
Marie Skłodowska - Curie Individual Fellowships

How to apply 1: Creating a proposal and 
filling in the administrative forms

Martedì - Tuesday 29/05/ 2018, 9:00 - 13:00
Aula Verde - Ca’ Vignal (Strada Le grazie 15 - Borgo Roma)

Giovedì - Thursday 31/5/2018, 9:00 - 19:00
Aula 1.4- Polo Zanotto (Viale Università, 4 - Veronetta)

AREA RICERCA 
Unità Progettazione e Rendicontazione 

dei Progetti di Ricerca



How to apply 1:  In brief

Who does apply? 
• The experienced researcher?
• The supervisor?
• Another person?

All three people (roles) can start the application 
procedure.
Usually, the ER does it. 

Who can submit?
The beneficiary host institution submits the proposal.

The supervisor should click the «SUBMIT» button 
but in most cases the ER does it.
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Find the call

Start submission

Create an ECAS account

(if you don’t have it)

Create the draft proposal 

Add the parties

Edit the proposal

Submit the application



Find the call

❶ Go to the Participant Portal > 
Funding Opportunities > H2020
http://ec.europa.eu/research/participants/portal/deskt
op/en/opportunities/h2020/index.html

❷ Tick «Marie-Sklodowska-Curie 
Actions»
❸ Click on «H2020-MSCA-IF-2018»
❹ Click on «MSCA-IF-2018: 
Individual Fellowship”

❶
❷

❸

❹
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http://ec.europa.eu/research/participants/portal/desktop/en/opportunities/h2020/index.html


Start submission

❶Choose the right panel e click on “Start 
submission”
 If you make a mistake, you have to restart!

❷ Click on “Confirm”

❸ You land at this page
Do you have an EU Login?
If yes, login with it
If no, you have to create it.

4

❶

❷

❸
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Create an EU Login
(aka ECAS Account)
/1

REMIND! You will use this account in the future many 
times
• for your future proposals
• to manage projects
• as reviewer for the European Commission…

Store the account (user and password) carefully
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Create a EU Login (aka
ECAS Account) /2
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❶ Once created the 
account, you get an email 
with a link

❷ Click the link or copy 
and paste it in the 
browser

❸ Create a password
It must contain at least 10 
characters, included:
• an upper-case letter
• a lower-case letter
• a digit (0 to 9)
• a special character

❶

❷

❸



Create the draft proposal (Step 3) /1

❶ PIC number: 9-digit 
number identify an 
institution in the EU 
database

Insert the PIC number of 
the beneficiary Host 
Institution 

– or –
Search for it clicking on 
“search”
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Verify the PC number with the 
administrative office of the 
organisation.

Use VALIDATED PIC number

For UNIVR PIC is 999838074

❶



Create the draft 
proposal /2

❶ Indicate your role

❷ and main data of the 
proposal:
• Acronym
• Short summary
• Scientific Panel
They can be changed 
later!
And ❸ click “next>>”

And then accept all 
conditions…

↓

Congratulation!! 
You have just created your 
draft proposal
and you have received an 
email

Workshop MSCA-IF29 and 31 May 2018 8

❶

❷

❸



Add and manage parties (Step 4) /1
Add other contacts of the proposal…
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❶ To add the other 
contacts of the proposal 
(supervisor at least), click on 
“+” under contact

you need first name , 
last name and email

Mandatory: Add your 
supervisor contact

Strongly recommended: 
add some administrative 
staff as contact person with 
full access rights

For UNIVR, please, add as contact people:

• Gabriella Monaco (gabriella.monaco@univr.it)  All 
proposals

• Alessio Lorenzi (alessio.lorenzi@univr.it)    SSH
• Marta Capiluppi (marta.capiluppi@univr.it) ICT
• Erika Cavallini (erika.cavallini@univr.it)  Life sciences

❶



Add and manage parties (Step 4) /2
Add the HI in the Third country (only for GF)

Only for Global fellowship!!

❶ First add the partner 
organisation in the third 
country

• Click on “Add partner”
• Insert the PIC number
• Confirm the 

organisation

Then to add the contact people
of this organisation (see above)
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Do not add here
the partner organisations hosting a 
secondment (in EU/AC)!!

A specific section is included in Part A 

❶



Add and manage 
parties (Step 4) /3

❶ At the end of Step 4, 
you have to “save 
changes” and click on 
“next”

Every time a person is 
added in the proposal and 
changes are saved, he/she 
receives a confirmation 
email.

