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LOGIN

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

Welcome TEST_EXTO02,

desa

European Space Agency

@eesa =

Home Order Collaboration ESALInks €

ESA Corporate Authentication After Iogin this ‘Home’ Screen {

Please log In sub-Tab ‘Welcome’ is shown s s o i
Usermame:

[rremrspp——

Ioformation Note: esa-p news. Unacade Prol,

L limnge gt * Supplier Request Form Information Note: New Seif Service Passwo
] | RUN2 UPG201S SUPPLIER (22.06.2015)

@ There areno kemsto = Planned Outage Notification esa-p - from F
display

R e VRS ST L NP K.

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

If you had forgotten your username or password:

contact idhelp@esa.int
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ACTIVE QUERIES

The most reliable tools to search for contracts, invoices or MACs are the ‘Active Queries’ in the section “order collaboration > overview”, which use powerful
query criteria. Within the Active Queries screen you can see an overview of all predefined queries which can be customized, depending on the users-
authorization.

Welcome TEST_EXT02,

@ esa sel.lspapl-ugrs area

Order Collaboration ESA Links

[Order Collaboration > Overview > Order Coua:xxabonl

Navigation Reporting Pane
Active Queries
~ Services

Shopping Carts Saved(0) Awaiting Aporoval (0) Approved (0)
Create Documents Purchase Orders Orgered (1) Saved (0)
* External Confirmation Invoices Canceled (0) Recording Completed (0) Saved (0) Al (7) Awaiting Approval (130)
C Reiected (0) Deleted (0) Posted in the Backend (0) Awaiting Aporoval (0) Al (2) Saved (1)
Advanced Payment Request All (0) Saved (0) Awaiting Approval (0)

* Create Invoice
* Create Advance Payment Requ

Central Functions Shopping Carts - Saved

* Display Company Data |+ Hide Quick Criteria Maintenance

Shopping Cart Number < To [ ®

Ring 4t 424000 A A b A A A A A A Ara A As

Shopping Cart Name:
P aer SONADORHGe o n i ysin, s ani ot Lo 40 1 20 B TN b A0 05 00 A S D DAA S B A N

Active Queries

Shopping Cants Saved(0) Awaiting Approval (0) Approved (0)
Purchase Orders Ordered (1) Saved (0)
Invoices Canceled (0) Recording Completed (0) Saved (0) All{7) Awaiting Approval (130
. “ . . . . . . Confirmations Reiected (0) Deleted (0) Posted in the Backend (0) Awaiting Approval (0) All (2) Saved (1)
If the section “Quick criteria maintenance is hidden please Atvanced Payment Request All(0) Saved (0) Awaiting Aporoval D)

click on the tab “Show Quick Criteria Maintenance” to Shopping Carts - Save

expand all the searching criteria of the active queries. L) Shoi Guick Crier Warnienance L J
[iStandardView] =] || Copy | ||| Display |[ Eait | Delete | | [ Orcer | Create Confirmation || Print Preview | | | Refresh |

B Shopping Cart Number  Shopping Cart Name  Status ltemName Configurable ltem Number  Procurement Action Classif.  C C

View:

. ‘\,A.“‘MA,“.A‘E. S P U WL G SN e
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How to search a

document
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In the below example we will show how to use the search criteria in order to find a document. In this specific case we will use the query of the invoice.

First select the query

Active Queries

Shopping Carts

Purchase Orders

Invoices

Confirmations

Advanced Payment Reguest

Invoices - All

Invoices > All

Saved (D) Awsitin
Ordered (1) Saved (0}

Canceled (0) Recording Completed (0} Saved (0]
Posted in the Backend (0

Rejected (0) Deleted (0)
All (D) Saved (0) Awaiting Approval (0}

[+ Hide Quick Criteria Maintenance

Invoice Mumber (Internal):
Invoice Name:

Purchase Order Number:
Status:

Awaiting Approval Substatus:
Created On:

Cumrency:

Invoice Date:

Supplier:

Arla i eyt ofidn puibhgr & J“[A/I‘ PN NPV _SPW N L/*_,}}I*/f‘}f‘ W IV S NP W WY Y W

=]

roval () Approved (0}

L1

e[ ®

L @

e[ ®

I =

Awaiting Approval (0) All (2) Saved (1)

ol @

ol @

A A A A M M A A AR AL A A A aA A

o~

If you know the number of the invoice (as example 7000266820) it is simple to search the document just put it into the search field “Invoice number” then
click on the "Apply” button at the bottom of the search criteria.

