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INTRODUCTION 
EGREG is the web based platform, available online in both Arabic and English, used by the Contracting 
Authority (Expertise France) for the management of grant schemes implemented under the EU-funded 
project “Support to Civil Society Organisations (CSOs) and De-institutionalisation with CSOs”. 

EGREG covers the whole lifecycle of the grant scheme programme, starting from the application phase 
(Concept notes & Full proposals) up to the closure of awarded grants projects including financial and 
technical management of the projects. 

To use the system with all its capabilities and features, organisations intending to participate, either 
as lead applicants or as co-applicants, have to register into the system in order to create profiles and 
get access to the online application forms. 

This manual, available also in Arabic, depicts the steps to be followed to create an active account in 
order to participate in the call for proposals.  

 

Disclaimer 

Any information that appears in the figures in this document are used only for the purpose 
of producing this manual. It does not refer to any real organisation. Any similarity of 
information (name, phone…etc.) is by coincidence. 

 

Icons and conventions used in this manual 

 
Important information 

 Action to be avoided 

 
Recommended action  

Italic text Refers to an item shown on system screens (button, link, function, label...etc.) 
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THE REGISTRATION PROCEDURE 
To register your organisation into the EGREG platform, you have to start by filling in some basic 
information in the Sign in or Register form (Figure 1) which appears when you scroll down through the 
home page or when you click Sign in in the menu bar (Figure 2) or when you click the Register button 
in section How to apply (Figure 3). 

 
Figure (1): The Sign in or Register form 

 
Figure (2): Accessing the Sign in or Register form from the main menu 
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Figure (3): Accessing the Sign in or Register form from the section How to apply 

All fields of the registration form are required including the verification code that is used to ensure a 
human being is filling in the form. 

 

 
Only organisations officially registered in Jordan are eligible for this call for 
proposals; therefore, you have to select the check box I confirm that this 
organisation is registered in Jordan. Official documents proving this declaration 
may be requested at any time by the Contracting Authority. 

Registration is open up to 21/09/2021 at 12:00 noon (Jordan local time). The 
registration form will be deactivated after the registration deadline. 

Each organisation can have only one account and one user. If the organisation has been registered 
before, the registration form shall indicate this (Figure 4). 

 
Figure (4): An organisation can be registered only once. 

The registration procedure verifies also if the email address is already used (Figure 5). 

 
Figure (5): An email address can be used only once 
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If the system notifies that your organisation is already registered, or that the 
email address is already used, do not try to register again with an alias of the 
organisation name or another email address; Contact the help desk to help you 
identifying who has created the account. 

After filling in the registration form with the required information (Figure 6) click the Submit button to 
save the information into the EGREG platform database. Upon successful submission, the system 
notifies you by displaying an on-screen notification as shown in figure (7). 

 
Figure (6): The registration form filled in with valid information 

 
Figure (7): Notification of successful submission 

In addition, an email similar to the one shown in figure (8) is automatically sent to the email address 
you used to register to verify the ownership of the email account so you can activate your account and 
complete the full registration form. 
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Figure (8): The account activation email 

To activate your account, click the link Activate my account that shall open a new tab in the browser 
with a notification assuring the successful activation (Figure 9). 

 
Figure (9): Account activated 

Having the account activated, you can log into your account to complete the other required 
information as shown in figure (10). 

 
Do not switch the language of the system interface without saving the 
information already entered. You can switch the entry language from your 
keyboard without changing the system interface language. 
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Figure (10): Completing the organisation profile after account activation 

The information you have entered before the activation (Name of the organisation, Contact person 
name and Contact person email) can still be updated, and you have to fill in all other fields: 

1. Contact person phone 

2. Registration number or equivalent: this refers to the official registration number given to your 
organisation either in the registrar of charitable societies under the umbrella of a specific ministry 
or under the umbrella of the Ministry of Industry, Trade and Supply for non-for-profit companies. 

Start by entering the registration number and then select one of the 3 options (Charitable Society, 
Not-for-profit company or Not-for-profit organisation) and then select the line ministry (Figure 11). 
Note that if you select the option not-for-profit company, then the Ministry of Industry, Trade and 
Supply is automatically selected (Figure 12). 

If you select the option Not-for-profit organisation, the you do not have to link to a specific ministry. 
It is recommended in this case to select the option Other in the field Legal status so a text box will 
appear below this field where you can add additional information about the law/legislation under 
which your organisation has been established. 

