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1. About this document 

This document is a guide to entering and uploading information into the funding portal. It is aimed at appli-

cants wishing to submit a proposal in the Vienna Research Groups for Young Investigators 2023. For further 

information regarding the thematic scope of the call, funding and further guidelines, as well as references to 

WWTF policies, please also consider the following documents: 

Call Fiche Summarizes the most important aspects of 

the call 

https://wwtf.at/mod-

ules/down-

load.php?key=4523_DE_O&cs=

F539 

Call Specifications Detailed information about the call https://wwtf.at/funding/pro-

grammes/vrg/#VRG23  

WWTF Funding Guide-

line 

General Guideline for WWTF funding activi-

ties 
https://www.wwtf.at/up-

load/WWTF_Richtlinie_081121.

pdf.pdf 

Guideline for Good Sci-

entific Practice 

Guidelines by the Austrian Agency for Re-

search Integrity 

https://www.wwtf.at/up-

load/broschure_gwp-richt-

linien_web_2017.pdf 

Open Science Policy  Open Science Policy of WWTF https://www.wwtf.at/up-

load/wwtf_open-science-pol-

icy_09032022.pdf 

Gender Equality Stra-

tegy & Plan  

Detailed information about gender main-

streaming at WWTF 

https://wwtf.at/upload/wwtf-

gender-equality-strategy-and-

plan_final.pdf  

Reporting and Ac-

counting Guideline 

Specifies reporting and accounting for 

funded projects 

https://www.wwtf.at/up-

load/anhang_ber-

ichtswesen_und_abrechnungs-

modalitaeten_04112020.pdf 

 

Please consult www.wwtf.at for the contact information of the responsible call managers. 

2. Submit a proposal 

All WWTF proposals must be submitted electronically via https://fundingportal.wwtf.at/ 

This VRG call is the first in the new WWTF Funding Portal. It will fully replace the existing one. We apologize in 

case of unforeseen bugs.  

• In case of bugs and problems do not hesitate to contact the call manager. We are also happy to 

receive feedback on the system in terms of usability.  

https://wwtf.at/modules/download.php?key=4523_DE_O&cs=F539
https://wwtf.at/modules/download.php?key=4523_DE_O&cs=F539
https://wwtf.at/modules/download.php?key=4523_DE_O&cs=F539
https://wwtf.at/modules/download.php?key=4523_DE_O&cs=F539
https://wwtf.at/funding/programmes/vrg/#VRG23
https://wwtf.at/funding/programmes/vrg/#VRG23
https://www.wwtf.at/upload/WWTF_Richtlinie_081121.pdf.pdf
https://www.wwtf.at/upload/WWTF_Richtlinie_081121.pdf.pdf
https://www.wwtf.at/upload/WWTF_Richtlinie_081121.pdf.pdf
https://www.wwtf.at/upload/broschure_gwp-richtlinien_web_2017.pdf
https://www.wwtf.at/upload/broschure_gwp-richtlinien_web_2017.pdf
https://www.wwtf.at/upload/broschure_gwp-richtlinien_web_2017.pdf
https://www.wwtf.at/upload/wwtf_open-science-policy_09032022.pdf
https://www.wwtf.at/upload/wwtf_open-science-policy_09032022.pdf
https://www.wwtf.at/upload/wwtf_open-science-policy_09032022.pdf
https://wwtf.at/upload/wwtf-gender-equality-strategy-and-plan_final.pdf
https://wwtf.at/upload/wwtf-gender-equality-strategy-and-plan_final.pdf
https://wwtf.at/upload/wwtf-gender-equality-strategy-and-plan_final.pdf
https://www.wwtf.at/upload/anhang_berichtswesen_und_abrechnungsmodalitaeten_04112020.pdf
https://www.wwtf.at/upload/anhang_berichtswesen_und_abrechnungsmodalitaeten_04112020.pdf
https://www.wwtf.at/upload/anhang_berichtswesen_und_abrechnungsmodalitaeten_04112020.pdf
https://www.wwtf.at/upload/anhang_berichtswesen_und_abrechnungsmodalitaeten_04112020.pdf
http://www.wwtf/
https://fundingportal.wwtf.at/
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• All entries are saved automatically. In case a “Save” button is not visible, your data will be saved 

anyway.  

