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INTRODUCTION

In this guide you will learn how to create, submit and approve an Invoice related to a Contract or Purchase Order (PO).
For a short version on how to submit invoices (and confirmations), please also refer to the Quick Guide 'How to submit a MAC or INV or APR in 6 steps'
which is available when accessing the Help section in esa-p.

LOGIN

The following link in the browser https://esa-p.sso.esa.int prompts you to the esa-p login screen.

Username
Password
[[] Change Password

Forgot your password? i

'
Welcome to ESA Corporate Authenticatio
and Single-Sign-On

Unauthorized or improper accesses may result in civil and
criminal prosecution.

% - &

If you had forgotten your username or password
contact esait.Service.Desk@esa.int

How to submit and approve an Invoice

After login this ‘Home’ Screen,
sub-Tab ‘Welcome’ is shown

Welcome TEST_EXTO02, 1

@ esa flepaleng area

Home Order Collaboration ESALInks

Home > Welcome

« Welcome
I Announcements

AL 4 A4 %, A

* Inbox

Information Note: esa-p news. Unacade

« Suppher Request Form

N2 UPG2015 SUPPLIER (22.06.2013)

Planned 2 Notification esa-p - from Fﬁ'

7 There are no tems to
display
£

In point 2 you will navigate to the 2nd Tab labelled ‘Order
Collaboration’ from where you can access the screens to

create Invoices.
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NAVIGATE TO ‘CREATE DOCUMENTS’: INVOICE

In order to create a new Invoice, click on the Order Collaboration tab -> Create Invoice link:

'

2esa
Y =
Home Order Collaboration }  ESA Links

Order Collaboration = Owerview = Order Collaboration

esa-p
suppliers area

Order Collaboration

Navigation Reporting F'ane
Active Queries
- Services
Shopping Carts Saved (0} Awaiting Approval (01 Approved (0)
Purchase Orders Ordered (1) Saved (0)
Invoices Recording Completed (0) Canceled (0} Saved (01 All
Confirmations Rejected (0} Deleted (01 Awaiting Approval (0% All (1)
Advanced Payment Request All (1) Saved (0) Awaiting Approval (5)

Create Documents

* BExternal Confirmation

* Create Invoice

* Create Advance Payment Requ

Create Invoice / Credit Memo

In the Order Collaboration section, you can create new invoices
view existing documents.

In the menu on the left side, you can create new invoice, on the
right side of the screen you can view existing documents.

In order to create a new invoice, click on the Create Documents —
Create Invoice link.

The invoice is created in esa-p against a milestone of a contract.
The document can be created both by ESA and industry.

A new screen “Create Invoice/ Credit Memo” is opened where
you have to select the document you want to create. Select

(@ Contine |

Select the document you want to create.

Invoice Document

|7 Invoice
J Subsequent Debit

J Credit Memo

J Subsequent Credit

€«

In the create Invoice screen you will enter all necessary information in order to

complete and submit your invoice for approval.

How to submit and approve an Invoice

Invoice and push the “Continue” button.

The Create invoice screen will open in a new window.

Create Invoice: 7000267333 ]
[ Check |[ Close || Post || Save | ;
Number 7000267333 Name External Invoice Number Purchase Order Number

Overview |/ Header |/ Motes and Attachments ‘

Purchase Order Number: | || Add |m

Invoicing Party: * i
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Create Invoice: 7000267333

| Check || Close || Post || Save |

Overview

Number 7000267333 Mame External Invoice Number

Header © Motes and Attachments

First, you need to link this new invoice to a contract (or purchase
order). To do that, click the Purchase Order Number text box and fill in
the ESA purchase order or contract number.

Purchase Or . .
In case you as a subcontractor directly paid by ESA do not know your
esa-p contract number, please contact the prime contractor.

Purchase Order Mumber: (4000107372 | [ Add | Find

After entering the contract number, click the “Add”.

NOTE: ESA uses the terminology “Purchase Order” to identify either standard Purchase Orders or Contracts. To differentiate between the two
documents purchase orders and contracts you can look at the 10-digit Identification Number: Purchase Orders start with 5* while Contracts start with 4*.
Contracts and Purchase Orders created before 2010 have been migrated inheriting their old number in the new 10-digit Identification Number. 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 12345 - 42000 12345.

Pushing the “Add” button, you create the link to the contract and all open items (milestones) are inherited into the create invoice screen. An 'open’
milestone in this case means, that it is still open for invoicing (in this example, 2 line items). In addition, the milestone description and Prime supplier code
are automatically populated in the relevant fields.

