Jems - Technical guidance
Version 1.0 – Date: 22/03/2022

This guidance contains key technical information on the operation and use of the joint electronic
monitoring system (Jems) of the Interreg North-West Europe programme (NWE). Applications to the
different NWE calls for proposals can exclusively be submitted via Jems (no offline template accepted). It
is therefore highly recommended to read this document carefully before starting to use Jems.
This document will be updated on a regular basis: keep an eye on the North-West Europe website
https://www.nweurope.eu/.

Technical information and system requirements
Jems is a web application, which can be accessed with recent versions of most common browsers (e.g.
Google Chrome, Microsoft Edge, Mozilla Firefox). The functionality of the system follows the common
standards of web applications for entering and submitting data.
The English language is pre-defined and cannot be changed; it is the working language of the NWE
programme.
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1. Access and registration
Jems can be accessed at the following https://jems.nweurope.eu/.
To use Jems, each applicant must first register by clicking on “Create account” on the homepage and
provide a set of credentials.

the North-West Europe Programme!

In the registration form, fill in the following information (all fields marked with “*” are mandatory):

•

First name / Last name: personal information of the applicant’s contact person.

•

Email: the email address of the applicant – it will be used to log in and notifications will be
addressed to it.

•

Password: password which will be used to access Jems.
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The minimum length of the password is 10 characters. It should contain at least one upper case letter, one
lower case letter, one digit and one special character (!.,;?-_+%&=#@*:~).

The “Register” button turns active only once all mandatory information is filled in. Following the
registration, a confirmation email is automatically sent to the email address provided in the “Create new
account” form.
Only after clicking the link on the confirmation e-mail, the applicant will be able to log into the platform
and create an Application Form (AF). In case you do not receive a confirmation e-mail, please check your
spam folder and, if needed, get in touch with the NWE Jems Helpdesk (jems@nweurope.eu) for
assistance.

Point

of

attention:

In case you forgot your password, contact the

NWE

Jems

Helpdesk

(jems@nweurope.eu) with your email address used during the registration (no “reset password” function
available in the current version of Jems).
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2. Applying for a call
To create your application click on “Apply” under the section “Call list” of your dashboard. At this point,
insert the acronym of your project (which can be modified afterwards) and click “Create project
application”.

North-WestEurope
EuropeProgramme!
Programme!
the Nort-West

▼

Alternatively, it is possible to click on the call row itself under the same section “Call list” and see the
general call information through a read-only window. The “Apply” button will appear at the bottom of this
page.
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The newly created project application will be automatically listed under the section “My applications”.
The project ID is an automatically generated number given by the system – this number is unique and
allows the programme to easily recognise a project.

the North-West Europe Programme!

All applications created by the user are listed at this level - the user can select a project and open it
by clicking on the name.
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3. User management
The lead applicant can grant access rights to an open application to other users, namely project partners
and/or collaborators. To this end, they have first to register in Jems and then provide the lead applicant
with their email addresses.1
The lead applicant can then enable new users in the “Project privileges” section (see left menu of an
application in progress) by entering a full valid email address.

Users can be granted either:
•

read-only rights (“view”) – user can access all the application sections without being in the
position of making any change

•

edit rights (“edit”) – user can modify/fill in all the application sections

•

lead applicant rights (“manage”) – user has both edit rights, but also access to the management
of the “Project privileges” section.

1 Please be aware that also capital letters are important in this case: if a participant is registered as

name.lastname@mail.eu, the system will not find the user Name.Lastname@mail.eu.
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Please note that only users with the “edit” or “manage” privileges can submit the application proposal.
Therefore we strongly recommend to identify and designate the user responsible for the submission of the
application beforehand (this person should ideally be the contact person of the “lead” applicant
institution).

Point of attention: risk of overwriting information
To a certain extent, it is possible for different users to work in parallel (at the same time) on the same
application. When working in parallel, users have to make sure that they are not working simultaneously
in the same section or sub-section as there is the risk to overwrite information.
In this respect, granting access rights to other users should be done parsimoniously, and coordinating who
is working when in the application is crucial for a smooth use of Jems during the application phase.

