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1. WHICH WEB BROWSERS SUPPORT ESA-P? 

Microsoft Edge is certified and supported. Other browsers (i.e.: firefox, safari, opera, chrome) are neither certified nor supported. 

 

Back to top 

 

2. WHICH ARE THE RECOMMENDED EDGE SETTINGS? 

If you are having issues accessing esa-p, please consider adding the Portal to the list of trusted sites.  

 

  1) Search in the Start Menu for the Control Panel  

  2) Go to Network and Internet and click on Internet Options 
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3) Click on the tab Security  

4) Select Trusted Sites  

5) Click on the Sites button 

6) Click on Add, the site appears in the list  

 

 

 

Add the below website to the zone and uncheck the flag "Require server verification (https)” 

 

• https://*.sso.esa.int  

• *.esa.int  

 

7) Click the Close button and the OK button in the previous popup  

8) Restart your browser. 

 

 

 

 

 

          

 

 

 

 

 

 

 

 



   

F.A.Q. for Suppliers              7|Page 

Create exceptions for Pop-up Blocker  

 

1) In Microsoft Edge, go to Settings and more (three-dotted button) at the top right of your browser 

 

2) Select Settings > Cookies and site permissions 

 

3) Under All permissions, select Pop-ups and redirects 
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4) Check if the pop-up blocker is turned on and add the following exceptions (allowed sites): 

 

[*.]esa.int 

[*.]sso.esa.int 

              

 

 

 

 

Back to top 
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3. HOW DO WE GET A NEW USER ACCOUNT FOR ESA-P? 

Request new account access to esa-p for registered suppliers: if you would like to request access for an esa-p account, please refer to the Entity Information 

Administrator (EIA) of your company on ESA-STAR or to his deputy, who are the only people that can assign you the role of esa-p user. 

  

For addional details, you can visit the link https://esastar-emr.sso.esa.int/  and go to the following path: 

 

Home → Help 

 

         

 

 

Back to top 

  

https://esastar-emr.sso.esa.int/
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4. HOW DO WE UPDATE OUR BANK ACCOUNT INFORMATION AND/OR VAT-ID? 

For requests to create a new bank record or to update existing VAT-ID or bank information or to revoke an outdated bank record:  

You are kindly requested to proceed as for updates of your vendor name or address and notify ESA through our new industry portal esa-star (that replaces the 

EMITS questionnaire). For further details see this article on the ESA portal. 

You may consult as well the chapter 2.7 on the entry of banking details in the esa-star manual. 

 

In the exceptional cases where esa-star is not operational or would not yet support the entry of certain bank data: please use this form for update/ creation/ 

revocation of your bank account records and submit it directly via email to vendordata@esa.int of the ESA Finance Department.  

 

In case you were of the opinion that such data upload was overdue, please contact directly the ESA Financial Department via email to: vendordata@esa.int.  

 

 

*) Please note that as soon as the VAT-ID is included in the ESA vendor information, it will be populated automatically on every invoice printout in the letterhead 

as part of the vendor address. 

 

 

 

Back to top 

http://www.esa.int/About_Us/Business_with_ESA/How_to_do/esa-star_Registration_Process/
https://esastar-emr.sso.esa.int/Account/DownloadFile
http://esa-p-help.sso.esa.int/Form_Update_Bank_Details.pdf
mailto:vendordata@esa.int
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5. HAS MY OLD SUPPLIER CODE = VENDOR CODE CHANGED? 

Yes, your old 4-letter vendor code has been replaced in ESA-P by a 10-digit number starting with 1.  

This number is displayed e.g. in the column "Business Partner Number" when you search for contracts by vendor name: 
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The Business Partner shown below is the Entity code that corresponds to the Bidder/Vendor code 
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To check your Entity code, go to Central Functions  → Display Company Data of the Order Collaboration Overview: 

 

 

 

Back to top 

 

6. DO I HAVE TO SUBMIT A MAC / CONFIRMATION AGAINST ESA CONTRACTS IN ESA-P NEXT TO THE 
INVOICE AS A SEPARATE OBJECT? 

Yes, in the esa-p system it is mandatory for all ESA contracts to submit next to the invoice also a Milestone Achievement Certificate (MAC) or Confirmation‟. 

