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1. Enter User ID

2. Enter password

 PO Collaboration – Create SES and
SES Tracking  Details

The goal of this user manual is to:

Course Pre-requisites:
ESA-SCH-User Guide-01-PO - Acknowledgement

◦ Understand the process of Submit Service Entry Sheet(SES) and SES 
details tracking. 

Objective

Target Audience:

Suppliers

Notations Used in 
Training Manual

Submit Service 
Entry Sheet

Login Page

Login To SCH Portal

An information 
to review 

Text Denotes the 
specific action to 
be taken

Number denotes the sequence of the 
steps to be followed.
If same number, either of the way same 
action can be called

Buyer details to contract

1. Verify default values of address  
and change if required

2. Enter Title, Description and 
mandatory field Values 

Search PO Filter Acknowledged 
PO Create SES Submit and check 

Status

SES Created and 
Approved

Copy Create 
Cancelled SES

3. Click Log in

Cancel SES



Create Service Entry Sheet

Create SES ◦ Only when PO Status = “Acknowledged”, “Partially Acknowledged” -  Entry Sheet can be 
submitted

◦ PO Status set to Acknowledged when the SES is updated by ESA team directly in SAP.

◦ Once the SES submitted, it will be sent for approval.

◦ Upon approval Entry sheet gets posted & invoice submission gets enabled.

◦ Entry sheet can be withdrawn before approval.

Create SES

Create Entry 
Sheet – Select 

PO Item

Create Entry 
Sheet – Select 

Services

Create Entry 
Sheet – Select 

Services

SES in PO 
Details Page

Check Status = Acknowledged

1. Click on PO List

2. Search for Specific PO 3. Click on Create Entry Sheet

1. Click on Create SES of the PO item for which entry 
sheet to be created

1. Enter Service Note
2. Delivery Date and
3. Delivered to Note 

4. Enter the Service 
Quantity

1. Attach supporting 
document

2. Click on Create 
Entrysheet

Observe the status as Pending For Approval



SES status after 
Approved

SES details

Resubmit 
Cancelled SES

Resubmit Cancelled SES

Observe the status as 
Posted after Approval

Check SES Status = Cancelled

Observe details prefilled 
from already submitted SES

Observe the balance Qty 
after Cancellation of SES

1. Click on Copy SES 

1. Click on create SES 
after fill all the details



After SES 
Approval

New SES 
document 

Created

1. Click on SES List

Status for the 
Submitted SES

SES Value 
for the List

2. Click to view SES details

Observe new SES Document created 
with status “Pending for Approval”

SES Status after Approval

SES List

Thank You


