Automatically Input B

« [Fthe data s registered In OpenDBE =, the bibliographic Information will be

7/

Title/Author/Publisher/Edition/ISBN

Title is required. As for other fields, the

more input, the better.

Source Site

| The Hero with a Thousand Faces

If you refer to any supplier’'s catalogs or

| Joseph Campbell Foundation

If you order a series of books, enter “1”.

Publication Year

Price

Edrtion

If you know the price, enter it. (It will be

deducted from the budget on the ASK

Quantiy *

system.)

|1

Location Name

Price

Select an applicable location.

Accounts

i moee than one mists, plesse snter thie botal amount.

Location Name *

Equipment: Book as a university asset

Expenses: Book as a consumable

| Parsonal Besearch Room

Notes

Accounts *

I'won't purchase the book IF It s already held In the location.

order”, write here.

| Equipment

Source Site

N

~

Authar other websites, enter the catalog number or
[ osephCampe the URL.
Publisher Quantity

If you have any other comments, like “rush

/

Notes

@Click “Add a Book”.
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@ The title of the added book is displayed in the upper right of the screen, within the “Added Books”
frame. If you would like to order more than one book with the same budget, repeat the same steps from

Dto @.
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sep1  Request Information } sep2 Book Information } step3 Applicant Information }
stepa Confirmation Information ’

sEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE ",

Book Information 2 Added Books s
ISBN : ) :
| | Automatically Input : The Hero with a Thousand Faces
By ISBN :
= |f you know the ISEN, after entering the ISBN, click the "Automatically Input By ISBN" "': """" -
button. K
« If the data is registered in OpenDB [, the bibliographic information will be automatically K
entered. .."
R
0. *
. . O:
Icons within the “Added Books” frame
o
5
e ...“ 5

D
D
u

Edit Can modify the added book’s information

Copy Can use in another book request.

Ex.) Can copy a vol.1 request to add a vol.2 one.

Remove Can remove the added book.

@ After you add all the book information, click “Next” within the “Added Books” frame. - To Step 3.
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sep1  Request Information } sep2 Book Information } step3 Applicant Information }
stepa Confirmation Information ’

Book Information Added Books
ISBN

Automatically Input The Hero with a Thousand Faces

| |
ByISEN

= |f you know the ISEN, after entering the ISBN, click the "Automatically Input By ISBN"
« If the data is registered in OpenDB [, the bibliographic information will be automatically
entered.
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Step. 3 Applicatnt Information.
Fill in your contact information. The library may ask more detail if necessary.
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sep1  Request Information ’ sep2 Book Information ’ st Applicant Information }
sepa Confirmation Information }
o

E-mail

Phone

\

* Some information is set as default by the library system.

Step 4 Review
Review the information from Step 1 to Step 3.
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UEEEEEEEREN - -
Bequest Information = H

i .................................................. . If you would like to modify, click “Modify"to go
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After reviewing, click “Send Request (Confirmed)”, then the library receives it and starts processing.

You cannot change any information after the confirmation.

Send Request (Mot Confirmed) Send Request (Confirmed)

“Send Request (Not Confirmed)”

- You secure only the budget on the ASK accounting system.
Be sure to click “Send Request (Confirmed)’later.

Note that a confirmed request cannot be canceled online. If you need to modify, contact the office in charge

of purchasing books at the library supporting your faculty.



