
How to Retrieve Category Normalized Citation Impact (CNCI)?  

 

This a step-by-step guide to show the faculty how to use InCites and Web of 

Science to retrieve their CNCI and other needed citation metrics. All contents 

are for demonstration purpose and internal use only1. You may not copy or re-

distribute this material in whole or in part without written consent.  Please 

contact the SUTD Library (library@sutd.edu.sg) for further enquiries. 

 

  

                                                           
1 All screenshots used herein are extracted from Web of Science and InCites under license. Document updated as of 18 
February 2021.  

mailto:library@sutd.edu.sg
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I. Method 1: For researchers who have Publons (Web of Science ResearcherID) or 
ORCID and have claimed papers under their profiles 

 

1. Access InCites via this link or Library eResource A-Z listing. 
 

2. Go to the “Analyze” > Select “Researchers” under ‘Analyze by…’. 

 
 

3. Using the Filters in the first row, choose “Researcher” > “Unique ID” > choose either 
“Web of Science ResearcherID” or “ORCID” > enter your Web of Science 
ResearcherID or ORCID in search box2.  

 

 
 

 
 

4. Ensure that the “Include ESCI documents” checkbox is selected using the Filters at 
left side. This will include The Emerging Sources Citation Index (ESCI) which is an 
additional index of the Web of Science Core Collection. (Do note that we have only 
subscription for the period 2015 to current.) 
 

5. Choose the Publication Date you wish to assess. e.g. key in 1980 to 2019 by 
choosing custom year range.  

                                                           
2 This is a controlled vocabulary. When you enter the Web of Science ResearcherID or ORCID, InCites will return you a 
list of relevant IDs for you to choose from. You must choose the right one to proceed. If there is no matched ID, please 
try to remove and add the hyphen and space again when you type the IDs. Without correct ID chosen, we cannot 
proceed to analyse.  

https://incites-clarivate-com.library.sutd.edu.sg:2443/#/landing
https://mylibrary.sutd.edu.sg/discover-knowledge/eresources-z


 
 

6. The metrics will be automatically calculated for you (as below) and you can retrieve 
your CNCI.  If Category Normalized Citation Impact is not in the table, please choose 
“Add Indicator3> tick “Category Normalized Citation Impact” > click on “Apply”.  

 

  

 
 

7. Complete your search. When done, log out. 
 

                                                           
2  You can add more metrics (indicators) you would like to see.   



II. Method 2: For researchers who don’t have Publons (Web of Science 
ResearcherID) nor ORCID, or researchers who have Publons (Web of Science 
ResearcherID) or ORCID, but haven’t claimed their papers 
 
 

1. Access Web of Science (WoS) via this link or Library eResource A-Z listing. Please 
create an account and sign in to WoS so that you can use features that will help you 
to analyse your records later.  

 
 

2. Search all your papers indexed by WoS by using Author Search. 
 
2.1 Choose “Author Search” > “Name Search” > Enter your last name and first 

name in respective search boxes4.  
 

2.2 Select “Include alternative name” to display another row of the Last Name and 
First name and middle Initial(s) fields. This allows you to search for multiple 
author name variants. You can search for up to 8 author. 
 

2.3 Click on “Find”. 
 

  

 
                                                           
4 This is a controlled vocabulary. When you enter last name or first name, InCites will return you a list of names for you 
to choose from. You must choose the right one to proceed. Without correct names chosen, we cannot proceed to 
analyse. 

https://apps-webofknowledge-com.library.sutd.edu.sg:2443/WOS_GeneralSearch_input.do?product=WOS&search_mode=GeneralSearch&SID=D5CRBc1cuiNv9AZGTKE&preferencesSaved=
https://mylibrary.sutd.edu.sg/discover-knowledge/eresources-z


2.4 Select the location(s) and affiliated organisations which you have published in 
and with, and click on “Find”. If you don’t see any locations or affiliated 
organisations for you to choose from, you can skip this step and directly click on 
“Find”.   

 
 
2.5 Select the right author records, and click on “View Combined Record”. If you 

only have one author record to select, you can click on the name of the 
respective author record instead. You can skip this step if WoS does not show 
you variant author records.  

 
 
2.6 The results are, by default, sorted by publication date, newest to oldest. Click on 

“View as a set of results to export, analyse, and link to full text”. 



 
 
2.7 Save all papers authored by you into Marked List to keep your papers in a 

temporary file. Please note you must login in WoS so that you can use this 
feature.  

 
 
2.8 The records have been added to Marked List.  



 
 
2.9 Adding new records to Marked List (you can skip this step if you have put all 

your papers in Marked List). It is possible that the Author Search results did not 
retrieve all papers by the authored listed in the publications list. This could be 
because they were either not indexed in the WoS or were indexed under other 
variant names.  

a. To search for those missing works, click on “Search”, then select 
“Basic Search”. Key in the article title in search box, and click on 
“Search” 

 
b. At the results page, mark the record displayed and continue to “Add 

to Marked List”. 

