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Adding & Updating Your COS Expertise Profile

· Go to the COS Registration page (linked from the COS homepage: www.cos.com - click on the “Join” link below the login boxes) 

· Enter your name, institution and other required information and assign yourself a username and password using the appropriate boxes. Required fields are preceded by a * red asterisk. You must provide this information in order to complete the registration process. If the required Department field is not applicable to you, just type in a space. 

· If the system finds an existing account that matches your name or e-mail information the next screen will show this. If a match displayed (for an existing account) is yours, click on the adjacent radio button and then “Continue”. The next page will give you the option to request the login for this existing account. If the e-mail address shown is not current, click on the “Help Desk” link near the top of the page and describe the situation and asking for your login. Otherwise, hit the 'Submit Request' button and your login will be sent to the e-mail address listed in our system for you automatically. If the match displayed is not yours just hit the 'Continue' button to proceed with the registration process. 

· Please read the “COS Privacy and Data Protection Policy” text carefully and then when you are ready, click on “I Agree, Complete My Registration”. 

· If the username or password you have selected is already in use, you will be returned to the previous page and prompted to select another. There are more than 500,000 accounts in the system, so try to use a unique combination of letters and digits, especially for your username, such as: ksmith6868. Usernames must be between 4 and 15 characters in length and cannot include any spaces or quotation marks. Your username and password can be the same as long as the username is not already in use. 

· After you submit your registration, you will have the option to be taken to your personalized COS Workbench page or to continue filling out your Expertise profile. The Workbench is the page from which you can access most other COS services. You can access this at any time after this from our Homepage: www.cos.com. To continue filling out your profile or to update at a later time from the Workbench page, select the 'My Profile' link located in the upper right of the screen. You will be asked to confirm the Privacy Policy before you do so. On the next page scroll to the section in which you would like to enter information and hit the “Edit” button. 

· Note: your profile will not be published on the Web without, at a minimum, a name, institution and contact information (including an e-mail address), and a statement about your expertise/research interests. 

Update Your Expertise Profile

· Enter your COS username and password and click on the “Log in” button from the COS Home or Login pages. If you do not know or remember your COS username and password, please use the Password Request system or contact Etta Ward, IUPUI COS Administrator, at 278-8427. 

· From the main Workbench page, select the “My Profile” link located in the upper right of the page. 

· You will be prompted confirm publication of your profile. Please read the “COS Privacy and Data Protection Policy” text carefully and hit “Accept” if you agree. If you decide to “Decline”, you will be taken to a page asking you to confirm that you wish to have your COS account/Expertise profile deleted. If you have any questions about these policies or procedures, please use the “Help Desk” link at the bottom of that page. 

· On the next page, scroll to the section you want to update and click on the adjacent 'Edit' button. 
· Once you have entered your information, click on the “Save Changes” button to save your updated profile information. If you are not seeing the changes you made, try hitting the Reload or Refresh button on your browser - you may be viewing a cached page that was saved in your browser's memory before the changes were made. 

· See below for details on specific sections of the profile. 
Set up or Modify Your Funding Alert Search
The COS Funding Alert system is designed so that each researcher from a member institution can go into the system and custom design their own Alert searches. This allows you to formulate searches that meet your needs as closely as possible. To make changes to your existing Alert search, follow the steps below: 

1. Login to your COS Workbench page. 

2. Keep in mind that your browser must be set to accept cookies to login. If you have trouble logging in, see the Cookies FAQ. If you do not remember your login, use our Username/Password Request system. If this is unsuccessful, contact Etta Ward, IUPUI COS Administrator, at 278-8427. 

3. Funding Alert options are on the center part of your Workbench page. Click on “Modify Alerts” and then the modify button next to the search you wish to modify. If creating a new search, click on “Add an Alert”. 
4. The Keyword field displays all the COS Keywords currently in your Alert account. Those with check marks next to them will be used in the search. Click on an adjacent check mark to remove that term from your search. 

5. To add a keyword not displayed, click on the “Add Keywords” button at the top of the shaded box. 
6. After clicking on the “Add Keywords” button, a second browser window will open, displaying the top-level terms in the COS Keyword hierarchy. This is a controlled vocabulary - if it does not contain a term or concept you want to use the “All Fields” box to enter your search term. 

7. Click on a yellow folder next to a term to see more specific terms under it in the hierarchy. Click on a term itself to add it to your search. Click on one term at a time to add it to your search. Allow a second or two for each keyword to be added. If you are unsure of its location in the hierarchy you can search for a keyword using the blank box just below the display. 

