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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.  

  

 

After login this óHomeô Screen, 

sub-Tab óWelcomeô is shown 

 

If you had forgotten your username or password: 

contact idhelp@esa.int  

 

http://esa-p.sso.esa.int/
mailto:idhelp@esa.int
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ACTIVE QUERIES 
The most reliable tools to search for contracts, invoices or MACs are the óActive Queriesô in the section ñorder collaboration > overviewò, 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.  

 
 

 
 

 
 

 

 

 

 

If the section ñQuick criteria maintenance is hidden please  

click on the tab ñShow Quick Criteria Maintenanceò to 

expand all the searching criteria of the active queries. 
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How to search a document 
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 Invoices > All 

 
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 ñInvoice numberò then 

click on the òApplyò button at the bottom of the search criteria. 
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The document will be displayed in the tab results and can be directly opened by clicking on the hyperlink.  

 
 

 

 

 

 

 

 

If you donôt 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 (ñInvoice nameò, ñSupplierò and ñCreated by ñall are available in the Query (see image below). 
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For example we can make a search using the field ñCreated byò and filling it with the user ID (TEST_EXT02) creator of the invoice then click the button 

ñApplyò. 

The query result will show all the invoices created by the user ID TEST_EXT02 included the document number 7000266820 
 

 

The same logic of search can be applied to the 

other active queries related to different document 

types (e.g. Purchase order, Confirmation..). 
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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 

In addition to the standard óActive Queries ôper 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 ñAllò  

 

 
 

 

 

 

 

 

 

 

 

 

http://cgi.di.uoa.gr/~phdsbook/files/OK_Koutrika.pdf
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Drag to scroll bar right and open the setting dialogs   

 

 

 

 

 

 

 

 

A new window will open. 

Select the columns you want to remove from your report (for example the columns ñSupplier Codeò and ñSupplier Nameò) and then click the option ñRemoveò 

 
 

 
 

 
 

 
 

 
 

 
 

 
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 ñStatusò and ñAwaiting approval substatusò) to top of the list. 
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After the definition of the displayed column sequence, óApplyô the changes to the current view clicking the button ñApplyò; to verify if the report has the desired 

format  check report layout preview. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After having defined the columns to be displayed in the tab ñColumn Selectionò we can set-up the sorting of the list using the functionality ñSortò: 

Click on tab ñSortò 

 

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

then click ñAddò. 
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Select sort direction (descending or ascending) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 ñDisplayò 

 

 

Enter the number of rows to be displayed in your report in the field 

ñDisplayed Rowsò 
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When the report is finalized click ñSave as ñto save it as a separate view 

 

 

 

 

 

 

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

query (in this example query ñInvoices  ïñAllò) then click ñOKò 

 

 

 

 

 

 

 

Clicking ñOK , 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 ñTESTò via the drop down 

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

 

 

This action creates an Excel file based on the 

selected layout. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 ñRelated Documentsò in the item details of the PO / 

Contract to find matching INV and MAC against a specific 

Milestone:  

 

Open the contract display screen by clicking on the link of the 

query on Purchase Order 

 

 

 

 

 

Locate the milestone in the contract structure 