Invoices - All

[+ Hide Quick Criteria Maintenance

Inwoice Number (Internal):

Invaoice Name:
Purchase Order Mumber:

Status:

LAY S S NN Y N T PR N N RPN T N W N Y W W T

< | 7000266820 |x

L 1

[=
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The document will be displayed in the tab results and can be directly opened by clicking on the hyperlink.

Extemal Invoice Mumber: 1 <
Total Tax ol ] 1. I <
Totl Ve JE— A E— 4
Fi Posi i o Y — I {
Invaiing Party: [ (
o

View: | [Standard View] [=] | [ Create invoice | || [ Dispiay || Edit |[ CancerReverse || Evaluate |[ Print Preview | | [ Retresh |[ Export 4 | ‘i'
B Invoice Mame  Invoicing Date  Created On  Created By Invoice Mumber (external)  Status Awaiting Approval Substatus  Payment Baseline Date Ganlb‘

02072015 0207215 TEST_EXTOZ 134124121 Pasted in the Backend 02.07.2015

A AL A

P ot YVITY W P PR NP SV W WY W LW PV W Y W ST Y N SV Y W T N SR Y Y N N N W

If you don’t know the document number you can find it through other information related to the invoice as for example the invoice name, the supplier code or
the user id author of the document. These searching fields (“Invoice name”, “Supplier” and “Created by “all are available in the Query (see image below).

| = Hide Cuick Critena Manienance Q

I = To | ] = }

: g

To m ‘3

m P

<

To [ Ei L 1

Payment Basslng Dabe wl & Te | g = ;

Extermal Invoice Humber 1 ‘
Tatal Tae = I To | o

Tortal Vahue: =1 | o | | & 3
Fi Posting Date: L I i | L I | &

Irvetiting Party: | ii 1.

SO SIPWY NP Y VN PPN ST Y VN S ......-J
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For example we can make a search using the field “Created by” and filling it with the user ID (TEST_EXTO02) creator of the invoice then click the button

“Applyﬂ.
The query result will show all the invoices created by the user ID TEST_EXTO02 included the document number 7000266820

VW N T VN Yy T T W W NV T VTN R WY WY W Y N
[ «

VAT exemption rumber. )

Cronges on of o 1o | m e $
Created By TesTEqR )
Payment Basetine Date: < | s} To [ 6] 4 )
Extemal invoice Number K
Totsl Tax ¢ To | | & j
Total Vake oL ] To [ 1® 4
Fi Posting Date oL s To [ m # !
Invoiking Party. L n é
[Zoply ] [Ciear | <
e Smgerd viows T Crosts tovoe J{I] sty | £k | Concermieverse | Evaisote | Poes treves JI[ Rekosn | Sxpor | )
fa Invoice Number  nvoice Name  Involcing Date  Created On  Created By Invoice Number (extermal)  Status mwsw,
13072015 1307.2015 TEST_EXTO2 S7S7S7 Posted in the Backend L
13072015 13072015 TEST_EXT02 88777777 Awating Approval  Parked waiting GR
‘l 14072015 14072015 TEST_EXTO2 89898989 Awsiting Appeorsl Parked wating GR :§
! 02072015  0207.2015 TEST_EXTO2 134124121 Posted in the Backend
[ 30052015 30062015 TEST_EXT02 5325352325 Release Rejected {‘
[ | 24062015 24062015 TEST_EXTO2 54887569 Release Rejected p
L-l T 2 A o a PR BB | TETETTATTENT pan o ISR PRI, o it 3

The same logic of search can be applied to the
other active queries related to different document LEIBUED
types (e.g. Purchase order, Confirmation..). Shopping Carts Saved (0 Awalling Acproval (0) Aporoved (0)
Purchase Orders Ordersd (1) Saved (0)
Invoices Canceled (0) Recording Completed (0} Sawed (00 AN(T) Awaiting Approwal (130

- giected (0) Deleted (0) Posted in the Backend (0) Awaitin roval wed (1
ayment Request All (D) Saved (0) Awaiting Approval (0}

pAA A AN A A A A

 Hide Quick Criteria Maintenance
WJMAWWM me‘nM;M LGV ¥V ¥ 1 M;
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It is important to regularly refresh the data displayed in the Order Collaboration area by clicking the "Refresh" button otherwise the output list will show
always the result of the query at the time of the query execution. Scroll to the bottom right to verify the time and date of the last refresh.