This object has to be issued to formally document the achievement of a milestone.  

For a step-by step procedure on how to submit an invoice and a MAC electronically, please refer to the published standard training material. 
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Detailed and short version: from ESA-P http://esa-p.sso.esa.int. 

 

Home - HELP → Help Documents (from external) : 

 

External link: http://esa-p-help.sso.esa.int/ 

In case the new esa-p system was technically inoperative, a form can be obtained from the esait Service Desk (esait.Service.Desk@esa.int, tel. +39 06 941 

80700) or downloaded from the ESA Industry Portal (http://esa-p-help.sso.esa.int/MAC_Confirmation_Offline_Form.pdf) 

This MAC offline form can be used by Prime suppliers ONLY. It is recommended to use this form only after more than two consecutive working days of downtime. 

Once all fields are filled, the document needs to be printed and signed. Together with the supporting documentation attached as necessary it shall be submitted 

to the ESA Technical Officer of the ESA contract (typically mentioned in Article 4, clause 5 of an ESA contract).   

 

Back to top 

 

7. WHAT IS THE STARTING DATE FOR THE CALCULATION OF THE PAYMENT DUE DATE? 

Payment due dates are calculated in the following way: Payment due date = Payment baseline date + payment terms (30 days per default, unless contractually 

agreed otherwise).  

The payment baseline date is the date when both A) the MAC/Confirmation and B) the invoice are approved by the Prime contractor (see picture) and are 

received for approval by ESA. Only when both these conditions have been met, the payment term starts.  

http://esa-p.sso.esa.int/
http://esa-p-help.sso.esa.int/
mailto:ESA.IT.ServiceDesk@esa.int
http://esa-p-help.sso.esa.int/MAC_Confirmation_Offline_Form.pdf
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An invoice always has to be complemented by a MAC/Confirmation. In exceptional circumstances, a MAC/Confirmation can be created and approved by ESA 

directly, with mutual agreement between ESA and contractor.  

 

Back to top 
 

8. CAN AN INVOICE/ CONFIRMATION BE RELATED TO MORE THAN ONE MILESTONE? 

No, Invoices and confirmations are always related to one milestone in case of Contracts. However, one Milestone can be invoiced and achieved by more than 

one invoice and/or Milestone Achievement Certificate (= Confirmation). 
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9. WHO CREATES THE MILESTONE ACHIEVEMENT CERTIFICATES / CONFIRMATIONS? 

MAC/Confirmations are by default created by the payee (the same company issuing the invoice against the milestone).  

Prime vendor is also able to submit MAC/Confirmations (as well as invoices) on behalf of lower-tier subcontractors directly paid by ESA.  

If esa-p is not operative for two consecutive days, the following paper form may be completed and submitted by the Prime via Post to ESA's responsible Technical 

Officer as stipulated in the ESA contract: http://esa-p-help.sso.esa.int/MAC_Confirmation_Offline_Form.pdf 

 

 

Back to top 
 

 

10. DO I INVOICE WITH OR WITHOUT VAT? 

This question depends on a number of factors. You can find a checklist to verify if you are required to invoice including or excluding VAT under this link:     

http://esa-p-help.sso.esa.int/VAT_process.html 

http://esa-p-help.sso.esa.int/MAC_Confirmation_Offline_Form.pdf
http://esa-p-help.sso.esa.int/VAT_process.html
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11. WHEN CREATING AN INVOICE / CONFIRMATION, WHICH FIELDS NEED TO BE COMPLETED WITH 
WHICH VALUES? 

