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0. Introduction 
 

This manual has been published to guide project beneficiaries through the joint electronic 
monitoring system (JEMS) during the implementation phase of the project. 
 

How to access Jems 
The Jems system can be accessed on the following link:  https://jems.interregnextmed.eu  

 
 
Web browser 

Jems is a web application, which can be accessed with recent versions of most common 
browsers (e.g. in order of preference Google Chrome, Mozilla Firefox, Microsoft Edge). No 
additional plugins are needed. 

 
 
Other guidance and user manuals 

Guidance with regard to your project design and eligibility rules can be found on our Programme 
manuals, specifically the Project Implementation Manual (PIM) published on our website. 

 
 
Need help? 

Please feel free to contact the Managing Authority the Joint Secretariat, the Branch Offices 
and the National Contact Points for further support and assistance on project 
implementation. Contact details are available on the programme’s website. 
For any technical issues you might experience with the JEMS system, you can contact the 
Jems helpdesk at the following email address: jems.nextmed@regione.sardegna.it  
 
 

Disclaimer 
Jems is a web-based IT system for both the programme structures and project 
beneficiaries, and it is partially still under development. For this reason, we ask for your 
understanding in case something should not work yet as it should. 

https://jems.interregnextmed.eu/
https://www.interregnextmed.eu/contacts/
https://www.interregnextmed.eu/contacts/
mailto:jems.nextmed@regione.sardegna.it
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Registration 
 

To use Jems, each User must first register by clicking on “Create a new account” on the homepage 
and provide a set of credentials. 

 
 
 

 
 

In case you forgot your password, click “Forgot your password” on the login 
page to 

      

First name / Last name: personal information of the User. 
Email: the email address of the User – it will be used to log in and 
notifications will be addressed to it. 
Password: password which will be used to access 
Jems. All fields marked with “*” are mandatory. 
Click the tick box to acceptance of the Terms of service and privacy policy 
(*mandatory field).  
The “Register” button turns active only once all mandatory information is 
filled in. Upon creation of a new account a message to check your Inbox for 
a confirmation email appears in green 
Click on button “Go to login” to go to the Jems login page. 

 
 

 
 
 
 
 

 
 
 

 
 

 
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Overview of the Dashboard 

 
After logging in, you will enter the dashboard as a start page. 
 

 
 
 

 
 
  

 

1. The username will appear in the title of the page 
2. Click on the icon of the user to access the user profile “Logout” function to leave 

Jems is here as well 
3. Languages – click to switch English or French 
4. Click on the “?” icon to get support information 
5. My applications: all projects in which the User is involved are listed here. The user 

can select a project and open it by clicking. 
6. Notifications: all notifications to the user are listed in this section. 
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1. Project privileges 

 
The “Project privileges” section enables multiple users to collaborate together in a project. 
This section can be selected by opening the relevant project from the “Dashboard”. 

 

It allows the lead partner (LP) to manage the access rights of users 
to a project application and to an approved project. 

The section also displays the control institution of a project partner 
(PP). 

Project privileges are restricted to the level of a specific project – 
each project is an “isolated island”. A user who collaborates in many 
projects, can have distinct privileges in different projects. 

Select “Project Privileges” in the left menu to reach this section. 
 
 
 
 

1.1 Prerequisites 

 

 

1.2 Project privileges – implementation phase 
 

The project privileges are split into: 

• access rights on project level 
• access rights on partner level 

 
Privileges on project level 

During the contracting phase the access rights on project level are assign to the LP by the JS 
Officer in charge of that Project. The LP user should be consistent with the LP contact person 
as defined in the application form. 

 
 
 
 
 

Point of attention: It is only possible to assign users who are already registered in Jems. The 
only required parameter to identify the user is the respective Jems username (e-mail used to 
register in Jems). Please ensure the correct typing of the username (lower/upper case). Upon 
successful assignment, the user will see the respective project in his/her Dashboard.  
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To add an additional user, click on “+”. Different access rights can be granted: 

• manage – allows to assign/remove users on project and partner level. 
• edit – allows writing access on project level (e.g. AF, Contracting, Project report) 
• view – allows read access to the AF 

Having users working at the same time in the same page may lead to unexpected loss of data 
(users might overwrite other users’ content).  

To remove a user, click on the trash bin icon. There must be minimum one user with manage 
rights. Upon successful assignment, the user will see the respective project in his Dashboard. 

 

 

Point of attention: A user who is assigned to a PP gets automatically view access to sections 
on project level (AF, contracting, project report). Thus, there is no need to assign a user to the 
LP on project level to grant read access to e.g. the AF or project reports. 
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Privileges on partner level 

During the contracting phase the access rights on partner level should be defined by the LP. 
This can only be done by a LP with manage rights. To add a user, click on “+”. Different access 
rights can be granted: 

• edit – allows writing access on partner level 
• view – allows read access on partner level 

The toggle button „Sensitive data“ needs to be switched on to allow access of a partner user 
in their organisation’s partner report to the expenditures marked as GDPR sensitive in the List 
of Expenditures (LoE), see section 3.6.1 Creating an expenditure item. Controllers and MA/JS 
users who are assigned to a project can always see content marked as sensitive in the related 
partner report sections. 
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If the toggle button “Sensitive data” is switched off, the partner user will not be able to see the 
description and comment box as well as attachments in their partner reports 

 
To remove a user, click on the trash bin icon. 

The assignment of a user gives access to its own partner report as well as to its own part of 
“Partner details” in the contracting section. 

During the contracting phase control institutions are assigned to a PP by the Programme 
structures. When a control institution is assigned the name of the controller organisation will 
automatically show up instead of “No control institution assigned”. Following the assignment 
of a control institution to a partner, the controller will have view access to submitted partner 
reports. 

 

 
 

2. Contracting 
 

In the contracting section users can manage the contracting phase including contracts and 
agreements, details regarding project managers as well as the project reporting schedule. 

From the “Dashboard” select the project for which you would like to fill in the additional required 
information and click to open. 

 

 

Select “Contracting” in the left menu. The LP and PP have 
access to the following sections: 

• Contracts and agreements 
• Project managers 
• Project reporting schedule 
• Partner details 

 
In order to have access to the subsection “Partner details”, 
the user needs to be assigned to a PP in the project 
privileges (for details see chapter 1.2 Project Privileges). 

Also the LP has to be defined in the project privileges (for 
details see chapter 1.2 Project Privileges). 

Point of attention: The LP should have view access to the partner reports of all partners to do 
the reporting on project level. 

Point of attention: It is important to keep this section up to date during the project 
implementation phase, especially after project modifications. The contracting section becomes 
available in Jems after the project status change to “approved” and then “contracted” (set by 
the MA). 
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2.1 Contracts and agreements 
 

This section is edited by the managing authority (MA) and the 
joint secretariat (JS). The information filled in by the programme 
(i.e. JS project officer) in the contract monitoring section is 
displayed here for the project users. No action points for the LP 
and PPs. 

