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This manual describes step by step how the research system functions operate and how to use them. 


Arrival Page 
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On the first page, you can log in, ask for a new password for an existing account or create a new account for a new user. You log in through the use of the e-mail address you have registered with us earlier, and your self-chosen password. 
On the arrival site, you can also take part of the various appropriation filing dates and to read about us and our support forms.

Forgot your password - download new
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If you have forgotten your password you can request a new one by clicking "Glömt ditt lösenord?" and enter your email address. Is the address stored with us, an email will be sent with a new password. You can later on change the password to a more personal one.

New User
Click on "Ny användare" in the menu on the left of the arrival site.

Step 1
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When adding a new user fill in the boxes for what they are intended for in the heading above them. Them marked with an asterisk (*) are required and must be filled in. Please note that the Department Address and Address (street, box) only needs to be filled in on one row.
Step 2
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In this step, also fill in the information that is intended and it is only the fields with an asterisk (*) that are mandatory. Note that it is only possible to create one account per email address. Do you know that you have sought money from the Swedish Heart-Lung Foundation in the past with your email address but do not have a password. Use the "Glömt lösenord" to obtain a new one.

The following features require that you are logged into the system.
Changing the password
There is a possibility to change your password by clicking "Byt lösenord" under "Konto". First type your old password and then enter the new and confirm it.
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Personal details
Here is an opportunity to review the detailed information about yourself and make changes.
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Applications
New application
Step 1

To create a new application for research, click on "Ny ansökan" in the left menu. Types of appropriations are listed that are available to search at the moment, and the application deadline. To begin completing the application, click on "Ansök".
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Step 2

When you click "Ansök", it is time to start filling in the application. This is done through the choice of scroll bars or to enter text in webforms. It is also possible to attach files to your application. This is done in the last step. File types that can be uploaded is. Doc,. Docx,. Xls,. Xlsx and. Pdf. Max size for files is 5MB. Pictures and diagrams can also be attached in the step for completion of the research programs of certain types of appropriations. This is to relate a picture or diagram to a specific part of its research program.

Different types of appropriations have very different information to be specified and you pass between steps by clicking the "Nästa" button. In order to proceed to the next step requires that everything is completed at the step you are on. However, it is possible to save your application at any time. What steps you are on is displayed to the right in the window.
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Step 3

It is anytime possible to save the application by clicking "Spara”. However, note that the application will not be ready for evaluation until you click the "Skicka" button in the last step (Steg) (see picture below).
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The last step is also an opportunity to review the application by clicking "Granska". The entire application is opened in a new window. From there, you can then print the application if it so pleases.

My applications
Under "Mina ansökningar" in the left menu you can see all the applications that you are the principal on. Click on the application number  to review the application and edit it if the Status is "Ej färdigställd". This Status indicates where in the application process the application is located. If you started an application and not sent it by clicking on "Skicka" described in the previous section "Ny ansökan" the status will be "Ej färdigställd". Then have the opportunity to review, edit and delete the application. 

If you have submitted your application the Status will change to "Under bedömning". You can modify or supplement the application before the application deadline. This may not be for the appropriation types that can be searched at any time during the year (travel and short-doctoral scholarships). The application has this status until a decision is taken. 

When an application is assessed, the status of "Beviljad" or "Ej beviljad" will appear. If you put the cursor over the word "Beviljad" you will be able to see the grant totals. You can also take part of the justification for the decision by clicking on "Motivering" under the heading of Motivering.
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Annual reports
Send annual report
Under the heading ”Skicka årsrapport” you will find a list of the applications you should submit annual reports on. The list is visible between November 15 and January 15 which is the period when the annual reports is submitted. Your annual report is filled in within five different forms under the headings:
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Log out
Logging out is done by clicking "Logga ut" in the upper right corner.

[image: image12.png]forskning@hlf.se





[image: image13.jpg]