• The system constantly validates and saves data in background. Please refresh the website when 

you think your entries have not been accepted. This will fix the problems.  

• We aim to expand the system’s features in due course in order to make it easier for you. Please be 

patient if not all potential services and features are ready at this point in time.  

• The new funding portal allows for managing your personal information in the system. In case you 

are involved in different proposals (or apply in a future call), you don’t need to re-enter all your 

information again.  

• The old submission system could only manage one account per proposal. The new funding portal 

allows for the following options: 

o Other people, in this case the proponent, can view the proposal at any time. They are also 

able to enter their personal information (CV, role in the project). 

o The potential VRG group leader can invite experts to upload a Letter of Reference. They 

will get a specific invitation and log-in. This letter will not be accessible for the VRG leader. 

 

Note: The funding portal closes at 2 pm (Vienna local time) on the day of the deadline. The maximum total size 

limit of the proposal is 5 MB.  

3. Register at WWTF Funding Portal and Log-in 

1. Go to https://fundingportal.wwtf.at/ 

2. Go to “Register” in the top menu 

3. Enter data. * indicates mandatory fields 

4. You will receive an email to confirm registration 

To log-in you go to https://fundingportal.wwtf.at/ and enter your credentials. 

4. Create a new proposal 

1. Go to “Calls” in the top menu 

2. Select the respective Call 

3. Click “Participate now” → a new proposal will be created 

4. Once created, you will find all your proposals under “My Proposals & Roles” in the top menu. You can 

delete the proposals at any time. Proposals that are not submitted will be deleted automatically after 

the submission deadline.  

The Funding Portal will save your entries and changes automatically. You can pause data entry at any 

time. All information will be available again upon your next login.  

https://fundingportal.wwtf.at/
https://fundingportal.wwtf.at/
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5. Invite others and enter information about them 

In the proposal, WWTF requires information about the Vienna Research Group leader and the proponent. Fur-

ther partners can certainly be part of the project (either in-kind or funded by WWTF means).  

In order to be able to complete other information required in the proposal, you need to invite the proponent.  

Invite proponent: 

1. Go to the chapter “VRG Leader & Proponent”  

2. Invite the proponent by providing his/her contact information. The institution of the proponent must 

be the host institution of the respective VRG Leader. 

Complete “MY PROFILE”: 

3. Upon login, you can fill out your profile or update it (if existing user) in the top menu “MY PROFILE”. 

By these managed profiles, participants need to enter their information only once. You may then use 

this information for multiple proposals (or future calls). 

a. Please upload your CV based on the template provided or check if the existing curriculum 

vitae (CV) is up to date. See section below for details.  

b. In case you have multiple affiliation (e.g., using different affiliations for different proposals), 

these can be added in your profile). 

Complete “MY PROPOSALS & ROLES”: 

4. Provide information on your role in the project: Go to “MY PROPOSALS & ROLES” in the top menu, 

select the proposal.  

a. You can update the personal information by clicking on the “Refresh” Button. The system 

will then check if there is new information in your profile data and update it accordingly.   

b. Enter data in the respective text fields, i.e., your scientific expertise and your role in the pro-

ject. Note, that this information is specific to the project. You may provide different infor-

mation here in case that you are also on another proposal (assuming that different projects 

might require different foci of your overall expertise)  

c. Select your affiliation (in case that you have multiple affiliation). Note that this is the affilia-

tion with which you want to apply for the project, i.e., this institution must sign the proposal.  

Make sure that you provide this information early on. Once the VRG Leader and potential partner insti-

tutions are added, their institutions will automatically be added to the “Budget” chapter!   

• The VRG Leader can input and edit information as well as submit the proposal. Proponents can read 

only the proposal.  