 
 
 
 
 

 

The project start date information is automatically transferred from the internal section 
“Contracting/Contract monitoring”. 

 

Information on the project website (URL) will be entered here by the JS officer. 
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2.2. Project managers 
 

This section provides information on project, finance and communication managers of the 
project. The information should be filled in by the LP, who is only allowed to filled in this section. 

 
The project managers are expected to keep the contact information of the people who manage 
the project (project manager, finance manager, communication manager) up to date in this 
section, so that these can always be contacted easily. 

 
 

 
 

2.3 Project reporting schedule 
 

In this section, the LP/PP will be able to see the deadlines of the project reports. The project 
reporting schedule will be setup by the JS officer. 
Under Type of Report, project progress reports are always labelled as “Both”, meaning they 
contain both a content and finance part. Project progress reports need to be submitted by the 
LP. Defined reporting deadlines are displayed in the project time plan. The deadlines indicate 
the date the progress reports need to be submitted, not the end of the reporting period. For 
more information about reporting deadlines please consult the project implementation manual. 

 



15 

   

 

Project time plan 

The project time plan always shows the time plan coming from the last approved AF, section 
C6. In the project time plan the reporting deadlines are displayed, corresponding to the period 
indicated in the project reporting deadlines planner. The project reporting deadlines planner is 
completed in advance by the JS project manager. 

 
 
 

Attention point: Reporting deadlines 

• The HIGHLY RECOMMENDED deadline for the submission of a partner report is 
one month after the end of the 6-months period. 

• The MANDATORY deadline for the submission of a project report is two months 
after the end of the 6-months period (art. 6.3 of Grant Contract). 
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2.4 Partner details 
 

Every partner has its own dedicated partner page in the “contracting” section, to keep its own 
data up to date. This section is connected to the “Project privileges” section. Unless project 
users are added with view rights to that partner, they will not see other partners’ details. 

In this section the project LP/PP should provide the following information per PP: 

• Ultimate Beneficial Owner(s) 
• Bank details 
• Location of documents 
• State-aid (if applicable) 
• Attachments (if applicable) 

 

Ultimate beneficial owner(s) 

As part of the Commission's efforts to prevent conflicts of interest in EU funding procedures 
and strengthen the protection of the Union budget against irregularities, including fraud, the 
Common Provisions Regulation (Regulation (EU) 2021/1060) requires the identification of 
“beneficial owners” of recipients of Union funds. 

A "beneficial owner" is the natural person who ultimately owns or controls a legal entity or 
organization and derives its economic benefits. Beneficial owners are usually identified by 
the national legislation through specific criteria: ownership of the capital, control (majority of 
votes, dominant influence through contracts), and, ultimately, the person exercising 
administrative and management powers.  

The information related to "beneficial owners" is usually held in a central register, such as a 
commercial register, companies register or a public register. 

In order to comply with this requirement, all private companies/legal entities having a beneficial 
owner are requested to fill in the field “Ultimate beneficial owners” in the section “partners 
details” of JEMS  

This section is not relevant for public partner institutions. The fields required by the regulation 
are: first name, last name, date of birth, VAT/tax identifier. 

Private partners are required to upload proof of the information provided in the section of the 
ultimate beneficial owner in the attachment section at the bottom of the partner details. 

 
 
Moreover, beneficial owners’ data shall be included for each subcontract in the section 
public procurement (see chapter3.5): 
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Bank details 

Every LP/PP has a section to keep its bank details up to date. 

The programme will only be able to initialise payments to the LP if the bank details are provided 
correctly and in the requested level of detail. The same is valid to all project partners: 

the LP will only manage to forward the respective share to the partner without any delay, if the 
bank details of the single partners are indicated. Partners are reminded to keep this section up 
to date before partner reports are submitted. 
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Lead Partners are required to upload a financial identification form that verifies the bank details 
in the attachment section at the bottom of the partner details. 

 

Location of documents 

Information on the location of documents should be provided by the LP/PP. Partner 
organisations have to keep the location of documents up to date. They are required to indicate 
where original documents are stored and shall use this space to fulfil this requirement. 
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State-aid 

If a state aid mitigation measure has been selected in the application form, the contracting 
partner detailed page shall get additional fields. These fields have an edit privilege for the 
programme users (MA/JS) and view privilege for partners with access to the page. 

 
 

Attachments 

In this attachment section 

• The Lead Partner is required to upload a financial identification form proofing the 
correctness of their bank details. 

• Private PPs need to upload proof of the information provided on the ultimate beneficial 
owners. 
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3. Partner reports 
 

The Jems partner report section is available for approved projects with the status “Contracted”. 
Users with the project privilege “edit” for a dedicated partner organisation are able to create/edit 
and submit partner reports. This chapter explains the steps to be taken to complete the 
sections of a partner report. 

Newly created partner reports take data from the last approved version of the AF. If 
modifications of the AF occur in between two reports, the information provided in past reports 
will remain static and changes will be taken into account only in future reports. 

 
 

3.1 Access to the partner reporting section 
 

 
 

Select “Reporting” in the left menu to get to the reports of 
the dedicated PP. 

The user has access to the partner reports of the partner 
institution according to the settings in the “Project 
privileges”. For example, to have access to PP2 reports, the 
user needs to be added to PP2 with view/edit rights. 

In order to fulfil the LP tasks and do the reporting at project 
level, the LP should have view access to the partner reports 
of all PPs.”. 
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3.2 Creation of a partner report 
 

Select the PP from the left menu and click to open the partner specific reporting section. 
 

 
To create a partner report, click on “+ Add Partner Report”. 

Only users with “edit” privilege can create a partner report. 

Consider that the last approved AF version at the moment of creation is the reference basis 
for the partner report. Ongoing modifications will have no impact on the data in existing reports. 

The partner report is created and automatically numbered R.1 (ID in ascending order R.1, R.2, 
R.3, etc.). The partner report ID does not reflect the reporting period. There are no restrictions 
for the number of reports created. Please note that only the last added report (if it is a draft) 
can be deleted from the overview. 

Similar as for the AF partner list, the partner reporting section also indicates which PP has 
been deactivated through a project modification (i.e. in case of partner withdrawal). Partner 
reports can still be created by a deactivated PP. 

The partner report is divided in different sections accessible through tabs at the top: 
 

• Report identification 
• Work plan progress 
• Public procurements 
• List of expenditures 
• Contributions 

• Report annexes 
• Report export 
• Financial overview 
• Submit 

 

 
 
 

To go back to the partner report overview, click on the PP under “Partner reports” in the left 
menu. 
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The partner report overview provides information on the partner report ID, the current status 
(Draft – Submitted – Control ongoing – Certified), the reporting period (once selected in the 
“Report identification”), the date of report creation and the date when the report was submitted 
for the first time. 

