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The Elsevier Admin Tool helps you manage and customize your Scopus subscription. Access to
the Admin Tool is granted during account set up. If you need to request access to the Admin Tool

or identify the Scopus administrator(s) for your institution or organization then please contact
the Elsevier Customer Service team located closest to you. Tip: As access to Usage Reports is

granted by the same team, you can save time by requesting access to both tools (if needed) in

the same message. Log in to Admin Tool at https://admintool.elsevier.com.
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Welcome to the Admin Tool

Welcome to the Elsevier Admin Tool
The Elsevier Admin Tool is a complimentary web service that empowers librarians to self-administer their ScienceDirect and/or Scopus accounts,
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Account General Information

The general information page provides both

consortium and account details, access to account
settings and a list of groups associated with the
account. A Group Administrator may access the Account
General Information page, but in view mode only.

Q Account Structure:
Organize your account by groups in order to specify
settings for different user groups. For example, control
access rights, track the usage and set start and end dates
for a particular group (i.e., a particular department).

Use Create/Edit a Group © to create or modify a group,
and then use Account IP Ranges () to select IP ranges
from the list of ranges assigned to your account. Note:
you cannot create new IP ranges through Admin Tool, but you
can submit a request to Elsevier Customer Service to create
new ranges.

o Manage User IDs:
View and manage individual users to your account.
For example, assign specific users to groups, manage
access rights, reset passwords and create registration IDs.

Run a search for a user’s individual profile and then
modify their account details as necessary (such as
prompting a user to change their password at first log in).

© Create and/or specify configuration and access
information for a new user. Please use the
individual’s email address for the username.
Note: If you wish to delete a user profile, please contact
Elsevier Customer Service.

Note: Instead of viewing a list of all groups associated with the account, a group level administrator viewing the Account General Information page will

see only their group in the list.

splitting IP ranges. Request new IP ranges
User Profile piking < a <

Manage User IDs

% Search, View, and Modify User Profiles e

Profile Settings

Create User Profile

Administrators

an existing user.
Library Integration

@ Configure Interlibrary Loan/Document Delivery Lini

Usage Statistics

7 Usage Reports

Link to the Elsevier Usage Reporting Site

J—— General | scienceDirect | Scopus |
Name: Account Structure
Elsevier - Demonstration
Account s>, Create/Edit a Group
. \f
Account Number: £ organize your Account by creating a new Group or modifying an existing Group.

Account IP Ranges
Manage Group access by assigning IP ranges to each Group. Make changes ta a Group's organization by moving IP ranges from one Group to anather and

View all users within your Account or search for a specific user to view or change personal details contained within their profile.

Specify details for a new user such as name, user name, contact information, and access rights

Create new Registration [Ds by pasting or typing in e-mail addresses, and retrieve an overview of all current pending Registration IDs »

View a list of all Administrators or search for  specific Administrator within your Account. Create new Administrators or modify the Administrator privileges of

Configure a link to an interlibrary lean service or document delivery service of your choice

Groups
Within Account

© Create and send remote access registration IDs
to an individual or group of users by supplying their
email addresses. You can also designate start and
end dates for user access. Creating remote registration
IDs will prompt invited users to create their profile
in order to access Scopus and/or ScienceDirect.
Note: Elsevier supports a range of options for your users to
have secure remote access to your organization’s subscribed
ScienceDirect content. Consult the information provided
on the Scopus info site, and/or contact Elsevier Customer
Service to select the best choice for your organization.

@) Access a list of account administrators, or search for

a specific administrator.

e Library Integration:

Account level administrators can set Interlibrary Loan/
Document Delivery settings for a specific account or
group; including the email address to which document
requests are delivered and special instructions for the
document delivery form. Note: Account level settings are
not available for editing by Group Administrators and are
view only.

Usage Statistics:
Access our usage reporting site.
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Scopus

0 Customize the Scopus interface. Add your organization’s logo or name €
customize the text included in the message box of the Browse sources pages (3

Admin Tool Support Example View is logged in *
E i Plase visit the Admin Tool Info Page Logout
and/or update the wording used for the remote access message seen by users Adrrin Tool o
woin
e. See page 5 for more information. Account: Elsevier - Demonstration Account