He/she can access the 
proposal with his/her own 
EU Login.

If he/she has no EU Login, 
he/she has to create one
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❶



Edit proposal (Step 5)
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❶ Download the template 
(Part B1 and B2).

❷ Edit the administrative 
form (Part A)

❸ Upload the complete Part 
B1 and B2

❹ Check if there are errors

❺ Submit your proposal

❻ Go back to Step 4 to add 
a person / organisation 

❼ Close the submission 
system

❻
❼

❺

❹

❸

❷

❶



Where you can find your proposal

When you stop working 
on your proposal, you can 
find it under 
My proposal!
on the Research
Participant Portal

You need to be logged in
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ED: Button to edit your proposal
DE: Button to delete your proposal

Caution! 



The administrative forms
(Part A)
step by step

Technical requirements

Part A 
1 - General information, including

• Acronym and title
• Scientific panel, Descriptors, Free key-words
• Abstract
• Declarations
• List of participants

2 - Administrative data of participating organisations, 
including: 

• Researcher
• Supervisor

3 - Budget
4 - Ethics issues table
5 - Call specific questions

Before submitting
Validation and submission
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Web Forms (administrative forms)

Since 22/11/2017, the administrative 
forms are filled in online (web forms in 
HTML5 format)

• No more PDF
• No more Acrobat reader 
• No more fixing operations to make 

operating system, browser and PDF 
readers work together
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1- General Information

Acronym:
• A real acronym or a short title
• Will be used for promotion (and also 

as web address!)

Title:
• Must be clear, concise, specific
• Do not use < > «» & and non-Latin 

characters

Duration: (months)

Scientific area: choose among the eight 
panels 

Descriptors: 3 mandatory + 2 optional
Follow the instructions in Guide p. 25
List of descriptors are on p. 53 and following

Free keywords: not mandatory 
to integrate the descriptors

Scientific Area, Descriptors and Keywords 
are used to choose the reviewers
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Descriptor 1:

Descriptor 2: 

Descriptor 3:

Descriptor 4: 

Descriptor 5:
in order of relevance                        

bold= mandatory  / italic = optional 

from any scientific area

within the chosen scientific area



1- General Information

Abstract:
Max 2000 characters
Prepare / review it at the end 
Essential information:
• Experienced Researcher (ER); 
• Host institution(s) and Supervisor(s); 
• topic and objectives of your research 

project; 
• training objectives;
• expected impact on the ER’s career.
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Review the summary at the end
• To be consistent with the whole 

application
• To be avoid summary such as “My 

summary”



1- General Information

1st case: Resubmission 
Proposal submitted to the calls MSCA-IF-
2016 or MSCA-IF-2017 with
• same Experienced Researcher AND
• same Supervisor(s) AND
• same Host institution(s)

Please, give the Proposal ID (6-digits number)

↓
Evaluators receive the ESR during the 
consensus phase

2nd case: Similar proposal
Similar project as concerns the contents
already financed by MSCA-IF since 2014
with the same Host Institution o even 
another beneficiary

Please, give the Project reference
↓

Evaluators will consider the previous 
funded project where assessing originality 
and novelty
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No reference to the outcome of the 
previous evaluation(s) should be included 
in the text of the current proposal 



Declaration & List of participants 

Tick all declaration!

List of participants is created 
automatically
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2 - Administrative data 
of participating organisations
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You just need to fill in the contact details 
of the Department is going to host you

For GF, a similar form for the partner 
organisation in third country



Researcher
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ORCID ID / Researcher ID
ORCID ID or Researcher ID are not mandatory.
But mention it if you have

Check of experience
Be consistent with Part B2

Check of mobility rule
≤ 12 months in last 3 years
≤ 36 months in last 5 years 
(EF-CAR / RI / SE)



Supervisor(s)

EF: only one supervisor
GF: two supervisors

Fill in with contact details of the 
supervisor(s)

Fax is not mandatory.
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3- Budget

Researcher Unit Cost Institutional Unit Cost

Living 
Allowance *

Mobility
Allowance 

Family 
Allowance**

Research, training and 
networking costs

Management 
and indirect costs

4 880 600 500 800 650
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Institutional Unit Cost is managed by the HI to 
cover all costs for research, training, 
networking and management

E.g. lab materials for research, travel costs to 
participate in conference and events, tuition fees for 
courses, cost to organise seminars and conferences, 
open access fees…

Researcher Unit Cost is paid 
by the HI to ER as salary

It includes social charges and taxes according 
to the country of the beneficiary HI.