Based on the country of the partner's main address, the local currency is also automatically 
added to the overview table. This is later on used in the partner report “List of expenditures”. 

 
 

 
 

3.3 Report identification 
 

Creating a partner report will lead you automatically to the first tab called “partner progress 
report identification”. 

Key information is taken from the AF version valid at the moment of the partner report creation. 
The AF version to which the partner report is linked is displayed in the partner reports overview 
section. 

The partner report status is first “Draft”, after submission to the controller it becomes 
“Submitted”, then “Control ongoing” and finally “Certified”. 

 
 

 

The reporting period start and end dates should be defined. 

Please proceed as follows: 

• Enter the starting date of the partner report period 
• Enter the end date of the partner report period 
• Select the corresponding period number (e.g. ‘Period 1, month 1 - 6’). 

Attention point: If a project modification (i.e. new version of the AF) is approved, modified 
items will only be shown in the partner report(s) created after approval of the modification, but 
not in partner reports which are in draft or submitted status at the time of approval of the 
modification. 

Point of attention: Please refrain from submitting a partner report when a draft has been 
created before and avoid creating a draft when the last partner report is not in status “Certified”. 
These actions could interfere with the reporting process. 
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Save changes before moving on to the next section. 
 

 
Next, please fill in the summary of the partner's work in the reporting period. 

 

 
 
The following questions in the tab “report identification” are not mandatory to be filled in: 

• Partner problems and deviations 
• Partner spending profile 

• Target groups 
 
 

3.4 Work plan progress 
 

The section “work plan progress” does not have to be filled in. 
 
 

3.5 Public procurement 
 

For information on public procurement, please refer to Chapter 7 of the project implementation 
manual. 

The “Public procurements” section is where a partner should fill in information on project- 
related procurements. 
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Partners have to report on each new public procurement and update it in later reports. Any 
procurement can be directly linked to expenditures in the section “list of expenditures”. 

 
 

 
Beneficial owners, sub-contractors and attachments can still be added in following reports. 

The section has an “+ Add procurement” button which opens a new procurement part for filling 
in details, and an overview list with details of the procurements already created. 

 
 

 
 

Upon creation / saving of a procurement item the procurement is in edit mode (“Edit 
procurement”) and details can be filled in or updated. Editing is not possible after submission 
of the report 

Point of attention: Regardless in which report a procurement is added, it will show up in all 
following partner reports. The procurement can only be deleted and edited in the report where 
it was created. If this report has already been submitted, it is no longer possible to modify the 
initial public procurement item. 
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The contract name of the procurement item is then used in the List of Expenditures. It 
is therefore important that the partner provides a distinct name, so that the procurement can 
be easily identified in the LoE. 
Fill in the required information of the procurement item. 

After creation of a new procurement item, click on the arrow to go back to the procurement 
overview. 
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Following the creation/saving of the procurement item, an overview list with details of the 
procurement becomes available on the general page of the “Public procurements” section. 

In order to delete a procurement item, click on the “trash bin” icon in the overview table. The 
procurement item can only be deleted and edited in the report where it was created as long as 
the report is in “draft” status. 

The information under which report the procurement was created is displayed in the overview 
table as well as in the detailed view. Click on the procurement item in the overview table to get 
to the detail view. 

For public procurements, the following fields are mandatory: 

• Beneficial owner(s) of the contractor 
• Subcontract(s) 
• Attachment(s) 

 

In order to fill in the respective information click on “+ Add beneficial owner” to get to the 
detailed view. Fields marked with an “*” are obligatory. A beneficial owner item can only be 
saved once the obligatory field (VAT number) was filled in. 
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Moreover, beneficial owners data shall be included for each subcontract in the section 
public procurement (as requested in section 2.4): 
 

 



28 

   

 

A subcontract item can only be saved once the obligatory fields (marked with “*”) are filled in. 
 

 

 

Supporting documents for the expenditure verification related to Public Procurement should be 
uploaded in this section (as request in PIM). Invoices and proof of payment of the procurement 
must be uploaded in the List of Expenditure section (see below). 

Uploaded files can be further described (use the pencil item to add a description), downloaded or 
removed. In case of amendment(s) to the contract, the amended contract(s) should be uploaded 
in the attachment section of the procurement concerned in a subsequent draft partner report. In 
case needed, the information on the ultimate beneficial owner(s) of the contractor and information 
on subcontract(s) can be edited. 
 
 

3.6 List of Expenditures 
 

The LoE section is the place where partners list incurred costs. When first coming to this 
section, it looks as below. By clicking on “+Add expenditure”, the PP can add expenditure items 
one by one. 
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Only the expenditures reimbursed on a real cost basis shall be added to this section. The 
expenditure reimbursed on a flat rate basis will be automatically calculated and added in the 
section “Financial overview” of the partner report once the expenditure to which the flat rate 
applies to is added to the list of expenditures. 

Important: All invoices, proofs of payment and other supporting documents required for the 
reimbursement of expenditures on a real costs shall be transmitted to the controller via Jems. 

 
Please consult the Annex A to this Manual concerning the required supporting 
documents per cost category. 
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3.6.1 Creating an expenditure item 

 
Each expenditure has to be reported as a separate expenditure item in JEMS. 

When adding an expenditure item (+ add expenditure), the following fields appear (see 
screenshot below): 

 

• Cost category – This field links the cost item to a cost category. Cost categories as 
available in the AF budget can be selected here. The field is marked with an “*” to 
highlight that it is an obligatory field. An expenditure item can only be saved once all 
obligatory fields are filled in. 

• Procurement – This field can be used to identify the name of the procurement (as 
defined in the public procurement section). 

• Internal reference no. – This input field can be used to identify the expenditure 
internally. 

• Invoice no. – This input field can be used to identify the expenditure. 
• Invoice date – Use the date picker to fill in the invoice date (where applicable). 
• Date of payment – Use the date picker to fill in the payment date. 
• Description – A description of the expenditure item should be provided. 
• Comment – The reference of the Budget line of the expenditure item should be added  

(eg. WP1.ST.LEP.25403)). 
• Total invoice value – The total invoice value (excluding VAT) should be filled in. 
• VAT – The total VAT value should be filled in. 
• Declared amount – It is the value the partner claims as basis for reimbursement, i.e. 

this amount will be checked by the controller for eligibility. 
• Attachments – Upon creation of an expenditure item it is not yet possible to add 

attachments. After saving the expenditure item it is possible to add one 
attachment.  