Account Scopus Information

= | | scopus | ﬁ
‘Within Account
Name: = Customization of the Interface
Elsevier - Demonstration
. . . . . . . . Arons nstitutional Logo or Text
o Configure linking settings for your institution. Enable interlibrary e "T,E-;!q Sy your ot Sadans g oraemescn vy et o Boopm i B o omegmge:
loan/document delivery service settings for specific groups using the sconus protuet ones (1)
Pre-Defined Links 0 tool. Specify your link resolver service in External Link e
Settings @ to ensure users can access your institution’s subscribed content. brofle setings F I
Display your institution’s personalized message on pages in Scopus.
Additionally, you can modify how and where the button appears in Scopus. pm———
age 7 for more information. ick Link Settin r Q“"'""’
See pag  for more info ?t on. Use Quic . SetF gs @ to create a ——
short cut link to your library’s catalogue that is accessible from every Scopus @ Actiate o desctivateScapus nkingoptions.
page. Deep links to your library’s catalogue may be created upon request. @ External Link Settings
Please COntaCt E-CuStOmer Service. Specify your link resolver service and customize other external links to use within Scopus.
Quick Link Settings
@ Configure and enable access to your OPAC or Federated Search Engine from the Quick Search bar in Scopus.

Scopus Coverage Report

9 = Scopus Content Coverage

Access the Scopus Coverage Report to obtain information regarding the list of available journal titles within Scopus.

o Access the Scopus Coverage Report ), a spreadsheet containing the 7
complete list of journal and book series titles currently indexed in Scopus. i I

Activate or deactivate Scopus search options.

o = Promoting Scopus to Your Users

. . g Explaining Scopus to Your User:
o Promote Scopus to your users. Help inform your users about Scopus, link ﬁ" Download supprt and raning materal foryour users.
to the Scopus Learn & Support info page @ and find promotional and 9 - Related Links
training material. 'Mo

+ Go to Scopus Info Site 0

o Access links to Scopus @ and to the Scopus info site @D.
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Customizing the Scopus Interface

You can customize the Scopus interface by adding your institution’s
logo or name on every page, and by including personalized messaging :
on some of the pages used for communicating with your users. General ScienceDirect

= Customization of the Interface

Institutional L or Text o
Display your institutions logo or name on every page in Scopus with a link to your homepage.

o Go to the Scopus Institutional Logo or Text to add your logo or
institution’s name. Enter your institution’s name © ora header
image URL @, and specify the URL @ you want the text or image to
link to. If you have already done this for ScienceDirect, you can click
on Copy Header from ScienceDirect @ to apply the same Logo and
Text changes to Scopus.

Scopus Product Zones 0

Institutional Text Messa 9

Display your institution's personalized message on pages in Scopus.

‘Admin Tool Support Kit: Example View is logged in
Admin Tool o Please visit the Admin Tool Info Page Logout

@ welp

Account: Elsevier - D ration Account

Edit Scopus Institutional Logo or Text Return to Account Scopus Page

Header Logo or Text @ About Institutional Logo or Text:
o You can display your institution’s logo or name on every page in

_'rl;lmn ght to you by" @ Scopus with a link to your homepage.

Scopus Team|

3 Using Copy Header From ScienceDirect will pre-populate the form
e 2 4 A .
length is 100 characters. with the settings that you have used for your Scien ceDirect

Note: Institutional Logo and Text.
Header Image URL: [EeEr e e
i ity.2du/images/banner.gif

ize of 234 by 60 pinels.

‘You may also specify a URL which will link from the text or image.

7
T I ]
D e T

BfMIBMD.ﬂ
(e Copy iasder from scincapiract ]l save | v4¥honance |

Note: Scopus malntains the right to refuse the publishing of inappropriate messages.
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Customizing the Sco

pus Interface

a Go to Scopus Product Zones to customize the text appearing in

the message box on the Browse sources pages @. Select ‘no’ under
‘Use Inherited Browse Sources Page Message for Account?’ and

add your HTML text to the Browse Sources Page message box.
Refer to figure 2 to see how this appears in Scopus.

You can use customize wording for the remote access message.
First, turn off the inherited default messaging @ by selecting ‘no’
and then add your desired text to the box €).