Number 7000267333

Create Invoice: 7000267333
Name External Invoice Number Purchase Order Number 4000107872 Status In Process Total Value 000 EUR Supplier SPACE FRANCE Invoicing Party SPACE FRANCE

Ovmlnvl' Header | Motes and Attachments

Invoicing Parly: =

Supplier: *

Title: *

Invoice Name:
Invoicing Date: *
Invoice Recipient:

w ltem Overview

Purchase Order Number:

4000107672 Find
1000003103 | SPACE FRANCE
SPACE FRANCE

Extemal Invoice Number- = [ |

[ |
[ESA - European Space Agency <]

Filter: |

BL Line Number

I~ N

| |[ Details |[ Add ttem 4 |[ Copy || Paste || Duplicate || Delete | | [ Include All || Exclude All |
Include Type Description Purchase Order
Invoice MLS3 4000107872
Invoice MLS4 - 4000107872

Total Value (Gross)iCurrency. * | 1.00|[EUR ||| Caleulate Total Value

Balance: 0.00

jLctali= [ 0,00 [ Calculate Total Taxes |

Incidental Costs:

Payment Tems: 30 days for external vendors

Part. Bank [ &

Awaiting approval Sub-status:

Filter Setti

Item Quantity Uit Price/Unit  Currency Price Unit Mel Value  Tax
0000000024 0.000 EA 1,00 EUR 1 0,00 U7:Tax exemption 0.0 % b
0000000025 0,000 EA 1,00 EUR 1 0,00 U7:Tax exemption 0.0 % -]

How to submit and approve an Invoice
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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 directly paid by ESA).

If you check the invoice, the system returns the error message “Incorrect Invoicing Party, enter Supplier Code 1XXXXXXXX”.

In this example, a subcontractor directly paid by ESA is creating an invoice against a milestone. In order to change the payee from the prime to the
subcontractor, click the “Invoicing Party” text box and change the prime vendor code with the supplier code of the subcontractor.

Edit Invoice: 7000267333 4

| Read Only | | [ Check || Close |[ Post || Save || Delste

@nconect Invoicing Party, enter supplier code Bl NETRE <

.

Number 7000267333 Name External Invoice Number Pur::ha;é-pmer Number 4000107572 Status Saved Total Value 0,00 EUR Supplier SPACE FRANCE Invoicing Party SPACE FRAMNCE]

H
Overview |’ Header  Hem -  Motes and Attachments -~ “ppro :-‘." ¢ Tracking  Inveice list
-

Purchase Order Number: ] Find o Total Value (Gross)/Currency: * | 0.00|[EUR |7 [ Calcuate Total Vaiue |
@oicing Pary: * R o Balance

Supplier: * 1000003108 | SPACE FRANCE Total Tax: [ 0.00 ] [ Calculate Total Taxes | View Tax Details

External Inveice Number-= [ | Incidental Gosts:

Title:
el

.

| Payment Terms: 30 days for external vendors

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.

By pressing "Enter" on your keyboard, esa-p will validate the entered vendor code and derive the correct invoicing party.

Edit Invoice: 7000267333

[ Read Only | | [ Check || Close |[ Post || Save || Delete |

@ Invoicing party has changed, bank defails has been deleted, please updale)

Number 7000267333 Name External Invoice Number

Overview |’ Header  ltem - Hotes and Attachments -

i

Purchase Order Number 4000107872 i

“pproval ¢ Tracking ;  Invoice lis

Purchase Order Number:

t Invoicing Party: =
upplier: =

External Invoice Mumber: =

Find
1000003125 | SPACE ESPANA
1000003108 SPAGE FRANCE

Title: * [
e

How to submit and approve an Invoice

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 guide.
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Since by ESA rules it is not possible to invoice against multiple milestones for contracts, the next step is to click the “Exclude all” button and include only
the line item (milestone) that should be invoiced.

w ltem Overview

Filter- | |+ || Details || Add Item 4 || Copy || Paste || Duplicate || Delete | | [ Include ANY] Exclude Al )

E. Ling Humber Include Type Descriplion Purchase Order
= 1 é—-mm:e— MLS3 - 4000107872
- 2 Invoice MLS4 4000107872

Complete the Invoice Creation screen as per the required information.
Please note that some of the fields have been automatically populated with the information retrieved from the contract item selected.
In the following steps you will see how to populate the remaining mandatory fields not automatically populated.

Click External Invoice Number textbox.
The External Invoice Number should be filled with the Payee invoice number coming from the Supplier.
It is inserted manually during the creation of the invoice and it is a free-text field, so any value can be entered.

External Invoice Number: = [EXTINV22102015 |

Click on Invoice Name text box.
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.

Invoice Name: [MLS3 - SUCCESSFUL ADH| |
Invoicing Date: * 22.10.2015 ._
Invoice Recipient: "o October 2015 bR
: s Mo Tu We Th Fr 5a 5u |
Click on the Invoicing Date text box. Approval Info . o
The Invoicing Date has to be filled with the date when the Invoice is issued by the Industry. ulslel7ale 0l
Enter the invoicing date in the format DD.MM.YYYY into the “Invoicing Date”: text box. S 42 |12 |13 |14 |15 18 17 | 18
Alternatively, you can open a calendar and select the correct date by clicking on the icon next Fiter| e a0 2 23 24 25
to the invoicing date text box. B. Line Mumber Incl 44 28 27 22 20 30 31
= 1 45
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Click on the Title text box.
Even if it is a free text box, it is recommended to copy the title text from Milestone into the invoice “Title” field.

rfaeniicanon ™ I o e A e
Item Number: 24
Configurable tem Number: |1.03.001.003
Control Key: Material functional
tem Type: Milestone %mmmmmﬁwwmmm%amﬂmwmw
Title: * MLS3 - SUCCESSFUL ADVANCE SYSTEM DESIGN REVIEW AND ACCEPTANCE OF ALL RELATED DELIVERABLES Title: * MLE3 - SUCCESSFUL ADVANCE SYSTEM DESIGN REVIEW AND ACCEPTANCE OF ALL RELATED DELNERA@D
Descripfion: [MLS3 - SUCCESSFUL ADR | Invoice Mame: MLS3 - SUCCESSFUL ADR

vProduct Catagoa: Z037 IStudies & techn dev — 3

Enter the Invoice Quantity.

