Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a
MAC/Confirmation FINREF esa

The aim of this work instruction is to provide a step-by-step procedure to create and approve a
Milestone Achievement Certificate (MAC) referred to in esa-p as 'Confirmation' or '‘Goods
Receipt'.

Content

» esa-p Login and basic navigation

* How to create a MAC/ Confirmation

=« How to complete all mandatory data

« How to add Notes or Attachments to a MAC/ Confirmation

= How to check the MAC/ Confirmation for correct and complete data

* How to submit the MAC/ Confirmation for approval

= How to print the Milestone Achievement Certificate

« How to approve the MAC/ Confirmation, submitted by a Sub, as the Prime
= How to check the status of your MAC/ Confirmation

« What to do in case of rejection of your MAC/ Confirmation

Access
Enter esa-p via:

1.https://esa-p.sso.esa.int

2.or by navigation through the industry supplier portal:
http://www.esa.int/SPECIALS/Industry/SEMYF4DKP6G_O.html
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Procedure

1. Start esa-p by navigation via the ESA Industry Portal or URL:
https://esa-p.sso.esa.int.

ESA Login

European Space Agency

ESA Corporate Authentication

Please log In

Username:

Password:

[l change password

To be registered, or if you don't remember your login/password, send an e-mail to idhelp@esa.int

2. First, log in to the system. Click the Username: text box |and fill in your
existing username.

Q In this demo you will learn about how a MAC / Confirmation can be processed.

Copyright @ European Space Agency

Page 7/58 12 May 2011 European Space Agency



Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a )
MAC/Confirmation FINREF (.- €CSa

3. Next, click the Password: text box I:I and fill in your password.

4. Atfter filling in your login information, click the Login button .

Welcome - European Space Agency esa-p
P Ve o e . W it e i o N W < .
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Welcome to esa-n, the portsl far ESA and ndustry, ntegrating ESA comornte databases md systems.

£sa.p prowwdes 3 shge ety pont where:
¢ Contractuad and nvaiang sata are handled together, providing the up tn Sate coatract status and relited nvoiaeg acowity, as wed 25 assocated reportng;
o Othee E5A 3pphcasons assantial 10 ndestry, sech 38 ENITS, can be accessed through keks, 10 faciate ndustry's aooess;
¢  Adimonal neference pages can e hookmarked 35 Inks to facitate mdestry’s nawgation through £SA knowledge of refevance 1o each user

ESA wil gradually complerment the senices 10 mdistry acomssbie v ssap mith further possbites m the future (e.g. mastenance of vendae and bafder master dats, =
peocurament)

Ta leess ol about the use of esa-p, plaxse use the Melp lek on Be top sght camer.

5. This is the initial screen you see after you log in. In the welcome section you will find
announcements to suppliers containing the latest info notes on procedures and
temporary workaround procedures for blocking issues. In order to create documents,

click on the Order Collaboration link =~ 2rder Collabaration
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Order Collaboration - European Space Agency - esa-p
Lo o I
l Detalled Navigation
* Crder Collaboraton ALK R
Shopping Carts d (0
I Serires Purchase Orders
Create Dacuments Confirmations il (0} £ ng Appr 14} aacte
: lovoice Invoices W-D A sanceled {0 aved {
Central Functions Shapping Carts - Saved
s Caplar Someany. Qats e
'vihonrx’,:uui Crituria M.mlqnlnut
|_rortat Favorites ViRW[(Standard vien] T8 [Croste Confirmetion] Refresh ]
SZ! ;"’:’l" e no fems to Bl “Shopping Cart Number Shopping Cart Name Statys ttem Name Configurables Jtam Number Procun
spiay

Copynght @ Ewnpain Space
Agency, NI fghts resarved

6. Inthe Order Collaboration section, you can create new confirmations and documents
and view existing documents. In the menu on the left side, you can create new
confirmations and invoices, on the right side of the screen you can view existing

documents. In order to create a new confirmation, click on the Create Documents -

External Confirmation linkExternal Canfirmnation,
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External Confirmation - SAP NetWeaver Portal -
Search Purchase Order
[Stert] [Choz2 |

To craats a confirmation, you need to selecs a purchase order as a refersnce

Proceed as follows: search for the required purchase order, then select & from the search resuts belom

tten Oescription:

Timeatrame o

Ssarch |

7. Before starting to create the actual confirmation, you have to select for which purchase
order or contract you want to create it. In order to fill this, click the Purchase Order
Number: text box |
number.

| and fill in the ESA purchase order or contract

=" Contracts and purchase orders awarded before 2010 which were migrated will inherit
the old number. You can find your migrated contract in esa-p by replacing the first
letter 'C' by 42000 and adding the last 5 digits of your old contract number:
C 12345 a 42000 12345
In case you as a subcontractor do not know esa-p contract number, please contact
the prime contractor. ESA uses only purchase order (technical) esa-p
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objects. This means that for both the items that are referred to as purchase orders
and contracts you use purchase order numbers.

8. After entering the contract number, click Search to start searching for
invoiceable milestones of your contract.

9. Click Starfi 5trt] to create a new MAC/Confirmation against one single item. Please avoid the
selection of multiple milestones (line items) of a contract.

i;a The electronic submission of MAC's (and invoices) is only mandatory for ESA
contracts, not for regular purchase orders.

Old numbering: P 123456

New numbering: 55000 123456

External Confirmation - SAP NetWeaver Portal - -
| Create Confirmation Hislg

| Confirmation Number: £000001116 Purchase Order Number: 200010100 Status: In Process Confirmed Value: 000 EUR

| Close Check || Confiemn || Save || Revert

" Overview = Notes b Atachment Govemmant Procurement

v sasaits -
tdentificotion Service and Delivery

Confirmation Name: Delvery Date; * [14.06 201

Pefarence Document; B of Ladng

Procurement Cacd Numbisr Status and Statistics

Dates Created On 14 06,2010 09:31
Posting Date 14 06 :l:-:m Changed On: 14.06.2010 09:31
Changed By ALENIALT
‘W Item Overview =
| Details §| Aae Copy | | Dalate | | Copy Al Outstanding Quantites Filar Senngs
Line Number Itern Type Dasonpbon Outstanding Quantity  Confwrmn Quantity  Unit Price  Currency Per Delvery Date
LIV § Marerial Sub - M51a (FF?) ' G LA 1 EUR 1 14.06.2010
Y | Matanal Sub - ME2e (FFP 4+ 10% Esc) ' 0 FA t BR 1 14062010
Matenal Sub - MS1b (FFP) 1 [ 2 | B 1 14.06.2010
Matorial Sub - MS2b (FIP + 10% Esc) ' g A 1 BR 1 14,06.2010
Maturial Sub - Searoces ' 0 EA f EUR 1 14.06.2010
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10. Please Enter confirmation value

~==" This is the screen in which the confirmation is actually created. Please see the
example below.

First enter all mandatory information in the Basic Data section:

1. In the Confirmation Name field, fill the name of the milestone that you are
confirming. The easiest is to copy (Ctrl+C) and paste (Ctrl+V) the description of the
milestone in the list. You can also create the same name for both the confirmation
and the invoice in order to be able to quickly find the matching invoice when
checking the tracking tab in the purchase order/ contract.

2. In the Reference Document field, fill your supplier invoice number.
3. In the Delivery Date, fill the date on which the goods or services are delivered.

Now you can continue to enter the quantity you want to confirm in the Confirm
Quantity field. The unit which is used for confirming is visible to the right of this field
(in this example, the unit is Each EA)). As it is not possible to confirm an amount of
Euro's, you have to confirm in the used quantity.

In this example, we will create a confirmation for €1000 out of the €1750 for the
milestone. This is an example of a partial confirmation, but of course it is also
possible to completely confirm a milestone at once.

