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1. INTRODUCTION

This document is the Software User Manual (SUM) for the esa-star Registration module.

The purpose of this document is to function as an explanatory manual for esa-star Registration
users by providing the required guidelines and assistance to correctly use the system. It
includes a detailed description of the operations performed in the esa-star Registration module.

1.1. Acronyms

This section contains the list of acronyms directly used in this document.

Acronyms Description

BU Business Unit

BUIA Business Unit Information Administrator

CO Contracts Officer

ECM Entity Capability Mapping

ECOS ESA Costing Software

EIA Entity Information Administrator

esa-p ESA Procurement system

esa-star ESA System for Tendering, Registration, Publication, Entity Capability
Mapping and esa-match

ESA European Space Agency

ET e-Tendering

LE Legal Entity

LSI Large Systems Integrators

SME Small and Medium Sized Enterprises. Reference to the SME
definition.

TA Tender Action

URL Uniform Resource Locator

Table 1- Acronyms

1.2. Document structure

This document is organized according to the following structure:
Chapter 1 ‘Introduction’: contains the purpose and the scope of the document;

Chapter 2 ‘General esa-star Registration Concepts’: contains the general concept of the

application and the procedures to follow to use the esa-star registration system.
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2. GENERAL ESA-STAR REGISTRATION CONCEPTS

The esa-star Registration Solution is the ESA Corporate Application supporting the following
processes:
e Registration of Legal Entities in the ESA corporate systems for tendering, purchase and
financial tasks
e Collection and regular update of data provided by the registered entities used by ESA
procurement, industrial policy and finance processes
e Registration and maintenance of entities’ user information, in order to grant them access
to the esa-star Registration, esa-star Publication, esa-star Tendering, esa-match, esa-

star ECM and esa-p systems.

New functionalities implemented are totally integrated within the ESA Corporate Information

System architecture.
2.1. System Overview and Users

The esa-star Registration System is made up of the two principal components:
1. esa-star Reqistration Public Web Site: this application allows registration of a new entity

in the ESA corporate systems for tendering, purchase and financial tasks.

2. esa-star Registration Internal Web_ Site: this application allows updating of entity

information as required and maintenance of entities’ user account information, i.e. in
order to grant entity users access to the esa-star Tendering, esa-star Publication, esa-

match, ECM and esa-p systems.

The esa-star Registration users are the following:

Role Type Description

Entity Validator ESA ESA authority responsible for first registration approval.
Approves questionnaires updated by entities and if needed
directly updates questionnaires.

Financial Vendor Master | ESA ESA authority for entity financial matters.

Data Responsible Reviews and approves entity banking details to trigger bank
account transfer to esa-p, and manages accounting data for
entities.
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Can view the data in the public entities directory and request
the registration of her/his own entity and/or business unit.

Guest N/A

Entity Information
Administrator

Legal Entity The Entity Information Administrator is responsible for:

¢ the information collected from the users under their
own entity

e creating and maintaining the entity data

e  submitting the questionnaire to ESA

e accessing published Entity information

e updating or requesting user ids and contact points
for the entity staff and defining their role

e submitting the request to obtain the External Entity
attribute (see par. 2.9)

e requesting ESA to freeze his/her Entity

e authorising creation of business units for the legal
entity replying to an ESA Interact item for which their
own Entity meets the restriction requirements in esa-

star Publication.
Once granted access by the EIA, has the same

Business Unit Business Unit

Information
Administrator

authorisations as the EIA in the context of the relevant
business unit.

Entity Information Legal Entity The Entity Information Administrator Deputy has the same
Administrator Deputy authorisations as the Entity Information Administrator.
Entity User Entity (Legal Authorised to:
or BU) e view the published Entity Information (except for
financial figures and entity structure) in esa-star
Registration,

e view tender action information in esa-star
Publication,

e find business partners in esa-match and view their
entity details, including the list of competences and
products,

e view harmonisation outcomes in esa-star ECM.

Bid Manager Entity (Legal Authorised to:
or BU) e view the published Entity Information (except for

financial figures and entity structure) in esa-star
Registration,

e request the creation of a Bidder Restricted Area in
esa-star Tendering and submit offers,

e view and express interest in Tender Actions view
and download tender documentation depending on
the entity status and access rights in esa-star
Publication,

e reply to an ESA Interact item for which their own
Entity meets the restriction requirements in esa-star
Publication.

Contract Manager

Entity (Legal
or BU)

Authorised to:
e submit contract change proposals in esa-star
Tendering.
e view the published Entity Information except for
financial figures and entity structure in esa-star
Registration.
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e reply to an ESA Interact item for which their own
Entity meets the restriction requirements in esa-star
Publication.

e fill in the Contract Closure Documentation and
submit it to ESA stakeholders for approval in esa-

star CCD
Bank Details Legal Entity Entity Contact Point for financial and payment matters: has
Administrator read access to the entity's data and can edit bank details

information. Can view the published Entity Information
except for financial figures and entity structure.

esa-p Entity User Legal Entity Entity user authorised to access esa-p and allowed to post
confirmations and invoices on entity contracts. S/he can be
assigned only if the entity has Valid Full status

ECOS Responsible Legal Entity Entity Contact Point for ECOS matters.
Entity Tender External Entity | S/he is the person authorised to publish External Entity
Administrator tenders (non-ESA TAS) in esa-star Publication for the entity
concerned (see par. 2.9).
esa-match Responsible | Entity (Legal Entity user responsible for:
or BU) e managing the entity profile and information,

e nominating one or more esa-match Conversation
Managers in the esa-match application,

e managing the conversations in the Lounge Area,

e replying to ESA Communications,

e managing entity Ads and related messages /
conversations in the Marketspace.

esa-match Entity (Legal Role managed and assigned directly in the esa-match

Conversation manager or BU) application by the esa-match Responsible (as a prerequisite,

the esa-match Conversation Manager must be an entity user

previously registered in esa-star Registration). In esa-match
s/he can:

e manage conversations in the Lounge Area,

e manage the entity’s Ads and related messages /
conversations in the Marketspace,

o reply to ESA Communications.

Entity Capabilities Entity user responsible for the management of the entity

Responsible capabilities in esa-star ECM. Can accept harmonisation

outcomes and manage entity contact points on esa-star

ECM. Can only access the data of their own entity.

TPS User Legal Entity Authorised to:

e view the published Entity Information (except for
financial figures and entity structure) in esa-star
Registration.

ESA BIC Manager Legal Entity Entity user responsible for the management of the Legal

Entity Incubatees related to the Entity Incubator.

Authorised to:

e view the Legal Entity questionnaires and Business
Units related in read-only mode in esa-star
Registration.

Rates Responsible Entity (Legal Entity user responsible for the approval or rejection of the

or BU) Rates Forms in esa-star ASTRA.
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The esa-star Registration user interface comprises the following components:

e The Header contains:

e On the left, the ESA logo and the full application name

e On the right, a world icon which links to the “Doing Business with ESA” portal,

giving access to all relevant applications and esa-star modules. There is also a

clickable user card icon that shows the full name of the logged-in user and the

log-out button

e The Breadcrumb shows where the user is in the site hierarchy and facilitates navigation

of the different levels in the hierarchy tree

e The Quick Launch menu contains entries related to the esa-star functions

e The Content Area shows the content of the different functions assigned to the user

e The Footer contains the esa-star system version, and links to Contact Us, Help, Terms

& Conditions of esa-star, the Privacy Notice (only for Entity Users) and ESA’s social

media accounts.

