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Good to know before you start

Online services

The online services refer to the Academy of Finland’s online system for submitting and processing ap-
plications for Academy research funding. Sign-up is required to be able to access the online services.
Sign-up is not required to access the Academy’s website www.aka.fi/eng.

Supported web browsers

Internet Explorer (IE) 7 and 8
Mozilla Firefox (FF) 3.0 and later
Mac Safari 4.0 and later

The user interface has been optimised for a screen resolution of at least 1280 x 720 pixels; in practice,
for a 17-inch screen or larger.

Web browsers not supported
IE 6 and earlier
FF 2.5 and earlier
Mac Safari 3.2.3 and earlier
Opera, Netscape, Chrome, Camino, Netmonkey, Konqueror

Supported file formats for appendices

The supported file formats are indicated separately for each appendix (attachment).
The commonly supported file formats are .rtf, .doc, .docx, .xls, .xlIsx, .wpd, .jpg, .txt, .htm, and .pdf.
The maximum file size is 50 MB.

Please note that appendices in PDF format must not be encrypted or otherwise protected, as it would
mean that the Academy’s system is unable to process the application and that applicants would need to

resubmit the appendices.

Supported file formats for CVs
.1tf, .doc, .docx and .pdf

Save your data frequently: the connection will close after 60 minutes of inactivity

Make sure to save your data frequently, particularly when you leave your computer. The session will
close automatically after 60 minutes of inactivity. After this you must log in again and re-enter any un-

saved data.

Use decimal points as decimal marks, not commas
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Only one session at a time

If you want to draft several applications simultaneously, you must use different web browsers (e.g. In-
ternet Explorer and Mozilla Firefox) for each application. However, we don’t recommend you do this, so

as to avoid errors in entering data.

In other words, please don’t open two or more simultaneous sessions in the online services with the
same web browser (in separate windows or tabs)!

fa
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How to sign up and draft an application

1. Sign up to the

| \ i Suomen Akatemia [T|
Academy’s S ———— — ———
é @ hitps:/Aogin aka fiuas/authn/24dae 2700 535-40db-94 919820 1 30c 9 Avew Pentity| D=um % 2Auuid % 386 036%ab T-d4 1 7-24c C_"l @& - fskcom 40| 'ﬁ' ﬂ >
online services [a- N search [ ) Focsiock - [ g = &, o - [ -
a . o h =
ACADEMY OF FINLAND  7Z8= A
RESEARCH FUNDING AND EXPERTISE éi '
A

Log in with the user ID of your Academy of Finland LOg in hel’e, if you’re a

Dont use Internet Explorer 6! t t for HAKA i - .
Supported web browsers include Internet Explorer 7 and 8, afegu. (ot for es) returnlng user and can’t
Returning users can Mozilla Firefox 3.0 and later, and Mac Safari 4.0 and later. e | use the HAKA |Ogin.
requeSt a new password Forgotten your Academy password? {not for Haka users)
Password: |

here, if necessary. Reguest new password

Mew user (not for Haka users)
Sian up Login |

Academy website
Mare about login and sign-up
Questions and feedback

Sign up here, if you
don’t have a username
or if you can’t use the

username and pass-
word of your universi-

ty or institution (see

[ haka Login | ] When signing up here,
- you can use the username
and password issued by

your university or insti-
tution.

=T
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2. Enter your

Basic data Expertise CW

personal data

Personal data Fields marked with an

asterisk (*) are obliga-

5 (19)

f If your organisation (university, \
research institute, office, compa-

Person number tory 50687
Surname (eg Surname)_ ITLItkija
First name* ITiina
Sex®  male * Female
MNationality* I Finland ;I
Personal identity code {* when nationality = Finland} |1E.E|563- Register description
Date of birth* — l16.05.1963 fdd .y )
Only Finnish citizens .
Preferred language® . IEngIlsh "l
must enter their per-
Present position* sonal identity code. IResearcher
Present position in English* |Researcher

Mobile phone* |123-1234567

Telephone, other |

Organisation details

ny or equivalent) is not on the
list, select Other organisation at

the end of the list and enter the

name of your organisation into

\ the field below. /

Organisation™® You can select the institute, | Aalto University

=

department or other unit of
Organisation, other P I

your organisation, if its de-

Department tails have been submitted to BIT Research Centre

the Academy.

=
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3. Enter your
email address

and password

NB! This doesn’t
apply to HAKA
users.

