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General Information 

This manual provides beneficiaries of projects, approved under Interreg IPA South Adriatic  2021-
2027, with practical procedures to be performed in Jems during the implementation phase:  
 
 

• Project Reporting 
 

¡ URL of Interreg IPA South Adriatic Jems:  https://jems.southadriatic.eu/ 

¡ Use your email and password to Log-in; 

¡ In case you forgot your password click on “Forgot password” button or contact: 
jems@southadriatic.eu 

 

 
 

 

 

 

 

¡ The usage of up-to-date web browsers (Google Chrome, Microsoft Edge, Mozilla Firefox) is 
recommended; 

¡ Jems Interreg IPA South Adriatic runs in English language only; 
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1. Project Reports  
 
The Jems Project Report section is available for approved projects with the status “Contracted”.  

 

In order to fill in and submit a report on project level, the user needs to be assigned under “Lead 
applicant/ Lead partner (PROJECT level access) with “manage” or “edit” rights in the Project 
privileges section. 

All project partners can view the Project Report section and can monitor the progress made by 
the LP. User assigned to a project partner have automatically “view” access to the reports on 
project level (for details see Jems guidance on Project Privileges).  

 

1.1 Access to the Project Report section 
When a Lead Partner user has been assigned with edit rights of its partner organisation within the 
project privileges overview, it can create Project Reports within its own dedicated section. 

¡ From the “Dashboard” select the project for which you would like to fill in the Project report 
and click to open. 

¡ Select “Reporting/project report” in the left menu to get to the reports of the dedicated LP. 

 



	
 

	
	

   
	
	

4 

 

 

 

ATTENTION! 

See factsheet “Jems Manual Contracting and privileges”, published on our website, for more 
details on partner setting procedures. 

 

In order to fulfil the LP tasks and do the reporting on project level, the LP should have view access 

to the partner reports of all PP. 

Please carefully check the settings for access to General Data Protection Regulation (GDPR) 
sensitive data in the “Project privileges”. 

 

1.2 Create a Project Report 
Reports on Project level (PR) are created by the JS and linked to the “Project reporting schedule” 
of the “Contracting” section. This is to ensure a correct aggregation of data from previous reports 
into a new report and that, in case of major project modification, the report is linked to the 
correct version of the application form (AF). 

Reports on project level are automatically numbered PR.1 (ID in ascending order PR.1, PR.2, PR.3, 
etc.). The project report ID does not reflect the reporting period. 
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Data from the last approved application form version is taken into the report in the moment of 
its creation. Ongoing modifications will have no impact on the data in existing reports. 

Beware that only the last project report, created after all other project reports were submitted, 
has the most recent aggregated data (in case project reports were not submitted in the same 
order they were created)! 

 

¡ To create a project report, click on “+ Add Project Report”. 

 

 

Then 

 

All Project Reports created are shown in the project report overview table: 
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The project report overview table lists all available reports and indicates the type of report 
(Finance, Content; Both). It provides information on the project report ID, the current status 
(Draft – Submitted/Reopened – Verification ongoing – Verified), the report type, the date of 
report creation and the date when the report was submitted for the first time, the date when the 
report was submitted for the last time (re-submission), the amount requested, the end date of 
JS/MA verification and the total eligible amount after JS/MA verification. 

 

1.3 “Report Identification” section 
Clicking on the button “+Add Project Report” the first time you will automatically lead to the first 
tab called “partner progress report identification”.  

 

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

• Project report identification 

• Workplan Progress 

• Project results & Horizontal principles 

• Project report annexes 

• Financial overview 

• Report exports 

• Submit 
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To go back to the project report overview, click on “Project reports” in the left menu. 

Do NOT delete a PR without prior agreeing with the JS. Only the most recent PR (if in DRAFT) 
can be deleted from the overview. 

 

The project report identification section gives an overview on the: 

• Information on the project and LP organisation (automatically) 

• AF version the report is linked to (automatically) 

• The project report status (updates automatically) 

The reporting period start and end dates should be defined. The dates should match with those 
defined in the Subsidy Contract/Application Form. 

Upon the creation of the report, the PR is linked to the reporting schedule in the contracting 
section by the JS. This link must NOT be changed, since it defines the type of report, the 
reporting period and the reporting deadline (according to the monitoring plan). 
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Save changes before moving on to the next section. 
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1.4 “Work plan progress” section 
The second tab “work plan progress” takes the work plan related data from the last approved AF, 
organized per work packages. Describe the global contributions achieved during the reporting 
period. Click on the work package to unfold it for reporting on activities, deliverables and outputs 
under this WP. To fold the detailed view again, click on the work package or the “^” icon in the 
top right corner. 

