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Manual for creating the electronic third-party funding notification 

(DMA) in the Research Information System (RIS) 

 

General information: 

Every scientist who has a contract with the UHH automatically has access to the Research 

Information System - RIS (German: Forschungsinformationssystem - FIS).  

If you do not have one, please contact fis@uni-hamburg.de .  

In order to activate you manually, we need your organizational affiliation, the B-identifier, and the 

start and end date of your employment contract. 
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1. Login 
To be able to use the electronic third-party funding notification (DMA) in the RIS, you must first log 

into the system at:  

https://www.fdm.uni-hamburg.de/en/fis 

Select 'Login Research Information System (RIS)' and you will be redirected to the login page.  

Now enter your B-identifier and the corresponding password, which you also use to log in to the KUS 

portal.  

The following view will appear: 

 

  

https://www.fdm.uni-hamburg.de/en/fis
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2. Create a new entry ‘electronic DMA’ - Selection of the application type 
To create a new entry, you have two options: 

1. Option:  

Next to the search field at the top right, click on the blue button '+ Add content', a new 

window will open: 

 
 

Here you can select from all the categories which are available to you in the RIS to create a new 

entry.  
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2. Option:  

Click on the arrow next to 'Personal' on the far left to open an overview: 

 
Here you can add an entry to each of the categories shown by using '+ Add new'. 

 

 

Regardless of which of the two options you choose, if you select a new entry under 'Applications 

(Third-party funding notification)’ the window opens/changes as follows:

 

Select the relevant application type here to access the metadata screen.  
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3. Fill in the metadata mask 
The metadata mask has been adapted according to the existing .pdf .  

(https://www.fid.uni-hamburg.de/drittmittelanzeige.pdf) 

If you need more information to complete the form, click on the information 'i' next to it - a short 

explanation will open. 

You will find these information symbols next to many fields, here highlighted in yellow: 

 

  

https://www.fid.uni-hamburg.de/drittmittelanzeige.pdf
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ATTENTION: 

Please make sure to select the chair (=professorship) (or institute/department, if applicable) assigned 

to you under ‘Managing organizational unit’. This controls the workflow in the system. 

If there is a cluster here, for example, you can send the notification, but no one will be notified. The 

notification will therefore not be seen by any of the responsible persons and cannot be processed 

further. 

If a change is necessary, you can use the ‘Change organization...’ button to select the correct one. 

(Example here highlighted in yellow = correct): 
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Under 'Keywords' - 'Relevant information for third-party funding notification' you will find further 

fields with questions to answer. Be sure to read through the associated information ('i') (if available) 

before answering them. 

Note: For fields that appear in two languages - e. g. Workstations/Equipment - it is sufficient to enter 

the information in one of the two language fields. 

 

 

If you have started filling in your DMA but do not yet have all the information, you can also 'Save' it 

first. In this case, the underlying workflow is not yet started and nobody receives a notification.

 

 

Good to know: All entries created here are set to 'Confidential - limited to assigned users and editor 

role' by default.  

This means that, apart from the persons listed under 'Applicants', only persons with the editor role 

(persons involved in the workflow and Dept. 4) have access to the display. All other users of the RIS 

can neither see it nor find it via the general search.   
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4. Submitting the electronic DMA and Workflow 
a) Workflow 

Behind the metadata mask is a workflow that integrates the organizations involved in the 

application: Department -> Faculty -> Department 4 

You can see the workflow by moving the mouse over 'Third-party funding notification approval 

route'. You can click on the small white arrow to fix it if needed.

 

 

You can also display the complete approval route: 

 

 

b) Submitting the electronic DMA 

Once you have entered all the necessary details and attached the relevant documents, you can send 

your DMA to internal approval. 

You do this - as already shown above - by clicking on 'Send to internal approval...'.
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After submitting for internal approval, a new tab will appear where you must check the check-box 

(yellow) to indicate that you agree to the terms and conditions in accordance with § 77 III HmbHG 

and the UHH third-party funding statutes. 

You also have the option of (voluntarily) sending a comment.
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5. Approval status of the DMA 
You can check the approval status of your DMA any time. To do this, click on the icon with the coins 

under 'Award management'. 

 

(The option via 'Personal' → 'Applications' (click directly on the heading above) also works). 

If you go to 'Additional steps', you can see who is responsible for each step. Department 4 is 

responsible for the last ones = nameless steps. 

 

 

If you have only saved the DMA and want to edit it further, click on the title and the metadata mask 

will open with the information stored in it. 

 

Good to know: In the user settings, you can configure the associated message settings. The default 

setting for emails is ‘Emails are sent instantly’ if there are changes via the workflow. To access the 

user settings, click on the circle with the figure at the top right (there may also be a photo of you 

here if you have uploaded one). 


