How to Submit and Approve an Invoice
Purpose

The aim of this work instruction is to provide a step-by-step procedure on how to create,
submit and approve an invoice in esa-p.

Content

e esa-p Login and basic navigation

e How to create an invoice

¢ How to complete all mandatory data

¢ How to partially invoice a milestone and use the Incidental Cost field
e How to add Notes or Attachments to an invoice

e How to check the invoice for correct and complete data

¢ How to submit an invoice for approval

e How to print an invoice as a subcontractor

¢ How to approve an invoice as an upper-tier supplier

¢ How to check the status of your invoice

¢ What to do when your invoice was rejected

For a short version on how to submit invoices (and confirmations), please also refer to the

Job Aid 'How to submit a MAC or Invoice in 6 steps' which is available when
accessing the Help section in esa-p.

Access
Enter esa-p via:

1. https://esa-p.sso.esa.int
2. or by navigation through the industry portal:
http://www.esa.int/SPECIALS/Industry/SEMYF4DKP6G_0.html




Procedure

1 Start esa-p by navigation through the ESA industry portal or via URL: https://esa-
p.sso.esa.int

EIESA Login

Enter your existing Username and Password and click the Login button to
access esa-p.

In case you should encounter difficulties with the login or to request a user ID,
please contact IDHelp@esa.int
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3 This is the initial screen you see after you log in to esa-p. 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

Crder Collaboration

documents, click on the Order Collaboration tab.
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Order Collaboration
I = + I, 4
I Detailed Navigation

* Order Collaboration

I Services @

Create Documents
» External Confirmation
« Invoice

Central Functions
« Display Company Data

4 In the Order Collaboration section, you can create new documents and view existing
documents. In the services menu on the left side, you can create confirmations and
invoices. On the right side of the screen, you can view existing documents by
activating one of the predefined active queries. You can specify your search query for
documents by entering additional criteria in the Quick Criteria Maintenance section
| Showy Guick Criteria Maintenance |

In order to create new documents, go to the Services # Create Documents % click on

Invoice . . .
Invoice link label . A new screen, Create Invoice/ Credit Memo, will open as

shown below.
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Create Invoice / Credit Memo

Select the document you want to create

Invoice Document
|_ Invoice
J Subseguent Debit
J Credit Memo
| Subseguent Credit

5 Select Invoice * 1M¥2IE  4nd click Start link labell_Start]| The Create Invoice screen
will open in a new window.
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In the create Invoice screen you will can enter all necessary information in order to



complete and submit your invoice for approval. First, you need to link this new invoice
to a contract (or purchase order).

@ ESA uses only purchase order (technical) esa-p objects. This means that for both
’ the items that are referred to as purchase order and contracts, the esa-
p terminology 'purchase order' is used. As a rule of thumb to differentiate
between the two objects purchase orders and contracts you can look at the 10-digit
Identification Number: Purchase Orders start with 5* while Contracts start with 4*.

6 To link this invoice to a contract (or purchase order), enter the (child) contract
number into the Purchase Order Number: text box |
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@ Contracts and Purchase Orders which were created before 2010 and which were

=~ migrated will inherit their old humber. You can find your migrated contract in esa-p
by replacing the first letter 'C' by 42000 and adding the last five digits of your old
contract number.

Example: C 123459 42000 12345

In case you as a subcontractor do not know your esa-p contract number, please
contact the prime contractor.

7 Click Add link label create the link to the contract and inherit all open items



(milestones) into the create invoice screen. An 'open' milestone in this case means,
that it is still open for invoicing (in this example, 6 line items). In addition,

the contract title and Prime supplier code are automatically populated in the relevant
fields.
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@ Please note that by default the system populates both the Supplier and the

Invoicing Party fields with the identification code of the prime contractor. Therefore,
in cases where the payee is NOT the prime contractor, the invoicing party needs to
be changed to reflect the supplier code of the real payee (subcontractor direct).

In this fictitious example, a directly paid subcontractor is creating an invoice against a
firm fixed price (FFP) milestone. In order to change the payee from the prime to the
directly paid subcontractor, click the Invoicing Party: * text box and
change the prime vendor code 1000004288 to the supplier code of the subcontractor
supplier code 1000006749.
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ﬁ Please note that your old 4-letter vendor code has been replaced in esa-p by a 10-
digit business partner number starting with 1*. Please see the FAQ for suppliers for
more information on how to find your new esa-p vendor code.

9 By pressing "Enter" on your keyboard, esa-p will validate the entered vendor code
and derive the correct invoicing party (in this example Quinetic Ltd).
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Please note the yellow warning message 'Invoicing party has changed, with the
bank details having been deleted, so please update it. How to update the bank
details is described at a later point in this work instruction.

10 Itis technically NOT possible to invoice against multiple milestones. Therefore,
ﬁ

the next step is to click the Exclude all button L Exclude All | and Include ¥ only

the line item (milestone) that should be invoiced.
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g Please note that it is possible to submit an invoice before creating a MAC/
Confirmation. In this example, milestone #7 of contract #4000101060 already
is partially confirmed (1,000 EA). An existing confirmed amount will appear in
the quantity column of the item overview section when creating a new invoice.
In this example, you will create an invoice for 1,000.00 EUR against milestone
'Sub - MS1a (FFP)".

ilnvoice - SAP NetWeaver Portal -

11 Click External Invoice Number: * text box
External Invoice Number: * | |

and enter the reference number of
your invoice. This field is a free-text field, so any value can be entered.




& Invoiming paety has changed, bank detads has been deleted, please update

[Close] | [Refresh] | [Chede] [Post][Suvel

Tot
Bal
Suppler: * (1000004208 ASYRIUMN GMME- BUSINLSS DIV SPACE TR g
Extemal Inveice Number: * [iNv37583/454 ] ing
Tita: * [SUPPLEER THAINING CONTRACT ] MM
Par
trveoice Name: {
Iavwoicing Date: *

Invwoice Recpeant

3

L () (=) L1 e e e (o e )
- "" S """“",;Jo‘;""_" N TR S — ~..."-""",". N Sy Ay T

et 1 wy P - Ve U !
= ‘. -ow e e o A S — A 0 @ i b
S e b - Nts ) i —tmiiees ..‘!!!!‘,'!:'Ti

e 2 (= Inveme Bab < MRZe (TR & 10N Tee) 4000101040 0000000008

¢-3 a nesece el < MS1S YY) ooy ADO01D1 06D VOBOO006.L Y

° 9 Q Wrime A RN TV e AUW TR Jeen AUOoIU10e0 DoCKHIKIS o

<3 - Anerme b - Servess P 4000101000 DOGSI0CI Y

v-8 o Inee—ce Sk - Incenten Pee 10N Teon 40001 01060 OO0 7

o P re
. o | D

12 Click Invoice Name: text box
Invoice Name: | |

and enter a name
for this invoice.
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Although not mandatory, it is strongly recommended to enter an invoice name
(and match it with the Confirmation name). You may decide to either copy the

=

external invoice number reference again, or the confirmation number, or to copy
and paste the milestone description into the invoice name field. To do this, select
the description text of the line item and press CTRL+C on your keyboard. Then click
on the Invoice Name text field and press CTRL+V on your keyboard.

13 Enter the invoicing date in the format DD.MM.YYYY into the Invoicing Date: * text
box. Alternatively, you can open a calendar and select the correct date by clicking on

this icon: next to the invoicing date text box.