 

 

When the first PR 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 
and related text fields of the subsequent report are pre-filled with the status selected for the 
respective objective or activity in the latest submitted PR. 
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Only in the “Work plan progress” section information (text) provided in the prior submitted PR is 
taken over to the newly created PR. For WPs, objectives or activities marked as completed, the 
taken over information is “frozen” and marked as updated upon changes (see below). 

A WP can be marked as completed once implementation of activities is finalized. Marking the 
work package as “completed” means that information is fully taken over into subsequent PR 
and “frozen” 

	

	

In the next PR, the information on WP completion is indicated. 

 

 

In case a WP that was marked as “completed” in an earlier report but information is updated in 
the current PR, the update will be highlighted. 
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The progress made on the Project specific objective and the Communication objective is to be 
described and there is a field to select the status of the objectives (“Fully achieved”, “Partly 
achieved”or “Not achieved”) 

Marking a project specific as “fully achieved” means that it is labelled as “Completed in this 
report” information is fully taken over into subsequent PRs and “frozen”. 

 

In the next PR, the information on completion will show up. 

 

In case an objective that was marked as “completed” in an earlier report but information is 
updated in the current PR, the update will be highlighted. 

 

The same behavior applies for the communication objective. 

 

Reporting on Investments 

In case of investment(s) under the WP, there is a separate section with a text field to describe the 
progress in the reporting period. Information is partly pre-filled from the AF. 
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For finalized investments upload the investment documentation in the workplan progress – 
deliverable section directly linked to the investment (zip or rar file).    

 

REPORTING ON ACTIVITIES 

For each activity, there is a separate section with a text field to describe the progress in the 
reporting period. 

Similar as for objectives, for each activity there is a field to define the Status (“Not started”, “In 
progress”, “completed”). 

No files need to be uploaded for activities. Supporting documents should be uploaded next to 
the deliverables, outputs and results. 

 

 

Marking an activity as “finalized” means that the activity is fully completed and all related 
deliverables are finalized and provided. The related information will be taken over into 
subsequent PRs. 
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In the next PR, the information on completion will show up. In case an activity was marked 
as “finalised” in an earlier report but information is updated in the current PR, the update will be 
highlighted. 

Reporting on deliverables 

For each deliverable, there is a separate section with a text field to describe the progress in the 
reporting period and an input field to quantify the number of deliverables finalised in this PR. The 
cumulative value is automatically calculated; the delivery period is pre-filled from the AF. 

A supporting document for the finalized deliverable must be uploaded. In case of multiple files, it 
is recommended to upload a .zip or .rar file. (only 1 file is allowed – maximum 100 Mb) 

 

Reporting on outputs 

For each output, there is a separate section with a text field to describe the progress in the 
reporting period and to describe its status (not started, in progress, finalised). In addition, there is 
an input field to quantify the number of outputs finalised in this PR. The cumulative value is 
automatically calculated and double-counting of the same output within different PRs has to be 
avoided. The delivery period and target value are pre-filled from the AF. 

For finalized outputs (strategy/action plan, pilot actions, solutions) output proof of evidence 
have to be uploaded.  

 

Save changes before moving on to the next section. 
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1.5 “Project results & horizontal principles” section 
In this section the LP should report on progress made in achieving the expected project results 
considering the chosen result indicators. 

Results are cumulative, meaning that when a new PR is created the values from the prior 
submitted PR are added to the cumulative values. The cumulative value achieved is calculated as 
the sum of all the figures reported in all PRs with the status submitted. Double-counting of the 
same result within different PRs has to be avoided. 

Related supporting documents should be uploaded as attachment next to the result. In case of 
multiple files, it is recommended to upload a zip or rar file. 

 

 

For horizontal principles there is a table to report on the contribution for each of the three 
cooperation criteria. The “Type of contribution” is pre-filled based on the latest approved AF and 
cannot be changed. There is a text field to describe the contribution made in the respective 
reporting period. 

 

1.6 “List of partner certificates” section 
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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. 

 

 
 

1.7 “Project Report Annexes” section 
The overview table “Project report PR.x” shows all files uploaded. 

 

Files uploaded in other sections of the report will also show up here and organised according to 
the upload structure tree. 