 
 

c. Note the increased number of records added to the Marked List 
(increase from 2 to 3).  

 
 

3. Click on “Marked List”. Select “Export” > “InCites”.  



 
 

4. Give the exported file a name, and click on “Export”. You will receive an email from 
noreply@clarivate.com noting that your requested dataset is successfully saved to 
InCites. 

                
5. Access InCites via this link or Library eResource A-Z listing. 

 
6. Go to the “Organise” > Choose “Folders” section of InCites 

 
7. You will be able to see the exported file in the folder. Click on the export file.  

 

mailto:noreply@clarivate.com
https://incites-clarivate-com.library.sutd.edu.sg:2443/#/landing
https://mylibrary.sutd.edu.sg/discover-knowledge/eresources-z


 
 

8. Make sure the dataset is the exported dataset. Ensure that the “Include ESCI 
documents” checkbox is selected using the Filters at left side, this will include The 
Emerging Sources Citation Index (ESCI) which is an additional index of the Web of 
Science Core Collection. (Do note that we have only subscription for the period 2015 
to current.) 
 

 
 

9. Choose the Publication Date you wish to assess. e.g. key in 1980 to 2019 by 
choosing custom year range.  

 
 

10. Choose “Baseline” > Add “Dataset baseline”. 
 

               
 
 
 
 



 
11. The metrics at “Dataset Baseline” row would be the figures for you to use (as below), 

please do not take data from other rows.  If Category Normalized Citation Impact is 
not in the table, please choose “Add Indicator5> tick “Category Normalized Citation 
Impact” > click on “Apply”.  

 

  

 
 

12. Complete your search. When done, log out. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
                                                           
2  You can add more metrics (indicators) you would like to see.   



FAQ: 
 
Q1: How long it takes for Publons’s update to be integrated with Web of Science 
records? 
A: 5-7 working days. All publications that are imported into Publons profile will appear 
immediately in Publons profile. However, the association of these publications with the Web 
of Science ResearcherID in WoS will only happen after 5-7 business days after the claim. 
 
Please note even if Publons’s records have been integrated with WoS, InCites might not be 
able to calculate metrics for all papers as InCites has a fixed dataset upload schedule unlike 
Publons which updates as and when changes are made. This means, even if the data in 
Publons has been updated, the data will only be reflected in InCites during the next dataset 
update depending if it meets the Web of Science Core Collection data cutoff date.  
 
Q2: What if I need the data urgently but the association hasn’t appeared? 
A: Please use method 2 shown above. 1) use “Marked List” in Web of Science to put all your 
publications in the folder; 2) and export all publications to InCites for analysis. 
 
Q3: What if I find missing papers under my Publons account? How to claim papers 
from WoS to Publons under my profile?  
A: To search for the missing titles,   

a) Go to WoS, select “Basic Search”. Key in the article title in search box, and click on 
“Search” 

 
b) At the results page, mark the record displayed and continue to “Claim on Publons - 

track citations”. 
 

 

 
 



c) You should be able to see the updated records under your Publons profile by clicking 
“My Records” > “Publications”. However, please note although all publications that are 
imported into Publons profile will appear immediately in Publons profile, the association 
of these publications with the Web of Science ResearcherID in WoS will only happen 
after 5-7 business days after the claim. For details please refer FAQ Q1 or write to 
ts.support.asia@clarivate.com for clarification.  

 

 

 
 
Q4: How to Import data to Publons?  
A: Please refer to Publons’s guide. 
 
Q5: How do I add a connected account (ORCID, Google, LinkedIn) to Publons? 
A: Please refer to Publons’s guide. 
 
Q6: What if I have multiple accounts? How to merge records under multiple account? 
A: Please write to ts.support.asia@clarivate.com for help.  
 
 
Q7: What is Category Normalized Citation Impact? What is the formula? What are the 
advantages and disadvantages of using this metric?  
A: Please refer to InCites Handbook.  
 
Q8: What if I can’t export the data from WoS to InCites, or I don’t have the “Export to 
Incites” option with my WoS account? 
A: Please try to login in InCites first and then go to WoS page to export records. If the issue 
still persists, please write to ts.support.asia@clarivate.com for help.  
 
 
Q9: Does Library generate CNCI report for all faculty?  
A: The Library provides consultation services to guide faculty to generate their own reports. 
The Library also supports Heads of Pillars/Clusters to generate benchmarking reports for 
Tenure and promotion purposes.  
 

https://publons.freshdesk.com/support/solutions/articles/12000022372-how-do-i-add-my-publications-to-publons-
https://publons.freshdesk.com/support/solutions/articles/12000051988-how-do-i-add-a-connected-account-orcid-google-linkedin-to-publons-/
mailto:ts.support.asia@clarivate.com
http://help.prod-incites.com/inCites2Live/indicatorsGroup/aboutHandbook/usingCitationIndicatorsWisely/normalizedCitationImpact.html
mailto:ts.support.asia@clarivate.com
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