• Give as name of the attachment file (eg. WP1.ES.LEP.25403- IT_Equipment) 
• BL code (eg. WP1.ES.LEP.25403) 
• Short description (IT_Equipment) 
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• The following fields are automatically filled in: Currency, conversion rate (when 
applicable), declared amount in Euro. 

Once the expenditure item has been saved for the first time, one file can be uploaded to each 
item. In case multiple files need to be uploaded to one cost item, it is recommended to upload 
a .zip file. 

 

Filling in a new expenditure item 

When creating a new expenditure item, the following steps need to be followed: 

• Click on “+ Add expenditure” 
• By ticking the sensitive data box (encircled in 

red in the picture on the right), the expenditure 
details are defined as sensitive in regard of 
data privacy and access to the expenditure 
item and related descriptions as well as 
attachments is restricted. 

• If considered to be sensitive data, only 
users with the appropriate project privilege 
will be able to see the information on the 
expenditure. 
The view of other users on expenditures 
marked sensitive will be limited to the cost 
category and the amount.  
However, the controller of the partner as well as the MA/JS have access based on their 
role. 

• Next, select the relevant cost category for the expenditure. In case of any doubts, 
please consult the PIM 

• If this expenditure corresponds to a purchase made through a public procurement 
procedure, select the relevant procurement name. To do so please enter first the 
relevant information for all public procurements under the previous tab “Public 
procurements”. Procurement names will then be available for selection in the list of 
expenditure. 

• Fill in the information on internal 
reference and invoice numbers and 
the dates of invoice and payment. 

• Enter a short description to help identifying the expenditure and providing a first 
information on the project relevance. 
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• Adding in the section comment the reference of the specific Budget line (eg. 
WP1.ST.LEP.25403) as a helpful way to give further information on expenditure items 
and budget consuming.  

Detail the financial information of the 
expenditure (total invoice value, VAT, 
declared amount). Do not forget to insert 
the “declared amount”. 

A controller can only certify what has been declared! 
• Attach the supporting document(s) related to the expenditure item. Please be aware 

that only one document can be uploaded. Therefore, several supporting documents per 
cost item shall be collected in one file and uploaded as .zip-file. 
Once a file was uploaded, the related expenditure item can’t be deleted anymore. After 
the attachment has been removed, the expenditure can be deleted again. 

• You can save and remove expenditure any time before the submission of the partner 
report. 

ID – The expenditure item identification number is a running number; it reflects 
the partner report number. The ID is dynamic in draft status (reports created have 
seamless consecutive numbering, even if a report is deleted), however it will be 
frozen upon submission of the report. It is therefore always traceable to which 
partner report an expenditure item is linked. The ID will be used later on to identify 
cost items coming from another (previous) partner report. 

 
 

3.6.2 Parked expenditure items 
 

In case further clarification is needed after the submission of a partner report, a controller can 
“park”, i.e. put on hold, an expenditure item for final verification in a later partner report. This 
allows to still finalise the control work and to issue the control certificate. 

In case a controller parked some expenditure items in a previous partner report, they show up 
in the parked expenditure section of the list of expenditure of a following partner report. 
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A PP can decide to either re-include the item in the current partner report by clicking the re- 
inclusion icon (see red arrow in the screenshot above), to keep it for a later partner report or 
delete the expenditure item. When the item gets re-included, it will get included in the list of 
expenditure. The entire item is editable for changes by the partner except for: 

• The cost item ID is “frozen” and is therefore recognizable (the first number indicates 
from which report the item came initially and the second the item number). 

• The exchange rate and currency. These are “frozen” as this item has already been 
submitted for control. 

 
 

 
 

3.6.3 Expenditures from non-Euro countries 
 

If a project partner has its address (according to the application form) in a country that does 
not have Euro as its national currency, expenditures can be declared in the partner’s respective 
national currency in a partner report. 

 

 
The same steps to create and define an expenditure item as described in chapter 3.6.1 have 
to be followed, with the addition that the currency of the item is automatically specified as the 
national currency of the partner. 

The extra field “Conversion rate” converts the declared amount from the national currency into 
Euro. The exchange rates are taken from InforEuro. They are updated monthly and fixed upon 
the exchange rate at the moment of first submission of the partner report. 

If a partner from a Euro-zone country incurs costs in a foreign currency, please report the 
amount in Euro. The Euro amount of the bank statement of the transaction should be 
used for the list of expenditure. 

 
 

3.7 Contributions 
 

Please do not fill in the section “Contributions”. 

Point of attention: If a parked item is included in a new partner report and the PP deletes this 
partner report the parked item will also be deleted. 

https://commission.europa.eu/funding-tenders/procedures-guidelines-tenders/information-contractors-and-beneficiaries/exchange-rate-inforeuro_en
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3.8 Annexes 
 

In the report annexes section, all files uploaded in the different sub-sections of the partner 
report are shown. 

Additional files can also be uploaded here (by clicking on “Upload file”). Since it is not always 
possible to add descriptions to files in the dedicated sections, users with edit right are allowed 
to add descriptions to all files in this section by clicking on the pencil. 

 
 

 
Files uploaded in this section can be deleted here, other files can only be deleted in the section 
where they were uploaded. 

The tree structure represents the different sections within that partner report having an upload 
function. Select a sub section to see files uploaded under this sub section. 

 

3.9 Partner report export 
 

In this section the partner report can be exported. Two plugins are available - one PDF and 
one excel plugin centred on finance. The exports always remain available after report 
submission. 

 

 
In other sections of the partner report, it is also possible to export specific tables. 
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When the download icon is visible (see icon on the left), it is possible to download 
the table in Excel format (possible limited number of rows). 

 
 

3.10 Financial overview 
 

The partner report financial overview section comes with different financial overview tables. 
You can review the summary of the information you provided and, if needed, make 
modifications in the relevant section. 

The amounts included in the tables represent the aggregation of data from partner reports 
previously submitted, by the date the current partner report was created. Beware that only the 
last partner report created has the most recent aggregated data. 

 
Note: A report for a new reporting period should be created only once reports on earlier periods 
are no longer in “draft” status. 

All amounts shown in the overview tables are automatically converted into Euro. A partner with 
a national currency other than Euro has to be aware that exchange rates are updated monthly 
and fixed upon first submission of the partner report. Therefore, the values might change in 
draft reports. 

The financial overview tables show how the partner is proceeding in terms of spending. 
 
 

Partner Expenditure – summary (in Euro) 

This overview table shows the partner budget divided per fund and contribution type 
(public/private/automatic public). It also shows some calculations using figures from the table. 

 

 

The following sets appear: 

• For partner contribution, figures are used from the contribution tab (of partner reports) 
and from the AF, divided by public contribution, automatic public contribution and 
private contribution. 

