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Introduction

ZonMw uses the My ZonMw system for assessing grant applications. This manual is intended for
committee members and contains instructions on how to activate an account, change language
settings and enter personal details in My ZonMw. It also explains how to indicate personal interests
and assess applications.

In case of substantive questions, please contact the programme manager of the relevant funding
round. If you have any technical questions you can contact the ZonMw Service desk (at
servicedesk@zonmw.nl or on +31 70 349 51 78).



mailto:servicedesk@zonmw.nl

1 Logging in

1.1 Activating your account

If you log in to My ZonMw for the first time, you must first activate your account. You will have received
a message from the programme team indicating which email address has been used to create an
account for you.
1. As a new account has been created for you, we will ask you to first reset your password. You
can go to My ZonMw via the following link: Reset-password
2. Please enter your email address to reset your password (ZonMw will have informed you of the
correct email address).
3. You will then receive an email at this email address from no-reply@zonmw.nl containing a link
to set a new password.
4. Please bear in mind that in My ZonMw, only passwords of at least 12 characters are possible
and they must include 1 number, 1 upper or lower case character and 1 special character.
You can use Norton Password Creator to help you create a password the system will accept.
5. You can then use the password generated to activate your account. Remember to store your
password in your browser or a password manager for later sessions.

1.2 Logging in as an existing user

If you have logged into My ZonMw before, you can log in with your email address and password
(Figure 1).
- Log in as an existing user by entering your ‘Email — E-mail’ and ‘Password — Wachtwoord’ and

clicking on =il
Please note: It is possible that you have multiple accounts. Therefore, look carefully in the
invitation at the email address used to invite you. If you do not see a task in your inbox, you may
have logged in with a different account than the one indicated in the invitation.

- If you have forgotten your password, click on ‘Forgotten your password? — Wachtwoord vergeten?’

Please note: If you enter your password incorrectly five times in succession, your account
will be locked. In that case, you can send an email to servicedesk@zonmw.nl with the
request to unlock your My ZonMw account.
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Figure 1: Logging in as an existing user and forgotten your password.

1.3 Resetting your password

If you have forgotten your password, you can reset your password (Figure 2):
- Enter your email address at ‘Email’.
- Then click on the button.

You will receive an email with a link to create a new password.
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Please note: If you did not receive an email, please check your junk email / spam folder.
"’ ZonMw o =

Wachtwoord resetten / Reset o
Password ‘ ‘ ‘

Doorgaan / Continue

*yerplicht /required

Vul uw e-mailadres in. / Enter your Email

Figure 2: Resetting your password.

1.4 Select language

When you log in for the first time, My ZonMw is set to English. You can change the language to Dutch
by clicking on at the top of the menu bar after you have logged in (Figure 3).

N’ ZonMw * o[mja

Localization Uw gewenste taal
English v
Uw tijdzone
UTC +000000 -

Figure 3: Select language.

2 Inbox

After logging in, you will automatically be directed to your inbox (Figure 4). Here you will see an
overview of ‘Upcoming tasks’ and ‘My Applications’. A task is, for example, communicating personal
interests and assessing an application. Once you have completed a task, you will find the file under
‘Applications | Am Linked To’. You can also see here what you have already submitted.

- To start in My ZonMw, first click on ‘Edit My Details’ (1) to change your contact details. Please
note: it is not possible to change your middle name, last name and email yourself. Changes can be
requested by sending an email to servicedesk@zonmw.nl.

- Clicking on a task (2) takes you to the overview screen of the file.

- If you want to return to your inbox from a different page, click on & in the menu bar at the top of
the page (3).

- Once your task is completed you can find the file and the submitted documents in ‘My Applications’

(4).

+ 0 =[] :
’.’ ZO n Mw Commissielid01 Testaccount
Welcome, Commissielid01! How to Apply Upcoming Tasks B || My Applications | 4 a
Apply for any available scheme, browse = Apply for one of the available schemes. o This i3 fist of applicarions for which x o These are applications that you are o
sc_"_m_“s“ hhh . ® |f requested, complete an eligibility check. you have a current task to do in relation to linked to i.e. user has been added to list of
Tiack and manage your sppkcation B i ST 2 role (from rel orkflow). Hold CTRL users associated with that application
using My Applications b : key and drag table left/right using mouse. (can be seen in Application Contacts tab
Edit your Details or Register an Organisation application form and choose submit. of application processing page)
below or from the Settings menu, (top). ® Once your application has been assessed,
File Number Task Appl.1

you will be notified by emall regarding next
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view details of that application.

Figure 4: Inbox.
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3 Indicating personal interests

After ZonMw has informed you by email that a task for indicating your personal interests is ready, you

can log in to My ZonMw (Figure 1).

