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Project management solution 
ProMeta, the database for the Initiative and Networking Fund (INF), allows the administration of the 
projects of the INF to be more digital and user-friendly. All administrative processes, from the submis-
sion of proposals to the interim reports, are handled by this program. 
The purpose of this guide is to provide information on the proposal submission process. 
 

Access to ProMeta 

You can register independently via the website ivf.helmholtz.de. You will then receive an e-mail with 
your login name and a request to assign a new password. When logging in, please note that the login 
name is not your e-mail address, but is automatically generated and communicated in the confirma-
tion e-mail. 

If you are already registered with ProMeta, you can log in with your username and password. 
 

  

https://ivf.helmholtz.de/
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After logging in, you will automatically be taken to an overview page where you can select current 
funding measures to see all open calls for proposals. 
 

 
 
To open a project, click on the project name. The project dashboard will open in the same browser 
window. 
 
There you will find key information about the project, such as duration, funding amount and contact 
persons. A menu bar allows you to access more detailed information such as the call for proposals or 
the contract, or to start administrative processes such as a request for payment or the submission of 
interim reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Here you can select what you want to see: e.g. pro-
jects, messages, deadlines... 

Click here to open the project 

Click here to submit the propo-
sal directly 
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Submitting a proposal 
 
After clicking on the Submit Proposal button, a new window will open and guide you step by step 
through the submission process. Fields marked with an asterisk are mandatory, all others are optional. 
 
Step 1: Information about the project 
 
The first step is to enter general information about the proposal. The acronym and the full project title, 
the leading Helmholtz Centre and the planned duration must be provided here. You will find a list of 
suggestions under Keywords, but you can also enter your own keywords as free text. At least one 
keyword must be provided. 
 

 
 
 
Step 2: Information about the applicant at the main centre 
 
In the second step, information about the applicant is entered. This information is automatically trans-
ferred from the profile information in ProMeta. If the submitter and the applicant are not the same 
person, the details must be manually adjusted. 
 

 
 
 
 

Full title of the project 

At least one keyword (free 
text possible) 

Only for person-related fun-
ding (e.g. prizes) 
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Step 3: Project partner 
 
In the third step, project partners are entered, if available. By default, the lead centre specified at the 
beginning is already listed here. If further centres or partners are involved in the project, they can be 
added at this point. 
 

 
 
To add a project partner, click the + add project partner button. The screen below then opens. First, 
the ‘partner type’ must be selected, for example, another Helmholtz Centre. 
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The name of the partner institution is then entered. Furthermore, it must be indicated whether the 
partner receives funding and whether the partner contributes matching funds. 
 

 
 
Step 4: Enter contact persons 
 
In the fourth step, the contact persons of the individual project partners must be entered. Particular 
care should be taken to ensure that the information is correct so that system notifications reach the 
right people. Admin contacts are informed about all administrative processes and deadlines in the 
project. 
 

 
 
 

Add Scientific contact 

Add Admin contact 
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Step 5: Financing 
 
In the fifth step, the financial plans are recorded. To do this, two overview tables are displayed first: 
the upper table shows the funding budget from the INF, while the lower table shows the matching 
funds contributed. 
 

 
 
The detailed financial plans then open and can now also be adjusted. The upper table again shows the 
funding from INF funds. 
Important: ProMeta records the funding by calendar years, not by project years. If a project begins in 
October, for example, only the months October to December are recorded in the first year. The funds 
from January of the following year are assigned to the second year. 
The individual annual funds are divided into the following categories: personnel costs, material costs 
(including third-party services and travel expenses), and investments. 
 

 
 
The same structure is applied to matching funds in the lower table. 

Click here to edit the financial 
plan 
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Step 6: Summary 

In the fifth step, a summary of the project must be provided. If available, this can be copied from the 
proposal. In ProMeta, both English and German are mandatory fields, but the summary in one langu-
age is sufficient. A placeholder can then be entered in the corresponding other field, e.g. X 

 

Step 7: Questionnaire 
 
In some calls, questions are asked here; these may vary and usually relate to the proposal. In many 
calls, however, this step can be skipped. 
 
 
Step 8: Documents 
 
In the eighth step, all required documents must be uploaded. This can be done either by dragging 
and dropping them onto the corresponding area or by selecting the files using the file browser. 
Please ensure that you upload your proposals in two copies:  

1) A consolidated PDF file containing the template for the overall theme project (incl. annex) 
and all templates for the sub-projects 

2) Each sub-project template as an individual file. 
 

 

Explanation of the required 
document 
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Contact persons 

If you have any questions about the submission via ProMeta or would like to give us feedback on the 
submission process, please contact the administration team of the Initiative and Networking Fund 
(impulsfonds@helmholtz.de). 
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