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Activating and Administering Institutional Access to Blackwell Synergy
Blackwell Publishing has developed a state of the art IP address authentication system to provide access to Blackwell Synergy.  We have created an Administrator Homepage which allows you to control your institutional access to Synergy through IP addresses recognition and, if required a remote access password.

By following the steps below you will be able to set up an account that allows you to administer your institution's access to Blackwell Synergy. This allows you to enter your IP addresses, create a remote username and password, activate your subscriptions, view or download usage data reports, upload your institutional logo, and download MARC 21 or SFX compatible holdings files.
You will need to register as a personal user to create a personal user account (if you do not already have one). You then associate your institution with that personal account by entering the activation code that you have been issued with. You only need to do this once. After you have activated you can login in future with your username and password and when you click on the 'My Synergy' button you will see a link at the top of the page which enables you to administer your institution's access to Synergy.  

If you already have an institutional administration account with Blackwell Synergy, log in with the username and password associated with the institutional administration account using the log in boxes at the top of the page. Remember to click the 'login' button then go straight to section 2.

Overview of Institutional Account Activation

First Time Activation




Future Access







1.
Activating Your Account

· Go to the Blackwell Synergy website at http://www.blackwell-synergy.com.
· Select the 'Registration' button at the top of the page and complete the short registration form to allocate yourself a username and password.  
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Remember this username and password for future access.  When you have completed registration, your name will then appear at the top of the page.

· Go to http://www.blackwell-synergy.com/institutionadmin/ 
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· You are now at the Institution Account Activation page. Enter the activation code you have been supplied with (either displayed below or attached in your email) in the box at the bottom of the page and click "Submit":


· You have now activated your institutional account.
2.   Accessing your Administrator Homepage

· If you have not yet logged in then enter your username and password associated with your institutional account at the top of the page and click the login button.

· Select the 'My Synergy' button at the top of the page.  This is your personal account in Synergy that will now be associated with your institution. 

· Click the link to access the Administrator Homepage for your institution.  You will now see your Administrator Homepage pop-up in a new window.
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· To access your Administrator Homepage in future, go to the Synergy homepage at  http://www.blackwell-synergy.com. and login at the top with your administrator username and password. Then select the 'My Synergy' button from the top of the page and then select the link to access your Administrator Homepage for your institution.
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3.   Administrating your Institution's Access

From the administrator homepage you can now enter your IP addresses, create a remote username and password, view or download usage data reports, upload your institutional logo, and download MARC 21 or SFX compatible holdings files.
· Select the 'Enter or Modify your IP Addresses' link to enter your institution's IP addresses. Enter an IP address or range in the top box and click on the 'Add Entry' button to submit your IP address. You can also add or delete any further IP addresses from this page in the future.
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· Notes and Help with entering IP addresses are available from this page.

· Return to the Administrator Homepage.  You can now set up a remote username and password if you wish.  This can be distributed to members of your institution who need to access from outside your IP range.  When they login with this remote username and password they will be able to access the same content as if their IP address was recognised.  Selecting the 'Create or Change an Institutional Password' link from the Administrator Homepage.  You can return to this page to change this password at any time.  After completing this, return to the Administrator Homepage.
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· You can also upload your institutions logo or edit the "Banner Text" for your institution.  This text or logo displays at the top of every page your users see (whether accessing from within your specified IP address range or using a remote username and password).  The default Banner Text is the name of your institution.  You can change this text or logo as often as you like.

· Select the 'Review your Subscription Information' link.  This page allows you to review your online subscriptions.  You can also download a tab-separated file of the permanent title-level URLs which will allow you to link from your OPAC library catalogue directly to the journals. MARC 21 records are also available here.

· Select ‘Download a Blackwell Synergy Holding File’ if you wish to download a SFX-compatible holding file.
· Select 'View and Download Usage Data' link from your Administrator Homepage.  This is the page where you can download usage reports for your institutions access to Blackwell Synergy.   You can view the report in your browser, or have it e-mailed to you as a tab-separated file which can be opened in packages such as Microsoft Excel. Blackwell Synergy usage reports are fully COUNTER compliant.
· If your institution has a local OpenURL-compliant link server, you can choose to display OpenURL reference links to your institution's Blackwell Synergy users. Select ‘OpenURL Linking’ from your Administrator Homepage and follow instructions to enter the location of your link server, and upload a customised button which will be used to indicate OpenURL reference links.

Your institutional access is now set up.  Any user accessing Blackwell Synergy from within the specified IP address range will now have access to Synergy and your institution's subscriptions.  Online Help is provided on Synergy by selecting any of the Help links or buttons or you can email onlinehelp@oxon.blackwellpublishing.com.
You will need to complete a license agreement.  Visit our website at http://www.blackwellpublishing.com/license and follow the instructions.  

We hope you find the Administrator Homepage and Blackwell Synergy easy to use.  In order to improve Blackwell Synergy we welcome any comments or ideas you may have.  Please do not hesitate to contact me if you have any queries.
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Activate your institutional account and associate it with your personal account





Log in with personal username and password





Register as a personal user





Activation Code: 





Important Note: Blackwell Publishing may have already added your subscriptions to your account.  If not, you may have been issued with an Access Token.  To add your subscriptions, type in (or copy and paste) the access token into the box provided and click and click "continue".  This page should then display your subscriptions.  If you do not see the correct subscriptions and have not been issued with an access token then please contact the person who sent you these instructions.