11. After entering the right confirmed quantity, press the "Enter"-key on the keyboard to

reflect the corresponding value (the system will calculate the confirmed value in the top
navigation bar).
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External Confirmation - SAP NetWeaver Portal -

External Confirmation | History, Back Forward

W

~ Create Confirmation bl

Confirmation Number: 6000031527 Purchase Order Number: 4000102238 Status: In Process Confirmed Value: 1.000,00 EUR

[ Close |

| Check || Confirm || Save || Revert |

Identification Service and Delivery

Confirmation Name: |Confirmation Name Delivery Date: * [17.11.2010[8§
Reference Document: [INVOICE700000321 Bill of Lading: [4000102238 1

Procurement Card Number: |

Status and Statistics

Dates Created On: [17.11.2010 13:09;
Posting Date: Changed On: [17.11.2010 13:09:
Changed By: | TEST_RELOS
Awaiting approval Sub-status:
-
| Details || Add item . |[ Copy || Paste || Duplicate | Delete | [ Copy All O ding Quantities | Filter Settings
i L;\e 'Num!;er —ltem Type Desmpbon OMHqu Quantity. Mm Quangty UM Pr-lce CUrrenq Per. ; Ddr;ery om [=
o Material Milestone 1 14.240,00 1.000,00 EA 1,00 EUR 1 17.11.2010
| Close | | | Check || Confirm || Save || Revert |

12. Please Enter Quantity

ﬁ Please bear in mind that if the unit of measure in the contract/ purchase order is 'EA'

and not '0', then the process to create a confirmation is slightly different.
If the field 'Unit' is 'EA’, then the total value of the confirmation can directly be entered

in the field 'Confirm Quantity'. In the screenshot below the confirm quantity = the
confirmed value = 1,000 EUR.
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External Confirmation - SAP NetWeaver Portal -
~ Create Confirmation n=

Confirmation Number: 6000001136 Purchase Ocder Number: 4000101060 Status: In Procssy Confirmed Value: 1,000.00 EUR

5

[Close] | [check [ Confirm || Save ][ Revert] ‘

| TORERIERY)  vistes b atachmere | Government Proawement | 1

Identification Service and Delivery
Confirmation Name: {Sub - MS1a (FFR) | Delivery Date: * [14.06.201 1%
Raference Documant: 1B Bill of Ladhng:

Procurement Card Number: | Stetus and Statistics

Dates Created On: 14.06.2020 09:31
Posting Data: 14062019 Changed On; 14.06.2030 09:31

Changed By ALENIALT

[ Details | Add e [ Copy | #octe | Dupiiate [[Oalate | | Copy ANl Cutstanding Quantiies | Filter Settings

 LioeNumber ftem Type Omsorgion  Outstanding Quantity  Confirm Quatity Unk  Frica Currency  Per Delivery Oate
IB=a Material  Sub - MSLa (FFP) 1 1.000,00 T4 1 EUR 1 14062010
- : Material  Sub - ¥52a (1R + 10% E5c) ' 0 A 1 RUR 1 14.00.2010
- 3 Matsrial  Sub - MSID (FFR) 1 0 EA 1 EUR 1 14.062010
-y Material  Sub - NS2b (FFP 4 10% E5¢) ' 0 A 1 EUR ' 14062010
: Material Sub - Services 1 0 EA 1 EUR ' 1206.2010

13. Itis possible to add attachments to the confirmation. In order to do so, click on the
Notes & Attachment tab. Adding an attachment is not mandatory, but as common
practice please add interim study reports, time sheets, etc. as proof that the milestone
has been achieved.

e

Motes & Attachment

Copyright @ European Space Agency

Page 14/58 12 May 2011 European Space Agency



Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a
MAC/Confirmation FINREF @esa

External Confirmation - SAP NetWeaver Portal -

.

comtwarolon Huabe soseoeiile | Purchiss ordter ko Asoutiioes. | Heaiies TaPrhsens ||| CobMIoat NehRE 5008AD BN
(Sloze] | [Chack](Confirm |[Save ) (Revert]

[Cloze] | [Sheck] Conirm] [Save ] [Rovert]

14. To add an attachment, click on the Add Attachment button _
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External Confirmation - SAP NetWeaver Portal -

Add Attachment =1 E3
Here you can upload an attachment, vou have to assign it to either the document general data ar to an item
File: | [ Browse.. |
Description: | |
Assign To: * (General D... ||

15. Click the Browse button to search for the local file you want to attach.
Choose file
D Latuyhyet Cuntlrmathan - SAP MxiWopwet Porred -

Chaoe file

Lock e | (3 Destio
= oods Necapt o
Antugs I P raeess ConPempd Volow L0010 FUF
My Hecend
Decurants
bl | T
pre, You hee 59 assign it to sither e documant geeral dats or to s Rem
| Srowem
My Dooseess
nerw O... j=
My Congusn
9% ¢ » P
[BE][Cmex |
Mychaat Vo | 2 Dpen : M) <henged Be ST
~ — - -
Fiew ol tpe |l Pl - Caresd
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16. Select the document you want to attach and click Open button.

External Confirmation - SAP NetWeaver Portal -

Here you can upload an attachment, vou have to assign it to either the document general data ar to an item
File: |[DDocuments and Set]| Browse.. |
Description: | |
Assign To: * (General D... ||
17. Click the Description: text box | | and fill in a description for the

attachment. Note that if this field is left blank, the filename will be used.

18. Click on the OK button [oK].
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External Confirmation - SAP NetWeaver Portal -

= N, ToyY; " = - ~ ‘ — A - e T _—

o

=

EramammersrareseS e T

| [Check 1] Confirm | [Save ) [Reven]

e -
e e N e e

E3¢r

-
AL

19. Now the attachment is visible in the table. Next, click on the Overview tab Gverview .
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External Confirmation - SAP NetWeaver Portal -
| Create Confirmation =
Confirmation Number: 60000011356 Purchase Order Number; 40001901060 Status: In Procssy Confirmed Yalue: 1,000.00 EUR

| Close Icm_e_a'_] Confirm || Save || Revert

\ Overvies Notes & Attachment Govemment Proouremeant
¥ fasic Dote 3
Tdentification Service and Delivery
Confirmation Name: Sup - NSLia (FFP) Delivery Date: * | 14.06.201 7
Raterence Documant Bill of Lading

Procurament Card Nur -
IO T LAY ey Status and Statistics

Dates Created On: 14.06.2010 09:31
Posting Dats: 14 06 201 Changed On; 14.06,2030 09:31
Changed By ALENIALT
W Item Qvervies m
[ Details Copy | ¢ [ Oulnte | | Copy All Cutstanding Quantiins | Filtar Settings
Line Number  Jtem Type Oesonption Qutstanding Quantity Confirm Quantity Une Frice  Currency Per  Delivery Date
-1 Matanial Sub - MS1s (FFP) 1 3,900,090 1a 1 EUR ! 13062010
B Material Sub - MS52a (M1 4+ 10% Esc) 1 0 1A 1 LUk ' 140062010
3 Maturial Sub - MS1b (FFP) ) 1 EUR ! 14062010
“ 4 Matesial Sub « NS20 (FFP 4 10% E5¢) J 0 EA 1 EUR ' 18062010
Matessal Sub - Services 1 0 = 1 EUR ' 1406.2010

20. Please click Check button [Zheek].

@ To check the confirmation for errors and calculate the final confirmed amount (visible in
the top row), click the Check button [Sheck] if there are any errors, they will be
displayed in the top. Messages with a green icon are just for information, messages
with a yellow icon are warnings (but do not block you from continuing) and messages
with a red icon are blocking error messages: if you receive a message with a red icon,
you need to resolve this error before you can continue. A situation in which you might

experience this is when you forgot to fill a mandatory field (indicated with the red *
character).
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External Confirmation - SAP NetWeaver Portal -

Confirmation Number: 6000001116 Purchase Order Number: 4000101060 Status: Amaiting Approval Confirmed Value: 1,000.00 EUR

[Refrash |
Toueriem"|  tiotes b Amachment | Gavernment Frocurement |
SR/ AL

Identification Service and Delvery
Confirmaton Name!: Sub « MS13 (FFP) Delivery Date: * 1406201
Refersnce Document: | Bil of Lading:

Procurement Card Humber| status and Statistics

Dates Craated On: 14.06.2010 09;31
Posbing Date: 114.06.201 Changed Ont 14 06.2010 09131

Changed 2y) ALENTALT

[Details | add tern . [[Copy | Fasts [ Gughicate | Gelet= | ? Copy AF Ousstanding Quantibe | Fltar Settings

Loe Number  ltemType  Desoription  Qutst dng Quantity  Corfirm Quantey Unit Price Curency  Per DehveryDate |
I~z Material Sub - MS1a (FFP) 1 1.000,00  E4 1 EUR 1 14.06.2010
21. Click the Confirm button to issue the confirmation and to trigger the

approval workflow.

