AIMS USER MANUAL – Filling out the Full Proposal Form
Welcome to the Grant Management System of Alzheimer Forschung Initiative e.V. (AFI), Alzheimer
Nederland (AN), and Fondation Vaincre Alzheimer (FVA). In order to apply for one of our grants,
applicants will have to fill in their grant application online through AIMS. This manual shows how to
fill out the Full Proposal (FP) Form. For more information regarding your required answers, please read
the relevant Funding Guidelines and Application Instructions.

NOTE: your ‘Inbox’ functions as your home screen in the system. Here you find your to do list under
‘Active Tasks’ as well as a way to find the details and documents of your application under
‘Applications I Am Linked To’.

To start working on your FP form, click the task waiting for you in your inbox. Make sure to read the FP
instructions before you continue!

Each section has its own tab with a small box next to the name. If this box is ticked, this means all required
fields were filled in. If this box is not ticked, it means the applicant will still need to fill in a required field
somewhere in that section:

To save the draft of your form, click on one of the three buttons at the bottom of each page. Please note that
switching between different sections using the section tabs will also automatically save your draft.

The ‘Save Draft’ button saves your draft and keeps you on the same section / page:

The ‘Save Draft & continue’ button saves your draft and moves you onto the next following section / page in
the form:

The ‘Save Draft & exit’ button saves your draft and moves you to the form’s submission page:

Questions that might need extra explanation
Some questions will require an additional explanation if the answer is ‘yes’, the explanation text box then
automatically appears:

Question 5.7: selecting ‘no’ here automatically greys and and completes the entire section 6 ‘Other Personnel’.
If you do wish to add other personnel members involved in the project, make sure the answer to question 5.7
is set to ‘yes’:

Section 6 Other Personnel: if you wish to add an additional team member, you can do so by clicking the green
‘+ Add Personnel (Min 1, Max 10)’ button at the bottom of section 6. You can switch between the details of
different personnel members by clicking the ‘Personnel 1’, ‘Personnel 2’ etc. buttons:

Section 7 PI Detailed Budget: the answer to question 2.2 regarding the project’s duration in years decides how
many years are added to this budget section. Please make sure this is set correctly in order to provide us with
the detailed budget for each year of the project. You can add different expenditures per year by using the
green ‘+Add’ button:

In section 9, you are asked to include a minimum of 3 external reviewers. Apart from these included external
reviewers, you are given the option to exclude a maximum of 3 possible external reviewers if you like. By
choosing either ‘include’ or ‘exclude’ from the dropdown menu, you can let us know what to do with the
reviewer you filled in the details for. Adding a new reviewer is done by clicking on the green ‘+ Add External
Reviewer (Min 3, Max 10)’ button:

Question 8.6 error:

At least two answers should be selected in question 8.6, and the boxes of ‘Cat. A, B, and C’ itself do not
count towards this minimum.

Submitting your application
After completing your FP form, you are ready to submit. This is done by selecting the green ‘Save Draft &
continue’ button:

After which you are asked if you indeed want to submit your form permanently. Please be aware that
applications can no longer be edited after you select ‘Yes – Submit Form >>’:

After you have successfully submitted your full proposal, the following message will be displayed in your inbox
and you will not have an active task anymore in your inbox under ‘Current Tasks’.

You can find your application, its details, and documents pertaining to it, via the ‘Applications I Am Linked To’
section in your Inbox. The ‘Summary’ tab gives an overview of your application’s details, the ‘Documents’ tab
holds all relevant documents you have access to:

