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1  Introduction  

1.1  Purpose and Audience of this Manual  

This document serves as a reference manual and user guidance for EESSI Swiss Portal 

(ESP) . It is meant both as an introduction to the application for users who are new to 

ESP, and as a comprehensive reference document to look up details for specific functions 

for users already familiar with the system.  

This document is meant for all users from the social security sector that actively work 

with ESP, including clerks, users having supervisory functions, and more specific business 

roles such as auditors. It does not cover the perspective of an IT administrator and does 

not detail how a n ESP instance can be configured locally or adapted to the needs of a 

specific institution. To learn more about ESP configuration, please refer to the separate 

documentation for ESP administrators.  

1.2  About ESP Application  

EESSI Swiss Portal (ESP)  is a web -based software application for the electronic 

management and exchange of social security cases across competent institutions of the 

participant countries. ESP is developed by the Directorate -  General for Employment, 

Social Affairs and Inclusion (DG EMPL) and evolved out of the EESSI ( Electronic Exchange 

of Social Security Information ) project. It fulfils the business needs ï the so -called 

business layer requirements ï for national institutions participating in the EESSI cro ss-

border message exchange. The application supports the complete range of business use 

cases concerning the exchange of social security data. Additionally, it provides helpful 

tools for the management of cases and the optimisation of internal workflows, f or 

example by case assignment tools.  

1.3  About  EESSI  

The free movement of people is a fundamental right in Europe. Citizens of the European 

Union can freely travel to other countries in the EU/EFTA space and take up residence 

and employment there. Modern social security systems need to reflect this mobility and 

make sure that citizens enjoy full access to social security in cross -border settings as 

well.  

For this reason, the European social security coordination regulations provide clear rules 

for transnational social security cases. Implementing these rules in practice requires a 

lot of communication between social security institutions in the participant  countries. So 

far, this communication is still mainly performed through the exchange of paper -based 

forms, which is very slow, expensive, and error -prone.  

The new European system for the Electronic Exchange of Social Security Information will 

improve this situation by allowing a direct, reliable and confidential communication 

between social security institutions. Exchanges will become faster; receiving insti tutions 

will no longer have to deal with illegible, erroneous or incomplete forms and citizens will 

ultimately benefit from a faster and even more reliable calculation of their benefits.  

1.4  EESSI  Infrastructure  

To achieve an electronic exchange between all competent social security institutions in 

Europe, a well -organised interplay between national components and centralised 

infrastructure is necessary. Individual users will access the system either through ESP, 

the reference application detailed in this guide, or through a dedicated national 
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application available in their competent institutions. Messages sent through this system 

are transferred to a national Access Point (AP), which communicates with the relevant 

Access Points in the receiving countries. From there, messages are forwarded to t he 

individual social security institutions in these countries. A centralised infrastructure 

provided by the European Commission, the Central Service Node (CSN), regularly 

provides all Access Points with the necessary information they need to fulfil this ro uting 

function.  

 

Figure 1: EESSI architecture simplified  

1.5  Structured  Electronic  Documents  (SEDs)  

The individual messages, that need to be exchanged, have been harmonised in close 

cooperation with the participant country social security experts and generally take the 

form of a Structured Electronic Document (SED). SEDs have been optimised to allow for 

as much automated pre -processing as possible in order to automatically identify a large 

set of possible errors or omissions prior to sending (thereby reducing the need to 

exchange corrections back and forth) and to faithfully reflect the applicable legal 

standards (cf. section 7.11.6  for more details). Because SED versions will be available in 

all official languages of the European Union countries, every institution can also use its 

own language version to facilitate access to the documents.  

Structured Electronic Documents are the successor of E -Forms, the existing set of 

harmonised documents already used in many social security exchanges. SEDs, however, 

have been optimised to take full advantage of the additional possibilities (such as 

automa ted error detection) offered by an electronic system.  

1.6  Business  Use  Cases  (BUCs)  

The processes needed to resolve cross -border social security cases have been 

standardised across the participant countries. Thus, for every type of cross -border social 

security issue, the corresponding Business Use Case (BUC) describes exactly which 

messag es should be exchanged and in which sequence in order to have a successfully 

resolved case. In ESP, every case is assigned to a specific case type corresponding to 

one of these BUCs so that the application can automatically provide guidance on the 

appropri ate sequence of SEDs to be exchanged.  
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2  Document  Overview  

The structure  of  this  document  closely  follows  the  structure  of  the  ESP software:  

¶ The initial sections (1 & 2) provide some necessary context to understand the basic 

building blocks of the EESSI system, including the key concepts of Business Use Cases 

(BUCs) and Structured Electronic Documents (SEDs).  

¶ Section 3 gives an overview about the structure of ESP and explains crosscutting 

elements of the user interface that are available from any point in the application.  

¶ Section 4 details the role model underlying ESP, which is crucial for determining  each 

userôs access rights within the system. 

¶ Section 5 explains how to search for cases using the different search functionalities 

within ESP. 

¶ Section 6 explains how to search for Institutions (counterparties) using the Institution 

search functionality within ESP. 

¶ Section 7 explains how to actually work with specific cases and exchange cross -  border 

social security information through the application.  

¶ Section 8 details how notifications can be used to keep track of relevant changes and 

new information.  

¶ Section 9 introduce the ESP supporting feature related to Case Management Scheduling 

Calendar.  

¶ Section 10 provides detailed description of the required steps in ESP in order to complete 

specific tasks (i.e. Open a Case, Forward a Case, etc.).  
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3  General  Functionality  

The functionality  provided  by  ESP can  be grouped  into  four  key  modules:  

¶ The case search module provides the means to identify, access and manage specific 

cases of cross -border social security exchanges (cf. section 5).  

¶ The case management module allows the exchange of social security information with 

other institutions in parallel to other actions within individual cases as defined per 

dedicated processes (cf. section 7).  

¶ The notifications module manages all events within the system that can be relevant for 

the user and allows keeping track of any relevant changes on existing or new information 

(cf. section 8).  

Moreover, certain key elements of the application in the navigation bar and the case  

creation bar are available to the user at all times. These elements are explained in the  

following section.  

3.1  User  Login  and  Logout  

To start ESP, the user opens a Web browser and types in the ESP application URL of the 

associated institution. The ESP administrator should supply the relevant ESP URL address 

and the appropriate usernames/passwords.  

If user types in a valid URL, the ñESP Home Pageò opens (see Figure 2 ) and the user can  

proceed to ñESP login Pageò by selecting [].  

ñESP Login Pageò opens (see Figure 3 ) and user can type in the Username and the 

Password.  

After clicking LOGIN , the user will be directed to the ESP application. If the user does not 

have an account or the password is forgotten, the user should contact to own local ESP 

administrator for help.  

If the URL connection is not secured, a notification is given in order to inform the user 

accordingly ( Figure 3 ).  

 
Figure 2: ESP Application Home Page  
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Figure 3: ESP Login Page  

The actions available to users in ESP may vary according to their role in the ESP system 

(cf. section 4), which is linked to their user profile. If a user has special privileges in the 

system (e.g. administrator rights), depending on its institutionôs local regulations, it may 

be provided with multiple user accounts so that user only logs in with special pr erogatives 

for those specific actions where they are truly needed.  

 

To close ESP, use the LOGOUT button in the upper right corner of the application (see 

Figure 4 ). Simply closing the browser window or browser tab without disconnecting is 

dangerous because it might enable an abuse of the user's account.  

 
Figure 4: Disconnecting ESP account  

  

 

Please note that currently ESP Portal was tested using Microsoft Edge 

v138 + ) and Mozilla  Firefox ESR 128 + ( v128 .11 .0esr ) . It is therefore 

recommended to use Microsoft Edge or Mozilla Firefox  in full screen by 

ESP Portal users . The recommended total zoom (browser x screen) is 

100% for screen resolution of 1024 x 768. The total zoom can be extended 

to 150% at a screen resolution of 1920 x 1080.  
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3.2  General Layout and Navigation  

Once a user has successfully logged in, the ESP application navigates the user to the 

home screen, which follows a certain basic structure throughout the application (see 

Figure  5).  

 
Figure 5: ESP home screen  

The ESP screen layout consists of five main parts:  

 

MAIN MENU  

The  main  menu  is a fixed  UI  element  at  the  top of  the  application.  It  contains  

the  following  navigation  items,  which are  described in  detail  in  separate  

sections.  

NAVIGATION ITEM  SECTION  

CASE SEARCH Section 5  

CASE MANAGEMENT 

(ONLY VISIBLE AFTER OPENING / CREATING A CASE )  

Section 7  

NOTIFICATIONS  Section 8  

CALENDAR Section 9  

REPORTS Section 10  
 

 

WORKSPACE 

The workspace corresponds to a virtual d esk. It is a dynamic view where the 

actual content depends on the selected main menu item. Clicking one of the 

following menu items triggers a navigation change towards the relevant 

workspace sections: CASE SEARCH,  CASE MANAGEMENT,  NOTIFICATIONS  and 

CALENDAR. Figure 5  shows the workspace CASE SEARCH.  

