Faculty Guide to Logging In and Uploading Information to SciENcv
Step-by-Step Instructions for New and Returning Users
Introduction
SciENcv (Science Experts Network Curriculum Vitae) is a free, electronic system designed to help researchers create and maintain biosketches and CVs for federal funding applications. This guide will walk faculty members through the process of logging into SciENcv and uploading their professional information.
Step 1: Access SciENcv
1. Open your web browser and navigate to the SciENcv homepage at SciENcv: Science Experts Network Curriculum Vitae
Step 2: Log In to SciENcv
1. Click the “eRA Commons” button in the middle the page.
2. Enter your credentials and follow the prompts to access your NCBI account. If you don’t have an account, select “Register for an NCBI account” and complete the registration process.
Step 3: Create or Access Your SciENcv Profile
1. Once logged in, click on your username at the top right and select “Dashboard”.
2. Find the SciENcv section and click “Manage SciENcv” or go directly to the SciENcv tool.
3. To create a new profile, click on “Create a New Profile” and select the appropriate profile type (e.g., NIH Biosketch, NSF Biosketch, etc.).
Step 4: Upload or Enter Your Information
Import Information using XML file:
1. Select “+ New Document” in the blue box in the middle of the page on the right side.
2. Enter the Document Name of your choosing.
3. In the Document Type box, select the type of file you need from the dropdown menu.
4. Select the radio button beside “Upload an XML file”.
5. Click on “Choose a File” and navigate to the XML file sent to you by SPS.  
· The XML File starts with [image: ].  
· You may have to save the file to your computer before you can select it for uploading.
6. Click Next.
7. Choose the agency to which you are submitting this proposal.
· Note:  Choosing the agency for which you are submitting will generate a report with their specific information.  You can use the same XML file to generate reports with the same information for each agency listed.
8. If you are submitting to a USDA sub agency, select the correct USDA Agency.  Please contact your Pre-Award Specialist if you are unsure which to choose.
9. Proceed to Step 5:  Save and Update Your Profile

Alternative Import Option:
1.  If you have an existing eRA Commons, ORCID, or My Bibliography account, you can import your information directly by linking your accounts.
2. Click “External Source” and choose the account to import data from. Follow the prompts to authorize the connection and import your information.
Manual Entry:
If you prefer, you can manually enter your education, employment history, research support, and other required sections by typing into the forms provided.
Step 5: Save and Update Your Profile
1. Review all sections of your SciENcv profile for accuracy.
2. Click “Save” after making any changes.
3. You can download your completed biosketch as a PDF or share it electronically as needed.
Tips and Troubleshooting
· If you forget your password or have trouble logging in, use the “Forgot Password” link on the sign-in page for assistance.
· For additional help, visit the NCBI SciENcv Help Page for step-by-step tutorials and FAQs.
· Keep your information updated regularly to ensure your biosketches are current for grant applications.
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