Header ———> @esa i

Registration

Breadcrumb —
ESA Entities Directory
» Home

Registered SME List

i 10000 QUESTIONNAIRE
Quick Launch — | gABiCincubatess and

» ENTITY DETAILS
Home

» Business Units EACHIDAS

Questionnaire History » SECTIONS

Content Area ~

Footer —3

esa-star Ver. 3.8 - Registration Contact Us Help  Privacy Notice Terms & Conditions

2.2. New Registration

You can access the esa-star Registration Public Website at the following URL.:

https://esastar-emr.sso.esa.int/
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esa-star Registration is not compatible with Internet Explorer and all versions of EDGE prior to
79.0.309. To get the best experience using esa-star Registration, please use a more modern

browser (i.e. EDGE-Chromium, Chrome or Firefox).

NEW REGISTRATION

ﬂ Please select ane of the two options:*
@ s 1aman Entity that has the capacity as "legal entity™

@ B. 1 am a Business Unit acting on behalf of a "legal entity”, without being entithed to commit on contracts on iy own

My My, S e,

L e b B B b 2 e i a0 o b G im0

» Mew Registration

Resume

E-mall Address

( )

Maintain Entity emporary Code
Information . IT oy o |
£
ESA Entities Directory Captcha
LIRS Sy SV S s I;sn;{;;[ ]
Fargot Your T Iy o

N i A A A A Ay

N Y N R R T S Y Y

The ‘New Registration’ menu contains two links:
e ‘Start’
e ‘Resume’
You need to click on ‘Start’ if either of the following apply:
e You are accessing the esa-star system for the first time and you wish to register a legal
entity as a potential tenderer
e You wish to register a new business unit which is part of a legal entity already registered

in the system.
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If you click on ‘Start’, the following Private Notice pop-up appears:

Privacy Notice a
Version: 1.2 28/04/2023

ESA-STAR Registration Module PRIVACY NOTICE AND CONSENT FORM

The European Space Agency (hersin the "Agency” or "ESA") is an intergovernmental organization established by its Convention opened
for signature in Paris on 30 May 1975 having its headquarters located at 24 rue du Général Bertrand, CS 30798, 75345 Paris Cedex 07,
France.

Protection of Personal Data is of great importance for ESA, which strives to ensure a high level of protection as required by the ESA
Framework on Personal Data Protection (hersin the "ESA PDP Framework”). ESA implements appropriate measures to preserve the
rights of data subjects, to ensure the processing of personal data for specified and legitimate purposes, in a not excessive manner, as
necessary for the purposes for which the personal data were collected or for which they are further processed, in conditions protecting
confidentiality, integrity and safety of personal data and generally to implement the principles set forth in the PDP Framework, available
at: http://www.esa.int/About Us/law at ESA/Highlights of ESA rules and regulations

ESA PDP Framewaork is composed of the following elements:

« the Principles of Personal Data Protection, as adopted by ESA Council Resolution (ESA/C/CCLXVIII/Res.2 (Final)) adopted on 13
June 2017;

« the Rules of Procedure for the Data Protection Supervisory Authority, as adopted by ESA Council Resolution
(ESA/C/CCLXVIII/Res.2 (Final)) adopted on 13 June 2017;

= the Policy on Personal Data Protection adopted by Director General of ESA on 5 February 2018 and effective on 1 March 2018. h
Please, be informed that by accepting the Privacy Notice, the Terms & Conditions of esa-star are accepted as well.
Accept Cancel

In order to continue with the registration, you need to accept the conditions of the notice by
clicking on ‘Accept’. If the button is not clicked or the page is closed, the new registration or

log-in will be cancelled.

You need to click on ‘Resume’ if you wish to resume a suspended registration process. To do
this, the Entity Information Administrator (EIA) needs to log in using:

e The email address used during registration

e The temporary code received via emalil

e The captcha shown on the ‘Resume’ screen.
If the EIA does not remember the temporary code, it can be regenerated by inserting the email
and the captcha, and then clicking on the ‘Forgot Your Temporary Code?’ link. The system will

send an email with a new temporary code to the EIA.
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2.3. How to register a new Legal Entity

A Legal Entity is any physical or legal person or public entity or group of persons and/or bodies
which offers on the market, respectively, the delivery of supplies, products or services and
which satisfies the eligibility criteria specified in Article 18 of the ESA Procurement Regulations
and therefore is eligible to submit proposals to ESA.

If you identify yourself with this definition, you can register your legal entity in the esa-star
system.

The registration process is organised as a wizard that guides the user step by step through the
filling out of the questionnaire sections. Based on the information you provide during the
registration process, the registration may be Light or Full.

The following image shows what information to provide for both a Light Registration and Full
Registration.

QUESTIONNAIRE

Entity Information

1 - 1dentification Administrator

2 - Entity Details 3 - Locations

Mandatory
Sections for Light
Registation

4 - Entity Type 5- Financial and & - SME Info ughts Registration
Staff Basics

7 - Structure

8- Contacts 9 - Other Financial N e e Mandatory Sections
Indicators and Staff Procur. Reg. for Full Registration
Number of missing
information for full = @
|

registration

Previous Entity Man, split, Spin-0ff

Competences Bank Details
Name Operations

The first step of registration is to verify that the LE is not already registered. This check is
necessary because an entity should not be registered more than once in the system.
In the ESA Entities Directory is possible to find Entities that have updated the Name also before

the Questionnaire’s validation, therefore you can find the name of Entities updated.
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NEW REGISTRATION

— @ picase select one of the two options:*
Resume o

Maintain Entity (8]
Information

QA 1aman Entity that has the capacity as "legal entity”
© 5. 1 am a Business Unit acting on behalf of a "legal entity”, without being entitied to commit on contracts on my own

ESA Entities Directory

Registered SME List

Close Next Section
ESA BIC Incubatees and
Alumni

When the legal entity already exists in the esa-star, there may be three cases:

1. The Legal Entity has a valid status: the user cannot register the LE but can register a
related Business Unit. In this case it is recommended to contact the corresponding EIA.

2. The Legal Entity is already in the registration process: the system suggests that you
resume a previous registration (if you are the EIA)

3. The Legal Entity is obsolete: the system suggests that you contact the helpdesk.

The table below summarises all statuses of an entity and the actions on related systems.

esa-match

Entity Status

esa-star esa-star

Registration

Tendering

Publication

Guest The entity has not yet | The entity can The entity cannot | The entity has no The entity is not
been registered for access only the access the profile in esa-match. | added in the
ESA, its data is in the | public part of the system. system.
temporary staging system.
area of the esa-star
system, waiting to be
completed and
submitted by the
entity or approved by
ESA.

Valid Partial The light registration | Authorised users of | The entity cannot | The entity profile is All entity users
process is the entity can be awarded with a | automatically available in esa-star
completed. access Tenders contract as prime | created in esa- registration can
Authorised users of information, express | in esa-p. match for entities view their entity
the entity can update | interest and reply to entitled to have it. details, including
and submit the ESA Interacts The access to the the list of
questionnaire. items. protected competences and
The entity bid component is products.
managers can submit automatically
offers in esa-star. granted to all users

available in esa-star
registration.

Valid Full The full registration Authorised users of | The entity can be | The entity profile is All entity users
process is the entity can awarded with a automatically available in esa-star
completed. access Tenders contract as prime | created in esa- registration can
Authorised users of information, express | in esa-p. match for entities view their entity
the entity can update | interest and reply to entitled to have it. details, including
and submit the ESA Interacts The access to the the list of
guestionnaire. items. protected competences and
The entity bid component is products.
managers can submit automatically
offers in esa-star. granted to all users

available in esa-star
registration.
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To be updated

Authorised users of
the entity are
required to update
and re-submit the
guestionnaire on an
annual basis.