6 By clicking this button, your upper-tier will be notified.
In case you are a Prime Vendor, the appropriate person within the Agency will get
a notification. The status of the confirmation changes to 'Awaiting Approval'.
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External Confirmation - SAP NetWeaver Portal -

" - -
 Display Confirmation C Sin
Confirmation Number: 6000001116 Purchase Order Number: 4000101060 Status: Awating Approval Confirmed Yalue: 1,000.00 EUR
[Refrash |
Tdentification Servicn and Delivery
Confirmation Name: [Sub - MSLa (FFP) | Delivery Dats: * 14.06.20%
Raference Documant: = Bill of Lading: 2
exemenLA et i Status and Statistics
$ bty AN
Posting Date: 1406201 Changed On; 31
Changed By: |
[Dotails | A 1tmrr . | Copy || Past || Dupiitate || Onintn 1 8 Cogy All Outsthnting Quanttins | Filter Settings
| UmeMumber RemTyow Oesostin Gustandng Quenity | Confim Quwehy Uk brim Cimency ear Dafwery Das [
| Material  Sub - MS1a (TP} ' 1,000,00 tA 1 EUR 1 14.06.2010
‘
\
\
‘ =]
e —— [=

22. Click the Close button - to close the confirmation and return to the Personal
Object Worklist.
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Personal Object Work List

Active Queries

Shopping Carts Saved (0) Awaiting Approwval (0% Approved {00

Purchase Orders Saved (00 Ordered (1%

Confirmations Deleted {07 Saved (01  Approwed (13) Awaiting Approval (4]  Rejected (2)

Invoices Awaiting Approval (0) Recording Completed (07 All (F6)  Canceled (03 Saved (0

Shopping Carts - Saved

[ Show Quick Criteria Maintenance |

Yiew [[Standard View] |=| | Copy | | Display || Edit || Delete | | Order [ Create Confirmation || Print Preview

B. Shaopping Cart Number Shopping Cart Mame Status Itern Mame Configurable Itern Number Procur

23. Next, you will look up the confirmation you have just created. First, click the All (O) link
label to view confirmations regardless of the status they might have.

24. Click Confirmation Number text box fill in the confirmation number that you
want to look up. If this box is not visible, you have to click on the Show Quick Criteria
Maintenance button to display the search criteria.
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Personal Object Work List

Active Queries

Shopping Carts Saved (0%  Awaiting Approval (0% Approved (0%

Purchase Orders Saved (00 Ordered (1%

Confirmations Celeted (0% Saved (00  Approved (137 AIL(D)  Awaiting Approval (43 Rejected (20
Invoices Awaiting Approval (0] Recording Completed (03 all (26)  Canceled (03 Saved (01

Confirmations - all

[ Hide Quick Criteria Maintenance

Number: =| To |:| =
Confirmation Name: & |

Purchase Order Nurmber: @ l:l

Status: | =

Tirneframe: :E

Created On: & To =
Product Description: & | |

Product Categaory: | =

Including Product Category Hierarchy: O

Supplier Product Nurnber: & |

Delivery Mote: @ l:l

Supplier: <

Goods Recipient: <

Location: @

CArmnAnT [ |—|ﬁ| _

25. Scroll down to the bottom of the screen.

26. Click the Apply button to search for the specified search criteria.
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Waelrome ALENIALY, " a‘

@esa =t o

2

extranet

m Drder Collaboration EEETREIN

Overview
Oder Collaberation | Histerp, Bach -
| wry - MIRUUS Ay # It Lo yuny MNeraluig
l Detailed Navigation ; et &
Supplier Product Number: L
* Order Collaboration o .
Delvery Note
| services = Supplier: o
G Rece 53 B
Croate Doc ats Goods Recpient -
o [itarmnal Confirmeaten Location ) i
* dnvake Company 4 [
Central Functions Document Catagory: i”
" C2ena Wt ¥ 3
* Ruglay. Comasny RAA Docurest Date: 3 ] Te i B
mole 54
l Portal Favortes -
St Namnber;
| There are no dams to
display [ Appty |
Viow [Standard View] |w | Craste Confurnaton | g 1e P ¥ | Refresh |
Capyright @ Laropen Space e AT "
Agency. Ml rights reserved. T Cosfrmmion anber Confiemnation Neme e Kurrdes Conf. Itemm Number Status Paference C

27. Now the list of confirmations corresponding to the search criteria is displayed. You can
open the displayed confirmations by clicking on the corresponding number in the list.
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Welrome ALENIADY,

@cesa =... e

2

extranet

| Home [ETCTIXTUTITER cc i Links

Dverview
Oder Collaberation | Histere, Badh -
[E= ~
l Detalled Navigation LASiutng »roduct Category eraroty ~
< Ordur Collaboration Supplier Product Number
Debvery Note <o
l Services =] Supplier |
Craate Documents Goods Recplant J [ w |
o [itarnal Confirmeaton Loostion o | 'n |
- '( yiiLe -
Campany ‘ )
“l!.‘v“ Punctions s Documant Category | =
S dfay Czenpany Rats
= Dotument Date: i Yo L
Role iv
l Portal Favontes -
Smart Noamber:
» DTEST Folder Suppher T
» O Test Supphers L Applr
R T View | (Standard View] v | Create Confrmmaton | g ] f [ Retresh
¢ ESA Wakal .
o, v;:ltoaa;nnnnn i Corfirrnetion Namber Confirmation Name Hem Number Conf. Item No. Status Raferanc
o000 116 Sub - M51a (FFF) 1 Awaiting Aporoesl

Coppright R Europepe Space
Agency. AR rghtr rersaved,

@ In the previous steps, you have learnt how to:

create a MAC/ Confirmation

complete all mandatory data

add Notes or Attachments to a MAC/ Confirmation

check the MAC/ Confirmation for correct and complete data
submit the MAC/ Confirmation for approval

In the next steps, you will learn how to approve a confirmation as an upper-tier

supplier.
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ESA Login

European Space Agency

ESA Corporate Authentication
Please log In

Username:

Password:

[ Change password

To be registered, or if you don't remember your login/password, send an e-mail to idhelp@esa.int

28. First, log in to the system. Click the Username: text box and fill in your
username.

29. Next, click the Password: text box I:I and fill in your password.

30. Atter filling in your login information, click the Login button .
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o Fovtes g B woumiack [ AXAM Scouty SCatrio s L Contult Sewch (23 4 Condett Sewth | Movsoh = B Bew of e Wty B Onveneel Guace B9 Drterree Start 88 Mecoson 88 | Wiets S Galery @

- 6 B Page T Wk - B X 8 - v Tagew Satey e Toose @

253-p
suppliers ares of
extranet

Wrédcome | Wstoey, Do
L=» -
Portal Favorites . | A
ﬂ There are NO kems to Ssply A =
S s t Somw Sgmny
&lages g

P — L . v " T

Welcome 10 esa-p, the poresl e ESA and ndustry, ntegrating ESA comporate datsbases md systems.

539 prowdes 3 shge eatry pont where:
¢ Contractudd and nvaiang data are handied together, provding the up tn Sate coatract status and relited nNvasang acovity, a5 wedl 25 3ssocated reportng;
o Othee E5A 3pphcatons essantial 10 mdestry, sech 38 EMITS, can be accessed through leks, 1o faciate industry's aooess;
o Adimosyl neference pages can be hookmarked 3 Inks to facitate mdestry’s nawgation through £SA knowledge of refevance 1o each user,

ESA wil gadually complerment the senices 10 edestry acoessbie vy esa-p meh further possines i the future [e.g. mamtemance of vendac and bifder master dats, &
peccurament)

To leess o about the use of esa-p, pleace use the Melp kek on Be top sght comer.

