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LOGGING INTO SCHOLARS 

 

Go to website: scholars.duke.edu 

Search for your profile by typing your name in the Search box. On your profile page, click the Manage 

This Profile button to edit your profile.  

 

ABOUT THE PROFILE MANAGER 

Note: Not all information can be edited directly in Profile Manager, but the information icons 

tell you how to edit each data field. Some information must be edited in other systems and 

can’t be edited directly in the profile manager.  For example: 

 

1. Update Contact Information.   This information comes from Duke@Work. Users will need 

to login to work.duke.edu to manage an address, email, or phone number in Scholars@Duke. 

The information provided in work.duke.edu will be automatically updated in the Scholars@Duke 

profile. 

 

2.  Updating title, education and training information.  Scholars@Duke receives education 

and training information from dFac, Duke’s faculty appointments system.   Our current Dfac 

administrator for P&N is (Meghann Koffi meghann.mcgoun@duke.edu) 

 

3.  Selected Grants.   This information is coming directly from SPS.  Stella Powell (Stella 

Powell stella.powell@duke.edu) is our Departmental Grants Administrator. 

 

4.  Recent Courses.  This information is coming from ACES. 

5. Manage addresses (under your profile picture) There are two addresses listed; both addresses 

can be edited in Duke@Work. From Duke@work, go to the MyInfo tab and choose MyProfile.. 

The top address should be the physical office location. To edit, choose "External Mailing 

Address and Phone" in MyProfile.  The second address is the Duke PO Box address, which you 

should not need to change. 

 

UPDATING YOUR PICTURE 

Once logged into your profile, click on the plus sign (+)Inside  the “picture box” on the right hand side of 

your profile page.   The system lets you browse and upload a picture, and crop it as needed. 
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ADD OR EDIT THE OVERVIEW 
 
The overview paragraph displayed at the top of the Scholars@Duke profile can contain a short 

biographical statement, current research interests, or any description of scholarly activities.  In 

the Profile Manager page, next to Overview, click the pencil icon to edit the paragraphs. Select 

Save Change before exiting. 
 

 

UPDATING YOUR CV 

The Scholars@Duke System only lets you display your C.V.  as an external web page link.   You can’t 

upload your c.v. file directly into the profile manager. 

Login to your profile and find the Webpages section, on the right-hand side of the screen, below your 

profile picture. Select “add a webpage,” typing in both the url for the web page and the text that you 

want to appear.   If you have a personal web page with a linked C.V. (such as a sites.duke.edu site or an 

external lab website) then you can link directly to that URL.  

If you don’t, you have several options for creating an external link to your c.v.  

1. Through your personal CIFS space at Duke, or  

2. Or duke.box.com 

3. Any other website you have access to (lab webpage, commercial site, etc.) 

Option 1: CIFS Space 

To upload your c.v. to your CIFS space, do the following: 

Windows users: 

Connect to the vpn if you are not doing the upload from campus.  Then, 

1. Select Start > Computer (for Windows 8, select WIN+F > Apps > Computer). 
2. In the Computer window, click Map Network Drive (on the top toolbar). The Map Network 

Drive dialog box appears. 
3. In the Drive list, select an available drive. 
4. In the Folder box, do the following: 

o type \\homedir.oit.duke.edu\users\n\netid where n is the first letter of your NetID, and 
netid is your NetID. 
Example: For the NetID hiro, type \\homedir.oit.duke.edu\users\h\hiro. 

5. Click to select the Connect using different credentials check box. 

6. Click Finish. The Windows Security dialog box appears. 

7. In the User name box, type win\ followed by your NetID.  

Example: win\hiro. 

8. In the Password box, type your NetID password. 

9. Click OK. The Windows Security and Map Network Drive dialog boxes close, and 

your home directory is displayed. 

10.  Dump your file in the public_html directory 



11.  The URL for your web page will be: people.duke.edu/~yournetidhere/filename.pdf 

Mac users: 

Connect to the vpn if you are not doing the upload from campus.  Then, 

1. Click on the Finer 

2. From the Go menu, choose Connect to Server...and wait for the dialog box to pop up 

3. type cifs://homedir.oit.duke.edu/users/n/netid where e n is the first letter of your NetID, 

and  netid is your netid.   For example, for the netid hiro, type 

cifs://homedir.oit.duke.edu/users/h/hiro 

4. Type in your netid and password when prompted 

5. The Connecting to Server progress bar appears. When the connection is made, a Finder 

window opens and displays your CIFS home directory folder (indicated by your NetID) 

6. Dump the c.v. in the public_html directory 

7. The URL for your web page will be: people.duke.edu/~yournetidhere/filename.pdf 

 

Option 2: Duke Box 

For instructions for uploading to Duke Box, see 

https://trinity.duke.edu/technology/post_CV_for_profile 

 
Note that you would also use the ADD A WEB PAGE feature in Scholars for adding links 

to any external website such as your lab web page. 
 