The entity bid
managers can submit
offers in esa-star.

Authorised users of
the entity can
access Tenders
information, express
interest and reply to
ESA Interacts
items.

The entity cannot
be awarded with a
contract as prime
in esa-p

The entity profile is
automatically
created in esa-
match for entities
entitled to have it.
The access to the
protected
component is
automatically
granted to all users
available in esa-star
registration.

All entity users
available in esa-star
registration can
view their entity
details, including
the list of
competences and
products.

(applicable at
Business Unit

level only)

star system by
business unit users is
disabled.

Publication system
by entity users is
disabled.

status is set to
"Revoked" in esa-
p, but there will be
no impact on the
on-going
contracts.

Unit related
information
available in esa-
match will be no
longer visible.
Access to the esa-
match protected
component (if
granted) is
immediately
revoked to all
Business Unit's
users.

Blocked All access to the esa- | All access to the The entity's status | All the Entity related | The entity cannot
star system by entity | Publication system is set to "Not information be part of new
users is disabled. by entity users and Valid" in esa-p, available in esa- harmonisation

by its own business | but there will be match will be no cycles. Access to
units' users is no impact on the longer visible. the ECM system for
disabled. on-going Access to the esa- entity users is
contracts. match protected disabled.

component (if

granted) is

immediately

revoked to all

entity's users.

Also all its own

business units'

users’ access is

revoked.

Obsolete All access to the esa- | All access to the The entity's status | All the Entity related | The entity cannot
star system by entity | Publication system is set to "Not information be part of new
users is disabled. by entity users is Valid" in esa-p, available in esa- harmonisation

disabled. but there will be match will be no cycles. Access to
no impact on the longer visible. the ECM system for
on-going Access to the esa- entity users is
contracts. match protected disabled.
component (if
granted) is
immediately
revoked to all
entity's users.
Also all its own
business units'
users’ access is
revoked.
Revoked All access to the esa- | All access to the The business unit | All the Business The BU cannot be

part of new
harmonisation
cycles. Access to
the ECM system for
entity users is
disabled.
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If your LE does not exist in the esa-star system, you can proceed with the registration wizard,

which will show the first section of the questionnaire, the identification section.

NEW REGISTRATION :([DENTIFICATION ) -e—— Section Title

© cotivy nom ) -—— Mandatory field

‘_J use Lar slites f the original characters are non-Latin) ] Open the ||St Ofa‘l
possible values

@ country of Registration=

[ )

© Logal Registration Document

One of the following fields is mandatory
A isting for your antity, please fll it in using the dedicated field, Otherwise, provide an explanation in the field

If 3 VAT number i 6
@ vaT Number

Missing VAT Number Reason and Al in ancther

Help:
Description field

|

@anmerclal or Trade Name

[ )

@ pate of incorporation (date of establishment of your entity}=

(

10 any other official document showing the legal name, address
and national registration number
1 @

Open the calendar

rogistration number.
D Business Reaistration Number

© ouns number
@ other recognized registration
Previous Section  Next Sect

To get the temporary code for resuming the registration, you need to enter information about
entity identification and EIA contact: the temporary code will be sent to the EIA’s email.

The sections that you need to enter for Light Registration are:

e Entity Details: description, address, email (the email address will be visible publicly in
the ESA Entities Directory to Registered entities. It is recommended to use a generic or

anonymous email address such as info@company.com, rather than a personal

address).

e Locations: specifies all locations of the LE. For Criteria 2 to 4, if there are multiple

locations, you will be able to specify each country involved and add comments to clarify.
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NAME 001: REGISTRATION LOCATIONS

@ criterion 4: Territory an which the work is to be carried out *

In this section, it is possible to add facilities by clicking on the ‘+’ icon and filling in the data in

the pop-up.

© racany Types

10 raciimy co-shared,/ussd by sther entities in the same Corporate Group

eeeee

Capachies
Competences of employees per permancn office

Facliny co-shared/
b By et EAUIThES b The Same Cedpeorate Cosup.

..........

Delete
Facility

Further information can be added by selecting the option “Yes” for the question “Member of a
corporate/family group of companies/institutions?” Additional information about the Group can

then be provided, and files can also be added in the Attachments section.
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e Entity Type: defines the type of legal person (Private or Public) and the entity category
(Profit or Non-Profit). Based on the selected values, it is possible to select a different
entity type (company, research organisation, international organisation, etc.)

e Financial and Staff Basics: defines the end of accounting period for the entity and the

financial data for the last two years.
Financial data for the last two years are mandatory according to:
1. Entity Registration Date
2. End of accounting period
In this phase of registration, if you are not in possession of the information, you
can declare that now you don’t have this information and you commit to provide

it as soon as possible.
When the last section is filled-in for Light Registration, an information summary is displayed

and you can decide to submit the questionnaire for approval by ESA or proceed with full

registration.
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REGISTRATION SUMMARY
Entity Information

@ Entity Name @ Entity information Administrator E-mail

@ Entity Nationality @ VAT Number
IT-Ttaly m
0 Business Registration Number 0 Entity Type
Research organization
© sME status Claim
Not Claimed
Fill-in the following optional information if available
Addltlor_\al Previous Entity M&A, Split, Spin-Off TS Bank Details
Information = Name Operations

Go to Questionnaire HOMe  —ipe Previous Section  Export in PDF l Proceed For Full Registration " Submit for Light Registration |
e ——.—.. -

On this page, you can also enter the following additional information for your entity:

Previous Entity Name: defines the list of all the previous entity names (if they exist).

You can fill in a new value or you have the possibility to select as Previous Entity Name
the Entity Name of an already registered Legal Entity.

Merge & acquisition, split and spin-off: allows you to specify if the entity has been

involved in any operations of merge, acquisition, split or spin-off with other entities.

Competences: allows you to specify the products, technologies and activities of your
entity.
Bank Details: allows you to specify the bank accounts for your entity. For further details,

see below.

If you decide to submit the questionnaire, the request for approval is sent by email to the Entity

Validator and your questionnaire becomes accessible only in read mode.
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Submit operation a

Are you sure you wish to submit questionnaire?
Please, remember that after submitting and while awaiting assessment by ESA Validators, the questionnaire will be available in read-only mode.

Comment

ok Cancel

The Entity Validator can:
e Approve your registration: you will receive an email with the credentials for accessing
the esa-star Registration Internal Application through the following link:

https://esastar-em.sso.esa.int

You will be automatically assigned the Entity Information Administrator role.

If the nationality of your entity is in an ESA Member State, EU Country, Associate
Member State or Cooperating State, you will also be automatically assigned the roles
of esa-match Responsible and Entity Capabilities Responsible. You will receive an
email with the relevant information for accessing esa-match and ECM, along with how
to manage your entity profile information and visibility.

e Furthermore, as soon as the registration is approved, the role of Rates Responsible will
be automatically assigned to the Entity Information Administrator. You will receive an
email with the relevant information for accessing esa-star ASTRA, in order to manage
your Rates Forms.Reject your registration: you will receive an email with the reason for
rejection and you can restart the registration process.

e Send back your registration in order to request clarification of the information: you will
receive an email with comments on the questionnaire. So, the questionnaire will be
available again in edit mode and you’ll be able to update your information and resubmit
it.
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If you decide to proceed with full registration, all sections of questionnaire must be completed:
for this reason, the system checks all sections, including sections already edited for light
registration, and the wizard prompts you at the first incomplete section.

