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Why to register within EMITS?
ESA Member States have made it mandatory since April 2007 to fill out a 

detailed questionnaire

• To become an ESA potential tenderer
• To obtain a bidder code (ESABD) necessary to identify yourself when 

sending proposals to the Agency – it is a reference number, a primary key 
in ESA’s corporate applications

• To receive a login and password to have access to ITTs detailed 
information package (Letter of Invitation, Statement of Work, Tender 
Conditions, Contract Conditions, Clarifications if any)

• To keep your ESABD and online information Valid and to avoid becoming 
Obsolete, Outdated or Not Valid, status restricting your access to 
opportunities

• To become an ESA supplier as this ESABD is indispensable for the 
contractual process to be initiated. You will then be granted a Supplier Code 
(SUP), an alpha code, enabling you to send e-invoices (EFIS) and 
payments to be made

⌦ ESA has a powerful datawarehouse, interlinked corporate applications, you 
ease the information and moneys flow when you are properly registered
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The registration process
• The direct access to EMITS

http://emits.esa.int/emits/owa/emits.main
– EMITS News of 14/03/2007 on “Company registration and Company’s information updating 

through EMITS”
– EMITS “Help”

• Detailed information about registering
– ESA Industry Portal

http://www.esa.int/home-ind/

• Support
– ESA CPOs (procurements)

• Mrs Deneuwelaere (RES-PGP) Tel: + 33 1 5369 7173
• Mrs Oppenheimer (RES-PGP) Tel: + 31 71 565 4010
• Mr Pierre Reynaud ( RES-PG) Head/Office Tel: + 31 71 565 7161

– ESA Finance (payments)
• Erfried Erker (RES-FEI) Tel: + 31 71 565 3110

– ESA Industrial Policy 
• Mr JL Verdin (RES-P) Tel: + 33 1 5369 7119
• Eric Guilmet (RES-P) Head/division Tel: + 33 1 5369 7349

• Service desk: Technical support
– idhelp@esa.int Tel: + 39 06 94 18 04 44
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What’s in there?
Philosophy of the Registration System

• 1- Official Registration : ESA wants to clearly identify space operators and only grants contracts 
to legally registered entities vis-à-vis their authorities (no sub-entities linked to legal entities).

• 2- General information: properly filling out this section prevent entities to repeat too general  
information within their offer (sub-entities = establishments to be recorded here).

• 3- Contacts: ESA needs to know who the Executives of companies / R&D centres are to enhance  
communication with space operators. The Agency wants to be sure to reach the right persons 
through permanently updated business cards (= a space Who’s Who).

• 4- Activities /Projects /Products & Services: ESA is offering entities the opportunity to make their 
own technology and expertise marketing. Project & Technical Officers can search for competences 
and identify potential suppliers.

• 5- Staff and Facilities: enables ESA Executive & Member States to assess the personnel active in 
the space sector, its evolution and the availabilities of Tests Centres.

• 6- Key Financial Figures: enables ESA Executive & Member States to assess the space market  
and its growth perspectives or difficulties to propose better solutions and programmes. ESA also 
needs to analyse the strength and sustainability of its suppliers.

• 7- Ownership /Subsidiaries: necessary to identify the nationality of the entities (geo-return, 
operational control) and to assess entities’ size (i.e. Large, Small, SME).

• 8- Bidder Information /EMITS Roles: mention an Entity Information Administrator (EIA, assisted 
by Deputies) responsible for collecting internally data of quality, for filling out, for updating the 
questionnaire and for submitting it to ESA for validation. A Bidder Code Contact (= contractual 
responsible) is also mandatory. EMITS Users who can access detailed AO’s information package 
have to be recorded here too. ESA is paying great attention to the security of EMITS accesses and 
offers the opportunity to express interest on ITTs.
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In other words: what are the benefits of IO?

• A communication tool enabling permanent updating of the entities’
contacts and of the accesses to EMITS

• A pre-qualification tool (i.e. credibility of tenderers)
• A marketing tool firstly within ESA secondly worldwide when so 

requested
• A market analysis tool (identification of competences and 

participation /involvement of entities)
• An ITTs access control tool (i.e. Member States, PECS, non MS) 

enabling a more structured access to the information published 
through EMITS

• A contributor to the procurement process (quicker assessment –
quicker communication, dispense to provide some information within 
proposal TBC soon)

• A reference tool for the Finance (payment procedure and location)
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Where do I start? http://emits.esa.int

• New Tenderers, “Entity Registration”, receive a PIN number
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Where do I start? http://emits.esa.int

• Existing Tenderers, “Login”, use your Username ID and Password, 
“Your entity details” and click to go to the Updating/Working area
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What is the rationale of the system?

