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◇ MyLibrary is our web portal that provides information and resources: 

 〇 Log in/out → p. 1 

 〇 MyLibrary features → p. 2 

  〇 Reservation → p. 3 

 〇 Cancelling a reservation, Renewal → p. 4 

 〇  Inter library photocopy/loan（undergraduate students, graduate students, faculty 

members only） → p. 5 

◇ Off campus access databases /e-book→ p. 9 

Library Portal “MyLibrary” 

Log in/out MyLibrary 

① Visit Musashino University Library web site. Click “MyLibrary Login”. 

Log in MyLibrary 

 ◆ Your account 

【Undergraduate students, Graduate students】 

   User ID：Student ID no. 

  Password initial value: Password of MUSCAT 

【Undergraduate students, Graduate students of the Distance Learning Division 】 

   User ID：Student ID no. 

  Password initial value: Password of WBT 

Log out 

Please do not forget to log out 

when you finish your session.  
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Due date and pick-up due date 

Add URL bookmarks 

Log-out after your session. 

Update your account here 

Usage status, renewal 

Purchase request status 

Inter library loan status 

◆My Bookshelf 

 Search result bookmarks 

 ◆Alert 

 Create your alert here 

MyLibrary Features 

Off campus access 
databases/e-book 

Your name and the library you belong to 

 (M)Musashino     (A)Ariake 

https://musashino-u.remotexs.co/
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Reservation 

Reservation is available for on-loan or other library items. 

①Choose the calendar icon.  

②Choose the library you want to pick the item up on “Reserve” page.  

   Only items loan can be picked up at its holding branch. 

   “Book by mail” can be chosen by grad students in Distance Learning Division. 

   When there are some copies, select either of the followings: 

   ◆reserve the copy checkable out first  

  ◆reserve selected copy only 

 Log in MyLibrary if user authentication is required. 

③Submit “OK”. 

④Placing a hold is informed by e-mail. 

  Placing a hold is valid for seven opening days. 

   Pick up the item at the information desk in the library you chose. 

   After it’s pick-up due date, reservation will be automatically cancelled and 

   items will go to the next user or be returned to the shelf. 
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Cancelling a reservation 

Submit “Cancel”. 

Submit “Renew” 

Renewal 

Renewal is not valid when as follows: 

◆you have at least one overdue item. 

◆the item you want to renew has been requested by other user. 

◆your maximum renewal limit has come. 

The new due date will be found. 

Renewal needs to be done one item at a time. 

Due date is set on a designated day from the renewal time. 

Due date can be renewed up to once a day. 

There are limits on the number of renewals. 

 

Cancellation is valid only when 

status is “Reservation”. 



5 

2024.04 

In this service, Musashino University Library may request libraries of other universities to 

send photocopies of their items or books they hold to our library upon the request.  

Requests are acceptable only when the item is NOT in our library.  

   ◆ Inter Library Photocopy: Purchase a photocopy 

      ◆ Inter Library Loan: Read the book itself via inter library loan 

Inter Library Photocopy/Loan are collectively called ILL（Inter-Library Loan). 

Inter Library Photocopy/Loan 

Notes: 

◇ Inter Library Photocopy/Loan are charged services. 

◇ Check whether the required item is available in some way in our resources 

      including online journals/e-books. 

◇ 10 applications a day per person are acceptable. 

◇ Cancellation unacceptable. 

◇ Inter library loan books are available in Musashino University Library only.  

◇ Apply  ILL via MyLibrary → p. 6 

◇ Eligibility: under graduate students, graduate students, faculty members  

◇ Pick-up library should be the library in your campus.  

   Log in MyLibrary and find the alphabet after “Welcome YOUR NAME”message. 

 

Your library 

(M)：Musashino 

(A)：Ariake 

Apply 

Steps 

【Library】 

Order 

【Library】 

Available in some re-

source →Cancel 

Receive a photocopy/ 

use borrowed book p. 8 

Check application status 

p. 8 

【Library】 

Research 
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Apply ILL via MyLibrary 

②A blank form is displayed. 

①Click “New request” of ILL order status. 

https://musashino-u.remotexs.co/
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③Fill out the application form and click “Confirm”. 

  *PB payment should be chosen by full-time faculty members. 

④Check your order details and click “OK”. 

  *Cancellation unacceptable. 

【白黒／カラー】: for photocopy 

Choose “black and white” or “color” 

 Select COPY or LOAN 

Type Author in front of Title 

Do not type author here 

【受取館の希望】 

 Type pick-up library, 

  Musashino or Ariake 

Confirm pick-up library and 

 “black and white” or “color” filled. 
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How to check the order status 

Order status is found in MyLibrary. 

① Click “Title/author, etc.” of your ILL order status.  

Photocopy/Loan item arrival 

Price will be informed via e-mail when ordered photocopies or loan items are ready. 

Pick up them at information desk in the library you chose. 

 ◇ Please bring the exact amount of price since we will not able to give any change. 

    ◇ Cancellation unacceptable. Payment should be made by its due date. 

 ◇ Inter-library loan books will be able to be used in Musashino University Library only. 

【Explanatory notes】 

申込中： Musashino Library has not order photocopy/loan other libraries yet 

依頼中： Musashino Library has ordered photocopy/loan other libraries 

保管中： Photocopy/loan is ready 

キャンセル： Order invalid for some reason 

引渡済： You have received the ordered photocopy/book 

返却済： Inter-library loan books have been returned to lender 

 

② Reason of cancellation will be found here. 
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How to access databases 

Access databases 

         Some databases have 

concurrent session limit.  

Try later when your access fails. 

User’s guide helps you get  

search tips.  

Some functions and support are 

unavailable on smartphones.  

Items marked with 〇 are 

available off campus.  

 ① Use MOCA  in MyLibrary. 

    (Musashino University Library Off-Campus  Access) .   

    Log in MyLibrary. →p.1 

     Exit databases by logging-out MyLibrary. 

② Find a database from the list.  

   Refine subject and feature. →p.10 

③ Choose title. 

On campus Off campus 

① Access Online databases. 

Confirm to sign out when you use and 

finish databases with ○ after its name. 

Some databases are        

available on campus only.  

https://lib.musashino-u.ac.jp/en/resource_search/online/
https://musashino-u.remotexs.co/
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Contact us when you need help 

Musashino Library: toshokan@musashino-u.ac.jp 

Ariake Library: tosho2@musashino-u.ac.jp 

Search from database list 

The database list is alphabetical order. Drop-down options allow you to refine databases by subject or 
feature. 

 
Search by database name 

     Choose subject, feature 

     and click “Filter by condition”.  

Find/refine databases 


