
ScienCV Quick How-to’s: 

If you are having trouble with ScienCV please contact tolivarez@twu.edu, for assistance on entry of informa on. 
(For all these examples I am using my account, please note that I am delegated to many accounts at this me so mine will look a li le bit different.) 

 

Entering Cita ons: 

 For all types of Biosketches and Proposals we will encounter Cita ons. You will need to upload your cita ons into ScienCV, to be able to 

add them to your Biosketch.  

 Open your Bibliography from your Dashboard in ScienCV 

 Click the link tled “Manage my Bibliography” to access your 

content.  

 Once here you will see three op ons on the top 

o Manage Cita ons allows you to edit cita ons 

already entered 

o Filter Cita ons lets you sort 

cita ons according to different 

specifica ons.  

 

When we want to Add a Cita on we are given 3 ways to do so; From PubMed (recommended), From a file, or 

Manually. We will be looking at adding cita ons from PubMed and Manually as they seem to be the quickest in my 

opinion, but you are welcome to try impor ng them from a file as well.  

 

 

 

 

 From PubMed: You can search directly for a 

specific cita on within PubMed’s database, 

given that you know enough informa on 

about the cita on. Searching for cita ons can 

some mes take longer than manually 

entering them.  I recommend searching these 

3 things, and if the cita on does not show up 

defer to entering it manually into the system; DOI 

Number, PubMed ar cle ID, Title of Publica on.  

 

 

 

 

 

 

 Manual Entry: 
1. Determine the source type for the 

cita on 

2. Once this is determined enter the 

appropriate informa on into the fields 

provided.  

(note only fields with an * are required) 

3. Once finished push “Add Cita on”  

4. The Cita on will then show up in your 

Bibliography 

 

 

 



 

Crea ng Documents: 

 On the bo om right-hand side of the Dashboard you will see a ScienCV box. 

To create any document within ScienCV you will work here. (pictured---->) 

 Note: Yours will not have the delega ons unless you are someone’s 

delegate.  

 Click Manage ScienCV  

 Which will take you to the page below: 

 

 

 

 

 

 

 

Here you will want to click “Create New 

Document”  

 

 

 

 

 

 

 

 

 On this screen we will determine what 

type of document we will be crea ng for a 

specific proposal.  

 Name your document with something 

unique to the proposal, as you will likely 

have more biosketches (or documents) in 

the future.  

 Use the radio bu ons to select the type of 

Document you will be crea ng.  

 Then click “Create” at the bo om of the 

screen 

 You will then be taken to your new 

Document. 

 

 

 

 

 

 



 

 

Crea ng a Biosketch!  (For our example we will be using an NIH Biosketch) 

 
 Educa on and Training:  

In this sec on you will add 

your educa on and 

training. This must be done 

individually.  

 

o Click “add one” to begin adding your experience.  

o Use the radio Bu ons to determine if the entry is 

for your Degree or Training. 

o The fill out the corresponding fields with the 

appropriate informa on. 

Again note that only the * are required 

o Once finished, click either “Save” or “Save & add 

another entry” 

 

 Personal Statement:  In this 

sec on you will add a personal 

statement as well as up to 4 

Cita ons, that support your 

Personal Statement.  
 

1. Start by clicking “Edit 

Statement” this will 

prompt a box to open 

where you can either enter 

or paste your personal 

statement into the field.  

2. Enter your personal statement by either means, and then click the Green Check, to save your statement.  

3. Next Click “Select Cita ons” if you wish 

to add cita ons to this sec on. This will 

prompt a window to your bibliography. 

(This is where the first sec on in this guide 

comes in handy) Here we will select the 

Cita ons from your bibliography.  

4. Select the Cita ons you wish to use to 

support your personal statement, using 

the check boxes, highlight all cita ons you 

wish to use.  

5. Then click “Save cita ons” above the 

window. 

6. Once this is done you should then see 

your Personal Statement and Cita ons 

listed Below 

 

 

1. 

2. 



 

 Posi ons, Scien fic 

Appointments and Honors: 
In this sec on you will add the 

posi ons you have held in your 

career. This also includes 

memberships.  

1. To add an appointment you will use the top por on and to add and honor you will use the bo om por on.  

2. For posi ons and appointments: Add each posi on or appointment to your Biosketch Individually. If you require more levels within 

the organiza on your worked at ( see example 

below) use the “add a level” bu on as needed.  

3. Once finished, clicked “Save” or “Save & add 

another entry” 

 

 

 

4. For honors: Add each honor to your Biosketch 

Individually.  

5. Once each field is completed click either “Save” or 

“Save & add another entry” 

 

 

 

 

 

 

 

 Contribu ons to Science: In this 

sec on you will add the following: Up to a 

maximum of 5 separate “Contribu ons to 

science” with up to 4 Cita ons that 

support each Contribu on. This means 

you will have a maximum of 20 total 

cita ons for this sec on.  

 
1. Start by clicking the “edit this 

sec on” bu on.  

2. This will prompt a field with 

your contribu ons to open.  

3. Within this new field we will 

first edit the Descrip on. 

Click “edit”. This will prompt a 

familiar looking field.  

 



4. Enter or paste the descrip on of 

the contribu on, into the field. 

5. Click the green arrow once 

finished, to save your work.  

 

 

 

 

6. Now we will add the cita ons that 

are relevant to the contribu on. 

Click “Select Cita ons”  

7. Select the cita ons you wish to add, 

by checking the box to the le  of the 

cita on. 

8. Once all cita ons have been added, 

click save cita ons.  

 

 

 

 

9. You should now see your contribu on to science with the corresponding cita ons below it.  

10. To add more contribu ons, click the “Add another Contribu on” bu on at the top and repeat this process for each contribu on.  

 

 

 

 

 

 Linking your Bibliography: If you have addi onal cita ons and publica ons within your bibliography that don’t necessarily align 

with the current proposal, but you s ll want to showcase them, then click the check box that includes a link to your bibliography. 

This will provide a link within your Biosketch, where reviewers can go to see your other work.  

 

 

 

 

 

 

 

 

 



 Downloading your document for use: 

o At the bo om of your new Document you will see 3 ways to print your document. Please click whichever media you 

prefer and your download will begin.  