Budget (costs) is automatically estimated
according to the information:
• Number of months
• Country(ies) of the HI(s) 
• Family status of the ER (see later)

EU funds 100% of the total costs

Amounts are expressed € per month

(*) A Country correction coefficient 
depending on the country of the HI(s)

(**) Only if you have a family

New (increased) amount 



3- Budget

Do not forget to answer the question 
about family status.
What’s your situation at the deadline (on 
12/9/2018)?

REMARK
You get the family allowance, it does not matter 
whether your family travel with you or not 
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Family = a person linked to researcher
1. by marriage
2. by relationship recognised by the 

country where it was formalised
3. dependent children
at the deadline (12/9/2018)



4- Ethics issues table

If your project raises any ethical issues 
in the list
• choose “yes”, and
• give the pages in Part B1 where the 

ethically relevant activity is 
described

You have also to describe the ethical 
issues and how you will manage, in 
Part B2 Section 6 - Ethical Issues
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http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/hi/ethics/h2020_hi_ethics-self-assess_en.pdf


4-Ethics issues table

Do not forget to tick here
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5- Call specific questions

Question about military service
(for eligibility of researcher)

Secondment in EU /AC
If you have planned a secondment:
• give the sector (academic o non-

academic?)
• give the name and country of the partner 

organisation hosting the secondment (if 
known)
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Publicity of researcher / proposal
• For funded proposals (1)
• for potential funders (2), if the project is 

not funded by MSCA

Tick yes for both!!

Question about Refugee Status



Open Research Data

Research data: information, in particular 
facts or numbers, collected during the 
project

Open Access to research data: right to 
access and reuse digital research data 

OA to Research Data is mandatory unless:
• no data is produced
• you plan to exploit it commercially
• security is endangered
• you need to protect the privacy

(and cannot find any other 
solution!)

• the project would be jeopardised
• for other legitimate reasons

If you opt out, tick your case 
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http://ec.europa.eu/research/participants/docs/h2020-funding-guide/cross-cutting-issues/open-access-dissemination_en.htm
http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/hi/oa_pilot/h2020-hi-oa-pilot-guide_en.pdf


Validation results

To check if some piece of information is 
missing.

If click on the buttons, you are redirect to 
the field in the form
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Final steps up to submission

❶ Be sure to have filled in
all the mandatory fields in 
Part A (Administrative forms)

❷ Upload the technical 
annexes (Part B1 and B2) 
converted in PDF
 Do not mix up the 

button!

❸ Validate the forms

❹ Submit your application
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❷

❶

❸

❹



Final remarks on submission

You MUST submit 
within 12 Sept 2018 at 17.00 (BXL time).

You submit as many time as you want. Only the last version will be considered.

Every time you click on “submit”, the system check for errors and mistakes (Validation),
before saving and submitting your application (Submission)
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Final tips

 Check your eligibility, before selecting the panel and 
creating your proposal (otherwise you have to create a 
new proposal and delete the previous one)

 Select carefully the descriptors and write a clear summary: 
the selection of reviewers is based on them

 Collect in advance all data you need about yourself (PhD 
graduation date, place and dates of residence / activity in 
the previous years,…)

 Ask for contact details and PIC number of the Host 
Institution(s) 

 Check the acronym and summary at the end, before the 
submission (avoid the risk to use the working – false –
acronym and summary used while creating the proposal)

 Submit your first proposal some days before the deadline. 
You re-submit as many time as you need.
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Contacts
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Ufficio Progetti di Ricerca
http://www.univr.it/main?ent=direzione
aol&uo=80&lang=it

Marta Capiluppi
marta.capiluppi@univr.it
+39 0458027049

Erika Cavallini
erika.cavallini@univr.it
+39 3668416048

Alessio Lorenzi
alessio.lorenzi@univr.it
+39 0458028028

Follow us

MyUnivr : Info – Ricerca

UNIVR Finanziamenti per la ricerca

Finanziamenti per la Ricerca - Università di 
Verona

http://www.univr.it/main?ent=direzioneaol&uo=80&lang=it
mailto:marta.capiluppi@univr.it
mailto:erika.cavallini@univr.it
mailto:alessio.lorenzi@univr.it
https://intranet.univr.it/group/intranet/info_ricerca
https://www.linkedin.com/groups/13556611
https://www.facebook.com/groups/1741850942777569/?ref=bookmarks

