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Before You Start
· Have your NIE email account easily accessible. You will be receiving confirmation emails.

· Have your CV in the Word format ready.

· Keep multiple browser tabs open to move among different systems during the setup process. 

· Think of a naming schema for passwords.  Expect to set up passwords with 8 or more characters, digits, and special characters.

· Keep track of passwords.  

· Have your Gmail/Google account ready (or create one) in order to set up your Google Scholar Citations.

· Use National Institute of Education (Singapore) for the organization name.
Three Basic Tasks
· Create a basic profile/identifier following this recommended order: ORCID, ResearcherID, Scopus ID and Google Scholar Citations. 
· Populate the basic profile with biographical and other data such as multiple versions of the name, affiliations, keywords for areas of research, etc. Note: Biographical and other data may be completed at a later time). 

· Add your works.

Set Up Your Profiles:
      Getting Ready: 

1. Connect to Managing Author Profile Online guide: http://libguides.nie.edu.sg/authorprofiles.  It will serve as your dashboard for all links.

2. Log onto your email account. You will be receiving emails for confirmation.

3. Remember to use National Institute of Education (Singapore) as your institution.

4. Use a new browser tab for each system.

5. Record your User IDs and passwords for different profiles as you go along.

     ORCID:

6. Create your ORCID account: https://orcid.org/register. You don’t have to populate it yet with your education, works, etc.  It may be done at a later time.
     Google Scholar Citations:

7. Log onto your Google account, and then create a Google Scholar Citations profile.
8. Connect to https://scholar.google.com.sg/ and sign in.

9. Click on My Citations in the middle top area and complete the process of creating your Google Scholar Citations account. Use your email account for verification.

10. Ensure that all your works are found and attributed correctly. Add them to your Google Scholar Citations profile.

11. After you reply to the confirmation email, you may make your profile public.

12. You may add your works manually, as well as edit, merge, and delete. 

13. If you click on the checkbox next to the Title, you will see an option to Export to EndNote, or BibTex file which can be imported to ORCID.

14. Connect to your ORCID account and add a link to your Google Scholar Citations using Add Websites on the left menu.

     Scopus Author ID:

15. Connect to http://www.scopus.com/search/form/authorFreeLookup.url, a free Scopus Author Lookup tool.  Note: The NIE Library does not have a subscription to the full Scopus. You will have to visit one of the NTU libraries to access the full Scopus. 

16. Scopus Author ID is system-generated, but it is recommended that you review the correct attribution of your works and author details.

17. Enter your name in the search box. Choose your profile and click on your name. 

18. Confirm that all the works on the results list belong to you.

19. On the right–hand side, click on Add to ORCID.  Go through the steps to authorize the data exchange with ORCID.  

20. You may export articles from Scopus Author ID profile to your ORCID profile.

21. Your Scopus Author ID will appear in your ORCID account.

     ResearcherID:

22. Connect to http://www.researcherid.com/ and create a ResearcherID account.  You will need to respond to a confirmation email.  Make sure to use National Institute of Education (Singapore) as your institution.

23. Add variants of your name: Mueller J.; Muller J; Mueller, JR; Müller Jörg; Mueller Joerg; Muller, Jorg.

24. Connect to Web of Science http://libservy.nie.edu.sg/login.php?url=http://www.webofknowledge.com and run an author search for your name.

Guide:  http://libguides.nie.edu.sg/authorsearch_wos 
25. Select your articles by clicking in the checkbox on the left.  At the bottom there is an option to add your selected articles to your ResearcherID account.

26. Go back to your ResearcherID account to confirm that all articles were added.

27. Agree to exchange data with ORCID. Click on Get or associate an ORCID if you have not created one yet or the Exchange Data with ORCID button.

28. You may export articles from ResearcherID to ORCID.  Articles are not automatically de-duplicated, so you may delete the extra entries manually.

     Adding Finishing Touches:

29. Connect to your ORCID profile and confirm that ResearcherID, Scopus ID, and Google Scholar Citations appear on the left menu.

30. Confirm the works you’ve imported from other systems.  De-dupe if needed, selecting the entries with DOIs if available.

31. If some of your works from Google Scholar Citations do not appear on your list, you may export them from Google Scholar.  

32. Go back to your Google Scholar Citations profile, click in the checkbox next to titles of the articles you wish to export.  An option to Export appears.  Select BibTex as an option. Save the BibTex file (citations.bib) on your computer.

33. Go back to ORCID.  Under the Works section, select Add Works > Import BibTex and add your BibTex file to ORCID.

34. Confirm that you have different versions of your name listed in your ORCID profile.  If not, add your names.

35. Add keywords for your areas of interest.

36. Add biographical, education, employment, and funding details.  You may use your CV online to copy and paste if needed.

37. Confirm privacy settings for your profile and entries.

38. Add the ORCID URL to your email signature, webpage etc.
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