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Process for Gathering Materials
Steps for Writing a Report or Research Paper
Choose a topic.

Narrow down your area of
focus for your research and
discussion.

Examine earlier
literature.

Gather materials and data
related to your topic.

Analyze the
information.

When examining past
materials, the ability to
gather information
(materials) is essential.

This point will be
explained in detail.

Analyze and assess the data
you gathered to support your
argument.

Write the paper or
report.

Process for Gathering Materials
1. Look up the meanings of terms.
Determine the search keywords that you will use when gathering
information and look up their meaning.
When looking up the terms, use an encyclopedia or a dictionary of
technical terms.
To expand your search results, look up related terms and synonyms as
well.
⇒ We recommend the encyclopedia database, which Nagasaki
University subscribes to.

Japan Knowledge Lib
(an encyclopedia database)

2. Look up books@ → Explanation provided on pages 4 to 6.
Perform searches to find out what books have been written on your topic as well as the library (ies) where they are
housed.
In addition to ordinary books, be sure to utilize reference only books (called reference books) such as
encyclopedias, directories, maps, illustrated reference books, white books, and statistical materials.
3. Look up research papers published in journals → Explained on pages 7 to 9.
Look up what research papers have been written on your topic and the journals where the papers are published.
For paper-based journals, find out the libraries where they are housed.
Electronic journals made available to the public, which are free or those subscribed by Nagasaki University, can be
used without looking for the paper-based version of the journal.
4. Other Forms of Materials (e.g. newspaper articles) → Explained on Page 10.
Depending on your topic, you may need to gather other forms of materials.
You may need newspaper articles to find out the latest trends or historical context.
Nagasaki University, in addition to paper-based newspapers, subscribes to a newspaper article database.

I can just look up
the information
online, can’t I?

When gathering information online, you will need to
determine whether the website(s) (or information) is reliable.
In that respect, library materials such as books, journals,
and newspapers are highly reliable and can be utilized with
minimal concerns in terms of the accuracy of the
information.
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Steps for Finding Materials
If the material is available for loan, check
where it is housed, go there in person to
find to find it.

Look up where the
materials you want
are housed (OPAC).

Library at
Nagasaki
University

If the material is out on loan, you may make a
reservation.
If the material is housed at a library on another
campus, you may order it and pick it up at the
nearest library.
→ Reservation and order services

Research lab
at Nagasaki
University

If you wish to use materials kept at
professors' research labs, you may request
for them at the front counter.

You may borrow books from other libraries or
order copies of articles or research papers.
→ Interlibrary loan (ILL) services

Not available at
Nagasaki
University.
If you wish to use our
interlibrary loan
services, you will need
to pay for the shipping
as well as for copies.

If you request for a book that you need that is
not housed at our library, we can obtain it and
house it our library.
→ Request system

The Differences between a Book and Journal

Book
Consists only of one volume.

Effective for Gaining a Basic Knowledge or Providing an Overall
Picture
The assumption is that reader will read books from cover. In addition, many books
provide an overview of a particular subject matter. A single book is written by the
same author(s) (1 or a few). While books are effective for gaining a basic
knowledge of a particular subject matter, they are not good resources for finding
out the latest information quickly, given the amount of time it takes to publish a
book.

A Summary of Research Findings on a Particular Topic

Journal
Issued periodically.
Each journal contains
multiple research papers.

Serial publications that focus on a particular topic according to certain editorial
policies. They consist of multiple research papers, which are written by different
authors and compiled into a volume. The journals specialize in particular fields
and are great resources for finding out the latest information quickly.
When looking up journals, the optimum tool will vary
depending on whether you are looking for a
research paper published in a journal or whether
you are looking for the journal where the research
paper is published.
(see pages 7 to 9)
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How to Find Books
Nagasaki University Library’s OPAC system... Search Nagasaki University’s Book Collection.
<How to Achieve the Best Search Results>
● The simple search window is convenient
for searching keywords and the
advanced search window when looking
for specific materials.
● The OPAC (online public access catalog)
performs prefix searches. (Searches the
string of characters that matches the start
of a phrase.
● When searching for books with long titles,
under “Title / word” in the advanced
search window, select the first few letters
of the title or a word(s) that appear(s) in
the title.
● For short titles (e.g. “Science”), select
“full title” in the advanced search window
and perform your search.
● When searching for multiple keywords,
inserting a space between the words will
result in an AND search.

★ Library web> Find materials> OPAC for Searching Nagasaki University Library’s
book collection

If your first search does not produce the results you
are looking for, try coming up with appropriate
keywords by using synonyms or related terms.
The trick is to choose words that are likely to appear
in a title.

[Book Details Window]
Bibliographic information: Information on the materials themselves (e.g. title, author(s), publishing information)
Archival information:
Information required in using the materials (e.g. location, call number, condition)
Bibliographic
information

Archival
information

A shelving layout will open.
After it opens, check the
shelving location.

