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Credits

ZonMw encourages health research and care innovation
ZonMw funds health research and encourages use of this knowledge to help improve health and
health care.

ZonMw’s main contractors are the Dutch Ministry of Health, Welfare and Sport (VWS) and the Dutch
Research Council (NWO).

Should you have any questions, please do not hesitate to contact the secretariat at the email address
or phone number provided below.
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Laan van Nieuw Oost-Indié 334
Postbus 93245

2509 AE Den Haag

Phone: +31 (0)70 349 51 11
www.zonmw.nl
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Social media
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Introduction
This manual explains how the grant application process works in My ZonMw.

Section 2 explains how to get started in My ZonMw. This section explains how to register as a new
user, how to log in and how to change your user settings.

Section 3 explains how you can apply for a grant. This section describes how to open, complete, save
and submit an application form.

Some grant calls are subject to referee assessments. Section 4 explains how to submit a rebuttal in
response to the referee assessments. In this phase, you will receive an email from ZonMw to inform
you about the conditions of the rebuttal.



1 Starting in My ZonMw

You will find the open grant calls on the ZonMw website.
After reading the grant call, you can click on this button to apply for a grant
This takes you to the login page of My ZonMw.

1.1 Registering as a new user
If you have not logged into My ZonMw before, you must register first (Figure 1 & 2).
To do so, click on the button to register as a new user and create an

account.

N’ ZonMw

me=w Mot logged in - Niet ingelogd oy

Register or sign in - Registreer of log in

You must sign in or register

O vour login has expired. Please retype your password 1o continug working.

New Users - Nieuwe Gebruikers Existing users - Bestaande gebruikers
PE— Please sign in to access your account - Log in om toegang tot uw account te krijgen
% Required - Verplicht
* Email - E-mail Email addre
% Password -
Wachtwoord

Remember my login on this computer - Onthoud mijn inloggegevens op deze computer

Forgot password? - Wachtwoord vergeten?
Figure 1: Registering with or logging in to My ZonMw.

- Please complete all required fields. You can recognise these throughout the application by the
¥ in front of them

- Then click on the m button.
"’ ZOI‘IMW M © ) 1oiloggedin-Niet ingelogd < AED

Register - Registreer

% Required - Verplicht
New Users - Nieuwe Gebruikers

% First name - Voornaam

Prefix to the last name (e.g.

[i] If you would like to know more about our policy to handle
de, van der) - Tussenvoegsel

personal information please read our privacy statement. If you
afe an existing user and you want to change your email or
surname, please contact servicedesk@zonmw.nl.

% Last name - Achternaam

Indien u meer wilt weten over hoe wij omgaan met % Email - E-mail Email -Ema
p . lees ons privacy statement. Als u een
bestaande gebruiker bent en uw email of achtemaam wilt wijzen, © Enter a personal (work)email adress — Voer een persoonsgebonden (werk)e-mailadres in

stuur dan een bericht naar servicedesk@zonmw.nl.
% Email confirmation - E-mail
bevestiging

¥ Password - Wachtwoord Password - Wachtwoord

@ Password strength must reach 100%. Passwords must be at least 12 chars long, include at least 1 number, 1 upper
or lower case character and have one or more special characterse.g. (1?2 <).

% Password confirmation -
Wachtwoord bevestiging



Figure 2: Registering as a hew user.

Please bear in mind that in My ZonMw, only passwords of at least 12 characters are possible and
they must include 1 number, 1 upper of lower case character and 1 special character. You can use
Norton Password Creator to create a password. Remember to save your password for later sessions
in your browser or in a password manager.

1.2 Logging in as an existing user
If you have logged into My ZonMw before, you can log in with your email address and password
(Figure 1).
- Log in as an existing user by entering your email address and password and clicking on
- If you have forgotten your password, click on ‘Forgot your password?

Please note If you enter your password incorrectly five times in succession, your account
will be locked. In that case, you can send an email to servicedesk@zonmw.nl with the
request to unlock your My ZonMw account.

1.3 Resetting your password
If you have forgotten your password, you can reset your password (Figure 3):
- Enter your email address at ‘Email’.

- Then click on the button .

You will receive an email with a link to create a new password.
Please note: if you do not receive an email, please check whether the email has ended up in your
junk email / spam folder.
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Wachtwoord resetten [ Reset Password

Figure 3: Resetting your password.