SUBJECT HEADINGS   
 
Subject headings in Scholars@Duke come from subject headings in two controlled vocabularies, 

the MeSH  (Medical Subject Headings) or LCSH (Library of Congress Subject Headings) 

vocabulary. Subject headings associated with publications are loaded from Elements System, and 

users can add or remove subject headings by clicking Manage This Profile. In Scholars@Duke, 

subject headings come from controlled vocabularies to enable them to be re-used for other 

analyses and purposes. 

 

 To be searched by users looking for terms that are not found in the controlled vocabularies, add 

it to the Overview paragraph, perhaps under a heading that you create such as “Research Areas.” 

1. From the Profile Manager page, click the Select Additional Subject headings at the bottom of 

the subject heading list. 

2. In the Search for a Subject headings Dialog box, type in the subject heading and click the Find 

button. In the results list, select a subject heading or scroll down for more options. The icon on 

the right denotes whether the subject heading comes from MeSH or LCSH. 
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To remove subject headings from the list, select the “X” next to the subject heading that 

you would like to remove.  
 

 

UPDATING YOUR PUBLICATIONS 

 

[Publications in Scholars@Duke are loaded nightly from Elements, the publication 

workflow tool implemented by Duke Libraries. To add, edit, or delete publications from 

Scholars@Duke profiles, users can login to Elements using their Duke NetID. For more detailed 

information about using Elements, please refer to the ScholarWorks website at 

scholarworks.duke.edu/elements/help/managing-your-publications/.] 

TO GET STARTED: 

From the profile manager, click manage publications, which logs you into Elements, and opens a 

new tab in your browser. 

Approve or Reject Pending Publications 
 
1. In Elements, click the home tab. 

 

2. Click “My Publications”. 

 

3. Click the “Pending” tab. 

 

4. To approve a pending publication, click the green circle with a checkmark to the right of the 

publication title. 

 

5. To reject a publication, select the red circle marked with an “X” located to the right of the 

publication title. 
 

 
Add or Delete Publications (manually…) 
 

Manual records are records you have to create yourself, because they aren’t coming in 

automatically from bibliographic sources. The manual record is denoted by the gray gear icon. 

Please check first to make sure the publication doesn’t already exist and just needs your approval 

via the “pending publications” tab.   

We’ve found that “books” and “chapters in books” are the most common “missing” publications, 

because they aren’t always picked up by the search tools. 



The Scholars@Duke team can help you put in your publications for you, if you have to do them 

manually.  Send an e-mail to scholars@duke.edu with a copy of your c.v.  You can also do these 

edits yourself, following the instructions below: 

 

1. In Elements, click the home tab. 

 

2. Click My Publications. 

 

3. To add a new publication, select add a new publication button from the top right menu. You 

can also add new publications by selecting the plus (+) sign that is located next to each 

publication type listed under My Publications. 
 

Remove Duplicate Publications 
 
To remove duplicate listings you will add duplicate publications to a workspace, and then join 

the duplicates into one publication. 

 

1. From the list of publications, click the green circle with a wheelbarrow icon to the right of the 

publication title. 

 

2. This will add the item to your workspace. 

 

3. Add all the duplicate publications to the workspace. 

 

4. Go to the workspace by clicking the icon to the left of the mailbox icon on the top right menu 

bar. The total number of items you deposited into the workspace should be listed in the icon. 

 

5. Select the checkboxes to the left of the items you want to join. Select Join. 
 

Set Favorite Publications 
 

In Elements:  

  

 Locate the article that you would like to favorite.  Click the heart icon that is located to the 

right of the article title. 
 

Reviewing publications that are already shown as Mine 

Get to the “Mine” tab by following the “Publications” link in the Navigation pane, or by clicking 

the blue numbers next to a publication type (i.e., “Journal articles”). 
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View 

You can choose to see a summary view or detailed view of your publications 

list by toggling the Compact View / Detailed View button on the right side of 

the screen. 

 The compact view shows more publications on one screen, but has a limited number of actions 
you can take from there. 

 The detailed view has more information and functionality, and the following instructions are 
mainly for things that appear in the detailed view. 