Call number: Corresponds with the
number on the back
label. Our library books
are arranged as follows:
1st shelf: class number
2nd shelf: author mark

Book ID: 1 number is assigned to
each book in our library.
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This window enables you to
make reservations (if the
books are out on loan) and
place orders (if the book is
located on another campus.)
Click this button if you wish to
use either of these services.
(You will need to log in with
your Nagasaki University ID.)

CiNii Books…Search the Book Collections at other Libraries
★ Library web> Find materials> Database> journal articles / research papers (Japanese)> CiNii

<How to Achieve the Best Search Results>
● The simple search window is convenient for
searching keywords and the advanced search
window when looking for specific materials.
(The image on the left is the advanced search
window after it has been opened.
● When searching for multiple keywords, inserting
a space between the words will result in an AND
search.

Search window

Detailed information
window

If the book is available Nagasaki
University, the words “Nagasaki
University” will appear at the top.
Clicking on
will open
the OPAC page, where you can
check the shelving location.

NDL-OPAC ... Search the Book Collection at the National Diet Library.
★ Library web> Find materials> The National Diet Library

The National Diet Library collects
a wide range of publications from
various locations in Japan through
the legal deposit system.
You may be able to find materials
you were unable to find at other
university libraries.

Nagasaki Prefectural-wide Library Cross Search System...
Search the Book Collections at Libraries Located in Nagasaki Prefecture.
★ Library web> Find materials> Nagasaki Prefectural-wide Library
Cross Search System

The system enables you to search book
collections at public libraries and
university libraries located in Nagasaki
prefecture all at once.
You will not be charged for shipping when
placing orders from public libraries.
(However, you will need to pay for
copies.) You may be charged for shipping
if you need the book(s) urgently. )
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I know how to search for book
titles, but I’d like to search for
books based on the content.

We have the solution!
Webcat Plus!

Webcat Plus… Find books through associative searching.
★ Library web> Find materials> Webcat plus (an associative searching system)

<How to Achieve the Best Search Results>
● Associative searching is convenient when searching keywords
and match searching when looking for specific materials. →Use
associative searching when performing searches based on the
content!
● Associative searching enables the user to perform searches with
not only words but sentences as well.
● The words “narrow down your search with additional conditions”
(if match searching) and “narrow down with associated words” (if
associative searching) will appear on the right side of the search
results page. There you can narrow down your search results by
selecting the conditions.
[Detailed information window]

In some cases, you will
be able to see the cover
or table of contents.

Clicking on NCID will open CiNii
Books (see page 5), where you
can check whether the book is
available at Nagasaki University.

MyLibrary is a convenient web service!
Reserving or
ordering books

Checking the
return date

Log in with
your Nagasaki
University ID!

Extending your
loan period
Request for
materials from
other universities.

MyLibrary can be accessed by clicking on “Web
Service” on the library website or “Log in to My
Library” in the OPAC window (MyLibrary can only
be accessed on campus.)
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How to find Journals
Nagasaki University Library’s OPAC... Search the Book Collection at Nagasaki University Library
★ Library web> Find materials>OPAC (System for Searching
Nagasaki University Library’s Book Collection)

<How to Achieve the Best Search Results>
● The OPAC (online public access catalog) performs
prefix searches.
● When searching for journals with long titles, under “Title
/ word” in the advanced search window, select the first
few letters of the title or a word(s) that appear(s) in the
title.
● For short titles (e.g. “Science”), select “full title” in the
advanced search window and perform your search.
● When searching for multiple keywords, inserting a
space between the words will result in an AND search.

To find “Acta medica Nagasakiensia”,
just enter “Acta med Naga” (or
something similar), and the system
will find it through a prefix search.
Journal Detailed Information Window
Bibliographic information: Information on the material itself (e.g. title, publishing information, ISSN no.)
Archival information:
Information required in using the materials (e.g. location, volume and number, publication dates)
Bibliographic
information

If you click on “Link to Body of Paper,” the link
to the electronic version of the journal will
open. If the volume or number of the journal
can be viewed, it can conveniently be viewed
at any time (any hour of the day).

Archival
information

Location:
A shelving layout will open.
Once it opens, check the
shelving location.
If a department name is listed, it
means that the journal is kept in
a research lab.

Volume and Number
Indicates which volumes are housed
at our library. The number outside the
parentheses indicates the volume
and the number inside indicates the
number. (For details, refer to “How to
Read the Volume and Number.”

Publication Dates:
Indicates the publication dates for the oldest and
newest volumes and numbers housed at our
library.
* Be sure to check whether the journal is
available at our library by referring to volume and
number.