All mandatory fields marked with an asterisk (*) need to be completed. If these fields are not filled, you will not be able to post the invoice. Please note that 

(although not mandatory to fill) the „Confirmation name‟ / „Invoice name‟ fields are very important for efficient invoice processing. Use these fields to provide 

information about the milestone that is confirmed / invoiced in this document.  

 

The following format is recommended:  

The values filled in the „Invoice name‟ and „Confirmation name‟ fields are the ones displayed in the Tracking tab and the Related Documents tab in the Contract/ 

PO.  

It is recommended to use the same name for both fields in order to be able to quickly find the matching confirmation for an invoice (e.g. payee invoice number 

or confirmation number). If this field is left empty, the values in the Contract/ PO will be blank. (See screenshots FAQ 8 “CAN AN INVOICE/CONFIRMATION 

BE RELATED TO MORE THAN ONE MILESTONE?”).  

For details see the Job Aid How to Submit a MAC or Invoice in  

following link: http://esa-p-help.sso.esa.int/Quick_Guide_How_to_submit_a_Confirmation_or_Invoice_or_APR.pdf 

 

Back to top 
 

12. HOW DO I SUBMIT AN INVOICE OR MAC FOR AN AMOUNT LOWER THAN A MILESTONE AMOUNT 
(PARTIAL INVOICING/ PARTIAL MILESTONE ACHIEVEMENT)? 

The quantity or “Unit” of a Milestone and its achievement in esa-p can be defined either:  

 

➢ by a number “each”: entry in column Unit =”EA” and when a milestone is defined with Unit “EA” the quantity represents the amount in NC of the 

milestone. In this case, if you want to issue an invoice lower than the milestone amount you have to enter as „Quantity‟ in Confirmation or in the Invoice 

the amount you want to Confirm/Invoice  

 

 

 

 

 

 

http://esa-p-help.sso.esa.int/Quick_Guide_How_to_submit_a_Confirmation_or_Invoice_or_APR.pdf
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In case of Unit “EA” you can enter the invoice/confirmation partial quantity: 

Invoice creation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirmation creation 

 
 

 

 

 

 

 

 

 

 

 

 

 

➢ by a percentage: entry in column Unit =”%” in which the quantity represents the percentage of the total amount of the milestone This option is not 

allowed today but still existing in old documents. Confirmations and Invoice in % are exceptions nowadays. 

 

 

 

  
 

1 

2 
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In case of Unit “%” you can enter the invoice/confirmation partial quantity: 

Sometimes for rounding problem incidental costs needs to be added to balance the invoice value to the exact amount: 

Screenshot below for partial invoicing of 10,000.00 € against a Milestone with an amount of 85,050.00 € 

 
 

1. a) – Calculate the appropriate invoice amount in percentages of the original MS amount externally (here: 11.757%)  

    b) – Enter it as a percentage in the field „Quantity‟ and hit the button top right „Calculate Total Value‟  

2. If it doesn’t match your invoice amount: enter delta – now: as a value – as „incidental cost‟ (here: 0,67 EUR). 

3. Click again the button top right „Calculate Total Value‟ 

 

 

Back to top 
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13. HOW CAN I FIND MY CONTRACT NUMBER? 

In the esa-p application you can find ESA „Purchase Orders‟ or “Contracts” objects.  

The Numbering convention in esa-p is the following: 

 

 

esa-p Object Object 
 

From  To 

 Purchase Order (PO) Purchase Order (PO) Migrated * 
New 

5500000000 
5001000000 

5599999999 
5001999999 

 Purchase Order (PO) Contract Migrated * 
New 

4200000000 
4000100000 

4299999999 
4199999999 

 Good Receipt/Confirmation MAC/Confirmation 
 

6000000000 6999999999 

 Invoice or Credit Memo Invoice or Credit Memo 
 

7000000000 7999999999 

 Advance Payment Request (APR) Advance Payment Request 
 

8100000000 8199999999 

 

* Contracts and Purchase Orders awarded before 2010 and migrated inherit the old number as per the following examples: C12345 → 4200012345;  

P123456 → 55000123456.  

