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1 Precautions

The system can only issue paper inclusion reports with Southeast University as the signing

unit;

The student self-service modulemodule only supports issuing reports for students who are

currently logged in, please do not use this account to submit applications on behalf of others.

It is recommended to use a computer to log in to this system.

If you have questions, please contact 025-52090336.
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2 Authentication and Login

2.1 Log in to the system

2.1.1 Log in within the IP address range of the campus network

Browse the library homepage, select the Document Retrieval & Citation Indexing module,

click Document Retrieval and Citation Indexing Platform on the opened page, and log in using

unified identity authentication.
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2.1.2 Off-campus visits

Off-campus access is required through the atrust workbench. First, enter “vpn.seu.edu.cn” in

the browser, download atrust, and scan the code to log in through Digital Intelligence Southeast.

Click on the Document Retrieval & Citation Indexing Platform in the library section and log in to

the system with unified identity authentication.
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2.2 New report

After successfully logging in, click "New Report" to enter the literature search report module.

2.3 Read Terms and Conditions

Read the relevant terms of service carefully.

2.4 Fill in the Form

1.Personal Information: Please fill in the items marked with *
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2.Search Criteria: Select the target database, and only one database can be selected at a time.

If you need reports from multiple databases, create a new report after completing the current

operation.

2.5 Paper Processing

For users who use the system for the first time, they need to "Add Claimed Results" to claim

the papers to their own names, and then select "Claimed Achievements" to issue a search report.

2.5.1 Add Claimed Achievements

Click "Add Claimed Achievement", and the system will jump to "Data Science Platform".

First, check the "Source Library" on the left to select the required database, and then check

whether there are any documents in the list to be claimed.
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If so, click "I want to claim" at the bottom of the paper, select the name of the author to be

claimed in the "Author" row in the new window, and click "OK" to complete the claim operation.

For international students, please fill in your English name.

After submission, wait for the librarian to approve it. After the review is completed, return to

the system to continue editing the current report, or click "New Report" again to start a new

operation.

If you do not find your own results in the pending claim, you can first check the source

library on the left, remove the check in front of "only see suspected results" in the figure, and

search with the title in the search box. (If you do not find "Only see suspected results", the page

may not be fully displayed, please zoom out.)

If you still haven't found your results, it means that you haven't collected the corresponding

data, you can click "No results found" in the figure above to give feedback, and the general

feedback information will be processed in the next update of the results database.
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Note: (1) Update data is processed every Friday, and the feedback results can be viewed in

the audit record on Saturday.

(2) How to view: Click "Audit Record" in the picture above, the figure below appears, and

then click "Feedback Record" to view the feedback results.

2.5.2 Claimed Achievements

Click on "Claimed Results" to view the list of claimed documents (note: only papers

corresponding to the previously selected database are displayed here). Check the required

documents and click "Import". If all the required documents have been found, skip to 2.6

report processing;
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If there are no required documents, or the system prompts "No data yet", please close the

pop-up window and go to 2.5.1 to add the claim operation.

2.6 Report Processing

Click "Start Search", the system will automatically search the selected documents, and the

search process will display the task progress bar, and the system will automatically process it.

After the search is completed, click "Report Processing" to enter the report processing stage.

Click "Generate Report" to download the PDF version of the report with an electronic

signature after the report is generated. If there is a problem when generating a report, and it keeps

prompting that the PDF is being generated, you can call the 52090336 during working hours to

inform the librarian of the entrustment number (WITS number in the picture below), and ask the

librarian to assist in handling it.
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2.7 Search reports

The generated report is electronically signed and ready for direct use.

Please note that if the inclusion category is empty, it indicates that there is a problem with the

system or network, and the document has not been retrieved, please create a new commission and

try again.
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