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1. Web of Science Search by Author (1/5)

Note: Web of Science is a subscription-based service accessible only from authorized networks 

(e.g., on-campus IP, library proxy). If you do not have access, you must enter your publication records 

manually.

Instructions:

Visit the Web of Science website (https://www.webofscience.com).

① & ② Select Search Type: Click Advanced Search (or the relevant search tab), then select the 

RESEARCHERS tab. Choose Name Search from the dropdown menu.

③ & ④ Enter Name: Enter your Last Name (③) and First Name (④) in English.

⑤ Search: Click the Search button.

①

Recommended when uploading a large number of publications.

②

③ ④

⑤

https://www.webofscience.com/
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1. Web of Science Search by Author (2/5)

①

① Select Author Profile

• Verify the affiliation and author details in the search results list, then click your Name (①) to proceed.
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1. Web of Science Search by Author (3/5)

①

Select Publications

• Review the search results and check the boxes for the publications you wish to upload.

① Refine Results: You can filter for specific publications using the Refine results panel 

(e.g., by Publication Years, Document Types).

② & ③ Add to Marked List: Click Add To Marked List (②), then select Create new list (③).

• Create a new list for your upload and add the selected publications to it.

②

③
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1. Web of Science Search by Author (4/5)

① Open Menu Click the MENU icon located at the top left of the screen.

② Select Marked List Click Marked List from the side menu.

③ Select List Click the specific document list you created for the upload (e.g., file to upload).

①

②

③
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1. Web of Science Search by Author (5/5)

① Select Publications: Verify the papers in the list and click the checkboxes (①) to select the 

publications you wish to export.

② & ③ Choose Export Format: Click the Export button (②), then select Tab delimited file (③) from the 

dropdown menu.

④ Configure Record Content: In the popup window, go to Record Content and select Full Record and 

Cited References (④).

⑤ Download: Click the Export (⑤) to save the file.

③

②①

④

⑤
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1. Web of Science Search by Title (1/4)

① Select Search Type: Click Advanced Search.

② Select Database: In the DOCUMENTS tab, ensure Web of Science Core Collection is selected from 

the dropdown menu.

③ & ④ Enter Search Criteria: Select Title (③) from the search field list and enter the Article Title (④) in 

the search box.

⑤ Search: Click the Search button.

①

Recommended when uploading a small number of publications.

②

③ ④

⑤
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1. Web of Science Search by Title (2/4)

①

① Select Publication: Verify the search result and click the checkbox on the left.

② & ③ Add to Marked List: Click Add To Marked List (②), then select Create new list (③).

④ Create List & Add: Create a new list for your upload, then click the specific list name (④) to add the 

selected paper.

※ Note: You can repeat this process to search for other papers by title and add them to the same list.

②

③

④
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1. Web of Science Search by Title (3/4)

① Open Menu: Click the MENU icon located at the top left of the screen.

② Select Marked List: Click Marked List from the side menu.

③ Select List: Click the specific document list you created for the upload (e.g., file to upload).

③

①

②
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1. Web of Science Search by Title (4/4)

① Select Publications: Verify the papers in the list and click the checkboxes (①) to select the 

publications you wish to export.

② & ③ Choose Export Format: Click the Export button (②), then select Tab delimited file (③) from the 

dropdown menu.

④ Configure Record Content: In the popup window, go to Record Content and select Full Record and 

Cited References (④).

⑤ Download: Click the Export (⑤) to save the file.

③

②①

④

⑤
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1. Uploading Journal Articles (1/3) - Web of Science

Log in: Log in to the Faculty Invitation Application System 

(https://gmsportal.korea.ac.kr/recruit/index.jsp).

① ~ ③ Access Upload Menu: Click Faculty Pool Management (①) > Journal Article (②) > Article 

Upload (③).

④ Open Upload Window: Click the File Upload button to open the upload popup.

⑤ Select File: In the Web of Science Data Upload section, click Find to select and upload the file you 

downloaded.

①

②

③

④

⑤

https://gmsportal.korea.ac.kr/recruit/index.jsp
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1. Uploading Journal Articles (2/3) - Web of Science

① Verify Date: Double-click to enter YYYYMM if only the year is listed. 

Important: Incorrect dates may exclude articles from recent 5-year evaluations. 

② Author Details: Select your name (Applicant) and role (Role).

③ & ④ Save & Select: Click Save (③), then check the boxes (④) to submit.

⑤ Submit: Click Submission of Selected Articles. (Submitted items appear in the Selected List below).

⑥ & ⑦ Representative Publications: Check Representative (⑥) in the Selected List and click Save (⑦).

Note: Max. 5 works total (Journals + Books).

⑤③

④
①

②

⑥ ⑦
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1. Uploading Journal Articles (3/3) - Web of Science

① Verify Uploads: Click Article Check and Registration to review your list of uploaded articles.

② Select for Deletion: Check the box (②) next to any duplicate or incorrect entries you wish to remove.

③ & ④ Delete & Save: Click Delete (③) to remove the selected items, then click Save or Save and 

Continue (④) to finalize the changes.

