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I. INTRODUCTION 

PURPOSE OF THE GUIDE 

The Project Management Platform of the Institute of Atomic Physics (IFA – PROMPT) is a web 

application developed with a view to assisting the users (project directors) in applying to 

competitions or calls launched by IFA. The platform can be remotely accessed by users regardless 

of their geographic location.  

The purpose of the present guide is to help users navigate and successfully use this platform in 

order to submit research, development and innovation (RD&I) projects. The user guide provides 

detailed operating instructions so that the users can understand the project submission process and 

complete it successfully. The role of the operating instructions is to make the use of the project 

submission platform as easy and intuitive as possible, so that the users can benefit from an efficient 

and pleasant experience in using it. The instructions are designed to help users create institutional 

and project director accounts, upload, edit, view, and withdraw their projects.  

The guide can be used by any interested person (project director) employed in a research institute 

who wants to submit a project, regardless of their level of technical knowledge or experience in 

using the platform. The platform provides an intuitive and simple interface to help users submit 

projects, upload files and manage their already submitted projects.  

OBJECTIVES OF THE GUIDE 

Listed below are the main objectives of the user guide of the IFA – PROMPT platform:  

1. to provide a general description of how to use the platform interface;  

2. to provide a general description of the submission process for RD&I projects;   

3. to provide detailed, step-by-step instructions on the authentication procedure for institutional 

users and project directors;  

4. to provide detailed, step-by-step instructions on how to complete the project submission 

form;  

5. to provide detailed explanations of the procedures for uploading and attaching the 

documents needed to submit a project;  

6. to provide information on the status of the submitted project and ways to update information 

related to the project;  

7. to present instructions on how to respond to notifications sent by the platform and to 

communicate with platform administrators;  

8. to provide a centralized and digital solution for the process of submitting and evaluating 

RD&I projects;  

9. to provide a dedicated Questions and Answers section for project directors.  

 

https://prompt2.ifa-mg.ro/login
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 USERS OF THE GUIDE 

The platform can be used by public or private organizations, research institutes, non-governmental 

organizations and other organizations that wish to submit RD&I proposals and projects. Thus, the 

users of the guide are the following:  

• Institutional Users - their role is to register the institute on the platform and to add the project 

directors employed in the respective institute. Institutional users can be public or private legal 

entities whose object of activity, established according to the law, is research and development, 

as defined in article 2 paragraph (1) of the Government Ordinance (GO) no. 57/2002 on 

scientific research and technological development, subsequently amended and supplemented. 

The respective categories of public or private legal entities are listed in articles 7 and 8 of the 

GO no. 57/2002 subsequently amended and supplemented. 

 

• Project Directors Users - who are employees of research institutes listed in articles 7 and 8 of 

the GO no. 57/2002, who wish to submit a project for financing through the platform.  

GENERAL INSTRUCTIONS 

The guide is structured into chapters and sub-chapters allowing the users to navigate through the 

table of contents to find the information they need. They can also use the search function to find 

specific information. 

Users should have a basic understanding of the platform interface in order to submit a RD&I 

project.  

The guide provides a general description of the platform interface as well as detailed operating 

instructions. It provides also step-by-step instructions on completing the project submission form. 

The instructions include screenshots and details on how to complete each field on the submission 

form.  

The guide provides instructions on how to upload documents as well as details of the file size and 

format.  

After submitting a project, the project directors can check the status of the submitted project 

through the platform; the guide is providing detailed instructions on how the project status can be 

checked at any given time.  

Last but not least, the guide provides instructions on how you will receive notifications and 

communicate with platform administrators if necessary.  
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II. CREATING AN INSTITUTIONAL ACCOUNT 

The institutional account will be created by a person appointed by the head of the unit. This person 

will have the role of Administrator of the institution and the right to add project directors. In order 

to create a new institutional account on the IFA-PROMPT platform, the designated users must take 

the following steps:  

1. The main page of the platform is accessed by clicking the address: https://prompt2.ifa-

mg.ro/login   

 

2. On the right side, under Sign in, click on Create an institution account;  

3. The following window will appear on your screen:  

 

4. On the right side, a form appears. This must be filled in by the Administrator appointed by 

the institution. The information requested in this form is as follows:   

https://prompt2.ifa-mg.ro/login
https://prompt2.ifa-mg.ro/login
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• Data related to the Administrator (the person appointed by the legal representative of 

the institution): name, surname and e-mail address;  

• Data related to the Institution: full name of the organization, abbreviation, address, 

Euroregion, county, e-mail address, telephone, fax, fiscal code/CUI, Registration 

Authority, date of registration, Legal form;  

• Document Validation – a pdf file will be uploaded (no specific format is required) 

containing the following documents:  

o Tax Registration Certificate (CIF/CUI); 

o For SMEs (Small and Medium-sized Enterprises): A certificate issued by the 

Trade Register Office along with an annex mentioning the corresponding 

CAEN (National Classification of Economic Activities) code related to the 

works subject to this contract and the section regarding insolvency/incapacity 

to pay/state budget debts; 

o For Research and Development Institutes/Universities: Document indicating 

the CAEN research code (e.g., Decision/Order establishing the Research and 

Development Institute, etc.); 

o The act of appointing the legal representative; 

o Power of attorney for the Institutional Account Administrator appointed by 

the Legal Representative.  

 

• Data related to the legal representative: name, surname, e-mail address;   

• Data related to the economic director: name, surname. 

5. Click on Create Account. By clicking on the Create Account button the users 

automatically accept the terms and conditions of the platform. The users are required to 

carefully read the terms and conditions in order to avoid any further problems.  
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The account administrator receives an automatic e-mail with the subject New 

institution account: 

Dear {First Name} {Last Name}, 

 

We have received your request to register an account for "[institution name]".  

