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Open the link: https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home 

Click:
Search Funding & Tenders and Find Staff Exchange 
call under Horizon Europe – Marie S. Curie Actions

Or directly type Staff Exchanges and find the SE 
call quickly
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Please choose: HE and Marie S. Curie Actions

Please click on SE 2022 when you find it..
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If you haven’t done yet, 
you can download Work
Programme and Guide 
for Applicants here. 
Please read them to
prepare your SE 
proposal.
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Be sure to check Topic
related FAQs for
anything you cannot find
on the documents. 



Guide for Applicants
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This is the main document
where you can find the details
of MSCA-SE call, how to
prepare your proposal etc.

PLEASE READ THIS 
DOCUMENT CAREFULLY.
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You can find more partners for your
proposal or you can adversite your
institution to become a partner via this
link…

You can get more
information via those
links. Please open them..
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You can start submitting your
proposal if you decided to
become a coordinator of your
proposal..

You can see an online manuel for HE 
submission sytem via this link.. (please
look at the next slide…)
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You can see Proposal Submission Service Online Manual 
for the most detailed version of HE Proposal Submission
via the link provided on previous slide
or via:

https://webgate.ec.europa.eu/funding-tenders-
opportunities/pages/viewpage.action?pageId=1867927
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After pressing «start
submission» button, 
please confirm..
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If you haven’t signed in 
before please «create an 
account»

When you create an 
account you can use
those account details for
the next time…
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Please enter the short
name of your host
institution

Then click «search»

Try to find a validated
PIC Code.
If not available please
contact with the
administrative office of 
your hosting institution. 

They can direct you to
the right PIC number.

Choose the relevant role…
Main contact or contact
person..
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Write an acronym for your
proposal. Short summary is needed

(you have max 2000 
characters for the summary
of your proposal)

Choose a scientific panel.
If your project is 
multidisciplinar choose the
dominant one.

Click
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Click OK.
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Next time when you
login to the online 
system with your email
address and password, 
you can see your
previous proposal under
«my proposals» title.

Click Edit Draft
to continue to
fulfill the
forms.
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Click on «add partner» to add more
partners. 

You will need at least 3 partners, 
including your institution, to have an 
eligible proposal.

You can add or
change the
contact details of 
your partners via
this link. You can 
add more contacts
for one partner.
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Please choose the
validated PIC code
if any. If there is 
no validated PIC 
of the searched
partner, you can 
ask them to tell
you which one to
use. They can 
contact to their
country’s MSCA 
National Contact
Point to get more
information about
how to validate
their PIC number.

Or they can get
information via:
https://ec.europa.
eu/info/funding-
tenders/opportuni
ties/portal/screen/
how-to-
participate/partici
pant-register
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You should add the Role of the Participant here 
and chose the Access Rights of the Partner. Then
add a Contact Name and e-mail adress. Once
everything is filled, press Add contact. 
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Click Save and go to next step. 
Once you do it, the organization
you added will be notified.
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These kind of warnings are mostly to
remind you the requirement. You can 
skip by pressing OK. 
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Please see the
next pages for
further
information

You can see the
history of your
steps on this
application
process.

You must use the MSCA-SE proposal 2022 
template to write your proposal. You can 
download them from the left menu if you
don’t have them yet. When you write your
proposal as a «word» document (B1), you
will turn them into PdF (both documents
seperately) and upload here.

You can download
the templates of 
MSCA SE proposal
via this link.

You can turn back to step 4 and 3 
to correct any info.
You can make validation to see any
missing info. If nothing missing, 
you can submit your proposal.
RE-submissions are possible till the
deadline.

You will need to check «How to» user guide
to get detailed information to fulfill the
forms. Please click on it. All information
necessary to fulfill the forms are included in 
this guide!! (please see next page as well)

When you upload a new
document, and re-submit your
proposal, the last uploaded
document will be saved by the
system.
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When you click on «How 
to» user guide, 

You will see table of 
contents

You can check this guide to
understand how to fulfill
the forms.. 

Or please follow the slides
to get summarized
information.
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Please click here 
to reach the A 
forms to fulfill.

Please check the
next slide.
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This is the «table of contents» of 
the forms.

You must open each section one by one and
fulfill all information.

Please follow the instructions of the guide
you have opened on previous page. 

You can save the information you
entered to the form. You don’t
need to fulfill all information as 
soon as you open the participant
portal. You have time till the
deadline. 



When you click on every title under Table of Contents…
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The information you entered about Acronym, 
Panel, Abstract at first step will be seen
here…

Please also fulfill the rest:
Proposal Title
Duration of your project in months

Descriptor /Free keywords: They are
important because the 3 evaluators for your
proposal will be choosen according to this
information you give.
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Each time do not forget to «save» the
changes you made on the form.

After saving the changes, you can pass to the
other page of the forms..
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Do not forget to add at 
least 3 partners here on 
the previous steps. 
Please press all the
«Show Participant’s
Details» buttons one by
one and fullfill the
missing information of 
each partner. Your
partners can also access
this part of the form and
update the information
about themselves. 
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Thanks to the PIC code
you selected/entered at 
first step, most of the
information will be 
automatically seen here.

Please fulfill the missing
parts only.
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As of 2022, having a GEP is 
obligatory for public bodies, 
higher academic
estabslishments and
research organizations to
sign the Grant Agreement. 

If you do not have a GEP 
during the application, you
should check ‘No’, bearing in 
mind you have to complete
your GEP until the GA if your
Project gets the fund. 
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«Administrative forms» 
section goes on like this..

Please fulfill the missing
parts.

Do not hesitate to
contact your MSCA 
National Contact Point 
for any kind of question.
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You can «save and close». 
And then continue to
fulfill the rest later (till
the deadline).

Or you can «save» and
then pass to the
«Budget» part.
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Here you define number of 
researchers to be seconded for
each organization.

Here you define number of 
person months for each
organization.  

Total budget of the project will
automatically be calculated in 
the system. 

Then you can «save» and pass to the
«Ethics» part of the form.
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Please fulfill the whole table.

Do not hesitate to say «yes» if
any question needs to be replied
as «yes». You will need to make
explanation in Part B2 as well.

Please also check the link 
below the page:
How to Complete your Ethics 
Self-Assessment:
https://ec.europa.eu/info/fu
nding-
tenders/opportunities/docs/
2021-
2027/common/guidance/ho
w-to-complete-your-ethics-
self-assessment_en.pdf
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Then you can «save» and pass to the «Call-specific
questions» part of the form.

See the validation
results.

When you fulfill all the
information there will
not be any validation
errors..
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If you didn’t fulfill
every part of the form 
(obligatory parts) you
can see the missing
parts under validation
results title.

You can not submit
your proposal before
you remove all those
errors.



If everything is ready, 
you can submit your
proposal (before the
deadline).
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Good luck!

Marie S. Curie National Contacts Point of 
TÜRKİYE

ncpmobility@tubitak.gov.tr