• Partner total eligible budget column: budget is transferred from the AF. 
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• Previously reported column: sums up amounts from partner reports previously 

submitted, but also the partner’s share in the preparation lump sum. 
• Current report column: displays the expenditures declared in the current partner 

report. 
• Total reported so far column: displays the expenditures declared in all previous 

partner reports + the expenditures in the current partner report. 
• % of total column: displays the percentage of total partner budget that has been 

reported so far by a partner. 
• Remaining budget column: indicates the difference between “Total reported so far” 

and “Partner total eligible budget” from the AF. This value can become negative in case 
the reported expenditures exceed the budget in the approved AF. 
Please consider: In this column any deductions made by controllers or MA/JS or any 
parked expenditure items are not reflected. Therefore, the actual remaining budget 
could even be higher than displayed here. 

• Previously validated column: displays the sum of total eligible expenditure (and, if 
applicable, fast track lump sum) validated by the controller at the moment of creation 
of the current partner report. 

• Previously paid column: When a payment (regular or a lump sum) is made, the 
amounts paid by the programme will be added to this column. Amounts are added up 
in the partner report created after the payment was confirmed in the system. 

 
 

Point of attention: The information in the 'Remaining budget' column is calculated based on 
declared expenditure, i.e. the sum of all expenditure declared by a partner in its partner reports. 

If financial deductions have been made by a controller or MA/JS, or if an expenditure has been 
re-included in a partner report after being parked, the information shown in the 'Remaining 
budget' column might be incorrect. It does not necessarily reflect the remaining eligible budget 
which is not reduced by financial deductions or previously parked items. 

Please use the financial living tables (4.11.2 Financial living tables) to calculate your remaining 
budget. 
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Partner Expenditure – breakdown per cost category (in Euro) 

This table shows the partner budget split per cost category. 
 

 

 

The table works in a similar way as the other table with similar columns. Please note that: 

• Flat rates are calculated in the overview table on the total amounts declared in the 
current report. Therefore, there is less rounding difference in relation to flat rates, as 
they are calculated on top of total sums and not on top of each individual cost item, 
directly in the list of expenditure. 
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3.11 Submission 
 

In this section the partner report can be submitted. After submission, the partner report is 
frozen, and the control work can be started. 

 

 

Final steps before submission: 

• Click on ‘run pre-submission check’. The submission button turns active only once the 
partner report has successfully passed the pre-submission check. 

Then, submit the partner report. The partner report is now available for the controller to 
check. Once submitted, the status of the report changes, which is shown in the report 
identification tab (see screenshot below). 

 

Besides the submission of the report, a general warning is given to partners that they are 
reminded to make sure that the contracting section is up to date. This is to make sure that the 
bank details and other information in the contracting section and the dedicated partner pages 
stay up to date.  

During the controller’s check of the partner report, a controller may contact the PP in order to 
get further information or clarification on the provided report and the related expenditure. 
Controllers have also the possibility to re-open the partner report if it needs to be amended. 
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3.12 Reopening a partner report 

 
If needed, the controller or JS can reopen the partner report for adjustments. 

 

 
No data is cleared from the report and all is editable, with the following exceptions in the list of 
expenditure: 

• expenditure item ID from the initial report 
• expenditure items cannot be deleted (but can be edited) 

A list of parked expenditure items is visible and any item from it can be deleted or added to the 
re-opened partner report. Procurements created in the current partner report can be further 
edited; for procurements created in earlier partner reports only new additions of beneficial 
owners / subcontractors / attachments is allowed. 

Previous uploads are displayed and can be changed, except in the partner report annexes tab, 
where users can only add new ones. 

The option to create a new draft partner report is locked while the last partner report is in 
status “Reopened”. 

The reopening of a partner report that is not the last one that has been created adds further 
restrictions in order to keep the finances consistent with the already verified project report(s). 

 
In the partial reopening of a partner report, no data is cleared from the report and only the 
following is editable in the “List of expenditure” tab: 

• sensitive data flag 
• link to procurement 
• description and comment 
• expenditure items attachments can be changed  
• files can also be uploaded in the Report Annexes tab.  

In addition, the following restrictions apply: 

• as for all reopened reports, expenditure items can neither be added nor deleted; 
• parked expenditure cannot be included in the report; 
• as for all reopened reports, public procurements created in the current partner report 

cannot be deleted, but can be edited only (except procurement name, which is locked); 
• contributions tab: only changes regarding the attachment(s) are allowed 
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Whenever a change is made to the list of expenditure during reopening, the item shall be 
highlighted in orange in both the partner report list of expenditure and the Expenditure 
verification. Whenever the report is submitted and reopened again the highlighting is reset and 
again only latest changes shall be highlighted. Changing items manually back to their original 
state shall undo the highlighting.  

 
 
 

3.13 Overview of control work 
 

Once a partner report has been certified, the PPs can see the result of the check when clicking 
on the “open controller work” button in the overview of partner reports. Then, the control 
environment with the following sections is accessible. 

 
 

 

Control identification 

In this section the partner can find basic identification information about the control work of 
the partner report. 
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Expenditure verification 

In the expenditure verification section, all expenditure items from the Partner report “List of 
expenditure” are listed (including attachments). The results of control work per expenditure 
item are visible. 

 
 

 
 

Control communication 

In this section both controller and partner user(s) can upload and download documents. 
 
 

 
 
 

Control checklists 

In this section partners can see the checklist filled in by the controller. 
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Overview and Finalize 

This overview table consists of amounts only related to the current partner report (there is no 
cumulative data in this table). 

 

 

• Total declared by partner: These amounts are automatically transferred from the 
partner report and flat rates based on the settings in the AF are displayed in a separate 
row. 

• Total included in control sample without flat rates added: This column sums up the 
declared amount in EUR of the expenditure items marked as part of sample in the 
“Expenditure verification” section. No flat rate is added on top! 

• % sampled: Displays percentage of sampled out of total declared (both without adding 
flat rates on top!) items. 

• Total parked in current report: This column sums up the declared amount in EUR of 
the expenditure items parked in the “Expenditure verification” section. Flat rates are 
added on top and calculated according to the partner budget rounding settings (2 
decimals, rounded down). 

• Total deducted by control: This column is calculated as difference of “Total declared 
by partner” minus “Total eligible after control” minus “Total parked in current report”. In 
this way, potential rounding differences (if any) will always go to Total deducted by 
control column. 

• Total eligible after control: This column sums up the certified amount in EUR of the 
expenditure items from the “Expenditure verification” section. Flat rates are added on 
top and calculated according to the partner budget rounding settings (2 decimals, 
rounded down) 

• % total eligible after control: This column displays the percentage of total eligible 
amounts after controlling out of total declared (both including also flat rates). 