5.1 Curriculum Vitae and list of publications 

The CV has two parts: the Curriculum Vitae (1 page) and a list of your publications (1 page). Please do not 

exceed this page limit as the system will not accept documents longer than 2 pages.  

• Please list all items in reverse chronological order.  
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• Regarding publications: please provide a narrative description of your research output, i.e., what’s 

your focus in publications (e.g., aiming for journals or aiming for monographs); how do you deal with 

data in your research output; do you aim for knowledge transfer to the public, politics or industry or 

do you focus on an academic audience, etc.? 

• Please also provide – if possible – a link to a more detailed list of your publications. This can either be 

your institutional website, personal website, an ORCID profile or a Google Scholar profile, among oth-

ers.  

6. Fill out a proposal  

The proposal is organized in seven chapters (as tabs): 

• Basic Information  

• VRG Leader & Proponent 

• Host and Partner Institution(s) 

• Work Programme 

• Integration of the Proposed Group Leader 

• Budget 

• Uploads 

A green symbol indicates that the information in the chapter is complete.  

6.1 Basic Information  

Fill out fields as required. You have to suggest five reviewers and can optionally exclude up to three reviewers 

(not entire institutions / departments; please take care that these persons do not have a conflict of interest 

with the group leader / the proponent; for more details, please refer to the  Call Specifications). The infor-

mation provided is only visible to WWTF and jury members. Do not include persons at Austrian institutions as 

the proposals will be reviewed internationally only. 

Please note: in the section about scientific disciplines, fields will be suggested as you type.  

6.2 VRG Leader & Proponent  

This chapter contains the data of the main applicants of the proposal. The prospective VRG Leader should 

describe his/her career steps so far as well as highlights of recent work. Information in which groups the 

VRG Leader has been working up until now should be added. Please note that WWTF takes unconventional 

research careers into consideration, therefore non-scientific landmarks in the career might be added as well. 

The (scientific) leadership potential (based on previous experience in and outside the academic context;  vi-

sion how you want to lead and manage the prospective group in Vienna) as well as the motivation for applying 

to this position must also be given. 

Furthermore, you must add the proponent to the project (see above). The proponent is the scientist at the 

Vienna host institution responsible for the coordination of the proposal and will support the applicant at every 

stage of the application. He/she is also responsible for the integration of the applicant in case of funding. 
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6.3 Host and Partner Institution(s) 

The future host institution (specific department/group) should be outlined. It should be more than a general 

description. The motivation of the host institution to bring the proposed VRG Leader to Vienna must be added. 

You can add further partner institutions. Note that these institutions must be different to those of the pro-

ponent and his/her host institution (their institutions are added automatically in the system) and are substan-

tial in the project (receiving or giving (monetary) contributions/funds. By entering an additional institution 

here, you have the option to allocate budget to this institution in the “Budget” chapter. This is particularly 

relevant in case of a cooperation with a researcher at this institution.  

Optional: Insert information about the wider research network here and describe additional institutions with 

which the VRG Leader intends to collaborate. 

6.4 Work Programme 

Fill out fields as required:  

• Please provide a concise scientific abstract. This will be used to ask reviewers if they regard the pro-

posal as within their scope of expertise.   

• The work programme must be uploaded as a single PDF file with a maximum of eight pages. It in-

cludes 1) the state of the art in the proposed field and scientific challenges in the next years as well as 

2) the research plan. Give a concise review of the subject of research, of the state of the art in the 

proposed scientific field and the scientific challenges the Vienna Research Group leader wants to ad-

dress. Formulate the concrete research question(s) you would like to address and specify the objec-

tives to be achieved and the theoretical and methodological approaches. Try to outline your work 

programme as concretely as possible and give the jury a clear picture that you know which work pack-

ages to start with. A clear vision and outline of future research are expected. The file may include fig-

ures, charts, etc. 

• Ethical considerations: Please argue why / why not your proposed project contains potential ethical 

aspects. Please follow the research ethics guidelines of your host institution. If the planned project 

requires ethical approval, it is the obligation of the group leader to acquire it as soon as it is needed. 