- Here you will find the following a task in your inbox: ‘Persoonlijke belangen doorgeven’ (translation:
provide potential personal interests form committee member). (Figure 5). You can click on the task
to indicate your personal interests.

Upcoming Tasks B

File Mumber Task Appl. 1D Call P

il Persgonljke belangen docrgeven . =

Figure 5: Submitting the ‘Indicate personal interests’ task.

3.1 Completing the ‘Project Group Members’ document

- On the left-hand side of the screen you will find a document entitled ‘Projectgroepleden’
(translation: Project Group Members) (1 in Figure 6). Clicking on this document will open an
Excel file.

We recommend that you carefully read all the information
concerning the Code for Conduct on Conflicts of Interest before completing the Excel file.

Persoonlijke belangen doorgeven

Summary Activities
Correspondence log
Documents CommentType: + | Ok 3 nstructions v
~ entries Search To Do
Title Comment Type Datn v Task Not Mark  Select
Applicable As
@B Projectgroepleden (commissie-opvragen-belangen. pdf I 1 Overzicht projectgroepleden 05082025 10:38 Complete
Belangenformulier 2
‘H
Done
4 »
Task Re-Do
Not Applicable
Task Re-Do
Next Steps
Formulier verzenden

Figure 6: Indicating personal interests.

The ‘Project Group Members’ document contains:

- The ‘Total overview of interests’ tab. This is an overview of the submitted applications,
summary of applications and associated project group members. In this tab you can indicate,
for each project group member, whether you have a personal interest. If this is the case,
please provide an appropriate management measure for each personal interest.

- The ‘Proposed Management Measures’ tab. This is an overview of possible management
measures with explanations. Please explain the management measures you have proposed in
the first tab. This way we can assess whether the personal interest is permissible or whether,
in extreme cases, you should be excluded as a committee member for this assessment round.

Possible personal interests
Personal interests may be:

o Personal interests;

e Professional interests;
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e Interests arising out of other positions;
e (Financial or economic) business interests.

Possible management measures
Management measures may include:
e Exclusion from the committee;
e Standard management measure of not taking part in the assessment of the relevant
application;
e Supplementary management measures (you can choose from three options).

3.2 Uploading the ‘Project Group Members’ document in the personal interests
form

- Once you have completed the ‘Project Group Members’ document, please save it and click on the
‘Belangenformulier’ (translation: Personal Interests Form) button (2 in Figure 6). Under
‘Instructions’ you will find a concise explanation of how to indicate your personal interests (3 in
Figure 6).

- The Personal Interests Form will open directly (Figure 7). Click here for information in English
about the Code for dealing with personal interests.

- Here you can attach the completed Excel sheet (1 in Figure 7).

- Please check the box to confirm that you have completed the form truthfully (2 in Figure 7).

- Then enter your name (3 in Figure 7) and click on ‘Save Draft & continue’.

@ seiccr e 1 upload

1.2 Ondertekening

Commissielid (Vul a.u.b. wm naarm in) *

Save Draft
Save Draft & continue »

Save draft & exit

Figure 7: Personal Interests Form.

This takes you to the screen for submitting the form (Figure 8). Press on the ‘Yes, submit entire
form now! button.

Submit Form Belangenformulier

Your details have been saved. Do you want to submit your entire form now?
Pay attention:

If you choose Yes, submit entire form now! your form will be sent. After sending you can no longer change the form.
If you choose No, enter more details first, you will return to the form.
If you choose Exit you will exit the form. Your form is then saved but not submitted.

SPrint Form | [ Generate new PDF

Yes, submit entire form now! »

« No, enter more details first

Exit

Figure 8: Submitting the entire form.

This completes the process of indicating your personal interests and takes you back to your inbox.

4 Assessment of grant applications

You will receive an assessment task for each application in My ZonMw based on your expertise and
the personal interests you indicated. When ZonMw has informed you by email that a task is ready for
you to indicate your personal interests, you can log in to My ZonMw. Tasks will be available for you in
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your inbox in My ZonMw. If we have asked you to assess 5 applications, you will find this number of

tasks in your inbox.

- To start the assessment, simply click on a task after which you will see the overview screen (Figure
9).

- Right-click on the PDF with the application (1 in Figure 9) and open the application in a new tab.

- Click on the button on the right, ‘Assessment form’, to open the assessment form (2 in Figure 9).

Beoordelen projectidee/subsidieaanvraag

Summary Activities
Correspondence log

Documents  comment Type: ~

Title Comment  Type Date

Not Applicable

Task Re-Do

Next Steps

Started

Figure 9: Assessing the application

4.1 Completing an assessment form

The assessment form consists of different sections:

- The sections in the assessment form are displayed as separate tabs. At the top of the screen you
can see the title of the section you are working in (1 in Figure 10).