In the invoice item enter the quantity you want to invoice. Price/Unit is 1 EUR as default.

Bear in mind 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).

w ltems
Filter- | [+ |[ Details || Add Item 4 || Copy || Paste |[ Duplicate |[ Delete | | [ Include All |[ Exclude Al |
E. Line Number Include Type Product ID Description Product Category Purchase Crder ltem Quantity Unit Price/Unit  Currency Price Unit Met Value Tax
= 1 Invoice MLS3 - SUCCESSFUL ADR Z037 4000107872 0000000024 1.000,000 EA 1,00 EUR 1 1.000,00 U7:Tax exemption 0.0 %

Click “Calculate Total Value” button to let the system calculate the invoice Total Value (Gross) of 1,000 EUR and balance the invoice.

Total Value (Gross)Currency: *
( 4 A 0.00] [EUR |ﬁ(| Calculate Tofal Valus | ) Total Value (Gross)/Currency: * | (  1.000.00][EUR |}CalculateToiaI Vaiug |
Balance: 1.000,00 ~— __D;U
— - 5 ,

Total Tax [ 0,00 | [ Calculate Total Taxes | view Tax Details Total Tax: | 0,00 | [ Calculate Total Taxes | view Tax Details

Incidental Costs: | 0.00 | Incidental Costs:

The Total Value is the total amount of the invoice including Tax. It is calculated as ['Net Value'] + ['Total Tax'].
Now you can continue including the taxes and calculate the total gross invoice amount.
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kkkttk\g____'
¢>esa

Select the tax code in the item details and push the “Calculate Total Taxes” button to apply the tax percentage to the invoice Net Value:

Total Value (Gross)iCurrency: = | 1.000,00|[EUR___ | [ Calculate Total Value | As expected, the Balance field shows a delta amount of S0EUR
galance: T 50,00 reflecting the 8% tax.

Total Tax: | a0.00 |{‘Ealr.ulale Total Taxes | Eew Tax Details

Incidental Costs: 0.00

Payment Terms: 30 days for external vendors

Part. Bank: T

Awaiting approval Sub-status:

Filter Settings
Quantity Unit Price/Unit  Currency Price Unit NetWValue T |:
124 1.000,000 EA 1,00 EUR 1 1.000,00 ¥ C:Spain input tax 8.0% deferred) -

A mnn ~an n Aol

Click “Calculate Total Value” button again.

Check that the Balance field value is zero and that the invoice
6“" Value (Gross)Curency: * | 1.080.00 | |[EOR J_C-"E“'at*‘- Total Vﬁ'”ED Total Value (Gross) is re-calculated adding the tax amount.
Balance: 0,00

Total Tax: | 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 search help of “Part. Bank” field.

80,00 [ Calculate Total Taxes | View Tax Details

Incidental Costs: | 0.00|

Payment Terms: 30 days for external vendors
Part. Bank:

select a line: Part. Bank E E‘

A new screen will pop up where you can seleCikyour company's bank
details Part. Bank Bank key Bank Account Reference 1IBAN
[ | El 0100503200 000000094054 SPACE IT12AB3456729001000021
EUD 0102501600 100000010030 SPAGE IT12AB3456789001000023
| | uss 0200805346 000002928494 SPACE IT12AB2456789001000020
| | Ew 0200805346 000005218867 SPACE IT12AB2456789001000022
\
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Click on the bank account item to select it and push the “OK” button to populate the bank detail field in the invoice:

L T e i W T W e o T e T I e i T T e L R T T T Y
EUF 0306901526 100000010030 SPACE IT12AR2456729001000024
| Eua 0306909210 100000115504 SPACE IT12AB3456789001000025
[ Ewe 0322603204 000005218367 SPACE IT12AB3456789001000026 [+

Add Notes & Attachments.

It is possible to add attachments to the invoice. In order to do so, click on the Notes & Attachment tab. If the invoice is in “saved” status, enter the invoice
in edit mode. Adding an attachment is not mandatory, but it is highly recommended to bring ESA in a position to swiftly approve the Invoice and release
payment.

To add an attachment, click on the “Add Attachment button. If the Add button is
disabled, enter the confirmation in edit mode pushing the “Edit” button.

In the new window opened, click the “Browse” button to search for the local file
you want to attach.

Add Attachment

Here you can upload an attachment. You have to assign i & document general data or to an item

File: | {l Browse.. |
S~

Description:

Assign To: * [General Data ||

Select the document you want to attach and click Open button to include
it in the pop-up and then push the “OK” button.
You can also add a description for the attachment in the “Description”

Here you can uplead an attachment. You have to assign it to either the document general data or fo an item
File: D\Desktop\ESA-CVIM.pdfi| Browse... |

o , . crption
textbox. Note that if this field is left blank, the filename will be used. ;':EMT ﬂ

@
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The document is attached in the invoice. You can also add a note in the “Notes” section clicking the “Add” button.

Edit Invoice: 7000267333
[ Read Only | | [ Check |[ Close |[ Post || Save |[ Delete |

Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number INV22102015 Purchase Order Number 4000107572 Status Saw
Invoicing Party

Overview ° Header - ltem Hutesandnttm:hmeml' Approval  Tracking | Invoice list

[l

Filter Settings

w hotes

Qlrse. T
Reason for rejection ary Text Preview

General Comments
Payment Text

[l

Filter Settings

w Attachments

Add Attachment || Edit Description |[ Versioning « || Delete || Create Qualification Profile: |
Assigned To Category Description File Name Version Processor Checked Out Type Size (KB) Changed by Changed on
] pdf 13919 TEST_EXT02 23.10.2015

Document Header Standard Attachment Afiachmentfo Inv ESA-CVIM.pdf 1

Please click Check button LEheek |
This action checks the invoice for errors and calculates the final invoiced amount (visible in the header). If there are errors, they will be displayed on the

top of the screen. 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 fix the error before posting the

document.
As example this situation occurs when a mandatory field (indicated with the red * asterisk) is missing.

Edit Invoice: 7000267333

a—— ”
[ Read Only | |{] Check |E lose . Save || Delete
N

Eﬂ Invoice contains no errors. Y ou can now post

External Invoice Number INV22102015 Purchase Order Number 4000107872 Status Sawved

Number 7000267333 Mame MLSZ3 - SUCCESSFUL ADR
Invoicing Party

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” button to submit the

invoice for approval.
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Click the Post button LP?t] to submit the invoice and to trigger the approval workflow.
By clicking this button, you receive a message to inform you that the invoice has been created. The status change from 'In Process' to '‘Awaiting Approval'
and your upper-tier supplier will be notified. In case you are a Prime Vendor, the appropriate person within the agency will get a notification.

Display Document: 7000267333
|

;'_;B Invoice created with number 7000267333

Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number INV22102015 Purchase Order Number 4000107872 Status Awaiting Approval
Invoicing Party

MNoies and Attachments Invoice list

Tracking

The possible statuses for an Invoice are:

Esa-p status

In Process Document is in process of being created
— A draft status: document can be re-opened for editing/completion. ATTENTION: A Saved document is
ave
NOT submitted = will never reach ESA.
» Approval workflow has started, document is how in inbox of upper level for approval. Upon Prime
Awaiting Approval . . .
approval: document is submitted to/received by ESA.
Approved Status after approval by ESA

Posted in the backend Invoice approved by ESA.
- Final Status set when the Invoice has been paid. This is not done in real time, but via a custom batch
ai
program that runs daily.

. It may appear due to replication issues. After this has been fixed the Invoice will get the status 'Posted
Error in process ;
in the Backend'.

Release Rejected Document was reject by an upper-tier within the Industry consortium or within ESA

Click the Close button Ml to close the invoice and return to the Order Collaboration screen.
Next, you will look up the invoice you have just created.
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First, click the “All” link label to view invoices regardless of the status they might have.

Click Invoice Number text box fill in the Esa-p invoice 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.

Scroll down to the bottom of the screen. Click the “Apply”
button to execute the search for the specified
criteria.

Home ~ Order Collaboration ESA Links

Overview
Order Collaboration = Overview = Order Collaboration

Order Collaboration

Navigation Reporting Pane

Active Queries

- Services
Shopping Carts Saved (0) Awaitin roval (0) Approved (0}
Create Documents Purchase Orders OQrdered (1) Saved (0)
* External Confirmation ‘_’ Inveices Recording Completed (0} Canceled (0} Saved {0}y
Confirmations Reijected (0) Deleted (0) Awaiting Approval (0} All
Advanced Payment Request All (1) Saved (0) Awaiting Approval (5)

* Create Invoice

Now the list of invoices corresponding to the search criteria
is displayed. You can open the displayed invoices by
clicking on the document number in the list.

* Create Advance Payment Requ

Central Functions CEEE =L

* Display Company Data | w Hide Quick Criteria Maintenance

Invaice Number (Internaly (=5 [7000267333

Invaice Name: | |

\.ﬂew;|‘TEST |v| | | Create Invoice | | | Display || Edit || Cancel/Reverse || Evaluate || Print Preview | | | Refresh || Export 4 |

E. Invoice Number Status =  Awaiting Approval Substatus  Invoice Name Invoicing Date Created On  Created By Invoice Mumber (external)
‘ 7000267333 Awaiting Approval Awaiting approval by Vendor  MLS3 - SUCCESSFUL ADR | 23.10.2015 20102015 | TEST_EXT02  INV22102015

Click on the document number 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, Iltem, Tracking and Invoice List tabs appear now.
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Print the Invoice.

In order to print the invoice in PDF format, go in the “Invoice list” tab.