1 

2 
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CASE CREATION BAR  

The Case Creation Bar is always visible at the bottom of the application and 

allows the user to initiate new cases ( cf. section 7.4 ).  

 

GOTO SEARCH 

The GoTo Search  is a fixed element located at the top right hand of the 

application, being visible and functional in every workspace. This allows the user 

to perform a search from anywhere and be able to directly access one of the 

cases corresponding to the search by clicking on the desired result.  

See GoTo Search  Figure 6 . 

 

USER/CLERK MENU (USERNAME ï INSTITUTION)  

The USERNAME and the Institution code is shown and in the  case  this  link  is 

selected  the  following  options  are  presented:  Localisation  Settings,  Change  

Password, Help  and  Logout  

 

 

 
Figure 6: GoTo Search  

3 

4 

5 
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3.3  User  Menu  (Username  ï Institution)  

To access the User menu the user should click on the " username/institution " (or Account 

icon) selection at the top right part of the Main Menu ( ClerkPortalUser/ CH:9TestA01  in 

the example figure below ï see Figure 7 ). After clicking on the selection, a dropdown 

menu is shown with the following options a detailed description of which is given in the 

following sections from 3.3.1 to 3.3.4 ):  

¶ Localisation  Settings  

¶ Change  Password  

¶ Help 

¶ Logout  

 
Figure 7: User/Clerk menu (Username -  Institution)  

 

3.3.1  User Localisation Settings  

After successful login action, the user will have the opportunity to set up localisation 

settings (language, number format, data format, time format, currency or time zone).  

To set the localisation settings, the user should click on the ñLocalisation  Settings ò 

selection of the User Menu (see Figure 8 ). When done, the user should click on the  SAVE 

link to save the changes or the  BACK link to discard the changes.  

The list  of  time  zones  contains  the  following  entries:  

¶ (UTC-01:00) Further -western European Time (Azores)  

¶ (UTC) Western European Time (Dublin, Lisbon, London)  

¶ (UTC+01:00) Central European Time (Amsterdam, Berlin, Rome, Vienna)  

¶ (UTC+02:00) Eastern European Time (Athens, Bucharest, Helsinki, Sofia)  

The time  zones offsets due to daylight saving time are no longer included in the list of 

time zones, as this information is managed automatically by the portal. This means when 

the system will automatically change to a different time  zone offset (i.e. winter time), 

the portal time references will automatically get adapted to the updated local time.  
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Figure 8: User Localisation Settings  

3.3.2  User  Change  Password  

The user may change the provided Password any time by simple selecting the ñChange 

Passwordò choice that is given on the main menu (See Figure 9 ). The user should follow 

a common change password procedure and to provide the ñOld passwordò and the new 

one twice. After that the user can accept the change by clicking on SAVE.  

This feature is not useful and has no impact on users connecting using SAML.  

 
Figure 9: User change Password  

 

3.3.3  Contextual  Help  

In many situations , a user of ESP portal might need help. ESP offers online guidance for 

users during the use of the application. The contextual help is effective for learning how 

to use the Graphic User Interface by showing instructions. In addition, a solution for a 

basic behaviour where help/guidance is offered at  a specific point in a specific state of 

the application. Contextual Help is available all the time in  USER/C LERK MENU. The content 

shown will be specific for step where the user is. To access t he Contextual Help user 

should click the HELP located in right upper corner (see Figure 10 ). After selecting ñHelpò 

that new window will open, this includes the content of an older version of the user 

manual .  
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Figure 10 : Online Contextual Help  

The new window includes the search functionality what user can use to search the topics 

which user is interested in. Another possibility for user is to navigate the contextual help 

by clicking the specific section inside the menu located right side of the window. The 

content of the specific section will open in the left side of the window (see Figure 11 ).  

 
Figure 11 : Contextual Help content  

 

 

3.3.4  ESP Version and User Idle Time  

The ESP Portal version  and the ESP  Server version  is displayed at the bottom right -

hand part of the page (see Figure 12 ). In general, business users will not need this 

function in their day - to -day work but it can be helpful to include this information when 

reporting problems to their National/Local Service Desk. On the bottom left -hand part of 

the page the current session idle time is displayed, once the countdown elapsed the user 

will be automatically logged out from the application.  

 
Figure 12 : ESP Version and User Idle Time   

 

The  Contextual  Help  is available  ONLY in English .  Additionally, the 

Contextual Help content is based on the User Manual of the ESP Portal 

version 6.2.13  and can be, in some cases, outdated.  
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4  Roles  and  Groups  

4.1  Roles  

In EESSI, different roles of ESP users are distinguished. Each role is defined by the 

possible user actions that are permitted to users of that role. The following roles exist:  

¶ Supervisor;  

¶ Authorised;  

¶ Unauthorised;  

¶ Auditor;  

¶ Viewer;  

¶ Medical;  

¶ VIP;  

¶ Everyone  

Subsequently, the roles are described in more depth. Finally, an overview of the roles 

and the corresponding actions is provided. These actions are described in more detail in 

the corresponding sections of this guide.  

 

Supervisor  

The supervisor role is typically assigned to institution heads and team leaders that are 

involved in case assignment to clerks. They are the only users having the right to assign 

cases (see 7.9.2 ). The assignment can be done only for the cases assigned to the 

respective supervisor.  

A user which is not assigned to a case, or which is assigned already but not on the role 

which he needs, can send a request to the respective casesô supervisors and request the 

assignment on the specific/needed roles for the respective cases. The superviso rs receive 

the corresponding notifications and can choose to accept or reject the userôs request. 

Following this, the requesting user will receive a notification that his request is accepted 

or rejected (see also 7.9.2 ).  

 

Authorised / Unauthorised  

Users with clerk role perform the case processing with respect to their social security 

sector. They will carry out operational case management tasks, including creation and 

archiving of cases and SED processing. Authorised clerks are permitted to send SED s to 

other case participant institutions on their own; non -authorised clerks prepare SEDs but 

need to request a user with higher permissions to actually send them to other case 

participant institutions (cf. section 7.9 ).  

 

Viewer / Auditor  

Users with these two roles do not take an active part in the system, but review existing 

information. While a viewer is restricted to reviewing the basic case data and the SED 

content, an auditor can also review detailed audit accounts of all actions perfo rmed in 

the system on a particular SED, case or person (cf. section 7.18 on the audit 

functionality).  
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Medical / V IP  

Some categories of data require specific protection. For one, in some participant 

countries, medical information should be accessed only by specific medical personnel. 

For this reason, individual attachments to SEDs can be classified as medical and only 

users with the medical role can access these attachments or de -classify them again (cf. 

section 7.16 for more information). Moreover, sometimes entire categories of cases 

require special protection,  e.g. because they concern persons that are particularly 

exposed to public scrutiny and where, hence, a substantial threat of unauthorised 

disclosure exists. These cases can be classified as ósensitive casesô in the case metadata 

(cf. section 7.9.4 ). After such a flag has been set, only users with the V IP role can still 

access the case content.  

 

Everyone  

This role is restrictive allowing to the users having this role only to Request Assignments 

for Case Assignments and View Case metadata for Case Management (see Table 1 below)  

 

Overview  

The subsequent table provides an overview of the roles and the corresponding actions 

permitted to that role.   
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ESP 

USER ROLES  
Supervisor Authorised Unauthorised Auditor Viewer Medical Vip Everyone 

C
a

se
 

A
s
si

g
n
m

e
n

t Assign Case V        

Request 

Assignment V V V V V V V V 

Authorise 

Assignment V        

C
a

se
 M

a
n

a
g

e
m

e
n

t 

Create Case  V V      

Create SED  V V      

View SED V V V V V    

Send SED V V       

Request Approval 

for sending 
  V      

Approve and Send 

SED V V       

Upload/Delete/ 

Send/Download 

medical 

attachments 

     V   

View VIPS       V  

Change Case 

Metadata V V V      

Manual case 

archiving V V       

Manual case 

unarchiving V V       

Set/clear alarms V V V      

View case 

metadata1
 

V V V V V V V V 

Download/send 

regular 

attachments 
V V V V V    

Add-Upload/delete 

regular 

attachments 

 V V      

Add/delete 

comments V V V V V    

A
u

d
it

 

View Audit V   V     

Table 1: ESP User Roles and the permitted actions  

  

 
1 i.e. Subject block (username, name, gender and birth date or the relevant institution description in bilateral 
reimbursement cases), Case participants & assignments, document list (SEDs), alarms, SED and Case level comments 
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Notes :  

A User/Clerk can have multiple roles. A user with multiple roles can 

perform any action permitted by all the assigned roles. As an example, 

an authori sed clerk that is also a medical user can send SEDs 

(permitted by the authori sed clerk role) and also read classified 

medical attachments (permitted by the medical user role);  

In general, Medical and VIP roles have limited permissions (view 

metadata and handle Medical and VIP data) and can be considered as 

additional roles that are assigned to specific users when access to 

critical data is required;  

Only VIP users are able to select/unselect the ñSensitiveò flag in the 

ñCase Metadataò popup; 

VIP user may set ñSensitive Caseò flag BUT in order to create/edit 

documents must be also authorised/non authorised clerk. In order to 

send documents,  the clerk must be authorised. In order to view case 

documents, the clerk must be authorised/non authorised, supervisor 

and/or viewer  

Medical user can tag/untag an attachment as medical. In order to add 

must be also authorised/non authorised clerk. In order to view it, the 

user must be authorised/non authorised, supervisor and/or viewer  

Supervisors, Authorised clerks and non -authorised clerks are able to 

change the Criticality and Importance properties (Case Metadata)  

Some groups can be labelled with the ñOrganisational Unitò flag (the 

equivalent of the OU in LDAP). This is used in order to represent the 

branches.  
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4.2  Groups  

In many cases, the case management ï and in particular case assignment ï is not 

handled on an individual basis, but rather on a team level. As an example, at a specific 

institution, all pension claims from a particular region of Europe might be assigned to  a 

team that has developed special knowledge about this area. ESP offers the possibility of 

using groups to represent such situations.  