• Registration takes place at the level of LEGAL ENTITIES
• Questionnaire’s sections are marked with a traffic light, the objective is to 

turn the 8 sections into green or yellow – red means something is missing –
“Submit for Validation” at the end of the process

• Most fields are mandatory and are marked with a red star *, meaning data 
must be provided  (open alpha or numeric fields / drop down menus / select 
“None” or “Enter” for a pop up window / documents to be uploaded / enter 
NA sometimes)

• “Save” every update before going back to “Main Screen” or “Close”
• Read pop up messages and proceed accordingly
• “Send Notification” to contact the service desk (ID / PW or IT problems)
• Updating can take some time, you need to go back to the updating area to 

see changes you have recorded but did not submit – Data is never lost!
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The entity information that is required 
depends on the Entity Type

A) Industrial Firm
B) Service Firm
C) Non-Profit Organisation
D) Other

9General Information: for all
• Entity Identification
• Official Registration 
• VAT & Social Security Numbers
• Organisation chart
• Establishments

9 Contacts:  for A, B and D
• Chief Executive Officer
• Chief Financial Officer
• Space Business Manager

9 Contacts: for C
• Head of Institution / Dean
• Head of Administration
• Responsible for Space Activities

9 Activities / Projects / Products & Services  
for all
9 Staff & Facilities  for all
9 Key Financial Figures for all
9 Ownership / Subsidiaries: for A, B and D

• Structural Relations
• Working Relations
• Firm Shareholder
• Subsidiary

9 Achievements  for C
• Space Activities
• Space Projects
• Activities not related to Space

9 Bidder Information / EMITS Users and Roles
• Entity Information Administrator
• Entity Information Administrator Deputy
• Entity Information Reviewer
• Entity Invoicing Administrator

The contents of the questionnaire
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Example of Questionnaires

Refer to your documentation

• Questionnaire for Industrial Firms

• Questionnaire for Research Organisations
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The Entity Information Administrator (EIA) can:
¾ Access and Update the Entity Information whenever necessary or when requested by ESA.
¾ Submit the Entity Information to ESA.
¾ Access published Entity Information.
¾ Update or Request EMITS Userid’s for the Entity Staff and defining their Role.
¾ Request to add or remove ESA Bidder Codes for his/her Entity.

WARNING: If you update the Entity Information, you will remain the EIA until your Entity Information is 
submitted to ESA for validation. 

An Entity Information Administrator needs to be assisted by one or more Entity Information Administrator 
Deputies. They have the same functions available as the Entity Information Administrator.

The Entity Information Reviewer can do the same as the Entity Information Administrator except submitting 
the Entity Information to ESA (s/he can help the EIA filling in parts of the Questionnaire).
The Entity Invoicing Administrator is the Entity Contact Point for financial and payment matters. He or she 
has the same access rights as an Entity Normal User.

The Bidder Code Contact is a contractual contact point, his/her name is used by the procurement 
Department, address must be in the country where the entity is registered
The Tender Administrator function is reserved to external entities who can upload ITTs in EMITS to select 
sub-contractors

The Entity Normal User can read the published Entity Information and read EMITS Tenders (Intended 
Invitations To Tender/Invitation To Tender) and optionally express interest for both (this can be defined by 
the Entity Information Administrator or its Deputy).

Defining your entity’s EMITS Roles
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The Business Cards
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Are there Agency’s tips to proceed smartly?

1. Read the support documentation on the Industry Portal first
2. Access the system and store your PIN number or ID / PW
3. Check your entity type
4. Click “View All” and print your questionnaire
5. Nominate an Entity Information Administrator (and Deputies) 
6. Coordinate internally to collect data
7. Start filling in the e-questionnaire only when the data collection 

process is finished
8. Double check mandatory fields* when a section is still red and you 

think you did everything right
9. Contact appropriate desks if you are blocked
10.Don’t forget to submit for validation every time this is needed
11.Pay attention to the Notifications you receive

More than 1700 entities have proceeded, you can do it!
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What are the most common mistakes?