@cesa

Any upper-tier supplier will be able to print an “outgoing” invoice and an “incoming” invoice from the Invoice List tab. In this example, only one outgoing
invoice is displayed (From subcontractor Space Espana to the prime Space France).

Display Document: 7000267333

] | [Ciee [ otee

Invoicing Party SPACE ESPANA

Overview  Header © [Item - Motes and Attachments Approval © Tracking

Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number INV22102015

Purchase Order Number 4000107872 Status Awaiting Approval Total Value 1.080,00 EUR Supplier SPACE FRANCE

IV Number: 7000267333 | Contract: | 4000107872

Milestone ID: |1.03.001.003 MLS3 - SUCCESSFUL ADR

MPP 1.03.001 Subcon: TAS E (ES) 6000005927
Supplier: 1000003108 ° { Invoicing Party: | 1000003125
External Invoice Mumber: |INV22102015 Created by TEST_EXT02
[ Update Table | [ Print Supplier Invoice Form |
Level From To MNet Amount  Wat Tax Amount
oo SPACE ESPANA SPACE FRANCE 1.000,00 YO

80,00 1.080,00 EUR

¢ Invoicing date: 23 10 2015
Creation Date: 20.10.2015
Payment Baseline Date:

Posting date FI 20.10.2015

Total Cumency Payedat Payment Text Invoice Name

MLS3 - SUCCESSFUL ADR ——

Click “Print Supplier Invoice Form” button. In case you have more than one line, please select the line of the invoice you wish to print first.

Invoice

ORIGINAL ELECTRONIC INVOICE
PRINTED ON: 23.10.2015

esa-p

From:
1000003125 SPACE ESPANA
C/EINSTEIN. 7 (PTM)

To:
1000003108 SPACE FRANCE
AVENUE MONTAIGNE, 41

MADRID 75008 PARIS
ES R
Vat No.: Vat No
Payee Invoice No: INV22102015 Invoice Date: 20.10.2015
ESA Registration Number: 7000267333 Issue Date: 23102015
Ongmator Ref: MLS3 - SUCCESSFUL ADR ESA Registration Date:

LNAT Exsmaiion Mo Jet Amount: 100000

How to submit and approve an Invoice

Click Open button, and the Print Preview of the invoice form is displayed.
This document contains all the relevant information for suppliers to be
submitted to ESA

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

Please consider that if the invoice list is not populated (no line items
appear), invoice form can not be printed. Most of the time invoice list is not
generated due to errors in the contract structure. Please contact the

esait Service Desk (email esait.Service.Desk@esa.int ) in case invoice list is
not generated in order to proceed with the correction of the contract. NOTE:
corrective actions will not have effect on existing invoices but only on the
newly created ones.
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HOW TO APPROVE AN INVOICE AS AN UPPER-TIER SUPPLIER

First, log in to the system. To view items you have received for approval, click on the Inbox tab.
All users of the upper-tier vendor will receive in their inbox the 'Task' to Approve/Reject an Invoice posted by a subcontractor directly paid by ESA.

& O9d i ares The Tasks tab contains all items you have received for approval.
The Notifications tab contains notifications. These are messages you receive
when a document you have posted has been finally approved or rejected.

Order Collaboration ESA Links

Home - Inbox The tab Alerts is not used in esa-p.
= Welcome
+ Inbox _ Alerts | Notifications
- Suppler Request Form Show: [New and In Pragress Tasks (57 5)[=] (Al = This screen might not be updated, to have the latest information you need to refresh
= Subject faim the screen first.
leﬂzfre no items to APR document 8100021331 is waiting for your approval Approve/Reject
. Approve Invoice number 7000266794 Approve/Reject Tasks (2 [/ 2) f Alerts | Naotifications ‘
g;z:“q?mﬁsﬁﬁzszﬁfe Approve Confirmation Number 6000230488 from TEST EXT03 Approve/Reject
Approve Confirmation Number 6000230831 from TEST EXT02 Approve/Reject Show: [New and In Progress Tasks (2 / 2)[~|[All [~] ? C! El
Approve Invoice number 7000267333 Approve/Reject
Subject Action -ame

Click Refresh menu item.
It is not possible to delete entries from your inbox.
Approve Invoice number 7000267333 However, you can postpone the task of approving to a later point in time. This can

Sent Date: Today by TEST_EXT02, s . . ”_ . .
. e be done by clicking the ‘Resubmit' button, selecting the resubmission date from the
calendar and then clicking the “Submit” button.
Approve Invoice number 7000266754 Approve/Reject I = -
& ion Number 6000230488 from TEST EXT03 Approve/Reject Resubmit
Approve Confirmation Number 6000230831 from TEST EXT02 [Reject G Ttem: Approve Invoice number 7000267333

You can set a resubmission date for any work item. The work item is not displayed in your worklist until the resubmission
date arrives

Select Resubmission Date:

1 October 2015 Movember 2015 December 2015 »
s . . Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
By resubmitting, the workitem will 027,282 30| 1 2 |3 | a4 23|26,32.08 23(30/31| 4502330 12 3|43
. N 411567831045156?506?89101112
dlsappear from your task I|St and Approve Invoice number 7000267333 4211 12 13 14|15 16 17| 46 8  9TH6T11 12 13 14| 51 13 14 15 16 17 1818
P —— Today by TEST_EXT02, EE:e 19 20 21 22[23]24 47 15 16 17 18 13 20 21 52 20 21 22 23 24 25 26
reappears at the Chosen - : - 4425 26|27 28|29 30 31| 48 22|23 |24 25 26 (27|28 1 27 2B 29|30 31 1 2
Priority: Medium 45(1 |2 |3/ 4|5|6|7| 49(29(30| 1|2 |3 |4(5| 2|3|4|5|6|7|B|9

TESmeISSIOH date. Description: gﬁpwpﬁzrma;:mlquest asll(l’gnedlu you llowing do "m

Document reference: 70002673,
Amount: 1.080,00 EUR

Purchase order: 40001078
Milestone ID: 1.03.001. LS3 - SUCCESSFUL ADR|

How to submit and approve an Invoice 15| Page



You can find the task among the Tasks for Resubmission:

" Tasks (4/4) ) Aalerts Motifications

Show: [Tasks for Resubmission (1) [=|[an =]

You can end the resubmission
pushing the “End Resubmission”

Subject Action Object Object Number Title Sent option in the r|ght click menu of the
Approve Invoice number 7000267333 . .
corresponding work item.

Tasks (4 f 4) Alerts Notifications
Show: |Tasks for Resubmission (1) [=][an [=]
E. Subject Action
| End Resubmission ELL000267333

Approve Invoice number 7000267333

Sent Date: Today Qesubmission Date: Mov 3, 20 lb)

You can search for a particular object in your inbox by using 'Show Filters' and fill one of the search criteria text box:

Tasks (1 /2) Alerts Notifications
Show: [New and In Progress Tasks (1/2)[=][al =] TO SHOW FILTERS/HIDE =3 ".@ E
Subject Action Object QObject Number itle Sent Date = Wendor Name D
000266794 x -
Approval Override for Invoice Reference 7000266794 Approve /Reject Invoice for Contract 4000114102 7000266794 CHID RUN2 TEST2 Jun 30, 2015 5:47 PM  THALES ALENIA SPACE FRANCE

[ A i s A T A A A i AR e T A A e e,

Approve Invoice number 7000267333

Note: it is technically possible to approve or reject objects directly from the

Sent Date: Today by TEST_EXTOZ, . . .
. ed inbox (scroll down to the bottom), but it is preferable to view the contents of the
riority: edium A i .
o ) _ object before making the decision.
Description: New approval request assigned to you for following

Supplier code: 1000003108

Document reference: 7000267333

Amount: 1.080,00 EUR

Purchasze order: 4000107872

Milestone ID: 1.03.001.003 MLS3 - SUCCESSFUL

MPP: 1.03.001 Subcon: TAS E (ES) 6000005927
|:| Approve |[Reject || Details || Print Preview || Resubmit |[ Cancel Assignment |

Moreover, in order to view or add attachments to your approval (or rejection) it
is always required to access the document via the hyperlink.

16 | Page



Click on the task you would like to carry out.

This screen displays the invoice as it was sent to you for approval. Click

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

Display Invoice (Approval mode): 7000267333

ottt

Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number INV22102015 Pu
Supplier SPACE FRANCE Invoicing Party SPACE ESPANA
Overview Header

Motes and Attachments r Approval r Tracking r Invoice list |1

o o

Identification

Hem Type:

Product ID: [

Title: * MLS3 - SUCCESSFUL ADVANGE SYSTEM DESIGN REVIEW AND ACGEPTANCE OF ALI!

Description, MUS3 _SUCCESSENLADR ’
.l A - - e

The details are now displayed you can view the right part of the screen

for more information.

Push the Approval Info button

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

The Workflow log shows the current approval status. In this example
invoice is waiting for Prime approval.

The “Related Documents” tab shows you which confirmations and
invoices have been already posted against the item.

How to submit and approve an Invoice

Display Invoice (Approval mode): 7000267333

l

Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number INV2Z102015 Purchase
Supplier SPACE FRAMCE Inveicing Party SPACE ESPANA

_i/ Header r Item r HNotes and Attachments r Approval r Tracking r Invoice list |

Purchase Order Number:
Invoicing Party: *
Supplier: =

External Invaice Mumber: =

Title: *

Invoice Name:
Invoicing Date: *
Invoice Recipient:

Approval Info

L ]
1000003125 SPACE ESPANA
1000003108 SPACE FRANCE
INV22102015

MLS3 - SUCCESSFUL ADVAMNCE SYSTEM DESIGN REVIEW AND ACCEPTAMNCE OF ALL RELA

[MLS3 - SUCCESSFUL ADR |

23.10.2015

|[ESA - European Space Agency |

[ Copy |[ Paste |[ Duplicate || Delete | || [ Include All |[ Exclude All |

Product ID

Drescription Product Category
MLS3 - SUCCESSFUL ADR. 2037

Purchase Order
4000107872

Search Orders for Component Planning

Display details

Document Number: 7000267333
Status: Awaiting Approval
Invoicing Party: 1000003125