 

The purchase order number is typically used as query parameter to call up invoices, confirmations or contracts (e.g. to create an invoice). 

 

When creating and submitting an invoice or MAC it is mandatory to know the Purchase Order Number, so in case you are a Sub-contractor directly paid by ESA, 

you need to contact your Prime to obtain the correct “PO-Number” in the esa-p system. 

  

In the Purchase Order Item Overview, the „Line Number‟ is the identifier of the Prime or Sub or MPP or Milestone, containing a hierarchical logic of its relationship: 
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The architecture of ESA contracts in esa-p reflects the consortium structure, for details please see the FAQ 26 “How is the consortium structure reflected  in 
the Contract structure?”. 
 

Large ESA contracts are sometimes split in esa-p into a so called “parent-child solution” due to technical constraints, in that case each sub-contract would be 

set up in esa-p with a distinct ‘PO Nbr’. How can a Subcontractor directly paid by ESA find out if his contract part is set up as a Child and under which nbr is 

detailed in the FAQ 26 “How is the consortium structure reflected in the Contract structure?”. 

 

 

Back to top 
  

Outline Prime Vendor   

Milestone Payment Plan 

Milestone 
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14. WHERE IS THE ESTABLISHMENT (PLACE OF INVOICING) HELD IN THE CONTRACT? 

The establishment information can be found in the Header tab in the contract: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to top 
  

Contract Establishment: It is the ESA 

establishment responsible for contractual 

matters 

 

Finance Establishment: where to maintain 

the contract finance and account 

management. 

Place of Invoicing: it is initially inherited from 

the “Contract Establishment” and trigger the 

establishment and address shown in the 

Invoice Printout. 
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15. HOW CAN I ADD AN ATTACHMENT TO AN INVOICE OR A MAC/CONFIRMATION? 

Attachments can be added via the „Notes and Attachments‟ tab within the Create Invoice / Create Confirmation screen: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Procedural note: It is highly recommended to attach meaningful and substantial proof of Milestone Achievement (on goods delivered, service rendered) in order 

to bring ESA in a position to swiftly approve the Confirmation and release payment. 

 

Allowed document type: *.doc,*.docx, *.xls, *.xlsx, *.ppt,*.pptx, *.pdf, *.text    

Maximum length of filename: 255 characters  

Maximum volume of attachments: 40 MB 

 
Back to top  
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16. AFTER POSTING AN INVOICE, CAN A MISTAKE BE CORRECTED? 

No, after clicking the „Post‟ button, the invoice will be submitted for approval. It is not possible to edit an invoice after it has been posted. 

Practical suggestion for sub-contractors:  

If you are aware of a mistake made during the posting of an invoice, you might consider to contact your Upper-tier and request to reject the invoice and start 

again creating a correct invoice. 

 

17. CAN AN UPPER-TIER CONTRACTOR SUBMIT AN INVOICE ON BEHALF OF A SUBCONTRACTOR? 

Only a Prime can enter invoices on behalf of a subcontractor directly paid by ESA.  

 

18. HOW TO FIX INVOICES STUCK IN STATUS "TO BE CORRECTED MANUALLY" 

The invoices become with status "To be corrected manually" when the button "Post" is pressed and the invoice contains still errors. The invoice is not sent for 

approval and following warning message is displayed on the invoice: "Invoice created but not forwarded to Accounting". 

For more details on the Procedure in place for the invoices that are with status “To be corrected manually” please refer to point 8 “Quick Guide: How to solve 

the most common problems with INV and MAC.” 

In the esa-p Help page, suppliers area, http://esa-p-help.sso.esa.int/Quick_Guide_How_to_solve_the_most_common_problems_with_INV_and_MAC.pdf 

 

19. DO I NEED TO SEND A MAC/CONFIRMATION ALSO FOR INVOICES AGAINST MILESTONES OF PRICE 
TYPE ‘TIME&MATERIAL’ (A.K.A. ‘COST+’)? 

