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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 6 Ho me & c {

Please log In sub-Tab 0 Weisshonme 6 s Weloe 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 contthhemcdect iimnvofi @redse rorc dMAl Csbpoavedat itohne >0 Aocwt ¢
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-p
suppliers area

ESA Links

[Order Collaboration > Overview > Order Coua:xxa'.»onl

Navigation Reporting Pane
Active Queries
~ Services

Shopping Carts Saved(0) Awaiting Aporoval (0) Approved (0)
Create Documents Purchase Orders Ordered (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) ANl (2) Saved (1)
Advanced Payment Request All (0) Saved (0) Awaiting Approval (0)

* Create Invoice
* Create Advance Payment Requ

Central Functions Shopping Carts - Saved

* Dispiay 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: L
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 Cans 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)
| f t he sectilon iQui c k crite Advanced Payment Request All(0) Saved (0) Awaiting Approval (0)

click on the tab A Show Qui ck Crit do Shopping Carls. . Saved
expand all the searching criteria of the active queries. b Show Gk Cera Wanferace L g
[iStandardView] =] || Copy | ||| Display |[ Eait | Delete | | [ Orcer | Create Confirmation || Print Preview | | | Refresh |

E3 Shopping Cart Number  Shopping Cart Name  Status ItemName Configurable item Number  Procurement Action Classif.  C Cl

View:

LW VSN *E. S P U WL G SN e
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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

Arla i eyhtnfin pukhgr 4 J"‘[A/I‘ PN NPV _SPW N L/* YN Y P N T i Y W W Y

If you know the number of the invoice (as example 7000266820) it is simple to search the document just putiti nt o
t h e at thefbptiprh of the deauch d¢riteria.

c |

B afog ettty gt L b B, B0 b gt g p TR g b B BB B g S B N

Active Queries

Shopping Carts

Purchase Orders

Invoices

Confirmations

Advanced Payment Reguest

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): =| ":l

Invoice Name: |

Purchase Order Number: I:l

Status: | | |
Awaiting Approval Substatus: | | |
Created On: <

Cumrency: _

Invoice Date: <

Supplier: _

i ck on

Invoices - All

roval () Approved (0}

[+ Hide Quick Criteria Mai

Inwoice Number (Internal):
Invaoice Name:
Purchase Order Mumber:

Status:

ntenance

< | 7000266820 |x

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

ol @

ol @

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 o 1] 1. I <
Tott Vake:  — A E— 4
Fi Posi i o Y — I {
Invaicing Party: [w] (
o
View: | [Standard View] [=] || [ Creste invoice | ||| Dispiay || Edit || CancevReverse || Evaluate |[ Print Preview | | [ Refresh |[ Export | ‘i'
B Invoice Mame  Invoicing Date  Created On  Crested By  Invoice Number (extemal)  Status Awaiting Approval Substatus  Payment Baseline Date Glnlbs
02072015  0207.2015  TEST_EXTO2 | 134124121 Posted in the Backend 02.07.2015 p)

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

I f you dondét know the document number you can find it t biceoamg,lthe suppheecodepornf or mat i o
the user id author ofthe docume nt . These searching fiBeppgbi éfbbyadidi¢dBCramead ai | ablleelow)n t he Query
| = Hide Cuick Critena Manienance
T B
Ill 5
S <
To 4
To | 4] (
To Ej Lo }
, E To | & ;
Eucherminl Inwoice Numbser :l ‘\
Total Tax & ] To | | &
Tatsl Value @ i To | & 5
Fi Posting Diate: L3 I wl W & {
Irvetiting Party: | ﬁ
mumlﬂmrt‘mﬂnf
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For example we can make a search wusing the field fCmoreohtheamoicek theh cliekrthe buttonl | i ng
AAppl yo
The query result will show all the invoices created by the user ID TEST_EXTO02 included the document number 7000266820