A summary of the control work can be found in the Control Report and Control Certificate which 
can be downloaded at the bottom of the “Overview and Finalize” section. 
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4. Project reports 
 

4.1 Project report identification and creation 
 

To access the project report section, click on “reporting” and then “project report” in the menu 
on the left. Then click on “+ Add Project Report” to generate a new project report. 

 

 
When the “+Add Project Report” button is clicked, the “Create project report” form pops up 
and further entry fields appear. 

 

 
 

 
 
 

Please proceed as follows: 

• Enter the starting date of the period. 
• Enter the end date of the period. 
• Select the corresponding period number (e.g. ‘Period 1, month 1 - 6’). The type of 

project report and reporting date will automatically be selected according to the project 
reporting schedule (defined in the contracting section 2.3). 

• Confirm the entries by ticking “Create”. 

Attention point: When two or more Jems users work in the same report (project and partner) 
at the same time, this might lead to the loss of the inserted data. It is therefore recommended 
that not more than one Jems user works in a report at the same time. 
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The reporting date is pre-filled in and is coherent with the reporting schedule. 

With creating the report, the first tab “Project progress report identification” pops up and further 
entry fields appear. The project report identification tab is dynamic, in a sense that it responds 
to the project report type and to what is in the last approved AF. 

 

Highlights of main achievements 

First, a summary of the achievements in the reporting period shall be provided. Enter the 
highlights of main achievements of the project over the reporting period according to the 
instructions. 

 
Overview of the outputs and results achievemen 

Then, an overview of project outputs and results is tabled. The information automatically 
displayed is based on the AF (target value), previously submitted reports (previous) and the 
information provided in the tab “work plan progress”. 

 

Project problems and deviations 

If applicable, describe any problems and deviations from the work plan and spending targets 
as indicated in the AF. Furthermore, information on any problems and deviations encountered 
and the involvement of target groups shall be provided.  
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Partner spending profile (in Euro) 
 

The partner spending profile shows the certified amounts, coming from the included partner 
certificates in this project report. It is not mandatory to fill in the forecast amount for the next 
period (red circle below). 
 

 
 

Target groups 
 

 
Describe for each single target group how it was involved in the project implementation of the 
reporting period in question.
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4.2 Work plan progress 
 

In the tab ”work plan progress” project managers shall describe the progress on work package 
level including the project specific objective and communication objective, activities, 
deliverables and outputs. 

 
Work package level 

When the first project report is created, the status fields of the project specific objective, the 
communication objective or the activities are empty. If a prior submitted project report exists, 
the status fields of a newly created report are pre-filled with the status selected for the 
respective objective or activity in the latest submitted project report (namely the submitted 
report with the highest report number, not latest by date of submission). 

Please proceed as follows: 

• If relevant, tick the box to mark this work package as completed. If ticked, there will be 
no need to report about the progress made in the implementation of this work package 
in future reports. 
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• Select the advancement status of the project specific objective among the options “Fully 
achieved”, ”Partly achieved” and ”Not achieved”. If you select “Fully achieved”, there 
will be no need to report on the status in future reports. 
Summarize the progress of the project specific objective during the reporting period.  
 

 
 

 
 
 
 

• Select the advancement status of the communication objective of the work package 
among the options “Fully achieved”, ”Partly achieved” and ”Not achieved”. If you select 
“Fully achieved”, there will be no need to report further in future reports. 
Describe the progress in the achievement of the communication objective during the 
reporting period. 

 
 

 
• Please describe the progress the partnership made towards the objective of the work 

package in this reporting period and explain how the partners were involved (who did 
what) in the text box for “Progress”.  
 

 
 

Attention point: Please bear in mind that the “project specific objective” refers to the 
overall goal of the work package. It is not to be mistaken for the “programme specific 
objectives”. 
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Activity and deliverables 

For each activity, deliverable and output a separate section with input fields to describe the progress 
in the reporting period follows. Please proceed as follows: 

• Select the advancement status of the activity among the options “Fully achieved”, 
”Partly achieved” and ”Not achieved”. If you select “Fully achieved”, there will be no 
need to report further in future reports. 

• Describe the contributions of all partners involved in this activity and the collective 
achievement in the provided text box. 

• If applicable add attachments to support the reported activity progress. 
• Describe also the progress made towards the achievement of the deliverable in this 

period. 
• Status: Select the advancement status of the deliverable among the options “Fully 

achieved”, “Partly achieved” and “Not achieved”. 
• Add in attachment the deliverable or any document relevant for the verification of the 

work done. Please consider that only one attachment can be uploaded and collect all 
relevant documents in a .zip or .rar file. 

• Repeat these steps for every work package, save, and move on to the next section. 
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Output indicators 

Please also inform about the achievements made with regard to the project output(s) and 
describe the progress in this period. 

Please upload it together with further evidence for verification of the indicators in the attachment 
section. 

 
 
  



51 

   

 

 
Labels for completed in this report / in prior report 

If for a project specific objective, work package, a communication objective or an activity the 
status “Completed in this report” is selected, a label (see below in green) is added to the 
respective item. 

 

 

When the next project report is created, 
all items marked with “Fully achieved” in 
the previous submitted project report 
receive a label with the wording 
“Completed in prior report. No changes.“ 
and all information provided will be 
automatically pre-filled in the following 
report. 
This label shall ensure that the LP and 
the MA/JS are aware that the respective 
project specific objective, communication 
objective or activity was already 
previously completed and no changes 
were made. 



52 

   

 

If either the LP makes changes within an activity or any deliverable underneath an activity, the 
label is changed to “New changes after completion.” The same logic applies to the overall work 
package completion. 

 

 

4.3 Project results & horizontal principles 
 

The LP shall describe the progress on planned results by inserting what was achieved in this 
reporting period. 

 

Project results 

Results are cumulative, meaning that if a report is submitted and another report created, the 
values from the previous report are added to the cumulative values. The cumulative value 
achieved is calculated as the sum of all the figures reported in all project reports with the status 
submitted. 

 

If progress on the results indicators can be reported, please follow the following steps: 

• Enter the value of the result(s) achieved in this reporting period. 
• Add a description of the achieved progress and add supporting attachments. 

 

Please upload it together with further evidence for verification of the indicators in the attachment 
section 
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Horizontal principles 

For horizontal principles, there is a table to report on the contribution for each of the criteria. 
The type of contribution is pre-defined from the latest approved AF and cannot be changed. 

There is a text field to describe the contribution made in the respective reporting period. Thus, 
describe the impact of the project for each horizontal principle. 

 
 

4.4 List of partner certificates 
 

In this tab, all partner certificates of the project are listed. A certificate can only be included in 
one project report. Once ticked, the certificate is unavailable in other project reports. The LP 
shall carefully check which partner certificates to be included in the project report, thereby 
determining the payment amount for each reporting period. Partner certificates that have 
already been included in another project report are shown in the list of partner certificates in 
grey colour. 