14 Select the invoicing date from the calendar.

11



2 Involce - SAP NetWeaver Portal

Invoice | Histery, o irweed  [B)
- [ P ——— —— -
~ Create Invoice |
1 ber 7 i 1 Referonco Ob), 4000101060 Status In Process Total Value 0.00 tUR Sepplier m
A Invoiong party has changed, bank detals has been deleted, plesse update
(Ciose] | [Rafral] | [Snck](Poat] (Fave]
Overview | totes nd Amach |6 tPro
Purchase Order Number: | |[Add] rng Yot
Invoicing Paety: * [100000674% QINETIO LID 5":
g 0 (1000004784 ASTHIM Gaskis. BUZINESS DIV SPACE TH Tok
External tavaice Number: * [INV) 7580456 1'"%‘
Titha: * [SUPPLIER TRAINING CONTRACT Pay
Par
trrvece Nore s rsaNata
Invesing Do * 2400 201 RN
Inesce B eopant £9A - Burspean Some A&
rirer Jo) Soeals | Botals TAdd s o1 - o 1 0o | [Doiete | [Scide AF ] Eroide &t}
Une Number  Indhele  Tipe Produt 10 Desergton Product Cotogary  Purshare Order  Tam Quwany
Bri v nvaxce Sub - MEL8 OTF) 001 200301068 DOODOOOST L ARETH
-~ v Invoce Bl - ME2e (1YW & L0 Ba0) T 400C) D) 00 100000CCCe 0
* 2 - Invasce Sl - ML (v Joes SV0IBINNT PO 2 ) »
1 % Mvame S« ML (FTF & 10N Ben) 2003 4008101000 NO0000OS e 0
3 - veee b - Servens oy 200121 0es OO S Y °
4 - Inesae Seb - Incestive Foe 10N ot 4300101063 NO0OOOSH ) ' "I

!
{92

ﬁ Please note that the Title field of the invoice has inherited the free text title of the
contract. As an invoice should be created against only one milestone (line item) of a
contract (or purchase order), it is recommended to copy the milestone description

text into the invoice title field.

15 Copy the milestone description by selecting the Description text of the milestone you

want to invoice, in this example Line number 1,
press CTRL+C on your keyboard.

Sub - MS1a (FFP) and

12



16 Click into the invoice Title: * text box

SUPPLIER TRAIMIMG CONTRACT

and paste the copied milestone description into this field by pressing CTRL+V
on your keyboard.
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ilnvoice - SAP NetWeaver Portal -

17 Drag the scroll bar to the right to view the remaining milestone data

D],

13
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In this example, the 1,000 EA (= 1,000 EUR) of the total milestone value of 1,750
EUR has been confirmed. This data is inherited into the create invoice screen. Bear

in mind though that if the invoice amount is higher than the total confirmed value of
the milestone, the invoice will not be approved and hence not paid (invoice amount
> confirmation amount = NO PAYMENT).

18 Click Calculate Total Value link labell Caleulate Tatal ¥alue | The total invoice value of
1,000.00 EUR is calculated.

14
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19 Now you can continue to include the taxes to calculate the total gross invoice amount.

Click Calculate Total Taxes link label [Calculate Total Taxes | As expected, the Balance

field shows a delta amount of 70EUR reflecting the 7% tax.
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R S— T )

[ 000

Total Tan: [ 70.09) [ Ealoukatn Yol Taves | Vies Yas Catals
tacidental Covty! i et

Poymant Tonms:

Part. Dok

I
v
H
i

0.00 Germany Input tax 7.0% deferred
0.00 Tax esempbion 0.0 %
0.00 Tox asamgtion 0.0 %

27500 Tax evamption 0.0 %

o lel
”"'i'If’

O =8 O 2

B

20 Click Calculate Total Value link label [Calculate Total Walue | again. Check that the

Balance field value is zero.



Invelce

Status s Frocens

Totel Vabue 107000 EUR  Supplier AITEIUM Gibe SUSINELY OV SPECE T8

| Matary,

Tavoicing Party CUMSTIU LTD

Total Vahoe (Gross )/ Curvency: *
Belarce

Totsl Yo

Intatess s Conts

Payment Terma

Part ok D

1000 0¢, BUn
L

13 [ Colendann Toral Valee |

7000, [ Soloviane Toral Yoons | Vinw Tas Drtady

0 bo

30 days for mrternad vandeny

R Cutagory | Purchass Order  Ram Queskity Ust  Price /Use Cumency  Price Use  Wet Vilse
4000101040 CO000CO0DT  LASRAN 1 L 1 100000
-] L X
4000101060 000000002 0 = .00
4000101062 0000200024 0w 000
s » L ™ 200
o0 ' e . . e
0 000 000 tum 0 om
O 000 ' 0 200
0 0%0 04aC 0 000

2

» - - 00

.

foer Temags

T

Garmany Dagu 1as 7% deferrad
Tor sxompien 00 %

Germany IAget tan 7.0 deferred
Tar evemptnan 00 N

Tax asermgtan 00 %

Tor sxntmptaon 00 %

21 After performing the steps to calculate the correct total (gross) invoice value, the next
step is to provide the bank details to enable payment of the invoice. Click Part. Bank:

text box Fl. A new screen will pop up where you can select your company's bank

details.

glnvoice - SAP NetWeaver Portal -

22 Click control  to select the correct line.

Select 4 hne: Part. Derk (o] x]
Bank details
s Bank hey Bank Accoum Reference Ban
EUD 200003 10787442 INTRINSIQ NATERIA GEMBARC0000020787442
i tUA 201218 35001378 QINETIQ LTD. GBINOYDINI2E859000270
(Caneal]

6 What to do in case the displayed bank details are incomplete or outdated:

Due to security reasons, please submit your requests to create, update or remove a

bank account to ESA-Finance Department off-line by using the fax form to update

17



the company information which can be downloaded on the Industry Portal:

http://www.esa.int/SPECIALS/Industry/SEMYF4DKP6G_0.html

23 Click OK link label to populate the bank detail field in the invoice.

2 invokce - SAP NetWeaver Portal —: 3 &
Taveice | Mistory, A
—c
Status [n Frocess Total Valve 1070.00 EUR Supplier ASTRIUM GMEN: BUSINESS DIV SPACETE Invoicing Party CINETIOLTDL
Total Vakes (Gross)/Currency: * 1,070.00| [EuR 9 [ Calculare Yotal Vaios |
Balance 0.00
Total Tax 70.00| [ Calciilwee Toral Taxes | yies Tax Datads
Incidental Costs; 000
Paymerk Terms ! 30 days for external venders
Part. Baok U
be ] [incte 4 | E<ciude 41 ot zemege
A Catagory  Purchate Order ftem Quassity Uat  Prica /Uwit  Currancy  Price Unit - Nat ¥alue  Tex
0¢0 L0800 - 1 Eum 1 LODOOD  Cerrsany beout tax 7,0% deferred -
0w [N L ' 0.00 Tax exemption 0.0 % -
060 3 0 s ' ' 0.00 Germany begut tax 7.0% deferred -
(] + 0 ' ' 0.00 Tax gxempticn 0.0 % -
060 s J 0 ) ' 0,00 Tax examption 0.0 % b
0L » 1] 8A ™ ' 37500 Tor exemptien 0.0 % -
0.000 000 EuR 0 0.00 -
0.000 0.00 0 0.00 -
0,000 0.00 0 0.00 -
N 0N BAO. 0 N on -

ﬂPlease bear in mind that if the unit of measure in the contract/ purchase order is
'EA' (instead of '%"), then the process to determine the invoice value is slightly
different.

If the field 'Unit' is 'EA’, then the total net value of the invoice can directly be entered
in the field ‘Quantity'. In the screenshot below the invoice quantity = the total net
value of the invoice = 1.000,00 EUR.

