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INTROD UCTION
My NCBI Tool to Replace eRA Commons for Bibliography Management  
eRA Commons has partnered with the National Center for Biotechnology Information (NCBI) to 
link NCBI’s personal online tool, MyNCBI, to eRACommons (Notice Number: NOT-OD-10-103). 
As of July 23, 2010, PD/PIs are unable to enter citations manually into eRA 
Commons. They must use MyBibliography in MyNCBI.  

My NCBI (account)  
My NCBI is a free tool that retains user information and database 
preferences to provide customized services for many NCBI 
databases (i.e. PubMed, GenBank). MyNCBI require registration if 
you don’t have an eRA Commons ID. My NCBI allows you to 
access the tools of My Bibliography and SciENcv. 

Science Experts Network Curriculum Vitae (SciENcv) 
The SciENcv is a tool in My NCBI to create, download  
and share biosketches for NIH grant applications, NSF,  
and IES format. The SciENcv is integrated with the My 
Bibliography citation tool, which is required for NIH extramural grantees to demonstrate 
compliance with the NIH Public Access Policy. The NIH public access policy requires scientists to 
submit final peer-reviewed journal manuscripts that arise from NIH funds to PubMed Central 
immediately upon acceptance for publication (Click here to learn more) 

My Bibliography 
My Bibliography is a reference tool that helps you save your citations from PubMed or citations 
entered manually; provides a centralized place where citations are easily accessed, exported as 
a file, and made public to share with others. 
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https://grants.nih.gov/grants/guide/notice-files/not-od-10-103.html
https://publicaccess.nih.gov/
https://grants.nih.gov/grants/guide/notice-files/not-od-10-103.html
https://publicaccess.nih.gov/


P A G E  2

My Bibliography allows investigators to:   

• populate citation data from PubMed, PubMed Central, and the NIH Manuscript Submission 

• determine whether their publications are compliant with the NIH Public Access Policy  

• assign delegates to manage their bibliography 
• populate the Research Performance Progress Report (RPPR): Section C - Products, C.1 

Publications 

• associate NIH awards with their publications 
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Sign Into My NCBI using an eRA Commons ID (First Time) 

1. Go to PubMed or any other NCBI database (i.e. Nucleotide, BLAST, Protein).  
2. Use the NCBI link to sign in to My NCBI 
3. Sign into NCBI through PubMed using your eRA Commons ID 
4. Select - Create a new NCBI account 
5. Confirm email address  
If you don’t have an eRA Commons ID, create a free NCBI account (Click here to learn more) 
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https://www.ncbi.nlm.nih.gov/pubmed/
https://www.ncbi.nlm.nih.gov/account/?back_url=https://www.ncbi.nlm.nih.gov/pubmed/
https://www.ncbi.nlm.nih.gov/account/register/
https://www.ncbi.nlm.nih.gov/pubmed/
https://www.ncbi.nlm.nih.gov/account/?back_url=https://www.ncbi.nlm.nih.gov/pubmed/
https://www.ncbi.nlm.nih.gov/account/register/


MyNCBI Homepage 

Search NCBI databases 
This feature allow users search the NCBI databases. 

MyBibliography  
This is a reference tool that helps you save your citations from PubMed or citations entered 
manually; provides a centralized place where citations are easily accessed, exported as a file, 
and made public to share with others. 

Recent Activity 
This feature provides users a history of their searches and records in NCBI databases for the last 
6 months. 

Saved Searches 
This feature facilitates saving search queries for NCBI databases, and provides automatic e-mail 
updates for saved searches, which can be set up on a daily, weekly, or monthly basis. 

Collections 
This includes MyBibliography, Favorites and Other Citations. 

Filters 
NCBI databases search results can be narrowed down to smaller groups of data using filters. 

Your Email
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Customize MyNCBI Homepage 
1. Click Customize this page 
2. Check or uncheck any of the functions that you want to see or don't want in your My 
NCBI homepage 

Your Email
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Your Email



P A G E  6

Collections 
In Collections you can save the search results from many NCBI databases. There is no limit to the 
number of collections you may store in My NCBI. The Collections can be private or made public 
to share with others.  

• Favorite: A permanent collection to store your  favorite citations 
• My Bibliography: A permanent collection to store your authored works in 

• Other Citations: A permanent collection to store citations you contributed  to, but did not 
necessarily authored 

Creating Additional Collections using PubMed 
1. Use the SEARCH in the SEARCH NCBI databases window  or  Go to PubMed 
2. Search for the publication you want 
3. Click the check box next to the publication you want to save 
4. In Choose Destination select Collection 
5. Select Create a new collection, enter a name for your new collection and SAVE 

1

Your Email

https://www.ncbi.nlm.nih.gov/pubmed/
https://www.ncbi.nlm.nih.gov/pubmed/
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Cont. Creating Additional Collections using PubMed 
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Cont. Creating Additional Collections using PubMed 
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Make Collections Private or Public 
My NCBI collections are set as Private by default.  To change the settings: 
1. Click the wheel icon on the Collection you want to change the setting 
2. In Collection Sharing select the option you prefer (public or private) and click SAVE 
**If you change the setting to Public a confirmation message will appear and a link to share the 
collection 
3. Return to MyNCBI Homepage to see the changes in the Collection window 

2b

2a
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Your Email

Your Email
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My Bibliography 
A permanent collection to store your authored works in.  