A group always represents a set of individual users.  

During case assignment, a supervisor can choose to allocate a case to a specific group 

rather than to a specific individual user (see also section 7.9.2 ).  

Moreover, depending on your local system configuration, the application might also 

assign certain types of cases to specific groups of users automatically.  

 

  

 

Note  that  a single  user  can  have  different  roles  on  multiple  groups.  
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5  Case  Search  

5.1  Case  Search  View Layout  

 
Figure 13 : Case search view  

After opening the case search view (see Figure 13 ), ESP provides several ways to find 

specific cases.  

 

The ñEnter text  to  search:ò editable  box  on  the  FREE TEXT SEARCH allows  a 

regular free  text  search  among  the  cases  (cf.  section 5.2 ).  

 

The PREDEFINED SEARCH allows  more  complex  search  criteria  that  can  also  be 

saved and accessed again later in order to be reused. It can be combined  

with  the  free  text  search  (cf.  section 5.3 ).  

 

The FIELD CHOOSER button provides additional possibilities to configure the  

presentation  of search  result  output  list  (cf.  section  5.4 ).  

 

The ñGoto:ò editable box on the GOTO SEARCH, can be used to  navigate  

directly  to  a specific  case  by performing a search and clicking on one of the 

cases proposed as a result  (cf. section 5.5) .  

 

¶ Every row of the result list represents a case. Next to basic case  

attributes,  which  are  described  in  detail  in  the  following  sections,  a VIEW  

link is available at the right side of the window for every case. Clicking  

on the VIEW  link opens the CASE MANAGEMENT VIEW (cf. section 7.2  for  

details).  

¶ At  the  left  side  of  the  window,  a checkbox  for  one  or  more  cases  can  be 

set. This allows to assign one or more cases to clerks and to set the  

importance  and  criticality  of  a case.  Cf.  section  7.9.1  for  more  

information  on assignment  and priority setting.  

¶ To reset  the  current  query  as well  as the  result  list,  click  on  the  red  [ ]  

icon  next  to  the  magnifying  glass  [ ] icon.  

¶ In most cases, the ñPerson blockò elements are displayed in the list of 

the results per case. On the contrary, if the cases are not part of cost 

reimbursement case types, the involved institution IDs are utilized 

instead  and in the case of R_BUC_04/05/06/07 cases, if the employer is 

concerned, the employer will also be shown in addition of the first person 

mentioned in the case ;  

1 

2 

3 

4 

5 
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¶ The maximum number of cases returned as a search result is equal (by 

default) to 100. That result always returns the cases which are most 

recently created. This value can be changed by the admin user in ESP 

admin section of ESP Portal;  

¶ In case the search criteria are  not n arrowing down the number of results 

to less th an the maximum number of cases set in ESP admin section of 

ESP Portal then a message will be displayed indicating that not all cases 

are included in the search result due to the extended matching list. It is 

recommended to further refine the search criteria in order to get a 

results list having up to maximum number of  cases set in ESP admin 

section of ESP Portal, so that the search will return the complete list of 

the matching records.  
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5.2  Free - text Search  

Switch to the case search view from any other view by clicking the choice CASE SEARCH in 

the main menu. Type in the search parameters in the ñText searchò editable field and 

click on the magnifying glass icon [ ] or press ñEnterò key to start the search. 

ESP free - text search engine has the following features:  

¶ It supports  more than one word in a single search separated by spaces: if user 

searches using multiple words, the search is executed assuming an ñANDò operator 

between the words ï it will require all of the terms of the searching string to be present 

in the results.  

¶ The searches are performed in a case  insensitive mode.  

¶ Search results are  grouped  by  case  type  and are presented in a  paginated  format . 

¶ Any search is performed as a free text search across the predefined (default) case  

metadata  fields  that are (for non -cost - reimbursement BUC types) the following:  

o Person name  and  surname;  

o Birth  date;  

o Start date (date, when the case was created in the institution);  

o Employer (only for cases concerning employers);  

o Local/  international  case  id;  

o Local  PIN;  

o Case type;  

o Case status  (only in English: Open, Closed, Removed, Archived) ;  

o Reimbursement request ID for the UB_BUC_04.  

¶ Specific  special  characters/operators/formats  are  supported:  

o The character ñ+ò signifies a logical AND operation (this operator is optional since 

the space also signifies a logical óANDô); 

Example:  óempl testô or  óemplô +  ótestô will  return  results  that  contain  both  the  words  

óemplô and  ótestô in  any  of  the  searchable  fields;  

o It can be used OR operator between words and this would mean searching for 

results containing first word or containing the second word not necessarily both of 

them in the same case as in the situation of AND operator;  

o The  character  ñ-ñ negates a single token and returns results that do not match 

the specific tokens;  

Example: óempl -testô will return cases that match with the value óemplô in any 

searchable field and NOT the value ótestô. Beware: in order for this algorithm to 

provide the proper results, the hyphen (ñ-ñ) needs to be adjacent to the value 

to exclude from the search results (without any spaces between); hence, no 

space character should be between them;  

o In case of using numbers to search by then the number must be positioned in  

the  beginning  of  the  searched  text  and  not in  the  middle  or  at  the  end  of  it;  

o Example : in case of using numbers the sequence to search by should be ñ17 test 

openò; do not use sequences like ñtest 17 openò or ñtest open 17ò because the 
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engine  will  return no results;  

o User can search for ó*ô as placeholder term to list all the available cases, placed  

at  the  end  of  a word  to  do a partial  searching.  Do not  use  ó*ô as a wildcard  character  

in  the  middle  or  a start  of  a word;  When  using  this  wildcard  for  multiple  words  then  

an AND operator must be used in between (e.g. Jo* and Way* in order to search  

all  the  cases  having  words  starting  with Jo  and  words  starting  with Way);  

o Starting from ESP 6.* release the search mechanism has been improved and  it  

is using  a more  advanced  and  improved  text  search  algorithm.  So when  the  user  

type  a key  word  in  the  search  box  this  does  not  do an  exclusive  search  for  the  exact  

word, but instead it knows about plural/singular, feminine/masculine and so on,  

and also different forms of a word for example jump/jumping/jumped (this applies  

only  for  English  language);  

o Concerning  the  case  of  initiating  the  case  search  with  date,  it  is worth  to  know  that  

only the following formats are valid: yyyy - mm - dd, yyyy - mm,  yyyy , dd -mm -

yyyy , mm, dd, dd -mm  or  mm -yyyy,  where  yyyy  is the  year  represented  as a 

number,  mm  is the  month  of  the year (expressed as follows 01, 02,é,12) and dd 

represents the day of the  month (expres sed as follows: 01, 02,é, 31). Instead of 

the character ñ-ñ between the day, the month and the year, the characters ñ/ò and 

ñ.ò may also be used. All the other date formats do not  construct correct searching 

strings. If combined with another value to be searched  then the date  must be first 

followed by the rest of values to be searched for ( e.g.,  2021 -01 -10  Teste124578  

and not  Teste124578  2021 -01 -10)  

Note:  when the year (yyyy) is placed before the month or if the criterium is the 

year alone, it is possible to use only the two or three last numbers of the year. 

All cases of October 2022 can for example be searched with 22 -10 or 022 -10. If 

the year is placed last, all four numbers of the year must be used.  

Figure 14 , shows a search via name and the corresponding result list. The number of the 

search return results is shown in parentheses next to the page label  ñSEARCH RESULTS FOR 

ALL CASESò. 

 
Figure 14 : Case search with result list  

 

  

 

The red  ó ô icon, not the reset button óô, should be used if a user 

wants to reset user search terms(s). The reset button óô resets the 

current predefined search (if any). For more information on this, see 

the next section.  
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5.3  Predefined  Search  

In the daily working routine, a situation may arise, where a user wants to specify the 

search in advance and in details. Additionally, there are case parameters the user 

searches for on a regular basis, for example, cases assigned to the specific user. ESP 

provides the possibility to predefine the searching criteria/parameters and to save them 

in a structural way in order to be available for any future reuse.  