Quantity Unit Price / Unit Currency Price Unit Met Value
1.000,00 EA 1,00 EUR 1 1.000,00

18



2230 Stetus InfProcess  Totol Value 115000 (LR Suppller [IML/UCSTIMNCOSIAND DY, Involcing Party TIME/GYSTON NEOERIAND BV,

Amaiting appravel Sub-status:

Total Value (GrossMCurrency: * [ 1 150,00][EUR _[F¥ [Calcita Tetal vaios |
Balenca: .00

Toted Tax: [ 300,00 Caicuste Total Taxes | yiew Tax Detaly
Inccents Costs: [ ""%,00

Paymwrt Tarme: |30 dwys for eazernal vendors

Part. Bank: I =

VAT Exempbon Number:

| PucheseOrder Rem Quontty Unt  Frios/Umt Currency  PriceUnit  NetVale Tax ‘ . 2
| doooicazse 0000000003 1.000,00 €A a8 m= L 100060 Garmany Input tae 19.0% defurred -
0,000 0,00 R 0 0,00 -
0,000 0,00 o 0,00 -
0,000 0,00 0 0,50 -
0,000 0,00 o 0,00 -
0,000 0,00 0 0,00 -
0,000 0,00 o 0,00 -
0,000 0,00 0 0,00 -
0,000 0,00 o 0,00 -
0,000 0,60 o 0,00 - |
Total Value (Net): 1.000,00 =R
Tax Value 15000 ' EUR
Total Value (Gross): 1.19000 | BUR §
4 38

In the previous steps, you have learnt how to:
e Create an invoice
¢ Complete all mandatory data

e Partially invoice a milestone and use the Incidental Cost field

In the next steps, you will learn how to:

e Add Notes or Attachments to an invoice

e Check the invoice for correct and complete data
e Print an invoice as a subcontractor

e Submit an invoice for approval

19



;Invoice - SAP NetWeaver Portal -

24 prag the scroll bar to the left. 4]

cete ke

Tavaice Number 2000001178 Referonce INVITSSLWSE  Reference Ob). 4000101040  Status [0 Frocess  Total Value 107000 188 Supp
[Close] | [Refmei] | [Check][#owt][Sava]

.-n B N PO L»ﬁ.n S A ]

Pivosire Porty1 < {1805008 744 QINETIOLID, 84

- frad (1003004248 AZTRILM Qi BUAINCES DIV SPACEIE Ly

External [nyoice Number: * vwvnu:,uu - "'j

e [SUD - WEIA (RS \ Py
Par

Invasce Narne:

Invasong Date: *

Taveios Redwlerts (€58 Ewosean Spwce 4. T8

M |:|m|m|man.1 =T B e [M-] Lindude Al | Evclode 20 |

B e e T Ko Yot 22 2t C e e B e et

PR ineves B 21 ’u,,
| S & Invuice Teb M2 (TR 5 0% Es) 2603 te
- 3 = Tnvosce Sab < M1 (1) 2008 te
) O v Incoxe Sob - ML (TP + 0% Ese) 2901 w ||
- 2 (= Invaice Sob - Sarvices 2603 te
| = Tnvosce Seb - Incertye Fem 10% o0t e
B3 O Invoxe =
- = Invove =
2 [ Invosce = -
<
“Y_.. l___fy-l. - I 1.1

25 Click Notes and Attachments label Motes and Attachrents,



B invoice - SAP NetWeaver Poris

Invescw | Hstery, o ")

Tnwelce Nwmber 7000001171 Referemce INVI7S00A56 Refrrence Ob). 4300101060 Status in Frocess Total Yaler 1,070.00 tUs
Supplier ALTRIUM GHBH: BUAINESS DLV SEALR TR Invelcing Party QINETIOLTD.

Cloan | | [Refreah] [ Check |[Post [ Zeva |

fitor Sattmgy

(G ] - s

Assigrad To Cakeqary Descaptien Fle Name Verson Processor Checked Out Type Size (€B) Changed By Changed On
Lﬂ The table dows not cortan any dats

rwamerg 2] Calese | Crvein Guatiean

Close | | [Sefresh’ [ Check |[Post | Ssve

Create Invoice e

Invaiem Mwmbar JI0000ILTY Baleswnis IACTTNI LA Naleynnes Oh) dnaminisi Mutine 12 Brress Tutwl Wb L0702 FUR
Thee AT UM SMbive LUdiETS (Y MSCETS Anvolcimg Pasty J1GTI [0

Cane ! | |Behwit] | (E

T T

I - |
oy ATTRN

File: [ L Bowe
—k Descripson: I
Asszinad TH - Categon Aswgn To: * 1Ganeral D._ @]

i (o) [Caneet)

dutdd Mrractznge |

2 o g 224

Sesgred Ty - Setegury  Dmzrgrn Mie Bame  Sersen  Pragesse Shetsd uf Toge  Sow (080 Chgiged iy Chatyed Gn

Sy Fatwah | | [Thack (Wee | [ Tane
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27 Click File: text box | | Browse.. | to to search for the file to attach
(e.g. scanned invoice).

QChoose file

28 (jick Invoice.pdf list item = Invoice .pdf

29 Click Open button .

glnvoice - SAP NetWeaver Portal -

30 Click Description: text box to enter a description of the attachment.

D Involce  SAP NetWeaves Portal

FRwaie ® narwnes Neferwncs , Saforaniw ) Ao AL

Twial value 1
Sowniia Fhvwwie ing # ety

watre and Rftahmaime Har y0u (O COMR] A0 ATAChTIANt 10U have 55 BEsign it 10 othar e GacuMent genersl €483 o 15 40 LA

Fie D \Dusurnares sd Sat Tovue
-
Cwrzaten
Askon Yo, Garery D, |*

& dibatraing

[BE)[Concel

31 Click OK link label [9K].

/ .
32 (lick Overview label m

22



Involce | Wistory, Back Purmard

[Close] | [Wefresh] | [Chaek] [Past] [=ave]

33 Click Check link label to verify the entered data and check if the invoice is complete
and contains no errors.

23



Invoice I Wistory, ©e .
 Create Invoice e
o J
tavoice Number 7000201571 Reference INVI7S834%  Refarence Obj 420010100  Statws InPrecess  Total Value 1,070.00 (U5 Supp
[Thosa] | [Rafresh] | [EHREE] [ont][Save]
Tor
ot
T
tha
buy
pol
Sub « MS2a (ITP 4 10% Tsc) 0003000000 0
Sub - MS1b (rFP) 2001 4300301080 Q0030062 0t
| Sub - ME2b (FFP + 10% Esc) 2003 4200101060 000000G24 L
M 0 Sub - Services 2003 4000301080 SO0N0000ZY L
¢ O Sub « Incestive Foe 10% 2008 1ot
\/ ihvoice | 0.000
- O invcice 0.000
i * e —
4l ! 0]
34 In case the invoice contains no errors, you will receive a green message to

Inform you that you can now post the invoice. Click Post link label
[Fost] to submit the invoice for approval.
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2 Invokcn - SAP NetWeaver Portal

T
|
‘ ber 7 71 1 INVITERLMSE  Refervoce Ob). 4000101060  Status In Process  Total Yabue 3.070,00 (U8 un’
: [Avoice cothaing NO orrors. You can Hidw post
[Chedk ) (53] (%ave )
Purchase Order Number: 1[add) fing Tok
nvaiong Party: * 1000006743 QINETIO LID nal
Suppler; * . Tok
External Tnvosce Number: * [INV37533/456 teq
Tide: * SUB - M51A (IFP) Pay
Pae
trvoice Name 1nv3IS83/a56
Brveicieg Date: * fane.z0: iy
tnvoice Reapots €54 . Europesn Space A |¥]

Filter |3 Getais ) Getails | Add ttem 2} =/ J ¥ice o= {Delote | [Include &3 [ £<dude 45 ]
~ Une Number  Inchude  Type Product 10 Descripben Produt Categery  Furchate Order  Ttam Quantay Una
[Fay v tveace Sub - M513 (17P) 200t . 0 100000 -

i 2 (™) Invoice Sub » M52a (FFP + 10% Esc) 200t 0™
i 3 ] Invere Sub + MS1b (FFP) Z00% 0 0t
{* 4 () Invosce Sub - MSIS (TP 4 10% Esc) 2003 0 0
- B .| nvoice Sub » Services 2001 0
i+ 4 Invisce Sub + Incentrve Fee 10% 2008 1. Gl
-
S oo Ar—— - -

After posting the invoice, you will receive a message to inform you that the invoice
has been created. The status will change from 'In Process' to 'Awaiting Approval’
and your upper-tier supplier will be notified. In case you are creating the invoice as
a prime vendor, the appropriate person within the agency will get a notification.