8. Once you have finished adding keywords, close down or minimize the window displaying the hierarchy and return to the original window showing the search interface. Check to make sure all the keywords you selected are now displayed and checked. Try not to use too many keywords (we recommend 30 or less if using the 'Explode' function) in one search as there is a limit on the length of the search string allowed by the system. 

9. Click on “Preview the Search” to run this search against the entire database. Note that once weekly results are generated, you will only get grants added to the database in the previous week. 

10. If you wish to modify your search criteria, use the “Refine Your Query” option to add to or exclude fields from your search criteria. If you wish to start over with new search criteria, use your browser's back button to start over. 

11. Name the search and follow the on-screen directions to finish saving the search in your account. Alert results will then be sent to you from this new or modified search starting the following week. 
12. You can find more specific help by viewing the help documentation or by clicking on “instructions” at the top of any page within the system.
PHS 398 Biographical Sketch (for NIH)
Community of Science offers COS Quick Form, a tool for completing the PHS 398 Biographical Sketch that the National Institutes of Health (NIH) requires in all funding applications. Access to COS Quick Form is available to all of the researchers at IUPUI through its annual subscription. 
The Center for Scientific Review at NIH has reviewed COS Quick Form.  When used according to the Center's guidelines, NIH will accept the output of COS Quick Form as a substitute for the printed PHS 398 Biographical Sketch.

Using COS Quick Form

COS Quick Form lets you complete a PHS 398 Biographical Sketch within minutes, without rekeying, cutting, or pasting.  It creates the form in your word processor and completes it using information from your COS Expertise profile. To create a completed form, simply follow these steps: 

1. Go to (http://biosketch.cos.com/cgi-bin/biosketch/main) to access COS Quick Form or go to the COS Expertise menu at (http://expertise.cos.com/). Provide your username and password; this is the same username and password you use to update your COS Expertise profile. If you have forgotten your username and password, please contact Etta Ward, IUPUI COS Administrator at 278-8427. You can also generate a biographical sketch by selecting the COS Quick Form link on your expertise profile. 

2. Review the information in the COS Quick Form. Changes made in COS Quick Form will not affect the content of your COS Expertise profile. If all the information is correct, then select Submit Form for Processing.

3. COS Quick Form will open your word processor and generate a PHS 398 Biographical Sketch completed with your profile information. Now you can finalize, save, and print it using standard word-processing commands. Note: There are special instructions at the bottom of the form for users of MS Internet Explorer.

Editing Information in COS Quick Form

If you would like to edit the information in the form, you can make your changes in the online form or after you have downloaded into your word processor. To change information in your COS Expertise profile, use the Update Your Profile option on the COS Workbench. If you don't have a profile in COS Expertise, please register.

COS Rules for Searching

I. General Rules

The following general rules apply when using any of the search options: 

1. If you are unsure what field to search in, use the “All Fields” search box. This will search for the terms you enter across all fields in each record. 

2. To select multiple terms from any picklist hold down the Ctrl key on your keyboard (the Apple key for Mac users) and click on the terms you want to select. 

3. Searches are case insensitive. Using either upper or lower case letters will yield the same result set. 

4. With the exception of the hyphen, do not use punctuation marks (slashes, commas, periods, colons, etc.). Punctuation marks in most cases will retrieve erroneous results. 

5. Do not use the articles a, an, or the. The search software does not search for these words or other common “stop words”. 

II. Building Your Search

	Search Steps
	Example

	Formulate a search question:
	"Who are my colleagues in the fields of nanotechnology and microelectronics theory?"

	Identify the key terms from your question:
	nanotechnology, microelectronics

	Identify any synonyms or related terms to include, and terms or ideas you want to exclude from your search:
	include: semiconductors, nanostructure 

	Use the Keyword Browser to identify and add specific terms to your search: 
	Use: microelectronics, nanotechnology, and semiconductors 

	Identify the fields you want to put your terms into: 
	Expertise: nanotechnology or nanostructure ; Keywords: microelectronics, nanotechnology, and semiconductors 

	Examine your search results and refine or broaden your query as necessary. 
	Use the “Refining Your Query” link to narrow your search, 
or use the 'Back' button on your Web browser to return to your original search query to broaden or modify your search. 



III. Boolean Operators (AND, OR, NOT)

The Boolean operators AND, OR, NOT allow you to combine terms in your search. These operators can be used within individual fields, or as a tool to combine terms across more than one field. 

AND

The default operator is and -- if an operator is not specified by the user, and will automatically be used by the system. Records retrieved must contain all search terms surrounding the and operator. 

