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History of changes 
Version Publication Date Change 
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In case you encounter any issues at any time during the proposal submission stage, please reach out 

immediately to pmo@eiturbanmobility.eu indicating the issue and proposal ID number. 

IMPORTANT: Please DO NOT use the Safari browser (and any other similar one). We recommend you only 

use Edge, Chrome or Firefox. 

 

1. Register and create an 

application 
1.1 PIC and PIF registration 
 

1. The first step an organisation must take, in order to be able to apply for an EIT Urban Mobility call, 

is to register in the EU Funding & Tender Portal and obtain a valid PIC number. If an organisation 

has already a PIC number, there is no need to register again. 

If you don’t know if your organization already has a PIC number, you can verify directly on the EU 

Portal (click here) whether your organisation is already registered. 

2. Once an organisation has a valid PIC number, it will be possible to register in the EIT UM NetSuite 

Platform, by submitting the Partner Information Form (PIF). 

If in a few hours, after submitting the PIF form, you don’t receive an automatic e-mail with the 

log-in credentials, please contact the EIT UM Service Desk servicedesk@eiturbanmobility.eu. 

Be also aware that, registration of a new entity in the submission tool, can take up to two working 

days. Therefore, ensure that all project partners are correctly registered in the submission tool at 

least a few days before the call deadline.  

3. Once you have your credentials, you can enter the EIT UM NetSuite platform after setting a new 

password.  

 

1.2 Search for open calls and create an application 
 

Once you land on the homepage of the portal, click on menu, call for proposals, open calls: 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/how-to-participate/participant-register-search?isExactMatch=true&type=ORGANISATION&order=DESC&pageNumber=1&pageSize=50&sortBy=lastModified
https://6740820.extforms.netsuite.com/app/site/hosting/scriptlet.nl?script=1509&deploy=1&compid=6740820&ns-at=AAEJ7tMQzxlTUzyAtB8SohqcdOAy8fiRBgNHYIGvylB6UQNqKA4
mailto:servicedesk@eiturbanmobility.eu
https://6740820.app.netsuite.com/app/login/secure/privatelogin.nl?c=6740820
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You will see the list of all EIT Urban Mobility calls currently open. Choose the Financial Support to startups 

Open Call from the list and click on the “apply” icon: 

 

Once you click on “apply” a new Application Form (AF) is created and you will be able to start filling it in 

with all the information of your project. The AF is divided in three different tabs, each one containing a set 

of questions.  

Once you start working on your AF, we recommend you to save often, especially when you move from one 

tab to another and/or work for long in the portal. 

You will be able to find your draft application as shown here below. In the “my application” section, you 

can also see if your application is still in draft (i.e. “in progress”) or was submitted. 
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2. Main Information 
The ID proposal number is automatically assigned by the system when you save your proposal for the first 

time. 

You should then indicate the name of your company: 

 

Before moving to the next tab, remember to click on the “save” button. 
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3. Project Scope 
For this whole section: we recommend you prepare the answers offline and copy-paste them in the 

Application Form only once they are finalised. When filling in the final information in the system, we 

recommend you save often (do not wait to have the whole tab completed before saving or you risk losing 

information). 

Remember that you are not allowed to include any URLs in your Application Form unless explicitly asked. 

This part is structured in 8 different sections, and four additional questions at the end. 

3.1 Business - General Information 
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3.2 Business – Overview 
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3.3 Market & Customer 
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3.4 Product & Technology 
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3.5 Competitive landscape 
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3.6 People, Leadership & Governance 
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3.7 Financials & fundraising 
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3.8 Impact & innovation 

 

 

3.9 Innovation target 

 

3.10 Fundraising history 
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3.11 Team composition 
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3.12 Financial Sustainability 

Are you willing to contribute to EIT Urban Mobility financial sustainability strategy with the received 

financial support by accepting EIT Urban Mobility as a shareholder of your company with on a pari passu 

basis to other investors in your investment round? – YES/NO 

Before moving to the next tab, remember to click on the “save” button. 
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4. Supporting Documents 
Under this tab we ask you to upload, as a mandatory document: 

• Deed of incorporation of your company 

• The standard investor pitch deck of your company 

It is also recommended, but not mandatory, to also provide, if available: 

• Your signed term sheet 

Please make sure you only include documents which are directly related to justify this, avoid uploading too 

many pages/information. Too much information will create difficulties in the evaluation of your proposal 

and may therefore have a negative impact on the overall assessment. 

