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What is a biosketch?
A biographical sketch or biosketch is a document highlighting the qualifications of key personnel for a specific  
role in a proposed grant project. Both the NIH and the NSF require a biosketch for senior or key personnel  
applying for and renewing grants with each agency.

As of October 1, 2020, NSF has indicated that only PDFs for biographical sketches that are generated through the  
use of an NSF-approved format will be accepted. You can generate these PDFs via the SciENcv tool. Please see  
NSF's updated memo stating this new requirement. SciENcv is also recommended by the NIH.

Follow the steps detailed below to create your NSF and NIH approved biosketches.

Important: You should consult with your research administrator(s) if you have questions about how this  
will affect your grant submission and deadlines.

Before You Begin
It is HIGHLY recommended that you review the SciENcv #1 handout prior to engaging SciENcv to create  
your biosketch. If you have any questions or need assistance, please contact ORS

Review the handout “SciENcv #1 – Creating and Populating an Account” 
prior to beginning to create your SciENcv biosketches.
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https://www.colorado.edu/ocg/directory/


1. Start on the My NCBI landing page. Navigate to the SciENcv box in the bottom of the right column.  

If you don’t have an existing biosketch

2. Clink on the link in the SciENcv box that says “Click Here” to create a new CV. The Create a New 
Document box will open. Select the format you want to create: NIH, NSF, or IES. Select Start With 
A Blank Document.  Then click on the Create button. 

You MUST input a document name. It is 
recommended that you use the  sponsor 

abbreviation and the project name.

You will need to repeat this process for each format (e.g NIH, NSF) you want to create.

Choose the type of Biosketch you 
need  to build, the source of the data*, 

and if  it will be public or private.
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3. Once you select Create, the screen below should appear. You must fill in your name to move on to the next 
section. 

4. From this point forward, the steps will vary depending on the format of the biosketch. 

SciENcv Handout 2 Effective October 2020 3

To complete your biosketch, please refer to pages 7 & 8 of this document to review the 
sponsor specific steps for the of biosketch you are creating.



1. Start on the My NCBI landing page. Navigate to the SciENcv box in the bottom of the right column.  

If you have an existing biosketch in an external source

2. Clink on the link in the SciENcv box that says “Manage SciENcv”. This will open the SciENcv
documents page. From there you can create a new document from an existing document. 

To Import and Existing
CV, from a third party 
source, such as NSF or 
NIH, Clink on “Create 

New Document”
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Choose the type of Biosketch you need  
to build, the source of the data, and if  

it will be public or private.

If you choose an existing biosketch,  
any information that is required in 

the  new biosketch will transfer 
from the source. For  example, 

personal statements for NIH  will 
transfer to a new NIH biosketch,  

but will not transfer to a new NSF  
biosketch.

Select Create

To import an existing biosketch, 
the data source MUST BE 
LINKED to your MyNCBI

account. 
See Handout #1 – Creating and 

Populating an Account for 
instructions on how to link your 

accounts.
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To complete your biosketch, please refer to pages 7 & 8 of this document to review the 
sponsor specific steps for the of biosketch you are creating.



1. Start on the My NCBI landing page. Navigate to the SciENcv box in the bottom of the right column.  

If you have an existing biosketch within MyNCBI

2. Clink on the link in the SciENcv box that says “Manage SciENcv”. This will open the SciENcv
documents page. From there you can create a new document from an existing document. 

Click on the file name 
that you want to edit. 

To complete your biosketch, please refer to pages 7 & 8 of this document to review the 
sponsor specific steps for the of biosketch you are creating.
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Unless you copied this  
from another NSF  

biosketch, "Synergistic  
Activities" must be 
entered manually .

BUILD AN NSF BIOSKETCH

You can manually edit  
the information in each  

of these sections by 
clicking the Edit Entries 

link in each section.

Click to Create a PDF 
to create a document for 
upload to the sponsor’s 

portal.

1. For citations stored on this site, Choose 
My Bibliography 

2. To import citations from ORCID, 
Choose ORCID. 

*If  you’ve added citations to ORCID 
since creating this biosketch, Click
Refresh the list from ORCID.

To select products, or  
choose different ones,  

choose Select Citations,  
then follow directions in  

the Choose "My  
Bibliography" section  

below.
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*See the Formatting 
Page  on page 9 for 

instructions on 
formatting text.



Update these sections the same  
way you do the citations in 

Section A above.

BUILD AN NIH BIOSKETCH

Unless you copied this from  
another NIH biosketch, the  

"Personal Statement" section  
must be entered manually. 

Click to Create a PDF to create 
a document for upload to the 

sponsor’s portal.

Unless you copied this from  
another NIH biosketch, the  

"Contributions to Science"
must be entered manually. 

More than one may be entered, 
but each contribution must be 

entered separately. 
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You can manually edit  
the information in each  

of these sections by 
clicking the Edit Entries 

link in each section.

1. For citations stored on this 
site, Choose My 
Bibliography 

2. To import citations from 
ORCID, Choose ORCID. 

*If  you’ve added citations 
to ORCID since creating 
this biosketch, Click Refresh
the list from ORCID.

*See the Formatting Page  on 
page 9 for instructions on 

formatting text.



FORMATTING TEXT BOXES IN THE BIOSKETCH

This is true of all text  boxes, not 
just the personal statement.
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