 If there are any in the “Mine” list that are not really your publications, you can reject them by 

clicking on the red X icon to the right of the publication title. This will move them to the “Not 
mine” list. 

Other actions you can take from the row of buttons below the title: 

 Upload a new file to the institutional repository: takes you to a screen where you can learn 
about the self-archiving policy of your publisher as well as Duke’s open access policy, and gives 
you the ability to upload your work for inclusion in Duke’s open access repository. See more 
information about uploading full text of your works to the DukeSpace open access repository. 

 View full details for this publication 

http://scholarworks.duke.edu/elements/help/uploading-full-text/


 Mark this publication as a “favorite” – for faculty with profiles on DukeHealth.org, only 
publications marked as favorites will appear there. In the future this may also be used to 
indicate key publications in your Scholars@Duke or other public profiles. 

 Hide: marking a publication to be hidden acknowledges that it is yours, but that you do not 
wish it to be shown publicly. It will still be counted in internal reporting, but will not be made 
available for public display on Scholars@Duke or other web sites. 

 Add to workspace: will add this publication to a workspace. When several items are in the 
workspace together, you can join them. Use this if there are duplicates in your list that should 
be joined. See Removing Duplicates for more on using the workspace. 

 Decline: this is not your publication, and was included erroneously in Elements 

If a publication is yours but is incorrectly categorized (i.e., a journal article 

is in the conferences section) you can change the publication type by 

clicking on the pencil icon just below the publication title, choose the correct type from the 

selection list, and click save. 

Modifying search settings for better results in future 
harvests from bibliographic sources 

If you see too many publications that aren’t yours (false positives) in the Pending section, or are 

missing many publications that you were expecting, you can adjust your search settings to 

improve the results. A new search will be done within an hour of you changing your search 

settings.  Please see the below link for how to customize your search settings. 

https://scholarworks.duke.edu/elements/help/modifying-search-settings/ 

 

IF YOU ARE NON-FACULTY (grad student or postdoc) 
 

By default searches are off for non-faculty. To turn them on,  from Elements, go to the My Data 

Sources box in the home screen (below) and click on the title. 
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That will bring up the Source-Specific Search Terms menu (below). Make sure all of the boxes 

under Currently Searched are checked. Click Save and the searches will be turned on. 

 

 

  

Upload a Publication to the Open Access Repository 

 
 
 



Duke allows you to make a PDF of any of your publications available for download from 

Scholars@Duke.  To do this, you will can upload a PDF file to the Duke Libraries Open 

Access Repository. Uploaded publications display an “Open Access” link next to the citation 

in Scholars, which enables users to obtain the PDF file immediately. 
 
 Please read the “Deposit Advice from Duke” before uploading a full-text publication. 

 

After logging in to your Scholars@Duke profile, find the publications section and select 

“Manage Publications” which takes you to your publications management interface, also 

known as Duke Elements. 

 

1. Locate the publication you want to manage by clicking on Journal articles, Book 

reviews, etc. 

 

2. From the list of publications, click on the publication title to bring it up in a new 

window. 

 

3. Under the section “Upload a file” click the “Choose file” button. 

 

4. Click the “Browse” button to locate your file then select “Upload.” 

 

5. When uploading the file, please make sure that you have read the tabs “Institutional 

Advice” and “SHERPA/ RoMEO advice” for information about copyright restrictions 

about the publication you are uploading.  For example, you may be restricted from 

uploading the publisher’s version of the PDF, but you might be able to upload a pre-

publication version. 

 

DESIGNATING DELEGATES  (doesn’t include delegate access 
for publication management…for that, see next section) 
 
Faculty members can give edit rights to anyone in the Duke directory. A delegate has 

rights to access a faculty profile in Scholars@Duke.  

 

To assign a Delegate: 

 

 

1. From the Profile Manager page, click Manage Delegates, above the profile picture. 

 

2.  Click the Assign a New Delegate link. 

 

3. Type the first and last name of the delegate into the search box. 

 

4. After locating the user, click the plus sign next to the person’s name. For more information, 

click the “i” icon to the right of their name.   

 

After you assign a delegate, their name will be displayed on the right under Current Delegates. 



 
DESIGNATING DELEGATES FOR PUBLICATIONS MANAGEMENT 
 
To designate delegate access for management of your publications, see the link below.  It 

must be done from within the Elements System. To get to the Elements System, login to 

Scholars@Duke and then go to the “manage my publications” section.  Then follow the 

instructions per the link below. 

 
https://scholarworks.duke.edu/elements/help/delegating-rights-to-someone-else-to-edit-your-

profile/ 
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