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Receiving login and password

Applicants first have to register in order to receive a login name and password, which gives access to
the web-based FWO e-portal for preparing and submitting a proposal. The registration tool can be
found in the upper right corner of the FWO home page (http://www.fwo.be/en/).
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Click ‘Register’ if you do not have a login and password yet ; you will see the following screen:

Register
Firstname
Surname
E-mail
Confirm e-mail
Date of birth v v L]
Field * |* more about
Field 2 .

Feld 3

B Winen you click on “Register’, a member of FWO staft will deal with your request

Logon

Fill out all necessary fields and press the ‘Register’ button. Please make sure you use a valid email
address as the login and the password will be sent to you by email. FWO validates these data before
providing access to the web-based FWO e-portal, so make sure to register at least 48 hours before you
plan to submit an application.



Complete personal data
See page 5
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Home Edit profile Applications Reports Reviews Help

Welcome, Mrs. Eva Leemans (11/15/1985) to the FWO e-desk.

Start a new application or
- Edit your personal details. 1 complele an unfinished
application.

Apply for expertpanel(s) Reports ’ Help

/~ Communicate conflict of
interests
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In order to eliminate redundant requests for information, we ask you to fill in your personal data just
this once in the FWO e-portal by clicking on ‘edit your personal details’.

Apply for expertpanels
After completing your personal data, you can click on ‘apply for expertpanel(s)’ to complete your
application:
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Welcome, Mrs. Eva Leemans (11/15/1985) to the FWO e-desk.

Start a new application or
complete an unfinished
application.

Reports

Communicate conflict of
interests




How to complete your application
To complete your application, you will always start from this point.

When all the items in the left corner have a green check mark, as you can see below, you will be able

to choose the expertpanel(s) and profiles you would like to apply for:
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Home Edit profile Applications Reports Reviews Help
Personal details L4 Apply for expertpanel(s)

i v 4
Diplomas / Current studies | =]
Posts / Caree v

CEHL It Previous experience as reviewer
F

Addresses b
Publications .41

Why are you applying?

restl

Application as pdf

Please provide your ResearcherlD (Thomson Reuters ResearcherdD), if available.

Please provide your ORCID (Open Researcher and Contributor ldentification), if available
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You can complete your application, by clicking on each item in the left corner:
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Applications Reports Reviews Help

Apply for expertpanel(s)

Personal details

Diplomas { Current studies | |

Post areer "
Cste) Care Previous experience as reviewer

Addresses

Publications
Why are you applying?

restl

Application as pdf

Please provide your ResearcherlD (Thomson Reuters ResearcherdD), if available.

Please provide your ORCID (Open Researcher and Contributor ldentification), if available
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Personal details
Here you can fill in your personal details, such as your name, birthday and e-mail address.
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Personal details

Diplomas { Current studies

Posts / Career Surname Leermans
First name Eva
Rscioling Field Biological Sciences
Publications Field 2
Field 3
Addresses
Contact information Additional personal STTETL
Title Mrs.
User account management Gender woman
Date of birth 11/15/1985
Personal details as pdf Nationality Belgian
Second nationality
Personal bank account no.(IBAN)
BIC
Country of birth Belgium
Place of birth 1090 Brussel 4]

Bl WO | 0710 5[
When you go back to the starting point, there should be a green checkmark next to ‘personal data’.

TO GO BACK TO THE STARTING POINT FOR THE VACANCIES IN THE EXPERTPANELS, YOU NEED TO
CLICK ON HOME AND CHOOSE ‘APPLY FOR EXPERTPANEL(S)!