You will receive an e-mail with more details once we validate your request.  

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

6. The platform administrator from the Funding Agency verifies the correctness of the data and 

validates (see points 7 - 9) or does not validate (see point 12) the institution. 

7. You will receive an e-mail containing the validation of the institution and the password.   

The account administrator will get the following e-mail:  

Dear {First Name} {Last Name}, 

 

Your account for institution "[institution legal name]" has been validated.  

You can login using password ...................., but we strongly recommend that you 

reset your password from the login screen. 

Please start to register your project directors.  

For more info access the "Platform Guide" on the login page.  

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

 

At the address indicated for the institution the following e-mail will be received:  

 

Dear {Institution Legal Name}, 

 

Your account for institution "[institution legal name]" has been validated. 

Please contact {First Name} {Last Name} for more info. 

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

 

The Legal Representative of the institution will receive the following e-mail:  

 

Dear {First Name} {Last Name} of the Legal Representative,  

 

Your account for institution "[institution legal name]" has been validated. 

Please contact {First Name} {Last Name} of the Administrator for more info. 

 

https://prompt.ifa-mg.ro/
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Thank you,  

IFA Team  

prompt.ifa-mg.ro  

8. Please check also your “Spam” folder. If you do not receive an e-mail within 48 hours 

starting from the moment the form was submitted, please contact us at the following e-mail 

address ifa-prompt@ifa-mg.ro 

9. After receiving the Institutional Account password, please reset it and add a new one. In 

order to reset the password, go back to the main website  https://prompt2.ifa-mg.ro/login and 

click on Reset password.  

 

 

 

 

 

  

10. Enter the e-mail address used for the institutional account and click on Send Request.  

 

 

 

 

 

 

11. The platform sends a link to the indicated e-mail to reset the password. The link is valid for 

30 minutes. Enter the e-mail address for which you want to reset the password and the 

password in the fields dedicated to the password. Click on Update Password. If you fail to 

reset your password within the allotted time period, you will have to try again. Some 

suggestions for creating a strong and secure password:  

• Use unique characters: your password must contain a combination of unique 

characters, such as uppercase and lowercase letters, numbers and special characters. 

The more complex the password, the harder it is to crack;  

• Avoid personal information such as name, date of birth, or phone numbers. This 

information can be easily hacked and exposes the account to the risk of a 

cyberattack.  

• Choose a long password: it is harder to crack. A password of at least 8 characters is 

usually recommended.  

mailto:ifa-prompt@ifa-mg.ro
https://prompt2.ifa-mg.ro/login
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• Change your password frequently: in order to keep their account secure, the users 

should change their passwords regularly, at least once every few months.  

• It is important to remember the password and not store it in plain sight in any 

document or web browser.  

 

 

 

 

 

 

 

12. In case that the institution has been invalidated, you will receive the e-mail below. The 

registration process will be resumed with the same e-mail addresses only after you have the 

consent of the IFA account Administrator. 

Dear {First Name} {Last Name},  

 

Your account for institution "...." has been INVALIDATED 

Reason: .......  

If you want to re-register using the same e-mail, please contact us at ifa-

prompt@ifa-mg.ro 

 

Thank you,  

IFA Team 

prompt.ifa-mg.ro   

 

 

 

mailto:ifa-prompt@ifa-mg.ro
mailto:ifa-prompt@ifa-mg.ro
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III.CREATING THE ACCOUNTS FOR PROJECT DIRECTORS 

The accounts of the project directors will be created by the Institutional Account Administrator. In 

order to do this the Institutional Account Administrator must complete the following steps:  

1. After resetting the password associated with the Institutional Account, return to the platform 

authentication page  https://prompt2.ifa-mg.ro/login; 

2. The Institutional Account Administrator authenticates by entering the e-mail address 

associated with the account and the password resulting from the reset;  

3. After entering the e-mail address and the password, click on Login button;  

 

 

 

 

 

 

 

4. If the e-mail address or the password is incorrect, the platform will display an error message 

and you will be asked to re-enter the login information;  

 

 

 

 

 

 

 

 

 

 

 

 

 

5. If the e-mail address and the password are correct, you will be redirected to the page 

dedicated to adding users (project directors). At the top, the Institutional Account contains a 

table header with the following information: First Name, Last Name, E-mail Address and 

Status. The latter refers to the status of the project director's account: Active or Blocked. A 

blocked user can no longer submit project proposals.  

 

https://prompt2.ifa-mg.ro/login
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6. In order to create a new user, click on the New Project Director button. A new window will 

appear asking you to fill in the following data: First Name, Last Name, E-mail Address, 

Scientific Title, Gender, Mobile Number, Address.  

 

 

 

 

 

 

 

7. Fill in all the requested information then click on Active button and 

afterwards on Create User.    

 

 

 

 

 

 

8. The user will automatically receive an e-mail with the initial password of the account. We 

recommend resetting this password.  

Dear {First Name} {Last Name}, 



12 
 

 

An account has been created for you on the IFA Platform with the following roles: 

Project director. 

You can login using password ……………, but we strongly recommend that you reset 

your password from the login screen. 

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

9. In order to reset the password, go back to the main website  https://prompt2.ifa-mg.ro/login 

and click Reset password.   

 

 

 

 

 

  

10. Enter the e-mail address used for the institutional account and click on the Send Request 

button.  

 

 

 

 

 

11. The platform sends a link to the indicated e-mail to reset the password. The link is valid for 

30 minutes. Enter the e-mail address for which you want to reset the password and the 

password in the fields dedicated to the password. Click on Update Password. If you fail to 

reset your password within the allotted time period, you will have to try again. Some 

suggestions for creating a strong and secure password:  

• Use unique characters: your password must contain a combination of unique 

characters, such as uppercase and lowercase letters, numbers and special characters. 