—

Query Personalization based on User Preferences

&

Awaiting Approval Substatus  Reference Document  Product Description  Quantity Confirmed  Unit Created by  Posting Date  Created On Purchase Order  Line Number |:

m

rLaisefresh 21.09.2015 15:09:59 CET Refre

El

In addition to the standard ‘Active Queries ’per document type and status, you can refine your search and personalize the result view to match your

requirements and to extract a report.

The following steps illustrate how to create, run, and extract a report in esa-p. In this example we will personalize a report based on invoice

Select the query invoices “All”

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

Purchase Orders Ordered (1) Saved (0}
Invoices
Confirmations Saved (1) Deleted (0)

Awaiting A

=dveld iy LeleleliM) !

Advanced Payment Request All (0} Saved (0) Awaiting Approval (0}

Invoices - All

[+ Hide Quick Criteria Maintenance

roval (130

) Recording Completed (0) Canceled (0)
Awaiting Approval (0) Posted in the Backend (0) Rejected (0)

Invoice Number (Internal): <& I:l
Invoice Mame: |
Purchase Order Number: I:l

Status: |

Al Waling Approfal SUbSIaNS o ,}—r*m—rm—_r—vJ;L P NP NP S SR VY S S P

Guide on Tracking and Reporting
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http://cgi.di.uoa.gr/~phdsbook/files/OK_Koutrika.pdf

Drag to scroll bar right and open the setting dialogs &)

]

raiting Approval Substatus Payment Baseline Date  Clearing Document Date  Total Value
13.07.2015 57,50

ked waiting GR approval 56,00
ked waiting GR approval 11,60
02.07.2015 25,00

30.06.2015 100,00

494.800,00

Ol B2 2 2 REPENIE o s b BB 2 208 TE2200.00 FUBM , L408.2095 4 , 20000031885, #THARESALENIA SRACK FRANCE suas. /

A new window will open.

Currency FlPosting date  Supplier Code

EUR 01.08.2015 1000003215
EUR 01.08.2015 1000003215
EUR 14.07.2015 1000003215
EUR 02.07.2015 1000003125
EUR 30.06.2015 1000003215
EUR 24.06.2015 1000003108

Supplier Name @
THALES ALENIA SPACE ITALIA SPA
THALES ALENIA SPACE ITALIA SPA
THALES ALENIA SPACE ITALIA SPA
THALES ALENIA SPACE ESPANA
THALES ALENIA SPACE ITALIA SPA

THALES ALENIA SPACE FRANCE

k\kttk\g____'
@cesa

Select the columns you want to remove from your report (for example the columns “Supplier Code” and “Supplier Name”) and then click the option “Remove”

Awatting Approval Substatus

Payment Baseine Date
Clearng Document Date
Total Vakie

Currency

FlPosting date

Suppber Code

Suppher Name

@ [:1 Change Sequence

a3l |
[~ Remove 13

Columns Fixed to Left: [1

¥

-
[~ 3

[

View |‘ [Standard View]

|'|| Save as || Delete || Properties. |

Column Selection

E. Hidden Columns
Supplier Code

Supplier Name

Columns Fixed to Left:

Select the columns you want to see as the first columns from the left in the report view,
Click the button =] to move the selected lines (as example “Status” and “Awaiting approval substatus”) to top of the list.