Username and password

“our email address will be used as your usernarme. If you forget vour password, the password notification message will be sent to this ermail address,

Email Itiina.tutkija@sara.fi
~—
kayttajahallinta.kayttaja.kayttajatunnus.uudelleen Itiina.tutkija@sara fi
Passwurd Iiiii.ii.iiiiii.iiil ) )
Your password Your email address is

Retype password I------------------u

must be at least 8 used as your username
characters long. (doesn’t apply to HAKA
users). The system will
send messages to this
address.
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4. Describe your
expertise (op-

tional)

How To Guide
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Academy online services

Basic data Expertise Cv

Tutkija, Tiina (tiina.tutkija@sara.fi)

11 Apr 2011 v1.4 EN

7 (19)

in this case a field of re-

Expertise

Fields of research

Click to add a field(s) of
research that describe(s)
your research.

Keywords

Theoretical computer science
Biological and soft matter physics

Software engineering, operating systerms, man-cormputer interaction

I |

avainsanal, avainsanaz, avainsanal, avainsanad,
avainsanassa voi olla montakin sanaa

916 characters left

search you have selected.

( This button deletes items,

(=)
(=)
(=)
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5. Attach your Basic data Expertise cy
CV and enter

Tutkija, Tiina (tiina.tutkija@sara.fi) ( Click to attach w

required data your CV file.

Free-form CV as appendix

Upload the correct file from your own computer a on "Attach Cw", Supported file formats include Microsoft Word {.doc or .docxd, Rich Text Format () and Adobe POF

(.pdfy.

wvirheraporth_ppi_4.5.2010,doc general lastmodified /

Degrees
i Awarding institution Degree Field Date of degree Additional information
Click on Add row
to enter degrees. ['Dther organization' ﬂ IDuctur ;J IOhjeImistUt ja kayttalittyrma |SD.DS.2DDS ESuuritettu MIT:s5a |:J
Save all your es-
sential d)(/egrees, [Hanken School of Economics ;i ILicentiate ;I IData mining |16.E|5.1995 I E]
particularly your [ Aalta University =] [ Master's c=] [Teareettinen tistajenkasittel [01.12.1985 [ |3

doctoral degree/s.

Adjunct professorships

Awarding institution Field Date of degree Additional information

University of Helsinki ;J Teoreettinen tistojenkasittely IlE.DQ.ZDDE | [3

Click here to
enter adjunct
professorships
(docentships).
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Professorships

Click on Add row Awarding institution Field Start date End date Additional information
to enter your pro-
fessorships (you [ University of Helsinki =] [Tistojenkasittelytiede |o1.01.2009 | |

can enter several). | aalto University =] [Tistojenkasittelytisde |01.0z2 2006 [31.12.2008 |maaraaikainen

W O

Remember to save the
data you’ve entered
before you leave!

After saving,
complete any Basic data Expertise Cy
missing data.

[The form has been completed incorrectly, please checl all pages.

Personal data

Person number 50687
Surname® ITutkija
First name® I Show histary Required infarmation

Sex* " Male ® Female
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6. Log in
| €= | @ hitps:/Aogin aka fifums/authn/24dse 27 b535-4db-945 129820 130c 3/ view Zertityl D=um % JAuid % 3Ab 0363abT-4417-34 (] | |¢9v Askc com P| @ K-
[a- e | 2 B ek - (DI 5 YouTube =, omons - [ -
ACADEMY OF FINLAND
RESEARCH FUNDING AND EXPERTISE i
~ Log in to the online services
s . . . 3
Dont use Internet Explorer 6! il mth;::js:fzsst ?;:::m:::)\: oFikinknd Log n here If you can t
Supported web browsers include Internet Explorer 7 and 8, use the username and
Mozilla Firefox 3.0 and later, and Mac Safari 4.0 and later. E B
Email: | password issued by your
Forgotten your Academy password? (not for Haka users) university or institution
Request new password Passwaord: I—
(for non-HAKA users).
MNew user (not for Haka users)
Sidn up % g in l

Academv website
More about |oagin and sign-up . .
Log in here if you can

Questions and feedback : o o : . g
lonin:uﬁth Eha "":.m ":"“"" use the username and
institation.in Feland) password issued by your

university or institution
| e (o) |

(for HAKA users).
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7. Select fund-
ing opportunity
under Open
calls and click
on New applica-

tion

8. Have your
already drafted
an application
for this funding
opportunity?

9. Select lan-

guage
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Desktop Open calls My applications Rewviews My account Log out
Open calls .
Click here to see
all open calls.

Name Started
FICCA/ Sacietal implications and consequences of the climate change, CASS gé:%‘é"zull
Strategic Centre [SHOK) call April 2011 gé:%%.zun
Food biotechnology, Indian DBT EE:DD%.ZDII

11 (19)

11 (19)

This link opens the
call for applications.

Ends

Click here to draft an appli-
cation for the funding oppor-
tunity in question.

29.04.2011 Sek the call for W
16115 applications application
29.04.2011 See the call for REL
16:15 applications application
29.04.2011 See the call for Tew
16:15 applications application

The system informs you if you’re about to draft two or more applications for the same call. It’s technically possible to draft and submit more than one applica-

tion, but the Academy has certain limitations as to which of the applications will be processed (for more information, see the call for applications). If you choose

to draft several applications (e.g. for outlining different alternatives), you can delete or cancel any extra applications under Incomplete and Submitted on the

My applications page.