- Click on the title of a section (2 in Figure 10). This will take you to the questions within this section.

- The 'Print Form' and 'Generate new PDF' buttons (3 in Figure 10) are tools to share the
assessment form (with or without entered text) offline with your colleagues in Word or PDF and to
save it for your own administration. You will need to complete and submit all the information in the
online application form.

- With the ‘Return to Index’ button (3 in Figure 10), you will see an overview of all the sections of the
assessment form (Figure 11). The percentage bar under the section shows the extent to which the
compulsory answers of the sections have been answered.

Please note: Make sure you always check all sections. Sections that do not contain compulsory
questions are directly set to 100%. Clicking on the section title will take you to the questions in this
section.

Beoordelingsformulier commissie - Implementatie van kennis en innovatie voor passende zorg SA 2022

1. Project informatie |1

1.1 Informatie

Subsidieronde: Domeinoverstijgend samenwerken in Notspots en weiligheidsregios (4)

ossiemummer:
Aanviager

Projecttitel

Looptij:
Aangevraagd bedrag bij ZonMw. €67,300.00

Gade beoordataar: 2089248

Figure 10: Opened section 1 of an assessment form.



Beoordelingsformulier commissie - Implementatie van kennis en innovatie voor passende zorg SA 2022
DOMEINOVERSTIJGEND SAMENWERKEN IN HOTSPOTS EN VEILIGHEIDSREGIO'S (4)
Beoordelingsformulier commissie - Uitgewerkte subsidieaanvraag met referenten

Deadline 31-07-2026

@ cickon one of the headings below to go to the form. After you have completed all sections, you can submit the form. Make sure that al data s correct and complete before submitting.
SPrintFom | [ Generate new PDF

Section 71 Project informatie

100%

Section 2 kwaliteit

Section 3 relevantie

B
)

Section 4 Begroting
0%

[
o

ection 5 samenvattend oordeel

B
)

Submit Form »

Figure 11: Overview of all sections of an assessment form.

4.2 Saving an assessment form

At the bottom of each section are 3 options that allow you to save an assessment form, move to the
next section or submit the assessment form (Figure 12). The assessment form is also saved
automatically every five minutes.
e ‘Save Draft’ lets you save information entered in the current section and stay in the current
section of the form.
¢ ‘Save Draft & continue’ lets you save information entered in the current section and go to the
next section of the form.
o ‘Save & exit’ lets you save information entered in the current section and submit the form.

Save Draft
Save Draft & continue »

Save draft & exit

Figure 12: Form: save, continue and submit the entire form.

4.3 Submitting an assessment form

Once you have completed all sections, you can submit the form by clicking on the “Yes, submit entire

form now! button (Figure 13). If compulsory questions have not yet been answered, the red block

indicates which section and question still needs to be completed.

- Click on the section number in the red text to go directly to the question that still needs to be
completed or click on ‘No, enter more details first’ to go back to the overview of all sections of the
assessment form (Figure 11).

Submit Form Beoordelingsformulier commissie - Implementatie van kennis en innovatie voor passende zorg SA 2022

Your details have been saved. Do you want to submit your entire form now?
Pay attention:

If you choose Yes, submit entire form now! your form will be sent. After sending you can no longer change the form.
If you choose No, enter more details first, you will return to the form.
If you choose Exit you will exit the form. Your form is then saved but not submitted.

@ There appear to be problems with some of your answers. Click on the question or section numbers in the errors below to go straight to the problem. You cannot submit the form uniilall problems are corrected.

A some mandatory responses were not filled in
« ifquestion 2.1] Zijn alle kritiekpunten van de referenten ( en indien van toepassing en het panel) voldoende weerlegd in het wederhoor van de aanvrager? - response(s) missing
+ i question 2.4] Wat is op basis van de referentenbeoordelingen en het wederhoor uw eindoordeel over de kwaliteit? - response(s) missing

SPrintForm | [ Generate new PDF

Yes, submit entire form now! »

« No, enter more details first

Exit

Figure 13: Notification of compulsory questions not yet answered.

Click on E¥' if you do not want to submit the assessment form yet and would like to continue
working on it at later. The assessment will be saved in your inbox.

Click on ‘Generate new PDF’ if you want to export the entire assessment form with entered text to
PDF.



After submitting an assessment form, you will be directed to your inbox, where you will see the
message ‘Your form was submitted successfully’. You will receive an automatic email as confirmation

of receipt. The form will now be visible in ‘My ZonMw’ for the ZonMw staff involved in the relevant
programme.

You can find your submitted assessment form in ‘My Applications’ (Figure 4).

- END OF THIS MANUAL -
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