Substatus: Awaiting Approval by Vendor
Supplier Name: SPACE ESPANA

M5 Title: MLS3 - SUCCESSFUL ADVAMNCE SYSTEM DESIG

i oo

Company Name Company Code
|— THALES ALENIA SPACE FRAMCE 1000003108

J ESA 2

Received On  Processed On
23.10.2015 11:44:02
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As current approver you can add new attachments/Notes or view the existing one:
Display Invoice (Approval mode): 7000267333

Number 7000267333
Supplier

Name MLS3 - SUCCESSFUL ADR
SPACE FRANCE

External Invoice Number INV22102015
Invoicing Party SPACE ESPANA

Purchase Order Number 4000107872 Status Await

Overview r Header r Ttem )ﬁ/ Approval r Tracking r Invoice list |

[Add 4 |[ Clear | Filter Settings
E Reason for rejection |gn, Text Preview
General Comments
Payment Texi
[Add |[ Edit Description ][ Versioning . || Delete || Create Qualification Profile | Filter Settings
Assigned To Category Description File Name Version Processor Checked Out Type Size (KB) Changed by Changed on
|— Document Header Standard Aftachment Aftachment to Inv  ESA-CVIM.pdf 1 [] pdf 13919 TEST_EXT02 23.10.2015

Primes, as current approver, can edit the invoice before approving/rejecting it.

Purchase Order Number: | |[dd ] Total Value (Gross)/Currency: * 1.020,00 Calculate Tolal Value

Invoice Recipient:

ESA - European Space Agency

Rrcem iy THALES ALENIA SPACE ESPANA Balance

Supplier: = 1000003108 | THALES Al ENIA SPACE FRANCE TEEITES [ 50,00 Calculaie Tolal Taxes | view Tax Details

Extemnal Invoice Number: * Incidental Costs:

Title: * MLS3 - SUCCESSFUL ADVANGE SYSTEM DESIGN REVIEW AND ACCEPTANCE OF ALL RELATED DELIVERABLES Py e |30 days for extemnal vendors |
’—‘ Part, Bank: EUC

Invoice Name: [MLS3-SUCCESSFULADR | Awaiting approval Sub-status:

Invoicing Date: VAT Exemplion Number- |

In particular a prime can enter or change the tax
¢ code: click on the tax field search help of the
4 invoice item to change the tax code. Click to

o1

Invoice MLS3 - SUCCESSFUL ADR 7037 4000107872 0000000024 1.000,000 EA 1,00 EUR 1 1.000,00 jrV:Spain input tax 18.0 % deferred

“Calculate Total Value” to calculate Tax Value and
[ Details | Add item ][ Copy || Paste || Duplicate || Delete | | [ Include Al |[ Exclude All | Filter Setting then Entel‘ '[0 Balance the InVO'Ce
B LineMumber Incude Type ProductiD Description Product Category ~ Purchase Order  tem Quanfty Unit  PricelUnit Cumency  Price Unt  NetValue Tax E

YC Portugal Input tax 23,0% deferred
S7:Spain Input tax 10,0% deferred
2H:Spain Input tax 16,0% deferred
S5:Spain Input fax 21,0% deferred

Cv\hsm'ninpmlax 18.0 % deferred

Total Value (Gross)/Currency: * [

1.000,00| [EUR

| | Calculate Total Value §

Total Value (Gross)/Currency: * |

1.180,00| [EUR

| | Calculate Total Value |

Balarce

Total Tax: Calculate Total Taxes i
Total Tax: [ 180,00 | [ Calculate Total Taxes | View Tax Detail: | 180,00] | | View Tax Details
Incidental Gosts: LS G
Payment Terms: |30 days for extemal vendors | Payment Temms: m days for external vendors |
Part. Bank: EUC Part. Bank:

Awaifing approval Sub-status:
VAT Exempfion Mumber:

| Awaiting approval by Vendor |

How to submit and approve an Invoice

Awaiting approval Sub-status:

VAT Exemptfion Number:

| Awaiting approval by Vendor |
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By clicking on the Approve button, you will approve the invoice.

Number 7000267333 MName MLS3 - SUCCESSFUL ADR External Invoice Number INV22102015 Purchase O

Supplier SPACE FRANCE Invoicing Party SPACE ESPANA

Header r Item r Motes and Attachments r Approval r Tracking r Invoice list

Invoicing Party: * 1000003125 | SPACE ESPANA

Supplier: = 1000002108

SPACE FRANCE

It is also possible to reject the confirmation but in this case it is mandatory to include a note of type “Reason for rejection”. Common reasons for rejection
are for example: invoice is prematurely posted and not yet ready to be invoiced; the invoice amount too high or missing attachments. Note that if an
approver rejects the invoice, the invoice cannot be edited by the author and resubmitted.

| mode): 7000267333

Number 7000267333
Supplier

MLS3 - SUCCESSFUL ADR Eﬂi
SPACE FRANCE Invoicing Party

Omiewrﬂeajelrlem

Reason for rejection

Reason for rejection:

Reject Invoice for wrong amount

After approving the invoice, 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.