<How to Read the Volume and Number>
Volumes (or numbers) 43 to 60 are all housed at our library.
Volume 59, Numbers 1 and 2 are housed at our library. Our library will continue to
subscribe to the journal.
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How to Find Research Papers
CiNii Articles… Search Japan’s Research Paper Collections
★ Library web> Find materials> Database> Journal articles / research papers (Japanese)> CiNii

<How to Achieve the Best Search Results>
● The simple search window is convenient for
searching keywords and the advanced search
window when looking for specific materials.
(The image on the left is the advanced search
window after it has been opened).
● When searching for multiple keywords,
inserting a space between the words will result
in an AND search.

Search
window

CiNii is a free database that can be accessed
from off campus. In some cases, the body of
the research paper can be viewed.

Search results page

If your search does not produce the
results you are looking for, try changing
your keywords and continuing your
search. The trick is to choose keywords
that are likely to appear in the title of the
paper by using synonyms or related
terms.

The following page will explain
how to interpret the information
in the detailed information
window.

Detailed information
window

Look here!
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First check the information on journals where research papers are published!

Name of journal
Volumes and numbers
Page nos.
Publication date
Publisher

If the words <Link to Body of Paper Available> appear.
If the words <Link to Body of Paper
Available> appear.
If a banner such as the ones shown on
the right appears under <access this
research paper>, it means that you will
be able to view the full text of the paper.
Clicking on the banner will open the body
of the paper.

Institutional
repository

* Some papers will require a fee.
If you are promoted to log in after clicking on the banner, a fee
will be required.

If the words <Link to Body of Paper Not Available> appear.
Check the below banners located under “look for this {research} paper.
Nagasaki
University

The National Diet
Library

You will be able to search the collections housed
at the above locations.

You can also check whether the e-journals can be
accessed. If access to the full text is not permitted,
you may request for copies (ILL). (* You will need to
register in advance.))

If a link to the body of the paper
is available, you will be able to
access the paper right away.
If a link is not available, and if
the journal you are looking for is
housed at the library, make the
trip to the library in person.

If the paper is only available at another library,
take advantage of the ILL copying services
(see page 3.)
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About the Newspaper Database
 Kikuzo II Visual... Search Articles from the Asahi Shimbun
★ Library web> Find materials> Database> Newspaper articles>
Kikuzo II

<How to Achieve the Best Search Results>
● The advanced search window lets you specify detailed
conditions by using the “Search Options.” (The image to
the left shows the simple search window.)
● The navigation search window lets you choose options
according to the genre.
● I you click on “See related keywords after entering search
terms in the search window you will be able to see
keywords closely associated with your search terms
(chosen from a articles from the past three months).

Search
window

Search results page
<What the Database Includes>
▪ Asahi Shimbun: From 1985
▪ Asahi Shimbun pocket edition:
Articles from the Asahi Shimbun; post-war era,
1945-1989 (end of Showa period) and the
Heisei era, 1989-1999
▪ AERA: From May 1988 inaugural issue
▪ Shukan Asahi: From April 2000 issue (news
section)
▪
Chiezo: Latest edition

If this type of image appears on the page,
click on the image and you will be able to see
an image of the actual newspaper page. The
image can also be printed.

The database has a concurrent access
limit. Be sure to log out when you are
finished so that the next person can use it
without any issues.

Body of article (text version)

Have a break...

NU Search is very convenient!
★ Library web> Find materials> NU Search

NU Search is a convenient tool that enables
you to perform searches in search tools we
have discussed this far such as OPAC and
CiNii, as well as e-books and e-journals all
at once!
You can also perform simple searches in
the search window located on the library
website. To find out what systems you can
search, check “Searchable Content” on the
NU Search top page.
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How to Read References
Citations:
★Words someone else has written★ which you quoted in your writing (or their views) as well as primary sources of data.
References: .Literature you referred to in writing your work.

There are several methods
for writing citations and
references. Here we will
explain the most commonly
used methods.

The citations and references in
research papers you obtain can
provide you with information on
related research papers.
★ Sample Reference Formats

References
Fujita, Setsuko. How to Write Citations and
References when writing Reports and Research
Papers. Nichigai Associates. 2009. P144.

Takasaki, Midori. The College Student’s
Companion for Writing Research Papers. Shuwa
System, 2010.

<Books>
Author(s). Title: Subtitle. Edition statement, publisher, publication year,
total number of pages.
Author(s) (publication year) Title. Edition statement. Publisher
▪ If there are 3 or more authors, names can be abbreviated as “author et.
al.”
▪ If the book is an edited book, write “ed.” following the name of the editor.
▪ If the book is a first edition, the edition statement can be omitted.

<Journal Articles>
Yonezawa, Makoto. Measures for the Prevention of
Copying and Pasting for Report Writing: Designing
Writing Courses for Overcoming Copying and
Pasting. Joho Kanri, 2009, 52(5), 276-285.

