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SpringerLink Quick Reference Guide for Administrators
The administrator functionalities are easily accessible. This is a quick reference guide to the available functionalities, covering: 

11.
Activating your Administrator account on the new SpringerLink


22.
Log in


43.
Forgotten Password


54.
Access to the Admin Dashboard


65.
New Admin Dashboard Homepage


76.
My Organization


97.
Associating new users


118.
Usage


139.
Deposit Contracts (for corporate libraries only)


1310.
Entitlements


1411.
Settings



---------------------------------------------------------------------------------
1. Activating your Administrator account on the new SpringerLink
Upon activation you will receive an email from OnlineService@springer.com with a link to activate your account. Your email address is your user name and you can choose your own password. 
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Tor Timmerman, Angela, Springer SBM N
[
Subject  Your Springer Online Access

Dear Mrs. Angela Timmerman

Welcome to the new SpringerLink - http://link.springe
Please click on the link below to verify your account and
set your password:

http://link.springer.com:80/activate?hash:

After registration you will have access to all admin
functionalities on the new SpringerLink website.

Please don’t hesitate to contacts us with any questions you
may have and please provide your customer number 3000036530.

Regards

The Springer Onlineservice Team
onlineservice@springer.com





After following the link you will see the below page where you can fill in your password: 
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Dear
To set up your account, you need to select and confirm a password

Usemame:

Your password needs fo contain a minimum of 6 characters and contain a mixture
of letters and numbers.

Choose a password

Confirm password

Having diffculties? We are here to help. Please contact us at
onlinesenice@springer com




2. Log in
You can go to any page on link.springer.com and log in at the top right hand corner:
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3. Forgotten Password
If you forgot your password, you can reset it by clicking “Forgotten password” and submitting your email address.  You will then get an email with instructions for resetting your password.
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4. Access to the Admin Dashboard

You can access the Admin Dashboard from any page once you are logged in. 
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5. New Admin Dashboard Homepage
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The Admin Dashboard now has a new homepage. Here you will find links to additional information and support options available to you. 

a. Links to the Content Platforms

Here you will find the links to return to the content platforms. Currently only SpringerLink, Springer for R&D and Springer for Hospitals & Health are supported on this admin site. Look for future developments to include other Springer platforms.

b. Helpdesk

Feel free to contact our helpdesk if you do not find what you are looking for or if you have additional questions. 

c. Marketing Resources

These pages will provide you with training materials, MARC records and other promotional resources. 
d. Sales and Subscriptions

You will find your contact details here for any questions about your license or subscriptions. 

e. Supported Springer Products

Currently this Admin site supports SpringerLink, Springer for R&D and Springer for Hospitals & Health. In the future, additional Springer product support will be added to this page; however, until then, please use the regular sites to maintain SpringerProtocols and SpringerMaterials. 
The first tab on the Admin Dashboard will always bring you back to this main page. From this homepage you can return to the desired Springer content platform. 
6. My Organization
The second tab in the Admin Dashboard provides you with the options check IP Ranges, upload or change your institution’s logo, and see the users connected with your institution. 
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The first dropdown section on this page shows all related institutional IP ranges, which are registered in the back office system according to your contract. Administrators may check, if all IP ranges of the institution are listed here. If you are the administrator of multiple accounts, these will show in the list of Institutions and you can choose to view information related to these by clicking on the arrow to the right of the BP ID number and then choosing the relevant institution. 
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The second dropdown section is where administrators may upload the institution or library logo to display on SpringerLink or Springer for R&D. Logos must be in jpg, png or gif format and be 160x50px. The maximum file size is 25kb.
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The third option on this page will allow you to view the users associated with your institution. You can easily manage your users (associated users) from the Users menu. You can review your associated members from time to time to ensure all are still valid and you can also directly disassociate them. 