As part of the Full Registration process, in some sections you will be requested to tick a box to
confirm the validity of the information provided. The boxes will be automatically unticked at the
end of the accounting period and so will need to be ticked again to confirm the full registration
of the entity.

The additional sections that you must complete for full registration are:

e Owners of Shares / Voting Rights Details: defines all shareholders of the entity.

NOTE: The sum of percentage of shares must be 100%.
e Contacts: defines the two main entity contacts (see also par. 0).

o If the entity type is company, you must select Chief Executive Officer and Chief
Financial Officer in the Function section. It is also possible to add new Functions
by typing them into this section.

o If the entity type is different from company, you must select Head of Institution /
Dean and Head of Administration. It is also possible to add new Functions by

typing them into this section.
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Contact Details

o Title =

(v

9 Last Name ~

[Romanelli ]

0 First Name ~

[Giulietta ]

o Username

EMA_GRomanel

O c-pail -

[t1@test.it ]

0 Confirm E-Mail =
[tl@test.it ]

0 Telephone =

[(+20 | s452s )

# Head of Institution / Dean | |
Head of Institution / Dean
ieeded)
Head of Administration
= ETTOTy IO

TEIOTT AUTTTTSOrEToT

~ o TTaTTEgeT ‘

* esa-match Responsible | | % Entity Capabilities Responsible

9 Function (Please note it is possible to add multiple functions: type the new function and select the text in blue)

Select the option from
the list or type a new
function

Save Cancel

e Other Financial Indicators and Staff: defines other information of the last two financial

years. Furthermore, you must upload the ‘Latest Approve Financial Statement’ file. The

allowed file types are: pdf, doc, txt, png, gif, jpeg, ppt.
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NAME 001: REGISTRATION OTHER FINANCIAL INDICATORS AND STAFF
g List of all missing

elements
ncy in Euro. You can use the Currency Converter avallable at the following link: Infor€uro
m are avallable here
Date of Incorporation (date of establishment of your entity)
Latest Financial Statement Download file

@ Latest Approved Financial Statement *

J@@@ @ 15 rerms of your financial s

® ot Avallatile

Uplead file Remaove file Unconsolidated
Consolkdated within parent company
consolitating subsidiaries
@ Last Exercise (2022: 04/02/2022-03/02/2023) @ previous Exercise (2021: 04/02/2021-03/02/2022)
Additional Infermation/Other Financial Documents (PDF attachment)  § i her Financial (PDF attachment)  §
© costs of employees © costs of employees

) < )

O net income 0 net 1ncome

< ) < )

ADOITIONAL INFORMATIOM/OTHER FINANCIAL DOCUMENTS

Changed By

Save And Close Previous Section Hext Section

e Compliance: defines all statements for compliance with Article 18 of the ESA
Procurement Regulations. You can select True or False for each statement of

regulations

REGISTRATION COMPLIANCE WITH ART.18 OF ESA PROCUR. REG.

COMPLIANCE WITH ARTICLE 18 OF THE PROCUREMENT REGULATIONS, ESA/REG/001, REV. 5

1, b) and 2, of the ESA Proc

Your attentio

cally drawn to

esa-star Public

ully read the following questions and select the appropriate snswers regarding the Enti on or updating the registration data (hereinafter referred to as “Your Entity”)

o 1 confirm that the Information provided in the section is valid and up-to-date

Entty has the legal capacity 1o enter into the procureme

vency or wend

&ator of 8 court, has not entered into an arrangement with craditors, has not suspended business activities, i not the subject of proceedings concerning those matters,
ing froe » simdar proce

or persons having powers of representation, decision making o

ol over it have not been comvicted of an offence concerning their professional conduct ether by a judgment which has the force of res judicata or an administrative decision including that of an international

it have not been guilty of grave professional mise

ey means which the Agency can jus t for hawing violated applicable laws or regulations oc ethical standards
§

tes wronghul intent of gross neghgence

ty Is in compliance wih s

contract s to be performed

cordance with the lega provisicns of the country in which it is established, the countries in which the Ap

hose of the country(ies;

cata for: fraud
creating an entty in

7) Your Entity is currently not subject to a suspension pursuant to Article 19.3 of the ESA Procurement Regulations

® False

When the last section is filled-in for Full Registration, an information summary is displayed and

you can submit the questionnaire for approval by ESA (for further details see above).
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2.4. How to claim SME status

During the process of registration, you can claim the status of SME in the SME section. The
valid SME status will enable the entity to benefit from tendering and payment conditions for
SMEs when so defined.

: SME INFO

Information

ted SMEs within ESA can benefit from special SME tendering L

Entity Information

@ enity size @ sue status Claim
)

You can claim the status of SME only when your entity size is different from Large and when
at least data for a financial year have been provided. Entity size is calculated on the basis of
inserted financial and staff data. Once your SME status has been validated, you do not need
to continue claiming it each year. Your SME status will be reassessed annually by the entity
validator or the system, based on the updated information.

(http://www.esa.int/About Us/Business with ESA/Small and Medium Sized Enterprises).

2.5. How to register a Business Unit

A Business Unit is a part or segment of the Legal Entity, representing a specific functional or
geographic area. It can be - for example - a Department, a Division or an Establishment. A
Business Unit can have its own bid manager users, allowed to create a bidder restricted area
and post offers on behalf of the business unit. If the offer is selected a contract is awarded to

the legal entity.

If you identify yourself with this definition, you can register your business unit in the esa-star

system.
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The registration process is very simple and the first step requires you to select the legal entity.

NEW REGISTRATION : SEARCH ENTITY Enter search criteria

Legal Entity Search

@ Legal Entity Name @ Legal Entity Country
( ) ( -) Start the search

@ Legal Entity Code @ Business Unit Code \
( ) ( ) Search

Entityld | Entity Code | Business Unit Code | Country of Registration | Entity Type | Entity Size

CY-Cyprus Company Large No
PL-Poland Company Micro Yes
SE-Sweden Company TBD Yes
GR-Greece Company Micro No
FR-France Company TBD No
RO-Romania Company 8D Yes
SK-Slovakia Company Micro No
GB-United Kingdom Company 8D No
GB-United Kingdom Company TBD Yes
IT-Italy Company Micro No

Research

DE-Germany TBD No

— organization

Select your Legal Entity

When you have selected your legal entity, you need to enter the following:
e information for the identification of business unit (name, address and so on)
e information of the contact person (first name, last name, email and so on)
e captcha
Submitting the information, an email to the EIA and deputies of your Legal Entity is sent for
their approval.
The EIA can:
e Reject the request: the business unit goes to the status Rejected and it is no longer
available in the system.
e Accept the request: the EIA must define a business unit information administrator. An
email is sent to the Entity Validator for approval by ESA.
The Entity Validator can:
e Approve your registration: an email to BUIA is sent with the credentials to access the
esa-star Registration Internal Application using the following link:

https://esastar-em.sso.esa.int

An entity profile is automatically created in esa-match if the Business Unit is entitled to

have one. The BUIA is notified and automatically assigned the esa-match Responsible
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role. The BUIA is also automatically assigned the Entity Capabilities Responsible role
and is granted access to the ECM module of esa-star.

The BUIA is notified and automatically assigned the Business Unit Rates Responsible
role, in order to access esa-star ASTRA.

e Reject your registration: an email is sent to EIA and the business unit is no longer
available in the system. The entity Validator can restore it: the BU returns in approval
by legal entity and an email is sent to EIA.

e Send back your registration in order to request clarification of the information: the
business unit returns to in approval by legal entity and an email is sent to EIA.

