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PURPOSE

- Tips & trics

- Spotlight on common pitfalls and recurring questions

- Questions? Never hesitate! biblio@ugent.be

̶ Tutorial biblio:

̶ https://onderzoektips.ugent.be/nl/tips/00001664/

4

mailto:biblio@ugent.be
https://onderzoektips.ugent.be/nl/tips/00001664/


OVERVIEW

1. Importance of biblio 

2. Tasks of the biblio reviewers : short overview and context

3. Adding a publication : in detail

4. My/his/her/their bibliography always up to date?

5.   Export formats

6.   WOS issues

7.   ORCID

8.   VABB-tijdslijn
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1. IMPORTANCE OF 
BIBLIO
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Biblio is 

used by

Researcher

• CV

• Proposals to FWO/BOF (evt via 

Gismo)

• Visibility online

• Input for Altmetric

• Embedding into external pages

• GISMO

Central administration-DOZA

• Bibliometrics

• VABB (validation, appeal)

• BOF-key (validation A1, P1)

UGent-researchers and -students

• Link biblio – library catalogue

Government

• FRIS Research Portal

• Open Aire

External people

• Looking for referees?

• Looking for experts? 

UGent

• Financed by publications in BOF-key (VABB, 

A1, P1)

Faculty

• Internal distribution key

https://lib.ugent.be/en
https://www.researchportal.be/en


2. TASKS OF THE BIBLIO 
REVIEWERS : SHORT 
OVERVIEW AND
CONTEXT
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TASKS OF THE REVIEWERS

What we check Where you can help us ☺

Are the records shipshape? No unnececessary capitals

UGent-authors marked? 

Departments?

Non-UGent-publication?

Have the essential fields been completed? Please add ISBN, ISSN, doi, pages, ..

Immediate Deposit Mandate for UGent-publications Add published version or accepted manuscript. No 

pdf? We will withdraw=return the record

Correct access rights for the pdf? We check! If possible, please add also the accepted manuscript. 

In case of Open Access publications (CC-BY-..), we 

only need the published version.

9

https://www.ugent.be/intranet/nl/op-het-werk/bibliotheek/biblio/id-oa-mandate.htm


TASKS OF THE REVIEWERS
What we check Where you can help us ☺

Regular checks

Missing WOS-id?

Still ‘In press’ or already published?

Proceedings in WOS

Contact us in case of:

• Your proceedings paper is included in WOS (C1 

becomes P1)

• Your accepted paper is assigned to an issue

Correct classification

ESCI = A2

editorial = V

→ small detour on the next slide: 

BOF-key

• You publish in a new journal that is included in 

ESCI, or not yet included in WOS?

→ please let us know when this changes
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SMALL DETOUR : BOF-KEY (BOF-SLEUTEL)

̶ BOF-key = an inter-university financial distribution mechanism providing 

each of the Flemish universities with substantial financial resources

̶ Partly based on records in the commercial database Web of Science

̶ Since 2010: also non-WOS-records are taken into account, through

VABB-SHW

̶ The Flemish Academic Bibliographic Database for the Social Sciences 

and Humanities (VABB-SHW) is a database of academic publications 

from the social sciences and humanities authored by researchers 

affiliated to Flemish universities.

̶ biblio-reviewers assign the correct classification
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https://www.ecoom.be/nodes/bijzonderonderzoeksfonds/en
https://www.ecoom.be/en/data-collections/vabb-shw


CLASSIFICATION AND THE IMPORTANCE FOR
FINANCING
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A1 A2 P1 C3 V

database SCIE, SSCI, AHCI ESCI CPCI-S, CPCI-SSH all 5 all 5

document type

article, letter, note, 

review

article, letter, note, 

review proceedings paper meeting abstract

editorial, book 

review, …

B1, B2, B3 non-VABB A2 non-VABB A4 C1 non-VABB D1 V

B1, B2, B3 VABB A2 VABB A4 C1 VABB D1 V

The following publication types are taken into account for financing through the BOF-key

Non-WOS-publications

* publications from all the EA-departments

* only publiations from EA01

WOS-publications



CONTACT

̶ Contact: biblio@ugent.be

̶ First in – first out (but we also follow several priorities)

̶ You need priority? Contact us well on time!

̶ FWO

̶ BOF

̶ ..
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mailto:biblio@ugent.be


3. ADDING A 
PUBLICATION : IN 
DETAIL
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NEW

Option 1 = preferred option 

(if possible)

– Editorial

– Book review

– Correction

– Newspaper item

– Blogpost
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Please agree upon this in your department: who

completes biblio for:

• Emeriti? 

• Ex-colleagues?

• Doctoral students?

• Visiting professors?

Don’t forget:

*mark ALL UGent-authors

*extra departments?

*add pdf

*submit to biblio



INDICATE ALL UGENT-AUTHORS
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NON-UGENT-PUBLICATION? 
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ESSENTIAL FIELDS 

• Journals: 

➢ISSN

• Books: 

➢ISBN

➢Serial title? ISSN? 

➢Exact pages or article number

➢Doi? 
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• Proceedings: 

➢ISBN? Series title?

➢ISSN? TW01: always VABB accepted

➢Please mention if a publication will follow later (in a 

proceedings book or in a journal)

➢Conference-info (name, date, location)

➢In WOS after some delay?
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IMMEDIATE DEPOSIT MANDATE FOR UGENT-
PUBLICATIONS

̶ A1, A2, A4 (articles), B1 (book), B2 (book chapter), P1, C1 (proceedings 

papers) : full text

̶ B3 (edited book) : only content table, title page and colofon. If available, 

also the foreword of the editor

̶ Don’t forget to 

check your biblio-backend!