Guide on Tracking and Reporting

Sort

Calculation [

=

Add »

Fitter

=8

| Display

Displayed Columns

Invoice Mumber (external)

Status

Awaiting Approval Substatus

[4 Remove | —

Clearing Document Date
Total Value

Payment Baseline Date

Currency
Fl Posting date

=

E |E| Change Sequence El |§|

10 | Page



After the definition of the displayed column sequence, ‘Apply’ the changes to the current view clicking the button “Apply”; to verify if the report has the desired

format check report layout preview.

b 2. \W\-’VA‘\W\ 7% T 0 0 A i Tt W W T
[ Sovpter boms | Awatng Approval

Substates (
| | nvoce Number <
[ [Cae B
, [ R ] | T
\ | mvecng Date
;’ | CresteaOn )
1 L Crested By
i L e trter (wtemat $
Colmng Fxedfolet |1 |w)

<

View: " [Sanserd View] (v | Croate wvoice | | | Duginy | £t || Cancomeverse § Dvataain | Pt mrovew || [Rotresd | Export, | 7
- ’ ce Number  voce Name  bvoicng Date ¥ 4 +

N 12072015 13072015 TEST_EXTO? STETSY 1307203

13072015 13072015 TEST_EXTO2 88777777 <

14072018 14072015 TEST_EXTO2 29808583 <

02072815 02072095 TESTEXTOR 134124121 eaormsﬁ

After having defined the columns to be displayed in the tab “Column Selection” we can set-up the sorting of the list using the functionality “Sort”:

Click on tab “Sort”

then click “Add”.

|

nvoice Number L8

IS A

[ [ cranpe sevencs 5] ]
*9@]-1‘,}“’“»»# PR PRV W Y Y

PAAAALLA NN A A, A A

Guide on Tracking and Reporting

B Unsorted Columns
| Invoicing Date

Invoice Number (external)
| Currency
U Payment Baselne Date
= Awating Approval Subst...
= Supplier Name

Total Value

Select the sorting columns (e.g.: sort according to the selection done from left to right)

mmmlmimlnﬁm

[LoK][ Cancel ][ Apply ][ Reset ]

4
{
& B SortedCoumns  SortDrecton | | i€
Status Ascending
b Fl Posting date Ascending
Suppher Code Ascending I
| _Add__ )
= B ;
~ = }
[Z] [=] cnange Sequence [~] [Z] 1
€
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Select sort direction (descending or ascending)

Column Selection Sort I Calculation i Fitter I Display 4-1
«
E. Unsorted Columns [=] E. Sorted Columns  SortDirection || i
Invoicing Date J Status £
Inwoice Number (external} J Fl Posting date f
_ Clearing Document Date | Supplier Code “
i
Currency -

—

Payment Baseline Date

Awaiting Approval Subst . !
Supplier Name ’
Total Value =] =] ;
El |E| Change SequenceE El f
o

LT

0K [ cancel || Apply || Reset |
La VY. ..l'_"wlﬁ.f‘..f'hh_f UG Y WY YWV Y R VY

In order to define the number of visible rows for the report, you can check the number of items matching your search query selecting the tab “Display”

Settings

View |*[Standard View]  [*|[ Save |[ Save as... |[ Delete | [ Properties... |

Column Selection i Sort i Calculation i Fitter

Displayed Rows:

Settings

View |* [Standard View] [~ || Save |[ Save as... || Deletz |[ Properties.. |

Column Selection | Sort | Calculation | Fitter Display

Displayed Columns: (&l [=] Displayed Rows: 10
Table Design: (Standard [ =| e oo e T
Grid Lines: Al B rd Lo — =

[ Higrarchy
PRy oW T W SN W N i W SN ST W S T L Y

["] Hierarchy

}A\ Ay Ay Ay A A A AN

Enter the number of rows to be displayed in your report in the field
“Displayed Rows”

Guide on Tracking and Reporting 12 | Page



When the report is finalized click “Save as “to save it as a separate view

Settings

view | [Standard View] |+ || Saelete || Properties...

WV L N SV

Enter a description / report name as mandatory field and set flag “Initial View" if you want this report to appear as your initial view whenever you run the

query (in this example query “Invoices"

Save View as

—“All") then click “OK”

Vigw: [Standard View] x| || [Create invoice | || [ Display ][ Edit |[ CancelReverse |[ Evaluate |[ Print &
=) he Invoicing Date Created On Created By  Invoice Number (external
?l}duzmn 13.07.2015 13.07.2015 | TEST_EXT02  &887FFifT )
7000266839 14.07.2015 14.07.2015 | TEST_EXT0Z &9898589 )
7000266837 13.07 2015 13.07.2015 | TEST_EXT02 575757 (ﬂ
7000266820 02.07.2015 02.07.2015 TEST_EXT0Z 134124121 {
P LTI B4 LRGPP SRS, JEFETPN ETELTE pen A

Guide on Tracking and Reporting

Clicking “OK", the defined report layout will be visible in
your Order Collaboration area.