1.4 Select language

When you log in for the first time, My ZonMw is set to English. You can change the language by
clicking on @ at the top of the menu bar after you have logged in (Figure 4).

v) ZonMw m ©[0]a

Localization

Your Preferred Language / Uw gewenste taal English

Your Timezone / Uw tijdzone UTC +000000 ~

Figure 4: Selecting the language

2 Submitting a grant application
If you have clicked on the 'Apply for a subsidy' button via the open subsidy call on the ZonMw website
and then logged in to My ZonMw, you will directly go to Section 1 of the application form (Figure 5).

If you log in directly to My ZonMw, you can view the calls open for proposal by clicking on T atthe
top of the menu bar (Figure 6). By then clicking on the 'Call Open' button (Figure 6) you will enter
Section 1 of the application form (Figure 5).
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Once the application form opens, you can always find it in your inbox under 'Tasks' (Figure 9). This
also applies if you have not yet entered any information in the application form.

1-HET TEMPLATE FORMULIER SA ENG

1. General information 1

Generate new PDF 3

« Return to Index & Print Form

O General information & Additional project group members O Summary O Project information OFinancial data O Annexes O Declarations and signature of applicant

1.1 General information

Record ID: 2226855

File number:

(added after submission)
Programme: Test Data
Funding round: Bekijk hier de oude formulieren

Main applicant:

Figure 5: Opened section 1 of an application form.
w’ZonMw [@oe o ws=uaaam

Funding

ZonMw stands for innovation: we enable others to develop new (scientific) knowledge. And we do everything we can to
ensure that this new knowledge is used in policy and health care practice.
For all calls in english visit: Open for proposal.

6E PROGRAMMA PREVENTIE
2019-2022 TEST

6E PROGRAMMA PREVENTIE
2019-2022 TEST

6E PROGRAMMA PREVENTIE
2019-2022 TEST

PRAKTIJKGERICHT ONDERZOEK IN DE GGZ:
STIMULEREN VAN HYBRIDE ZORG IN DE GGZ

MDT-KORT VOOR GEMEENTEN 23-24

T

ONDERZOEKS- EN EXPERTISENETWERK POST-
covip

fﬂ'caﬂ Open >

Figure 6: Calls open for proposal.

2.1 Structure of the application form

The application form consists of several sections:

e The sections in the application form are displayed as separate tabs. You can see the name of the
section you are working in at the top of the screen (1 in Figure 5).

e Click on the title of a section (2 in Figure 5) to go to the questions in that section.

e The buttons 'Print Form' (this will open in Word) and 'Generate new PDF' buttons (3 in Figure 5)
are tools to share the application form (with or without entered text) offline with your colleagues
and save it for your own administration. You will ultimately need to complete and submit all
information in the application form online.

e With the button ‘Return to Index’ (3 in Figure 5) you will be shown an overview of all sections that
make up the application form (Figure 7). The percentage bar below the section shows whether
you have answered all the compulsory questions of a section.

Please note: Make sure you always check all sections. Sections that do not contain compulsory
questions, but that can be completed are directly set to 100% (such as Section 2 in Figure 7).



1-HET TEMPLATE FORMULIER SA ENG

Grant application

0 Click on one of the headings below to go to the form. After you have completed all sections, you can submit the form. Make sure that all data is correct and complete before

submitting.

& Print Form [& Generate new PDF

Section 1 ceneral information

Section 2 additional project group members
100%

Section 3 Summary
[ 0% |

Figure 7: Overview of all sections of an application form.

2.2 Saving your data

You have options to save your application data at the bottom of each section (Figure 8). Your data are
saved automatically every five minutes (see green bar in Figure 8), but can also be saved manually.
After you have saved your data, you can continue with your application at a later time. The next time
you log in you will find your application in your inbox (Figure 9).

Save draft: You can use the button S2'€ Pfaft {5 save your application data at any time. You
will remain in the current section of the application form.

Save draft & continue: You can use the button to save your application
data and go to the next section in the application form.

Saving & submit form: You can use the button EEAEEIEIEN (6 save your application data
and go to the next step, ‘Submit form’.

' Draft saved g18AM

Save Draft

Save Draft & continue »

Save draft & exit

Figure 8: Saving the application data.

