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Purpose 
 
 

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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Screen Flow 
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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 

 
 

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

existing username. 
 

  In this demo you will learn about how a MAC / Confirmation can be processed. 
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3. Next, click the Password: text box and fill in your password. 
 

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

 
Welcome - European Space Agency - esa-p 

 
 
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  . 
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Order Collaboration - European Space Agency - esa-p 

 
 
6. In the 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 link . 
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External Confirmation - SAP NetWeaver Portal - 

 

 
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  and fill in the ESA purchase order or contract 

number. 
 

  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 à 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 Start  to create a new MAC/Confirmation against one single item. Please avoid the 

selection of multiple milestones (line items) of a contract. 
 

  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 -
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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 - 

 
 
12. Please Enter Quantity 

 

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

and not 'o', 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 - 

 
 
13. It is 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. 
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External Confirmation - SAP NetWeaver Portal - 

 
 

14. To add an attachment, click on the Add Attachment button   . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copyright @ European Space Agency

 



Work Instruction - Print Friendly 

Workinstruction How to Submit and Approve a 

MAC/Confirmation  

Page 16/58 12 May 2011 European Space Agency 

 

 

 

 

External Confirmation - SAP NetWeaver Portal - 

 
 

15. Click the Browse button to search for the local file you want to attach.  

Choose file 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copyright @ European Space Agency



Work Instruction - Print Friendly 

Workinstruction How to Submit and Approve a 

MAC/Confirmation  

Page 17/58 12 May 2011 European Space Agency 

 

 

 

 

16. Select the document you want to attach and click Open button. 

 
External Confirmation - SAP NetWeaver Portal - 

 
 
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 . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copyright @ European Space Agency



Work Instruction - Print Friendly 

Workinstruction How to Submit and Approve a 

MAC/Confirmation  

Page 18/58 12 May 2011 European Space Agency 

 

 

 
 

External Confirmation - SAP NetWeaver Portal - 

 

 
19. Now the attachment is visible in the table. Next, click on the Overview tab . 
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External Confirmation - SAP NetWeaver Portal - 

 

 
20. Please click Check button  . 

 

 

  To check the confirmation for errors and calculate the final confirmed amount (visible in 

the top row), click the Check button . 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 - 

 

 

21. Click the Confirm button  to issue the confirmation and to trigger the 

approval workflow. 

 

  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 - 

 

 
22. Click the Close button  to close the confirmation and return to the Personal 

Object Worklist. 
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Personal Object Work List 

 
 
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 

 
 
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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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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  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 

 
 

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

username. 
 

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

30. After filling in your login information, click the Login button . 
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Welcome - European Space Agency - esa-p 

 
 

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

  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 

 
 
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 - 

 
 
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  to 

display a menu. (The tab 'Alerts' is not used in esa-p) 
 

34. Click Refresh menu item . 
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35. To sort the items in your inbox based on the date you have received them, click on 

the Sent label . 
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  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 

 
 

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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  You can search for a particular  object in your inbox by using 'Show Filters' 

 
. 

 

Add a confirmation number in the field Text and click apply. 

 
 

 

36. Click on the task you would like to carry out, in this example we will approve the 

confirmation with the number 6000001116 

. 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 - 
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37. This screen displays the confirmation as it was sent to you for approval. Click the 

details link label  to view the details of the line in this confirmation. 

 

Confirmation Details - SAP NetWeaver Portal - 

 
 

 

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

information. 
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The Approval Info button 

 

 
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 

 
 
40. The Workflow log shows the approval workflow to the entire industry and ESA Staff. 
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The Approval Info button 

 
 
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 - 

 
 

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

 (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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  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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Copyright @ European Space Agency



Work Instruction - Print Friendly 

Workinstruction How to Submit and Approve a 

MAC/Confirmation  

Page 40/58 12 May 2011 European Space Agency 

 

 

 
 

Confirmation Notes & Attachments - SAP NetWeaver Portal - 

 

 
43. It is 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 - 

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

 

45. After filling the new description, click the OK button . 

 
Confirmation Notes & Attachments - SAP NetWeaver Portal - 
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46. In the tracking tab, you can view the documents that are related to this confirmation. 

To go there, click on the Tracking button . 

 
47. It is 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 

 
 

48. The confirmation is now presented in PDF format. Click the Open button  to 

open it. 
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Milestone Achievment Certificate 

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

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

 
 

51. Click the Close button  to return to the confirmation in esa-p. 
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Confirmation Details - SAP NetWeaver Portal - 

 
 

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

 

  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. 

 
 

 

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

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

Collaboration tab control . 
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Personal Object Work List 

 
 

55. First, click the All (157) link label  to view confirmations regardless of the 

status they might have. 
 

56. Secondly, click the Show Quick Criteria Maintenance button  

to display search criteria fields. 
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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 

 
 
58. Scroll down to the bottom of the screen. 

 

59. Click the Apply button  to apply the search criteria. 
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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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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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62. Click the number of the confirmation to open it . 
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Display Confirmation - SAP NetWeaver Portal - 

 

 
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 - 

 
 
64. Once the status of the confirmation is posted in the 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 - 

 
 

65. Click Close link label . 

 

  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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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. 

 

 

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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