You can create several views / report layouts and select a
different view (as example “TEST” via the drop down
menu)

"ﬁ@"" TNV M‘V‘VWWWW

Posted in the Backend

Release Rejected

M_I_IMI T G

CrestedBy

uoum IS.WZQIS TEST_EXT02 amrm

| 14072018
13072018
02072018
24082015
30062015

A A

14072018

12072018
02072018

24062015
30.06.2015

| TEST_EXTO2
TEST_EXT02

13 | Page

89858983
78757
134124121

98763637
5325262228

13072018

20082015
3052015

b A TSRS b, s SRRV BERN TR SR P p st sash

02072018

A A, "w




Finally if you wish to export the results of a query, you can use the button “Export” just above the Output list >Export to Microsoft Excel

R 2 4 '\"\.« \"V\-v’ V\f"\f Yy "E '\6‘5\(“\\» W VNN Y Yy

Fl Posting Date

< . . .
Wvaceq Party o ; This action creates an Excel file based on the
|| Clear
e — . , | selected layout.
Vew Tt5T 1w} [Croste wwoxe || | Oncary | tot | Carcemivvarse | tystate § vt revew | | [Ret e
B St A Awateg Approval Ssbatatus  Bvaice Number  hwsice Name  Ivocog Date .
Awaterg Approval Paried watng GR approval T00026AES 13072008 12072018 TEST_EXTOR  8&TTTTT
| Parked waling GR spproval 1990088233 14072095 14072015 TEST_EXTI 29898589
Postes r the Bacrend 200007 13072005 13072015 TEST_EXTOR STSPST 13.07.2015
200000680 02072015 C2072015  TEST_EXTOR 134124121 2072015 Do o w0 bpren o7 s this He?
2000204731 062008 24062018 TEST_OXTOZ  SG76M6ENG 24062015

20062018 052015  TEST_EXTIR2 20062615

1000266782 i~ Nama:  exportadsx
I.I\J""A" o e W e e & JJJ.M\'.IJ“&MM'A-/JM-AAIJ‘I‘&H J

Type: Microsoft Office Excel Worksheet
From. esa-psrm-reld.sso.esaint

Whie fles from the Intemet can be useful, some fles can potentially
Mmmwmlu lyoudonamhm o not open or

How to search for Related Documents (MAC, INV and APR)
If you want to have an overview of all the documents (Confirmations, Invoices and Advance Payment Requests) issued against a milestone it is possible to
use the Tab “Related Documents” in the item details of the PO/ v e v v emrvm "y s v " uriv s v O At e e A e 2

. . . - Numb =l (2000114087 | it
Contract to find matching INV and MAC against a specific e ’
Purchase Order Name: | |
Milestone: Status: |ordered |
Timeframe: L =
. L . Creation Date: <> To =
Open the contract display screen by clicking on the link of the purchasing Groug: o S
query on Purchase Order Suppler [ @
Contract Type: :El
View: Mﬂ | ‘ NRP H Create Purchase Order || Create with Reference || Display H Edit || Delete | | | Purchase Order Response || Notify Ré

EL Purchase Order Number Purchase Order Name ttermn Number Configurable tem Mumber ttem Name Status

o 1000114087 TEST_RELO6 25.06.2015 17:09 Ordered

S SV Gy VTSV S N Y IV VN W S WY SWP Y T VN N VLV Y WY VW Y W

Locate the milestone in the contract structure

Guide on Tracking and Reporting 14 | Page



Overview r Header - Notes and Attachments r Approval 4
Select the “Related Document” tab: this will show all the documents linked to the selected

wiemoieniew T iosiones and their status.,

[ Details |[ Add Line 4 |[ Add Subling  |[77][Z1]] cut ][ Copy |[ Paste « || Delete || Undelete