Yes, you will need to submit a MAC/ Confirmation for corresponding invoices against Milestones of Price Type „Time and Material‟. 

 

 

 

 

 

 

 

Back to top  

http://esa-p-help.sso.esa.int/Quick_Guide_How_to_solve_the_most_common_problems_with_INV_and_MAC.pdf


   

F.A.Q. for Suppliers              25|Page 

20. DO I NEED TO SEND GRN AND INV ALSO FOR THE ESCALATION FEE AMOUNT? 

Yes, you need to submit confirmation and invoice also for the escalation or incentive fee. They will be posted against the milestone with the specific item type 

“Escalation Settlement” or “Incentive Fee”. 

 

Back to top 
 

21. HOW DO I PRINT MY INVOICE? 

Within esa-p you can print out invoices and other documents using the Print Supplier Invoice Form button, accessible in the tab “Invoice List”. The invoice will 

be available in .PDF format for printing.  

 

In case the invoice was submitted by a sub-

contractor (hence, if different contractual 

levels were involved), you will be able to 

call up different versions of invoice printout 

(accessible via the corresponding line 

marked below in red) in order to populate 

printouts of an incoming invoice (= received 

from lower tier) as well as an outgoing 

invoice (= addressed to upper-tier). 

 

 

Printing of invoices is possible in status “Save” and after every approval stage. 
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22. WHAT INFORMATION IS CONTAINED IN THE INVOICE FORM? 

Supplier Invoice Form content: 

 

Back to top  
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23. WHAT INFORMATION IS GIVEN ON THE MAC FORM/CONFIRMATION PRINTOUT? 

Confirmation Printout content: 

 

 

Back to top  
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24. WHERE CAN I FIND MORE DETAILED APPROVAL INFORMATION ABOUT MY INVOICE OR 
CONFIRMATION? 

After submission for approval, the „Approval Info‟ button will appear in the Overview tab of the Invoice/Confirmation. 

 

                 

 

 

 

 

 

 

 

 

 

 

 

Whenever this button is clicked a pop up will appear which includes two tabs: the Workflow log and the Related Documents tab.  

 

a) Workflow Log: Illustrates which company is currently processing, has processed, or will be processing the document and the date and time the 

document has been received and processed. Visibility is given throughout the industrial consortium to the entire industry.  
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b) Related Documents tab: In case of a confirmation, the related documents tab in the „Approval Info‟ displays all invoices posted against the milestone 

which the confirmation is posted against. The „Reference Item‟ number indicates the milestone item number in the reference contract.   

 

 
 

In case of an invoice, the Related Documents tab in the „Approval Info‟ button displays all confirmations posted against the milestone which the invoice is posted 

against. (*)  
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(*) Please note the difference to the „Related Documents‟ tab in the Contract, where all related documents of this milestone (confirmations, invoices) are 

displayed. 

 

 

 

 

 

 

 

Go to the Contract/Purchase Order and open the line item details of the specific milestone. In the tab ”Related Documents” all follow on documents created 

against this milestone are listed and their status. Here, you can also verify that for an invoice the corresponding confirmation/ MAC was created and its approval 

status. 
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25. HOW PRIME CONTRACTORS CAN APPROVE AN INVOICE WITH/WITHOUT VAT POSTED BY A LOWER-
TIER SUB-CONTRACTOR. 

If a Prime is VAT exempted and has to approve an electronic incoming invoice including VAT from a lower-tier Sub-contractor directly paid by ESA in esa-p: in 

the course of invoice approval, the Prime can approve Invoices without VAT by setting the VAT rate to zero. This can be done by clicking the drop-down box 

and select appropriate tax rate.  