 
Figure (11): Filling in the registration number and the line ministry 
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Figure (12): Ministry of Industry, Trade and Supply is automatically selected for non-for-profit 

companies 

3. Area of operation: select the governorate(s) in which your organisation work. 

4. Registration governorate: select the governorate in which your organisation is officially 
registered from the drop-down list that shows the 12 governorates of Jordan (Figure 13). 

 
Figure (13): Selecting the registration governorate 

5. Legal status: this can be selected from a drop-down list with 2 options: either a Society or a non-
for-profit company. Note that this field is automatically set to non-for-profit if you have selected 
this status with the registration number (Figure 12). 

6. Date of registration: this refers to the date on which your organisation has been officially 
registered either in the registrar of charitable societies under the umbrella of a ministry or as a non-
for-profit company under the umbrella of Ministry of Industry, Trade and Supply. This date is 
selected from a visual calendar that appears when you click inside the field (Figure 14). 

 
Figure (14): Entering the date of registration 

The registration form includes 3 optional fields: one for your organisation web site, if it exists, and two 
for any social media accounts you may have (Figure 15). 
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Figure (15): Web site and social media accounts 

You can save the information you enter at any time by clicking the Save button at the bottom of the 
form; however, to have your account fully operational you must submit the full registration form by 
clicking the Submit button. 

 
Click the Submit button once you have filled in all required information. You 
can still update the organisation profile until you participate in a submitted 
concept note. 

Upon successful submission of the full registration form, a notification is shown on your screen (Figure 
16) and an automatic email similar to the one shown in figure (17) is sent to your inbox. This email 
indicates the registration number given to your organisation by EGREG.  

 
Figure (16): A notification of profile completion 

 
Figure (17): Email confirming the successful registration 

 
EGREG registration number shall be used later to refer to your organisation 
while participating in an application. It cannot be used to log into your account. 

After having your profile completed, the system activates all functions you need to apply or to 
participate in the published calls for proposals (Figure 18). 
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Figure (18): The home page after completing the registration 

You can still update your organisation profile as long as the concept note in which you participate (as 
a Lead applicant or a co-applicant) is not submitted. To do that, select the item My profile from the 
menu My account (Figure 19). 

 
Figure (19): Updating the organisation profile 

 
Accepting the organisation profile does not imply any commitment from the 
Contracting Authority. You are responsible for the correctness of information 
provided. Official documents proving this information may be requested by the 
Contracting Authority at any time. 
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CONTACTING THE HELP DESK 
If you face any difficulties while registering in EGREG, or with logging into your account, you can contact 
the help desk service that can be accessed either from the menu bar (figure 20) or from the link shown 
at the bottom of the registration form (figure 21). 

 
Figure (20): Accessing the Help Desk service from the main menu 

 
Figure (21): Accessing the Help Desk service from the registration box 

Both options will display the Help Desk form shown in figure (22) where you are asked to enter your 
name, your email address, the name of your organisation, your question and a verification code. 

 
Figure (22): The Help Desk form 

 
Indicate in the Help Desk form the same email address you have used to 
register. This shall facilitate resolving any issue and replying to your question 
within the 2 working days period. 

 

 
Do not use the Help Desk service to send general questions or inquiries about 
the programme. The Help Desk service is dedicated to answer technical 
questions and address technical difficulties related to the use of EGREG. Other 
questions should be sent to the Contracting Authority via the Questions & 
Answers service. 
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PROTECTING YOUR ACCOUNT 
EGREG uses secure connection protocols and data encryption to ensure that all information 
transferred are secured. However, there are some basic measures that you have to take in order to 
keep your account under your full control. 

The system logs you out automatically when you leave your account open but idle, i.e. without any 
editing activity, for more than 20 minutes. If this happens, all information you might have entered after 
the last save operation will be lost. Therefore, it is highly recommended you save the information and 
exit the system with the Sign out operation located in the menu My account (See figure 19). 

 
Do not leave the system web page by browsing to other sites. This will leave 
your account opened for the next 20 minutes. 

The system requires using a password of at least 8 characters. Using longer passwords, with numbers 
and special characters, is preferable.  

You can change your password anytime through the function Change password from the menu My 
account. If you forgot your password, click the link Forgot your password? Under the Sign in button 
(figure 23). The system will then ask you to enter the email account you have used to register (figure 
24). 

 
Figure (23): The forgot password function 

 
Figure (24): Using the forgot password function 

If the email address provided is correct and used, then the system shall send to your inbox an email 
similar to the one shown in figure (25) with a link to reset your password. The link Reset my password 
expires after 24 hours. 
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Figure (25): The reset password email 

 

 

 

 

 

 

 

 

 

 


