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EVERYTHING YOU NEED TO KNOW



About the policy
• Mandated in April, 7 2008. 

https://publicaccess.nih.gov/policy.htm

• Publications reporting research funded by NIH grants 
made freely available in PubMed Central (PMC) no later 
than twelve months after the final, published version 
appears in print and or online. 

• PubMed Central (PMC), the online, open access, digital 
library of the National Institutes of Health’s National 
Library of Medicine.

• NIH will delay processing of an award or a Progress Report 
(RPPR) if compliance if not met.



What does the Policy apply to?

• Does not apply to:
Ø Articles reporting on research funded by 

agencies other than NIH.
Ø Review articles, books, book chapters, 

meeting abstracts, or dissertations. 
• Does apply to all peer-reviewed* journal 

articles reporting on research funded by 
NIH grant(s).

*Articles reviewed by experts before it is published.



Four methods of submitting 
publications to PubMed Central

• Method A, submission is automatic.

• Method B, submission is by request.

• Method C, submission is done manually. 

• Method D, submission is assisted. 



Method A

• Journal deposits final published article into 
PubMed Central without grantee author, or 
delegate involvement.

• The article is made available no later than 
12 months after publication.

• List of these journals
https://publicaccess.nih.gov/submit_process_journals.htm.



Method B
• Grantee, author, or delegate asks publisher 

to deposit specific final published article in 
PubMed Central.

• The publisher will request an open access fee
to do the deposit.

• Arrangements must be made to ensure that 
the article is made publically available no 
later than 12 months after publication.

• A list of these publishers can be found at
https://publicaccess.nih.gov/select_deposit_publishers.htm.



Method C
• Grantee, author, or delegate deposits final, 

peer-reviewed manuscript into PubMed 

Central via the NIH Manuscript Submission 

System (NIHMS). 

• If other submission methods do not apply, 

this is the method that must be followed for 

compliance.



Method D
• Publishers have volunteered to deposit a final, peer-

reviewed when they determine that it falls under the NIH 
Public Access Policy.

• Grantees are responsible for ensuring that the manuscript 
is deposited upon acceptance for publication. 

• The person assigned as a reviewer of the deposit must 
complete all remaining in order for the submission to be in 
compliance . 

• A list of these publishers can be found at 

https://publicaccess.nih.gov/Method D Publisher. 



Depositing into NIHMS

• The NIH Grantee/Principle Investigator (PI) 
is responsible for compliance and moving 
the manuscript through the tasks involved 
in all the steps.

• However,  some of the steps can be 
assigned to a delegate—author of the 
manuscript or administration staff. 



What  cannot & can be deposited
•Cannot:

>Final .PDF version of the published article.

>Page/galley proofs.

>Both of the above versions fall under copyright.

•Can:

>The final, peer-reviewed manuscript.

>All the figures, tables, and supplemental materials.

•Both of the above versions fall under copyright.



Final .PDF 



Page/Galley Proofs
The preliminary versions of publications meant for review.



Depositing Checklist:
• Name of the journal manuscript will be  

published in.
• Manuscript title. 
• Grant number(s). 
• All manuscript files—text, figures, tables, 

supplemental material and data if that 
applies.

• The embargo*period begins when the 
article is officially published and ends up 
to 12 months later. 
* Time period, in months, that the publisher retains rights to distribution of the article. Upon 
submission to PubMed Central and until the embargo period passes, PubMed Central will 
provide a brief record of the manuscript.V



When can deposit be made?

• Once the journal acknowledges the 
manuscript is accepted for publication.

• Remember the embargo should be 12 
months post publication.

• Depositing retrospectively, a year or 
more after publication, you can set the 
embargo less than 12 months.



Depositing into the  NIH Manuscript Submission 
System (NIHMS) involves multiple steps.

This image indicates at what point the deposited manuscript is within NIHMS.



Deep Dive into Method C

• Deposit of the final, peer-reviewed
manuscript into PubMed Central  is done via 
the National Institutes Manuscript 
Submission System (NIHMS).

• Can be done by the grantee, the author of 
the publication, or an individual acting as a 
proxy acting assigned to make the deposit. 



Depositing into NIHMS



Login to NIHMS
• https://www.nihms.nih.gov/login/?next=/submission/

• Use the credentials that apply to you.



Once logged in you will be able to begin the process of 
submitting a manuscript by clicking on Submit New Manuscript.



The first step is to enter the title of the manuscript and the journal 
publishing it.



The next step is to assign the NIH grant that funded the research 
reported.
Enter the grant number if you have it or the grantee who was awarded it.

The window will open with all the grant information that will be assigned to the 
deposit. Check the box and click the Add(1)



Upload file window will appear with 
instructions on what needs to be uploaded: 

• The manuscript—as a word doc, reach text 

format (rtf), or convert either into a PDF.