Users can be assigned to an unlimited number of application proposals and they can also have different
user privileges.
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4. Filling in the application
The “project overview” page offers general information on the proposal, its application status and the
running call. Every application has a version number. Upon creation the project version number is set to
“V.1.0” by default – the latter will remain unchanged until the submission of your proposal. The same
logic applies to the status “Draft”, which changes to “Submitted” right after the submission.

Applicants are invited to fill in the relevant sections and sub-sections listed on the left menu, which
corresponds to the application template.
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Point of attention: For Step 1, only certain sections of the application will be visible and need to be
completed (see screenshot above), which is why section C.4 (and a few others) of the application do not
appear.

Clicking on the “bin” icon

allows you to delete. Some sections can only be saved once all mandatory

fields (marked with an asterisk “*” ) are filled in. The order of the project partners, work packages,
outputs, etc. follows the one in which they were added in Jems. This order cannot be changed unless the
related sections are deleted and modified.
Jems provides warnings or requests of confirmation before leaving any section of the application. Always
remember to save the data before leaving a section in the application; otherwise changes will be
discarded!

In addition, the following important aspects have to be remembered when filling in the application:
•

Follow the number of characters indicated in the different fields - characters in excess will not be
taken into account on Jems. Please note that the punctuation and spaces between words or
paragraphs are considered as characters.

•

Do not use the “Enter” key of your keyboard to save data while filling the forms as it may lead to
unexpected results. Always use the commands provided by Jems interface.

•

When filling in longer sections, please remember to regularly save in order to avoid losing data in
case of interruptions of your internet connection or other technical issues.

•

Being inactive for a long period may end automatically your session for security reasons and
unsaved data is lost!
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5. Application annexes
The section “Application annexes” is only dedicated to the upload of a scan of the requested files, which
is required only in step 2 of the application procedure for projects.

Point of attention: Automatic checks run before the submission prevent the submission of an incomplete
application (see details in the next chapter).
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6. Export function
This section allows the user to create a pdf file of the application at any time of its development as
well as to export partner budgets (csv file). The export language is set by default to English.

When your application is ready for submission, it is recommended to save the final version as a pdf file.
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7. Submission of the application
The submission of your application follows a two-step approach. Each application requires a successful
pre-submission check of content before it can be submitted.
Under the section “Check & Submit”, users with “edit” or “manage” privileges (see chapter 3 of this
document) can perform these two actions:
▪

Run pre-submission check

▪

Submit project application

The “pre-submission check” function (A) warns applicants when mandatory fields of the application are not
filled in

– a completeness and consistency check is run by the system, but it does not check the quality of
information provided. Therefore, it remains the applicants’ responsibility to read carefully information
included in our application guidance, go through their application and verify that all necessary fields are
properly filled in.
The button “Submit project application” (B) is accessible only once all pre-submission checks are
successfully passed.
The “pre-submission check” provides two types of verification result to the applicants:
Error/Warning
inconsistent/missing information in the
section

Green light
verification of the section passed
successful
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Point of attention: For the project applications of “call 1”, only relevant fields of the application-step 1
are subject to automatic checks.
The results of a pre-submission check are shown in an expandable tree. A verification result is displayed
for each active section of the application.

▼
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Point of attention: pre-submission check and time management
Error messages block the submission of the application. Therefore, it is strongly recommended to run the
pre-submission check early enough and often while filling the different sections of the application. Do not
wait for the very last minute, since you might run out of time for solving issues and keeping the deadline
for project application submission.
The pre-submission check needs to be executed every time the user wants to submit an application. In
case a modification to the application is applied, the pre-submission check needs to be executed again. If
the pre-submission check is passed successfully, the submit button will be activated. When your
application is ready for submission, it is recommended to save the final version as a pdf file.
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After submission, the status of the application is changed to “Submitted” (see on your dashboard, under
“My applications” or at the level of the “Project overview” page) – there is no automatic email
confirmation sent out.

▼
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8. Helpdesk and technical support
For any problems you might experience with Jems platform, please contact the helpdesk at
jems@nweurope.eu or call the joint secretariat at +33 (0)3 20 78 55 00 during the workdays.
To facilitate the handling of your requests, we invite you to communicate us the following elements
(when relevant):
▪

the project name

▪

the project ID

▪

the user account facing a problem (i.e. the email address used during the registration on Jems)

▪

a screenshot and/or the alert message appearing on your screen
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