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Building an NIH Biosketch in SciENcv as a Delegate 
 

Background  
In March 2021, the National Institutes of Health (NIH) issued notice NOT-OD-21-073, followed by NOT-OD-21-
110, mandating use of a new biosketch format and required information for submissions due on or after January 
25th, 2022. The new format template is available in SciENcv (Science Experts Network Curriculum Vitae). This 
guidance outlines the steps for departmental research administrators to create a biosketch as a delegate using 
SciENcv via National Center for Biotechnology Information (NCBI).   

 
SciENcv Overview 

• SciENcv enables researchers to easily assemble information, including expertise, employment, education 
& professional accomplishments to populate several versions of an NIH biosketch. 

• Profiles from NIH eRA Commons and ORCID can be linked to NCBI to populate the SciENcv profile with 
information stored in eRA and ORCID accounts. 

• Ensures biosketch layout and citations complies with NIH rules. 
• Eliminates repeated entry of general biosketch information when customizing it for each application. 
• Reduces administrative burdens associated with federal grant submission and reporting requirements. 
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https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-073.html
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-110.html
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-110.html
https://www.ncbi.nlm.nih.gov/sciencv/
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Access to NCBI 

An NCBI account is required to get access to SciENcv.  

You can create an account using your Google, NIH Login, eRA Commons login or a 3rd party sign-in option, one of 
which is your Harvard Key. See Appendix A on how to add a 3rd party sign-in option. 
 
If you need to set up the account in NCBI, go to the NCBI homepage and click on Sign In located in the upper 
right-side corner and then choose Register for an NCBI account and follow the prompts. 
 

Setting up the NCBI Account 

Linking to eRA Commons and ORCID 

NCBI allows linking to eRA Commons and ORCID. When you link the NCBI account with the eRA Commons 
account and/or the ORCID account, the general information from those accounts will be transferred to the NCBI 
account and can easily be added to the biosketch. Click on your email in the upper right-hand corner, to go to 
the NCBI Account Settings page.  
 
 
 
 
 

 
 
            
                                                                                                                                                                                             
 
                       
                       
 
 
 
 

 

 

 

 

 

 

Click on Change, to link more accounts. 
 
Then click on ORCID and follow the 
prompts. 
 
 

 

https://www.ncbi.nlm.nih.gov/
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Adding Delegates 

Stay on the NCBI Account Settings page and click on Add a Delegate.  This will allow the NCBI account holder to 
add delegates that will have access to manage their bibliography and SciENcv profiles  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the delegates email address, and the delegate will receive an email with a link to activate the access.  
 
As the delegate, click on the link in the email and if you don’t have an NCBI account, you will be invited to 
register for one. If you do have an account, log into your NCBI account where you can Confirm or Decline 
Connection. 
When the delegation has been accepted, the PI must go back to SciENcv and choose what the delegate will have 
access to; My Bilbiography and/or SciENcv. 
 
 

 

The eRA Commons and ORCID accounts are 
now linked to the NCBI account. 
 
Click on Account Settings to return to NCBI 
Account Settings. 
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The faculty member adding you as a delegate is now listed in My Bibliography and SciENcv. 
Click on My NCBI in the upper left corner of your screen, and you will see the faculty member added to your My 
NCBI main page.        

 
        
 
 
 
 
 

Building or Adding to a Bibliography 
You can add citations to your faculty’s bibliography from PubMed, a file or manually. PubMed is the search 
engine accessing primarily the MEDLINE database of references and abstracts on life sciences and biomedical 
topics.                 
Click on Manage My Bibliography (will take you to your bibliography), or your faculty’s bibliography listed in the 
same section (will take you to directly to the faculty bibliography). The advantage of adding citations directly in 
the faculty bibliography is that you can see immediately which citations are in Public Access Compliance.   
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  

When adding 
From a file, use 
.ris, .txt, nbib 

 
When adding through 
PubMed, search by topic, 
title or author 
 
 

 

If a citation does not appear in PubMed because it is too old or not yet 
available in PubMed, you can add it Manually. Add as much 
information as possible. There is also a dropdown menu and you can 
add Books & chapters; Meeting Abstracts; Presentations; Patents etc. 
 

 



 
 

 

 
  Page 5 of 9 
 

Building the NIH Biosketch in SciENcv 
 
Go to the main page of MyNCBI and click on 
the link nkonow under delegated CV, then  
click on Create New Document. You can 
now see you are working on the faculty 
biosketch. 
 
 
                                                                              

 
 
                                                                                                                                                   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

Add a title to the Biosketch 
 
 

 Choose your biosketch format  

Choose Source of data. You can Start with a 
blank document, the example here is pulling 
in information from ORCID. If you use an 
Existing Document as your source of data, 
be prepared to thoroughly review and edit 
the text if needed.  

 
Choose your sharing preference. Public or 
Private?  
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When all edits are 
complete, create a 
PDF for upload to 
the sponsor portal 
or as a word doc to 
edit in Word. 

Add additional 
degrees/training 

Add Personal 
Statement, Ongoing 
and Recently 
Completed Projects 
and click Select 
Citations to add 
citations from the 
faculty’s My 
Bibliography 

Add more 
information to 
Positions, Scientific 
Appointments and 
Honors if needed 

Contributions must 
be manually entered 
one at the time. Add 
citations using the 
same above when 
adding citations to 
the Personal 
Statement 
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Sample of the new NIH Biosketch generated from SciENcv. This biosketch is acceptable for upload to grants.gov, 
ASSIST and eRA Commons. 
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Related Resources/Referral Links 

• Proposal & Award Policies & Procedures Guide (PAPPG) Forms F  
• NOT-OD-21-073 
• NOT-OD-21-110 
• My NCBI Help 
• SciENcv 
• SciENcv Background 
• SciENcv YouTube tutorial 
• Integrating with ORCID 
• ORCID 
• Office of the Vice Provost for Research (OVPR) Updates: NIH Submissions for Due Dates Before and After 

January 25th, 2022. 
 
 

Appendix A - How do I link 3rd party logins to my NCBI account? 

Use the steps below to link 3rd party logins to your account. 

1. Sign in directly to NCBI with your username and password. 

2. Click your username, which is located on the top right of the browser page.  

 
3. Click “Change” in the “Linked Account” portlet. 

 
4. Locate the 3rd party account of your choice using the search bar, then Click Harvard 

University 

 

https://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf20001&org=NSF
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-073.html
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-21-110.html
https://www.ncbi.nlm.nih.gov/books/NBK154494/
https://www.ncbi.nlm.nih.gov/sciencv/
https://www.ncbi.nlm.nih.gov/sciencv/background/
https://www.youtube.com/watch?v=PRWy-3GXhtU&feature=youtu.be
https://www.youtube.com/watch?v=G_cKSRr7TJ4&feature=youtu.be
https://www.youtube.com/watch?v=G_cKSRr7TJ4&feature=youtu.be
https://orcid.org/
https://vpr.harvard.edu/news/update-nih-submissions-due-dates-and-after-january-25-2022
https://vpr.harvard.edu/news/update-nih-submissions-due-dates-and-after-january-25-2022
https://www.ncbi.nlm.nih.gov/account/
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5. You will be transferred to the Harvard Key sign in page. Enter your Harvard Key credentials, 
and you will be transferred back to NCBI. 

6. Your list of Linked Accounts will now include Harvard University. 

 

Next time you want to sign into NCBI you will see Last signed in from this computer via: Harvard 
University. Click on the underlined Harvard University link and log in through the Harvard Key login 
screen and you are all set to work in NCBI. 
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