• All files that make up the publicaios:

ü Figures

ü Tables

ü Video

ü Supplemental material



Uploading each file in one of two ways:

1.Click on Browse on your computer to 

navigate to the file to upload it or,

2.Drag and drop the file in the 

designated place.



Each of the files must be labeled appropriately:
Manuscript
Figure 1, Figure 2, etc.
Table 1, Figure 2, etc.
Video 2, Video 2, etc.
Supplementary Material 1, Supplementary Material 2, etc.



After all the files are loaded and labeled, check 
By checking this box I certify…. and click Next.



•Enter the name of who will Review and approve the 
deposit and 
set the Release Delay (Embargo).
“The embargo is the time period, in months, that the 
publisher retains exclusive rights to distribute the article. 
The full text of an article will not be made available in 
PMC, even if the PMC-ready documents have been 
approved by the Reviewer, until after the embargo has 
ended. Assignment of a PMCID is not dependent on the 
embargo.”
The reviewer should be either the author of the work or 
the P.I.  Whose grant has been assigned to the deposit. 

On the next screen:



On the next screen:
• Enter the name of who will Review and approve the 

deposit and
• Set the Release Delay (Embargo).
• Remember “The embargo is the time period, in months, 

that the publisher retains exclusive rights to distribute the 
article. The full text of an article will not be made available 
in PMC, even if the PMC-ready documents have been 
approved by the Reviewer, until after the embargo has 
ended. Assignment of a PMCID is not dependent on the 
embargo.”

• The reviewer should be either the author of the work or the 
P.I.  whose grant has been assigned to the deposit.



After all aspects of the deposit are complete, a 
Submission Statement appears. Clicking on Agree 
moves the deposit onto the next step in compliance.



Compliance by the Numbers
• PMCID/PMC is the number assigned to show that the publication 

is in full compliance with the Policy—PMCID:185221 or 
PMC185221.

• NIHMSID is a temporary compliance number that is only valid to 
show compliance for three months post publication. Beyond that 
time, it cannot be used to show compliance with the NIH Public 
Access Policy—NIHMSID: NIHMSID30238.

• PMC Journal – In Process signifies that the Publisher deposited, 
into NIHMS, the final, print version of the publication but the 
deposit has not received a PMC identifier. A list of these journals 
can be found at
https://publicaccess.nih.gov/submit_process_journals.htm.

• PMID (PubMed Identification number) is a unique identifier 
number assigned to every record in PubMed—PMID:12748199. 
This number is in no way related to the NIH Public Access Policy 
and cannot be used to show compliance.

• If you have a PMID and want to see if there is a 
PMCID/NIHMSID, you can use the “PMCID Converter” 
https://www.ncbi.nlm.nih.gov/pmc/pmctopmid/.



Tracking compliance in
My Bibliography



What is My Bibliography in My NCBI?
•An application to be used by NIH Grantees for managing 
publications or products that need to  comply with the NIH Public 
Access Policy.
•Accessed by signing into National Center of Biotechnology 
Information (NCBI).
•If you do not have a My NCBI account, you can register for one 
and it is “free”.
•The publications and/or products entered into My Bibliography 
will show compliance status and the NIH Grant(s) that supports it.
•My Bibliography must be linked to the Grantees eRA Commons.
•This linking enables the Grantee and/or their delegate, when 
preparing a grant application, grant renewal, or a Research 
Performance Progress Report (RPPR) to have access to the 
publications to be cited.



Registering for a My NCBI account
• Go  https://www.ncbi.nlm.nih.gov
• Click on Sign in to NCBI in the upper right corner of the 

screen. 
• You have options to sign in or register for an account.



Important Changes to NCBI Accounts Coming in 2021

https://ncbiinsights.ncbi.nlm.nih.gov/2021/01/05/important-changes-ncbi-accounts-2021/



My Bibliography and eRA Commons
• eRA Commons is a set of web tools used for the 

administrative activities of NIH Grants.
• My Bibliography must be linked to the Grantees 

eRA Commons.
• The Publication entered into My Bibliography 

will show compliance status and the NIH 
Grant(s) that supports it.

• This linking enables the Grantee and/or the 
delegate, when preparing a grant application, 
grant renewal, or a Research Performance 
Progress Report (RPPR) to have access to the 
publications to be cited. 



Linking MY BIBLIOGRAPHY to 
eRA Commons
1. Log into My NCBI.
2. Click on your login name at top right of the window to get 

to your account settings.
3. Click on the “Change” button for “Linked Account”. 
4. You can scroll to the list “Login Account Options” and click 

on “NIH & eRA Commons” or search for NIH which 
should show “NIH & eRA Commons”, click on it. 