2.3 Inbox

If you are not logging in to My ZonMw via an open grant call or if you click on & in the menu bar at
the top of the page, you will be directed to your inbox (Figure 9). You will find all the activities you are
working on for a grant application in your inbox, where you will see the following parts:

Tasks: A document number is available for each application. The task description shows
which task you still need to complete for an application. This may be any of the following tasks
‘Submit an application’, ‘Submit a rebuttal’ or ‘Submit a progress report’.



e Applications | Am Linked To: Once you have completed the tasks associated with your
application, it will appear in this section of your inbox.

e Edit My Details: Click on the button to modify your name and address details and
to view your current applications.
Please note: you cannot change your middle name, last name and email address yourself.
Send an email to servicedesk@zonmw.nl.

e Create New Application: Click on the button if you would like to submit a
new grant application. You will be directed to a new screen where you can find all open grant
calls.

N’ ZonMw ™ ° °E| AAED =

Inbox

This is the inbox of your ZonMw grants. Here you can find your subsidy file. If you click on the button with the task description you will arrive at your task.
-Erasks

40 This s st of applcations for which you have a current task to do n relation 10 a role (from relevant workfow). Hold CTRL key and drag table lefiright using mouse:

File Number Task Appl. 1D call Project ftle Enabled Date Started Date L

Pregara sppucation 0606-2023 16102023 = 8

+ &l Applications | Am Linked To

Edit My Details
Create New Application »

Figure 9: Inbox.

2.4 Submitting the application form

Once you have completed all the sections, you can submit the form by clicking on the ‘Yes, submit
entire form now!” button (Figure 10). If the compulsory questions have not yet been answered, a red
block indicates which section and question still need to be completed.

e Click on the red text on the section number to go directly to the question to be answered or

click on to go back to the section overview of the application form.

Submit Form 1 - HET TEMPLATE FORMULIER SA ENG

Your details have been saved. Do you want to submit your entire form now?

@ There appear to be problems with some of your answers. Click on the question of section numbers in the errors below 10 go straight to the problem. You cannot submit the form

until all problems are corrected.

ASnme mandatory responses were not filled in
« Iffquestion 1.3 JOrganisation: - response(s) missing

B Print Form B Generate new POF

Yes, submit entire form now! »
« No, enter more details first

Exit

Figure 10: Form with uncompleted, compulsory fields.

- Click on BXt if you do not want to submit the application yet and wish to continue working on it at
a later time. The application will be saved in your inbox.

- To export the entire application form with completed text to PDF, click on ‘Generate new PDF’.
Please note: uploaded attachments are not visible in this PDF.
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After submitting your application, you will be directed to your inbox, where you will see the message
‘Your form was submitted successfully’ (Figure 11). You will receive an automatic email as
confirmation of receipt after submitting your application.

Please note: if you submitted your application after the submission deadline, the confirmation of
receipt will indicate that your application was submitted after the deadline and will not be processed.

v) Zonmw @ @ @ a

Inbox

This is the inbox of your ZonMw grants. Here you can find your subsidy file. If you click on the button with the task description you will arrive at your task.

@ Your form has been submitted successfully.

Figure 11: Notification in your inbox of successful submission of your application.

You can find your submitted applications by clicking on the + besides 'Applications | Am Linked To'
(Figure 12).

+ = Tasks T Filter list

I + &2 Applications | Am Linked To I ¥ Filter st

App. 1D Applicant Name Scheme Name Region Name  Project Title  Creation Date Application Status Relationship Type  Orphan Warkflows

0912001960033 Aanvragern Testaccount Tralningsprogram Zonhw Project Title  08-01-202114:31  Aanvraag in beoordelingjundergoing assessment Aanvrager

Edit My Details

Create New Application »

Figure 12: Applications | Am Linked To.

After the submission deadline, all applications will be examined by ZonMw.

- If your project idea or grant application is temporarily declared inadmissible, you will receive
an email with information as to why the application does not meet the submission
requirements as indicated in the grant call. For this purpose, the application in My ZonMw will
be reopened. When you log in, the following task will be ready in your inbox 'Prepare project
idea/application'.

- If this concerns a project idea, you will receive positive or negative advice by email at the end
of the assessment process. If the advice is positive, the next task will be ready in your inbox:
'Prepare application'.

- If this already concerns a grant application, the next step is ‘Prepare rebuttal'. You can read
more about this in the next chapter.

3 Submitting your rebuttal

After you have submitted your application to ZonMw, the application will go through an assessment
process. If your application has been assessed by referees, you will have the opportunity to respond
to the assessments by submitting a rebuttal. You will receive an email from ZonMw setting out the
conditions of your rebuttal. A task will be placed in your inbox in My ZonMw.

- Logging in to My ZonMw and click on the task in your inbox ‘Prepare rebuttal’ (Figure 13).