S _

Only serial source fitles are included in this list. For non-serial content such as books and monographs, please use Document Search

Search Browse

Subject Area [AU Subject Areas - ]

Search... | [Tite -

Source Type (& All Sources (O @ Trade Publications O @ Joumals
O @ Conference Proceedings O @) Book Series

Subscription (& All subscriptions O (@ Subscribed O (5) Non-subscribed
Display sources
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Aa Ab Ac Ad Ae Af Ag Ah Al Aj Ak Al Am An Ao Ap Ag Ar As At Au Av Aw Ax Ay Az | All

25 resu;ts Serton:  Source title SJR PP SNIP Journal Metrics o

@ O AAA, Arbeiten aus Anglistik und Amerikanistik 0.101 0.037 0.352 Scopus Journal Metrics offer
the value of context with their
citation measuring tools. The
metrics allow for direct

@ © AAC: Augmentative and Alternative Communication 0538 1.169 0.960 comparison of jounals
independent of their subject
classification. To leam more,
visit: www_jounalmetrics.com

@ & AACE International Transactions 0.160 0.008 0.012
SJR = SClmago Joumal Rank
is weighted by the prestige of a
7 journal. Subject field, quality
© @ AACL Bioflux 0244 D401 0370 and reputation of the journal
have a direct effect on the
value of a citation. SJR also
normalizes for differences in

@ (O AACN Advanced Critical Care 0310 0.588 0.384 e
subject fields.
IPP = Impact per Publication
(IPP) measures the ratio of
o . . citations per article published in
Edit Scopus Institutional Text Messages ; b P
the journal
SNIP = Source Normalized
Impact per Paper measures
Remote Access Text Message contextual citation impact by
Inherited Scopus Access Text Message weighting citations based on
the total number of citations in
Enable Remote Access Text Message? a subject field.

Please contact your library or administrator and ask for a free Username and Password.
“You will then be able to access Scopus anytime, anywhere.
f

v v @
&

Inherited Remote Access Text Message:

Use Inherited Remote Access Text Message
for Account?

Account Level

Remote Access Text Message:

A
Example: If you need to login from heme, please use your User Name And Password.
Note: Maximum text length 400 characters.

& For accounts that are configured to allow login via the institution or self-managed remote access, the
remote access text message will be automatically generated.

Y
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Customizing Scopus External Linking

Specify your link resolver service in External Link Settings @ to

ensure users can access your institution’s subscribed content. E dit/SEEp iR EXEFTal LinKifig SEtHREH = CHOGSES Link CAEEgoRy P ———
Additionally, you can modify how and where the button appears -

. The settings of an external link may be edited according to ye “You may modify the

n SCOPU S. [select a link category] and the Sort Priority of a link and also decide which Jocations the link wil display within Scopus.

select a link category]
k - To edit an Exteral Link, select the category to which the link belongs from the list, and then click on the name of

Collective Gatalogues of Libraries: thelinicyou wish 10.edt.
Database To change the order in which a link appears, dick on the link name and modify the Sort Priority. You cannot
FulTent modify the Sort Priority of the Abstract + Refs and of the View at Publisher links. The links will always display

umenmelwery before other links in Scopus and if enabled, the Order Documents button will always display as the last button.
Open the External Linking Settings — from the list of Link Categories @), R 20 Tok f Gancra Ttcroat,peace Cntact - Cuctomer St C1 (1T o Aceount Spedfic ik er
select Link Resolver () and then find and click on your desired resolver. SinebedNon-Susscrbd con Dslay

Web Service Return to Account Scopus Page

Check or insert the Base URL @ (the main page of the external site) and select

“Yes’ to enable the external link @. If you wish to change the default settings for Edit Scopus External Linking Settings - Link Resolver

the link (i.e., use a custom image for the button, only enable the link on certain er—— {*=Roquirod fads)
pages or change the sort priority), change the ‘Use Default Settings for this Link®’ e proz i s

e option to ‘No, and make the desired changes. Click on the ‘Help’ icon ase URL: 0 e T e

to access more detailed instructions. e R ristadite o ari

Enabled: 0

Link Settings (*=Required fields)

Use Default Settings for this Link? e

Link Presentation

® Custom Image: Image Library Image Guidelines

Image URL: N
Note: Suggested button image size is 101 by 15 pixels. Suggested icon image size is 11 by 16 pixels.

Alt Text of Image: A-Z list Ebsco
Note: Maximum text length is 35 characters.

Use Loading Image:

Loading Image URL:
© Custom Link Display Text:

Link Location Settings
Sort Priority:

Record Page Next to Abstract:

Results Page:

References:

Source Information Page:

Source Browse Page:

Cited by Results/Related
Documents Page:

Preview:
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ELSEVIER

Online Help is available for the various tasks you perform in Admin Tool. Click the Help icon
(usually located in the top right hand corner of the application page) for instructions or information
related to the page you are viewing in the Admin Tool.

For more information about Admin Tool,
please visit elsevier.com/scopus/support/admin-tool

For more information, please visit elsevier.com/scopus
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