5. You can only link to one account. If you have linked to 
another account click on “Change” and follow steps in #4. 

6. Check you’re My Bibliography and if there is the eRA logo 
at the top the linking was successful.





1. The person the Grantee wants to make a 
delegate should have a My NCBI account.

2. The Grantee signs into their My NCBI account.
3. Clicks on the username at the top-right of the 

screen to access Account Settings. 
4. Scroll down to Delegates.
5. Click on “Add a Delegate” & add the email 

address of the person to be added as a delegate.
6. Click “OK”.
7. Message sent to Delegate.
8. Delegate clicks on the link.
9. Delegation accepted. 

Assigning a delegate to manage My Bibliography





My Bibliography Version 3.0

• Released in 2019 and is a redesigned 
interface

• Displaying options at the top of the page 
to manage citations, add citations, search 
citations, sort citations.

• Also, there is a unique URL allowing for 
the sharing of the citations in the 
Bibliography or making it private.



The numbers on the banner at the top of the window indicate the number 
of citations in the Bibliography and their compliance status. Clicking on 
each will sort those citations according to the compliance status.



Publications in My Bibliography are 
color coded to indicate compliance.



Green indicates compliant and have a PubMed Central article ID (PCID)



Publications color-coded in red are either non-compliant or not defined.
Non-compliant articles may have award(s) associated to them by clicking on Add Award, 
but the manuscripts have not been submitted to the NIH Manuscript Submission 
(NIHMS) system. By clicking Edit Status the compliance process can be started.

Not defined publications do not have awards associated with them and need to be identified as supported 
by NIH grants by clicking Edit Status to confirm that they are partly or wholly supported by NIH grants 
and funding information can be added by clicking the Add award.



Publications in blue that have recently been submitted to NIHMS are considered in process 
and display the color coded in blue and display the NIHMS ID number.

Another blue color-coding option would be that the journal deposits the final, published 
version of the publication and the tag is PMC Journal-In-Process



Publications not funded by NIH grants or were accepted for publication prior 
to April 7, 2008 are color-coded in gray and marked Not Applicable-Exempted.



eRA Commons is a set of web tools that are 
used for the administrative activities of NIH 
Grants.



Public Access Policy & eRA Commons
• If you cite a paper that falls under the Policy in an 

NIH grant application or progress report (Research 
Performance Progress Report RPPR), even if you are 
not an author, you must include a PMCID.

• Progress reports (RRRR) document grantee 
accomplishments and compliance with terms of an 
NIH award.

• RPPRs can be done by the Grantee, a delegate 
assigned by the Grantee, or a signing official who 
has “institutional authority to legally bind the 
institution in grants administration matter.

• The “institutional authority” is the Office of 
Research and Special Projects (ORSP).



Research Performance Progress Report RPPR
Logging into Commons and clicking RPPR initiates the progress report and 
reveals the list of the various parts of the RPPR that must be completed. 



RPPR Section C.1-Products
• In this section all publications reporting research 

funded by an NIH Grant are reported. 
• The publications listed here come from the Grantee’s 

My Bibliography that has been linked to Commons.
• Publications that fall under the NIH Public Access 

Policy and are non-compliant still must be reported 
and have 10 days to get into compliance.

• It is advised that getting these non-compliance 
publications into compliance be done as soon as 
possible to ensure that the award is renewed in a 
timely manner.  



How to report products aka publications
• If there are no publications to report 

select No.
• If there are publications to report 

select Yes.

• If Yes is selected three tables will open.



The tables

Publications not yet associated with award

Publications not previously reported which are 
associated with the grant

Publications on prior RPPRS



The tables and My Bibliography
• The tables in the RPPR Products draw information from 

the Grantees My Bibliography in the My NCBI account. 
• The publication data in these tables is dynamic until the 

progress report is submitted to the agency. 
• Any change to the data occurring in PubMed, PubMed 

Central, the Grantees My Bibliography account, or in the 
compliance status of a publication, will refresh upon 
saving the C.1 Products section, or opening the RPPR in 
another session. 

• When the progress report is submitted to the agency, the 
publication data is frozen in the progress report. 



• The grantee must respond to this a non-compliance notification. 

• “NIH can accept anything other than compliance with the policy only 

in the rarest of circumstances, such as a death of the sole author.” 

• “NIH will not process RPPRs until all papers arising from the award 

are compliant with the public access policy. That means funding for 

awards with non-compliant RPPRs could be delayed. The NIH 

manuscript submission system (NIHMS) is processing papers in about 

3 weeks. We encourage you to ensure compliance well before your 

RPPR is due to avoid delays processing your RPPR and receiving 

funding.” Posted on September 27, 2017 

Responding to non-compliance notifications.



Access the NIH Public Access Policy canvas tool 
for an in depth understanding of everything 
covered in the workshop.

https://umich.instructure.com/courses/257336

https://umich.instructure.com/courses/257336