Please describe in the online submission shortly the necessity of an ethical approval, the process of 

acquiring it and possible challenges. 

• Open science ctatement: Please explain your intentions about providing access to publications and 

to shareable research data (e.g. sharing, accessibility, metadata, sustainability, ownership). For more 

information refer to the  Open Science Policy.   

• Disclosure of other applications for funding:  Applicants agree to provide full information in all re-

lated matters. If you mark the check box “yes”, please also insert more information in the textbox. 

WWTF reserve its rights to check for double funding with other funding organizations. 

• Relevant references: List the key publications representing the state of the art in the respective re-

search area. Please be aware of the maximum of 20 references. Mark the 10 most relevant references 

by clicking on the check box “Most relevant”. Please note that this is not your personal publication 

list (your personal publication list should be included in the CV). 

https://www.wwtf.at/upload/wwtf_open-science-policy_09032022.pdf
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The system can import publication data from external databases, e.g., by DOIs. For PubMed: use the 

number of pubmed.gov. For arXiv, use only the numbers without “arXiv:”  

Please note that this service does not always work perfectly. We are working on improving this feature.  

Use a uniform reference style. If you import references through the database lookup, please use the 

style of the imported reference for the references entered manually. 

6.5 Integration of the Proposed Group Leader 

Fill out fields as required:  

• Please describe the recruiting and selection process for the proposed group leader (search process, 

principles of selection and criteria applied). If there was a search committee, briefly describe its role, 

the persons involved, and the search criteria applied. Please include gender mainstreaming / affirm-

ative actions here.  

Female scientists in Austria are clearly underrepresented in leading positions which is, among other 

reasons, due to gender biases in selection procedures. It is a goal of WWTF and of the Austrian scien-

tific community to overcome these biases. What measures were applied to attract women as poten-

tial group leaders? Please describe your institution’s policy to avoid gender biases. 

• As stated in the  Call Specifications, active recruitment procedures with the aim of finding poten-

tial VRG leaders of the university/research institution are mandatory. Please indicate via the check 

box if you have done so. Please indicate in what journal(s) the ad has been published, and which fur-

ther channels have been used. Upload one job announcement (as JPEG) as an example. The uploaded 

file is for WWTF office only. 

• Describe the contractual relationship with the group leader and her/ his status within the host insti-

tution during the whole funding period. It is important that the prospective host institution in Vienna 

provides a clear-cut career plan for the candidate. As stated in the  Call Specifications, please ex-

plain in detail the steps leading to a tenured position (for example the process of receiving a “Quali-

fizierungsvereinbarung” including time frames). These details will be the foundation of contractual 

negotiations in the case of funding. 

• The host institution is obligated to conduct an interim evaluation of the group leader. This evalua-

tion should take place in the middle of the Vienna Research Group funding period, but not later than 

at the beginning of the fifth year. An international element in the evaluation is necessary (e.g., the 

involvement of a reviewer from abroad). The publication record and the research profile must be sub-

ject of the interim evaluation. Further aspects might be included by the host institution. Please de-

scribe here your concrete schedule and the planned evaluation process. Please note that the interim 

evaluation should be organized together with WWTF as specified in the  Call Specifications. 

• WWTF in convinced that long-term perspectives for researchers are a prerequisite to hire excellent 

researchers. What is the long-term career perspective of the group leader (e.g., path to full profes-

sor) after the funding period? Please describe the host institution’s structures and policies for achiev-

ing this. What is the host institution’s strategy for a long-term perspective/tenure track? What is the 

prospective development of the group after the funding period? 
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• What measures are taken for the integration of the group leader into the institute/department of the 

host institution and between other partners like universities/facilities/departments/institutes? What 

support will the group leader receive upon arrival (administration, housing, onboarding, …)? How will 

the access to administrative resources be organized? 