Diploma’s / current studies
When you click on ‘diploma’s/current studies’ you will see this website:
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Home Edit profile Applications Reports Reviews Help
Personal details Diplomas / Current studies
Pronouncement
Posts / Career Degree Diploma & University/organizationGrade
e
Disciplines
Lic Sociologie 62007 KU Leuven
Publications
Addreasos Candidate sociclogy 9/20/2005 HUB-KUBrussel no entry

Contact information The FWO reserves the right to verify the information provided.
User account management Ph.D. Fellowship:
- list all relevant diplomas
EEONSL MBS & Fct - upload all university diplomas +supplement
- upload all available exam results.
upioad an attestation from the university board confirming that you are being admitted to prepare a doctoral thesis{only required if the diploma has not been
awarded or will not be awarded by a Flemish university)




When you scroll down, you will find the button ‘create list’. There you can include your diploma’s and
current studies:
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\Bestandsbeheen Downloads.aspy. The document should be issued by a representative of the university (3t least dean level or a

representative of the dean), showing that he/she meets the diploma conditions and grade reguirements as stated in the rules. This document also allows the

applicant to join the doctoral school

Postdoctoral Fellowship
- list all retevant diplomas

upload all university diplemasibachelor's degree master's degree)
- upload doctoral diploma

{Co-Jsupervisor research projects and candidates for the FWO expert panels:
list all relevant diplomas
- no need to upload the certificates ifsell

CREATE LIST

Bladeren...

Document type

| PhD diploma ~

Remark
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Home Edit profile Applications Reports Reviews Help
Personal details Diploma
Posts / Career Fields of study | Applied Biological Sciences v
Disciplines Diploma | e
- - =
Publications Ty I Euighum
University/organization ]|
Addresses I —
Grade [ v -
Contact information =
Pronouncement date l hd | [¥]
User account management
Comments/message for the FWO |
Personal details as pdf employee

Cancel

Blol IO o7@ 5 - "

Here you need to fill out (type) the diploma’s you have. You don’t need to upload any documents.
When you have completed all the necessary fields (marked), you click on ‘save’. When you want to
include several diploma’s, you can repeat this step.

When you go back to the starting point, there should be a green checkmark next to ‘diploma’s/current
studies’.



Posts/career
When you click on ‘posts/career’ you will see this website. To include your current and previous
posts, you need to click on ‘add’:
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Home Edit profile Applications Reports Reviews Help
Personal details Posts / Career
Diplomas / Current studies ‘You must register at least one post or occupation (except for Ph D, fellowship and sh)

Disciplines Employment S Start
Post University/organizationCoun
s tyforga Y e
Publications Fonds Wetensch - -
Belgum 5AN2008  Amend
Onderzoek - Viaanderen Delete

Addresses -
Contact information
User account management

Personal details as pdf
Bladeren...
Document type
|0!her

Remark

E- wil @'@_* A . J N EESleD el Ey B

Then you will see this page, where you can include all necessary information, and save it. If you would
like to include several posts, you can repeat this step:
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Home Edit profile Applications Reports Reviews Help
Personal details Post /Career details
Diplomas / Current studies All FWO-related [mandates, p hip .} should NOT be included here
Post [ b |
Ei loyment|
Disciplines mployment(X)
University/organization [ o [
Publications
Country |B¢Igium o [
Addresses .
Start date | v | v | bt
Contact information End date | = | vl | =
User account management Comments/message for the FWO
employee

Personal details as pdf

wil ﬂ@T _.w. d ’ MNEESSlSD maREy

To complete ‘posts/career’ you only need to include (type) your current and previous posts. You don’t
need to upload any documents.

When you go back to the starting point, there should be a green checkmark next to ‘posts/career’.



Addresses
When you click on ‘addresses’ you will see this website. To include your addresses, you need to click
on ‘add’. After you included your address(es), you need to click on ‘save’.
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Home Edit profile Applications Reports Reviews Help

Personal details Addresses

Diplomas { Current studies of addresse

Posts / Career Addresses of the type “[luture) department address” and “Legal domicile” are compaulsory
Disciplines T Street No. P PRy ity CountryUniversity/ PR yWalid f
Publications

Belgian service address Egmontsiraat 5 1000 Brussel Belgium 5/15/2008

Contact information

User account management

Personal details as pdf

. o
m | taps. v oo eskt e TV EL it }j_-.a_wmm__ﬂ.’ | Adires esails ! — - £,

4 B Ranbevolen webites = @ Web of Science v5.211 - - [ General - By vergaderings ] lsmroductiepaging - ltranet | Fonas Wetenschappeiie - (18] instagram [ wietkom bij Facenco - v [l Gmait @ pinserest onoe