The more complex the password, the harder it is to crack;  

• Avoid personal information such as name, date of birth, or phone numbers. This 

information can be easily hacked and exposes the account to the risk of a 

cyberattack;  

• Choose a long password: it is harder to crack. A password of at least 8 characters is 

usually recommended;  

https://prompt.ifa-mg.ro/
https://prompt2.ifa-mg.ro/login
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• Change your password frequently: in order to keep their account secure, the users 

should change their passwords regularly, at least once every few months;  

• It is important to remember the password and not store it in plain sight in any 

document or web browser.  

12. The Administrator of the Institutional Account repeats steps 6 and 7 in order to add all users 

(project directors). 

 

 

 

 

 

 

13. The final result will be a table comprising all the users who can apply for the calls launched 

by the Institute of Atomic Physics. 

 

 

 

 

 

 

14. The users can be filtered based on their status Active or Blocked. 

A user with Blocked status will no longer be able to submit project proposals from this 

institution. This Status will only be used if the respective user is no longer employed in the 

institution.    
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15. The users’ information can be edited by clicking on Edit button. After updating the 

information, click on Save Changes button.  

 

 

 

 

 

 

 

16. A user can be deleted only if he has no project proposals submitted.  
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IV. SUBMITTING A PROJECT PROPOSAL  

INTRODUCTION 

After resetting the password associated with the Project Director Account, return to the main site   

https://prompt2.ifa-mg.ro/login.  

On the first page you can see open/closed calls (Open / Closed).  

 

From the dropdown called Status, you can filter the calls by their Open or Closed status.  

In order to see more information about each call click on the icon  in the Description column. 

Here the users can view the Information Packages relating to the call.  

Accessing the user interface  

Users (project directors) must log in to their user account and access the user interface of the project 

submission platform.  

In order to authenticate, the users must take the following steps:  

 

 

 

 

 

 

 

 

1. The project director authenticates by entering the e-mail address associated with the account 

and the password resulting from the reset;  

https://prompt2.ifa-mg.ro/login
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2. After entering the e-mail address and the password, click on "Login" button;  

3. If the e-mail address or the password is wrong, the platform will display an error message 

and you will be asked to re-enter the login information.  

 

 

 

 

 

 

4. If the e-mail address and the password are correct, after login, users are directed to the main 

page of the user interface where launched calls or competitions can be accessed.  

 

5. The list of open competitions or calls can be identified in the table displayed on the first 

page of the platform: Status (Apply) column;  

 

6. Click with the mouse anywhere on the line in the table corresponding to the competition/call 

you are interested in.  
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SUBMITTING A PROJECT PROPOSAL  

In order to submit a project proposal within IFA programmes, the users (project directors) must take 

the following steps:  

1. After authentication, the list of open competitions or calls is displayed: Status column 

(Apply);  

2. Click with the mouse anywhere on the line in the table corresponding to the competition/call 

you are interested in;  

3. The details of the call will appear. Here the you can access the Information Packages, 

download the forms and view other data relating to the call: opening date, closing date, start 

date of the project, maximum duration in years of the project, number of days allocated to 

communication with the evaluator (after he uploads the assessment sheet), the total budget 

for that call, the percentages for the RDI activities for each type of institution.   
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4. In order to start the project submission process, click on Apply button. You will be taken to 

the project submission form. 

 

5. Start filling in the project submission form:   

 

The project submission has 8 tabs initially, as follows: 

• General – all general details for the project and information for the coordinator will be 

filled in (many of the data will be filled in automatically from the institutional account and 

from the project’s director account, only their verification is needed); in this tab the follow-

ing data will be filled in: 

o Project title;  

o Project acronym; 

o ELI Thematic / CERN/FAIR Research programmes etc. (this section is different 

from programme to programme). The thematic is chosen in accordance with the in-

structions in the Information Package.  

o Number of months of implementation;  

o Completion date – the number of years to completion (may differ depending on the 

allocated budged / number of years of the call);  

o From the next dropdowns one must choose either a Smart Specialization Domain  

or a Research Agenda Domain (it’s necessary to select a domain closest to your 

topic). For more information about the Research Agenda and Smart Specialization 

Domains please see the National Strategy for Research, Innovation and Smart Spe-

cialization at https://www.research.gov.ro/transparenta-decizionala/strategia-

nationala-de-cercetare-inovare-si-specializare-inteligenta-2022-2027/ 

o The information about the Coordinator/Project director, Legal representative 

and Economic director are filled in automatically. 

 

 

 
 

For the EURATOM Programme there is an extra Toggle next to the project title. If the coordinator 

has a Complementary part, this toggle must be activated. If not, it must be left as is. 

 

 

 
 

 

• Partners – in this section the project partners will be added: 

 

https://www.research.gov.ro/transparenta-decizionala/strategia-nationala-de-cercetare-inovare-si-specializare-inteligenta-2022-2027/
https://www.research.gov.ro/transparenta-decizionala/strategia-nationala-de-cercetare-inovare-si-specializare-inteligenta-2022-2027/
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o Click on the blue Add Partner button 

o If the institution is already registered in the IFA-PROMPT platform, one can search 

for it by Registration number (CUI) or legal name (partner name). Ask the partners 

about the name used for registering on the platform or about the registration num-

ber. The data for Institution, Legal Representative and Economic Director will be 

filled in automatically. The data for Project Responsible must be filled in manually. 

o After filling in all the fields, click on the blue Add button. 

 

 
 

For the EURATOM programme there is an extra Toggle next to the Legal Form. If the partner has a 

Complementary part, this toggle must be activated. Otherwise, it must be left as is (must not be 

activated).  