Kawahara, Natsuki. (Education 2014 “Universities
that Take Good Care of their Students: 3.) An
Approach to Education in which Learning Comes
First. (Saitama) Asahi Shimbun (Saitama edition).
July 1, 2014, morning edition, p.29. Kikuzo II
Visual. URL:
http://database.asahi.com/library2/main/start.php
(January 22, 2015).

Author(s). Title: Subtitle Name of journal, publication year, volume
(number), start and end pages.

<Newspaper Articles>
Author(s). Title Name of newspaper. Date issued, Morning or evening
edition, edition, corresponding page numbers. Name of database where
you found the article, URL (date you obtained the article).
▪

If you used a database, indicate the name of the database (underlined
information above)

Citations and Plagiarism
Citation refers to the act of taking words someone else has written as well as examples and using them
in your own writing in order to explain or prove your point.
When making citations in your paper, copying and pasting text without clearly indicating the source of
the text is a criminal act known as plagiarism.

Citation Requirements (application of articles 32 and 48 Copyright Law)
1. The citation is necessary.
2. Much of the paper consists of your own writing, and the citations are
secondary.
<As a general rule, the citations should account for no more than 1/10 of
your own writing.>
3. Distinguish your own writing from what someone else has written by using
methods such as putting parentheses around the parts written by
someone else.
4. Clearly indicate the source (origin of citation).

If you cited someone else's words or views when writing your report or
research paper, be sure to create a citation list at the end of your paper
(or at the end of each section), in addition to a list of references.
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What’s wrong with
copying someone else’s
writing and putting it in
my paper word for word
as if I wrote it.
That’s because all written
work is protected by
copyright law. As long as
you cite your sources
appropriately in accordance
with the citation guidelines,
it won’t be a problem.

Recommended Books

All books listed below
are available at our
library.

 How to Write a Report or Research Paper (writing)
▪ Kinoshita, Koreo. Techniques for Scientific Writing. Rev. ed. Chuokoron-Shinsha, 2002.
▪ Sakai, Satoki. A Guide for Young People Preparing to Write a Report or Graduation Thesis. Kyoritsu Shuppan, 2007.
▪ Abe, Hirohisa. The Fundamentals of Writing: 77 Simple Techniques no one Will Teach You. Nippon Jitsugyo Publishing, 2009.
▪ Takasaki, Midori. The College Student's Companion. Survival Guide for the Graduation Thesis, Reports, and Mock
presentations. Shuwa System, 2010.
▪ Learning Counselors at Keio University Hiyoshi Campus. Academic Skills: A Student’s Guide Written by Students for
Eliminating Poorly-written Papers. Keio University Press, 2014. E-book available

 Presentations
▪ Miyano, Naoki. The Student’s and Researcher’s Guide to Designing Effective PowerPoint Slides: 1 Rule of Thumb and 3
Techniques for Preparing Presentations that Resonate with People. Kagaku Dojin Publishing, 2009.
▪ Reynolds, Garr (Translated by Sayuri Kumagawa). Presentation Zen: Simple Ideas for Designing Presentations and
Communicating Ideas. 2nd edition. Maruzen Publishing, 2014.
▪ Amano, Nobuko. The Key to Effective Illustrated Presentations is Preparing Materials!: 6 Steps for Prompting Decision
Making. Jitsugyo no Nihon Sha, 2014.



Other

▪ Matsumoto, Shigeru & Kono, Tetsuya. Approaches to Reading, Writing, Presenting, and Debating for College Students. 2nd
revised edition. Tamagawa University Press, 2015.
▪ Editorial department, Sekaishisosha Co., Ltd.. (Ed.) Study Handbook for College Students: Easy to Understand Study
Methods. 3rd revised edition. Sekaishisosha, 2015. E-book available

How to Use the Automated Borrowing/Returning System (ABC)
[Borrowing and extending the lending period]
1. Select “Borrow” or “Extend lending period” on the display.
2. Place your student ID card (or library card) in the card slot.
When your name appears in the upper left area of the display,
remove your student ID card.
3. Place the books you wish to borrow in the direction shown on the
display one book at a time.
(The barcode must be facing up, spine of a book facing inward.)
Once you hear a thump and the book title appears on the screen,
pick up your book(s).
4. Repeat Step 3 for the rest of your books.
5. Select “Complete” on the display.

The ABC system cannot process books
that come with a CD-ROM (or something
similar), books that belong to other
libraries, or if the book is overdue.
Please complete the appropriate
procedures at the borrowing counter.

[Returning]
1. Select “return.”
2. Place the books you wish to return in the direction shown on the
display one book at a time.
(The barcode must be facing up, spine of a book facing inward.)
Once you hear a thump and the book title appears on the screen,
pick up your book(s).
3. Repeat Step 2 for the rest of your books.
4. Place all books you have processed on a nearby return shelf.
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