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‘These materials are designe o help you understand and use your COS services.
1 you have addtional questons on how to use these services, please contact your COS representativ.

Online Training

COS Online Training s conducted five using WebEx. Allnecessary information willbe provided when you enroll Below is the.
curtent schedule. Enrolment wilbe open a few weeks n advance of each session.

Please note that this traning s ony for COS faisons and their inmediate colleagues.

Times below are isted in U.S. Easten Time (EST or EDT) and Gresnwich lean Time (GHT). Australian Eastern and Central
Europe time zones are afso isted on the VebEx enrolment page. Please make careful note of the correct time for
You. Let us know ifyou have any questions.

2002 COS Lisison Workshop Fest

Vou are invited to Jon your peers oniine for the 2008 COS Lisson Workshop Fest. For the month of arch, COS wil be.
‘conducting fs annual Workshops through  seres of nteractive online raining and discussion sessions, conducted using
WebEx.

For more information and o review the schedule of sessions, please visi the 2008 COS Liaison Workshop Fest page.

Instructional Materials.

Tutorials ) Al tuorels ere in PoverPoint formet
o Using Your COS Expertse Profie: * Using COS Funding Opportunties
* Using COS Administrators Workbench © Using COS Funding Alert Tutorial

© Using COS Expertise

Guides. @ 41 Guides are in Microsoft Word format
© How to Promote the COS on Campus. © Ressons o Use COS
© Suggested Funding Opps Demo Outine © Creating Funding Links

© Siogesied Experiie dems ouling

Promotional Materials

1 - wicrosoft Word formet (editble)

Posters General 1 B Training 1 8
General 2@ Training 2 @1
General 3 @ Training 3 @
Print Ads General 1 Training 1 B
General 2@ Training 2 @]
General 3 @ Training 3 @
Handouts €0S Funding Opportuntes and Funding Alert ™
COS Expertise & Funding Opportunities: ™

C0S Funding Opportunties ®





Your university’s subscription to COS services is an important investment for the entire institution. To maximize your university’s benefit from this investment, it’s important that as many parties as possible, both in the research departments and throughout other divisions of the institution, be encouraged to use the services.
Make Yourself Available to Your Faculty

You are a valuable resource when it comes to promoting COS services on your campus. Take advantage of every opportunity to educate your faculty about COS and the benefits of your university subscription. 

Be available to your faculty for group training sessions or one-on-one meetings. Some excellent opportunities for promoting COS services to your faculty are new faculty orientations, department meetings, and research fairs.

When meeting with researchers, allow time for their questions. Be sure that that your audience knows how to contact you with any questions or for any further assistance. After an appropriate amount of time, follow up to be sure that the researchers are taking advantage of COS services now that they know how to use them most effectively.
Tracking some records and assigning tags for different departments, then sharing pertinent funding information with them regularly. 
Include COS in Your Campus Publications
 and Websites
It is easy to mention COS services in all of your campus publications. Include a user tip, a success story, a mention of upcoming funding which you found in COS Funding Opportunities, or an offer to train faculty on COS services in your office’s publications.

Be sure to feature COS on your department’s website and encourage other departments to do the same.

Introduce COS to Everybody on Campus Who Will Benefit from its Services

Meet with key people in administrative offices that will benefit from COS services, including Academic Affairs, University-Industry Relations, Graduate Schools, Media Relations and Faculty Affairs. Give them an overview of COS services and be sure they know how to contact you for assistance. 
Your institution’s libraries are excellent avenues for promoting COS, since they are information centers and librarians promote their other database resources to the general campus populations. Plus, librarians are excellent at using online information databases and will be able to help faculty with using COS resources.
Also inform departmental Research Administrators about your COS subscriptions and train them to use it.
Use the Frequency Distribution Standard Report on the Administrator’s Workbench to find out which schools or departments are not fully represented in COS Expertise. Approach the deans and department heads about conducting an educational session to remind their faculty about the benefits of COS services.

Use the Resources that COS Gives You

Take advantage of the materials provided by COS to help promote COS services on your campus.  The University Resources page (www.cos.com/university) has tutorials, information guides, user handouts, general and training advertising posters, and a schedule of online liaison training sessions.

Use the tutorials when you are making presentations to researchers, and offer to email the tutorials to them after the presentation for future reference.

Keep a supply of printed user handouts on hand, and distribute them to faculty who come to you seeking assistance with COS services.

Display the COS posters, customized with your contact information and with information about your upcoming COS training presentations. Appropriate places for the posters include your offices, the office of Graduate Affairs, the library, and Faculty Affairs.
Participate in online COS training sessions to learn all the ins and outs of using the services, and for more tips on promoting COS on your campus.
Remind Researchers that COS is Easy To Use
Encourage faculty to use COS by highlighting its ease of use:

· Update COS profiles one section at a time,  in multiple sessions

· Save unlimited funding searches to re-run or to use as COS Funding Alert Searches, or to share them with others
· Track up to an unlimited number of funding records and share them with others
· Easily manage saved searches and tracked records on COS Workbench
· Copy and paste from other electronic sources when filling out their COS Expertise profiles

· Use Citation Builder to easily populate their Expertise profiles with MEDLINE publications

· Use COS off-campus too;  simply log in to your COS Workbench from any computer
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