To open the PREDEFINED SEARCH List  window , click on the link PREDEFINED SEARCH located in  

CASE SEARCH (see Figure 15 ). In the PREDEFINED SEARCH List clerks can manage their own 

predefined searches by clicking on  EDIT ,  DELETE and  ADD PREDEFINED SEARCH links.  

 

Figure 15 : Creating a new predefined search  

By clicking  on  ADD PREDEFINED SEARCH link  the  PREDEFINED SEARCH FORM will be displayed (see 

Figure 16 ) to allow the user to configure his/her custom search. To change the  settings  

of  a saved predefined search, click the EDIT link. The PREDEFINED SEARCH FORM will be shown  

again, after changing the settings, click the SAVE link. To delete a predefined search, click  

the  corresponding  DELETE link . 

 

Figure 16 : Configuration of a "Predefined Search"  
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NAME AND COLOUR 

In this section, the user has to give a name to the PREDEFINED SEARCH. Optionally, a 

background colour for the name label can be chosen from a set of available colours.  

 

CASE TYPES 

Here, the user needs to select the case types, which should be included in his search.  

 

USERS or  GROUPS 

The users or groups, to whom the cases are assigned, can be selected. Selecting ñMeò 

shows all cases assigned, directly (to the user) or indirectly (via group and roles), to own 

user account. Groups may be hierarchical, which means that after selecting a group, a 

further selection of a sub -group and even of a single user may be possible. It is possible 

to select more than one (sub) group or user, but if the user selects own entity ("Me"), 

no additional group s or users can be added in parallel.  

 

PARTICIPANTS  

This selection allows a user to define institutions that need to participate in the cases 

he/she is searching for.  

 

IMPORTANCE 

This selection allows to set the importance level of the searching cases (Normal or High)  

 

CRITICALITY  

This selection allows the user to set the criticality level of the searching cases (Normal or 

High).  

 

STATUSES 

This selection allows setting the status of the cases user is looking for (Archived, 

Removed, Closed and Open). Note that more than one status can be selected.  

 

TIME INTERVAL 

This selection allows the definition of the searching time interval. The search function is 

applied against the latest Case update and the available options are: ñany timeò, ñcustom 

rangeò where the start and end date should be specified (start date refers to the 

beginning of selected date (00:00:00 local time) and end date refers to the end of the 

selected date (23:59:59 local time), ñpast 24 hoursò, ñpast hourò, ñpast weekò, ñpast 

monthò, and ñpast yearò. 

To save the ñPREDEFINED SEARCHò, the user clicks on the SAVE link at the bottom of the 

toolbar.  

 

STATE OF PROGRESS 

This  section  provides information about the actual state of the process on the case 



EESSI  ï ESP 10. 2-  User  Manual  

End User  Manuals  & Guides  

Status:  Final/  TLP:  GREEN 

27  

 

 

Federal Department of Home Affairs FDHA 

Federal Social Insurance Office FSIO 

 

Schweizerische Eidgenosenschaft 

Confédération suisse 

Confederazione Svizzera 

Confederaziun svizra 

participantôs side. It is therefore easier to know if a case is, for example, actually 

internally processed or will be closed soon.  

 

 

Once all the different search instances are saved, the user can execute any search (item) 

of the Predefined Search List by simply clicking on the appropriate one. The search starts 

immediately (see Figure 17 ) and the results appear on the Search Results workspace. 

The Predefined Searches are user specific and can be applied only by the owner which 

means only the user that created/defined the search can use it. After selecting the 

appropriate item of the list,  the search results are displayed and a header is appeared 

above the list with the name of the predefined Search and the number of the returned 

items in the result list.  

 
Figure 17 : Using a saved predefined search  

Although a predefined search usually shows a subset of all available cases, the result list  

may still be very long. To reduce the number  of results, the user can search the list of  

results of the predefined search using the regular free - text search (cf. section 5.2 ), or  

further customise  the  query  parameters  (see  Figure  18 ).  

 
Figure 18 : Searching in the result list of a predefined search  

If the search query has to reset the selected predefined search and to search on all  

available cases again, the user should click [ ] on the header of the searching results  

list.  

 

Selecting  no  entry  in one  of  the  predefined  search  sections  means  that no  

restriction  is made  concerning this  category.  
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5.4  Configure  Search  Result  Display  (Field  Chooser)  

In ESP, the user can also change or reorder the cases information that are provided within 

the search results. The  FIELD  CHOOSER option can be used to customise the search results  

in a general manner, notice that this can also be done per BUC type by using the [ ] 

icon, as the search result list is grouped by case types, a specific customisation can be 

made for every case type. To customise the search result view, click on  FIELD  CHOOSER at 

the bottom right corner of the case search (see Figure 19 ).  

 

Figure 19 : Opening the Field Chooser  

The user can click in the first editable field in the ñField Chooserò side bar, in order to 

select the relevant sector ( e.g.,  Pension ).  Then, the user can select the case type (BUC) 

from the dropdown list in the second field.  

The user selects a case type ( e.g.,  Old Age Pension Claim ) and the list of available 

information for the specific Sector and Case type appears. These fields can be reorganised 

via a 'drag and drop' operation (see Figure 20 ). By clicking on the link next to the field 

name (YES/NO) allows the user to set the visibility of the field in the search result list 

(YES -  show the value or NO -  hide the value). The second link (ASC/DESC/SORT) sets 

the sorting property ( 'ASC' for Ascending order, 'DESC' for Descending order or 'SORT' 

in order to exclude the parameter from sorting). Click SAVE to save the settings for the 

selected case type and refresh the result list to have the new configuration applied (see 

Figure 20 ). Alternatively, the Field Chooser screen of a specific Case Type (BUC) can be 

selected by  clicking on the link [ ] that is located at the right -hand side of every 

Sector/Case Type on the Search Results View (see green box on Figure 20 ).  
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Figure 20 : Field Chooser settings  
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5.5  GoTo Search  

The GOTO SEARCH is a fixed element of the user interface, making its functions  available 

in every workspace. The ñGoto:ò editable box can be used to navigate directly  to  a specific  

case  by performing a search with the same criteria as in the text search  (see section 

5.2 ) , except the BUC -Type  and  the case status , and by clicking on the corresponding 

result , displayed under the box (see Figure 21 ).  The search results appear as you enter 

the criteria, there is no need to press Enter or to click on any button.  The only condition 

is to have at least 3 characters in the editable box to perform a search.  The maximum 

number of results that can be displayed  at the same time  is 15.  

 
Figure 21 : Case Quick Access  
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6  Institution  Search  

The "Institution Search" feature is mainly available at any occasion it is necessary for the 

user to define, modify or update the Case participants list by providing the ability to 

uniquely describe a Case competent institution (define institution name and  ID on the 

specific SEDs).  

The Institution Search feature is obviously required in the following actions/occasions in 

order to provide the ability to the user to locate the correct competent participants during 

the Case handling:  

¶ Choose / Update participants (when a new Case is created). At this case, a "Choose 

Participants" searching form appears when the "Choose Participants" or the "Update 

Participants" choice is selected.  

¶ Add Participant (SED X005: Add new Participant). At this case, the user defines the input 

for the in the "X005 ï Add new Participant" SED that is activate when the "Add 

Participant" choice is selected.  

¶ Forward Case (SED X007: Forward Case). At this case, the user defines the input for 

the in the "X007 ï Forward the Case" SED that is activate when the "Forward the Case" 

choice is selected.  

¶ Every time the user has to define the involved institution during a SED fulfilment.  

 
  

 

Exception:  

The only source of the Institution Searching algorithm is the Institution  

Repository (IR). The searching function returns results that are among the  

valid  institutions  existing  in  the  IR  and  have  specific  characteristics  

(competence,  EESSI Ready  status  etc).  

There is only one exception to this pattern concerning the subdocument  

sections  of  the  Batch  SEDs of  3 business  sectors,  where  the  clerk  can  add  

the  participants/Institutions in the corresponding fields by simply typing the  

institution  code  (with  the  same  pattern  applicable  for  IR)  and  institution  name  

in  free  text  without any validation.  

Regarding  the  Unemployment  Benefits  sector,  the  fields  are  associated  to  

the  ñInstitution which certified insurance record ò element. In the case of the 

Sickness  and AWOD sectors, the fields are associated to the ñID Debtor  

Institution ò and the  ñID  Creditor  Institution ò elements.  
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6.1  Institution  Searching  Algorithms  

Regarding the type of the searching algorithm, ESP provides two (2) different searching 

approaches:  

¶ the "Free Text" (autocomplete) searching approach, where the given input is compared 

against the entire information contained in the institution description object (institution 

name, institution ID, country code, institution acronym).  