mwvwwvhow\v NV\MN\WV\V*‘Q\

24052015 24062015 TEST_EXTO2 S4587569 Release Rejected

.‘%J””\“‘%os}ors 2% 'i?"w.»»"’.‘i’i’;"ﬁ »»h»wi

VAT examption rumber
Cronges on of m o | m e ;
Created By TESTEC2 [ 2
Payment Baseline Date: o - R I | 4 y
Extemnal invoice Number — <
Totsl Tax oJ I To | | & {
Total Value o ] e 4
FI Posting Date o Bl To [ m » !
Invoking Pany. L Td é
iWI’@ <
[(smom V\ﬂl} mﬁ | Immo I i [ ()ﬂcn, ]] (d: n Comcetftoverse | i Evolote ;[ Pried Preview mwn Expoﬂ ] _)‘
B Invoce Number Invoice Name Invoicing Date  Created On  Crested By Invoice Number (external)  Status mws&’
13072015 1307.2015 TEST_EXTO2 S7S7S7 Posted in the Backend 4
13072015  1307.2015 TEST_EXT02 88777777 Awating Approval  Parked waiting GR
14072015 14072015 TEST_EXTO2 89898989 Lwaiting Approws| Pamemen::?
02072015  0207.2015 TEST_EXTO2 134124121 Posted in the Backend
30052015 30062015 TEST_EXTO2 S325352325 Release Rejected {‘
£

The same logic of search can be applied to the
other active queries related to different document CETECTEL
types (e.g. Purchase order, Confirmation..). Sieppngteis Seet(h) S fneae S Sl Sl

Purchase Orders Ordered (1) Saved (0
Invoices Canceled (0) Recording Completed (D) Sawed (00 All(T) Awaiting Approval (130

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

pAA A AN A A A A

 Hide Quick Criteria Maintenance
)AM.;MM. r:ﬂm‘)».?«)«. PPV W W WV Y Y W

My
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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
I n addition to the
requirements and to extract a report.

&

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

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 AAI

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

(o]

Purchase Orders Ordered (1) Saved (0}

Invoices A
Confirmations Saved (1) Deleted (0)

=dveld i) Lelelelivy)

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

Invoices - All

[+ Hide Quick Criteria Maintenance

AllT2Y

) 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
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http://cgi.di.uoa.gr/~phdsbook/files/OK_Koutrika.pdf

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

1 @
}aiﬁng Approval Substatus PaymentBaseline Date Clearing DocumentDate  Total Value Currency FlPosting date  Supplier Code  Supplier Name ' |
13.07.2015 5750 EUR 01.08.2015 1000003215  THALES ALENIA SPACE ITALIA SPA
ked waiting GR approval 56,00 EUR 01.08.2015 1000003215  THALES ALENIA SPACE ITALIA SPA
ked waiting GR approval 11,60 EUR 14.07.2015 1000003215  THALES ALENIA SPACE ITALIA SPA
02.07.2015 2500 EUR 02.07.2015 1000003125  THALES ALENIA SPACE ESPANA
30.06.2015 100,00 EUR 30.06.2015 1000003215  THALES ALENIA SPACE ITALIA SPA
494.800,00 EUR 24.06.2015 1000003108  THALES ALENIA SPACE FRANCE
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.
Sel ect the columns you want to remove from your report an@thenclickeheaptiopii Re mbee @ ol umns

View [*[Standard View] |+ |[Save |[Saveas. || Deleie |[ Properties... |

View [[Standard View] _[][Save|[Save as..| Devic | [Properties.|

| sort Calculation Flter Dapls Column Selection | Sort | Calculaton | Fiter | Display
|| I | | y
| Hisden Coumns E . Displayed Colmns - Bl Hidden Columns = EL Displayed Columns [a]
Awatting Approval Substatus | Supplier Code | Invoice Number (external)
Payment Baseine Date  Supplier Name | Status
Clearng Document Date = | Awaiting Approval Substatus
Total Vake | Payment Baseline Date
Currency 1 Clearing Document Date
FiPosting date  TotalValue
' Suppler Code  Currency
| Suppber Name = = . FlPosting date =
[Z] [%] change sequence [¥] [Z] [Z] [+] change sequence [*] [Z]
Comns FxedtoLet [1 [¥] Columns Fixed to Left:

(K] [Cancet ] [ Apaty ] | Fiset

Select the columns you want to see as the first columns from the left in the report view,
Click thebutton 2/t 0 move the selected lines (as exampl e 0fSthedistuso and fAAwaiting approva
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After the definition of the displayed column sequence, O Appl yd t he

format check report layout preview.