6.6 Budget 

For details about eligible costs, indirect costs and in-kind contributions, please refer to the  Call Specifica-

tions. All institutions added in the chapter “VRG Leader & Proponent” will be listed automatically in the budget 

table. All figures are in €.1  

Planning of personnel costs 

• The VRG Leader will be inserted automatically. 

• Before you can start the calculations about personnel, you must add a row for every person by clicking 

“Additional persons”.  

• Please click the funding source (WWTF, in-kind, WWTF & in-kind) and then add the average yearly time 

commitment for each project year. The column with the years (“Y1, Y2, …”) will be automatically up-

dated as soon as you have entered the project duration in “Basic Information”. Finally, for those per-

sons where WWTF funding is requested, fill in the salary corresponding to a 100% employment in the 

first project year. This is the “Brutto-brutto-Jahresgehalt”, i.e., gross yearly salary including all ex-

penses for the host institution as well. Please be aware of the Austrian labour cost system. For the 

potential VRG-candidate: please inform yourself what your actual salary will be beforehand! The total 

funding applied for each person will then automatically be calculated including a 6% annual salary 

increase. At the bottom right you will see the total personnel costs applied for from WWTF. 

• Note: Please be aware that the wage for “Studentische Mitarbeiter*in” (i.e. Diploma student etc.) is cal-

culated by FWF with 20 hours and a “Doktorand*in” (i.e. PhD student) with 30 hours per week. 

• If you want to include a pay raise of the group leader, you have to add another row to depict the pay 

raise. 

Planning of non-personnel costs 

Please provide a concise description of costs per cost category/institution as well as the funding applied for. 

Click “add another row” to include another cost factor. Please be as specific as possible (e.g., list devices etc.)! 

You can use the same categories multiple times! More information about cost categories can be found in the 

 Call Specifications.  

The sums will be automatically calculated and provided in the table “Cost overview” and “Budget per region”. 

At least 80% of the requested funding must be allocated to the region “Vienna”. Up to 20% may be allocated 

to other partner(s).  

Furthermore, please fill in the text boxes: 

 

1 The previous system used k€.  
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• Please shortly describe the envisioned group. How will the group be set up? Which positions/qualifi-

cations are needed and when to conduct the research? 

• Briefly describe the infrastructure, equipment and consumables needed to successfully perform 

the group’s research. Describe the availability and accessibility of the infrastructure and equipment. 

What will be funded by WWTF, what will be provided by the host institution? 

• Please describe the in-kind contributions in detail. Please be aware that the monetary and in-kind 

contributions are the contributions from the host institution only and must exceed the minimum re-

quirements stated in the  Call Specifications.  

• Please indicate by clicking the check box that you are aware of the host institution’s overhead policy 

(max. 20%). 

7. Uploads 

Two types of signatures are required: 

• Signatures of the prospective VRG Leader and Proponent = Affirmations 

• Signatures of the authorized person(s) at all participating institutions (Vienna host institutions and if 

applicable partner institution(s)) =Authorizations. Please consult your institutional research service 

regarding who is mandated to sign the proposals.  

o Enter the name of the signing person in the online form. This information will be included in 

the PDF to be signed.  

How can the signatures be provided? 

• Download the PDF using the link “You can generate the signature sheet here”, add a scanned or phys-

ical signature, and upload the form.  

• Download the PDF using the link “You can generate the signature sheet here”, insert an electronic 

signature (e.g., A-Trust Handysignatur) and upload the form. Please note that electronically signed 

PDFs cannot be merged into a single document. 

Optional: letters of recommendation, a photo of the candidate (for internal use only) and additional infor-

mation can also be uploaded.  

8. Conclude the proposal submission 

Once all symbols are green, the proposal can be submitted. The submit button is in the last chapter at the 

bottom.  

No changes are possible after the project has been submitted. After the indicated deadline, submission is 

not possible anymore. Hence, unsubmitted proposals will be excluded from the ensuing evaluation process. 

You can access your submitted proposal on the page “My Proposals and Roles”.   

Please do not provide WWTF with any hard copies.  


