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Frequently Asked Questions on Submitting Electronic Proposals

Questions Pertaining to elan

I've forgotten my password. What should | do?

I've set up an elan account but am unable to view the processing status of my proposal. Why is this?

Not all of my proposals are listed in the overview. Why is this?

Each time I've tried to log in over the past few days I've received a message informing me that the system is

currently under maintenance. What can | do?

e I'm getting the message “You have reached the maximum number of open user sessions allowed by your
administrator”

e | received an e-mail stating “The proposal form you have saved in the DFG’s elan system will be automatically

deleted on ..."”.

General Questions on Submitting Proposals

How do | submit a revised proposal?

Will I be informed that the DFG has received my proposal?

Why can’t | select my research institution from the selection list?

How can | submit additional documents to my proposal once it has been submitted?
What will happen if my computer crashes while I’'m entering data?

Why can’t | open my draft?

| can’t open the templates. What can | do?

Questions on Entering Data

e When entering the title or summary, | always receive the error message “Your entry contains invalid characters”.
However, | haven’t used any special characters in my text.
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Questions Pertaining to elan

I've forgotten my password. What should | do?

The elan login page (elan.dfg.de) contains a link below the Login button that will lead you to a Reset password page.
There, please enter your account’s e-mail address and a new password will be sent to you.

I've set up an elan account but am unable to view the processing status of my proposal. Why is this?

You may only track the processing status if
e you are registered as the proposal’s applicant and
e access to your data has been cleared by the DFG Head Office. If you have not yet been granted access, please
consult the relevant DFG programme staff.

Please note that other persons involved with the proposal, such as cooperation partners, may not track the processing
status.

Not all of my proposals are listed in the overview. Why is this?

Only projects in which you are the applicant and those which have not been declined, withdrawn or concluded are
displayed.

For joint proposals please note that reference numbers are generated for each applicant; joint proposals will therefore
have more than one reference number. The first alphabetical entry will be displayed in the overview.

A newly submitted proposal will not appear in the overview until the DFG has verified that the formal proposal
requirements have been met.

If you have any further questions, please contact our programme staff.

Each time I've tried to log in over the past few days I’ve received a message informing me that the system is
currently under maintenance. What can | do?

When you visit a website for the first time, your browser saves certain information in a browser cache, or temporary
internet file folder. If you revisit the web page, instead of being retrieved from the original site, the files are retrieved from
the browser cache on your computer, thereby enabling quicker loading.

A browser cache does not recognise when new content has been added and instead retrieves the outdated files, in this
case a maintenance message from a previous visit to the site. You therefore need to delete the browser cache.

To delete the browser cache:
e Internet-Explorer
®» Click the “Tools” menu and select “Internet Options”

®» Select “Delete” from the “Temporary Internet Files” section
®» Click “OK”
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e Firefox

Click the “Tools” menu and select “Options”

Select the “Advanced” tab

Select “Network”

Click “Clear Now” under “Cached Web Content”

Click “Clear Now” under “Offline Web Content and User Data”
Select “OK”
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e Safari

» Click the “Edit” menu and select “Empty Cache”
» Click “Empty”

e GoogleChrome

Click on the wrench icon

Select “Options”

Click on the “Under the Hood” tab

Under “Browsing” select “Clear Browsing Data”
Select “Clear Browsing Data”
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I’m getting the message “You have reached the maximum number of open user sessions allowed by your
administrator”

You are already logged in to the portal and have to close at least one session to proceed. To close a session, select one
from the checkbox and close it.

DF Deutsche
Forschungsgemeinschaft

@ You have reached the maximum number of open user sessions allowed by your administrator

To complats the login process, sslect ons or mers of the following s=ssions to closs

Login IP Address Login Time Idle Time Browser
D 10.121.48.205 11/03/2014 17:16:05 0:00:16 Windows 7 MSIE

I Close Selected Sessions and Log in I | Cancel

I received an e-mail stating “The proposal form you have saved in the DFG’s elan system will be automatically
deleted on ...”.

This message informs you that you currently have drafts of online forms saved under Proposal Submission — Drafts.
These drafts are automatically deleted after 100 days unless an extension has been requested. If you no longer need the
draft, you can ignore this message. The draft will automatically be deleted. However, if you would like to extend the
deadline by another 100 days, please go to Proposal Submission — Drafts to extend the deadline.
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General Questions on Submitting Proposals

How do | submit a revised proposal?

A revised version of a previously rejected proposal should be entered as a new project.

Will | be informed that the DFG has received my proposal?

Yes. Upon proper submission, you will automatically receive a short e-mail message from us confirming that your
proposal has been received.

Why can’t | select my research institution from the selection list?

If your institution is not included in the drop-down menu, save your entries by clicking Save and enter the institution via
the My Profile tab under New Address. Please allow one working day before continuing your proposal.

Logout —2 My Profile

You are logged in as:
Martina Schnelder
{martina.schneider@t.dfg.de)

=2 Overview

—2 My Account

How can | submit additional documents to my proposal once it has been submitted?

e As soon as your proposal appears in the overview, you can use the Correspondence link to add additional
documents.

e Inall other cases, please forward the document(s) by e-mail, using the transaction number provided in your
confirmation, to the relevant DFG programme contact or, if unknown, to the following e-mail address:
postmaster@dfg.de.

What will happen if my computer crashes while I’'m entering data?

Entries that were not saved will be lost. To avoid losing data you should regularly save your entries by clicking the Save/
button. Data will be saved locally on your computer. Entries that have not been saved cannot be retrieved.
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Why can’t | open my draft?

In this case, the browser pop-up blocker is active. Please see the following list of various browsers for instructions on
how to deactivate your pop-up blocker.

e Internet Explorer
® (Click the “Tools” menu and select “Pop-up Blocker”
® Select “Turn Off Pop-up Blocker”

e Firefox

Click the “Tools” menu and select “Options”

Select the “Content” tab

Remove the “Block pop-up windows” checkmark
Click “OK”

'3

e Safari

®» Click the “Edit” menu and select “Block Pop-Up Windows”

e GoogleChrome

Click on the wrench icon

Select “Options”

Click on the “Under the Hood” tab

Under “Privacy” select “Content Settings”

Click “Pop-ups” and select “Allow all sites to show pop-ups”
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| can’t open the templates. What can | do?

We offer the templates as RTF (Rich Text Format) files so that they can be used by various word processing programs
from various operating systems. Many operating systems, such as Windows and MAC OS, use RTF.

If this does not apply to your operating system, please proceed as follows:

¢ Right click to save your file to your PC.
e Right click on the saved file and select “Open”, selecting from the word processing programs available to you.
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Questions on Entering Data

When entering the title or summary, | always receive the error message “Your entry contains invalid
characters”. However, | haven’t used any special characters in my text.

In order for your entries to be displayed correctly in other programs (such as GEPRIS, the DFG’s project database), the
data are interpreted according to 1ISO 8859-1, which allows the following characters:
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When copying text from a word processing program, sometimes an invalid code may be included. The following
characters are examples in Microsoft Word:

These characters must be deleted in the form and entered again.
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