23

https://www.ugent.be/intranet/nl/op-het-werk/bibliotheek/biblio/id-oa-mandate.htm


YOUR PUBLISHED ARTICLE IS OPEN ACCESS 
FROM THE START
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YOUR PUBLISHED ARTICLE IS NOT OPEN 
ACCESS
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• Adding the published pdf in biblio, please edit the access level

• Open Access in Belgian legislation : 

AAM  : available in Open Access with a maximum embargo period of 6 months for Science Technology 

and Medicine (STM) and 12 months for Social Science & Humanities (SSH)

Please add the AAM! 

We take care of the embargo.

https://onderzoektips.ugent.be/en/tips/00001734/


In the public biblio, the embargo is visible as follows:
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Reviewers also

check Sherpa 

Romeo
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WHAT IS CLASSIFICATION U?
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A publication is made public immediately by clicking "submit". 

The publication is tagged with classification U (unassigned)

until the Biblio team has assigned the correct classification as 

part of the bibliographic review process.



4. MY/HIS/HER/THEIR
BIBLIOGRAPHY ALWAYS
UP TO DATE?
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WHAT CAN I DO MYSELF?

̶ Where is my bibliography?

̶ The status is still incorrectly stated as ‘in press’?

̶ Do all A1 have WOS-id?

̶ How do I know if there is a new publication of my

supervisor / department / …?
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WHERE IS MY BIBLIOGRAPHY? METHOD 1
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WHERE IS MY BIBLIOGRAPHY? METHOD 2
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PUBLISHED? OR STILL IN PRESS? 1 PERSON
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Update status? Mail to biblio@ugent.be

mailto:biblio@ugent.be


PUBLISHED? OR STILL IN PRESS? GROUP
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HOW CAN I SOLVE THIS?
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What do we need to upgrade to ‘published’?

• Volume, issue, paginering/article number

• Full-text

How?

• Not with the locked record in biblio

• Never create double items!

• Mail the info to biblio@ugent.be

mailto:biblio@ugent.be


MISSING WOS-ID?  (IMPORTANT FOR FWO!)

̶ Download to xlsx

̶ Now in WOS? 

̶ biblio@ugent.be
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mailto:biblio@ugent.be


HOW DO I KNOW IF THERE IS A NEW 
PUBLICATION OF MY DEPARTMENT/ …?

Preferably through the authors

or

WOS & SCOPUS

▪ Login

▪ Make a good query and save it

▪ Create an alert
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WEB OF SCIENCE
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SCOPUS
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5. EXPORT FORMATS
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EXPORT FORMATS: FOR YOURSELF
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EXPORT FORMATS: FOR SOMEONE ELSE
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https://biblio.ugent.be/person/35578CCE-F0EE-11E1-A9DE-61C894A0A6B4/bof



45



EXPORT VOOR FWO

̶ https://onderzoektips.ugent.be/nl/tips/00001669/

̶ Uitleg in ppt
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https://onderzoektips.ugent.be/nl/tips/00001669/
https://onderzoektips.ugent.be/media/uploads/biblio/20191105_fwo-ugent.pdf


6. WOS ISSUES
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̶ Spelling of your name

̶ An article is incorrectly included as editorial material
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7. ORCID
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ORCID, STEP BY STEP
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ORCID: what is it?

Step 1: Create ORCID

Step 2: Connect ORCID to biblio

Step 3: Update ORCID ( possible via biblio). You choose 

which publications you want to show on ORCID.

https://onderzoektips.ugent.be/en/tips/00001581/
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– Only author can link to ORCID, no proxy



NO ORCID?



ORCID EXISTING, BUT NOT COUPLED TO
BIBLIO 
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ORCID IN BIBLIO, BUT NO RECORDS IN ORCID
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ORCID IN BIBLIO + RECORDS IN ORCID
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8. VABB TIMELINE
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2018

Voorbereiding

2019

Publicatiejaar

2020

Metadata naar 

VABB

2021 2022

- Auteur in contact 

met 

uitgever/editor

- Evt. biblio record 

aanmaken ‘in 

press’

Het boek wordt 

gepubliceerd

*isbn gekend

*paginering gekend

*publicatiejaar 

gekend

>>graag invoeren in 

biblio van zodra dit 

gekend is (dus liefst 

niet wachten tot 15 

maart 2020)

*Biblio-oproep: alles 

van 2019 invoeren 

vóór 15 maart

*BIB>>>>VABB

*Juni 2021 : de 

nieuwe versie van 

VABB verschijnt, 

met publicaties 

t.e.m. 2019

* Mogelijkheid tot 

bezwaar voor niet-

aanvaarde 

publicaties (B1, B2, 

B3, C1 : peer review 

verslag nodig!)

*Antwoord op 

bezwaarschrift
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Voorbeeld: een hoofdstuk ingediend bij de uitgever in 2018, en uiteindelijk uitgegeven in 2019



VABB : WANNEER EEN PEER REVIEW 
VERSLAG OPLADEN?

̶ Alleen voor boeken en proceedings, niet voor artikels

̶ Voor alle B1, B2, B3, C1 die niet standaard worden 

aanvaard bij VABB, 

dus niet voor:

• Boeken met GPRC-label (bij Vlaamse uitgevers)

• Uitgevers op de VABB-uitgeverslijst

• Reeks op VABB-reekslijst
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https://www.gprc.be/
https://www.ecoom.be/nl/vabb-shw/publisher-list-vabb9
https://www.ecoom.be/nl/vabb-shw/bookseries-list
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Universiteit Gent

@ugent

@ugent

Ghent University

Anniek Toye
directiemedewerker bibliometrie & Academische 

Bibliografie

DIRECTIE ONDERZOEKSAANGELEGENHEDEN

(AOC & BIB)

E anniek.toye@ugent.be

T +32 9 264 95 58

www.ugent.be