You can upload one document per line only: if you have two (or more) documents linked to the same item, 

make sure you merge then into one single PDF.  

If you need to replace with a new version a document previously uploaded, simply click on “choose file” 

and upload the new document (which will automatically replace the one previously uploaded). 

 

Before moving to the next tab, remember to click on the “save” button, otherwise the upload will not be 

executed. 
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5. Submit Application Form 
We strongly recommend all applicants not to wait the last day/minute to submit the Application Form. 

You should ideally submit it with at least one day of margin: should you encounter any system error while 

submitting the AF, EIT Urban Mobility staff will in fact be able to properly assist you. 

When your Application Form is correctly and fully completed, save it one last time and you can then submit 

it by clicking of the “submit” button: 

 

If your Application Form has not been properly completed – i.e. some mandatory information has not been 

included – the system will not allow you to submit, and an error message will inform you about what is 

missing. You can therefore use the submit button as a “validation” check: in this case, just remember NOT 

to click “ok” until you are sure all is finalised. 

Once an Application Form is submitted it will not be possible to revert the process any longer, nor to submit 

a new updated version. Make therefore sure that you submit the AF only once you are sure that the 

information introduced are final. 

After clicking “submit” a pop-up message will ask you to confirm or cancel your choice: click OK. 
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Once you click on OK, the browser may ask you to confirm if you want to leave the page or not: remember 

to click on “leave”.  

 

Once your proposal is submitted you will not receive any e-mail notification. The following message will 

however appear, and your application will not be editable any longer.  

 



 

 

 

22 

 

By going into the section “my applications” you will be able to see the status of your application and 

therefore see if it was properly submitted or not.  

 

If you believe that the submission of your proposal failed due to a technical error exclusively attributable 

to the EIT Urban Mobility Grant Management Tool (the submission platform), you may submit a complaint 

by sending an email to the PMO team (pmo@eiturbanmobility.eu). 

The email must include the proposal ID number and a clear description of the issue, together with objective 

evidence (time-stamped screenshots) of the assumed platform malfunction. You may be requested by the 

PMO team to provide additional information if necessary. The complaint must be submitted within 3 

calendar days after the call closure. Complaints submitted after this period and/or without sufficient 

evidence will not be considered.  

 

EIT Urban Mobility will verify the incident by checking internal IT logs to determine whether a technical 

malfunction of the EIT Urban Mobility Grant Management Tool occurred during your submission attempt. 

Complaints will not be accepted if the issue is related to the applicant’s own equipment, internet 

connection, computer configuration, or any misinterpretation, misunderstanding, or disregard of any rules 

and/or instructions outlined in the Call Manual and/or in the Guidelines for Applicants. You will be informed 

of the outcome as soon as possible. If the complaint is accepted, the PMO team will provide guidance on 

the next steps and will give you 24 hours to proceed.  

mailto:pmo@eiturbanmobility.eu
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6. Tips & Tricks  
Please find here below a recap of the main point of attention to follow in order to guarantee a smooth 

application process: 

• Start creating and filling in the Application Form at least 3 or 4 weeks before the submission 

deadline: in this way you can familiarise yourself with the Application Form and can let us know in 

due time if you are encountering any technical issue by writing an e-mail to 

pmo@eiturbanmobility.eu.  

• Do not include any external links (URLs) in the Application Form unless explicitly asked. 

• For tabs like the “Project Scope” one: prepare your descriptions in an offline document, and copy 

paste the text in the online Application Form only once final. 

• Save often: in this way you can make sure no information will get lost (if you stop working on the 

Application Form for some time, the system will log you out automatically without saving). Save 

always when you move from one tab to the other. 

• Do not wait the last day/minute to submit the Application Form: should you encounter any system 

error while submitting the AF, EIT Urban Mobility staff will not be able to properly assist you if it’s 

last minute. 

mailto:pmo@eiturbanmobility.eu