 

In the example below it is shown how a German Prime having obtained a VAT Exemption Certificate by ESA and receiving an incoming invoice from a German 

lower-tier sub-contractor including VAT would change the VAT-rate to 0 in the course of approving this invoice, hence producing an outgoing invoice to ESTEC 

in the NL free of VAT: 

                                         

     

 

 

 

Back to top 
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26. DO I GET (EMAIL) NOTIFICATIONS? HOW DO I KNOW IF MY INVOICE IS APPROVED OR REJECTED? 

No, external suppliers will receive notifications and reminders only through their esa-p inbox (and not via email). The built-in message board of your Inbox is 

accessible to ALL users of the supplier. Within this Inbox there are two relevant Tabs:  

- In the “Tasks”-Tab you will find all messages (incl. a hyperlink to the object details) on pending actions, typically an invoice or MAC  or APR submitted 

by a lower tier for your approval;  

- In the “Notifications”-Tab you will find messages for your info, typically on your invoices or MACs approved or rejected by an upper-tier.  

 

Example of the Tasks Tab is shown below:  

 

 

 

 

 

 

 

 

 

 

 

 

Example of the Notifications Tab is shown below:  
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27. HOW IS THE CONSORTIUM STRUCTURE REFLECTED IN THE CONTRACT STRUCTURE? 

The Architecture of ESA Contracts in esa-p reflects the consortium structure using the hierarchical logic of Line Numbers. Only subcontractors directly paid by 

ESA are reflected in the esa-p contract structure. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following hierarchy reflects the consortium structure in the below contract 

 

 

 

 

 

 

 

 

 

 

 

 



   

F.A.Q. for Suppliers              36|Page 

Invoicing Through a Consortium 

As per the consortium showed in the picture, Subco submits invoices to upper level, Prime to ESA. The approval flow also reflects the consortium structure: 

invoices submitted by a subcontractor or by the Prime vendor are subject to the below approval workflow. 

 

Parents and Children: What is my Contract Number? 

Due to technical constraints, large ESA-contracts including subcontractors directly paid by ESA may be sliced into many ‘contracts’ in esa-p, typically one per 

Sub-Contractor (Parent-Child Solution). In that case each sub-contract would be set up in esa-p with a distinct “PO Nbr”. 
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Typically the „parent‟ contract contains the consortium structure, and the „child‟ contracts are created per (direct sub-) Contractor. 

To see if a PO is a PARENT or a CHILD, check in the Overview tab, the field “Contract Type”: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contract type is one of the search criteria in the Active query and it is shown in the query result for Purchase Orders: 
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Child contracts are linked to the parent 

contract through the contract number specified: 
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In case you are a sub-contractor, you „only‟ know the ESA contract number of your Prime and your sub-contract is set up as a child separate to the main contract: 

you can find the number of the (Child) contract by accessing the Parent contract, selecting the contractual line (so not the outlines) and going to the „Releases‟ 

tab in the item details.  



   

F.A.Q. for Suppliers              40|Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: In a Parent-Child solution, each subcontractor’s invoice and confirmation shall be addressed using the child contract number and not using the parent 

contract number. 
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28. WHAT CAN I SEE IN THE ACTIVE QUERIES SCREEN? 

Detailed information can be found in the dedicated section “Active Queries” of the quick guide “Quick Guide on Tracking and Reporting” in the esa-p Help page, 

suppliers area: http://esa-p-help.sso.esa.int/Guide_on_Tracking_and_Reporting.pdf. 

29. WHAT DO THE DIFFERENT STATUSES OF AN INVOICE, CONFIRMATION AND ADVANCE PAYMENT 
REQUEST MEAN? 

Below you can find the different status for your invoices, confirmations and advance payment requests: 
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30. HOW CAN I FIND AN INVOICE? OR ALL INVOICES FOR A SPECIFIC CONTRACT? 