Admins of multiple institutions can easily switch between lists for the various institutions they are admin of by using the drop down menu on the right.
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7. Associating new users

There are 2 ways to associate users to enable them to have remote access. 

a) The easiest way is for users to create their own account on link.springer.com or rd.springer.com while within the IP ranges of your organization. They can sign up easily by entering the following data:

· First Name

· Last Name

· Email Address

· Password
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b) As an admin, you can also associate members by sending them an association code via email. It is also possible to add multiple members at one time. You may also choose to set an end date for the association period. Please follow the steps below:
[image: image14.png]& spri Admin Angela Timmerman =
S @ Springer

Home - My Organisation - Usage - Entlements - Settings

Springer Affiliates | 3000003925 ~

» Valid IP ranges

» Organisation logo

~ Users
+ Associate User LB 1 SR>
‘To associate users with this organisation enter their e-mail address and we will send them a link which they should click to complete the process.

Association ends on:
bammiyyyy

Enter email addresses here (only 1700 chars are allowed):

)




When the emails are sent successfully, you will see a notification on your screen as noted below:
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“To associate users with this organisation enter their e-mail address and we will send them a fink which they should click to complete the process.

@ Your email invitaton has been sent





Your users will receive an email that looks like this: 
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‘mail@springer-sbm.com 11:22 AM (3 minutes ago) EN
tome =

You have been invited to become associated with Springer Affiiates on the Springer platform.

“This will give you access to all the content to which that organisation subscribes from wherever you are simply by logging in
Please click on the link below to make the association

htp/link springer com/associate-me/fV9~ZgAXMR3_slvi_Qal 9GEUCViUBSSMYSYCiEBIE

If you have any problems please contact your librarian or administrator, or get in touch with us directly at
onlineservice@springer com

Regards,

The Springer Team

L]




After clicking the link, their account will be associated with the institutional account and remote access will be the same as if they were accessing content on-site. The user will need to create an account on SpringerLink for this association, if they do not already have one.
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8. Usage
The third tab on the Admin Dashboard will take you to the options to check your institution’s usage or deposit contract balances as applicable. 
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All of the usage reports are now built to the COUNTER Release 4 standard. Release 3 reports are no longer available. Release 4 reports are available in the 3rd tab by using the drop down menu Report Type: 

	Journal Report 1 
	Number of Successful Full-Text Article Requests by Month and Journal 

	Journal Report 1 GOA 
	Number of Successful Gold Open Access Full-Text Article Requests by Month and Journal 

	Journal Report 2 
	Access Denied to Full-Text Articles by Month, Journal and Category 

	Journal Report 5 
	Number of Successful Full-Text Article Requests by Year-of-Publication (YOP) and Journal 

	Book Report 2 
	Number of Successful Section Requests by Month and Title 

	Book Report 3 
	Access Denied to Content Items by Month, Title and Category 
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A report Archive is also available for previous months. This currently goes back to March 2012. Find out more about COUNTER reports at www.projectcounter.org.    

9. Deposit Contracts (for corporate libraries only)

Springer’s Deposit Account option offers institutions a usage-based access to Springer’s content on a pay-per-download basis of all content that lies outside current subscriptions and/or purchased subject matter. This option is only available for corporate customers. 
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10. Entitlements
The third tab in the Admin Dashboard allows you to download a list of all your entitlements per institution. You can select a list of either eBooks or Journals by clicking the appropriate button.
If you are an admin for multiple institutions, you can switch between them without needing to log out. 
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11. Settings
The fifth tab of the Admin Dashboard gives you the options to toggle certain features on or off. These features include:
1. Prevent automatic association of any user within your IP range.

If this option is ticked as “On”, your users will not be automatically associated with your institution. If their account is to be associated with your institution, the administrator of the account will need to send an “association code” to the user in order for them to be able to use their SpringerLink or Springer for R&D account remotely. 

2. Force users to log in before downloading full-text content.

This option should only be done when you have to collect extra information about the usage. By enforcing the log in you will be able to collect information like cost center or department to facilitate charging back to these departments or faculties.  
3. Display a warning notification before downloading full-text content if you have a deposit basedcontract.

If your organization has a deposit based contract, this option can be used to inform users that their download will be charged to the deposit account. 

4. Display an “Order from My Library” form for unsubscribed content.

Turning on the switch ‘order from my library’ will provide a button on the “Get Access” page that will allow library users to request an article or chapter, via email, to their librarian. All admins will be notified of all requests for their organization. Administrators may switch off this function easily by pushing the switch to the left if requested. 
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