 

In the Partners tab you’ll see the list of added partners. 

o The information about the partners can be edited by clicking the Edit   button which 

will bring up the same form as before; 

o A partner can be removed by clicking the Delete   button; 
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• Planned Budget: data about the project’s budget for each year (only for the years men-

tioned in the information package) for the coordinator and each partner. In the case of the 

EURATOM programme, one must fill in both the main (Principal) and complementary 

(Complementar) if applicable. Only the blue cells must be filled in, the rest being computed 

automatically. 

o Legend: BS - Financing from the program budget; EU - Funding from EU 

sources; CP - Co-financing from other domestic sources (national). CP is required 

for SMEs depending on the type of activities declared in the Workplan tab and in 

accordance with the State Aid Scheme. If there are no European funding sources 

and own co-financing, then these fields will not be filled in. 

 

In order to hide unnecessary columns you can click on the Show/Hide Columns button on 

the right side. 
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Example for hiding columns:  

 

 

 

 

 

Expenditures on services performed by third parties can be filled in by clicking on the 2.3 

expenditures on services performed by third parties line. Depending on the programme, in this 

section you can add: CERN-RO Programme (contributions to CERN M&O A, B, upgrade, DRD, 

etc., audit), FAIR Programme (contribution to FAIR, audit), other programmes (audit expenses or 

other third party expenses) 

 

For the EURATOM programme, the Travel Expenditures will be filled in by click on line 3. Travel 

expenditures. 
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• WorkPlan  

o The Year, Stage / Activity section will be filled in automatically. In order to add a 

new activity, you must click on the  button; 

o For the Title fields you will fill in the Title of the Stage on the Stage 1...Stage n 

rows (where n is the final year of implementation), and the Title of the Activity on 

the Activity 1.1......... n.n rows; 
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o For the Type of RDI fields you will select the type of research corresponding to the 

respective activity. In order to view the full description of the acronyms in the list 

you must hover your mouse over any of the options. 

 

o In the BS, EU, CP sections you must fill in the budget for BS (state budget), EU (Euro-

pean funding), CP (own co-financing; required for SMEs depending on the type of ac-

tivities declared in the Workplan tab and in accordance with the State Aid Scheme), 

same as for the Planned Budget. Failure to complete this section will result in rejection 

of the project. 

o Same as for the Planned Budget tab, you must fill in the date for the coordinator and all 

the partners. In the case of the EURATOM programme, one must fill in both the main 

(Principal) and Complementary (Complementar) if applicable. 

• Deliverables 

In this tab you can add data about the deliverables for the following sections: Publications, 

Intellectual Property, HR, Conferences, International, Other. Data is filled in by double clicking the 

blue cells. 

For the Other category you can add new types by clicking on the Add button. In addition to the 

rest, here you can also edit the Type column. Added entries can also be deleted. 
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Data can also be added by using the excel import functionality. Above the categories there is 

important information and also a link to a zip archive that contains excel templates for each 

category. The templates are pre-filled with a few examples and you can modify them as needed. In 

order for them to be successfully processed, please don’t change their structure and only use 

numerical values (no formulas). To import one or more files, click the Import button and choose the 

desired files in the appropriate category. 

 

If the files can’t be processed, you’ll get an error message with the problem. The message will 

include the category and the excel row with the problem. 

IMPORTANT: after importing the files you need to save the project. You can either click on Save 

draft (if the proposal is not finalized), or on Submit (if the proposal is final). 

• Equipment 

o Existing Equipment 

▪ In this section, the existing equipment for the implementation of the project 

will be added (maximum X most relevant, where X is defined per Call and 

whose value appears in the table title). To add a new equipment, you click 

on the  button below the table title.  

▪ To delete an existing equipment, you click on the  button. 

▪ In the Name of the equipment and main characteristics column you fill in 

the name of the existing equipment and its main technical features.  

▪ In the Average wear and tear (%) column you fill in the average wear and 

tear of the existing equipment. 
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o Equipment to be purchased 

▪ In this section you will add the equipment that will be purchased during the 

project’s implementation period. To add a new equipment, you click on the 

 button below the table title.   

▪ To delete an existing equipment, you click on the  button. 

Same as for the Planned Budget tab, you must fill in the date for the coordinator and all the part-

ners. In the case of the EURATOM programme, one must fill in both the main (Principal) and 

Complementary (Complementar) if applicable. 

• Personnel 

In this tab you can add data about the project’s personnel. The project director is added automatical-

ly, but you must fill in the missing information. 

To add a new person, you click on the  button. In the form that appears the options for Scien-

tific Title and Project Role will display their full description when you hover over them. 

 

Next to the add button you have the Import button. In the first section of the tab, you have a link to 

download an excel template for importing. 
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The template is prefilled with a few examples and you can modify it according to your needs. In 

order for it to be successfully processed, please don’t change its structure, use only the options 

available in the columns where you need to select something and strictly use numerical values 

(without formulas) in the value columns. 

Same as for the Planned Budget tab, you must fill in the date for the coordinator and all the part-

ners. In the case of the EURATOM programme, one must fill in both the main (Principal) and com-

plementary (Complementar) if applicable. 

• Files 

In this tab you can upload the required documents. The documents will be signed, scanned and up-

loaded as pdf files. Next to each file you can see the maximum accepted size. Users must make sure 

that the files are uploaded correctly and that there are no errors during the upload process. For more 

details about the necessary documents please consult the information package related to the pro-

gramme you have selected. 

! Pay attention to the ending of the names of the forms EN or RO. These will be uploaded 

exactly in the dedicated fields! Only documents with the EN ending will reach the evaluators. 

