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Creating a Curriculum Vitae 

• MIV has a feature that allows a candidate to use their entered 
data to create a curriculum vitae (CV) in a fashion similar to 
how MIV is used to create advancement actions 

• This four step process culminates in the output of a rich text 
file (RTF) document that is editable, should the candidate or 
their proxy wish to add information not found in MIV 

• It also creates a PDF of the document at the same time 
• The CV can be created by the candidate, or by their proxy 

(usually a Department Admin) 
• Once a CV is created, it can be duplicated in the program 

(rather than having to create a new one each time) 



Creating a Curriculum Vitae 

• From the candidate’s account, go to the main toolbar and 
select “CV & Biosketches” 
 
 
 

• Select Curriculum Vitae (CV) from the drop-down menu 
 
 
 

You must be in the 
candidate’s account 



Creating a Curriculum Vitae 

• Select “Add a New CV Document” to begin the four-step CV 
creation process 
 
 



Creating a Curriculum Vitae 

• Step 1:  Select CV Display Options 
 
 

Enter a custom 
Document Name here 

You may choose from a variety of display 
options that will allow you to customize 
the appearance of your CV; if you don’t 

make a selection, MIV will default to the 
selections displayed herein 

When you have made your selections, click 
“Proceed” to go to Step 2 



Creating a Curriculum Vitae 
• Step 2:  Select CV Data 

 
Select “from” & “to” years to establish 

content selection time period 

Select the various categories of data that 
you wish to include in the CV 

 
MIV will default to selecting all categories if 

you do not select them in this step 
 

To deselect a category, click on the box to 
remove the √ from the box 

 
When you are done, click “Proceed” to go 

to Step 3 



Creating a Curriculum Vitae 
• Step 3: Design My CV 

 

In much the same way as 
designing your dossier, you 

will need to select what 
information you wish to 

include in your CV 



Creating a Curriculum Vitae 
• Step 3: Design My CV 

 

You may Check All or Clear All 
to include or remove all data 
in your entire list, or you may 
Check Section or Clear Section 
to include or remove all data 

in that section 



Creating a Curriculum Vitae 
• Step 3: Design My CV 

 

Sections with data selected but 
with the header NOT selected will 
show up in the CV but without the 

header 
 

Sections that do not have any data 
entered will not expand, nor will 

they show up in the CV 



Creating a Curriculum Vitae 
• Step 3: Design My CV 

 

Once you have selected 
the data you wish to 

appear in your CV, click 
“Save,” which appears at 
both the top and bottom 
of the list (this view is an 

incomplete list) 



Creating a Curriculum Vitae 

• Step 4:  Your CV is now ready to be created 
 
 

Select “Create My CV” to put your data in the 
selected format, which will appear as both a PDF 

and an RTF (rich text format) document 



Creating a Curriculum Vitae 

• Voila – you have now created your CV in MIV!  Congratulations!! 
• The PDF is non-editable, while the RTF will allow you to edit as 

desired 
 
 

As always, you can contact us for assistance if you 
get an error or have any other problems creating 

your CV 
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