Business Units can be revoked by the ESA entity validator only. Revoked business units are
no longer available for new contracts but there is no impact on running esa-p contracts. User
access to all esa-star modules, including esa-match and ECM if applicable, is disabled while
esa-p users are transferred at legal-entity level. All the Entity-related information available in
esa-match and ECM (where applicable) will no longer be visible to any other users except ESA

authorised personnel.
2.6. Questionnaire information publicly available

As soon as an entity is registered on esa-star Registration, a set of information filled in the
guestionnaire will be publicly available on the public site at the following urls:

e https://esastar-emr.sso.esa.int/PublicEntityDir/PublicEntityDir

e https://esastar-emr.sso.esa.int/PublicEntityDir/PublicEntityDirSme

More specifically, unregistered users can access the following data:
e Entity Name
e Country of Registration
e Entity Code
e VAT Number
e SME Status
o LSI
e Entity Description in English
e Entity Type
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e Entity Size

e Address

e House Number
e City

e Postal Code

e Web Site

2.7. How to update the questionnaire

ESA Procurement Regulations require valid entities (not Blocked or Obsolete Entities) to
update their registration information annually. Failure to do so in a timely manner may result in
entity status being set to Blocked. Blocked status entails totally denied access to all esa-star

modules, including esa-match and ECM when applicable.

To update questionnaire information, you must be the EIA or Deputy. After logging in to

https://esastar-em.sso.esa.int with the ESA Corporate Authentication credentials received by

email, the home page of your questionnaire opens.
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+ THE EUROPEAN SPACE AGENCY

Username

| |

Password

| |

Forgot or change your
password?

Welcome to ESA Corporate Authentication
and Single-Sign-On

' Logon ’

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

To be registered, or for any other support you might need, please send an email to esait.Service.Desk@esa.int | powered by esait

Entity code Entity Name

\ \ Actions available

(oooomm] QUESTIONNAIRE |
~ ENTITY DETAILS
Registration Type Entity Type Size Year2019 Size Year 2018 Nationality
Full Registration Company TED Large IT-Italy
Questionnaire Status 9 Entity Status ® Bank Details Status ® SME Status
Published valid Full published No
Entity Code BU Code ESA Registration Date Last Change Date Last Validation Date
27/10/2004 18/11/2019 18/11/2019
Bidder Vendor PO Vendor | External Entity
~ ACTIONS
Questionnaire External Entity
Send Notification Read Notifi i C i Export in PDF v Attachments External Entity Request
~ SECTIONS
1 - Identification 2 - Entity Details 3 - Location 4 - Entity Type
[ ___3/3 ] L___s/5 ] L __3/3 ] [ 33 ]
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When you modify the data, you need to resubmit the questionnaire for approval by ESA.

The system only automatically validates the updated Questionnaire if the following fields have

been modified:

e Entity Details: Street, House Number, Postal Code, City, Organisation Chart,

Telephone, Fax, Entity Email, Entity Web Site

e Entity Type: All sections

e Financial Indicator and Staff Basics & Other: Additional Information (attachments)

e Structure: Street, House Number, Email, Telephone, Web Site

e Competences: All sections

e Location: Nationality Check Performed

Updating of the questionnaire depends on its status:

Questionnaire Status  Description

In preparation

The questionnaire is in edit mode. For a registered Entity a copy is made from the
published one and made available for modification. The published one remains
available to all systems concerned (esa-star modules and esa-p). Information is
available only to the Entity and to ESA authorised users.

The questionnaire has to be submitted to ESA to be validated.

In Preparation by ESA

The questionnaire is in edit mode for the ESA Validator and in read mode for the
entity.

Submitted for validation

The questionnaire is under validation by ESA. Information is available only to the
Entity and to ESA authorised users.

The questionnaire is in edit mode for the ESA Validator and in read mode for the

entity.

Published Questionnaire has been validated by ESA. A sub-set of Information is visible to all
users in all concerned systems (esa-star modules and esa-p). Full Information is
available only to the Entity and to ESA authorised users.

Sent back The questionnaire is sent back by the ESA validator to ask for modification. The

guestionnaire is in edit mode for the Entity and ESA Validator.
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Rejected The Entity has been considered by the ESA Entity validator not eligible to do

business with ESA. The questionnaire data is visible only to ESA selected users
for reference. No Entity Code is assigned. No external users have access to this

questionnaire.

When you modify data in Identification or Financial Indicator and Staff section, the SME Status
field will be recalculated; in case its value becomes “No”, the SME Status Claim field will be
automatically set to “Not Claimed”.
When the accounting period for the entity expires, the esa-star system automatically sets the
entity status to To Be Updated. In this case, it is necessary to update all financial data for the
last year:

e Financial Basic and Staff

e Other Financial Indicators and Staff
When updating, you can claim the SME status based on the financial data for the last three
years, if you have not previously done so. After these changes, you need to resubmit the
guestionnaire for approval by ESA.

2.8. How to create, update or revoke a Bank Account

Each entity can notify ESA of one or more Bank Accounts that are used in the context of the
esa-p system. In particular, when a contract is awarded to an entity, your updated bank account
information validated through esa-star is a necessary pre-requisite for you to submit invoices
through esa-p and subsequently for ESA to process the payment. The entry and update of
bank account information for the entity is allowed only by the Bank Detail Administrator (see

table in par 2.1 and par. 2.9).
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If you are not the Bank Administrator, please check the Contact section of the questionnaire to

find the responsible person for your company (see below).

» Questionnaires b Legal Entities » All » Questionnaire » Contacts

1000024239 ENTITY TEST : UPDATE CONTACTS &

4
¢
¢
k
4

Chief Executive Officer

Ms Doe Jane EMI_MMaccott jd@email.com +3912345678
4 G Chief Finandial I Officer

P N Y LY o T W W W SN Y W DY W N YV SN N Y Y W N W TR W Y N R TS W N T L L P

For non IBAN related countries

@ Country of Bank = @ Bank Number =

@ Bank Account Number = @ SWIFT Code

( )

@ Bank Name @ Bank Address

( ) ( )

Attachments

@ Attachment

)

Attachment

There are no items to display

© comment

Opening the section ‘Bank Details’, the page with all bank accounts of the entity is presented
in read mode: when you click on the ‘Edit’ button, the page is displayed in edit mode. SWIFT
code does not have to be inserted as it will be automatically generated by the system when the

bank account is approved by ESA.

You can upload multiple attachments from relevant section by clicking on the arrow.
For non IBAN related countries from “Country of Bank” section you can find a drop down menu
with the list of non IBAN related countries.
You can submit the bank accounts one by one for approval by the ESA Finance User.
The finance user can:
e Approve the bank account
e Send back
If you decide to submit a bank account, the request for approval is sent by email to the Finance
User and your bank account becomes accessible only in read mode.

The Finance User can:
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e Approve the bank account: bank account becomes Published and you will receive an

approval email with ESA comments.

e Send back the bank account to request clarification of the information: you will receive

an email with comments on the bank account. So, the questionnaire will be available

again in edit mode and you’ll be able to update your information and resubmit it.

The editing of a single bank account depends on its status.

Bank Account Status

Description

In preparation

The bank account is in edit mode for the bank account administrator of the Legal

Entity and ESA Finance User.

In Preparation by ESA

The bank account is in edit mode for the ESA Finance User and in read mode for

the entity.

Submitted for validation

The bank account is under validation by ESA. Information is available only to the
Entity and to ESA authorized users.

The guestionnaire is in edit mode for the ESA Finance User and in read mode for

the entity.