③①

②

④



2. Scopus
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2. Scopus Search by Author (1/6)

②

Note: Scopus is a subscription-based service accessible only from authorized networks (e.g., on-

campus IP, library proxy). If you do not have access, you must enter your publication records 

manually.

Instructions:

Visit the Scopus website (http://scopus.com).

① Select Search Type Select the Authors tab.

② & ③ Enter Name and Search Enter your Last Name and First Name (②) in English, then click the 

Search button (③)

③

①

Recommended when uploading a large number of publications.

http://scopus.com/
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2. Scopus Search by Author (2/6)

① Select Author Profile: Verify the affiliation and author details in the results list, then click your Name (①)

to proceed.

①
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2. Scopus Search by Author (3/6)

① Save Documents to List: Review the list of publications, then click Save all to list (①).

①
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2. Scopus Search by Author (4/6)

① Create List: Enter a name for your list (e.g., Files to Upload) and click Create new list (①).

② Save to List: Select the created list and click Save to list (②).

①

②

②
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2. Scopus Search by Author (5/6)

① & ② Access Saved Lists: Click your Profile Icon (①) at the top right, then select Saved lists (②).

③ Open List: Click the specific list name (e.g., Files to Upload (③)) to verify the documents.

④ & ⑤ Select All & Export: Check the All (④) box to select all documents, then click CSV export (⑤).

②

③

④

①

⑤
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2. Scopus Search by Author (6/6)

②

①

③

① Select Data Fields: Select all data categories (e.g., Citation information, Bibliographic information) 

to export full details. 

② Select Format: Choose [CSV Excel] from the file format options. 

③ Download: Click the [Export] button to save the file.

※ Note: Important: If Column Y in the downloaded file is labeled "(Fund Text 1)", you must delete 

this column and save the file before uploading.
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2. Scopus Search by Title (1/5)

②

① Select Search Field: Set the Search within dropdown menu to Article title, Abstract, Keywords.

② & ③ Enter Title and Search: Enter the article title in the Search documents field (②), then click 

Search (③).

③

①

Recommended when uploading a small number of publications.
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2. Scopus Search by Title (2/5)

②

① Select Publication: Verify the search result and click the checkbox (①) on the left.

② & ③ Save to List: Click … More (②), then select Save to list (③) from the dropdown menu.

③
①
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2. Scopus Search by Title (3/5)

① Create List: Enter a name for your list (e.g., Files to Upload) and click Create new list (①).

② Save to List: To add more papers, search by title, select the list you created, and click Save to list (②).  

①

②

②
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2. Scopus Search by Title (4/5)

① & ② Access Saved Lists: Click your Profile Icon (①) at the top right, then select Saved lists (②).

③ Open List: Click the specific list name (e.g., Files to Upload (③)) to verify the documents.

④ & ⑤ Select All & Export: Check the All (④) box to select all documents, then click CSV export (⑤).

②

③

④

①

⑤
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2. Scopus Search by Title (5/5)

① Select Data Fields: Check all the data categories in the top row (e.g., Citation information, 

Bibliographical information) to export all details.

② Select Format: Choose CSV Excel from the export options.

③ Download: Click the Export to save the file.

②

①

③
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2. Uploading Journal Articles (1/3) - Scopus

Log in: Log in to the Faculty Invitation Application System 

(https://gmsportal.korea.ac.kr/recruit/index.jsp).

① ~ ③ Access Upload Menu: Click Faculty Pool Management (①) > Journal Article (②) > Article 

Upload (③).

④ Open Upload Window: Click the File Upload button to open the upload popup.

⑤ Select File: In the SCOPUS Data Upload section, click Find (⑤) to select and upload the file you 

downloaded.

①

②

③

④

⑤

https://gmsportal.korea.ac.kr/recruit/index.jsp
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2. Uploading Journal Articles (1/3) - Scopus

① Verify Date: Double-click to enter YYYYMM if only the year is listed. 

Important: Incorrect dates may exclude articles from recent 5-year evaluations. 

② Author Details: Select your name (Applicant) and role (Role).

③ & ④ Save & Select: Click Save (③), then check the boxes (④) to submit.

⑤ Submit: Click Submission of Selected Articles. (Submitted items appear in the Selected List below).

⑥ & ⑦ Representative Publications: Check Representative (⑥) in the Selected List and click Save (⑦).

Note: Max. 5 works total (Journals + Books).

⑤③

④
①

②

⑥ ⑦
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2. Uploading Journal Articles (1/3) - Scopus

① Verify Uploads: Click Article Check and Registration to review your list of uploaded articles.

② Select for Deletion: Check the box (②) next to any duplicate or incorrect entries you wish to remove.

③ & ④ Delete & Save: Click Delete (③) to remove the selected items, then click Save or Save and 

Continue (④) to finalize the changes.

③①

②

④



3. KCI
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3. KCI Article Search (1/3)

③

① Access & Login Visit the KCI website (https://www.kci.go.kr/) and click Login (①).

Note: Free sign-up is available.

② Select Menu Click Articles (②) on the top menu.

③ ~ ⑤ Search by Author Select Author (③) from the dropdown menu, enter your name in the search box 

(④), and click the Search button (⑤).