Attention! If the data is not filled in correctly and the forms are not correlated with each 

other, when you click Submit or Verify (see point 8) you will receive a message that you have 

errors in the form and errors will be displayed next to the forms that require attention. In 

front of the name of each incomplete tab, the  sign will be displayed 

 

Possible errors: The Planned Budget totals per year are not correlated with the Work Plan 

year totals. The equipment totals from the Equipment to be purchased table are not 

correlated with the 2.1 capital expenditures line from the Planned budget. Gross salary total 

from Personnel is not correlated with line 1.1 from the Planned Budged. We recommend that 

you fill in the Planned Budget at the end. Missing CVs from Personnel or missing files from 

Files or missing required information from General, Partners, Deliverables. 

In the lower right corner of the screen there are four buttons: Save Draft, Verify, Download PDF, 

Submit. The project director can save a Draft of the project proposal, to validate all the tabs and 

forms by clicking on Verify, to Submit the project proposal and to Download the pdf with all the 

data of the proposal. 

 

A Draft project proposal will not be sent to the financing agency. In order to be sent you need to 

click on Submit and the project director will receive the following e-mail: 
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Dear {First Name} {Last Name}, 

 

Your project proposal "Title of the project proposal" was submitted to the Institute of 

Atomic Physics Management Platform. Your project code is ..........  

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

After submitting the proposal, the project director can withdraw the project by clicking the 

Withdraw button. For more details, please see section Withdrawing a project. 

 

EDITING AND SAVING THE PROJECT PROPOSAL 

After the user has completed and submitted the project proposal, he has the opportunity to recheck 

all the documents and data and replace them. The documents and data can be replaced both in Draft 

mode and after pressing the Submit button. The project can only be saved until the closing date of 

the call. After this date all fields and documents become inactive. For saving the project, click on 

the green button Save Changes.  

WITHDRAWING A PROJECT PROPOSAL 

The project may be withdrawn until the closing date of the call. After this date all fields and 

documents become inactive. It is important to note that withdrawing a project is an irreversible 

action. In order to withdraw a project, click the red button Withdraw.  

 

The Project Director will receive the following e-mail:  

Dear {First Name} {Last Name},  

The Management Platform of the Institute of Atomic Physics has removed your project 

proposal [Title]. 

The system will not send your project for an eligibility check.  

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

 

 

 

 

https://prompt.ifa-mg.ro/
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CHECKING THE ELIGIBILITY OF PROJECT PROPOSALS 

The designated persons within the Institute of Atomic Physics check the eligibility taking into 

account the conditions indicated in the Information Packages. At the deadline indicated in the 

Information Package, the project managers will receive the following e-mail:  

Project declared eligible Project declared ineligible 

Dear {First Name} {Last Name}, 

Project "Title of the project" has been 

declared: Eligible. 

Your project will be submitted for evaluation. 

 

Thank you, 

IFA Team 

prompt.ifa-mg.ro 

 

 

Dear {First Name} {Last Name}, 

Project "Title of the project" has been 

declared: Ineligible. 

You are allowed to update the project and resubmit. 

Technical Project Responsible comments: ....  

Thank you, 

IFA Team 

prompt.ifa-mg.ro 

 

A project declared ineligible can only become eligible if it fills in, in due time, the minimum 

missing information and documents (for example: incomplete institutional declarations, unreadable 

scanned documents etc.).  

EVALUATING THE PROJECT PROPOSALS 

 

In accordance with the Government Decision no. 1188 /2022 on the approval of the National 

Research, Development and Innovation Plan 2022 – 2027, point 8.3 h) the evaluation procedure of 

project proposals includes the opportunity for the applicants to send some comments to the 

arguments of the evaluators. These comments are subsequently reviewed by the evaluating experts 

and may, if necessary, be taken into account when calculating the final score. The minimum 

response time of the project director is specified in the call conditions. At the same time, the project 

director will be notified by the following e-mail:   

Dear {First Name} {Last Name},  

Project "Title of the project" status changed to: Comments  

 

Please find the evaluation sheet and/or the comments in the HISTORY section from the 

EVALUATION tab in your project`s page. You are allowed to respond from the same page, during 

… days after the first evaluation sheet was uploaded.  

 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

 

After this period of time, the project director can no longer respond to the evaluator's 

comments.  

 

The director goes to the Evaluation tab and, depending on the type of call (with or without 

a moderator), responds to the moderator or to all the evaluators.  

1. Call with moderator 
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2. Call without a moderator 

 
 

The moderator/evaluators is/are notified by e-mail when the director responds. 

 

The evaluator uploads the new evaluation sheet (if he/she accepts the project director 

comments) and saves the evaluation.  

 

The project can either be accepted for funding or put on the waiting list. The project director 

will receive the following e-mail:  
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Project accepted for financing Project not accepted for financing 

Dear {First Name} {Last Name}, 

Project "Title of the project" status changed to: 

Final. Your project was recommended for 

funding. 

 

Please contact your Technical Project 

Responsible for further details at [E-mail 

Address of the Programme] 

 

Thank you, 

IFA Team 

prompt.ifa-mg.ro 

Dear {First Name} {Last Name},  

 

Project "Title of the project" status changed to: 

Final. Your project was recommended for 

funding in the event of budgetary 

supplementing. 

 

Please contact your Technical Project 

Responsible for further details at [E-mail 

Address of the Programme] 

 

 

Thank you, 

IFA Team 

prompt.ifa-mg.ro 
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V. CONTRACTING 

THE CONTRACT 

After the evaluation is successfully finalized, the Technical Responsible will send the project to the 

contracting stage. The project director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that the contracting for project {Project title} ({Project code}) is now open. For 

more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

Now the director can access the Contracts section from the menu. For the moment, on this page 

there will only be the Contract section. After finalizing the contract, the director will also see the 

Addendums and Payments sections. Each of the sections can be expanded by clicking on the area 

that contains the section’s title. 