= == Tasks

File number Task Appl. ID «

09120011960034 Prepare rebuttal 1740690

Figure 13: Inbox with task to prepare rebuttal.

You will be directed to the screen ‘Prepare rebuttal’ (Figure 14). Under the ‘Documents tab’ you will
find the application documentation, such as the completed application form and attachments. You will



find the referees’ assessments in the ‘Generated PDF’ file.
- You can click on this file to view the referees’ assessments.
- Now click on the ‘Applicant’s Rebuttal’ button on the right of the screen under ‘To do’.

Prepare rebuttal

Summary Documents  Project Costs Activities
To Do
Correspondence log |
Comment Type: ~ oK
Done
Title Comment Type Date ». Not Applicable
I % Generated PDF_09120011960034.pdf I Samengestelde referentbeoordelingen 28-01-202116:26
[ Form Trainingsprogramma Application form Aanvraagformulier 28-01-2021 16:25
Next Steps

Wederhoor indienen

Journal Comment

Started: 28-01-2021 16:29

Figure 14: Submit rebuttal screen with documents on the left and tasks to be completed on the right.
This will take you to the ‘Rebuttal Form’ (Figure 15).

- Click on ‘Click here to upload your rebuttal’ to open the rebuttal form.

Applicants Rebuttal

Rebuttal form

o Click on one of the headings below to go to the form. After you have completed all sections, you can submit the form. Make sure that all data is correct and complete before submitting.

[ Print Form | [3 Print Form PDF

IS_ECtiOFI 1 Click here to upload your rebuttal I
Figuur 15: Rebuttal Form (1).

O Click here to upload your rebuttal

1.1 Project information

Application 1D: 0912001960034,
Scheme: Trainingsprogramma
Project title: Testaanvraag

Applicant: Aanvrageros Testaccount

1.2 Applicants Reply
® Please read the provided instructions in the email you've received

Applicants Decision: e

Select
Yes, submit rebuttal
No, | renounce the right to submit a rebuttal

Save Draft

Save Draft & continue »

Save draft & exit

Figure 16: Rebuttal Form (2).
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- Please indicate under ‘Applicants Decision’ whether you want to make use of the possibility to
submit a rebuttal. You can either select ‘Yes, submit rebuttal’ or ‘No, | renounce the right to
submit a rebuttal’ (Figure 16).

1.2 Applicants Reply

© Please read the provided instructions in the email you've received

. P
Applicants Decision: Yes, submit rebuttal -

" .
Upload the applicants reply: 2 Select file to upload : ~ Rebuttal.pdf

The file automatically uploads when you save the form or when you go to the next section. Note: prevent uploading a secure file, this leads to problems.
Max File Upload Size (mb): 10
Allowed File Type(s)h: doc, docx, pdf

Figure 17: Uploading the rebuttal

If you have indicated that you want to submit a rebuttal, the option to upload your rebuttal in PDF
format will appear in My ZonMw (Figure 17). You can delete the file afterwards by clicking on the
‘Remove’ button (Figure 18).

Upload the applicants @ Applicants Rebuttal versie 2.pdf
reply:

X select replacement file to upload:

Max File Upload Size (mb): 10
Allowed File Type(s): pdf

. i s
Applicants Decision: Yes, submit rebuttal ~

Figure 18: Removing the rebuttal.

Click on ‘Save & send’ and then on e ENIREIITEY (o submit the rebuttal (Figure 19). You

can use MMRIEEEEEINEY 10 return to the rebuttal form to make any modifications. You can save
the rebuttal with  ®*  and complete it later. The task will then remain in the inbox

Submit Form Applicants Rebuttal

Your details have been saved. Do you want to submit your entire form now?

[l Print Form | (3 Print Form PDF

Yes, submit entire form now! »
« No, enter more details first

Exit

Figure 19: Submitting the rebuttal.

When you have submitted the rebuttal, the task will disappear from your inbox. You can find your
rebuttal in the application file under 'Applications | Am Linked To'. The rebuttal form can be found

under
the ‘Documents’ tab in the application file. You will also receive confirmation of submission of the

rebuttal by email.

After this, the rest of the application process takes place. At the end of this process you will receive a
letter communicating the decision (grant approval or rejection) by email. Even after this decision, you
can find your project under 'Applications | Am Linked To'. More information about what is expected
during the course of your awarded project can be found in the 'My ZonMw manual for project leaders'.

- END OF THIS MANUAL -
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