Db T o L R S Tl D8 2 T s % didadie A0 i Y0 4o LU
|| Seepler tame ‘  Awatng Agproval Substana é
| = 1
, [ oo ] |

| = i
;’ | CresteaOn )

1 L Crested By
i L e trter (wtemat $
Colemns FedtoLet 1 [¥] p
View: |* [Sancerd View] (vl Crote weoice | | | Ducisy | 102 | Concoiocerna | Doty | Frve rovew || | Retresd | Exponts | 7
. 8 ce Number  Ivoce Name  invoicng Dute y yrect 82
3 12072015 13072015  TESTEXTO2 STSISY uonm?
13072015 13072015 TEST_EXTG2 88777777 <
14072006 14072015  TEST_EXTO2 29898589 <
02072015 02072015  TEST_EXTO2 134124121 eaorzmﬁ

changes to

After having defined the columns to be displayed inthetab A Co | u mn
ClickontabfiSor t o

thenc | i c k.

|

nvoice Number

IS A

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

PAAAALLA NN A A, A A

Guide on Tracking and Reporting

Swelcan sdt-updhe sorting of the listusingt h e

t i & p @b yerfeifitte report bawthedesired k i n g

functional ity

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

mmmlmimlnﬁm

B Unsorted Columns
| Invoicing Date
Invoice Number (external)
| Currency
U Payment Baselne Date
= Awating Approval Subst...
= Supplier Name
Total Value

[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 selectingthetab i Di s pl ay 0

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
ADi spl ayoed Rows
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When the report is finalized cl i ¢ k fi $ossave it aa & segarate view

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

Enter a description / report name as ma n dhistrepartyo appeae &sdouranitidl vievevhendvdr gog rurithen i t i al Vi
guery (in this exdmalkeopguehgnfithvokca®Ko

Save View as

Clicking AOK , the defined report I
your Order Collaboration area.

You can create several views / report layouts and select a

di fferent view (as example ATESTO
menu)

ﬁﬁv\v WMMWNWWW

:-llL___l!_*m_l

Standard View] > | || [ Create invoice | | [ Display |[ Edit |[ CancelReverse || Evaluate |[ Print & . e = -
=) ne Invoicing Date Created On Created By Invoice Number (external) _uoum uwzms_ns‘r_pm'z“qn__nm !
700uoonss 13072015 | 13.07.2015 TEST_EXT0Z BBT7TITT 3 ::z: :;:::: E—”‘“’ csicioond e g
7000266839 14.07.2015  14.07.2015 TEST_EXT0Z 89898989 ) 02072018 02072018 TESTEXTO2 134124121 | 02072015 P
7000266337 13.07.2015  13.07.2015 TEST_EXT02 575757 {B :“‘”’: :“"': E—"“"‘ Loihsnlss :x:: &
7000266820 02072015 | 02.07.2015 TEST_EXT0Z | 134124121 f B DB gt A TR i i SRR RIS T SBED P £ pssranh
A LTI 4 p pn LA aRAORR)5S JRSE EXJPN SETEEETRA e A0S
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Finally i f you wish to export the resul ts oOutpatlisg>&E@artyo, Micyosoftl Exaela n

y y ¢ y v . " . 4 ~
o Y '\':\nﬂ’ V? W VYN W \E, \Iow‘,,f'\m“ i g W4, g W YV
FlPosting Date : s Te

<
Feaceg Party o <
(o) [ Coar) <
Vew 5T 1| [Cromewvoce] | | Gy | £t | ca sie [ et ieevew || [Rotlien | o ’/
B Seta A AwStng Aporoval Sebatatus  Bvoice Number  hwoice Name  hvocng Dste  Created On Export 8o Mcrosaft Excel  Paymect Baseioe Date  Clearng Documen,
Awatrg Approval Parked watng GR approval 7000000008 13072018 12872018 TEST_EXTR  8TTTITT 1
Parted walng GR spproval 1990055233 14072098 14072015 TEST_EXTO2 29892989 {
Posted 1 e Bactend 20 13072005 13072015 TESTEXTOR STSTST 13072915 e
0207 2018 C2OT201S  TEST_EXTOR 134124121 07208 :
hi vl 24062018 20062015 TEST_EXTI2  Sa7GENG 8062015 ‘l

Release Repecied 0086 TR Wos 208 052015 TEST_EXTIZ S32538528 20062015
T SPTIG  S S Tal  T LI  Sp N R S S SOy i S ST R e G N R

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

usetheTab ARel ated Documentsodo in the item det ai
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

Guide on Tracking and Reporting
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This action creates an Excel file based on the

selected layout.
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