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Part 1: Creating and populating an account 

Part 2: Building your Biosketches using SciENcv

Part 3:  Building your Current and Pending using 
SciENcv

For full instructions, visit: https://www.ncbi.nlm.nih.gov/books/NBK154494



1. If you already have a login for NCBI, start here:
https://www.ncbi.nlm.nih.gov/account/

Choose your login method. After you’ve signed in 
once, the “Log in again…” section will appear, and you 
can click on the method there. 

Part 1: Creating and populating an account

2. If you need to create an account, start here:
https://account.ncbi.nlm.nih.gov/signup/

Choose a login method. You can use your UTA Net ID by clicking 
on more sign-up options, searching UTA, and entering your Net 
ID and password. You may also use another icon.

https://www.ncbi.nlm.nih.gov/account/
https://account.ncbi.nlm.nih.gov/signup/


Logging in should bring you to this landing page. 

Part 1: Creating and populating an account



Part 1: Creating and populating an account
Linking your accounts
1. Click on your username in the upper right corner.

2. Select Account Settings.

3. Under Linked Accounts, you can view which accounts
are linked. You may also add or remove.



Part 1: Creating and populating an account
Linking your accounts

4. Adding a Delegate
Delegates will have access to the information in your accounts so that they can assist you in
building your forms.

Click on Add Delegate and enter their email.



Part 1: Creating and populating an account
Building your publication record 

1. If you’ve added publications, skip to Part 2: Building your Biosketch through SciENcv
2. To add publications using your ORCID account, see Part 2: Building your Biosketch

through SciENcv to pull information from your ORCID. Once records are loaded from
ORCID, they will also reside in the My Bibliography section.

3. To add publication records manually, click on Manage My Bibliography and select
preferred entry.



1. From the landing page, go to the SciENcv section (if you cannot see
the main page, click on Dashboard from the menu from your
username).

Part 2: Building your Biosketches using SciENcv



1. Click on Create New Document if you don’t have any Biosketches or C&Ps built yet
OR

2. Click on Manage SciENCV if you have started either form. Click Edit to make changes.

Part 2: Building your Biosketches using SciENcv

• Clicking on the Edit button allows you to delete or change existing records. Clicking on the record
name also allows editing.

• Since sponsors regularly change document requirements, make sure document templates meet
current requirements. If the required form has changed, see the next section, Create a New
document, choose the correct form, and copy your old document into the new one.



1. Click on Create New Document.
2. Choose the type of Biosketch you need, the source of the data, and if it will be public

or private.

Part 2: Building your Biosketches using SciENcv

• If you choose an existing biosketch,
any information that is required in the
new biosketch will transfer for the
same agency.

• For example, personal statements for
NIH will transfer to a new NIH
biosketch, but will not transfer to a
new NSF biosketch.

3. Select Create.



First time users may get a screen that looks like this, depending on what information has 
been imported from other sites. Fill in as appropriate. 

Part 2: Building your Biosketches using SciENcv



Part 2: Building your NSF Biosketch using SciENcv

You can manually 
edit/enter the 
information in 
each of these 
sections, A thru D. 

Once all of your 
edits are complete, 
you can create a 
PDF for upload to 
the sponsor’s 
portal. 



Part 2: Building your NSF Biosketch using SciENcv

To select products, or 
choose different ones, 
click on Select Citations, 
then follow directions in 
the Choose My 
Bibliography section 
below. 



Part 2: Building your NSF Biosketch using SciENcv

Choose My Bibliography for citations stored on this site, or ORCID to 
import citations from ORCID. If you’ve added citations to ORCID since 
creating this biosketch, click on Refresh from ORCID. 



Part 2: Building your NSF Biosketch using SciENcv
Unless copied from another NSF biosketch, the Synergistic Activities section must be 
manually entered. 

A delegate can create/edit up until certification and download.

The PI must click on Download: PDF, and the Certification box will appear. 
Select Agree. The PDF will be created. Save the PDF to your files without any 
change to its format/type. Do not print to PDF as the information that is 
embedded in the document that NSF uses to verify the document will be lost 
and the document won’t be able to be uploaded.



Part 2: Building your NSF Biosketch using SciENcv

To select products, or 
choose different ones, 
choose Select 
Citations, then follow 
directions in the 
Choose My 
Bibliography section 
below. 



Part 2: Building your NIH Biosketch using SciENcv
Once all of your edits are 
complete, you can create a 
PDF for upload to the 
sponsor’s portal or 
download a Word 
document for further edits.

You can manually edit 
the information in each 
of these sections.

Unless you copied this 
from another NIH 
biosketch, the Personal 
Statement section must 
be manually entered. 

See the instructions in the NSF 
biosketch section above for how to 
update and select citations. 



Formatting Text Boxes in the Biosketch
SciENcv uses “Markdown” syntax which allows you to add simple formatting to 
text boxes, like the Personal Statement or Synergistic Activities. 

Part 2: Building your Biosketch using SciENcv

• HTML tags are not supported
• Phrase Emphasis

• *italic*
• **bold**

• Headers
• # Title = First level header
• ## Title = Second level header
• ### Title = Third level header

• Lists
Ordered, without paragraphs:
• 1. Item1
• 1. Item2
Unordered, with paragraphs:
• * A list item.
With multiple paragraphs:
• * Bar

• Manual  Line Breaks
• end a line with two or more spaces.

• “Escaping” formatting characters
• If you want to type a formatting

character and have it treated as text
not formatting, type a backlash first \.
This means \*gives*, \_gives_etc.

• Superscript
• Number^number, e.g. 10^6 would

display as 106



Part 3:  Building your Current and Pending using SciENcv

1. Click on Create New Document if you don’t have any C&Ps built yet OR
2. Click on Manage SciENcv if you have started a form. Click Edit to make changes.

3. Enter document name.
4. Choose the type of C&P you need to build, the
source of the data, and if it will be public or private.

If you choose an existing C&P, any information that 
is required in the new C&P will transfer. If you have 
started a form, click Edit to make changes.



Part 3:  Building your NSF Current and Pending using SciENcv

You can edit or 
add the 
information in 
each of these 
sections.



Part 3:  Building your NSF Current and Pending using SciENcv

Identifying Information, Organization and Location

In this section, disclose the information requested 
regarding the individual and their associated 
organization and location. All fields are required unless 
otherwise noted.

Project/Proposal

In this section, disclose ALL existing projects (current) 
and those currently under consideration for funding 
(pending). A separate entry must be provided for each 
active project/pending proposal using the format 
specified below.



Part 3:  Building your NSF Current and Pending using SciENcv



Part 3:  Building your NSF Current and Pending using SciENcv

As you save each project, it 
will be added to your 
Current and Pending page. 



Part 3:  Building your NSF Current and Pending using SciENcv

When additions/updates are complete, click on Download PDF, which will take you to the 
certification page. 

A delegate can create/edit up until certification and download. 

PI’s must click on Download: PDF, and the Certification box will 
appear. Select Agree. The PDF will be created. Save the PDF to your 
files without any change to its format/type. Do not print to PDF as 
the information that is embedded in the document that NSF uses to 
verify the document will be lost and the document won’t be able to 
be uploaded. 



For additional questions or assistance, please contact: 
preaward@uta.edu

For full instructions, visit: https://www.ncbi.nlm.nih.gov/books/NBK154494

https://www.ncbi.nlm.nih.gov/books/NBK154494
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