Published The bank account has been validated by ESA. A sub-set of Information is visible
to all users in all concerned systems. Full Information is available only to the Entity
and to ESA authorised users.

Sent back The bank account is sent back by the ESA Finance User to ask for modification.

The bank account is in edit mode for the Entity and ESA Finance User.

The following fields cannot be modified for an account after its validation by ESA:

e For countries using IBAN: IBAN;

e For countries not using IBAN: Country of Bank, Bank Number, Bank Account Number,
Bank Name, Bank Address.
If one of those fields needs to be modified, a new account should be created and the old one

deactivated unchecking the relevant flag.

In the exceptional cases where esa-star is not operational or does not yet support the entry of

certain bank data: Please use the following form for the update/creation/revocation of your

bank account records and submit it directly via fax to the ESA Finance Department: Fax Form

template
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For further information on this exceptional alternative way to submit bank account details see
FAQ number 4 of this esa-p user manual
If you believe that the upload of your data is overdue, please contact the ESA Finance

Department directly via email at: vendordata@esa.int, copy to: dmsfoest@dres-

int.estec.esa.int.

2.9. How to request the External Entity attribute

An External Entity is a generic definition for a company institute or agency with consolidated
relations with ESA.

Contracts awarded by External Entities may or may not be related to activities financed by
ESA. In particular, the esa-star Publication module allows:

e Prime contractors (and major sub-contractors) working for the Agency, to publish
invitations to tender for procurement actions initiated by them in the context of ESA
programmes/projects, for which they have industrial responsibility

e National Agencies to publish invitations to tender on behalf of ESA, or on programmes
related to ESA (e.g. the Arianne Programme).

If you wish to request the attribute of “External Entity” for your own Entity, you must be the EIA

or Deputy. Log in to https://esastar-em.sso.esa.int/ with the ESA Corporate Authentication

credentials received by email. You will see the home page of your questionnaire. Please note
that in order to proceed with the request, as a minimum requirement an Entity Tender

Administrator needs to be defined in the “Contacts” section for your Entity (see Section 0).

Click on ‘External Entity Request’ in the Actions section in order to open the form.

Send Notification Read Notifications Communicaf tions Export in PDF - Attachments

Ll
Questionnaire \ it
=

1 - Identification 2 - Entity Details 3 - Location 4 - Entity Type

CEETTED [ 6/6 | [ a2 ] L=z ]
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External Entity Request

Information

Entity Code
1000037358

External Entity Code

0 Entity Tender Administrator *

[ -J

0 Entity Logo

0 Reason for request *

Submit

Cancel

When you submit the request, an email is sent to the External Entity Validator for approval.

The External Entity Validator can:

e Accept the request: your entity becomes an External Entity. An email is sent to the EIA

and Deputy to inform them that the request has been accepted by ESA. The “External

Entity” flag is marked in the “Entity Details” summary page.

~| ENTITY DETAILS

Registration Type Entity Type
Light Registration Company
Questionnaire Status ® Entity Status
Published To be updated
Entity Code BU Code ESA Registration Date
23/02/2011

Bidder Vendor PO Vepdo

Size Year 2019 Size Year 2013
TED TED

Bank Details Status ®
Published

Last Change Date

04/01/2019
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If you are an EIA or Deputy, you can also access the details of the request by clicking
on the “External Entities Details” button on the homepage of the questionnaire. This

replaces the “External Entities Request” button.

Questionnaire External Entity
Send Notification Read Notifications Switch to Full Communications Export in PDF ¥ Attachments External Entity Details

Send back the request: in this case the information provided in the request is not

sufficient for ESA and further details are required in order to carry out the assessment
(approvelreject the request). The EIA and Deputy receive an email with the relevant
information. By accessing “External Entity Request”, they can see the “Sent Back

Comment”, update the form and resubmit the request to ESA.

External Entity Request a

Information

is only required
h you have indust
v publishing invitations to tender on

Prime Contractor o
ESA's behalf

Entity Code
1000032820

External Entity Code

Request Status
Sent back J

9 Entity Tender Administrator =

oEntity Logo

9 Reason for request =
In order for ESA to process your request, at least provide the Contract Number (if available), ESA
Programme Name and ESA Contracts Officer name.

Reason for request

9 Sent back Comment

In order to accept your request please provide some additional information...

.---* Submit Cancel
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e Reject the request: the request is not accepted by ESA. An email is sent to the EIA and

Deputy to inform them that the request has been rejected. By accessing the “External

Entity Request” section, they can see the “Rejection comment”.

External Entity Request n

Information

Please note that s request to b n your Entity needs
to publi rit n the conte proj 0 s responsibilities as
Prime Contractor or Major Subcontractor, or if you are a Nation ishing invitations to tender on
ESA’s behalf

Entity Code

10000328320

External Entity Code

Request Status
| Rejected J

0 Entity Tender Administrator *

[ -)

9 Entity Logo

N

9 Reason for request =

In order for ESA to your request, at least provide the Contract Number (if available), ESA
Programme Name a ESA Contracts Officer name
Re-submission with further information required by ESA EE Validator
9 Rejection Comments
‘Your request has been rejected because...
Submit Cancel

If a request is rejected by ESA and you need to submit a new request for your entity, provided
you are an authorised entity user you can reuse the “Rejected” request instead of creating a

new one. In this case, you can edit the “Rejected” request and resubmit it to ESA for approval.
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External Entity Request n

Information

Please note that submission of a request to become an Extern v required when your Entity needs
to publi itations to tender in the context ponsibilities as
Prime Contractor or Major Subcontractor, or if y ishing invitations to tender on
ESA’s behalf

Entity Code

1000032830

External Entity Code
CORT

Request Status
Rewvoked J

9 Entity Tender Administrator *

[ -)

0 Entity Logo

J+ 8

0 Reason for request *
In order for ESA to pro
Programme Name and

s your request, at least provide the Contract Number (if available), ESA
A Contracts Officer name

Reaszon for request

9 Revocation Comment

‘Your request has been revoked because...

Submit Cancel

ESA can revoke an existing External Entity attribute. In this case the EIA, EIA Deputy and
ETAs will be notified, the External Entity flag will be removed in the Entity Details summary

page and you will find details of the revocation in the “External Entity Request” section.

If you need to submit a new request in the future, you will be able to use the same form.

Once the request to become an External Entity has been accepted by ESA, your Entity may
be allowed to submit a request in esa-star Tendering to publish Tender Actions under a specific
ESA Contract (so-called “Best Practices”). The Entity Tender Administrator role is responsible

for this action.
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2.10. How to add additional contacts or grant an existing contact with an

application role

During the registration/update of an entity, the EIA (or their deputy) is able to assign to each
contact available in the Contact section of the questionnaire one or more roles that grant them
a specific role(s) for the various ESA Corporate applications (see table in par. 2.1 for
reference).
In particular, if you want to create a new contact for a colleague and assign to them a role for
an ESA Corporate application complete the steps as follows:

1. Open the Contact section of the questionnaire

2. Enter in Edit mode and click on the + icon

FroF el ol vl v ol A gl FAT A e FV gV ("‘Jﬁ v"'(w

t P Questionnaires # Legal Entities » All » Questionnaire P Contacts o«

:Eluuuuznzag ENTITY TEST : UPDATE CONTACTS & j
> <
; Last Name First Name Username
: Ms Doe Jane EMI_MMacecott jd@email.com ‘5
> <
) <
) ¢
“"IJ‘JM N T VY WLV WYYV N PP Y Y W W YW N
3. In the pop-up screen fill in the mandatory contact information (marked with *)
4. In the Role field select the role you want to grant to the user (you can insert multiple

roles for each contact)
5. Click Save in the pop-up screen
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Contact Details a
0 Title
[ Mr - ]
D Last Name *
[ )
@ First Name *
[ )
ﬂ Username
© E-Mail *
[ )
@ confirm E-Mail
[ )

L 7] Telephone *

BN )

@ Function (Plzase note it is possible to add multiple functions: type the new function and select the text in blue)

[:'EE". Functions l

D role (Please note it is possible to select multiple roles, as many as needed)

[ [elect Roles

Entity Tender Administrator
ESA-P User

Save Cancel
Contract Manager

esz-match Responsible

Entity Czpabilities Responsible

TRS Uszer
ESA BIC MANAGER -
6. Click Save in the Contact section of the questionnaire.