31. To view items you have received for approval, click on the Inbox tab control -

Q All users of the upper-tier vendor will receive in their inbox the 'Task' of dispositioning a
MAC/ Confirmation (or invoice) sent by a lower-tier for approval.
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Inbox - European Space Agency - esa-p
L= o [

Portal Favorites [B] [@ waiting for update =
» CITEST Folder Supplisr  Tasks {48 /48] Meas | Notications
» O Tost Supplers : = AL ST
SR Show: (New and In Progress Tosks (167 18) [=1[All = [Creste Tagk | sha
: ;u - Callaboration R g - sl
VRV PP pm——"p— i Aoprove Cocfitmation Number EG000GS72 frorm ALENIALT D ALENIALY, May 27,2010 Normal
Agency, All nghts rerarved | fopcovs Confinmanon Mumber 6000001091 from ALENIALT ) ALENIALT, Jun 11,2010  Normal
| Approve Invoes aytrdber 000001001 /3 ALENTALY, Jun 4, 2010 Normal
2200000, Senfiemanan Nnber SO00000T12 fram ALENIALL R Oppeaheimer, I Jum 1, 2010 Normal
| Soprove Coofirmation NMumbar 600000092] fram ALENIALIED ALENIALY, Moy 31, 2010 Normal
| Apntnys Sostiomation Mumber 6CI000G359 fram ALERIALY D ALENTAL7, May 27, 2010 Normal
= Approve Confirmation Mumber 6GON00L06Y from ALENIALIR Gersol Ortega, Juan José Jum 9, 2010 Normal
_ | Aoprove Confirmation Number 4000000915 fram ALENIALY Y ALENIA17, May 31,2010 Normal
| Baproys. Qeofinnanon Mumber 6000000200 from AMSNIALY % ALENIALT, May 28, 2010 Normal
) e et SR
Approve Confirmation Number 6000000874 from ALENIAL7 You can al
You are responsidle for approval of Confemation Yiew i 7o
(goods racent or sarvice erary)

You can switch to Confirmation tn chack the docurnent and then spprove or
reject it,

lier Document Numbar:
Enternd By: ALENIATT
Enterad On: 27052010
Gross Amount: 1.00
Cu'r?nca‘: Gep 2

32. Click on the right arrow button # in the menu navigation panel to enlarge the screen.
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Inbox - European Space Agency - esa-p -

Tasks {18/18) , Alants | Notifications = =

Show: ‘New and In Progress Tasks (18 /18) f=lan v E:,':";,’:_‘L&}LA ahas Fltecs Hide Frevas i)
Subject | Ffrom Sent Prionty = 0 Due Status
Sppruvs Confimmation Number 6000000572 fraat ALENIALTH) ALENIALTZ, May 27, 2010 Normal New
Approve Confrmanon Number 6000003053 from ALENIAYZ 29 ALENIRLY, Jum 11, 2010 Normal New
Approves Irivoice numbar 7000001081 13 ALENIALT, Jun 4, 2010 Nocomal New
Apprave Confrmation Numbar §000000712 from ALENTA41D Oppenheimer, 1. Jun 1, 2010 Normal Now
Apprava Canfmation Mumber 000000921 from ALENLALT %) ALENIALT, May 31, 2010  Normal New
Spprues Confunation Number 002000355 froat ALENIALTF) ALENIALT, May 27,2010 Normal New
Approve Confrmaton Number SGCO00T116 from ALENIAYZ S ALENEALY, Today Normal 3 New
Approes Copfirmation Numbar 600000306% from ALENIAL 70D Gersol Ortega, Juan José  Jun 9, 2010 Noemal New
Approve Confirmation Numbar 000000915 trom ALENLAZY P ALENIAYT, May 31, 2010 Normal Now
Apbroxs Confmanen MumRer £EONACHRTA trem. ALENLALZ ~) ALENIALT, May 27,2010 Normal New

Row| 1 of2s[~|=][¥]

Approve Confirmation Number 6000000874 from ALENIAL7

You are responsible for spproval of Confumation
{goods receipt or sarvice entry) ',

Yous can swich to Confirmation to check the document and then spprove or
raject it

Supplier Docunent Number
Entered By: ALENIALY
Entered On: 27.05,2010
Gross Amoynt: 1,00
Currency - GBP

Goods Receipt Slp:

24l of Ladina:

33. This screen contains all items you have received for approval (Tasks tab). A different
tab contains notifications. These are messages you receive when a document you have
posted has been finally approved or rejected. The latest information might not
be displayed in this screen. To have the latest information, you need to refresh the
screen first. Click the square button next to the Hide Preview link Hide Preview[] to
display a menu. (The tab 'Alerts' is not used in esa-p)

34. Click Refresh menu item  Refresh
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Welcome ALENIADY, Mo | L #

esa-p
suppliers area o
extranet
ESA Links
Inbox | Histery, Back -
A
Tadhs (IBYARY], werts | Neefications o] &=
Show! New and In Progress Tasks (18 /10) fellall - [Craate Task | Shaw fitery Mide Previen
Refresh
Subjact | Proen Sark Prionty
Auptaxe Confrmation umbar sR00000S 722 from AENIALT 7 ALENIALY, May 27, 2010 Nermal  Display Connection Statys
Anptaxe Lonfcnaben Mumber SO000CLRAL fram ALENLALT 7) ALENIALY, Jun 11,2010 Normal New
Auuraye Mviice humge 108 2 ALENIALT, Jun 4, 2010 Normal New
ALptave Sonficnatan Mumber 60 Oppenheimer, I Jon 1, 2010 Normal New
&bpraye Confirmation Numbet 2000000521 tron ALENLALY 7 ALENIALT, May 31, 2010 Normal New
&ppiove Couficoabon Numbec S0COCOQEES frony ALENLALT ») ALENIALY, May 27,2010  Normal New
Anpcave Connirmatiqn Nl 000 H ALENIALT, Today Normal 3 Hew
Gersol Octego, Juan José  Jun 9, 2010 rNormal New
ALENIALT, May 31, 2010  Normal New
i ALENIALT, May 27, 2010 Normal New

fow! 1 ofas[~l=lF]

Approve Confirmation Number 6000000874 from ALENIALY

You are respornibie fur approval of Coefrmation
(goods recapt or caryios antry) *

You can switch to Confirmation to check the documant and then approve or
reject it

Supplier Doounent Number:
Entered By: ALENIALT
Enternd On: 27,08,.2010
Gross Amount: 1 00
Currency: GBP

Goods Regspt Shp

Bill of Ladina:!

35. To sort the items in your inbox based on the date you have received them, click on
the Sent label sent.

Copyright @ European Space Agenc

Page 30/58 12 May 2011 European Space Agency



Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a »
MAC/Confirmation FINREF - €CSa

Welcome ALENIADY, Mo | L

o esa-p -
G esa suppliers area o
extranet
I Ocder Collsboraten  ESA Links
" e | Imbex | Supplisr Reciest Fo
Inbox | Histery, Back -
. " = -
Tashs (I8/48) , werts | Notfications =1}
Show: [New and In Progress Tasks (187 10) [=]/all = [Craste Tazi | Shaw Fiters vide Praviens3
Subject I Proen St T Pronky § Oue Status
|7 s ! | =l ALENIALY, Today Narmal El New
Abnsuxe Saufcnausn Mumber S9000CL9L fram ALENLSLT 7 ALENIALY, Jun 11,2010 Normal New

Auuraye Confcmation Nunbat & AU froml ALENLALY v Gersal Ortega, Juan José  Jun 9, 2010 Normal New

Auptuve boxare Numisr 700K ALENIALT, Jon 4, 2010 Normal New
Oppenheimer, 1. Jun 1, 2010 Naormal New
ALENIALTY, May 31, 2010  nNormal New
ALENIALT, May 31, 2010 Normal New
Appiove Confirmaton Numbar & A5 fronn ALENLSLT %) ALENIALTZ, May 31,2010  Normal New
&ppeave Confirmatan Numhet 4000 O from SLENIALTS) ALENIALT, May 28, 2010  Normal New
Approve Confirmation Numbac 800000059 from ALENIALTHI ALENIALT, Moy 20, 2010 Normal 3 New

Bow! 1 ofas [~ l=IF

Approve Confirmation Number 6000001116 from ALENIALY

You are respornibie fur approval of Corfrmation
(poods recapt or carvios antry) 'Sub - MSLa (FTP)’

You can switch to Confirmation to check the documant and then approve or
feject it

Supplier Doounent Number:

Entered By: ALENIALT

Enternd On: 14.,06,2010

Gross Amount: 100000

Currency: EUR

Goods Recept Shp

Bill of Ladina:!