• To think your updating work is lost when looking at the View mode:  
you need to go to the updating area Edit mode

• To fill in only 2 fields for telephone & fax: 3 fields must be filled out 
(country code + area code + number)

• To forget to select “None” or NA when needed
• To enter duplicate business cards (the same person can cumulate 

roles, use “Ctrl+Enter”)
• To forget to select or enter a Function on a business card
• To initiate registration 2 days before an ITT deadline
• To badly assess entity size (Large means you exceed all SME 

criteria, Small means you exceed two SME criteria)
• To avoid providing SME status required assessment data (SME = 

maximum 250 staff, €50m turnover, €43m balance sheet total) and 
that of partner and linked shareholders / subsidiaries

• To register at Institute / Laboratory / Department level when a 
Research Centres or University
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What if I am a Large complex entity?

=   Large company with sister companies, business units and / or with 
establishments (premises, sites) that are not legally independent 

=   University/Research centre with lots of Institutes, Faculties, Laboratories, 
etc. some being legally independent others not.

• Step 1: Choose an EIA for the whole entity
• Step 2: Fill in sections 1, 2, 3, 5 & 6 for the main legal entity
• Step 3: Choose EIAD(s) for sub-entities
• Step 4: Enter n sub-entities in section 2 as establishments
• Step 5: EIADs fill in section 4 by introducing the name of their respective 

establishment followed by the required descriptions
• Step 6: EIADs enter the business cards of their EMITS normal users and 

other contacts as appropriate

ª You are already registered with multiple ESABDs, create new “clean” main 
record, sub-entities ESABD will be transferred to main entity

ª You are registering for the first time, create “clean” main record and contact 
us for the creation of an extra ESABD to be transferred to the main entity
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Conclusion

• Registering as ESA Tenderer is a first mandatory step
• Czech Republic entities, as others, received a restricted access to EMITS 

information. Full access to the information is granted provided they are 
properly registered and their country is included in the provision list (optional 
programmes).

• EMITS is a reference tool enabling technology marketing, searches for 
competences and a high level of industrial relations & communication.

• IO contributes to fair competition and allows fair and equal access to the 
information pertaining to the ITTs in the course of the tendering period

• IO allows industry to organise themselves and SMEs to enter into alliances 
with the primes and other companies

Data provided are strictly confidential
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Registration process 
Not profit organisations (e.g. universities, research centres, 

Ministries, Agencies)

– Simplified registration procedure. It means calling 
ESA-Mr Verdin tel: + 33 1 5369 7119

– ESA initiating the registration of the legal entity –
necessary information : name of a contact point and its 
emails

– For sub-levels of the legal entities calling ESA prior to
filling in anything online. ESA will be creating ESABD 
codes per business areas– necessary information : 
name of a contact points and its email
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e.g. DLR (Germany)



17/03/2009CZ Republic Presentation for  
Industry & Institutions

21

Registration process
Services and industrial companies

– The registration is taking place online;

– The questionnaire has to be first filled in and 
submitted to ESA;

– Once the questionnaire is validated the companies  
Entity Information Administrators and their deputies 
will be notified. The emits users will be receiving their 
user-ids and passwords;

– The Entity Information Administrators, their deputies 
and the reviewers can access the online 
questionnaire anytime in order to proceed with 
updating;
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Status of registrations 
Czech Republic

• 28 questionnaires in preparation by entities
• 22 registered entities (validated questionnaires)
• 21 uncompleted questionnaires (some put in working area by entities)

• 84,62% of the entities covering 90% of the commitments with ESA are 
registered 

• 11 of the top 13 of the entities covering 90% of ESA commitments are 
registered
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Registrations/updating in preparation by entities (1)
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Registrations/updating in preparation by entities (2)
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Registrations/updating in preparation by entities (3)
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Valid Registrations (1)
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Valid Registrations (2)
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Valid Registrations (3)
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Completed-validated questionnaire

Update yearly

17/03/2009CZ Republic Presentation for  
Industry & Institutions

30

Uncompleted questionnaires

Questionnaire put in working area by entities
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Uncompleted questionnaires
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Users who express 
Interest are shown 

as contact
point

Show which 
Role you want to play

Show
your type, capabilities / 

expertise including 
Web links

Published expressions of interest
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What you
do next
90%

What you did
10%

esa