Add citations via MyBibliography 
1. Click My Bibliography. A new window will open with 3 options: Add from PubMed, Add 

manually or Upload a file 
2. Click Add from PubMed. A new window will open with a search bar 
3. Enter your search terms in the query box and click Search 
4. Select the citations you wish to add to your My Bibliography collection and click “Add to My 

Bibliography 
5. Close the window and the newly added citations will immediately display in My Bibliography 

1
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Your Email
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Add citations directly from PubMed 
1. Go to PubMed 
2. Search for the publication you want 
3. Click the check box next to the publication you want to save 
4. Click Send to and from the dropdown menu select My Bibliography  and click Add to My 

Bibliography 
5. In the new window choose My Bibliography and click SAVE.   
6. To see the new citation added click Edit My Bibliography  or the link of  My Bibliography in the 

right top corner 

2
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Click here to learn how to add citations manually or from a file 
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https://www.ncbi.nlm.nih.gov/books/NBK53595/
https://www.ncbi.nlm.nih.gov/books/NBK53595/
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MyBibliography: Display Setting 

View 
Choose how you want to see the citations 

• List:Citations numbered without award information or compliance with the NIH Public Access 
Policy 

• Print: Citations with PMID number  
• Award: Citations with funding information and compliance with the NIH Public Access Policy 
• PMID List: Only display the PMID numbers of the citations 

Sorting 
You can choose to sort the citations by date, author, tittle or NIH compliance status 

Grouping 
You can choose to group the citations by citation type (i.e. journal article, book) or award 

Your Email
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Check Compliance with the NIH Public Access Policy 
You can use MyBibliography to track publications compliance with the NIH Public Access Policy. 
This will only work if the author has logged into NCBi using their eRA Commons account.  
1. Click Display Settings  
2. In View select Award  and In Sort by select Public Access Compliance 
3. Click Apply 

1
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Your Email
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Citations area marked with four types of dots: green, yellow, red or gray. 

• Green: Articles that are compliant with the NIH Public Access Policy 

• Yellow: Articles newly submitted to the NIH Manuscript Submission system that are 
considered in process  

• Red: Articles that is non-compliant 

• Gray: Articles with a question mark indicates that compliance with the NIH Public 
Access Policy cannot be determined without additional information 

Gold Lock indicates that the award was associated with the publication via NIHMS 
Gray Lock this publication was officially reported on a progress report via eRA Commons. 

Your Email
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Start the Compliance process 
The compliance process with the NIH Public Access Policy can be started in MyBibliography.  
1. In the Non Compliant article click Citation not in NIHMS or PMC [Edit Status] 
2. Did the NIH support this citation, in whole or in part?  Select YES (if apply). A new window will 

open 
3. Click Begin submission in the NIHMS and SAVE & CLOSE 

2

1
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Click here to learn 
more about the 
steps to submit the 
manuscript via 
NIHMS

Your Email

https://www.ncbi.nlm.nih.gov/pmc/about/submission-methods/
https://www.ncbi.nlm.nih.gov/pmc/about/submission-methods/
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Add or Remove Awards  
Grants can be associated or disassociated to citations.  
1. Click Add Award in the citation you want to associate to a grant  
2. Choose the pertinent award from the list and click SAVE 

1

2a

2b

To add awards,  

My Bibliography must be 

connected to the eRA 

Commons.  

The eRA Commons is 

connected to My Bibliography 

if you see the eRA icon at the 

top of the bibliography. 

To learn how to connect My 

Bibliography with eRA 

Commons see page 23

Your Email
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Create an Award Compliance Report 
To create a pdf version of your publications with the compliance status 
1. In MyBibliography select the publications you want 
2. Click PDF Report 
3. In the new window, fill the blank with your information and click Download PDF 

1
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Your Email
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Share MyBibliography 
My Bibliography must be Public in order to generate a link for sharing with others. 
1. Click (make it public). A link will be generated 
2. Copy the url and share with others 

1

2

Tips: This link should be added to your Biosketch and the next PR-INBRE Productivity Report

Your Email



P A G E  2 2

Add Delegates 
This is a feature to grant access to other persons (delegates) to view and manage  My 
Bibliography collection. The delegate will then be able to add or remove citations to the 
bibliography and perform other functions. 
1. Click on your email to access your account settings  
2. In NCBI Account Settings click Add a Delegates 
3. Write the email of the person you want to add as delegate 

1

2



Link My Bibliography with eRA Commons 
1. Click on your email to access your account settings  
2. In NCBI Account Settings under Linked Accounts will appear the email address 

of the account registered in eraCommons 

The eRA Commons is connected to My Bibliography if you see the eRA icon at the 
top of the bibliography.
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