Additional files can be up/downloaded here (see picture). However, as a general rule, please 
upload files next to the respective deliverable, output or result.   

If needed, a description can be added to files uploaded in this section by clicking on the pencil. 
Files uploaded in this section can be deleted here as long as the delete icon is active. 

Files uploaded in other sections can be deleted in the section where the file was uploaded. A 
description to the uploaded files can be added here. 
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1.8 “Financial overview” section 
The financial overview tables show how the project is proceeding in terms of spending. The 
amounts included in the tables represent an aggregation of data from all PR’s submitted by the 
date when the current project report was created. 

Project Expenditure – summary (in Euro) 

This section shows the project budget – approved in the application form, previously reported, 
current report, previously validated, previously paid – divided per fund and contribution type 
(public/private/automatic public) – at the moment of creation of current partner report, and also 
shows some calculations using figures from the table. 

 

	

 
	
 

Project Expenditure – breakdown per Lump sum (in Euro) 

This table shows the preparation and contracting costs lump sum, if used by the project. 
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1.9 “Project Report exports” section 
Please pay attention that this functionality is not available at the moment, therefore in case you 
will export the partner report, a blank document will appear. 

When this option will be implemented, an export plugin can be selected (PDF or Excel for the 
budget overview tables). Since the programme language is English, no other language options are 
available. 

 

1.10 “Submit” section 
In this section the PR can be submitted. 

The submission button turns active only once the PR has successfully passed all pre-submission 
checks. 

After submission, the information in the PR is “frozen” and the MA/JS verification starts. 
 
Besides the submission of the report, a general warning is given to the users reminding them to 
make sure that the contracting section is up to date. This is to make sure that information in the 
contracting section and the dedicated partner pages stay up to date. In case changes or updates 
need to be made, the MA/JS should be contacted. 

Once submitted, the status of the report changes, which is shown in the report identification tab 
and in the report overview, where also the submission date is logged. 
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1.11 Final Project Report 
As explained in the beginning of this Chapter, when creating a Project Report the LP is obliged to 
choose one of the reporting deadlines. If the chosen reporting deadline is the last one, the system 
will automatically create the Final Project Report. When Final Project Report is created, an 
additional tab called “Project closure” appears, situated between the “List of partner certificates” 
and “Project report annexes” tabs. 
 
In this tab, shown in the image below, Project manager must: 

1. Describe the project's final achievements in a Project Story format, in compliance with the 
guidelines provided in the description; 

2. List any relevant mentions and prizes that the project achieved and/or feedbacks by the 
target groups (including any evaluation carried out); and 

3. Answer additional questions by filling in a checklist, as described in the Factsheet  
5.1_Project_closure_procedures. In order to timely collect all the required closure 
information, LP must involve all other Project Partners at the right time. We recommend 
planning the closure timetable accordingly. 
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Image 92. “Project closure” tab 

 
To answer additional questions, as required by point 3. above, LP must first select the checklist 
template and then click on the button “+ start new checklist” to create it. After the checklist has 
been created, LP must answer all the questions it contains and save it. The questions can be 
answered in more than one session, just take care to always save any changes made to the 
checklist. 
 
After LP has answered all the questions, reviewed the checklist once more, and considers it final, 
they should set it to “Finished” and save it again. 
 

 

 



	
 

	
	

   
	
	

20 

1.12 - JS/MA verification 
	
During JS/MA verification of the PR, the LP might be asked some clarification and the upload of 
documents. For this purpose, the JS/MA verification section therefore allows to up/download 
files. 

Once the JS/MA verification starts, the PR moves to status “Verification ongoing”. 

Click “Open JS/MA verification work” to get to the “JS/MA communication” section for 
exchanging clarification related files. 

 

 

 

	
Once the project report is verified by JS/MA, the section “JS/MA verification work” also includes 
overview tables under the tab “Overview”. 
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1.13 -  Reopening of PR    
	
A PR in status “Submitted” or “JS/MA Verification ongoing” can be reopened for amendments.  

The PR will appear in status “REOPENED” 

The project report overview table indicates the date of report first submission and the date of last 
submission (re-submission date). 
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A report can be re-opened and re-submitted several times until all issues are clarified to the 
JS/MA. Remember that:  

• creating a new report has an impact on the reopening of the previous project report.  

• When opening the latest report, anything can be revised with re-opening function  

• When a newer report exists, data that affects cumulative data cannot be changed. 

 

 