 

 

The project director has the following available tabs: 

• History & Comment / Validation: where you will be able to see the history of the contracting 

process and be able to send messages to the Technical Responsible. 

• Partners – Personnel: same tabs as in the proposal section. The director can modify the data 

saved during the proposal. 

• Files – upload files required by the contracting process. 

• Scheduled Payment – defined by the Technical Responsible during the contracting initializa-

tion. This table is only for information and can be modified by the director in case the schedule 
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changes.

 

After finishing changing the data and uploading all the required files, you can click on the 

Submit button.  

If something is not correct, the Technical Responsible invalidates the process and sends a 

message to the director. The director also receives an e-mail: 

Dear {First name} {Last name}, 

Please note that the contracting for project {Project title} ({Project code}) was declared 

INVALID. For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

Now the director can make new changes to the data and respond to the Technical Responsible in 

the Comment section. 
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If the project is validated, the director receives the following e-mail: 

 Dear {First name} {Last Name}, 

Please note that the contracting for project {Project title} ({Project code}) was declared 

VALID. For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

When the Technical Responsible sets the contract’s code and upload the signed documents, the 

director is notified with the following e-mail: 

Dear {First name} {Last Name}, 

Please note that the contracting for project {Project title} ({Project code}) was finalized. 

For downloading the contract, please log on to the IFA-PROMPT webpage -> Contracts. 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

The director can download the signed contract from the Contracts page by clicking on the 

download icon in the last column of the table: 
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ADDENDUMS 

 

After finalizing the contract, the directors gain access to the ADDENDUMS and PAYMENTS 

sections. 

 

In order to add an addendum, the director must open the Addendums section (click anywhere on 

the list with the title) and click on New Addendum. 

 

Adding a new addendum generates a copy of the project’s data saved either during the contracting 

phase (if this is the first addendum), or during the previous addendum (if this is not the first 

addendum). The director will see the same tabs as during the contracting process. 

 

Same as in the contracting phase, the director will be able to change any data and upload the 

necessary documents. Saving is done by clicking on Submit. 

If the Technical Responsible doesn’t validate the addendum, the director receives the following e-

mail: 
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Dear {First name} {Last name}, 

Please note that an addendum for project {Project title} ({Project code}) was declared 

INVALID. For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

The director can now add new changes to the project’s data and leave a comment for the Technical 

Responsible. Saving is done by clicking on Submit. 

 

If the Technical Responsible validates the addendum, the director receives the following e-mail: 

Dear {First name} {Last name}, 

Please note that an addendum for project {Project title} ({Project code}) was declared 

VALID. 

For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

When the Technical Responsible uploads the signed documents, the director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that an addendum for project {Project title} ({Project code}) was finalized. For 

downloading the document, please log on to the IFA-PROMPT webpage -> Contracts. 
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Thank you,  

IFA Team  

prompt.ifa-mg.ro  

The director can download the signed documents by clicking on the download icon in the last 

column of the table: 

 

 

PAYMENTS 

When the Technical Responsible initiates a payment, the director receives the following e-mail: 

Dear {First name} {Last name}, 

Please note that a payment for project {Project title} ({Project code}) is now open. For 

more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

The director can access the Payments section by clicking anywhere on the line with the title. 
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You can select the desired payment from the list by directly clicking on its line. On the next page, 

you can see the documents uploaded by the Technical Responsible in the History section, you can 

upload the required documents and, optionally, leave a comment for the Technical Responsible. 

 

Saving is done by clicking on Save. 

If the Technical Responsible doesn’t validate the payment, the director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that a payment for project {Project title} ({Project code}) was declared 

INVALID. For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  
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prompt.ifa-mg.ro  

The director is now required to upload the documents again and, optionally, to leave a comment for 

the Technical Responsible. 

If the Technical Responsible validates the payment, the director receives the following e-mail: 

Dear {First name} {Last name}, 

Please note that a payment for project {Project title} ({Project code}) was declared VALID. 

For more details, please log on to the IFA-PROMPT webpage -> Contracts. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

When the Technical Responsible uploads the signed documents, the director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that a payment for project {Project title} ({Project code}) was finalized. For 

downloading the document, please log on to the IFA-PROMPT webpage -> Contracts. 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

At this point the payment is finalized and the director can access the payments sections of the 

project’s contract and download the signed documents by clicking on the download icon in the last 

column of the table. 
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VI. REPORTING 

When the Technical Responsible opens the Reporting phase, the director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that the reporting for project {Project title} ({Project code}) is now started. For 

more details, please log on to the IFA-PROMPT webpage -> Reports. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro  

Reporting is done separately for each year. In order to access a report, you go to the Reports 

section from the main menu and click on the corresponding report line. Pay attention to the year 

column. 

 

In the first section, in red, you can see the deadline date and the remaining number of days. 
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Below is the report section. If the project already has a report for a previous year, there will be 

multiple tabs: Year 2025, Year 2026, etc., but only the tab for the current year is editable. 

The four sections below expand when clicking on them. 

A. First section contains a table split in 4 areas:  

- planned budget (prefilled with data from the contract or from the latest addendum); 

- reallocation: editable section; 

- realized: only the row corresponding to 1.2 is editable; 

- difference between reallocation and realized. 

 

Below the table there are several fields, some of which are required. 

On the top of the table there are 7 buttons: 

1.  Salaries section 

The people in the table are prefilled from the contract or from the latest addendum, but they don’t 

have all the data required for the report. 

 

Table’s features: 

- Add new person by clicking on . In the form that opens you must fill in all the required fields. 