35 Click Close link label to return to the Order Collaboration screen.
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D Invoice - SAP NetWeaver Portat

Inveice 1 Mstory, Lt

.
| Action performed successfully.
Invoice Number 7000001171 Reference INVITEANGSS Refecence Ob). 4000101060 Status Amating Apprevsl Total Yalue 1,070.00 EUR

m Inveice crested wih ramber 7000005178

[G58] | [Refresh]

m Wotes and Attach
Purchase Ordor Number; Ad Jot
ooty Peety! * 1000006749 QINETIO LID. s

.. Y
Supplar: 1000004208 ASTRLIM CMb BUSINLES QIVAEACL IR 4
External Invaice Number: * [[Nv37683/ass Iag
Tita: * HUB - ME1A (1TP) 4
Par

Brvvoace Name Inv3PE83/456
Stwoacing Date * .06 201

Bvroace Recpeent E£SA « Eurepran Space A

Loa Number  Indlute  Type Frofut 30 Desonpton Frofuct Categery Furchase Grder Itam Quanhity  Uat »
l -3 v rveooce Sub - M58 (1TP) 200 4000101040 0000008007 140003 1

Now that you have submitted the invoice for approval, the next steps will describe
how to locate the invoice by using the predefined active queries in the Order
Collaboration tab.

iOder Collaboration - European Space Agency - esa-p -

36 Go to the Invoices queries and click on All (26) link label 2! (25] to start the query for

invoices of all statuses.

37 To specify your search open the Quick Criteria Maintenance and enter the Invoice
Number into the Invoice Number (Internal) text box

26



38 Drag the scroll bar down and click the Apply button to start the query. The
invoice list will display the result(s).

Weltume ALENIALY, ' ”

@esa =p...

o
~ extranat

m Order CoMlaboration RSN

Overview

Gder Collaboration | Mistory, Dack .,
[ FENE "
| Detailed Nawigation Changed On 4 =y To [T%) ~ &
* Ordar Collaburation Created By B
Paymant Baveline Oatn: > [ n} Te 1] >
I Sorvices =] External Irvcics Number
Create Documents Total Tax M To ®
. ‘Emna_in.ﬂ'um Total Valus > To »
¢ Mece
Completon Date m To m »
.C«Rrol ':,"w“' Blocked by o u
Invoncng Sarty: > ol
l Portal Favories - Apply
(@ There are no Rems to Wiew [Standard View] | | Crests [nvoos | ! ] yluste § Zrint | Refrash |
display 7 - £
B\ Invoics Number Invoice Name Posting Date Creates On Created By Invore Number {sxtemal)
2000001171 Iny37583/455 24.06.2010 14 05,2010 ALENIALY INV3T583/M55

Copyright @ Eerapaen Epace
Aganay, Al FghEr resaned,

27



39 Click button # to hide the detailed navigation menu on the left hand side and enlarge

your screen.

Welcome ALENIAYY

@cesa =p...

m Order Collaboration ESA Links

Overview

Oder Collaboration
3 Cnanged On LS}
Crested By . o
Payment Baselre Date v 't

taterny Invoice Number

Total Tax

Total Value

Complenon Date o m
Dlocked by: 0
Iowotong Party D
Aosty

Viow [Standard view] |w| [ Creste invoice |

5. Invoie Number Irveioe Name

10000011721 1375835358

Fosting Date
24 062010

Created On
14 06,2010

o
o

5935

Created By
ALENIALY

o
extranet

| Hztory, Hack A
-~
[Refrosh |
Irvaios Number {external) Seatus Toral Amo
INY3TSE3/456 Awating Approval 1

gOder Collaboration - European Space Agency - esa-p -

40 Click 7000001171 link label Z000001171 to display the invoice details in a new screen.

In the display invoice screen you will notice that your invoice now contains several
new tabs: Header, Item, Tracking and Invoice List tabs appear now.

28



r;lbisplay Invoice - SAP NetWeaver Portal -

41 ¢ Inwvoice list
In order to print the invoice click on the Invoice list label .

2 Display Invoice - SAP NetWeaver Partal ffer &)
| Olwplay Envoice | Hestory, -
s

Display Invoice fizk
Toveice Number 7000001171 Uxternal [nvoics Number INVITR0M% Purchase Ondor Number 4000101040 Status Awating Aporaval
Total Value 147000 tUR Svpplier ALTRIUM GMOMN- BUSINERE DIV SFACE TR Favoickag Party QINCTICLTDL
Closo Refrash Halatod Leks ,
Overview e ader Pem Noees and Amacherares Tracking " fevoice Wt |
IV Number: (7000001173 Conrace: 4080101060
Misytone ID; (103001 201 Ssb - WS1a (179)
s 3.01.001 %07 1TP 5ot [Qineta)
Suppher: 1008004 285 ASTRIUM GMEIH. BU Inviscing Party: (1000006 749 QINETIG LTD eoeste dute 24.06,2010
Lavsice Name: bavaTsaiise Crasted by ALENIALY Creason Dete 14062010
Payment Batakne Dats
Porting date 1T 34.06.2010
[Prien Supohes Srrvesce Farm |
Lavel Froe To Net Amount - Vat  Tas Amourt Total Cwrrmncy Payed st Paymwet Text  Exfernal IV Humbaer
0L QINETIQATD, TIMUWISE DESIGN INT. ATD, 1.000.00 3¢ 0R20 107000 TR INVITSRV A
Cheas Befresh Rolated Unks
|

@ Please note that during the approval workflow of the invoice, certain fields can be
edited (e.g. external invoice number, tax amount, total value). Therefore, any upper-tier
supplier will be able to print an “outgoing” invoice and an “incoming” invoice from the
Invoice List tab. In above example, only one outgoing invoice is displayed (From

subcontractor Qinetiqg Ltd to upper tier subcontractor Timewise Ltd). The Prime (Astrium) is
indicated as Supplier on the header of the invoice.

F;IDisplay Invoice - SAP NetWeaver Portal -

42 Click Print Supplier Invoice Form link label LPrint Supplier Invaice Form | 13 case you have
more than one line, please select the line of the invoice you wish to print first.

F;IFile Download

43 Click Open button .

29



,1] Supplier Invoice Form

Ii'rg

SupplierInvoiceForm.
pdf

This document contains all the relevant information for suppliers to be submitted to ESA

44

«»

Click Print button ﬁ to print the invoice and return to the display invoice screen.

Please note that the below screenshot illustrates and example of what a Prime supplier will

view in his Invoice tab (unrelated to the example of this document):
Ovaroew Puacar am Pictwn and Attachewnts Trackng g mﬁ"

IV Kumber) 7000029141 ° Comract 400010137&

Misgtone [0 101,05 .002.001 SubSct - W51 (Ir@)

e 1.01,00.002 WPP FFF 2 SutScb [Timewse]
Loppie 1000004355 ASTRIUM GNEN. BUS Imocng Party: 1000000020 TINEWISE DESIGN It brvaang cala: 2s.09.2010
Invaice Name: TEST home CONF 60500494 Croated by TESTE_USER Creaton Date ©9.02.2010
Paymert Seseine Date
Posting date F1 09.08.2010
Fuymare Date N Updaks Tatle | | Prire Suspher Invesee Form
Puyment Toxt
Laww! From Ts Net Amocnt Vel Tax Amount Tolw Cuwrency Payef sl Paymest Texd
1  TIMEWISE DESEGN INT. LD QIETIQ LUTD. 150000 20 0400 150400 EUR
w2 QINETIQ LD ASTRIUM GNEH- BUSINESS DIVISION 180000 2D J0400 150408 EUR
203 ASTRIUM GMBH- BUSINEES DIVISION ESA 150000 ZD 0400 150400 EUR

rL:IWeIcome - European Space Agency - esa-p -

45 Click Home tab control m

@ In the previous steps you have learnt how to:

Create an invoice

Complete all mandatory data

Partially invoice a milestone and use the Incidental Cost field
Add Notes or Attachments to an invoice

Check the invoice for correct and complete data

Extmnat IV Namber
EXT 2347R29E2
EXT 2782842
EXT 234782842
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Submit an invoice for approval

Print an invoice as a subcontractor

In the next steps, you will learn how to:
Approve an invoice as an upper-tier contractor

Check the status of your invoice

gWelcome - European Space Agency - esa-p -

46 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' to disposition
2<% an invoice (or confirmation) sent by a lower tier for approval.

glnbox - European Space Agency - esa-p -

47 The inbox 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 tab Alerts is not used in esa-
p. Click label of column =ent in order to chronologically sort the work items in your
inbox, most recent on top.

glnbox - European Space Agency - esa-p -

48 Click label to open invoice number 7000001171
which is awaiting your approval.

@ Although it is possible to approve a task directly from the inbox (scroll to bottom of