Upon creation of a new project report, all available partner certificates, which are not yet 
included in any other project report, are included in the newly created project report. If a 
certificate shall be excluded in this project report, the respective partner certificate needs to be 
unticked. 
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If the control work of a partner report is finished and the report certified when a project report 
is already created, it is added to the list of partner certificates unticked and can be manually 
included in the project report by ticking the tick box in the first row of the table. 

If a new project report is created, while another project report is still in the status draft, all 
unticked (available) partner certificates will be automatically included in the newly created 
project report. The overview provides also information in which previous project report; a 
certificate is included. 

 
 

 
 

4.5 Project closure 
 

When the project report is linked to the last reporting period, there is a new section in this final 
project report called “Project closure”. 

In this section LP needs to: 

• Describe the project's final achievements in a project story format 
• List any relevant mentions and prizes that you as a project achieved 
• Select the checklist „ASP – Final project report“, fill in all the checklist fields and click 

on „Finish the checklist“ button at the top of the checklist when done. 
 
 

4.6 Project report annexes 
 

Similar to partner reports, this section shows all files uploaded in the project report. The tree 
structure represents the places within a report where files can be uploaded. All uploads from 
all sections are shown in this list. 

 

Point of attention: The following certificates can be added to a project report: 

• Certificates from an earlier reporting period 
• Certificates from the current report period 

Please do not include certificates from a subsequent period in the current project report. For 
example, do not include a certificate from period 3 in a project report of period 2. However, 
including a certificate from period 1 in the project report from period 2 is allowed. 
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LPs are asked to please upload files only in the content report related tabs (work plan progress 
and project results & horizontal principles). 

Project managers have the possibility to upload additional files linked to the project report here 
(by clicking the “upload file” button). 

Since it is not always possible to add descriptions to files in the dedicated sections, users with 
edit rights are also allowed to add descriptions to all files in this section. 

Files uploaded in this section can be deleted here, other files can only be deleted in the section 
where they were uploaded. 

 
 

4.7 Financial overview 
 

This tab offers an overview of the aggregated financial data per cost category. 

The financial overview tables show how the project is proceeding in terms of spending. The 
amounts included in the tables represent the aggregation of data from all project reports 
submitted by the date when the current project report was created. 

 

Project Expenditure - summary (in Euro) 

This section shows the project budget - approved in AF, previously reported, current report, 
previously paid - divided per fund and contribution type (public /private/automatic public) and 
also shows some calculations using figures from the table. 

 

Project total eligible budget: Amounts taken from the AF. 

Previously reported column: Sums up amounts from project reports previously submitted, but 
also the lump sum on project preparation (if relevant). 

Current report column: Sums up amounts from the current project report. 

Total reported so far column: Sums up amounts of project reports previously submitted plus 
amounts from the current project report. 

Remaining budget column: This column indicates the difference between “Total reported so 
far” and “Partner total eligible budget” from the AF. This value can become negative in case 
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the reported expenditures exceed the budget in approved AF. 
Please consider: In this column any deductions made by controllers or MA/JS or any parked 
expenditure items are not reflected. Therefore, the actual remaining budget could even be 
higher than displayed here. 

Previously verified column: Displays amount eligible after verification from all project reports 
and verified at the moment of creation of current report. 

Previously paid column: When a (regular or fast track lump sum) payment is made, the 
amounts related to funds paid by the programme will be added to this column, in the next 
created report after payment is confirmed in the system. 

 
 

Project Expenditure - breakdown per cost category (in Euro) 

This table shows the project budget as approved in AF, the previously reported and the 
currently reported expenditure per cost category. The table behaves quite similar as the other 
tables with similar columns. 

 

 
 
 

Project expenditure - Summary of deducted items by control - Current report 

This table sums up all deductions carried out by controllers per partner and type of error. These 
values are not cumulative but only relate to the certificates included in this report. 
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4.8 Project report export 
 

In this section, the project report can be exported in a PDF document. The exports always 
remain available after report submission. 

 

 

In other sections of the partner report it is also possible to export specific tables. 
 

When the download icon is visible (see icon on the left), it is possible to download 
       the table in Excel format (possible limited number of rows). 

 
 
 

4.9 Submit 
 

In this section the project report can be submitted. The pre-submission check has to be run to 
verify if all necessary fields have been inserted before submitting the report. 

 

 
After submission, the project report will be checked by the JS and the MA. The status of the 
project report changes from “Draft” to “Submitted”. 
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4.10 Project report reopening 
 

A project report in status ”Verification ongoing“ can only be reopened by MA/JS users. The re- 
opening of a project report allows the LP to provide further clarifications by directly modifying 
the content of the project report during the process of MA/JS verification. When the last 
submitted report is reopened, editing is unlimited. 

 

 

When the reopened project report is not the last one (e.g. a later draft project report has been 
created), dates, inputs and uploaded files can still be edited but the following restrictions apply: 

• Number fields are locked 
• List of partner certificates can't be changed, meaning partner certificates cannot be 

selected or unselected 
• Status and completeness checkbox can’t be changed 

When the modifications are done, the LP needs to re-submit the project report by following the 
same steps taken for the first submission. 
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4.11 Living tables 
 

The living tables represent a cumulative overview of the project indicators and project budget. 
 

4.11.1 Indicator living table 
 

This overview table represents a cumulative table of all indicators planned versus achieved in 
the respective project. 

The first values come from the Application form and are updated immediately when a project 
modification is carried out. The last column relates to all values submitted in project reports. 
Whilst project reports can show historic values, the Indicator living tables are always up to date. 

The rows always start with the result indicator and the achieved results. If there is a link 
between output and result indicators, then the output indicator and respective outputs are 
nested inside the results table. If no link exists, the output indicators are shown in a separate 
row. All achieved results and outputs are summed up in the indicator row to show also the 
achievement per indicator and not only per output. 
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4.11.2 Financial living tables 
 

Similar as the indicator living tables the financial living table aggregate data from Application 
Form and from reporting including payment. 

For all the living tables below whenever any of the following actions take place these tables 
will most likely change in the respective column: 

• Submission of a new partner report 
• Certifying a partner report 
• Submission of a project report 
• Finish verification of a project report 
• Payment based on financial project reports 
• Reopening or reverting any of the above-mentioned actions 
• A project modification 

In the dropdown above the living tables users can choose if the Remaining budget is 
Application form budget minus Submitted in partner report, Certified, Submitted in project 
report, Verified or Paid amounts. 

 
 

 

Project financial living tables 

The project financial living tables are basically the first 3 Financial overview tables in any 
finance or full project report but here always up to date. 