If you want to grant an existing contact an application role you have to enter the Contact section
of the questionnaire in Edit mode, click on the pencil icon on the right of the contact and then

proceed as per steps 4, 5 and 6 above.
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Please note that:

For contacts of Business Units, the Business Unit Information Administrator is
responsible for role assignment and the roles that can be selected are only the ones
applicable in the context of a Business Unit.

The granting of the role ‘esa-p User’ is available only after the entity has obtained
the status Valid Full. However, it is recommended that users are granted such roles
only after the entity has been awarded with a contract. The granting of this role is not
an immediate action but starts a process of account creation for the esa-p system
that may take up to 1 day for completion.

The granting of the role ‘Contract Manager’ is available only after the entity has
obtained the status Valid Full. However, it is recommended to grant users such roles
only after the entity has been awarded with a contract.

Granting the ‘esa-match Responsible’ role is only possible if the entity is entitled to
have a profile in esa-match. At least one user belonging to your entity needs to have
this role assigned, as only esa-match Responsibles can manage the entity profile
and assign esa-match Conversation managers in the esa-match system.

Granting the ‘Entity Capabilities Responsible’ role is only possible if the entity is
entitled to have a profile in esa-star ECM. At least one user belonging to your
organisation needs to have this role assigned, in order to monitor and accept the
Harmonisation Cycle outcomes and manage the Contact Points in ECM.

At least one user belonging to your organisation needs to have the Rates
Responsible role assigned, in order to manage your Rates Forms on esa-star
ASTRA.

Granting the ‘ESA BIC Manager’ role is only available when the Entity has already
been defined as an Incubator.

The list of roles owned by each contact is visible in the ‘Role’ column in the Contact

section of the questionnaire.

2.11. How to delete an existing contact
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During the registration/update of an entity, the Entity Information Administrator (or their deputy)
and/or the Business Unit Information Administrator (in case the entity is a Business Unit) are
able to delete an existing contact defined in the “Contacts” section of the questionnaire.
In order to remove a contact from the list, the following steps should be performed:

1. Access the “Contacts” section of the questionnaire home page.

2. Enter Edit mode.

UPDATE CONTALYS |/

e —————

T

3. For each existing contact it is possible to modify data ( s icon) or to remove it from the

list (& icon).

UPDATE CONTACTS &'

Ms EM_ +34 £8P User 70
Entity Information Administrator

Mr EM_ 234 esa-match Responsible il
Entity Capabilities Responsible

Mr EM_ +34 Head of Administration Bid Manager i

, Entity Tender Administrator
Mr EM_ 34 Head of Institution / Dean o ok Derme mdm 2 A

4. Click on the il icon.

5. Click Save in the Contact section of the questionnaire.

As soon as the data have been successfully saved, the deleted user:
e Is no longer available in the list.
e No longer has access to all the esa-star applications, as the account has been
disabled.
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2.12. How to reactivate an expired user account for an existing contact

In order to improve the lifecycle management of user identities and to reduce the exposure to
security incidents, ESA will implement the rule below, which is applicable to user accounts
enabled to access ESA Corporate Applications in compliance with the esait Password
Management Policy:

e Any ESA Corporate Account that has not been used for more than one year to access

any ESA system service will be permanently deactivated.

The ESA Corporate Account and Single-Sign-On system is configured to send reminder emails
automatically to the address associated with the user account, informing the user of the
expiration deadline and the actions needed to keep the account active.

The ESA Corporate Authentication account status is visible in the esa-star Registration Contact

section as shown below.

Title 1 Last Name | First Name { Username | E-Mai Telephone | Function | Role | Account Status | o

Entity Information

Administrator
{ Dean

Ms Sabato Viola EMA_ViSabato ti@test.it +354354 LE Bank Details
Head of Admin

Administration Bid Manager

Head of Institution
Active

Act
Mr Ross: Marco EMA_MarcRo3 testl@test.it +394242 Legal Entity User e

ur verd Giorgio EMA_Giorverd H@test.it +354343 Bid Manager e
Entity Information

Ms Arancione Sara +3953534 Administratar
Deputy

Inactive

Activi

Ms Giallini Federica EMA_FeGial +39432432 Legal Entity User crve
Bid Manager

Mr Leo nice EMI_nicLeol dan@dan.it 439346345 Legal Entity User
ESA-P User

Active

Bid Manager Active

Mr Giuseppe Tornatore EMA_TGiusepp prova@prova.it +39345345 o

A ha A AL LA

Previous Section Next Section Close |

. PR |
Y SN ST WA R T Y NP IR S S W o P N _ o _____N

As you can see, the Account Status column indicates the status of each ESA Corporate
Authentication user account:
e Active: the user account is enabled and the user can log in to ESA Corporate
Applications granted to him/her.
e Inactive: the user account is disabled and logging in to ESA Corporate Applications is
prevented.
For inactive user accounts, the disabled username is removed from the relevant contact
information but the EIA or EIA Deputies are able to reactivate the contact by using the following

functions available only to them in the Contact section:
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e Re-activate button: available directly in the list for each inactive user account. Only
allows the specific user account to be re-enabled.
e Re-activate All button: available in the toolbar at the bottom of the list. Allows all inactive

user accounts to be reactivated in one go.

Last Name { First Name { Username -~ ] Telephone | Function } 1 Account Status {

Entity Information

Head of Institution e e

Ms Sabato viela EMA_ViSabato t1@test.it +394354 ’HS:SZFI} LE Bank Details axene
- J
Administration T ,
Activ
Mr Ross Marco EMA_MarcRo3 testl@test.it +394242 Legal Entity User crve o
4
) Active
ur verd Giorgio EMA_Giorverd H@test.it +394343 Bid Manager 2
Entity Information ) . P
Ms Arancione Sara +3953534 Administrator Inactive =D
Deputy y
Active
Mg Giallini Federica EMA_FeGial +39432432 Legal Entity User F
Bid Manager et y
Mr Leo nice EMI_nicLeol dan@dan.it +30345348 Legal Entity User ctive P
ESA-P User
Bid M Activ
Mr Gluseppe Tornatore EMA_TGiusepp preva@prova.it +39346346 Ege‘_:r:g:r crve 4
Previous Section Next Section Re-Activate All Close |§
. PR |
Y S s N e N NIV S S e PR T ]

In both cases, after clicking on the button a pop-up appears to confirm the required action:

F
I |
F

Are you sure you want to reactivate the selected expired account? 3

!
y

e

m Cancel ‘

-’,,..-- N P f—-—f —

By clicking on Ok, the following operations are carried out:

e A new ESA Corporate Authentication account is created for the relevant contact(s).
The account will be automatically assigned the same roles as those before
deactivation.

e The new user accounts will be propagated to the other esa-star modules and esa-p (if

needed).
Once the above operations are complete, the contacts list in the Contacts section is updated

accordingly.