bk

E. Line Humber Deleted  Hem Mumber Product ID
- 001 1
- 001.001 2

R

= ggj 001.001.002

4
= 2] 001.001.003 5 o Purchase Order Response [ invoice Expected
|~ Cyoot002 8 SUB1.1 o S xm“mm,m,m R R A,
o ~ [7001.002.001 7 SUB1.1MAE Pt aaon®t (2 dhia A A a8 P o7 Y SRFW R S0V Y S SV O S
] «  ggj 001.002.001.001 3 Progress
o - 2] 001.002.001.002 9 Progress
N g 001.002.001.003 10 Progress
N T W RPN S Y S B VRN
e - ¥ N y Yow ¥ W - YTy Y N W e Ty 4
Wiew: |European Euro |~ |
Document Name Document Number Back-End Document Number Status
Total
Confirmation 6000230527H 2015/5000140181 Posted in the Backend
Total
Confirmation 8000230580/ Awaiting Approval
Confirmation 6000230581/ Deleted
Total
Invoice 7000266834 2015/5105696052 Posted in the Backend
Credit Memo 7000266883/ 2015/5105696077 Posted in the Backend
Invoice 70002668921 2015/5105696078 Posted in the Backend
Invoice 7000266973 2015/5105696099 Posted in the Backend
RV V¥ S W SOVLF N PV Y WY W S VAP W ¥ IV W

Clicking on the link to the document number, the document is opened in a new window
Guide on Tracking and Reporting 15 | Page



EUR
ELR
EUR
EUR
EUR

B E0l0 Cdaliag " 5 sas &

Teanl
CLH clealness 0145000116334
Total
1000318817545 2014505673374
Total

‘ Number 7000226369 Name 100021881-77646 External Invoice Number 100031881-/7646 Purchase Order Number 4000106957 Status Paid Total Value 91.905.00 EUR Supplier Invoicing Party

_. H‘eaderr Iemr Nnh:samiAlachmelﬂsr Apnmvalr Traﬂ:'mgr Invaice list

Purchase Order Number. 77 Total Value (Gross)Currency: * | 91,908.00| [EUR__ | [ Calculate Total Value |
o Pary oooonzss Batnce
Supplier: = T I 0.00] [ Calculate Tota Taxes | View Tax Delails
Etemal vare Numser - s
Titie: * IN ACCORDANGE WITH SIGNATURE OF CCN REF. FOG.CN.06345.T bacnileanss 30 days for extemal vendors |
i Part. Bank: |

Invoice Mame: [100031881-77646 | Awaiting approval Sub-status: | ]
Invoicing Date: * VAT Exemption Number: I |
Invoice Recipient: |ESA European Space Agency

| Details |[ Add Hem . || Copy |[ Paste |[ Duplicate |[ Delete | | [ Include All || Exclude All |

Line Number Inclede Type ProductID Description

Product Category  Purchase Order ltem

Quantity Unit Price/Unit Cumency Price Unit NetValue Tax

G/L Account Mumber  Account Assignment Type

Guide on Tracking and Reporting
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How to search INV/GRN entered by Sub-contractors

If you need to see all the invoices created by lower tier subcontractor the tool ‘Active Queries’ in the section “order collaboration >
Overview can be used.

Within the Active Queries screen you can see an overview of all predefined queries select the queries Invoice “all”

Active Queries

Shopping Cants Saved (0] Awsiting Spproval (0 Appeaved (D)
Purchase Orders Ordeced (1) Saved (0

Invoices Canceled (0} Recorfing Compleled () Saved (0}

Confirmations Asjected (0) Dedsted (0] Ppsied in the Backend (T8

Advancad Paymeant Reqguest AN D Saved (08 Swaitng Appioval (D)

fineg Aporowal (0] ANIZY Smved (1)

Invoices - Al

| = Hade Quack Criteria Mainisnance

Inwoice Mumber (internal B || ] To &

Invoice Name:
Purchase Ornder Numiber

Status: a

Lucaiting Approval Substatis [ =
Created On & | i) To
Curréficy [ D

Inweae Dale < | = Ta
Supplier [ E'

L T T T T e T P R YU i WP

B AVATIa DU, A ot 0 b B b i L b BN B B g Bt AP

Please notice that only the prime has visibility on the full contract structure, the subcontractors directly paid by ESA only have visibility on their own
contractual branch milestones and follow on documents.