You will find all the invoices related to a specific contract in the tracking tab or in the extended PO history tab (only visible to Primes): 

 

 

 

 

 

 

 

 

 

 

 

 

Alternatively you can quickly query invoices directly from the main page after login via pre-defined “Active Queries” by status (e.g. „All‟ will display a list of all 

invoices payable to the supplier and to related subcontractors): 
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As a powerful third possibility for invoices queries, you can use a multitude of query parameters via this screen, located underneath the above shown „Active 

Queries‟ screen: 
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31. BY WHICH REPORTS CAN I QUERY MY OWN AND LOWER-TIER INVOICES? 

Detailed information can be found in the dedicated section “Prime-submission of INV/GRN as Sub-contractor” of the quick guide “Quick Guide on Tracking and 

Reporting” in the esap Help page, suppliers area: http://esa-p-help.sso.esa.int/Guide_on_Tracking_and_Reporting.pdf. 

 

32. WHERE CAN I FIND THE DATE ON WHICH MY INVOICE WAS PAID? 

The payment date of the invoice is the “Clearing Document Date‟ in esa-p. This field is updated as soon as the invoice is approved for payment by ESA.  

This date is not the effective payment date but the date of the claim for the bank transfer. 

 

You can find this date in the following locations: 

1) Displaying  the invoice – Header tab- General data – Basic – “Clearing document date‟: 
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2) In the "Active Query” (Invoices), the “Clearing document date” is displayed in a column placed immediately after the column Payment Baseline Date. 
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33. WHO CAN I CONTACT IN CASE OF GENERAL ISSUES/ QUERIES ON PERCEIVED OVERDUE INVOICES? 

 

 

 

 

 

Queries on perceived overdue invoices 

In order to optimize the support on invoices overdue for payment, a dedicated mailbox is active to centralize all invoice problems and queries.  
If you are facing any invoice issues, please download the Excel file from the esa-p Help http://esa-p-help.sso.esa.int/Template_for_information_on_invoice.xls;  

log your issues in the file with the required details (e.g. Contract #, Invoice #, date of invoice, amount, and description). Once you have completed the file, send 

it to ESA.payment.officer@esa.int. ESA Finance will take the necessary actions and keep you informed via e-mail as soon as possible.  

Requests to obtain a copy (PDF) of your original e-invoice(s) submitted through EFIS up to 21/12/2009  

On 19 December 2018, the online access to the EFIS system has been discontinued. Requests to obtain a copy (PDF) of your original e-invoice(s) 
submitted through EFIS up to 31/12/2009 shall be addressed via email to: Esa.payment.officer@esa.int  

Please specify the invoice by using this template. 
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34. HOW CAN I ORGANIZE IMPORTANT ANNOUNCEMENTS PUBLISHED ON ESA-P? 

It is important to regularly check the ‘Announcements’ published to the industry, as new system functionalities/ instructions related to the imp lementation of 

improvement waves will be communicated here. The next steps can be used to organize those announcements and create links for quicker access. 
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Example: The Advance Payment is an important document which you wish to add to your Portal Favorites to be able to quickly access this information when 

needed in the future. 

1. Search the document among old announcement scrolling pages: 

 

 

 

 

 

 

 

 

 

2. Click the link to open the document and copy the URL of the document:  
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3. Open menu Portal Favorites and select ‘Organize Entries’:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Open menu Favorites → select ‘New’ → select ‘External Link’ 
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5. Paste the URL copied in step 2 into the ‘Target’ field and add a name to this URL. Click SAVE button. 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click ‘Close’ after verifying that the link has been created. 



   

F.A.Q. for Suppliers              50|Page 

 
 
 
 
 
 
 
 
 
 
 

 
7. Verify that the link has been created in your Favorites. 
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35. IS THERE AN AUTOMATIC SAVE OPTION TO PREVENT LOSING DATA WHEN YOU WILL NOT USE ESA-
P FOR 10 MINUTES? 

No, there is no automatic save option. Please bear in mind the following:  

- If any user is inactive for a period of 30 minutes he/she will get a time-out error. Result will be that all data entered will be lost.  

- If any user is inactive for a period of 240 minutes he/she will have to re-authenticate. 
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