2=~ the screen), it is strongly recommended to open the document and view the
contents before making the decision. Moreover, in order to view or add attachments
to your approval (or rejection) and to change the external invoice humber, tax code

field and print the invoice form, it is always required to access the document via the
hyperlink.

glnvoice Details - SAP NetWeaver Portal -

49 Click External Invoice Number: * text box |IN¥37583/456 | to enter your
company's invoice number reference.

glnvoice Details - SAP NetWeaver Portal -

50 prag the scroll bar to the right ... A
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ilnvoice Details - SAP NetWeaver Portal -

51 Click icon ™ in the Tax column to change the tax code and indicate that you (as
Prime) are tax exempted.

52 Click control Tax exemption 0.0 %

1aveice Detalls | Matory, . .
\ i

Ner Number 4000101060 Status Awatog Approval Total Value 1,070.00 tus Sepphier ASTEDM GMRH: BULINISS OIVZPACCYE

Related Lnks
| Invoice st |

ot Veboe (Gross)/Curroncy) * 147000 s [Cukdane Torw Vs

Balance: 0.00

Joay s 70.00] [Calkulata Total Taret | View Tax Detads

Inodestal Costs 180

Paymment Terms: 20 days for axtemal vendors

Part. Bank: EUA _'?
Cata Mgration Deferred Tormes Taxes not » SAP |
Not Apolicadle

NOT USE Dtaban tax exemgton 0.0%
NOT USE Finoush 1ngest tar sxemption 0.8%
NOT USE Crech (nput tax exemption 0.0%
N woT Uzt Lunembourg tnput tar exemoben 00%
[ Tox eremption 0.0 %
}., - : 5 .= - . 3= NOT USE Netherlands tar srempton 0.0%
Purchate Order  Ttem Quanaty Ust  Price /Unit  Currancy Price Unit  Net Vald 5ot USE Norwar tax exemption 0.0% -
4000103040 [ 140000 A 3 tun 1 LENUNT Germany Input tax 7,0% deferred -

53 Click Calculate Total Taxes link label [ Salculate Total Taxes | The total calculated tax will

be zero. The Balance field will show a discrepancy of 70EUR and needs to be set to
zero.
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1avelce Details 1 Motery, Bach Torwsed [B)

o

Related Lnks
S Ve fNSispomtaor 107000 (tue | [Colcdane Total Vaiue |
Balance: [ 0,00
Total Tax: T
Incidestal Costs: ]
Part. Bank: CT .
Cata Mgration Oeferred Tormer Taxes oot i SAP
Not Applicadle
NOT USE Jtaban tax exesgton 0.0%
NOT USE Finoush 1rgett tar axemption 0.0%
| NOT USE Crech Input tax exemption 0.0%
NOT USE Lunembourg [nput tax axemoten 0,0%
 Tax eremption 0.0 % 7
_ e e AR o | NOT USE Nethertands tar eremoten 0,0%
’r  Purchera Order  Ttem  Quantey Ust P Untt_Cx o A M NOT USE Norway tax exemption 0,0% -

 Leauas Germany Inpu tak 7,0% deferred v L

. L D

54 Click Calculate Total Value link label [Caleulate Total Walue ] t4 recalculate the total gross
invoice value. The Balance field will be updated to show zero discrepancy.

!Invoice Details - SAP NetWeaver Portal -

55 Drag the scroll bar to the left El ................................... .
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ensrriore [ b d! 111

Supghen: * 1000004208 ASTRIVM GMISH: BUSINESS DIV SPACITE
Tale: * S <

Invaice Name: B |
Invoicing Datel * [27.01.2011

56 Click Invoice list label Invoice list,
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| Mmtary, Bam Farwes T_-':

"~y

Tavoice Nember 7000001171 Dxternal Invoice Number FESA#635-232 mbu-udwn_iumvw Status Amating Asproval
Totol Yalue 1,000,00 ruR Supphier ATTRIUN MO QUSINESS DIV SFACITE  Invelcing Party QINLTIOLTD,

.‘ [Edei[Cluse ] Retated Links ,

I¥ Wumber: (7000001174 Contract: SD00LCL060.
| Mlestans 10! 3.65.081 601 Sik - 514 (FFF)

WP 13,0300 MEP FIP Scb (Qunatig]
| Swpler: {3000004208 ASTRIUM GHEM- DU Invoicng Party: 1020006743 QINETIQATD, | bvoiang dets: (24,96,2010
Invoecs Mame: TnvdTEIMASE Craatad by ALENLALT Crestian Date: 14.06.2010 |

Paymert Baselee Date| | |
Posting date F1) 114.06.2010 |

| Nuvinmd Dute

Puymeed Test

| . —

- [E3ti[Ciose ] Rakated Links ,

| =
1| T’J

57 Click Print Supplier Invoice Form link label [Print Supplier Invoice Form |,

!File Download
58 Click Open button .

! Supplier Invoice Form
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IHVOice esa_p

OFIGINAL ELECTRONIC INVOICE
PRINTED ON: 10.03.2011

From: Ta:

10000035923 QINETIC LTD. 1000007970 ASTRIUM GMBH

75 HAMPSTEAD ROAD AVENUE DU GENERAL EISENHOWER

NW1 2PL LONDON 31037 BP 1228 TOULOUSE

GE FR

Vat Mo Vat No.:

Payee Invorce No: 1ODAWI1157-00 Invoice Date: 2.02.2010

ESA Registration Number: 7000001171 Issue Date: 28.12.2009

Omigmator Ref : PESA4635-232 ESA Registration Date:  28.12.2009

VAT Exemption No.: Met Amount: 1.000,00

Invoice Status: Deleted Tax Amount: 0,00
VAT Coda: MNOT USE France tax exemption 0,0%
Total Amount: 1.000,00
Cuwrrency: EUR

Parent Contract: 4200021363
Confract: 4200043009 GALILEOQ IOV PHASE/SYSTEM SUPPORT ACTIVIT

MPP: 1.02.02.001 FFP: ATP - FFF PAYMENT PLAN FOR ACCREDIT
Milestone: 0000000001 4: Successful Completion of S-PCDR

Payee: 1000003523 LOGICA UE LTD Mame on Account:

75 HAMPSTEAD ROAD Bank:

NW1 2PL LONDON Bank Code:

GB Account No:
Payee VAT No: IBAN Code:
Reference Details: SWIFT:

This document contains all the relevant information for suppliers to be submitted to ESA.

59

Drag to

60 =
Click Zoom Out button

; SupplierInvoiceForm[2].pdf - Adobe Reader
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61

Drag to

62 Click Close button .

; Invoice Details - SAP NetWeaver Portal -

63 Click Notes and Attachments label Maotes and Attachrents,

64 Click Overview label Tverview,

; Invoice Details - SAP NetWeaver Portal -

65 Click Approve link label to approve the document and send it to the next
approver. The Approve and Reject buttons will disappear as you already performed
this action. In this example, as you are the Prime approving, the work item will how
go to the inbox of the responsible person within the Agency to await approval by ESA.

Display Invoice (Approval mode)

Invoice Nomber 7000001171

Invoicing Party JINETIO LTD.

£dz | [Close

Overview

Approve | Roject
Puechase Order Number:
Invoscsng Party| *

Supplier; *

Extornal Invoice Number: *

Titde! *

invoice Name
Invoiang Oate: *
invoice Recipient
Approvat 1edo |
W Itoms
Detads

Lne Burnder
Cae v

Header

inchade

Praea Proview

ftemn

1000006749 QINETICATD

1000004238 ASTRILM GMEH- BURINESS DIV S0ACE

INVY37583/456

SUB - MS1A (FFP)

27.01 2011

ESA - Eurcpean Space A

Tyoe Product 1D

Invoice

External Involce Number INVI7583/456

Notes and Attachenents

Dascription
Sub - NS1a (FFP)

Purchase Order Number 4000101060

Tracking

Product Categary
2001

Invosce fist

Purchase Order
4000101060

Status Awashog Approval Tot

1tam
0000000007

Quastry  Untt »

1000, [
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66 Ciick in the Approval Info button [Approval Info_ in order to check status of the

Approval loop

and the documents related to the item. In this example, approval by

Prime has just happened and now the invoice is awaiting approval by ESA.

