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Intended Users 

▪ This learning material is intended for the Legal Entity Information Administrator/ Deputy (EIA), Business Unit 

Information Administrator (BUIA), Bid Manager or Contract Manager role
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Summary

▪ Process Overview

▪ Accessing ESA Interacts

▪ Entities Questions and Answers 

▪ Replying to an ESA Interact

▪ Request reopening of an ESA Interact

▪ Modifying a reply of an ESA Interact

▪ Qualification/Non Qualification Notification

▪ Expression of Interest for Interacts:

• Visibility

• Description

• Access

• Update and Withdraw

▪ Other Interested Entities for Interacts
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Process Overview

▪ The ESA Interact function allows ESA to publish requirements not related to any current Tender Action and 

receive replies from Industry (e.g. Request for Information, Request for Preliminary Declaration of Interest, 

Request to Submit an Outline Concept/Idea or Survey/Questionnaire)

▪ Once a new ESA Interact is published in esa-star Publication, guest users can see an overview of the new item 

with a limited set of information

▪ Only Industry users with EIA and Deputies, BUIA, Bid Manager and Contract Manager roles, for which their own 

Entity meets the item’s restriction requirements, can access the whole set of information and submit a reply 

based on the structure defined by ESA
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Accessing ESA Interacts (1/5)

▪ All published ESA Interacts are accessible without logging in to esa-star Publication, but only a limited set of 

information will be visible. In order to access all information and to be able to submit a reply, you will need to 

log in. The Home page shows the last four ESA Interact items published and/or updated. To see the full list, 

access the ESA Interacts section through the navigation menu (1) or the section preview (2)

1

2
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Accessing ESA Interacts (2/5)

▪ Filtering

▪ Sorting

▪ An individual 

Interact can be 

set as a 

favourite by 

clicking on the 

star icon. It will 

be added to 

the “My 

Favourite ESA 

Interacts” view 

▪ This flag

indicates that 

you will have full 

visibility of this 

Interact item, 

including the 

possibility to 

reply

▪ The list of ESA Interacts can be managed as follows:
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Accessing ESA Interacts (3/5)

▪ You can “Create a 

View” with your filter 

preferences by 

specifying a view 

name

▪ Once saved, the view 

will be available in the 

left menu under “My 

Views”. Click on the 

name to access the 

view (1). You can then 

Edit (2), change the 

name (3) and Save, 

Save a copy or Delete 

(4)
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Accessing ESA Interacts (4/5)

▪ An item without a flag will only show a subset of the full Interact information
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Accessing ESA Interacts (5/5)

▪ An item with a flag will show all information on that Interact, and you will also be able to reply and submit 

questions
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Entities Questions and Answers 
▪ In My Questions, you can Submit (1) questions to ESA

▪ When ESA replies to submitted questions, you will be able to view the answers in the Entities Questions & 

Answers (2) section

▪ Select the attachment(s) and click on Download (3) to download the answer
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Replying to an ESA Interact (1/3)

▪ If you open an Interact item marked with a flag, you will be able to reply to that Interact and, if provided by ESA, 

you can download the related attachments (1). 

▪ Depending on the Response structure defined 

by ESA, you can:

▪ Reply to a question by attaching a file 

(2): if available, you can Download (3) 

the file attached to the question ad use it 

as a template for the reply. After the 

upload, click on Save to confirm

▪ Reply to a question by filling in the text 

box (4). To confirm, click on Save

▪ Reply to a question by selecting Yes or 

No (5). After selecting, you need to click 

on Save to confirm

▪ Reply to a question by selecting a 

value from a custom list set by ESA (6). 

Again, after selecting, you need to click 

on Save to confirm

1

2

3

4

5

6
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▪ ESA may request entity contact details if further communication is necessary. In this case only one contact 

point can be filled in (5). The field is filled in by default with details of the person from the entity submitting the 

reply, but you can modify the field if required

▪ Click on “Save” (6) once you have entered the details

▪ When the reply is complete, 

▪ you can submit it to ESA (7) 

Replying to an ESA Interact (2/3)

▪ Alternatively, you can exit 

and leave the reply in draft 

status by clicking on the 

“return” icon (8) at the top of 

the page
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▪ Once submitted, a pop-up window will appear

▪ If needed, you can notify the other users about the submission of the response by selecting YES

▪ Click on “Ok” to confirm the submission to ESA

Replying to an ESA Interact (3/3)
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▪ If needed, it is possible to modify a response sent for an ESA Interact by clicking on Request Reopen

▪ A pop-up window will appear. Click on Confirm to send the reopening request to ESA

Request reopening of an ESA Interact 



15

▪ As soon as ESA reopens the response, you will be able to edit only the reopened items in the reply 

▪ Click on Clear (1) to cancel the old file or text and upload the new ones

Modifying a reply of an ESA Interact (1/2)

▪ To confirm the 

change, click on 

Save (2)

▪ Click again on 

Submit to ESA (3) 

to send the modified 

reply

1

2

3
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1

2

▪ Once the new version of the response is submitted, you can access the Changelog (1) functionality and see 

the different versions

▪ The item marked as Current response is the most recent version. Previous versions are shown below it

▪ Click on the different items (2) to see each version of the responses submitted 

Modifying a reply of an ESA Interact (2/2)

2
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Qualification/Non Qualification Notification
▪ In case your entity has been qualified for the interact, you will receive a notification email in your inbox:

▪ If your entity does not meet ESA’s expectations for the interact, you will also be notified via email like in the 

following example:



18

Expression of Interest for ESA Interacts

▪ When ESA publishes an Interact, users with a Bid Manager, Contract Manager, EIA or BUIA role in esa-star 

Registration can express their interest (once per entity) via a specific feature (except for the Pre-Qualification 

for DPS at ESA for CCM Interact type)

▪ When you access the Interact main page in esa-star Publication, you will see the Express Interest button at 

the bottom of the page
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Expression of Interest for Interacts: Visibility 

▪ When you click on Express Interest, a pop-up will appear where you define the visibility

▪ The visibility of an Expression of Interest (EoI) can be restricted to ESA only or extended to ESA and other 

registered users of potential bidders. This can be defined by selecting respectively NO or YES next to the 

question, ‘Do you wish to submit your expression of interest publicly?’
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Expression of Interest for Interacts: Description 

▪ You can add a brief description of your activities for the specific Interact you are applying for

▪ Type the description in the relevant box
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Expression of Interest for Interacts: Access

▪ Once the EoI is saved, it is immediately visible in the portal, either publicly or only to you and ESA depending 

on the submission option you selected 

▪ You can access your entity’s submitted EoI by clicking again on the Express Interest button

▪ You can also see who in your organisation submitted or updated your EoI, along with the date and time
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Expression of Interest for Interacts: Update and Withdraw

▪ Once the EoI is saved, you can:

• Update its visibility (public or ESA only)

• Withdraw it by clicking on the relevant button
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Other Interested Entities for Interacts (1/3)

▪ When you click on Other Interested Entities, the list of submitted EoIs for a specific Interact appears, 

depending on the visibility set for each one

▪ The list of Other Interested Entities 

shows the details of each entity that 

has submitted an EoI, including the 

Entity Contact Point

▪ Hover over the Entity Contact Point 

icon to see the contact details
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Other Interested Entities for Interacts (2/3)

▪ If you hover over the       icon, information on the entity’s competences will appear
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Other Interested Entities for Interacts (3/3)

▪ If you click on the name of the entity, you will be redirected to its profile in esa-match