@ It is not possible to delete entries from your inbox.
However, you can postpone the task of approving to a later point in time. This
can be done by clicking on the 'RESUBMIT' button

_ Subject
;_ Approve Confirmation Mumber 6000001091 from ALENIALT 5]

| Approve Confirmmation Murnber 6000001069 fru:unl Resubmit

of the respective work item. By resubmitting, the workitem will disappear from your
task list and only reappear at the date that you specified to be resubmitted.
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or a particular object in your inbox by using 'Show Filters'
s|Hide Preview[E]

Add a confirmation number in the field Text and click apply.
Tarks (Rta/334) alerts | Notfications |, Tracking

Showi New and In Progeess Tasks {214 / 234) [%][Selact a Subview... [ /Al [+

High Priorty  Dus Date:  [Saloct One.., [¥]  Sent Date: [Select One.. J¥] [Text: (600001234 [Raply ||[Raset

36. Click on the task you would like to carry out, in this example we will approve the
confirmation with the number 6000001116
Approve Confirmation Mumber S000001116 from ALEMIALY. Note that it is technically possible
to approve or reject objects directly from the inbox (scroll down to the bottom), but it is
preferable to view the contents of the object before making the decision. Moreover, in
order to view or add attachments to your approval (or rejection) it is always required to
access the document via the hyperlink.

Confirmation Details - SAP NetWeaver Portal -
Display Confirmation (Approval Mode)

Confirmation Numbert 000001L1LE Purchase Ovder Number: 4000101060 Status: Amanng Aporov e Confiomed Vadoo! 1.000.00 Euk

B For repachion, please nsert 3 reason in whe “Header Appeoval Mote” feks

Approve | [Sepect | [ Ciose Prnt Preview Tave

Overview  taesier team Nobes & AMtacmment Tracking

— SUPPLIER TRAINING CONTRACT
e *

Confematon Name:  saffasd
Daltvery Dusta: * 17033013
“Appeoval Intn
¥ Bem Ovarview
tne Nusher  Ham Type  Peoduct 1D Cwscnptan frosuct Category Outstanding Quarmdy Cantem Quarkty Usat Friee  Currenpy |}
s Material Sub - Mz1a (P9 2091 ' £.000,90 % 1 Eum i
Loprove | [Reject | [Tiess Print Provitw Save 2
. L
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37. This screen displays the confirmation as it was sent to you for approval. Click the
details link Iabel to view the details of the line in this confirmation.

Confirmation Details - SAP NetWeaver Portal -

| | Detads || Copy
Une Number ftem Type Product [D Dascription Product Catagory Outstanding Quantey Corfirm Quantity  Unit
| TR ° Material Sub - MS1a (FFP) 2001 1 1.000,00 €a

[ Details for Selectod Ttem 1 ¢

Iter Data
W Base Data
| Tdentification b
Item Type Material )
| Product ID: 1
Tithe: * SUB - MS1A (FFP) |
| Deseription: Sub - MS14 (FFR)
| Product Category 2003

| Laszt Delivery

| Suppler Product Number:

| Approve | Reject | Close [Print Previen Save

38. The details are now displayed, you can view the right part of the screen for more
information.

Copyright @ European Space Agency

Page 33/58 12 May 2011 European Space Agency



Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a
MAC/Confirmation

FINREF esa

The Approval Info button
Display Confirmation (Approval Mode)
Confirmation Number: 6000001116

Purchase Order Number: 4000101060

For rejection, please insert a reason in the "Header Approval Note" field

[Approve |[ Reject | [ Close |

. Dueruiew}' Header -

[Print Preview | | [Save]

Itern ©  Motes & Attachment -

Status: Awaiting Approval

Confirmed ¥alue: 1,000.00 EUR

Tracking
TEST_409
Title: *
Confirmation Name: |sadfsfasd
Delivery Date: * 17.01.2011

Approval Info

w Itemn Overview

Add Itern Faste || Duplicate || Delete Copy &ll Outstanding Quantities
Line Mumber  Item Type Product ID  Description Product Category Outstanding Quantity
=1 Material Sub - MS1a (FFP)

Z001 1

[approve |[Reject |[ Close | | [Print Preview | | [save]

Confirm Quantity  Unit Price Curren

1.000,00 | EA 1 EUR

39. In the Approval Info button you can find the approval workflow tab and the related

document tab
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The Approval Info button
Display Confirmation (Approval Mode)
Confirmation Number: 6000001116 Purchase Order Number: 4000101060 Status: Awaiting Approval

Confirmed Value: 1,000.00 EUR

[# For rejection, please insert a reason in the "Header Approval Note” field

[ Approve |[ Reject || Close | | [ Print Preview | | [Save]
<“Overview | Header  Item | Notes & Attachment | Approvel ( Tracking |
Additional Information =1 E3
Display details
Document Number: 7000001171 MS Title: MSUBLEVELL
Status: Awaiting Approval Substatus: Awaiting Approval by ESA Reference Contract 4000101060 Reference Item: 0000000019
Invoicing Party: 1000000000 Supplier Name: PRIME
Workflow log | Related Documents
Company Name Company Code Received On Processed On | |
‘ SuUB 1000000023 24.01.2011 12:21:42 24.01.2011 12
PRIME 1000000000 24,01.2011 12:21:41 24.01.2011 12
ESA 2 24.01.2011 12:41:41
[Approve |[Reject |[ Close | | [Print Preview | [ Save |

40. The Workflow log shows the approval workflow to the entire industry and ESA Staff.
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The Approval Info button
Display Confirmation (Approval Mode)

Confirmation Number: 6000001116 Purchase Order Number: 4000101060 Status: Awaiting Approval Confirmed Yalue: 1,000.00 EUR

¥ For rejection, please insert a reason in the "Header Approval Note" field

[ Approve |[ Reject |[ Close | | [Print Preview | | | Save|
. Overview Header | Item '| Notes & Attachment ©  Approval ] Tracking
Additional Information E ﬂ
Display details
Document Number: 7000001171 MS Title: MSUBLEVELL
Status: Awating Approval Substatus: Awaiting Approval by ESA Reference Contract 4000101060 Reference Item: 0000000019
Invoicing Party: 1 lier Name: PRIME
Waorkflow log Related Documents
Document Type Document Number Gross Amount Currency Status Substatus j
| Invoice 7000050103 0,01 EUR Saved
| Invoice 7000050104 0,01 EUR Awaiting Approval
| Invoice 7000050114 0,01 EUR Awaiting Approval Awaiting Approval by Vendor
| Invoice 7000050184 0,01 EUR Release Rejected
| Invoice 7000050185 0,01 EUR Awaiting Approval Awaiting Approval by Yendor >

[oK]

[[Approve |[Reject|[ Close | ' [Print Preview |  [Save]

41. The Related documents shows you which invoices have been invoiced against the item
and which invoices are related to the item.
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Confirmation Item - SAP NetWeaver Portal -

~ Display Confirmation (Approval Mode) __;,;

Confirmation Number: 6000001116 Purchase Order Number: 4000191060 Status: Awating Approval Confirmed Yalue: 1,000.00 EUR