Inveice Details

Inveicing Party

Display Invoice (Approval mode)

Invoice Number 7000001171 External Invoice Nember (WiI7589/456 Purchase Ueder Number 4000101080 Status Amating Approval "'(
INETIO LI,

(€3t [Eia] | [Frint evaviaw]

1 Hstory, -

1

m Header | Item | Notes and Attachmecss Tracking | Tnvoios bst
Purthase Order Number: \ TR
Asdtzoral Infermation x) ol
Tor
Display details
1o
Document Number: 7000001171 M5 Title: NSUBLEVELY Pay
Status: Awaitng Approval Substatus: Awaiting Approval by ESA Reference Contract 4000101060  Reference Item: D000D00019 Par
Invoicing Party! Supplier Name! PRIME
Werkfiow Ing | Ralated Oocuments
Company Name Company Code Received On  Processed On ¢ ”
U8 100000008 S 03,2001 231342 24,00 3031 12
PRINE 1000000000 24012011 33:32043  24.01.2011 42 »
(£ 2 24012011 £2142:42
_OK]

67 Click in the ta
Approval loop

b Related documents "™ ®*“"*% iy order to check the status of the

and the documents related to the item. In this example, you can see the

Confirmations and Invoices related to this item.
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68

69

amruTLL W ) ormese g -

Display Invoice (Approval mode)

Involce Number 7000001171 External I ber INY37563/ Purchase Order Number 4000101020 Status Awaiting Approval ruj
Inveicing Party Q[LETIO LT, |

E;!—@ [Prink Praview |

n-'_mg” ltem | hotes sed Attachments | ol | vaml Irvvoice list

o t Numb 171 S Title: MSUBLEVELY Pay
Statos: Amaiting Approval Substatus: Awatting Approval by ESA& Hefrronce Contract 4000101060 Reference Ttem: 0000000015 Par
g Party: 1 lier Name: PRIME

o t Trpe o t N Geogs Amouet - Currancy  Status Subrtatuy =l -
| Confirmation 6000032142 001 EUR Posted in the Backend |
| Confirmetion 6000032211 0,02 EUR Postad in the Backend o
Cancelaton £000032280 0502 EUR Fosted in the Backend Awating Approval by ESA |
Conhrmation 6000032380 106,00 EUR Postad in the Backend Awaling Approval by ESA
ULl |
| Confirmation 4000032390 0,01 W Awatng Approval Awalting Approval by Vendor
Lox]
{=
« .

Click OK link label 2K,

Click Close link label [Elase].

ilnbox - European Space Agency - esa-p -

70 Click button 4 to hide the left hand menu structure and enlarge the screen.
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Wileame ALESIARE

Order Collabarstion  ESA Lnks

Inbos " equ

Mome

Inbox

O Teky QRSN s

Metficahiue

Skt

Asgreve loveiss surrbot JINOMILITLTY

Amiere Cordrmatisn Murbes A0SN0TI0I] tram ALENIALTIG

Apgrove Cordenation Nurmber §020001 064 from ALENIALTIG

fiparpve Invose nymber 7000001001 &2

frgoare Sorermataa Sutmee A0S IAUTAZ Soum ALRMIAAA (U
| Bpmcace Sorfrmatizo torber A020020%E) tnum AUMIALI T
| fumrave Cudrnubian Nurier 4020000917 Srum ALEMIALY D
‘A‘H'I' 20 L4 /l[ LU ’l'l”":'.’l}.‘.‘m s Trum & L TES !'T‘
A arfsnation huoders 0S0USI0 tram & E" Al T"]
00000830 trom ALENIALTIY

]

fpgenye Cordrmatizn Kumder §

Row' 1lefani~liv]

ppr | b 1171

Now apiroval reguest
Sypphar code! 1000004288

Document rebarsnce: 7000001471

Amourt: 1.750.00 ELR

Porthsse order: 4008101060

Miezmone 101 101001 008 Sob « N1 (FFP)
MPF: 3 0] 201 NPF PP Scb [Qineti]

[Pk Freview | & escbmi

Show: Mew ans In rogress Yasks {18 /10) [eliatl |

i 1o you far Toll Qg & date

‘}u};; To e

from

ALENIALY,
ALENIALY,
Gersol Drtega, Juan José
ALENIAL Y,
Oppeaheimer, 1.
ALENIALY,
ALENIALY,
ALENIALY,
ALENIALT,
ALENIALY,

Yesterday
Jun 11, 2810
Jan 9, 2810
Jun ¢, 2000
Jun 1, 2000
May 31, 2010
May 31,2010
May 31, 2010
May 28, 2010
May 28, 2010

™ axtaanet

| Metorp, Hagh

rashe Tase | Ahus Sty trds Sresisaiy
Pricerty 4 cus et
Normal New
Normal New
Normad New
Hormal New
Normad New
Normad Now
Normal New
Normad New
Normal New
Normal Rl New

71 Click the main menu icon left of the Hide Preview link label Hide FreviewE]
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Welcumn ALENLIASY

esa-p
supphers area

@:esa

Mame Ordar Collabioration
Inbox )

ESA Lmks

inbox

i Row! 1latan [~ |[=]z]

Approve Invoice numbes 7000001171

d e you for fobumng dwa

thew approval reguest assy
Supplier code ! 1000034253
Documant reference; 7000001871

Amagrk; 1,750 .00 ELS

Purchase ordee 4000201060

Niwrtone 10: 1.01.001,001 Sub - NS1a (F7P)
NPP: 1.03 001 M'P 1P Sub [Qinetis]

| Azprene || Reject | Datalds || Prirk Sreview || Nasubirst || Assgn Yo Me

L
© extranet

| HWistore,  Rack

| . Tarky Mlm Alerts | Nesfiratans
Shoml [New and In Progress Tasks (187 18) [8][#1 s [Craate Task | Shis Fikzes side Poavaw|
Hafrush
“ubjes | frem Sam T Prrocnty
Acoteis nisim s SOOI ALERIALY, Yeaturday SURSEL Oisblay Connaction Stabia
fanrsys Sufrmatinn Sushiar Q0MQULIR frum ALENIAZ Y ALENIALT, Jem 11, 2010 Normal New
Aaorsxs Sartomstnn Mumk ez A0RG00AALE. bum ANIALI TS Gursol Ortega, Tuas Jowh Twn 9, 2000 Normal New
ACDNAYE 10VEILE Smbe ALENIALT, Juen 4, 2010 Normal New
113 from ALEMLAL 2 Oppenheimer, 1. Ten 1, 2010 Normal New
ag 0 Murdier 000000901 from ALENIALT & ALENIALT, May 21, 2010 Normas! New
Agprove Cordernanon Numiies 000000047 hrom ALENEA 1R ALENIAL7, Peay 31, 2010 Normad New
A00r0ve Cantemanon Mumbier SUDGODGSHE trom SLENIAL Y ALENIALT, May 31, 2010 Normal New
AQprave Cotdergtion Nusdier SU0GOLA00 hom ALENIALTwm ALENIALT, May 28, 2010 Normal New
Apprave Confemption Nusdier 00000 hom ALENLALTw ALENIALT, Pray 28, 2010 Normal 3 New

Please note that even though you have just performed the action of approving
invoice 7000001171, the Task might still be in your inbox. In this case, you need to
refresh the content of your inbox to reflect the latest status.

Refresh

72 (Click Refresh menu item to update the information in your
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inbox. As you can see below, the task to approve invoice 700001171 has disappeared
from your New and In Progress Tasks list.