Page 41/47 2 THE EUROPEAN SPACE AGENCY



ESA UNCLASSIFIED — For ESA Official Use Only

First Name | Username 1 —Mail Telephone 1 Function | Account Status 1

vy

Entity Informati E
Head of Institution e
= Administrator .
Ms Sabato Viola EMA_ViSabato ti@test.it +394354 'HE::’;F LE Bank Details Aetve -«
. Adrmin
Administration Bid Manager F 4
Mr Rossi Marco EMA_MarcRo3 test]@test.it +394242 Legal Entity User Active 1
L
’ : Active p
Mr verdi Giorgio EMA_Giorverd t1@testit +394343 Bid Manager
Entity Information
Ms Arancione Sara EMA_SarAranc camilla.DIppolito@esa.int  +3953534 Administrator e
Deputy
Active F
Ms Giallin Federica EMA_FeGialli camilla.DIppolito@esa.int  +39432432 Legal Entity User
Bid Manager o
Mr Lea nice EMI_nicLeod dan@dan.it +39346346 Legal Entity User ~ ~@V€ 1
ESAP User r
) ) mnen Bid Manager Active
Mr Giuseppe Tornatore EMA_TGiusepp prova@prova.it +39345346 ot oo p
<
L
Previous Section Next Section Close Edity
. pnadl R Y N ,/ P I P N T N T I N

The reactivated contact(s) will be informed of their new username via email by the ESA
Corporate Authentication system (as per the current process).

Please be aware that when an account is permanently deactivated, all the personal
preferences and settings stored at user-account level (e.g. privacy or notifications settings)
will be lost and not transferred to the re-enabled account.

If the ESA Corporate Authentication accounts of the EIA and EIA Deputies are all inactive,

please contact the esait Service Desk.

3. ESA BIC INCUBATION CONTRACT MANAGEMENT

3.1. How to add Incubated Entities to an ESA BIC Contract

Adding Incubated Entities falls under the responsibility of the ESA BIC Manager of a Legal
Entity defined as ESA BIC.

The ESA BIC Manager is a role assigned by the Entity Information Administrator in the
Contacts section (see par. 2.9 for more information about how to create contacts or assign

roles in esa-star Registration).
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@ itle *

(e )
@ Last Name *
( |
@ First Name *

)
@ username
Qewail
[ )
@ confirm £-Mail *
[ )
@ velephone *
= )

@ Function (Plaasa nota it is possibla to add multipla functions: type the new function and selact the taxt in blus)

[hsn Functions

© Role (Please note it is possible to select multiple roles, as many as needed)

[ * ESA BIC MANAGER ]

The ESA BIC Manager can edit/delete (1) and add (2) the Incubated Entities part of the

Incubation Contract by clicking on ‘Incubated Entities List’ in the quick launch menu.

esa-star

Eesa o

ESA Entities Directory

¥ Incubated Entities List
Registered SHE List

INCUBATED ENTITIES
(H)8

ESA BIC Incubatees and
Alumni

Home

» Business Units

G o Gy Entity Code 1 Entity Name Entity Status | Country of Registration | visibility 1 Incubation Status ! Incubated Entity Type!  Incubator Entity Mame |  ESABIC Name1  Inc ber 1
incibated et Lt W
ESA BIC Name
u ubli n n a z
10000 To be updated FR-France Public Incubated Incubatee Entity 000 (24 =3

There are two possible ways to create the ‘Incubated Entities List’:
1) By adding each Entity in the list as follows:
e Click on the ‘+’ icon as shown above

e In the pop-up window that appears, fill in the mandatory information (marked with *)

e Click on the “?’ icon (1) for information on each field
e Click on ‘Save’ (2)
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Incubated Entity Details [ x)
'9 Emtity Name = ovmlﬂllty -
| - ] % Public Private
@ 1ncubated Entity Contract Start Date * 0 1ncubated Entity Contract End Date =

J F|

© 1ncubarion Status

Incubated
O years after

the Incubate

@ Esa BIC Hame - D 10cubator Contract Number =

( =) >

ﬂ Imcubabor Entity Name ©
ALTYH SARL

@ comment

—
l Save l Cancel

2) By adding multiple Entities at the same time by clicking on the ‘Import in Excel’ icon

ESA Entities Directory
» Incubated Entities List

Registered SME List

ESA BIC Incubatees and

Alumni + -—

Home

Import in Excel

P Business Units

Questionnaire History Entity Code ] Entity Name | Entity Status | Country of Registration Visibility 7 Incubation Status ] Incubated Entity Type | Incubator Entity Name |

Incubated Entities List

10000 To be updated FR-France Public Incubated Incubatee

10000 valid Full IT-Ttaly Public Incubated Incubatee
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Incubated Entity Details u

{ Information / ]

9 Incubated Entities Template *

Save Cancel

A pop-up will appear where you can:
(1) Download an Excel file showing the required information
(2) Upload the Excel file with all the Incubated Entities’ details

Please note that to ensure that the information is loaded into the system correctly, you should

fill in the requested information in the Excel file without modifying the columns or titles.

Once the Excel file is ready, you can upload it in the relevant section.
As soon as the system uploads all the Incubated Entities, you will receive an email either

confirming that the upload has been successful and how many Entities were added, or that the

upload was not successful with details on the error.
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» Incubated Entities List

INCUBATED ENTITIES
-
+ 5

Entity Code | Entity Name Entity Status | Country of Registration | Visibility | Incubation Status | Incubated Entity Type ] Incubator Entity Name ]  ESABICName{  Incubator Contract Number |

ESA BIC Name = =
10000 To be updated FR-France Public Incubated Incubatee e 4000 & # 1

If required, you can transfer an Incubated Entity to another ESA BIC Contract and/or to another

ESA BIC Name by using the “Transfer” function.

Incubated Entity Details B
9 Entity Name = 9 Visibility =
[ 1000 - ] ® public O Private
9 Incubated Entity Contract Start Date = 9 Incubated Entity Contract End Date *
[ )il ( ) il
9 End of Reporting Period * 9 Incubation Status
Incubated
9 ESA BIC Name * 9 Incubator Contract Number *
[ -) v

9 Incubator Entity Name *

9 Comment

Save Cancel

A pop-up will appear which is the same as the window for creating an Incubated Entity. Insert
the mandatory information (marked with *). Click on ‘Save’ to transfer the Incubated Entity to

the new Incubator Entity.

Page 46/47 2 THE EUROPEAN SPACE AGENCY



ESA UNCLASSIFIED — For ESA Official Use Only @ E S a

Once the entity has been transferred, it will be visible in the list in read-only mode with the

status set to “Transferred”.

» Incubated Entities List

INCUBATED ENTITIES
4
+ 5

Export in Excel [

ESA BIC Name = g
1000 To be updated FR-France Public Alumnus Post-Reporting #lumnus Entity 400C E}J’ 'f »ﬂ —
ESA BIC Name = g
1000 Valid Full IT-taly Public Incubsted Incubates Entity 400¢ & £ —
»
[ 1000 Valid Full IT1taly Public Transferred Incubatee £54 BIE ame 4000 & ]
Example
ESA BIC Name = =
1000 To be updated NL-The Netherlands Public Incubated Incubatee Example 4000 Z £ —

It is also possible to transfer an Incubated Entity in the upload Excel file by entering ‘Yes’ in the

“To be Transferred” column.

Incubator Entity Code ESA BIC Name Incubator Contract number

Yes
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