Project expenditure living table - summary (in Euro) 

The first table is an overview per fund. The financial spending per fund and contribution is 
recorded here. Some values like the contribution share of deductions cannot be retrieved from 
the reports therefore you might sometimes see some values as N/A. 

https://jems.scrollhelp.site/manual/v11.0.4/project-report-financial-overview
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Project expenditure living table - breakdown per cost category (in Euro) 

This table represents the breakdown per cost category, as a principle the columns are the 
same as the first table and the totals should always match with the totals from the other tables. 
The only difference is that the amounts are split per cost category instead of per fund as in the 
first table. 

 

 
Project expenditure living table - breakdown per partner (in Euro) 

Similar as to the first and the second table this table should have the same totals per column 
as the columns are the same for all tables. The difference is that in this table the spending is 
split per partner. Every row represents a partner and their total spending. 
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The partner financial living tables are split into a tab per partner. 
 

 
Depending on privileges you might see or not see certain partners (e.g. in the case of a 
controller being assigned to one partner). 

Partner expenditure living table - summary (in Euro) 

On a tab of a partner, you will find two tables. The first table is the spending of the partner per 
fund. Also, here some of the deducted rows could not be populated and are therefore pre-filled 
with N/A. Totals should always be the same as a single row of the third project living table 
being the spending per partner at project level. In the same way as the first project financial 
living table, Paid represents the total paid for the partner and the contributions recorded as 
received in the partner report by the respective partner. 

 

 
Partner expenditure living table - breakdown per cost category (in Euro) 

The second table at partner level is the breakdown per cost category (in Euro). This table 
should always have the same totals as the first table as the columns are the same. The only 
difference is that the amounts are divided per cost category instead of per fund. 
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5. Shared folder 
 

This section is a file sharing section, accessible to partner users (respective privilege needs to 
be granted via project privileges), controllers and MA/JS. This section can be used to upload, 
edit a file description and download documents all along the project lifecycle, especially during 
contracting and control. 
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6 Project modifications (Including modifications required after negotiations) 

 
As a first step, the LP should send an e-mail to inform the JS manager that the project requests 
a project modification. The JS manager will provide the LP with the modification requirements 
and will guide the LP through the modification process. 

 
Once the modification request was accepted by the JS, 
the project modification in Jems will be launched and a 
new editable version of the AF will be available for the LP 
to revise information. The different versions of the AF can 
be accessed from the left menu. The editable version is marked with a pencil icon. 

 
 
 

6.1 Starting a modification procedure in Jems 
 

Once the JS has accepted the request for project modification and started the process in Jems, 
the project will appear with the status “In modification”; same procedure applies if the project 
has to apply some modifications after the negotiation phase and before being 
contracted. 

A new, editable version of the project AF will be available for the LP in order to update 
information (all LP users with “edit” rights can modify the AF and submit it). 

Please also consult chapter 9 of the PIM for more details on the different types of project 
changes. 

To switch to the currently valid AF or earlier versions unfold the project versions in the left 
menu and select the AF version of your interest. 
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6.2 Updating contact information and address 

 
With the first modification, take the advantage of opened fields to update your contact information and 
adapt it to the fields of JEMS. 
 
The unlocked sections are marked with light lock. 
 

 
 
Always save before changing page or tab. 
 
 
You will need to introduce the NUTS (Nomenclature of Territorial Units for Statistics) of your address 
as well, since the fields didn’t exist when you applied in eForm. 
 
 
 
This update will put your project partnership on the map. 
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You must start chronologically with NUTS2 field first, then NUTS3  
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6.3 Budget Modification 
 

During the modifications, if you are allowed to, and after agreeing with the JS, you can modify a 
budget line, or add a new one, or delete one. 
 
In all cases, you must update the tables in a way to keep the total budget equal (or less) than the 
approved budget. 
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When adding a new budget line, respect the coding of the lines by using, as example: 
 
WPx.HR.PPP.999901, 02… 
WPx = WP Number 
HR/ES.. cost category 
PPP= Partner number or LEP 
9999 or 1111  as a start of the unique code then followed in order 01, 02… etc 
 
This is needed for you, as well us for the JS and MA to recognise new BLs during monitoring, as JEMS 
doesn’t assign them automatically. 
 
You must respect the code above, and use, for the ending unique number 4-digits identical number 
(9999, 1111,…) before numbering chronologically afterwards, resulting in “999901”, “999902”,… etc 
 
 
 

 
You can distribute the amount of the budget line on the semesters of the report delivery; JEMS 
indicate to you any gap in the amount, if there’s any. 
 
Modifying staff cost category will alter the totals, as the Administration Cost category and Travel and 
Accommodation are flat rates dependant on it. 
 
If you modify Staff Cost Category, you need to adjust other budget lines to keep the rule of the thumb: 
total budget shouldn’t exceed the approved budget. 
 
 

6.4 Attention points for project modifications 
 

The following aspects need to be considered when modifying an AF: 

1) Deactivation of partners: As soon as approved, partners or associated organisations 
can no longer be removed from a project application. If a partner exits the partnership, 
it shall be deactivated. New partners can still be added to the project. When the project 
is in modification status, the LP can go to the partner or associated organisations 
overview page and click on “Deactivate partner”. 

Thus, for the modifications during the negotiation phase, a partner can be deactivated 
or replaced, since the project is not contracted yet.  

 
A deactivated partner cannot be re-activated! If the LP wants to disable all user access 

rights of a withdrawing partner, this needs to be done in the “Project privileges” section. 
 
2) The priority and programme specific objective of a contracted project cannot be 

changed. 
3) Flat rate options cannot be changed. 
4) Existing activities, deliverables, investments, outputs or results cannot be 

removed but can be deactivated. Once an activity, deliverable, output or investment 
was set inactive, it cannot be activated again! 
To deactivate, click on the red icon on the right of an activity / deliverable / investment 
/ output / result and save the changes. 
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NOTE: when de-activating an activity, all deliverables under the activity are also 
deactivated. New activities or new deliverables can still be added. 
 
The same applies to outputs and results. 

 

 
 

6.5 Submission of the revised AF 
 
 

To submit the modified AF again, go to “Check & Submit” in the left 
menu. To be able to submit the revised AF, you need to run the pre-
submission check first. Issues found will be listed and need to be 
solved. Only once the pre-submission check has been passed, the 
submission button will turn active. Upon re-submission the project 
moves to status “Modification submitted”. 

If needed, the JS will reopen the modified AF for further revisions. 
Upon reopening, no new AF version is generated, but the revised one 
will be reopened. 
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6.6 Finalizing a project modification 
 
 

After the decision by the concerned programme body, the JS sets the 
status of the modification request to “approved” or “rejected” in Jems. 

In case of approval, the revised AF becomes the latest approved AF 
version. 

In case of rejection, the rejected AF version remains in the project 
history. 

 
The different AF versions are accessible through the left. 
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