Wolcome ALENIADY, Mg | Log on

esa-p
suppliers area s

" extranet

Inbox
et | Mistarv, Gach )
| |
ey
‘ DATVS, Alety | Notificetions al
Showi {Now and I Progress Tasks (57 /17) [#3ial - [Create Task ] shaw Nitary Higy Preven s
Sumpat | From Gent *  Pnorey 4 Due Status
Astrove Curfomannn fumbier sOCOURLIL Toam ALENIALY > ALENIALT, Jun 11, 2010 Normal New
Apgcove Corfemation Nymber £00000) 06% from ALENTALT S Gersol Ortego, Juan José  Jun 9, 2010 Normal New
Assruea Lo numohes 290000388172 ALENIALY, Jun 4, 2010 Normal New
Apceove Confrmaton Number 000000242 from ALENIANL B Dppenhelmer, L Jun 1, 2010 Normal New
Assrnye Corfrmation umber, $RC00UURLL, from ALIIALL TS ALENIALY, May 31, 2000 Normal New
Apscove Corfrmation Numbrer $000000%87 froms ALENIALT W ALENIALT, May 31, 2010 Noemal New
Assravs Susfrmation Sumba g ALENIALY, May 31, 2050 Normal New
ALENIALT, May 28, 2040 Noemal New
Corfomahnn Sumber (00 3 ANALID ALENIALT, May 20, 2000 Normal 3 New
o Corfymayon Numbes nALENIEL W ALENIAL T, May 28, 2080  Normal New
Row 1ofas (~][=]¥]
Approve Confirmation Number 6000001091 from ALENIALY
You are responsible for approval of Confirmaton
(goods recept or servize enry) Tasdshy'.
Tou can pwitch to Corfirmation 1o check the documant and than spprove or
reinct it
Suppler Document Numder
Entered Sy; ALENLALY
Entered On: 11.06.2010
Groas Amount: 044
Cyrrancy: GB#&
Goods Recept Shp
Bl of Lading
= -
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73 Click Show: combo box |New and In Progress Tasks

work items.

(17 /17)|*| to select another list of

Weolcomn ALENIAD)

esa-p

suppliers area

nks
Inbox
Inbox
ATEREGTFIN, Ao | hothostions
Shom! [hew and (o Frogress Tasks (17 /17) [w (&l I~

New ond In Frogress Tasks (1
EUDJE Tacks tor Resubmssan
[ Saued Completad Tasks

Sgureye Cunhersation Nutber s000000017 frare ALENIALTM
Approve Confirmation Mymbaes 00002GG91% froos ALENIAL? T
Agpreee Junfirrration Sumbee 200000000 frars ALENIALTIY

faureo Sunhinnation Sumbsc 000000897 Sran AMINIALZ SR
Approve Cynhrmation Mymber 00DGHARE drom ALFNIALTIO

Row| 1 ofa7 (~I=]T]

Teud are reipoonble for approval of Carfrmabon
(peods recet or service mriry)] Yaudsba',

reject i,

Suppier Doournant Numbar:
Ertecad Dp! ALENTALT
Erterad On; 11062010
Gross Amount: 045
Cumency! GBP

Boods Recokt 5o

BiF of Ladng!

From

ALENIALY,
Geryol Ortega, Juam Tosé
ALENIALT,
Opponhuimer, .
ALENIALT,
ALENIALY,
ALENIART,
ALENIALT,
ALENIALY,
ALENIALT,

Approve Confirmation Numbar 6000001091 from ALENIAL7

Yo can smich to Corfrmation ta chack the decarment and then spprovs or

"atranset

| History,

Back

{

&)
=

{ Create Tanb | Shga Filtec; Hde Pravies )

sant »
Jun i1, 2010
Jwn ¥, 2010

Jun 4, 2010

Jun 1, 2010

Moy 31, 2010
May 31, 2010
May 31, 2010
May 28, Z0L0
May 20, 2050
May 20, 2010

Foonty

Nurmal
Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal

§ Due
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74 Click Completed Tasks list item =ompleted Tasks . The task to
approve invoice number 7000001171 has moved to your Completed Tasks list.

esa-p

suppliers area
extrame!

Inbos I History, Sas =
N
| Tass (UTUATE | Alets | hattoatioos =
Ehow! |Compietad Tasks 120) - Show Fikers Hede Frevies Nefreshm

Subpct Sent, Oue R

| Snsrpes lavgsce numbic MODHGIATE M 14, 2080 2(56 #N Comglstad
fpaeosq) prpcess worktiom 01 I0=Qiges airtevod By sus0bers n 14, 2010 2166 &M Completad
Apgrove Contermatan Nuntiee ¢0O000LLLE frum ALEN[AL? Jun 342000 15043 AN Comgletad
ARgcoxe InyIce e . N 12, 2000 19117 AM Comoleted
fpscueal Overrwe far i Extrennce T000A140 Xn 13, 2010 19:06 AN Cormplsted
feacpse Confrmatan Munhc 650020 Sum AMMIEL? un 11, 2010 19:3G AN Comglstad
fuarure Confrmatun Mambac (RQURI1M02 Smm ALEYIALT Jun 10, 2030 2:08 &N Comgletad
Snsenve Confemetnn Muanber 000201272 frun SARHIALL Jun U, 2010 10:50 AW Cumgletad
Ansroen lovose tambae NOMO0AD Jan 4, 2010 6:34 M Comglatad

Apgrore [Bypice inanbee MNOMIOTS TS Mey 32,2020 13:22 AM Completed
Pl Rem| 1istan FliEliEl

Approve Involce number 2000001171

Now approval requast assigned to you for flbmng document daty
Supglmr cade: 1000024200

Docement referasce: N0M0R1YL

Amoent: 1,75000 EUR

Purchass arder: #000301860

Miextone 1D 1.01.001,001 Sub - M51a (ITP)

M9 1.01.001 WP PP Sub [Qnesq)

In the previous steps, you have learnt how to approve and modify an invoice as a
Prime. In the next steps, you will learn how to check the status of your invoice.

75 Click Order Collaboration tab control = 2rder Callabaration



gOder Collaboration - SAP NetWeaver Portal -

76 Click All (41) link label 2l {41] to view all invoices, regardless of the status they might

have.

Welcomm ALENIALL

approved (0)

\ esa-p
(j; esa suppliers area
m Order Collaboration [EEENFIEY
Overview
Oder Collaboration
(B -
| Detailed Navigation
+ Order Collsboraton AN e
h 9 Carts () Awaiting Agoraxal {0)
l Services = Purchase Orders  Ordeesd (10e]  Saeed (0]
Creaste Documents Confirmations Qelsted (00  Axatog Auproval (0
o Ezdarnal Sunficatian RIS R
s jnvocwe Inveices Fagerding Coogietad (O yra
Central Functions Invoices - AN
« Risplay Co 1D
| Hite Quick Criteria Martenance
l Portal Favorites -
Invome Number (Intermnal)
» DTEST Folder Supglier 3 5
b CTess fors Invocs Neme :
peren Purchase Order Number v
* LEA Watnite Stetun: Paid
+ Cndur Collabioration Created On 4 s ]
Currency » U

Copyoght @ Eorepasn Spece
Agency. NLghes seiaried

Invoice Date
Sapolinr;
Masder Titie Long >
ftam Tdle Long:
Payment Date

VAT wenrroten fumber;

Changed 0o > s
Craatud By 4 a
Payment Basshine Date ) i}

To

To

To

To

extranet

AL

Eals

g (10

Cangsleg
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77 Click Invoice Number (Internal) text box L lin the Quick Criteria Maintenance
section (you might need to open this section first) and enter the 10-digit esa-

E invoice number starting with 7%*.

Welcome ALENIADY

g:=esa

R oroer cottaboration

| Overview
Oder Callaboration
B
l Detailed Navigation
* Qrder Collaboraton

l Services m)

Create Documents

o Datmrnal Cordfirmation
. !gvtdcl

Central Functians

* Risolay Comnany Daty

I Portal Favorites -

» DITEST Folder Supplier
» {3 Test Suppliers

* gaen

o SRA Nabalts

* Order Cokaboraetion

Capyraght @ Eurspean Space
Ageacy Allpights reservad

esa-p
suppliers area

ESA Links

Active Queries

Shopping Carts Savead () Awatting Approval (0)  Appravad (

Purchase Orders  Qrdered (126]  Zaved (0]

Confirmations i {

Dalute

Saved (0)

Approved (183)
(00 AleLy

1)

Invoices Recordng Somplated {0)

Avating dpproval (1

Al (1)

g

o
extranet

| History, Back

stected {10)

Cancaled (3)

Invaices - All

[ Hide Quick Criterss Maintenance

Invores Number (Internal); @ 7000001171 To 5

Invosce Name: ’

Purchase Order Number: °

Status: |Paid -

Created On: . 1 To

Currency > a

Invoice Dats o i To in}
> (s

Supplier)

&

tHeader Tiths Long: o

Itern Tale Long

&
o

Payment Date > '4] To
VAT exemption number s
Changed On To m &
Crastad By:

To I{b 4

Payment Baseline Dats; ¢
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78 Delete any additional search criteria before activating the query. In case you don't
know the status of your invoice, leave the Status criteria blank. Click Status: text box

E to oeen the menu of available criteria values.