How to submit and approve an Invoice
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After approval by the prime supplier, the invoice status is still awaiting approval, as it is now, but if the sub-status changes into “Parked waiting GR
approval” as in this example, it is because of missing confirmations.

Display Invoice: 7000267333 4
| 4
Number 7000267333 Name MLS3 - SUCCESSFUL ADR External Invoice Number [INV22102015 Purchase Order Number 4000107872 Status Awaiting Approval Total Value 1.180,00 EUR
Invoicing Party THALES ALENIA SPACE ESPANA
Overview |’ Header - Item | Mofes and Attachments - Approval = Tracking - Invoice list
Purchase Order Number: Total Value (Gross)/Currency: * 1.180,00| [EUR  §
Invaicing Party: 1000003125 | THALES Al ENIA SPACE ESPANA ILATEE 0.00 4
PN Total Tax:
Supplier: 1000003108 | THALES ALENIA SPACE FRANCE olal tex 180.00] | Calculate
External Invoice Number: * [INV22102015 Incidental Costs: 0.00
Title: * MLS3 - SUCCESSFUL ADVANCE SYSTEM DESIGN REVIEW AND ACCEPTANCE OF ALL RELATED DELIVERAELES SR TS 30 days for external vendors
Part. Bank: EUC
waiting approval Sub-status: | Parked wailing GR. approval

The 'Awaiting Approval Sub-status.' is the sub status of the workflows. Possible values for invoices are:

Esa-p sub status for document ‘Awaiting Approval’

- Document is under approval within consortium =
Awaiting approval by Vendor » . . .
awaiting approval by upper-tier supplier/Prime

. . Electronic Invoice approved by Prime =
Esa-p status | P

. . submitted to ESA but Invoice amount not (fully)
Approval workflow has started, document is now Parked waiting GRN approval

in inbox of upper level for approval.Upon Prime —
approval: document is submitted to/received by

covered by confirmed Milestone amount =

Awaiting Approval Missing Confirmation.

Paper Invoice received and registered by ESA

ESA. Approved awaiting GRN but invoice amount not (fully) covered by
approval confirmed Milestone amount = Missing
Confirmation.
Awaiting approval by ESA Document is under approval by ESA

Approval workflow has resulted in a technical
Workflow Errors
error
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Click in the Approval Info button in order to check status of the Approval loop and the documents related to the item. In this example, approval by Prime

Awalting approval Sub-status. | Parked wailing GR approval has just happened and now the invoice is waiting
Search Orders for Component Planning for missing confirmation. Once the corresponding
Display details confirmation is approved, approval task will be

sent to ESA Inbox.
Document Number: 7000267333 MS Title: ML53 - SUCCESSFUL ADVAMCE SYSTEM DESIGN REVIEW AND ACCEPTANCE OF ALL RELATED DELIVERABLES

Status: Awaiting Approwval Substatus: Parked Waiting GR Approval
Invoicing Party: 1000003125 Supplier Name: THALES ALENIA SPACE ESPANA
Workflow log Related Documents
Company Name Company Code Received On Processed On D
THALES ALENIA SPACE FRANGE 1000003103 23.10.2015 11:44:02 26.10.2015 12:08:33
ESA 2

Please note that even though you have just performed the action of approving invoice, 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. Click Refresh menu item to update the information in your inbox. As you can see below, the
task to approve invoice has disappeared from your New and In Progress Tasks list and moved to Completed Tasks list.

Home > Inbox Full Screen || Options =
Open in New Window
Tasks (4 f 4) Alerts Notifications .—’ Refresh
— Help n
Show: [New and In Progress Tasks (4/4)|+=|[jl I=]
"/
B Subject Action Object Object Number Title
APR document £100021331 is waiting for vour approval Approve/Reject Advance Payment Request 4000114050 8100021331
Approve Invoice number 7000266794 Approve/Reject Invoice for Contract 4000114102 7000266794 CHID RUN2 TEST2

Approve Confirmation Number 6000230488 from TEST EXT03 Approve/Reject

Approve Confirmation Number 60002208321 from TEST EXT02 Approve/Reject Good Receipt Notification for Contract number 4000107872 6000230831 NEXT GENERATION MOBILE SATELLITE SYSTEMS (A1-1B.0
Tasks (4 [ 4) Alerts Motifications
Ghm\” |Completed Tasks (1) |~ ) ¥ ER
EL Subject Action Object Object Number Title Sent Date = Vendor Name D
Approve Invoice number 7000267333 Oct 23, 2015 11:44 &AM

How to submit and approve an Invoice 21| Page



\k\\_

\wesa

After final approval by the Payable Administrator of the Agency, the status of the invoice will change to Approved.

Please note that no more action is required after this status.

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’.

Once the status of the invoice is posted in the backend, it will be ready to be paid.

IMPORTANT: The 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.

What to do in case your document was rejected:

It may happens, that the upper-tier vendor or the Agency rejects the invoice. In case your invoice was rejected, you will receive a notification via esa-p,
the invoice status will be 'Release Rejected'

You can then do the following:

1. Find the rejected invoice by using the query 'Rejected' in the 'Order Collaboration' area.
2. Check the Notes & Attachments tab for any rejection notification
3. Create a new Invoice document according the comments received.
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