If you know the number of the invoice it is simple to search the document just put it into the search field “Invoice number” then click on the "Apply” button

If you don’t know the document number you can find it through other information related to the invoice for example the “Purchase Order Number® or the
“Invoicing Party” supplier code.
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Invoice Number: & |:| To l:l =
Invoice Names: | |

Purchase Order Number: |:| |

Status: | [=]

Awvaiting Approval Substatus: | | - |

Created On: @ To _E

Suppler: I = |

Currency: _

Invoice Date: @ Tl  [E

WAT exemption number: |

Changed On; & To | |E@ =
Created By: _

Payment Baseline Date: @ To _E =
External Inveice Number: |:|

Total Tax: > | To | | &
Total Value: @ | To | | =
Cost Center: _

Fund: |

WBS (Project dentifier): |

FI Posting Date: S = I = =
Invoicing Party: _
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For example we can make a search using the field “The invoicing party” and filling it with the code (100000XXXX) and click the button “Apply”.

The query result will show all the invoices created by the subcontractor 2700000 XXXX

It is important to regularly refresh the data displayed in the Order Collaboration area by clicking the "Refresh” button. Scroll to the bottom right to verify the
time and date of the last refresh.
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INTRODUCTION OF THE NAVIGATION REPORTING PANE (NRP)

The Navigation Reporting Pane (NRP) is a web front-end tool available to ESA and Industry for improved navigation of single/multiple Contracts (normal or
Large Contracts) or Purchase Orders. The main purpose of the NRP is to synthesize even complex contracts into one unigue view to immediately display
basic data of the contract and financial information, starting from consolidated data, drill down will then allow simplified navigation to all contractual and
financial documents.
The NRP allows users to view and navigate through large contracts in esa-p as one single object and provides a consolidated financial overview.
It:
e Provides an overview of the whole contract/purchase order, including industrial consortium hierarchy and relevant figures, from contractual
commitment to paid amount
e Allows to navigate through the Contract / PO and related follow-on documents (Confirmations, Invoices, APRS)
e Allows to have always the ‘current view’ of the Contract status: refreshing the view all the changes or new documents entered are included in the
screen.
¢ Allows extraction of data in a MS Excel flat file for further elaboration.

How to access the NRP
NRP can be accessed in two ways:

1) Via “Active Query” query on Purchase Order: Selecting a Contract in the output list and choosing “Run NRP for selected order”.

hiio aa Tk A Waad VA VA T ik Wade L LA Vi PR A Wik Wiadt atha W BRA W oL tdeih T4 4 W v")\-

Order Collaboration
| * Hide Uuick Lritena Mantenance ‘(
Navigation Reporting Pane 1
- Number: =I [+0001124087 ol ] N {
~ Services }
Purchase Order Name: | | ‘{

Create Documents
Status: Ordered j
* External Confirmation § -
Time frame: [ <
* Create Invoice b
' Creaton Date: @ @ & 4
" Creste Advance Payment Reque|
D Purchasing Group: To = &
Central Functions Supplier: I = }
* Display Company Data Contract Type: l:El (
)’
ETHEFE are no items to View: ﬂ i se Ord _Q[_eate with Reference 4 || Display || Edit || Delete | | | Purchel
display EX Purchase Order Number Run NRF for selected order ftem Number Configurable kem Number
T LT Run NRP for selected PO name

Copyright & Eurcpean Space —_— = (
Agengy Ll gl ppseopeds an B Y P S ST A P SRS N PN T T L PR W Y LR FEW R P W Tt
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2) Via direct Portal hyperlink (in the section “Order Collaboration” )

Home Order Collaboration ESA Links

Order Collaboration = Owerview = Order Collaboration

Order Collaboration
| = Hide Luick Lriera Mantenance

Hawvigation Reporting Pane

- Number: =| 4000114087 T
* Services

{,A\‘. "‘ M.“Aﬁ-ﬂ-‘“

o AraPUCmse e b, AN b e ah L AR L ata gt 4R

The difference between 1) and 2) is that:

*By accessing the NRP in the “Active Query” it is possible to run the NRP on a single Contract (normal or large) or on all Contracts sharing the same name.