Select the language you want to use for your application. The system normally suggests English as the default language (depending on the type of funding), as

the applications will be reviewed by international experts.
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10. Consortium  The question about whether the application is a consortium is asked only for certain types of funding (e.g. Academy Projects).

application or e Ifyou’re drafting an independent application that isn’t part of a consortium, select Not a consortium application.

e If you’re involved in a consortium that will draft an application, and you’re the consortium leader, select Application of consortium leader.

not?
o If you’re the leader of a sub-project of a consortium, select Application of other consortium party.

See the Academy’s website for http://www.aka.fi/en-GB/A/Funding-and-guidance/How-to-apply/Guidelines/Consortium-application/

NB! All consortium parties shall submit their own applications. However, the consortium leader must start drafting his/her own application before the

other consortium parties can start theirs. The leader must give the consortium parties the consortium code that the system generates for the consortium. This

code will identify and combine all applications by the consortium.

All consortium parties must submit their applications before the deadline.


http://www.aka.fi/en-GB/A/Funding-and-guidance/How-to-apply/Guidelines/Consortium-application/

A
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11. Complete

all pages

The number and
content of pages
vary by type of
funding.
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1. Personal datafCy 2. Consortium parties

6, Project partners 7. Mahility

11, Appendices 12, Submit application

Call: Test call 4/2011: these applications will not be reviewed!

Surname

First name

Sex

Mationality

Fersonal identity code (* when nationality = Finland)
Date of birth

Freferred language

Present pasitian

Mahile phane

Telephone, aother

Qrganisation
Departrnent

Postal address
Postcode and post office
Country

Degrees

Awrarding institution Degree Field

3. General description

3. Research infrastructure

4, Ahstract

9, Funding for the project

13 (19) 13 (19)

5. Specific project data

10, Public description of project

Tirme left to complete the application: 17 dav(s) 22 hour(s) 50 minutels)

Tutkija

Tiina

Fermale
Finland
160563 m—
16.05.1963
English
Researcher
123-1234567

Aalto University
BIT Research Centre

PL 11000

00076 Aalto
Finland

Date of degree

Save and continue

Edit profile and attach CW

Click here to continue
to the next page and
save the data you’ve

entered.

Click here to check and
update your personal
data (e.g. attach your

updated CV).

Additional information
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1. Personal datasCy 2, Consortium parties

&, Project partners 7. Mobility

11, Appendices 12, Submit application

Call: Test call 4/2011: these applications will not be rewi
Click here to go to
the previous page
and save the data
you’ve entered.

Save and go back

£ 3. General description

8. Research infrastn

14 (19)

4, Abstract 5. Specific project dats

9. Funding for the project 10, Public

. deadline will expire.
A red triangle means that .

required information is
missina.

mplete the application: 17 day{s) ZZ hour{s) 48 minute(s)

Zave and continue -

=] [ Fequired information ]

/\

Required information
is missing.

Research Council [Seleot
—Site of research
Site of research | Salect
Required information
Site of research, if other I
Department ISoIeot;l
Website of site of research I

Mame of research project in English

Mame of research project in Finnish or
Swedish

This figure shows how
many characters (letters,
digits, spaces etc.) you

ran ctill antar

55 characters Iof't[Roquireu:I information]

255 characters Iof't[Roquireu:I information]

Fields of research
’7| Select

] [ Reguired information ]

This shows the time left (indic-
ative) before the application
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1. Personal datafcy 2. Consartium parties A3, General description 4, Ahstract 5. Specific project data

&, Project partners 7. Mobility 8. Research infrastructure 9, Funding for the project 10, Public description of project

11. appendices 12, Submit application
Call: Test call 4/2011: these applications will not be reviewed! Time left to complete the application: 17 dayi{s) 22 hour(s) 46 minute(s)

- Save and go back Save and continue -

Describe here the national (between organisations, research institutes or business companies) and international mobility of research staff. The
minimum duration is 0.5 month.

— Maobility
Mobility
Mobility » — Delete]
Mame |
Mationality [ select =]
Research career stage | Select ;I

Duration {rmonths) |

Click here to
remove the item.

Frarm which country [select |

Frarm what arganisation |

To which country [select |

To what arganisation |

Clicking here adds a new
set of data (in this case, a

FhEnmebliTT—0o__ " new mobility period).
.