[Bparave |[Reject][Cloze | | [FrntPreview] | [Save]

Gverview | Meader M ‘Wotes & Attachment | oo« | Tracking | |
[Details | 203 = | Copy | #acte | Dupiicat

ate | Delete [ Copy All Dutstanding Cuanthies ) .
Lestumber  MemType  ProduklD  Descnption Product Category  Outstandng Quarity  Confrm Quantity Une
|| B35 Material Sub « MS1a (FEP) Zo01 ' 1.000,00 £

Identification
[tern Type: [Matenal
Product 10: |
Title: * SUB - M31A (FFP)
-
. L

42. To view the attachments for this confirmation, click on the Notes & Attachment tab

Motes & Attachment

(visible at the top of the screen). You may now add another
attachment, or edit the description of the existing attachment. The latter is shown in the
next steps.
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(approve }[Reject][Ciose | | [Print Preview] | [Save]

e e e e e e e e e

o You may now add another attachment, or edit the description of the existing
attachment. The latter is shown in the next steps.
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Confirmation Notes & Attachments - SAP NetWeaver Portal -

=2 By e S e (o — e, - - - B - -

(Approve][Reject][Siose | | [Frint review] | [Save]

[Beprove | [Reject][Sloze] | [Prnt Freview| | [Save]

|

e ——————e I .

43. ltis possible to edit the description of an attachment. In order to do this, click on the Edit

Description button _
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Confirmation Notes & Attachments - SAP NetWeaver Portal -

2ld Description: Milestone Achievement

Mew Description: * | |

7

44. Click New Description: * text box | | and fill in the new description.

45. After filling the new description, click the OK button[2K],

Confirmation Notes & Attachments - SAP NetWeaver Portal -
Display Confirmation (Approval Mode) =

Confirmatian Numbers 000001116 Purchave Order Numbue: 4000101060 Status: Awatng Approval Confirmed Yalwe: 1,000,00 £i5

[ Appwove | [Reject ][ Ciose | [PrintPraview | | [Seve

“Dvervien | ‘M'eod-evi frem

Trading

8 G3 e 4
| hsshredTo Categery Teut Praviow

| [Add Attackenmnt | £t Duacrighion | versoning « | Oeiwts 1 Crontw Quaificates: Prafils | Pt 2
3 Asagrad To Categery Desrgton Fin Name Varsion  Processor Checked Out Trow Suw (KB Changed 8y chan
i o Mesder Standerd Attachment MI Athivaract NIl Geods Receintodf 1 = pdt  As1 Alewia? 1406

[Approve | [Rejact][Close | [ FrintFreview | | [Save
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46. Inthe tracking tab, you can view the documents that are related to this confirmation.
To go there, click on the Tracking button ~ Tracking

47. Itis possible to print the confirmation and thereby generate the Milestone
Achievement Certificate. In order to do that, click on the Print Preview link label

File Download

File Download X

Do you want to open or zave this file?

L Mame: Confirmation, pdf
| o Type: Adobe Acrobat Document, 19,4 KB
Fram: ruzwzsrm.finref.esa.ink

Open I [ Save ] [ Cancel

While filez from the Internet can be ugeful, some files can patentially
harm your computer. [F wou do not tust the zource, do not open or
zave thiz fle. What's the nzk?

48. The confirmation is now presented in PDF format. Click the Open button to
open it.
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Milestone Achievment Certificate

Fle Ect Yew Doumert Took Window Help

G“-@; l}ll.[m.:‘:d -

Created by: TEST_REL10 at 09/12/2010

-t esa Changed by: TEST_RELO6 at 19/01/2011
MAC status: Awarting Approval

MAC Sub-status VEN

Status Date: 09/12/2010

Milestone Achievement Certificate

TEST 409
Contractor number: 1000004092 SubContractor number: 1000000020
Contractor name: ASTRIUM LIMITED SubContractor name: TIMEWISE DESIGN INT. LTD

Confirmation number: 6000001116
Contract number: 4000101060

MAC Title: TEST_409

Certification: [ hereby certify to have performed a positive check that the accomphslument of this mulestone conforms to the
above definmion. Deficiencies, if any, from the said requirements have been listed and have erther been comrected or a warver of
such requuement cbtawed

Currency Code: EUR

Milestone ID Milestone Milestone Title Quantity Unitof | Delivery Milestone
Tvpe measure | date amount
1.01.001.001 Milestone SingleCC-Multiple WBS stat]  100.00 EA 09/12/2010 1.000.00
O brmssnnd ssnlesn 10N NN

49. Scroll down to see the remainder of the document.
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Milestone Achievment Certificate

Fie Edt Veou Oocument Totls  Window e X

=~ !l Vs 1 {1 % 0% e — ;_‘ 3

Delivery address: ASTRIUM LIMITED
GUNNELS WOOD ROAD
SG1 2AS STEVENAGE
GB

Attached documents:

! SAP - Run Date: 14022011 122755 ESANMAC I
11

50. Scroll down to see the remainder of the document.
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Milestone Achievment Certificate
T ACrebat Document in Settings\dt T00\L ocal Settings\Temparary Interiet Files\Content Outlook EOZHDXOGIFASP_ATC_IICO00000047 349 vidoc | 15 1E4
Fie E® Vaw Document Tods Window Help x

H “w \’:-, 111 .o e - ,.J 7

~ Crosted by: TEST_RELIO 22 0912010
~ esa Changed by: TEST_RELOS a¢ 19:01/2011
MAC stares: Awnatang Agpeonul

MAC Subatatys VEN

States Dater. 09122010

Milestone Achievement Certificate

TEST_409
Contractor nssnber: 1000004072 SubContracoor unmber 1000000020
Contractor name: ASTRIUM LMOTED SubConrracter name TIMEWISE DESIGN INT. LTD

Casfirmation nwanber: 000001114
Contract nusaber: 000101080

MAC Ticke TEST_ 409

Cortification: ] hersby serndy 2 Bave performed 3 pouitive chack Bt the accomplchat of thit celestoue cosforms to the
above definution Deficsencies, 1f any, from e sied eguonments huve bees Ruted and have esfier boes cetrected o » warvet of
wach equzwment o-taizad

Curvency Code:  ZUR

Milesene ID Milectose Milestons Tale Quintes Tnit of Delivery Milestvas
Tepe mearaze | date ameunt
1 01 601 001 Milecrone SenpleCC MulrplaWBS | 100 00 EA 201 172010 1,000 00
Confinmed valne 100 00

Delivery addren ASTRIUS LIMITED

GUN WOOD ROAD

SG1 VENAGE

GB

Attached docussents;

51. Click the Close button to return to the confirmation in esa-p.
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Confirmation Details - SAP NetWeaver Portal -
5 Display Conﬂrmatlon (Approval Mode)

Confirmation Number: 60000011146 Purchase Order Number: 4000101060 Status: Amating Approval Confirmed Yalae: 1,000.00 EUR
[__A_eezg’v_e Reject || Close | Print Preview Save
Qvervien Header Item -ilﬂ;lvﬁ A-lu(h;nﬂﬁ Tracking |
' :
W Nores |
1
Filtar
Assigned To  Category Text Praview
|
!
w Artachments
| Add attachrnent | £dit Description || Versionng « | Delste | Fiter =
Assignad To Category Descnption Fée Name Version Processor Checked Out Type Size (KB) Changed By Chan
Document Headesr Standard Attachment M3 Achisusmert MEl  Goods Receiptodf L pdf 451 ALENIALT 14.0¢ |
|
|
Approve || Reject || Closs Pnnt Freview | Save
|
|
|
|
|
|
|
|
-l
V4 »

52. By clicking on the Approve button @, you will approve the confirmation.

e

Please note that it is not possible to approve any document (confirmation or invoice)
partially.

