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1. Menu 
From now on, Sesam adapts its menus to the user, his/her role(s) and what s/he may access 
accordingly. Therefore, the user sometimes has to declare what his/her role actually is in order 
to access pages that wouldn’t be available in another function (see FP7 forms i.e.). 
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2. User registration 
1. On Sesam's Welcome page, select the link "Register as a new user" (see Figure 1): 
 

 
Figure 1 
 
2. The "Register as new user" page appears (see Figure 2): 
 

 
Figure 2 
 
3. Fill in the personal information attributing to yourself a Username of at least 8 

characters, starting with a letter; 
 

4. Fill in the discrete information (see Figure 3) through  
a. choosing a discrete question in the drop down menu; 
b. answering to it; 
c. repeating your answer ("Answer verification") 

 

 
Figure 3 
 
 
5. Click on the "Register" button when your data are correctly filled in or cancel your 

data by pressing the "Cancel" button (see Figure 4): 
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Figure 4 
 
6. A confirmation for proceeding appears (see Figure 5): 
 

 
Figure 5 
 
7. Click on OK; 
 
8. A confirmation window appears (see Figure 6): 
 

 
Figure 6 
 
9. Sesam sends you an e-mail requiring to confirm your registration (see Figure 7): 
 

 
Figure 7 
 
10. Click on the link sent in the e-mail; 
 
11. A screen called "Confirm registration as new user" appears with all your personal and 

discrete information (see Figure 8): 
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Figure 8 
 
12. Click on the "Confirm" button if your data are correct; 
 
13. A new confirmation window appears (see Figure 9): 

 

 
Figure 9 

 
14. Click on OK; 
 
15. The "Login" page appears (see Figure 11): 

 

 
Figure 10 
 
16. At the same time, Sesam sends your password by e-mail (see Figure 11) and advices 

you to change it as soon as possible: 
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Figure 11 
 
17. Enter your Username and Password and click on the "Login" button; 
 
18. A "Select Project" page appears (see Figure 12): 

 

 
Figure 12 
 
19. First click on "My Profile"; 
 
20. The screen "Update personal information" appears (see Figure 13): 

 

 
Figure 13 

 
21. Click on the link "password" under the title; 
 
22. The "Change password" screen appears (see Figure 14): 
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Figure 14 

 
23. Enter your old password and twice the new one; 
 
24. Click on the "Change Password" button; 
 
25. A request for confirmation appears (see Figure 15): 
 

 
Figure 15 
 
26. Press on the "OK" button; 
 
27. Sesam brings you back on the "Update personal information" screen (see Figure 13). 
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3. Login to Sesam 
1. On Sesam's Welcome page, click on "Login" (see Figure 16): 
 

 
Figure 16 
 
2. Insert your Username and Password (see Figure 17): 

 

 
Figure 17 

 
3. Press the "Login" button. 
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4. Registration to a project 
1. Login to Sesam (see Login to Sesam); 
 
2. The "Select Project" page appears (see Figure 12); 
 
3. Click on the link "Register to a Project"; 
 
4. The screen "Register as new participant" appears (see Figure 18): 

 

 
Figure 18 
 
5. Select an instrument name in the first drop down menu; 
 
6. Select a project type in the second drop down menu; 
 
7. Insert the required project ID number; 
 
8. Press the button "Next"; 
 
9. A third part, dedicated to "Project Participant Identification", appears on the screen 

(see Figure 19):  
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Figure 19 
 

10. Select, in the drop down menu, the type of project participant you belong to; 
 
11. According to this type, the participant or the reviewer type fields will become active 

(see Figure 20 and Figure 21) or both remain inactive: 
 

 
Figure 20 
 

 
Figure 21 

 
12. Fill them in by selecting the correct answer in the drop down menu; 
 
13. Click on the "Register" button; 
 
14. A confirmation window appears (see Figure 22) 
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Figure 22 
 

15. Click on OK; 
 
16. The following information window appears (see Figure 23): 
 

 
Figure 23 

 
17. Click on "OK" while waiting for the announced e-mail (see Figure 24): 
 

 
Figure 24 

 
18. Log out from Sesam and log in again in order to begin your first session in your actual 

role. 
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5. Project retrieval 
1. Login to Sesam (see Login to Sesam); 
 
2. The "Select Project" page appears (see Figure 25): 

 

 
Figure 25 
 
3. Drop down the menu in order to see all the project IDs to which you might access; 
 
4. Select one project ID; 
 
5. Press the "Work with" button; 
 
6. A menu page, called "FPX Work with a Project XYZ", gets open (see Figure 26 and 

Figure 27): 
 

 
Figure 26 
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Figure 27 
 
7. Select the page you want to reach on the left menu. 

 



  Sesam (version 6.0.0.) User Manual  
  2008-06-13 

 15

6. FP7 forms 
New forms are available for FP7 projects: documents, amendment requests, and 
notifications. All accessible from the project home page (see Figure 27). 
 
1. Login to Sesam (see chapter Login to Sesam); 
 
2. Select a project (see chapter Project retrieval). 
 

a. Documents 
3. On the project home page, click on Documents; 
 
4. Select the Report type in the first drop down menu; 
 
5. Select the participant in whose name the report should be created; 
 
6. Press the button "Create New Document" (see Figure 28): 
 

 
Figure 28 

 
7. The document appears on the screen (see Figure 29): 
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Figure 29 

 

b. Amendment Requests 
1. Consult your Commission Project Officer for approval; 
 
2. On the project home page, click on Amendment Request. The following 

screen appears (see Figure 30): 
 

 
Figure 30 
 
3. Select in the first drop down menu, the type of report you need to amend; 
 
4. Select the participant in whose name the report should be amended; 
 
5. Press the button "Create New Amendment Request"; 
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6. The appropriate document for amendment appears on the screen (see Figure 
31): 

 

 
Figure 31 

 

c. Notifications 
1. On the project home page, click on Notifications. The following screen 

appears (see Figure 32): 
 

 
Figure 32 

 
2. Select, in the first drop down menu, the notification you need; 
 
3. Select the participant in whose name the notification should be created; 
 
4. Press the button "Create New Notification". The notification appears on the 

screen (see Figure 33): 
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  Figure 33 
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7. Period selection for production of reports 
1. Login to Sesam (see chapter Login to Sesam); 
 
2. Select a project (see chapter Project retrieval). The menu for FP6 and FP7 projects 
differs; therefore, they are treated separately. 
 

a. FP6 projects 
3. Select "Reports" in the left menu. The "Select Report" page gets open (see Figure 34): 
 

 
Figure 34 
 
4. Choose, in the first drop down menu, the type of report you want to produce; 
 
5. Select, in the second drop down menu, the number and name of the participant in the 
project - yourself or another participant - in the name of who the report will be written;  
 
6. According to the kind of report you opted for previously, a third drop down menu for 
the selection of the reporting period, might get open. Select the appropriate period; 

 
7. Press then the "Create New Report" button; 
 
8. Sesam produces a report. 

 

b. FP7 projects 
This part will be explained later. 
 