①

②

④

⑤

https://www.kci.go.kr/
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① Select Filters: Check the desired options in the left sidebar (e.g., Publish Date, Author, Affiliation) to 

narrow down your results.

② Refine Search: Click the Re-Search button to apply the selected filters and refine the list.

①

3. KCI Article Search (2/3)

②
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3. KCI Article Search (3/3)

②

① Select Articles: Verify the search results and click the checkboxes (①) for the articles you wish to 

upload.

② Download List: Click the Excel (②) button to download the selected articles.

※ Note: If you need to search for additional articles, repeat the process. You must combine all downloaded 

data into a single file before uploading.

①
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3. Uploading Journal Articles (1/3) - KCI

Log in: Log in to the Faculty Invitation Application System 

(https://gmsportal.korea.ac.kr/recruit/index.jsp).

① ~ ③ Access Upload Menu: Click Faculty Pool Management (①) > Journal Article (②) > Article 

Upload (③).

④ Open Upload Window: Click the File Upload button to open the upload popup.

⑤ Select File: In the KCI Data Upload section, click Find (⑤) to select and upload the file you 

downloaded.

①

②

③

④

⑤

https://gmsportal.korea.ac.kr/recruit/index.jsp
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3. Uploading Journal Articles (2/3) - KCI

① Verify Date: Double-click to enter YYYYMM if only the year is listed. 

Important: Incorrect dates may exclude articles from recent 5-year evaluations. 

② Author Details: Select your name (Applicant) and role (Role).

③ & ④ Save & Select: Click Save (③), then check the boxes (④) to submit.

⑤ Submit: Click Submission of Selected Articles. (Submitted items appear in the Selected List below).
⑥ & ⑦ Representative Publications: Check Representative (⑥) in the Selected List and click Save (⑦).

Note: Max. 5 works total (Journals + Books).

⑤③

④
①

②

⑥ ⑦
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3. Uploading Journal Articles (3/3) - KCI

① Verify Uploads: Click Article Check and Registration to review your list of uploaded articles.

② Select for Deletion: Check the box (②) next to any duplicate or incorrect entries you wish to remove.

③ & ④ Delete & Save: Click Delete (③) to remove the selected items, then click Save or Save and 

Continue (④) to finalize the changes.

③①

②

④



4. Manual Entry 
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4. Manual Entry (1/4)

②

Log in: Log in to the Faculty Invitation Application System 

(https://gmsportal.korea.ac.kr/recruit/index.jsp).

① ~ ③ Access Entry Menu: Click Faculty Pool Management (①) > Journal Article (②) > Article Check 

and Registration (③).

④ Create New Entry: Click the New button to start a manual entry.

③

①

④

※ When Manual Entry is Required:

• Publications not indexed in international databases (Scopus, Web of Science).

• If you do not have access to international academic databases.

• Accepted papers or recently published papers that are not yet indexed in international databases.

https://gmsportal.korea.ac.kr/recruit/index.jsp
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4. Manual Entry (2/4)

②

① Publication Date (YYYYMM)

• Double-click the field to enter the publication date in YYYYMM format (e.g., 202603).

• Accepted Papers: Enter the confirmed publication date(If undetermined, enter the expected date.)

② Journal Classification Select the appropriate category from the dropdown menu:
• International Professional Journal: Journals indexed in SCI, SCIE, SSCI, A&HCI, Scopus, ERI, or PubMed.

• International General Journal: Regular international academic journals with an ISSN that are not indexed in the 

databases listed above.

• Other International Journal: Publications that do not meet the criteria for standard academic journals (e.g., 

magazines, proceedings, or journals without an ISSN)

• Domestic Professional Journal: Journals published in Korea and indexed in KCI (including KCI Candidate).

• Domestic General Journal: Regular domestic academic journals with an ISSN that are not indexed in KCI.

• Other Domestic Journal: Domestic publications not classified as standard academic journals (e.g., magazines, 

university bulletins, etc.).

①
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4. Manual Entry (3/4)

③ Int'l Journal Classification

• Select the specific index (e.g., SSCI, SCIE) from the dropdown.

• Note: Leave this field blank for "International General", "Domestic", or "Other" journals.

④ Journal Details ( Important: Double-click each cell to edit)

• Name of Journal / Title: Enter the full journal name and article title.

• ISSN: Enter the 8-digit alphanumeric code only (numbers/letters). Do not use hyphens (-) (e.g., 15605601).

• Applicant: Enter your name as it appears in the author list.

⑤ Role

• Select your specific authorship role (e.g., Single Author, 1st Author, Corresponding Author).

⑥ Publication Details

• Number of Authors: Enter the total number of authors (e.g., 5).

• Volume / Issue / Page: Enter details if applicable (leave blank if N/A).

③ ④ ⑥⑤
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4. Manual Entry (4/4)

① Verify Entries: Review the entered article information (click Details to view full info). Click Save or Save 

and Continue to confirm.

② Select for Deletion: Check the box (②) next to any duplicate or incorrect entries you wish to remove.

③ & ④ Delete & Save: Click Delete (③) to remove the selected items, then click Save or Save and 

Continue (④) to finalize the changes.

③①

②

④
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