Welcome ALENIADYL,

cesa ¢
= suppliers area
m Order Collaboration ESA Links
| Overvien
Oder Collaboration
[ "
I Detailed Navigation
* Order Co¥sboration Active Querfes
Shopping Carts 2] Awmateg Approval (0] Approved |
I A 0 Purchase Orders  Orcared (126)  Saved(Q)
Create Documents Confirmations Deletad (0] AwaltoaAgecoval (01  Agprovsd
v External Cordirmab % H
s [nviocs Invoices Recording Completed (( Saved (( A (41)
Central Functions Invoices - Al
o Risplar Comeany. Data
| Hide Quick Critaria Maintenancs
I Portal Favorites (W] X
- Invoive Number {Internal): = 7000001171 To
¥ QITEST Folder Supplier Inselea:N P
’ DT“’ Sul » Nt Name '.
. pen-g Purchasa Order Mumber v
v EEA Wabalie Status Paid |«
* Order Collaboration Creatad On =
Saved
Currency ? Red se Rejectad
Capyprght @ Esrspesn Space a . -~ Seamm e |
Ageacy. All rights rerervad, Invons Date: < [ Postad in the Backend ]
Suppher: ) Paid
. (Approved
Header Tale Long @ |
_ Deleted
ftem Title Long: 7 | Canceled
Payment Date > Awating Approval b

VAT sxamptoon rumber;

Changed On
Created By:

Payment Bassline Date

Waiting for Precading Document ¥ )
s To

v
& To

-

AL
extranet

Bark
Racx

| testory,

(Aidl Saved(0: ALl Relestadiill
Awalbrg Aporoval (13530 Cancelsd (3]
4
m
26
| 2a] L
| 2a) >
14 £
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79 Click list item

Welcame ALENIADT,

@esa

Order Collaboration
Dverview

Oder Collabaration

esa-p
supphiers area

=« -
| Detailed Navigation
« Grder Collaboration Active Querios
- sSh g Carts Awaring Appraval (9]  Approved ()
I PERR A o Purchase Orders Saved. 10}
Create o":"'_“‘“ Confirmations Deleted (0) Awasing fopcoral(d) Apmreved (153)
: mwm Invoices Recordna Completed (0) Sayed (D) ANEY)
Central Functions Tovoices - All
« Rizploy Company Daks
| Hide Quick Critsria Maintsnancs
I Portal Favorites = s —
Invoive Number (Internal); & 7000001171 To
¥ CITEST Folder Supplier % .
» O Test Suppliers Invoice Name: @
. gsaop Purchase Order Number:
o ESA Webeite Status! |+
* Ordar Collaboration Created on: ¢ [ a} To
Currency! < [l
i::::hz?:::,’:::::::' Invaice Dats: m To
Supolier: b
Header Tale Long e
Item Tale Long: @
Payment Dats o ™ To |
VAT exemption number: o
Changed On; o m To
Craated By : =)
Payment Baselne Date @ s} To |

Avatns Appreval 1133}

Saxed (0)

"~ extranet

| Hstory, B

Al Relested (20)

canceled (3]
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80 Drag the scroll bar down and click the Apply button [&pelr o activate the search
according to the specified criteria. The list of invoices corresponding to the search

criteria is displayed.

Weltuns ALENIADE,

@esa =

m Order Collaboration SRR

Uverview

Oder Collaboration
[
I Detaded Navigatins

* Order Collazaraton

' Seevices 0

Contral Fenctions
+ Desplay Compans Doty

I Portal Favorites '

* O TeST Folder Suppiur
» 3 Test Sunplions

v LR

v EEA Wabilly

* Qrder Colloboration

Copvright © Eurvpasn Space
Agercy. Al nghes rerarnad

VAT sxamption mumber
Changec On
Cresed 8y

Payrnest Bassline Date

Extermal Invoxce Nymbar;

Total Tax
Total value
Completon Date:
Blocked by
Inveiang Party
[Aogiy |
View [Standard View]
B Invoes Sumber

1000003371

invoce Name
InvITIDNA50

ag8

Je] [Creste tnvoice

Posting Dwie

24.06,.2010

To

Craatad On
34 062010

&
" extranet

Hstoey, fack

| 2u <
v L
®
&
o
| Rafrash
Crestec By Invace Narser (oxturnsd)
ALENTALY FESAAGIS-T32
’

81 Click button 4 to hide the Detailed Navigation menu on the left hand side and enlarge

the screen. As you can see below, the status of the invoice is still Awaiting Approval.
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gOder Collaboration - SAP NetWeaver Portal -

82 Click Refresh button to update the invoice list.

Weit a A0y

@Gesa =2...

" entoset

Dweorvien

Dder Tsflaboration | tomory, Sack .

Cherged O o) = ~ -
Crushad By ) o

Favma Beselve Dotn. 2 Ly} L] o &

External Irvaice fumter

Tatel T

Tetal Vaue

Carcglatian Date b
Blycked by a
Iavocng Party ¢ 2

Apgy

Whem tandard Vew| |w] | ey Invese (Aafeeih]
L T Towoiee Hams Pastng D Creaned On Crawnd By Lo piom Mammbay [#staernad ) ates Toesh Anst
200200507 IrSesLese 24,06 2000 13,06 2010 ALENTAL? PESASS %232 Ragesved 140001

0

-

‘. L)

After final approval by the Payable Administrator of the Agency, the status of the
invoice has changed to Approved. Please note that no more action is required after
this status.



83 Click Refresh button [Refresh ],

Weltoame ALENIAND

@esa =v...

Oeder Collaboration NSRS

Dverview

Ddur Callaboration

Externsi [avowe Number

S Inveien Number Imvaee Name

FORG T =

The status Posted in the Backend indicates that the invoice has been replicated to

Chanped On " T
Crawind By: m
Papimest Saseline Oate 0 To

Total Tax
Tetal Vabie:
Completion Cate o o}
Rlocked by )
Imvocing Farty: > )
Appiy

View (Stsndord View] 1w | Creats tvoes |

Fasting Tate Craated On

2hs.2010 v2.06.2010

o
extranet

| Hstory, Rt

| Ju] S
:v
=2
14} &
| v;lr’-‘;\‘
Creatad By Inveiee Kumbar (sxtwmal) Status Total
N, Dearey DEWXIEXI2ER2SLL Podted » e Badkend

»

the backend Financial system and is ready for payment.

84 What to do when your invoice was rejected:

In case your invoice was rejected, you will receive a notification via esa-p. The
status will be 'Release Rejected' and a new invoice needs to be created.
Invoices all (74%  Saved (00

Awaiting dpproval (0 Approved (0  Release Re

Invoices - Release Rejected

| Show Quick Criteria Maintenance |

Yiew [Standard View]

[=] || Create Invoice |

B Invoice Mumber
Foooooossl

Invaice Mame

| Display || Edit || Cancel/Reverse || Evaluate
Posting Date Created On Created By
22,03,2010 22,03,.2010 SLEMIADL

For details and a rejection justification please check the Notes and Attachments tab

of the invoice.
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You have now learnt how to:

e Create an invoice

¢ Complete all mandatory data

e Partially invoice a milestone and use the Incidental Cost field
e Add Notes or Attachments to an invoice

e Check the invoice for correct and complete data

e Submit an invoice for approval

e Print an invoice as a subcontractor

¢ Approve an invoice as an upper-tier supplier

e Check the status of your invoice

¢ What to do when your invoice was rejected

For further information, please regularly check the Home & Welcome section in esa-p for

regular communication to suppliers containing workaround procedures for known errors
and links to further training materials.