¶ the "Adva nced Institution Search" or the "Criteria based Searching" algorithm where the 

user defines the searching criteria easily by collecting, through a friendly GUI, the 

correct input from automatically provided lists (the list generation has incorporated the 

BUC logic and the pre -defined case flow in order to contain only the valid selections).  

The user can switch between the searching algorithms ("Free text" and "Advanced 

Institution Search") by clicking or not on the appropriate selection (see Figure 22 ).  

 
Figure 22 : Advanced Institution Search on Choose Participants and In -SED 
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6.2  Institution  Searching  Data  and  Criteria  

The Institution Searching Feature makes use of the available institution date at ESP data 

store. In general, the institution definition data contains the following information 

originating from the CSN component (part of IR repository content):  

¶ Institution Id;  

¶ Name;  

¶ Acronym;  

¶ Country;  

¶ countryCode;  

¶ activeSince;  

¶ address (street, town, postalCode, region);  

¶ contactMethods;  

¶ accessPoint;  

¶ location;  

¶ assigned BUC types.  

For each assigned BUC of the specific institution, the following data is available:  

¶ BUCType;  

¶ Application Role;  

¶ isEESSIReady;  

¶ BUC id;  

¶ validityStartDate;  

¶ validityEndDate.  

 

Resulting  from  the  above  institution  definition  data  available  at  ESP level,  the  searching  

features,  for each  algorithm, can be applied to  the  following  parameters.  

¶ The ñFree textò Institution Searching algorithm can search across the following 

elements:  

o Institution  Name;  

o Institution  Acronym;  

o Country  Code;  

o Institution  ID.  

¶ The ñAdvanced Institution Searchò algorithm can search across the following Institution 

data (all choices made from available lists):  

o Country;  

o assigned  BUC (from  the  BUC specific  the  following  parameters  can  be 

searched):  

-  Sector  (Social  Security  Sector);  

-  BUC type  (Code  and  Name);  
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-  Application  Role;  

-  Validity  start  and end  date.  

 

The Institution searching results contain and display the following institution info (only 

for the case of "Advanced Institution Search"):  

¶ Institution Name;  

¶ Official Institution Id;  

¶ Institution Acronym (CLDid ï legacy identifier);  

¶ Country;  

¶ Assigned BUC with the following nested parameters:  

o Sector  (Social  Security  Sector);  

o BUC type  (Code  and  Name);  

o Application  Role;  

o Validity  start  and  end  date.   
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6.3  Institution  Searching  Views  Layout  

6.3.1  New  Case  "Choose/Update  Participants"  

 
Figure 23 : Choose Participant view  

The ñCHOOSE PARTICIPANTSò View (see Figure 23 ) appears when the user selects the choice 

ñChoose Participantò from the CASE MANAGEMENT VIEW after the creation of a New Case has  

been started. In addition, the same view appears when the choice ñUpdate Participantsò 

(Section  7.10.1  is selected.  

Analytically, a description of the forms fields is given below:  

 

 

SENDER 

In this field the full description of the sending institution is given according 

to the pattern <ñidò, ñacronymò, ñnameò, ñcountryCodeò> (i.e. 

BE:Inst0001, PSPS, Belgium Office 01 of EESSI, BE).  

 

RECEIVERS LIST  

This is the part of the form where the chosen Participants (receivers) are 

displayed.  

 

RECEIVER 

Here the user can start typing in the edit box and the search mechanism 

returns the list of the most appropriate institutions that match the given 

searching string. The correct participant can be specified by choosing it 

from the displayed list with the co mpetent ones.  

1 

2 

3 
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ADD 

Use the ADD link to add a new selected participant in the participants list 

in order to define more than one addition of receiver participants. The 

selection of A dd  will activate a new edit box in order to locate the new 

participant. The D elete  link instead is for removing participants.  

 

ADVANCED SEARCH 

This functionality can be used when user wants to search the most 

appropriate institution by using Advance Search functionality.  

6.3.2  "In  SED  Searching"  Layout  

 
Figure 24 : "In -SED" Institution/Participant Search  

Apart from the case of choosing or updating participants during creating a New Case, the 

user maybe asked to define a specific Institution in many occasions while editing and 

updating the appropriate SEDs of a Case. For example, after creating a new case 

concerning Pension sector, the user will be asked to fill in the P2000 SED. The SED field 

ñInstitution Nameò incorporates the Institution Searching algorithms in order to define 

the appropriate competent institution ( Figure 24 ).  

4 

5 
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6.4  ñFree Textò Institution  Search  

Selecting ñChoose Participantsò on the case Management View during the New Case 

creation, the ñCHOOSE PARTICIPANTSò view appears and the user is able to define the list of 

the competent institutions that have to participate at the specific case.  

 

The user can search the Institutions List by providing the institution name, the country 

name, the BUC Type or Code etc. At every correct search, a list with the searching results 

is displayed and the user may select the correct institution (see Figure 25 );  

 

The ESP Institution ñFree-Textò search engine has the following features: 

¶ It filters, in a result list, only the institutions associated with the given (active BUC type) 

competence related to the active cases;  

¶ It searches the word given against the following fields of Institution object (the search 

is performed synchronously with the input typing):  

o Institution  Name  ( i.e.,  the  search  engine  looks  for  the  given  input  in  strings  like  

ñHungarian Office  of  EESSIò); 

o Institution  Acronym  (i.e.  ñHU:HUNA01ò); 

o Country  Code  ( i.e.,  ñHUò); 

o Institution  ID  ( i.e.,  ñ1234ò). 

 

The Institution search engine supports the rules that are specified below:  

¶ It supports  more  than  one  word in a single search separated by spaces;  

¶ The search engine applies  a logical  ñANDò operator  to the space -separated values 

inserted in the search string;  

¶ The Institution Search is  not  case - sensitive;  

¶ Specific special characters/operators/formats are supported:  

o The character ó+ô signifies a logical AND operation (this operator is optional 

since the space also signifies a logical óANDô); Example: ónational institutionô or 

ónationalô + óinstitutionô will return results that contain both the words 

óinstitutionô and ónationalô in any of the searchable fields; 

Figure 25 : Choose Participants choice and View & Free text searching results  
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o It can be used OR operator between words and this would mean searching 

for results containing first word or containing the second word not necessarily 

both of them related with the same institution as in the situation of AND 

operator;  

o The character  ó-ó negates a single token and returns results that do not match 

the specific tokens; Example: óinstitution -nationalô will return cases that match 

with the value óinstitutionô in any searchable field and NOT the value ónationalô. 

Beware : in order for this algorithm to provide the proper results, the hyphen 

(ñ-ñ) needs to be adjacent to the value to exclude from the search results 

(without any spaces between); hence, no space character should be between 

them;  

o In case of using numbers to search by then  the  number  must  be  positioned  

in the beginning of the searched text and not in the middle or at the end 

of it; Example: in case of using numbers the sequence to search by should be 

ñ408580 institutionò; do not use sequences like ñinstitution 408580 nationalò or 

ñinstitution national 408580ò because the engine will return no results;  

o Starting from ESP 6.* release the search mechanism has been improved  

and it is using a more advanced and improved text search algorithm. So , when 

the user type s a key word in the search box this does not do an exclusive search 

for the exact word, but instead it knows about plural/singular, 

feminine/masculine and so on, and also different forms of a word for example 

jump/jumping/jumped (this applies only for Engli sh language);  

¶ A combination of at least two characters ( i.e.,  ñBGNAò) returns and displays a list of 

possible results (of competent/permitted institutions). In case the required institution is 

not provided among the results, the user needs to provide more specific searching 

criteria or to use the Advanced Institutio n search functionality;  

¶ The ñInstitution Searchò is performed only  in  the  competent  Institutions  list.  
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6.5  Advanced  Institution  Search  

The "Advanced  Institution  Search"  is an  alternative  user - friendly  searching  feature  that  

activated  by  selecting  the  appropriate  choice  option.  

The ESP "Advanced  Institution  Search"  includes  a subset  of  information  from  Institution  

Repository  and  not  the  full  institutions  information  that  is stored  on  CSN (paragraph  6.1).  

 

The "Advanced Institution Search" feature is available on the ñChoose Participantsò 

window when the user selects the CHOOSE PARTICIPANTS  on the Case Actions bar. On 

ñChoose Participantsò pop-up window the user clicks the icon [ ] and ñInstitution 

Advanced Searchò pop- up window opens ( Figure 26 ).  

The "Advanced Institution Search" feature is available also in the case the user selects 

the icon [ ] of the edit field ñInstitution Nameò of the relative SEDs and the ñInstitution 

Advanced Searchò window opens (Figure 27 ).  

 
Figure 26 : Choose Participants View -  Advance Institution Search Selection  

 
Figure 27 : "In -SED" Advanced Institution Search  

After selecting the icon [ ], the ñInstitution Advanced Searchò window appears. 

The user should provide at least the mandatory searching input that is the Country of the 

Institution, the competent Sector and Process type. Following the correct choice of the 

ñSectorò and the ñProcessò (see Figure 28 ) the searching window expands and 

additional/optional information about the specific Process Type (BUC) that requested.  