· Example: typing: pediatric AIDS treatment -- searches for profiles containing both "pediatric" and "AIDS" and "treatment". 

· Example: typing: pediatric and Aids and treatment -- is the same search as above. 

· Example: typing russian history in the Expertise Field and Stanford in the Institution Field and choosing and from the drop-down menu preceding the Expertise Field will search for records containing both "russian history" in the Expertise Field and "stanford" in the Institution Field. 

OR

The or operator tells the system to search for profiles that contain either of the search terms entered into the field (or to combine the fields on either side of it if using the drop-down menu to the left of each field). 

· Example: cancer or oncology -- searches for records containing either "cancer" or "oncology". 

· Example: typing: agriculture into the All Fields box and pesticide into the Expertise field and choosing or from the drop-down menu to the left of the latter field searches for records containing the term "agriculture" in any field or for records containing "pesticide" in the expertise field. 

· Note: Records can but do not have to contain both terms. 

NOT

The not operator tells the system to eliminate any records from the search that contain a given term. 

· Example: pediatric not AIDS -- searches for records which contain "pediatric" but not "AIDS".

It is recommended that the not operator be used carefully. In the given search string, even potentially relevant records containing the term "pediatric" might not be retrieved if the term "AIDS" were excluded from the search screen. 

· Example: a record with the sentence "...research in the development of computer aids for pediatric patients" would not be retrieved. 

NOTE: not AIDS -- will not generate a search result. The search software requires that terms both precede and follow the not operator if used within a field. 


IV. Truncation (Wildcard *)
This search method is also called a wild card or root word search. If you type an asterisk after the root of the word you want to search, the search engine will find all records containing words beginning with that root. 

· Example: heat* -- searches for "heat", "heats", "heater", "heating", "heathen", etc.

Please note that left and internal truncation cannot be used -- the system ignores all letters to the right of the truncation symbol (*). 

V. Phrase Searching

The simplest way to search for an exact phrase is to define your search by enclosing the phrase in quotation marks "". 

· Example: "biological agents" searches for the exact phrase "biological agents". 

Note: Phrase searching is the same as using the proximity operator pre/#. This means that phrases containing words from the stop list (which are ignored by the search system) will look like the following: 

· Example: typing "department of defense" (with the quotation marks) is the same as typing department pre/2 defense. This search will retrieve records such as "department of defense" but also "this department funds defense projects". 

VI. Proximity Operators (w/#, pre/#)

If you want to search for words used together but not necessarily limit the search to an exact phrase, you should use a proximity search. Proximity operators define how close to one another you want the terms to be used in the records returned. The operator w/# defines proximity of words in any order. The operator pre/# defines a particular word order. The number (#) you fill in determines the number of words that can come between the two search terms. 

For Example, w/1 and pre/1 require that the words be adjacent. Using w/3 and pre/3 allow up to two words to come between the terms you are searching for. See the examples below: 

· medical w/1 diagnosis -- searches for the term "medical" adjacent to the term "diagnosis". Items retrieved would include phrases such as "medical diagnosis" and "diagnosis, medical." 

· american w/3 association -- searches for "american" used within three or fewer words of "association". Items retrieved would include phrases such as "Association of American Medical Colleges" and "American Defense Preparedness Association." 

· medical pre/1 services -- searches for the exact phrase "medical services." (This generates the same results as typing "medical services" enclosed in quotation marks.) 

· medical pre/4 services -- searches for "medical" four or fewer words before "services." Items retrieved would include phrases such as "medical, health, and financial services." 

· Note: stop words are included in determining proximity. 

When using more than one proximity operator, you must use parentheses. 

· (american w/1 psychological) w/1 association -- searches for "american" within one word of "psychological" within one word of "association." Items retrieved would include the phrase "American Psychological Association." 

· american w/1 (psychological w/1 association) -- searches for the same records as the search phrase in the example above. 

· american w/1 psychological w/1 association retrieves no records. 


NOTES

Use Community Of Science to:
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Promote your work


Find funding


Collaborate 


Manage your CV





Indiana University is a member of the Community of Science (COS). Whether your work is in the arts or the sciences, COS funding and expertise services can help support and advance your research.


Update your profile now to take advantage of these services, and to help our institution promote its work.





COS services








Make the most of your expertise using:


COS Expertise – global collaboration network profiling half a million academics.


MyProfile – your professional homepage: http://myprofile.cos.com/YourUsername. 


CV and Biosketch Generation – manage and output your resume from one source.





Find all the funding you need using:


COS Funding Opportunities – world’s largest listing of available funds.


COS Funding Alert – delivers relevant new opportunities to your desktop. 
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