It is also possible to reject the confirmation, reasons for rejecting are for example that
a confirmation is prematurely posted and not yet ready to be confirmed, or if the
confirmed amount is too high. Note that if an approver rejects the confirmation, this is
final. The consequence of a rejection is that a new confirmation has to be created.
Therefore, if you as upper-tier need to reject a confirmation, please attach a

justification for the rejection (e.g. as a word document) to the esa-p confirmation.
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After approving the confirmation, the system will inform you that the action has been
performed successfully. As mentioned before, the yellow warning messages do not
block the processing of the document. After approval by the prime supplier, the
confirmation status is still awaiting approval , as it is now awaiting approval by the

agency.
v.
Action performed successfully
Confirmation Sumber: 4000001116 Purchase Order Number A00C1LULIDES Status: Awnating dpproval Confirmed Yalus L 00000 EUR
&) Cozt Center Tonbroler could not be cakoutated hythe System, In this case, agent oould be added manualy
[BIEE] [ Print Previam Rafresh Felats
’s "~ -
Tverview Nender e Notes B Attachment Trackng
|
W thotes
Miiet 0
Assigned To  Category Text Frevew
w attachments
Tiltar =
Assigned To Category Desenption File hame Verson Protessor Checked Ot Type S2e (KB) Changed By  Chan
Document Hasdef Standard Attachivent M Acteepinest MZL  Goods Receiptpdf L px 451 ALENIALT 140
Close Print Proviem { Refrush | Rolaty

53. Click the Close button to exit this screen.
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Inbox - European Space Agency - esa-p

Walcume ALENIANY Halp og ON

esa-p
suppliers area

e
extranet

inbox | History, BSadk .
| ]
Tavhs (I0/18) orts | Worfications &5 =
Show: Nem and In Progress Taske (15 / }B)Iv fall ?v [create ]:é‘!}‘_ Shaw Fiters Hide Pravewrs
Subject | From Sent *  Prorty § Dus Status
| Asprove Confirmanon Namber €000003116 from ALENLAZ ) ALENIALY, Today Normal Now
Appcuve Confitmatian Mumbet 60000CA00L fram ALENLALT ) ALENIALT, Jun L1, 2010 Nermal New
Approve Confirmatign Nymbaer A00DG03069 from ALZNLALTE) Gersol Ortegs, Juap José  Jun 9, 2010 Normal New
| Apprave Invods number 003081 ALENIALZ, Jun 4, 2010 Neormal New
Spprove Confirmation Mumber GO0NCO0T1Z from ALENIA4LG) Oppenhetmer, 1. Jun 1, 20510 Normal New
Approye Confirmation Nutnber 6000000921 from ALENIAL? ™ ALENIALY, May 31, 20180 Nermal New
» Appruve Contirmation Mumbat €000C00AT from ALENLALT K] ALENIALTZ, May 31, 20180 Normal New
{ | Anprove Confirmation Mumbar 4000000318 from ALENLATZD ALENIALZ, May 31,2010 Normal New
Aparuve Confitmatian Mumbet 6000800900 fram ALENLALT ALENIALZ, May 28, 2010 Nermal New
[ Approve Confirmatign Nymber £00000089Y from ALENIALTE) ALENIALT, May 28, 2010 Normal 3 New

Row ilcfze {v|[*]z]

Approve Confirmation Number 6000001116 from ALENIAL7

You are rasponsils for approval of Confrmation
(goods recepn or sarvics srtry) “Sub - MS1a (FFP)',

You oan switch to Confirmanan to check the document and then approve or
rejsck it,

Suppliar Document Number:
Entered By ALEMIALT
Entered On; 14.06.2010
Gross Amount; 1,000,00
Currency: EUR

Goods Receipt Ship:

Bl of Lackra

54. Next, you will look up the confirmation you have just approved. Click Order

Collaboration tab control ~ 2rder Collaboration
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Personal Object Work List
FY
Active Queries
Shopping Carts Saved (7)  Awaiting Approval (0% Approved {00
Purchase Orders Crdered (00  Saved (00
Confirmations Delsted (01  Awaiting Approval (00 Saved (03 all (1571 Approved (1831  Rejected (100
Invoices Awaiting Approval (0] Recording Corpleted (03 Sawed (07 ANl (132}  Canceled (30
Shopping Carts - Saved
[ Hide Quick Criteria Maintenance
Shopping Cart Murnber: < l:l To |:|
Shopping Cart Mame: & | |
Itern Mame: & | |
Created On: < To | |
Status: Saved
Bought on Behalf:
Procurernent Action Classification: | =
Contractual Classification: I:E
reference Contract: <@ I:l
Action Itern Reference Number: <@ |:|
Procurerment Type: | |'|
Initiating Service: =l =
Contract Establishment: |:|E|
AC Docurment Murmber: > | |
Cnntrarts/Prrchase Officer: (o ’—Iﬁ| —

55.

56.

First, click the All (157) link label #1157 to view confirmations regardless of the
status they might have.

Secondly, click the Show Quick Criteria Maintenance button LShaw Quick Criteria Maintenance
to display search criteria fields.

Copyright @ European Space Agency

Page 49/58

12 May 2011 European Space Agency



Work Instruction - Print Friendly

Workinstruction How to Submit and Approve a
MAC/Confirmation

Fineer - @SA

Welcome ALENIADY,

@esa =...

m Order Collaboration SR=SERITTE

Durrvien
Oder Collaberation
[E= -
l Detailed Navigation
* Order Collaboration Active Querine
Sh g Carts
l Rervices l= Purchase Orders
Croate Ducuments Confirmations  Dolstad (0)
. Lo Confrmabon
o lovaice Invoices Awarting Anproy
Central Functions Confirmations - AN
= Cuglay Czenpany Qats
[Eha Quich Critaris Maintanance |
l Portsl Favorites = View |(Standard View) v

» DTEST Folder Suppher
» O Test Supphers

¢ a0

¢ ESA Walinle

* Ovder Cofiaboration

B Confrmation

Copyright @ Europepe Space
Agency. AR rghtr rersaved,

[Crasia Contemaica 1l

Comelated {6

Hom Numbes

L N N M R

&

iteash |

o

" extranet

| Histery, Badh -

Approved (1835 Eewcted (101

Gancaled {21

Cont. 1tem Humber Status LES

Fosted in the Backend
Relesse Rejectad
Relesse Rejectsd
Fozted in the fackend
In your Inbox
Amamng Approval
Amaming Approval

in your Inbox

Fosted in the Backend

Fosted in the Backend

57. Click Confirmation Number text box |:| and fill in the number of the

confirmation that you want to look up.
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Personal Object Work List

Active Queries

Shopping Carts Saved (7] Awaiting Approval (07 Approved (07

Purchase Orders Ordered (0) Saved (0)

Confirmations Deleted (0%  Awaiting Approwal (0% Sawved {07 All (184) Approved (1837  Rejected {107
Invoices Awaiting Approval (0) Recording Completed (0] Saved (07 Al {132} Canceled (3}
Confirmations - &ll

[ Hide Quick Criteria Maintenancs

Nurnber: <@ To |:| =
Confirmation Name: | |

Purchase Order Mumber: <@ I:l

Status: | I~

Timeframe: l:E

Created On: & To =

Product Description: & | |

Product Category: & | ||

Including Product Categary Hierarchy: O

Supplier Product Number: & |

Delivery Mote: & l:l

Supplier: o

Goods Recipient: @

Location;: @

Cnrmnany: < ,—Iﬁ| -

58. Scroll down to the bottom of the screen.

59. Click the Apply button to apply the search criteria.
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Welrome ALENIADY,

@esa =t i

extranet

m Order Collaboration SR=SERITTE

Durrvien
Oder Collaberation | Histere, Badh -
[E= ~
l Detaited N.V"dlnll LASiuang #roouct Uategory erarony -
o Cellaboration Supplier Product Sumber -
Debvery Note @
l Services =] Supplier |
Cenate Documents Goods Recplant o
o [tarnal Coofirmeation Loostion o s
« lovaie >
Coampany ! o
Central Functions - Docummant Catagary | -
o Giiglay Czenpany Gats
e Doturmern Date: ™ Yo =
Role 52
' Portal Favortes -
Smart Noamber:
» DITEST Folder Suppher e
» DI Test Supphers | Apple
¢ saan View | (Standard View] v | Create Confrmmaton | | Refresh
¢ ESA Wakal
D 3 ::‘:o;a;ennnn i Corfirrnetion Namber Confirmation Name Hem Number Conf. Item No. Statun Raferanc
L 000001116 Sub - M51a (FFF) 1 Awarting Aporovsl