*By accessing the NRP via Portal hyperlink a custom selection screen is opened where it is possible to run NRP for a multiple selection on Contract
numbers.

NRP Quick overview

Running the NRP on a Contract opens a new window (see next picture).

The NRP screen is divided in three main sections:
1) The Top menu where the three links “Refresh”, “Download in Excel” and “Load APR data” are available
2) The Settings/Filters bar that allows to access the possible filters and customizations of the interface
3) The browsing section where is possible to navigate through the Contract data.
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S\ Refresh | Bl Download inXLS | §ALoad APRData | ]

Collapse All Title/Refer...

¥ £74000114087 ZCTR  TEST CONTRAC
¥ E74000114087.1 Z1_PRIN PRIME CONTR:

¥ £34000114087.2 Z1_MPP PRIME MPP
» (1 4000114087.3 Z3_MIL_| MILESTONE 01
¥ £34000114087.4 Z3_MIL_ MILESTONE 02
[17000288870.2 [@), MV | TEST1234563:

|_] 70002688982 [8) INV 432121421

|} s100021346.2 [ APR | FIRST APP

_]4000114087.5 [E), Zz_MIL_ MILESTONE 02

¥ E54000114087.6 B, zi_sue | sue1.1o0UTL

¥ £54000114087.7 [B, zimPP sue1.1MPPC
»(J4000114087.2 [€) Z3_MIL | PROGRESS MII
|_]4000114087.9 [€), Z3_MIL_ PROGRESS MII
[[]4000114087.1 [), 2Z2_MIL_| PROGRESS MII

¥ 54000114087.16 [€) Z1_SUB SUB 2.1 OUTL
v (340001140871 [§) Z1_MPP SUB 2.1 MPRT

¥ (5400011408 [f), 23 MIL MILESTONE 01

[ soo0zzc [E, cowrF

_J700026e [B) IV TESTEHP 2

Active PO Amt
435.000,00
435.000.00

90.000,00
20.000,00
20.000,00
0,00

0,00

0,00
40.000,00
225.000,00
120.000.00
20.000,00
40.000,00
60.000,00
105.000,00
105.000,00
25.000,00
0.00

0.00

Title/Reference Search: _

Draft PO Amt Confirmed Amt Invoiced Net Amt

35.000,00
35.000,00
10.000,00
10.000,00
0.00
0,00
0,00
0.00
0,00
25.000,00
10.000,00
10.000,00
0,00
0,00
15.000,00
15.000,00
15.000,00
15.000,00

0,00

22.020,00
22.020.00
20,00
20,00
Q.00
2.000,00
10,00
Q.00

0,00
22.000.00
7.000,00
7.000,00
0,00

0,00
15.000.00
15.000,00
15.000.00
0,00

15.000,00

Show/Hide Columns | v

APR Amt
19.000,00
19.000,00
12.000,00
5.000,00
8.000,00
0,00
0,00
8.000,00
0,00
6.000,00
0.00
0,00
0,00
0,00
6.000,00
6.000,00
6.000,00
0,00

0,00

Show Filters ?

Advance CURR

0,00
0,00
0,00
0,00
0.00
0,00
0,00
0,00
0,00
0,00
0.00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

EUR

Status Sub-st
Orderec
Ordere|
Orderac
Orderec
Orderec
Avaiting Parked we
Avaiting Approved
Posted
Orderac
Ordere:
Orderec
Orderac
Orderec
Ordere
Orderec
Ordere:
Orderec
Posted

Posted

Total items: 53

In the browsing section, the leftmost column shows the Contracts hierarchy and the follow on documents.

Each row starts with an icon of a folder or of a document:

e Folder nodes are items that can be expanded or collapsed and typically represent Contracts, MPPs or Milestones having items hierarchically linked

to them

e Document nodes are items that cannot be expanded or collapsed because there are no objects linked to them and typically they represent follow on

documents (Confirmation, Invoices, APRs,) or milestones without follow on documents and so on.

Each row shows a set of attributes of the node e.g. the item type, the reference the total value committed for the item, the amount currently confirmed etc.

that are relevant for the corresponding node.

You can find further details about the possible setting/filters and column descriptions and aggregation rules under this link http:/esa-p-help.sso.esa.int
section “Navigation Reporting Pane Presentation”.
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