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1. Step-by-step guide to e-grant

1.1 Accessing e-grant

Applications to Innovation Fund Denmark for

large-scale projects and societal partnerships English

must be submitted via the electronic application
system https://e-grant.dk/.

All the general pages in e-grant are available in
both Danish and English (switch language at the
top right).

Note however that the actual application form

for large-scale projects is available in English only.

Velkommen til Selvbetjeningsportal e-grant, hvor du kan sege midler og
administrere bevillinger givet af Det Frie Forskningsrad,
InnovationsFonden samt Uddannelses- og Forskningsministeriet.

Her finder du vaerkigjer, du skal bruge til at sege midler til forskning og
innovationsprojekter samt til at administrere aktive bevillinger.

E-arant.dk tilbvder to former for login

INNOVATION FUND DENMARK / @STERGADE 26 A, 4 FLOOR / DK-1100 COPENHAGEN K
T:+45 6190 5000 / W: INNOVATIONSFONDEN.DK / E: CONTACT@INNOFOND.DK

CVR. NR.: 29 03 56 95



https://e-grant.dk/

RESEARCH,TECHNOLOGY & GROWTH

1.2 User setup

The first time you access https://e-grant.dk/, you will need to set yourself up on the system.

You have two options:

e Either use NemID every time you log in (requires a key every time),
e Or create a user profile consisting of a user name (i.e. email address) and your own choice of
password.

The chosen login type will be the one you use for all future access to e-grant.

Create user profile: requires both an email address and a mobile phone number: The link is sent to
you by email first. When you then activate your access, you will receive a code by SMS, which you
then have to enter. For all future logins, you will not need a mobile phone, and simply have to
remember your user name and password.

1.3 Welcome page (Home) — Find the right call

After login, you land on the Welcome
page.

At the top is the green main menu (a
number of the items shown in the
screenshot are visible only if there is
content to display).

Home  Application possibilities ~ Applications ~ Reviewer  Messages

Welcome to e-grant.dk

e-grant is your entry point for applying for and administrating grants from The Danish Council of Independe
Research, Science and Innovation.

“Application possibilities” (in Danish:
“Spgemuligheder”) takes you to a page
listing all the open calls.

Note that all call titles for large-scale projects and societal partnerships are prefixed by “IF”

Purnncg

Find the relevant call and click “Apply now” .

1.4 Starting an application

After you have clicked “Apply now”, you will be taken to a
page where you start the generation of an application Start an application
form by entering a title and clicking “Create application”. Write  title for your application.

The title cannot be amended subsequently on the Ttie for the application:

application's cover page, but you will be able to amend it
inside the form. The amendment will not be reflected on EEmE e
the cover page until the application has been submitted.

1.5 Introductory page for a given application

The application form itself now opens in a new window. |
You start out on an introductory page containing general = e e
instructions. When you have read the introductory page,

Introduction

welcon <tronic application form for large scale projects

Basic application information

click “Start” at the bottom. You can now complete the Basic rject
individual pages of the application form. ropicant

Applicant
On the left-hand side is a menu showing you the various other partners
pages you have to work through. These pages can be qu
completed in any order. Duration

Keywords and short
As soon as you have entered the mandatory content on Jarciptien b Ourle

English summary

a page (fields marked *), and have saved the page (save
and continue), the page is ticked as completed in the

Research training

Technical support

Proposals for peer
reviewers
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The information you input can be amended at any time while you work on the application.

Section 2 of this user guide lists the content of the individual pages.

1.6 Completing the individual pages of the application form

The application form contains a number of fields to be completed either by entering text or by making
selections from lists or in checkboxes. Follow the instructions in the form.

Certain fields require you to enter longer texts. By all means use copy/paste from another document,
but bear in mind the space restrictions. Your text will be truncated by the system if it is too long —
perhaps in a way that is detrimental to your application.

1.7 Attaching appendices

On the application form's “Attach appendices”
page, you have to attach the three appendices
to your application.

Before attaching them, the appendices must
be saved on your local drive as PDF
documents.

Note that the file names must not exceed 45
characters and must not contain special

File Name

H:\C-CVer for ABC.pdl [ Gennemse... |
Document Type | [ ARG E j

After clicking "Attach’: Please wait for the enclosure file name to appear on the list below. This can take a while
depending on the size of the file, the speed of your connection, etc.

Document
type

Appendix
A: Project
description

Filename Date Size Delete

bilag A . Project description-ABC.pdf 20.03.2015 317KB [x]

characters. Note also that the total size of the appendices must not exceed 25 MB.

The appendices can be attached in any order — their order in the final application (i.e. when all
documents have been compiled as a single PDF by the system on submission) will be determined by

the “Document type”.

At the bottom, you can see any files you attached previously — these can be deleted and replaced by

new ones.

Attaching files over the system may take some time, so don't wait until the deadline when the system

may be more busy.