Hiow the wisit ties in with the project

255 characters left

- Zave and go back

Save and continue -
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E Call for applications 1. Personal data/Cvw 2. Consortium parties A3 General description 4, Abstract 5. Specific project data
M cuidelines for this fundi _ N . _ - _
Dppoihl-ﬁtl;es AT IRREIN 6. Project partners 7. Maohility 2. Research infrastructure £.9, Funding for the project 10, Public description of project
M User guide

11. &Appendices 12, Submit application
Questions and feedback

L.
"-J our application in PDF Call: Test call 4/2011: these applications will not be reviewed! Time left to complete the application: 17 dayis) 22 hour{s) 44 minutels)

forrmat
- Saye and go back Save and continue -

the project/sub-project of the consortium, as presented in the research plan, and

Enter an estimate of
tribution for a project comes to no more than 80% of the total project costs,

a funding plan, by fun Active field = where the
cursor (mouse pointer) is.

{dd.mmyyyy) [ Fequired information
(dd.rmm.yyyy) | Required |nformation_|

Funding period starts:

Funding period ends:

Effective working hours {%): (0-100%, for example 83 %) | Required information
o I 20 s e L R o A, » - - e
Enter the percentage of
effective working hours The indirect employee costs and the averheads share are given as a percentage of the persons salary (based on effective working hours), These
confirmed by your costs are added to the salary costs,

organisation, Point as decimal
separator,

Indirect employes costs (%) I (0-100%:) [Requlred information
Cverheads share (%) I (0-200%) | Required information

On the left, you’ll find help
text for the active field
(where the cursor is).
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12. Submit your

application 1. Personal datajCv 2. Consortium parties &3, General description A4 Abstract A5, Specific project data

6. Project partners 7. Mobility 2. Research infrastructure A9, Funding for the project £ 10, Public description of project

11, Appendices 12. Submit application

You-can.’t s1.1bmit YouIr all: Test call 42011 these applications will not be reviewed! Tirme left to cormplete the application: 17 dav{s) 22 hour(s) 41 minuteds)
application if required

information is missing

(the red triangles). pplication status Incomplete
pplication created 11.04.2011 1723
Application updated 11.04.2011 1723
[ﬂYDur application is missing required information, Please check the missing fields.]

After you’ve entered all required infor-
mation, click here to submit your applica-
tion. You can edit (and resubmit) your
application even after submitting it, if
there’s still time left before the deadline.
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How to find out how your application is progressing

Shortly after the expiry of the deadline, the application will be transferred to the In process page under My
applications. Once the funding decision has been made, the application will be transferred to the Decision
made page.

The Decision made page is where you can

o read the decision notification (PDF) on your application and print/save it
e read the review on your application
e view your application with appendices
e accept or reject the funding decision on your application
o make an appeal concerning your ongoing project that has received funding.
Desktop Cpen calls My applications Reviews My account Log out
Incomplete (2) Submitted (1) In process (1) Decision made (1) Appeals (0)
No. 1" call title Shiue " pecision QREEION O tance  of reearch ettt e,
e Browse ‘e
N application .
[} Browse “
e T IoS \py Decided  Posiive 05022001 tobmr
% Makean
%o, apmeal  *

L4 Ad
“agmun®

How to receive a funding decision

The Academy sends an email to the applicant once the funding decision has been made. The funding notifica-
tion document is available on the Decision made page under My applications.

With a few exceptions, the applicant has to accept the funding decision as received. You can accept/reject the

funding by clicking on Accept/Reject on the Decision made page under My applications. On the acceptance
page, you can read the decision notification and the conditions. You must accept the conditions (tick the box)

before you can accept the granted funding.

After being accepted, the funding decision will transfer to be accepted by the issuer of the commitment by the
site of research. The issuer of the commitment shall log in to the Academy’s online services to accept/reject the
funding.

After receiving the commitment by the site of research, the funding is eligible for payment, and notification of
this will be sent by email to a representative of the site of research (e.g. official/s of the finance administra-
tion, may be more than one representative). The representative of the site of research shall log in to the Acade-
my’s online services and get the decisions from the system, one PDF file per decision. The Academy will not
mail any decision letters to the applicants or the sites of research.

! The site of research can also receive the decisions in XML format in order to transfer the decision data directly into its
system.

N

ACADEMY OF FINLAND
RESEARCH FUNDING AND EXPERTISE

Vilhonvuorenkatu 6, PO Box 99, FI-00501 Helsinki, Finland, Tel. +358 9 774 881, Fax +358 9 7748 8299, firstname.lastname@aka .fi, www.aka fi/eng



What if there are changes in the project?

As of 5 April 2011, all appeals (with appendices) relating to projects shall be submitted using the Academy’s
online services. Appeals may concern, for instance, the following issues: change of principal investigator of a
project, change of site of research, or change in annual instalments.

To start drafting an appeal, go to the Decision made page under My applications. Under Appeals, you can
follow how your appeal is progressing.

Information on the decision on an appeal will be sent by email to the applicant, and the decision notification will
be available in the online services.
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