Coppright R Europepe Space
Agency. AR rghtr rersaved,

60. Click the square on the left of the confirmation in the results list to select the
confirmation. After selecting a document in this way, new direct actions become
available, such as in this case Print Preview.
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Welrome ALENIADY,

@esa =t i

extranet

m Order Collaboration SR=SERITTE

Durrvien
Oder Collaberation | Histere, Badh -
Il- l;nn‘hl Navigation g it hbiceasbenicd bl ianiadatld -
57 Cellaboration Supplier Product Sumber
Debvery Note @
l Services 0 Supplier x|
Ceaste Dacumeats Goods Recplant o
o Pibacrial Confemadion Location o |
= lovaice .
Coampany ' o
Centrol Functions s Documeant Category | I~
= Cuglay Ssenpany Qats
i Dotument Date: [ v ] Yo v I
#ole Y;'
' Portal Favortes -
Smart Namber:
» DITEST Folder Suppher e
» DI Test Supphers | Apple
s View({standord view] [w) [ Crasie Conemmamsn ] [Giaplay | <17 || [Frv provien |
¢ ESA Walal
T Y::‘:o;a;onnnn . Carfirmetion Namber Confirmation Name Harm bmber Conf. Item No. Shatur Raferance
Ot | £000001116 Sub - MSLa (FFR) 1 Amating Approval

Coppright R Europepe Space
Agency. AR rghtr rersaved,

61. The status label might not show the actual up to date status of the confirmation. Click the
Refresh button to retrieve up to date information. After final approval by
the agency, the status will change to approved.
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Welrome ALENIADY, Mo | L

@ esa el.s:]apl-lgvS area g

" extranet

m Order Collaboration SR=SERITTE

Durrvien
Oder Collaberation | Histery, Each -
[E= - Dal
l Detailed Navigation Yewrery Nots - -
* Order Collaborwtion Suoplier ¥ D
GGoods Recpient @ | w |
l Services 0 Looation [+ s
Croate Documents Company . =)
* ' Litacnal Confemation Docurmest Category! =
* lovaie
Docurmest Date: [ To >
Central Functions Role (-
* Cuslay Soonpany Cats .
Smart Number;
l Portal Favorites . LApbly
» ITEST Folder Suppher Wiew|(Standard View] [w [ Creats Confrmaten | P [ Refraih
» D Tezt Supphers L Corfirmation Namber Confirmation Name Tem Number Cont. Item No. Statun Aefurance Oocur
. saan Sub - MSLa (FFP) 1 Approved

¢ E3A Walinle

* Ovder Cofiaboration

Copyright @ Europepe Space
Agency. AR rghtr rersaved,

62. Click the number of the confirmation to open it 2000001116,
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Display Confirmation - SAP NetWeaver Portal -
Display Confirmation :
Confirmation Number: S000001116 Purchase Order Number: 40001019060 Status: Aoproved Contirmed Value: 1.000.00 EUR

Cln__s_ol | Pont Preview | Refrach

‘6;}&».’ Header Ttem Notes & Attachment Tracking
ritle: ® SUPPLIER TRAINING CONTRACT
Caonfirmation Name:  sadfsfacd
Delivery Date: *  (17.01.2031 Re
Appraval Info |
w Ttam Gvarvien
: LEopY |
Lew Number  ltem Type  Produet 1D Dederplion Product Catagory Outstanding Quantity Confirtn Quantity Linit Price  Curren: Delvi
LI | Material Sub - MS1a (FFP) 2001 1 1.000,00 ¢ea 1 EuR
| Close | Poott Preview | Refrash

63. The confirmation is now displayed with status approved. This status is an intermediary
status and only lasts as long as it takes for the system to save the approved document in

the backend system. Once this is done, the status changes to Posted in the backend
(see next step).
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Display Confirmation - SAP NetWeaver Portal -
Display Confirmation

Confirmation Number: 5000001115 Purchase Order Number: 4000101060  Status: Posted inthe Backena Confirmed Value! 1 000.00 EUR
[Clase ] Print Preview Refresh |

Overview Header Item Notes & Attachmant Tracking
Tite; # SUPPLIER TRAINING CONTRACT
Confirmistion Name:  sadfsfasd
Delivery Date: * 17.02.2011 Re;
Approval Info

W Jtam Overview
[Copy |
Lne Number Item Type Froductl1D Deschption Product Category Outstanding Quantity Confirm Quantity Unit Pnce Curren: Delive
L | Material Sub - MS1a (FFP) 2001 1 $.000,00 Ea 1 Em
| Close | Print Freview | Refresh

64. Once the status of the confirmation is posted in the backend
Status: Posted inthe Backend  the costs at the agency are accrued and the approved
invoice (in case it exists) will be ready to be paid.
IMPORTANT: In general, payment of an invoice will not be done unless a corresponding
confirmation with the status posted in backend exists against the same milestone and
covering the invoiced amount.
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Display Confirmation - SAP NetWeaver Portal -
Display Confirmation

Confirmation Number: 5000001115 Purchase Order Number: 4000101060  Status: Posted inthe Backena Confirmed Value! 1 000.00 EUR

|Clnu[ Print Preview Refresh |

Overview Header ftem Notes & Attachmesnt Tracking
SUPPLIER TRAINING CONTRACT

Title: *

Confirmistion Name:  sadfsfasd

Delivery Date: * 17.02.2011 Re
Approval Info

W Jtam Overview
[Copy |

Lne Number Item Type Froductl1D Deschption Product Category Outstanding Quantity Confirm Quantity Unit

Price  Curren: Delive
LI | Material Sub - MS1a (FFP) 2001

1 $.000,00 E& 1 Em

| Close | Print Freview | Refresh

65. Click Close link label [=125&],

E/a What to do in case your document was rejected:

It may happen, that the upper-tier vendor or the Agency rejects the confirmation.
Possible reasons are prematurely posting, the confirmed amount is too high, or a
missing proof of milestone achievement. In this case, you will receive a notification of
the rejection in your inbox. You can then do the following:

1. Find the rejected confirmation by using the query 'Rejected' in the 'Order
Collaboration' area.
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Active Queries

Shopping Carts Saved (07 Awaiting Approval (00 Approved (07
Purchase Orders Zaved (0} Ordered (1)

Confirmations Deleted (00 Saved (00 Approved (133 Al (1) Rejected (1) Awaiting Approval (1
Invoices all {17  Awaiting Approval {0  Recording Completed {03  Saved (1) Canceled {0}

Confirmations - Rejected

[ Hide quick Criteria Maintenance

Nurmber: @ I:l To |:| =
Confirmation Mame: @ |

Purchase Crder Murnber: < I:l

Status: Release Rejected

2. Check the Notes & Attachments tab for any rejection notification
3. If required, edit the document by selecting the line and clicking on the Edit button.

Yiew |[Standard View] |w| |Create Confirmation | |Display | Edit| [Print Preview | |Refresh |

B, Confirmation Mumber Confirmation Marne Itern Murnber Conf, Itermn Ma. Status
6000001210 Sub - MS1b (FFP) 1 Release Rejected

4. After correcting the confirmation (e.g. attaching proof of milestone
achievement or changing the confirmation quantity) you can submit it for
approval again by clicking on the Confirm button in the confirmation
screen.
You have now learnt how to:

» Create a MAC/ Confirmation

» Complete all mandatory data

= Add Notes or Attachments to a MAC/ Confirmation

» Check the MAC/ Confirmation for correct and complete data

» Submit the MAC/ Confirmation for approval

» Print the Milestone Achievement Certificate

» Approve the MAC/ Confirmation as the Prime supplier

» Check the status of your MAC/ Confirmation

» What to do in case of rejection of your MAC/ Confirmation
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