1.8 “Review application” page
This page contains three facilities:

e Check all the information you have
entered: this generates a basic summary
of the information you have entered in
the form (not including appendices). This
can be used for spellchecking etc. but is
not adequate for a complete review, since
it shows completed fields only.

e Check the attached appendices: check
that all the appendices are present and
correct. You may like to open them to
check their contents (you can disregard
the order they are listed in, but the file
name/content must match the document

type).

Review application
Check all the information you have entered

You can go back to any step in the application process, using the menu to the
left, and edit the entered information as well as remove/attach appendices.

Check your attached appendices

You can see all the appendices you have attached in the list below. Make sure
they are all there, and that you have selected the correct files.

- Document -
Filename Date type Size
Appendix

C: CVs
Appendix
A: Project
description

C-CV'er for ABC.pdf 20.03.2015 549KB

bilag A . Project description-ABC.pdf 20.03.2015 317KB

View the completed application before submitting

When you submit your application, all the information you have entered and the
appendices you have attached are gathered into one file.

You are able to see the final result before you submit the application.

Click on "Receive copy of entire application". A copy will then be sent to your e-
mail address. It may take a couple of minutes before the file is sent.

® Receive copy of the entire application: a fully compiled application document is generated so that
you can check the contents before submitting your application. You will receive a link to the file by

Preview the entered information in pdf

Receive copy of the entire applicaticn




Innovation Fund Denmark

RESEARCH,TECHNOLOGY & GROWTH

email. Note that generating the file may take a while. Close to the deadline, you may have to go

directly to the “Submit your application” page and make your submission.

Save and continue on this page must be enabled. This is not possible until all the mandatory content

in the application has been provided.

1.9 Submitting your application

Once all the menu items are ticked as Submit your application

completed, you can then open the “Submit Application

your application” menu item and send off e ppligation is ready o b

your a pplication. ;’:uszs:n?tg:; completed all the steps in the application process, and the application is ready to

Submit your application

You are then taken to an acknowledgement To submit your application, please click "Submit” at the bottom of this

page.

page, but will receive no other form of
receipt.

1.10 Checking the submitted application

Once the application has been submitted, from Welcome page (Home) >“Applications” >“Submitted”

you can click the application's title to access the application's cover page.

This shows the submitted application in a document list. You can open your application to check if

everything is in order.

Home  Application possibiliies  Applications  Reviewer  Messages

Submitted

Previously submitted applications are listed below

‘You can access the application by clicking on its title

‘Case number Title Submitied Applicant My role Status
4107-00004A test 3 4 juni - denne er rettet 8 juni 2014 Birthe Schouby Appiicant Submitted
4107-00006A TEST mangler | pdf + madeark (CAM) 11. aug 11:11 UK 12 august 2014 ‘Camilla Malmberg Contact person at applicant Submitied

1.11 Resubmitting the application in adjusted form

If there are any errors in your submitted application, up until the application deadline you can

resubmit the application. This is done using the “Show application” button from
the cover page of the submitted application. You will now be returned to the
actual application form and can select the “Administration” menu item at the
bottom of the menu on the left-hand side.

On the administration page, you first select “Unlock” and “Save and continue”,
and you can then edit any page or replace appendices and then resubmit your
application.

The “Reason for unlocking” field on the administration page is for your own
private use. It will not be included in the resubmitted application.

Submit application

v Submit your
application

Application
submitted
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1.12 Pausing and resuming work on an application

Data input in the application form is saved when you click “Save and continue” on a given page. This
means that you can break off from working on an application at any time simply by closing the
window/browser. Later, when you come to resume your work, you log onto https://e-grant.dk/ and
on the welcome page, select the “Applications” >“Under preparation” menu item. You can then
either click “form link” to the right of the relevant application, or you can click on the application's
title (which takes you to the application's cover page, where you click “Resume application”).

You are now back inside the actual application form.

Home  Application possibiliies ~ Applications ~ Reviewer  Messages

Under preparation

Applications under preparation

You can edit the application by clicking 'Form link' button.

Title Application deadline Applicant My role Form link

Birthe

i April 1 2015 Schouby

Applicant (-

1.13 Designating participants for your application work

On an application cover page, the person who started completing the application (under the “Case
access” item) can name assistants to help in completing this particular application:

Agod participant

e Agent: is authorised for all operations (including
submission), but cannot designate other agents

e Aide: has access rights for editing the application, but cannot Laus e
submit the application or designate other participants. _—
As soon as the required information has been input and the gt
applicant clicks “OK”, the agent/aide will receive an email L | B .
containing a link. mow | agent =

As an applicant, you will also need to inform agents/aides of the
invitation code selected for them. This code is needed by the :
agents/aides the first time they activate the link. Each imttaticn cote
agent/aide must be set up as a user of e-grant at the latest
when the link is activated.