 

In order to identify the institution by using identification criteria's, the user  

may  search  in  Clerk  Access  Interface  (CAI)  to  find  correct  receiving  

institution. In CAI there are several options to find the correct destination  

by  using contextual search . 
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Therefore, the user can optionally provide the ñValid Fromò (Validation since Date) and 

ñValid Toò (Validation to Date) and the Application Role (possible values ñProcess Ownerò 

and ñCounter Partyò) in order to limit the searching results. 

 
Figure 28 : Choose Participants -  Advanced Institution Search criteria  

 

 

COUNTRY 

The Country  of  the  destination  Institution/participant  (receiving  country)  

 

SECTOR 

The Social  security  Business  Sector  that  the  destination  Institution  is 

competent  

 

PROCESS TYPE 

The Process Type (BUC type) 

 

VALID  FROM /  VALID  TO 

The From/To dates of the BUCs validation 

 

APPLICATION ROLE 

The desired application role (default value is set to ñCounter Partyò) 

After choosing the searching criteria the user starts the searching procedure by selecting 

the [ ] button.  

The searching algorithm returns a list with the results (all the institutions that match to 

the searching criteria) to the user ( Figure 29 & Figure 30 ). In order to select the correct 

institution, the user should click on the highlighted Institution Name ( Figure 30 ).  

1 

2 

3 

4 

5 
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The return results contain the necessary Institution data and the user selects the correct 

institution by clicking anywhere in the institution row.  

The maximum number of institutions that are shown in the result list is limited to 

maximum 100 items.  

 
Figure 29 : Advanced Institution Search results  

 
Figure 30 : Navigation on results view of Advanced Institution Search  
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7  Case Management Module  

7.1  Cases ï General Description  

Generally, a case can be envisaged as a container of business messages. All case -specific 

information, including all notifications and SEDs exchanged, is collected within it. The 

case has the following basic attributes:  

¶ A case contains all SEDs, attachments and notifications belonging to that case.  

¶ A case belongs to a specific sector of social security ( e.g.,  Pension, Sickness, Recovery, 

etc.).  

¶ A case has a specific case type ( e.g.,  Request of Recovery), i.e.,  it implements a specific 

Business Use Case (BUC).  

¶ A case must have a Case Owner (CO).  

¶ A case can have one or more counterparties (CP) as defined within the Business Use 

Cases.  

¶ A case can have one of several different states (Opened, Closed, etc.).  

¶ A case is usually related to a specific citizen (with the exception of batch SEDs, which 

concern various cost reimbursements).  

¶ A case has three ESP case numbers (Local ID, business ID and International ID);  

Figure 31 visualises the basic case attributes and their relations. Note that a sector has 

more than one case types. For a specific case, one of the case types of the corresponding 

sector needs to be chosen. The  CASE TYPE RULES that implement the corresponding Business 

Use Case define two aspects:  

¶ The SEDs which are part of a case type.  

¶ The sequence according to which these SEDs will be available during the processing of 

the case ( e.g.,  because some messages might be available only as a reply to specific 

earlier requests within the case).  

 
Figure 31 : Basic case attributes  
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7.2  Status  of  the  Cases  

An EESSI Case can have different statuses. It is used to keep track of the Case status on 

both the sender and the receiver sides. The Case status should be in the set: {Open, 

Closed, Archived, Removed} (see Figure 32 ).  

A Case can have  the  status  ñOpen ò. This  status  as a minimum  step  means  that:  

¶ a Case has been created for the case owner, and  

¶ a message has been received for the first time which creates an opened case for the 

counterparty.  

Starting from status ñOpenò, several actions can be performed. For example: closing, 

forwarding, archiving or deleting the case.  

When  the  case  work  is completed,  the  case  can  be closed  and  the  case  receives  the  

ñClosedò status.  

If another Case Participant is responsible for this case, the case can be forwarded to the 

competent institution or the Case participants could be removed from the case. In these 

contexts , the case status will appear as  ñRemovedò.  

The Case owner can also decide to delete a Case if no SEDs exchange was taken 

place.  

Additionally, a case is also deleted  when its uninterrupted archiving period exceeds the 

time defined by the administrator after consultation with the sector superusers.  

When deleted, a case is removed from the system and it has no specific status. This  

action  cannot be  rever sed (meaning  that  the  Case cannot  be undeleted).  

Finally, a Case can be archived (status: ñArchived ò) either by an action, or automatically 

by applying the defined archiving rules.  It is mostly recommended not to archive a case 

manually.  

The full content of cases can be chec ked for any status apart from the óArchivedô ones, 

depending upon the relevant case assignment allocation to users. Only the case metadata 

content is available for Archived cases.  

 
Figure 32 : Case Transition State Diagram  
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7.3  Case  Management  View  Layout  

The case management module is the part of the application where the actual business 

logic of cross -border social security exchanges is carried out. Each case is managed in 

the  CASE MANAGEMENT VIEW  (see  Figure  33 ).  The user is automatically navigated into this 

view layout as soon as a case has been opened (through viewing its content) or created. 

The CASE MANAGEMENT entry is visible at the main menu bar once a case was accessed to 

allow showing the last accessed case information during a specific user session. This view 

can be accessed by any user for all cases apart the ones in óArchivedô status, as long as 

they are not classified as sensitive (cf. section 7.9.4 ). The available content/actions will 

depend upon the user assignment mapping to their roles (cf. section 4).  

 
Figure 33 : Case management view  

 

CASE MANAGEMENT VIEW 

The CASE MANAGEMENT VIEW allows the user to work on a specific case. In 

addition to having all the basic and necessary information being 

presented, the user also has the option to see the chronological history 

of the case. The case management is divided into several different parts 

and is described in more detail in the following sections.  

 

CASE I NFORMATION BAR 

The case information bar contains basic information about the specific 

case as well as important sectorial information (such as: about the 

concerned citizen). This information is based on the first SEDôs data in 

the case. The labels will be described based on an example.  

LABEL  DESCRIPTION  

Refresh  Refresh the CASE MANAGEMENT VIEW  

Sector/BUC  name  Sector name and the associated case type (i.e. 

Pension/Old Age Pension Claim)  

1 

2 
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Role  Represents the userôs institutionôs case role (PO for 

Process Owner/Case Owner, CP for Counter Party)  

Case Status  Represents the current state of the Case (i.e. Open)  

Gender  Citizenôs gender 

Citizen name or 

Institutions ID  

Citizenôs family  name  and  forename  (i.e. Williams  

James)  

In the case of Reimbursement Bilateral cases is 

provided the Institution ID (in the format: 

òInstitution ID, Acronym, Name, Country Codeò) 

In the case of Recovery cases R_BUC_04, R_BUC_05, 

R_BUC_06 and R_BUC_07, if the case concerns an 

employer, the name of the employer will be 

mentioned instead of the citizenôs family name and 

first name.  

Citizen  date  of  

birth  

Citizenôs date of birth (i.e.,  19/Dec/1981 )  

PIN Personôs Personal Identification Number -  PIN (in 

order to be visible on  CASE MANAGEMENT VIEW  and be 

used by Case search, the corresponding field in the 

SED should be filled in), i.e.,  123432  

Audit  Logs  A list with the appropriate Audit logs that are filtered 

by using Person and Institution specific parameters 

(this parameter is visible in specific situations: (i) 

when the personôs PIN is provided and (ii) when 

reimbursement bilateral cases are created)  

 Case Metadata (option to declare a case as sensitive, 

cf. section 7.9.4 )  

Address  Postal Address of the person ( i.e.,  Avenue des Arts  

46,  Brussels)  

In the case of Reimbursement or for recovery cases 

R_BUC_04, R_BUC_05, R_BUC_06 or R_BUC_07  if it 

concerns an employer, the address will be empty.  

Phone  Number  Citizenôs phone number if available  

Mobile  Number  Citizenôs mobile number if available  

alexander.test@ee

ssi.eu  

Citizenôs e-mail address  if available  

ESP Case ID  

 

Represents  the  ESP local  case  number  ( i.e. , 

ñ18925ò).  

mailto:alexander.test@eessi.eu
mailto:alexander.test@eessi.eu
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 The Information sign besides the local Case ID is 

used to inform the clerk about the values of other 

Case ID categories (Business ID, International ID)  

Since:  Displays  the  opening  date  of  the  case  (i.e. , 

ñ01/Dec/2019 08:49 ò)  

Update:  Displays the date of last change (i.e. , 01/Dec/2019 

09:04 ) . The changes taken into account are as 

follows  :  a new SED arrives in the open case, the next 

step is manually changed, an SED is sent or the 

status of the case changes.  

Case Creator  Displays the Username of the Case Creator (i.e. , 

"ClerkPortalUser ò) 

Institution  

description  

Displays  the  institutionôs name  of  the  Case Creator  

in  the  format  ñ<inst ID>ò (i.e. ,  "BG:BGNA10") 

Case Assignment  Change the importance/criticality of a case, assign 

cases to users or request the assignment of a case.  