41 
 

 

- Import people from an excel by clicking on . In the form that opens there is a link to download 

an excel template. In order for it to be successfully processed, please don’t change its structure, use 

only the options available in the columns where you need to select something and strictly use 

numerical values (without formulas) in the value columns. In the form you also have a toggle that 

allows you to specify if you want to overwrite the existing people or append to them. 

 

- Export the table in an excel by clicking on  The export can be done only after all the entries 

have their required fields filled in. 
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- Delete entry by clicking on  

- Edit entry by clicking on  

2.  Capital section 

In this table you can entries by clicking on  

In the form that opens you must fill in all the required fields. 

 

The table can be exported by clicking on . 

Deleting an entry is done by clicking on , and editing by clicking on . 

 

3 - 6.  Stocks,  Third party, Travels  and  Overheads 

Similar to the previous section, entries can be added with , exporting can be done with , 

deleting with  and editing with . 
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7.  Export the table 

B. Second section contains the total for all expenditure for the coordinator and all its partners. 

C. Third section contains the indicators grouped in the following categories: Publications, 

Intellectual property rights / Innovation, Human Resources, Conferences / Workshops, 

International, Other. 

Each type can be edited by clicking on . Some types only have values for planned and 

realized. For example, Intellectual property rights / Innovation - Value of licensing or selling 

intellectual property rights (for transferred technologies) RON: 

 

Others have more fields. For example, Publications - Number of published scientific articles 

indexed in Web of Science also contains info about the articles: 
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For the Others category you can add new types by clicking on Add. 

 

You can also import the indicators from an excel by clicking on the Import Indicators: 

 

In the window that opens there is a link from where you can download a template excel for each 

category. The templates are prefilled with a few examples and you can change them as necessary. In 

order for it to be successfully processed, please don’t change its structure, use only the options 

available in the columns where you need to select something and strictly use numerical values 

(without formulas) in the value columns.  

If the files can’t be processed, you’ll get an error message with the problem. The message will 

include the category and the excel row with the problem. 

IMPORTANT: after importing the files you need to save the project. You can either click on Save 

draft (if the proposal is not finalized), or on Submit (if the proposal is final). 

D. Fourth section contains different documents that you need to upload. 

The director can save a draft of the report by clicking on Save or save the final version and send it 

by clicking on Submit. 

If the report is invalidated by the Technical Responsible, the director will receive the following e-

mail: 

Dear {First name} {Last name}, 

Please note that the report for project {Project title} ({Project code}) was declared 

INVALID. For more details, please log on to the IFA-PROMPT webpage -> Reports. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

At this point the director can edit the report again. Also, when submitting, you can now leave a 

comment for the Technical Responsible. 
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If the report is validated by the Technical Responsible, the director is notified by e-mail: 

Dear {First name} {Last name}, 

Please note that the report for project {Project title} ({Project code}) was declared VALID. 

For more details, please log on to the IFA-PROMPT webpage -> Reports. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 

If the Technical Responsible decides to change the deadline for the report, the director will be 

notified by e-mail: 

Dear {First name} {Last name}, 

Please note that the reporting end date for project {Project title} ({Project code}) has been 

changed. For more details, please log on to the IFA-PROMPT webpage -> Reports. 

Technical Project Responsible comments: {comments} 

Thank you,  

IFA Team  

prompt.ifa-mg.ro 
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VII. FREQUENTLY ASKED QUESTIONS  

 

1. What documents are required in order to submit a project?  

 

The required documents may vary depending on the programme you wish to apply to. In general, 

the necessary documents include forms A (general information about the project and institutions), 

forms B (project description, implementation plan and project equipment), forms C (project budget, 

CVs, GDPR declarations), forms D (Institutional Declarations). Additional documents may be 

requested for each program. Thus, we suggest that you go through the Information Packages 

carefully and upload to the platform only the necessary documents. 

 

2. Can I submit a project without uploading the required documents? 

 

You cannot submit a project without uploading the necessary documents, most of the fields are 

mandatory. Check carefully the requirements in the Project Submission Information Packages and 

make sure you upload all the necessary documents. 

  

3. How much time should I allocate for submitting the project? 

 

The time allocated for submitting the projects depends on the degree of familiarization of the user 

with the project submission process. In general, the process of uploading documents to the platform 

can take maximum 20 minutes, a time duration which also depends on the speed of the user. Please 

be careful when uploading documents. Thus, the files ending in EN must be uploaded to the fields 

ending in EN, and the files ending in RO must be uploaded to the fields ending in RO. Be sure to 

carefully read the Information Packages available on the website and allow yourself enough time to 

complete the project. Make sure you have uploaded all the required documents. Make sure you 

check the deadlines carefully and submit the project before the deadline expires. We suggest that 

you do not submit the project on the last day in order not to overload the server.   

 

 

4. Can I submit multiple projects at the same time? 

 

In general, yes, you can submit multiple projects at the same time, but we don't recommend doing 

that. 

 

5. Can I update the project after I submit it? 

 

Your project can be edited until the closing date of the call. Once the call is closed, the project 

manager can no longer edit the fields. 

 

6. Can I withdraw my project after submitting it? 

 

Even if you have submitted the project, it can be withdrawn by clicking on the Withdrawn red 

button before the deadline for submitting projects. The user will receive a confirmation that the 

project has been successfully withdrawn. Please, keep in mind that withdrawing a project is an 

irreversible action! After the deadline for the submission of projects, their withdrawal is forbidden, 

since they will undergo the eligibility verification procedure. 
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7. What are the deadlines for submitting the projects? 

 

Deadlines are indicated in the call description on the website, in the call list table, as well as in the 

Information Packages that are displayed on the institute's web page.  