Home Edit profile Applications Reports Reviews Help
Personal details Address
Diplomas { Current studies Type | v
Posts | Career Street [

Country [Eelgmm 0
Disciplines

Postcode / Town/City [ | < »
Publications

University/organization | ~

Laboratory |
Contact information Valid from [ v [ " | o
User account management until [ hd [ ™ [ w
Personal details as pdf Comments/message for the FWO ‘

emplo

Cancel

When you go back to the starting point, there should be a green checkmark next to ‘addresses’.



Publications

When you click on ‘publications’ you will see this website. Here you will find some important
information, you need to know, before you upload your publication.
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Home Edit profile Applications Reports Reviews Help
Personal details Publications
- . .

Diplomas / Current studies Some important things you need to know before you start:
Posts [ Career € completeness of your publication list. You should therefore always check the added and/or uplos

5 : WO e-porta
Disciplines 1@ FWOD e-portal
—_— ersonal details as pdf
3. Before you start entering or uploading references, you can delete those already uploaded for previous FWO-applications.
Addresses

elete ALL bibliographic references|

Contact information

4 A detalled overview of the FWD-publication categories can be found hier

LA ACcON MATADEINEE: To upload and/or add the references of your publications in the FWO e-portal, you have the following options:

Personal details as pdf

s ane by one per F
ype at a time by oc

UGent, UAntwerpes
A2, 81, B2

0, VUB and UHasselt

rst option)

Bol\Ww claopy <=, 7

To upload your publications, you can:

Enter the references of your publications, one by one, per FWO publication type. Or you can enter
several references, per FWO publication type, at once by copying and pasting from a text document.

When you do this, you need to make sure there is a ‘enter’ between each publication.
- Y
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Home Edit profile Applications Reports Reviews Help
Personal details Publication(s)
Dipiomas f Current studies Type A1.1 - Articles (a) included in Web of Science’s (WoS) Science Citation Index Expanded, Social Science Cit: | *
Posts / Career
Details
Disciplines
Addresses Pul tion(s)
Contact information
User account management
Personal details as pdf Date of publication: | 28 ~| |June ~ | 2018 A
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Or you can import your publications from the academic bibliography of your university (only for
experts associated with KU Leuven, UGent, UAntwerpen, VUB and UHasselt):
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Home Edit profile Applications Reports Reviews Help

Personal details Import publications
Diplomas { Current studies

Posts / Career [ Upload

Disciplines

Addresses
Contact information

User account management

Personal details as pdf

K

When you go back to the starting point, there should be a green checkmark next to ‘publications’.

All the items should be completed now and you can indicate for which Expertpanel(s). Once you’ve
indicated an Expertpanel, you will be able to indicate the profile(s) you would like to apply. If you

want to apply for several profiles, of the same panel, you can indicate the at once. If you would like
to apply for several panels, you will need to repeat this step.
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Personal details L4 Apply for expertpanel(s)

o
Diplomas / Current studies | @
4
Posts / Career i

Previous experience as reviewer

Addresses

Publications
Why are you applying?

restl

Application as pdf

Please provide your ResearcherlD (Thomson Reuters ResearcheriD), if available.

Please provide your ORCID (Open Researcher and Contributor Identification), if available
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Here you can also include your experience as a reviewer and a motivation for why you are applying
for the Expertpanels, and that panel specific. If you have a ResearcherlD and/or an ORCID, you can
include them here.

Important remarks

>
>

>

Make sure you save the information, after each step!

If you want to include several publications/posts/diploma’s/... you can repeat that step, after
saving!

As long as you don’t submit your application, you can change/adjust/compete all the
included information.

To complete your application, you need to click on ‘submit’! afterwards you will receive an
email of the FWO.

When you need to change some information in your application, after submitting, please
contact the FWO. (vacatures@fwo.be —02/550.15.47)
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