Audit  Logs  A list with the appropriate Audit logs that are filtered 

by using Case specific parameters (Case level Audit 

Logs)  

Notifications  Case notifications (cf. section 7.7  for more 

information)  
 

 
CASE TOOLBAR 

The case toolbar provides case -specific information and functionalities 

for  the  user.  The following  labels  are  described  based  on an example.  

 

LABEL  DESCRIPTION  

Classic view / 

Timeline view  

Option to choose between two SED presentation 

modes (cf. section 7.6 for more information)  

Settings  Case Settings -  SED presentation options (cf. section 

7.6 for more information)  

Alarms (0)  An option to set an alarm to go off on a specific date 

and time with a created text for a specific case (cf. 

section 7.9.5 ).  

Participants (2)  Number of active participants (institutions) 

participating in the case. Clicking shows a list of all 

participants (cf. section 7.5  for more information on 

managing participants)  

3 
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Comments (0)  Number of case comments. Note that case comments 

are local and will not be sent to other case participants 

(cf. section 7.17  for more information)  

Attachments (0)  Number of Case attachments. Note that Case 

attachments are local and will not be exchanged with 

the other case participants (cf. section 7.16 )  

 
Enable/Disable the appearance of left and right panel  

 

 

CASE ACTION BAR 

The case action bar provides actions for managing the case and creating  

SEDs (cf. section 7.8  and following for more details). Only the available  

actions  that  are  valid  for  the  specific  current  Case status  are  visible  on  

CASE ACTION BAR 

 

SED LIST  

The upper central area of the CASE MANAGEMENT VIEW shows all SEDs 

which  have been sent or received as part of the case (for the Classic 

View). The  actual  presentation  of  SEDs depends  on  the presentation  

mode  (cf.  section 7.6 for more information). In both presentation 

modes, there is a list of  SED-specific comments, attachments and 

actions at the bottom of every  single  SED.  The available  action  links  

always  depend  on  the  current  state  of  the SED/case state. The SED list 

provides also information concerning  Document Details [via clicking on 

the  icon] (Document type, Document  title,  Document  version,  Last  

update,  Parent  Document  and  Participants) and  Certificates  [via  

clicking  the   icon]  (cf. section 7.5 for  more  details).  

 

SED NAVIGATION AND FILTER BAR 

The SED navigation and filter bar contains options to quickly access 

specific SEDs. By default, all SED categories in the case are displayed; 

the user can deselect any that he wants to exclude from his current 

view.  

 

CASE CREATION BAR 

This area is accessible throughout all the ESP menus. It allows the user 

to create the case type by selecting from an available list. The content 

of this list is based on the available institution competencies and user 

rights.  

4 

5 

6 

7 
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Due to the numerous types of Business Use Cases and the complexity of each one there 

are some specific needs that should be addressed by the solution :  

¶ Case identification by simple search ï in order to facilitate easy search of cases.  

¶ Unique identification of a case ï in order to facilitate data integrity.  

¶ Cross identification where a case is transferred to other institution or business type  ï in  

order  to  facilitate  cross  case  identification  in  multiple  institutions.  

¶ Pattern definition per institution in order to facilitate a common semantic in terms of 

Case Identification ï in order to facilitate the Institution a mean of defining their own 

Unique Sequence.  

In  order  to  cover  the  business  need  a possible  solution  is proposed  to  be reviewed  and  

analysed  by  the  business  counterparts.  

 
Figure 34 : Case Management Identification (Counter)  

A Counter pattern is structured and announced by ESP Administrator and it is common  

for all  the  users  of  the  participant country.  

 

 

There are three different ways of structuring the relative counter pattern; the setup of  

which is described in chapter 3.1.3 of the EESSI ESP Administration manual and are the  

following: (a) Default (Internal incremental sequence for all local cases), (b) HTTP Call -  

back and (c) Pattern where the Counter is constructed by specific meaningful fields (see  

the  example  above).  

 

Notes :  

¶ Special  permissions  are  necessary  to  view  the  audit  trails.  

¶ The user can choose whether the SED information section is 

displayed  or  not  in the  SED presentation  options  (cf.  section  7.6 ).  

¶ PIN is visible in the case subject only if it is defined in the relevant 

SED and the country of issuing is the same like the one associated 

with the  institution  code  (tenant) of  the local  ESP application.  

¶ The p ersonôs name in ñCase Information Barò is always displayed in 

a predefined  format  (SURNAME,  Forename)  regardless  the  way  of  

providing  and storing the  values.  

 

Example  

In the case the institution generates the case Business ID containing the  

institution short name (e.g. INST2), BUC type, date of creation in the  

ñdd.MM.yyyyò format and sector sequence number with minimum length 

of  8 characters  (starting  counting  from  ñ0ò). All  the  information  should  be 

divided  by  a dash  character.  The desired  pattern  should  look  like:  

INST2 - <BUC_type> - <DATE(dd.MM.yyyy)> - <SEQ(sector,0,8)>  

For the 1510th case of P_BUC_01 type that created on 24th of December  

2017,  the  business  ID  of  the  case will  be  INST2 -

P_BUC_01 -  24.12.2017 - 00001510 .  
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7.4  Create  Case  

To create a new case, select the sector and case type and click on the NEW CASE link in 

the CASE CREATION  BAR (see Figure 35 ).  

 
Figure 35 : Creating new cases in the case creation bar  

 

 

User should choose the Case Sector in the appearing Sector list by selecting the 

appropriate Sector within the drop -down menu ( Figure 36 ).  Then, the Case type (BUC) 

should can be selected, among the provided available types of the specific Sector (BUCs 

list). Use the scroll bar to search the entire list.   

 
Figure 36 : Sectors and Case type Lists  

After the selection completion, trigger the NEW CASE link, to create the case with the  

 

Every case implements a particular Business Use Case (BUC), which is a  

standardised  process for resolving a particular type of cross -border social  

security  claim  (see  also  section  1.6 ).  The BUC assigned  to  a case  is referred  

to  as its  case type.  

 

 

Because every social security institution has different rules for the division  

of  tasks  and  responsibilities,  the  user's  local  ESP administrators  can  set  up  

case  policies  that  define  which  types  of  cases  can  be created  (and  also  which  

types of incoming cases can be assigned to that user). Therefore, not all  

sectors or case  types  may  be available  as standard  option to  the  users.  

 



EESSI  ï ESP 10. 2-  User  Manual  

End User  Manuals  & Guides  

Status:  Final/  TLP:  GREEN 

51  

 

 

Federal Department of Home Affairs FDHA 

Federal Social Insurance Office FSIO 

 

Schweizerische Eidgenosenschaft 

Confédération suisse 

Confederazione Svizzera 

Confederaziun svizra 

selected  options  (Sector  and Case  Type).   

 

 

 

After creating a new case, the application will automatically navigate the user under the  

CASE MANAGEMENT workspace (see section 7.2 ). Most actions in the case, however, will 

only become available once at least one other participating institution has been selected 

(cf. section 7.5 ). After this step, a variety of actions becomes available either for the 

entire case (cf. section 7.9 ) or for working with individual SEDs within the case (cf. section 

7.11 ).  

 

Moreover, certain crosscutting horizontal sub -processes -  such as determining a personôs 

residence -  can be conducted within a case; these are also triggered by creating the first 

SED for the respective sub -process (cf. section 10.8 ).  

 

 

 

 

Besides the different case types for social security  claims there is  a 

crosscutting case type called Horizontal BUCs for issues that could arise in  

any social security sector, such as the need to determine a personôs 

residence.  Cases using  horizontal  BUCs can  be utilised  as standalone  cases,  

as like cases related to any other sector. However, since they may also be  

required  as part  of  a larger  social  security  case,  they  can  also  often  be used  

as a sub -process within another BUC. Cf. section 11.7 regarding stand -  

alone  horizontal  cases  (main  processes)  and  section  11.8  regarding  

horizontal  sub -processes  for  further  detailed  information.  

 

 

The case type determines which SEDs will be available during the case  

workflow (cf.  section  7.1  for  the  relationship  between  case  type  and  

SEDs).  

 

Example: A citizen of Portugal worked and/or lived in more than one participant country. When reaching a  
certain age, he claims for being granted (old age) pension from more than one participant country. 
Usually , the claimant will make his request in the country where he resides. The national pension 
institution is now  responsible to open a case and coordinate the process. To do so, the clerk will open a 
new case by  choosing the pension sector and the corresponding Old Age Pension Claim case type in ESP 
and create a  new  Case.  Upon creation  of  the  case,  that institution becomes  the  Case Owner  (CO).  

 

Depending  on  the  resourcesô capacity  of  ESP application,  actions  may  

require  few  moments  prior  to  becoming  available  towards  the  user.  
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7.5  Determine  Initial  Exchange  Partners  

In order to conduct the actual information exchange by creating or sending SEDs, it is 

necessary to choose one or more Counterparties for a case.  