 

8.  What happens if the submission deadline has expired? 

  

If the submission deadline has expired, you will no longer be able to submit the project. 

Submissions are not accepted after the deadline, so make sure you submit your project on time and 

meet the deadlines. 

 

9. What happens after I have submitted the project? 

 

After you have submitted your project, it will be subject to an eligibility procedure according to 

legal regulations. Depending on the deadlines and the evaluation procedures, you will be notified of 

the status of your project, including whether it has been accepted or rejected. 

 

10. How can I check the status of my project? 

 

The status of your project can be checked in the table from Projects Menu on the Status column. 

 

11. Whom can I contact if I encounter problems in the project submission process? 

 

First, check carefully the project submission instructions and make sure you have correctly filled in 

all the required information. If you encounter problems or have questions, contact the technical 

project managers. The Information packages comprise the contact e-mail addresses of the 

programmes. Furthermore, the Information packages include also the phone numbers you can call 

for any questions related to the project submission process. 

 

12. Is the creation of accounts for Project Directors dependent on the launch of a call? 

There is no specific condition that requires the creation of accounts for Project Directors. The ac-

counts for Project Directors can be created before the launch of calls. 

13. Whom can I contact if I encounter technical problems? 

 

Make sure you have access to a computer and a stable internet connection in order to be able to 

submit the project without technical problems. 

 

If you encounter technical problems or you have questions of a technical nature, please contact the 

platform administrators for further help and support. You can contact the following e-mail 

addresses: ifa-prompt@ifa-mg.ro. If necessary, your e-mail will be forwarded to the IT department. 

 

When submitting a request of a technical nature, try to describe your problem or question in a few 

words and be as specific as possible, indicating the date and time of the reported error. It is also 

advisable, to transmit screenshots of the reported error(s). The more detailed the description, the 

mailto:ifa-prompt@ifa-mg.ro
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easier it is for the platform administrators to understand the problem and provide you with the 

support you need. 

 

After submitting your question or problem, check your e-mail address to see if you have received a 

response. If you have not received a response within a reasonable time, you can send another 

message or try to contact the platform administrators through another communication channel. 
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 VIII. RECOMMANDATIONS FOR A SAFE AND EFFICIENT USE 

In order to use the project submission platform efficiently and safely, we recommend the following: 

1. Make sure you use a strong and unique password that you don't use for other accounts;  

2. If necessary, periodically update your login password and other personal information 

associated with your account. Never give your passwords or personal information to another 

person;  

3. Make sure you are using a secure and stable internet connection. Do not click on suspicious 

links or download files from unknown sources. The platform administration e-mails have 

the ending at. ifa-mg.ro. If you receive suspicious e-mails or messages, avoid clicking on 

links or downloading related files and report the incident to it@ifa-mg.ro; 

4. Follow cybersecurity best practices and protect your personal data and confidential 

information while using the platform; 

5. Make sure your PC is up-to-date and protected by an anti-virus program; 

6. Do not use unsecured public Wi-Fi networks to access the Platform or provide confidential 

data; 

7. Do not attempt to compromise the security of the Platform or get unauthorized access to 

other accounts; 

8. Do not upload offensive or illegal content to the Platform; 

9. Upload only files that are relevant and necessary to your project in order to avoid exceeding 

storage limit; 

10. Before submitting the project, read carefully the instructions in the Information Package and 

check that you have correctly filled in all the fields; 

11. Meet the project submission deadlines and any other specific requirements in the 

Information Packages; 

12. Keep a backup copy of your data and important files, preferably in a safe place; 

13. Make sure that you do not violate any regulation or intellectual property right while using 

the Platform, and comply with the terms and conditions; 

14. If you notice suspicious activity or violations of the terms and conditions, please report them 

as soon as possible to the address it@ifa-mg.ro; 

15. Follow the updates and the news relating to the platform and the related regulations; 

16. If you have difficulties in using the platform, approach the contact persons indicated in the 

Information Package and on the website of the institute or the platform administrators; 

17. If you experience any security issues, please contact it@ifa-mg.ro 

While submitting the projects, you may encounter some common problems. Below, there are some 

general guidelines for solving them: 

1. If you experience internet connection problems while submitting your project, make sure 

you are connected to a stable and strong network. Try reconnecting or, if possible, using a 

different connection; 

2. If you experience problems uploading the required documents, please check the format and 

the size of the documents. Make sure that you use a format supported by the platform and 

that the size of uploaded documents does not exceed the limit specified for each form; 

3. If you experience problems when filling in the submission forms, check the Information 

packages to make sure you have filled in all the required fields. If you still have problems, 

contact the technical project managers at the e-mail addresses indicated in the Information 

packages; 

mailto:it@ifa-mg.ro
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4. If you experience technical problems during the project submission, such as system errors or 

delays, please contact IT staff at it@ifa-mg.ro. Provide a detailed description of the problem 

and the contact information so that you can be reached in order to get the necessary support; 

5. If you want to check the status of the project and you experience problems, check the table 

of the submitted projects for the status of the project to see if there is any information 

available. If you have questions or problems accessing this information, contact the 

technical project managers; 

6. If you experience any problem with the notifications received from the platform, contact the 

IT staff at it@ifa-mg.ro. 

7. Problems concerning the project update - if you want to update the information or the 

documents of the submitted project and you experience problems, check the procedure for 

updating the project. Make sure you meet the requirements and the deadlines. If you still 

have problems, contact the platform administrators for assistance. 

8. If you have questions or problems and do not find the necessary information in the available 

guides or instructions, contact the platform administrators for assistance. Be sure to provide 

a detailed description of the problem and the contact information so that you can be reached 

as soon as possible in order to solve it. 

mailto:it@ifa-mg.ro
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