Gamfmahts

[ [
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2. Required information in the Phase 1 application form for large-
scale projects

The following shows you what information must be provided in the electronic application form for
large-scale projects. The list structure is based on the menu items on the left-hand side of the
application form; see Section 1.5 of this user guide.

Introduction
e This page contains information — Click “start” to access the other pages.
Basic project information

e Project title (the title of the application, with any adjustments to the one originally provided on
the application's cover page).

e Subject areas (the placing of the application within a research/innovation area). This field is for
statistical purposes. The research/innovation areas are: “Bioresources, Food and Lifestyle”;
“Production, Materials, Digitisation and ICT”; “Biotech, Medtech and Health”; “Infrastructure,
Transport and Construction”; “Trade, Service and Society”; “Energy, Climate and Environment” and
“Other”.

e Other thematic calls: Here you have the option of indicating whether there are any calls you
would like the application to be considered in relation to, other than the one it is submitted under.

e Research, development and commercialisation Here you can check which parts of the value chain

the application is ranged along; see the description in Section 2.2 of the Guidelines.
Applicant

e Applicant: this is where you state which institution/enterprise is the applicant. Commonly
occurring entities may be selected from a drop-down list. In addition, you enter the name, CVR no.
and CVR p no. (can be retrieved by link from the CVR register) and address.

e (Contact: here you enter the title, name, email address and phone number of the person who will
be acting as the applicant's contact during the application process.

Other partners

e Partner: here you enter all partners in the project other than the applicant. As for the applicant,
commonly occurring entities may be selected from a drop-down list.

Key budget figures

e Amount applied for excl. overheads — the amount must correspond to the amount entered in
application Appendix B.

o Amount applied for to cover overheads — The amount must correspond to the amount entered in
application Appendix B.

e Equipment expenses in excess of DKK 500,000: If the budget includes equipment purchases with a
unit price in excess of DKK 0.5m, here you are required to enter a brief explanation and provide an
anticipated purchase price. (Text length: max. 1,000 characters).

Duration
e The project's expected start and end date and duration in months.
Keywords and short popular description

e Keywords: up to 5 words describing the project's research/innovation content (the keywords are
used for preliminary screening of applications).

e Popular description: provide a brief and readily comprehensible description of the project of max.
1,500 characters in Danish (this text is also used for preliminary screening of applications)



* Innovation Fund Denmark
\/ RESEARCH,TECHNOLOGY & GROWTH

English abstract

e Scientific/technical abstract: provide a description of the project's content in English. If the
application is approved for Phase 2, this text will be used in the initial contact with potential peer
reviewers (text length: max. 2,500 characters)

Research training

o [f the project comprises research training, this section is used for entering, separately for PhD and
postdoctoral fellowships, the number of persons and the projected total duration. All fellowships/
grants must be included, regardless of the source of their funding.

Proposals for peer reviewers

e Provide details of at least one (and ideally five) candidate for external peer review of a Phase 2
application. The proposals must reflect the project's placing along the value chain from research to
commercialisation/implementation. Applicants are advised that peer reviews will be obtained of
both the scientific and the technical/commercial/market dimensions of the application.

e Applicants may also name any individuals or enterprises/institutions they do not wish to serve as
peer reviewers.

Other applications, previous grants and supplementary information

This page gives you the option of entering supplementary information in text fields:

e [f the application is a resubmission of a previously submitted application to the Danish National
Advanced Technology Foundation, the Danish Council for Strategic Research or the Danish Council
for Technology and Innovation. If so, you should provide information about any amendments
made etc. (text length: max. 1,000 characters)

e |f the proposed project will relate to/synergise with other grants. In that case, provide more details
(text length: max. 1,000 characters)

e [f funding has been applied for from other sources for activities comprised by the application. In
that case, provide more details (text length: max. 1,000 characters)

e Any other supplementary information about the application (text length: max. 1,000 characters).

Attach appendices

e This page is used for attaching the application's three appendices; see Section 1.7 of this user
guide. Finally, click “Save and continue” to check the page off in the menu on the left.

Review application

e Here you have the opportunity to check your application; see Section 1.8 of this user guide. Note
that on this page you will need to click “Save and continue” to be able to submit the application.

Confirm

e Here you are asked to confirm that a number of conditions have been met. You will need to click
“Save and continue” to be able to submit the application.

Submit your application

e This is where the application is submitted; see Section 1.9 of this user guide.
NOTE: This page is not available until every one of the above menu items to the left of the
application form has been ticked as completed.

3. Contact and queries

In case of technical queries concerning use of the e-grant application system, contact support.e-
grant@fi.dk, tel. +45 3392 9190 (open 9.00-12.00 noon on weekdays, and until 18.00 pm on the
closing date for applications, 30 April 2015).

Queries concerning application content should be directed to Innovation Fund Denmark at
kontakt@innofond.dk, tel. +45 6190 5000 or to the contacts specified in the guidelines.
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