 

 

Click  CHOOSE PARTICIPANTS  after creating a new case (see Figure 37 ).  

 
Figure 37 : Choosing a new participant  

 

Typing in at least two characters triggers a search for corresponding institutions (see 

Figure  38 ). An analytical description of the Institutions Search functionality is presented 

in section 6 ñInstitution Searchò). 

 
Figure 38 : Selecting a counterparty  

 

 

A case  always  has  a single  Case Owner  (CO)  and  one  or  more  

counterparties  (CP) based upon the defined BUC types. They are 

collectively referred to as  case  participants.  
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Some cases may require multi - lateral participation. To add another institution, click ADD 

link and type in at least two characters of the institutionôs name, as described before. 

If the intended institution is not part of the list, the user can scroll down to get more 

results or even type the full code name.  

Click  YES when done (see Figure 39 )  

 
Figure 39 : Multilateral participation  

 

  

Example: After  creating  an  ñOld Age  Pension  Claimò case  in  ESP, the  institution  (Case  Owner)  
identifies all countries where the claimant has lived or worked. The next step is to identify the  

responsible institution(s) in every one of them. The case owner will then add the institution(s)  
as receivers in ESP. The application informs the added counterparties automatically when the  
business  messages  are exchanged  in  the  case.  
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7.6  Case Management Views  

The SEDs of a case can be presented in two different views: the CLASSIC VIEW and the 

TIMELINE VIEW  (see Figure 40 , Figure 41 ). Figure 40 shows the TIMELINE VIEW , where SEDs 

are presented in a timeline.  

 
Figure 40 : Time view mode  

Views can be switched by clicking on a  CLASSIC VIEW or  TIMELINE VIEW at the left side of the  

CASE I NFORMATION  BAR (Figure  41 ) .  

 
Figure 41 : Selecting a SED view mode  

Alternatively,  the  user  can  click  on  SETTINGS  in  the  top  right  corner  of  the  CASE MANAGEMENT 

VIEW  and select  a mode in  the  pop -up window  (see Figure  42 ).  

 
Figure 42 : Selecting and configuring a SED view mode  

In addition to that, the pop -up window offers possibilities to configure both views. There 

is a sort function available and the option to set an alarm (cf. section 7.9.5 on the latter).  

For the  CLASSIC  VIEW  mode,  the additional parameter  GROUP BY MONTH is available.  
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The user can open the SED by clicking on the blue sheet [ ] icon on the SED information 

bar of the Classic View (see Figure 43 ).  

 
Figure 43 : Classic view options  

In addition, the link [ ], located at the left -bottom corner of the SED, can be used for 

full window view (the right part of the form with the Comments and Attachments is 

disappeared). To reset the full screen view just press on the same link once more.  

 
Figure 44 : SED preview and action links  

 

The TIMELINE VIEW provides a visual presentation of the SED exchange history between the 

user's institution and the other case participants. This view offers two different modes: 

A 1 -column mode (see Figure 47 ) and a 2 -column mode (see Figure 45 ). Based on size 

restrictions, the 2 -column mode provides a more compact overview of the interaction in 

the case.  
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Figure 45 : Timeline view (2 columns)  

Incoming and outgoing messages are marked as  RECEIVED or  SENT.  For outgoing SEDs, 

the envelope icon next to the label SENT indicates whether the SED has only been 

dispatched so far (grey colour envelope), whether it has been successfully delivered and 

acknowledged  (green colour envelope) ï or whether it has been partially acknowledged 

(i.e. not all the CPs have acknowledged the SED ï yellow colour envelope), see Figure 

45 . 

In case the SED exchange has failed (status: óErrorô) the envelope colour will turn red. 

The user can trigger the message to be resent by clicking the [ ] tab in the document 

manager and clicking on the  RESEND link of the relevant SED (see Figure 140 ). After  

resending the message, its envelope colour will become yellow until the receipt or error  

will be generated (in case of error the envelope colour will turn into red while in case of 

success the envelope colour will turn into green) Both T IMELINE VIEW and C LASSIC VIEW 

provides information concerning Document Details [ ] and Business Certificate [ ] (see 

Figure 46 ). The information corresponding to any SED will be available by clicking the 

relevant icons (see Figure 47 ).  
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Figure 46 : Document Details and Certificate X.509  

The description of the information provided under ñDocument Detailsò and ñCertificate 

X.509ò popups is given on the Table below: 

 

LABEL  DESCRIPTION  

Document  Details   

(ñCase/SED relationshipò 

feature)  

Section  providing  information  about  the  Document  is 

exposed, including indication about document 

relationship  of existing SEDs  in  the specific  case  

Document  Type  The type  of  the  document  (e.g. P2000)  

Document  Title  Document  title  (e.g. Old Age  Pension  Claim)  

Document  Version  The version  of the  document (i.e.  version  2)  

Last  Update  Last  update  for  the  document  (dd/mm/yyyy  hh:mm)  

Parent  Documents  Allows  the  users  to  consult  information  about  

relations  between documents (SEDs) related to a Case 

(e.g. S055 |  Application  for  Cash  Benefits)  

Participants  The participants  which  are  part  of  the  exchange  

(Sender,  Receiver, Participant)  

Certificate  X.509   Section  providing  information  about  the  Business  

signature  of  the specific  SED 

Subject  The subject  field  identifies  the  entity  associated  

with  the  public  key stored  in  the  subject  public  key  

field.  

Issuer  The issuer  field  identifies  the  entity  that  has  

signed  and  issued  the  certificate  

Serial  number  Serial  number  describes  the  unique  number  assigned  

by  the  CA to each  certificate  

Version  The field  describes  the  version  of  the  encoded  

certificate  

Signature  Algorithm  The signature Algorithm field contains the identifier 

for the  cryptographic  algorithm  used  by  the  CA to  sign  

this  certificate  
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Not  Valid  Before  The certificate validity period is the time interval 

during which the CA warrants that it will maintain 

information about the status of the certificate  

Not  Valid  After  The certificate validity period is the time interval 

during which the CA warrants that it will maintain 

information about the status of the certificate  

Public  Key  This field is used to carry the public key and identify 

the algorithm with which the key is used (i.e. ñRSAò) 

Installed  Date  The Certificate latest configuration date (i.e. 

ñ02/Dec/2020 01:19 ò). This date parameter is 

updated everytime the certificates are installed or 

updated in the administration  portal.)  

 

 

In addition, the clerk can check the comments and the attachments on a specific SED by 

clicking on icons  respectively (Timeline view).  

The link  ACTIONS  can be used to selected the required available SED.  

At last, the icons  and , indicate that a batch SED (with master and childrenôs 

sections)  have  been  saved  as ñDraftò with  correct  and  incorrect  validated  children  sections  

respectively.  

 
Figure 47 : Timeline view (1 column)  

  

 

The Certificate  X.509  contains  technical  details  concerning  business  

signature.  
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7.7  Case  Notifications  

Whenever something relevant happens with regard to a case ï such as the arrival of a 

new SED or a request to assign the case to a new clerk ï the system generates a 

notification about this event. The different types of notifications are explained in detail  in 

section 8. 

The notifications relating to a specific case can be accessed from the  CASE MANAGEMENT 

VIEW . Clicking on the notification area opens a detailed view for the case notifications 

(Figure 48 ). This area offers the same possibilities, including filter options and notification 

actions, as the full Notifications; the only difference is that only notifications for the 

specific case are displayed. For this reason, please refer to the sub -sections of section 8 

for a more detailed explanation of dealing with case notifications.  

 
Figure 48 : Opening case notifications  
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7.8  Case  Action  Bar  

The CASE ACTION  BAR at the left of the case management module offers the possibility to 

call on a variety of different actions. The precise array of possibilities depends on the 

case type and current state of the case. Actions can either affect the entire case (cf. 

sections 07.9  and 7.9.11 ), or specific SEDs exchanged in the context of a case (cf. section 

7.6 ). The  CASE ACTION  BAR offers the possibility to filter the available actions by clicking on 

ALL,  SECTOR and  ADMIN .  Clicking on  SECTOR displays only the actions that belong to the 

specific business logic of the current case ( e.g.,  the creation of certain case -specific SED 

types).  

Clicking on ADMIN  covers the administrative case actions that are essentially identical 

across case types, e.g.,  closing, deleting or forwarding a case. ADMIN also allows the user 

to create additional horizontal SEDs that represent crosscutting information exchanges 

needed in different social security sectors.  

Clicking ALL shows the combined list of sector - specific and administrative actions (see 

Figure 49 ).  

 
Figure 49 : Available Case Actions
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Figure 50 : Different available actions on Case Owner and Counter Party  

 
  

 

Notes:  

¶ Most case actions become available only as soon as ï at least ï one  

case participant has been selected (cf. section 05) as per business  

logic.  

¶ The business  logic  of  the  case  type  determines  which  SEDs can  be 

sent  at  which  state  of  the  case  (e.g.,  some  SEDs can  be sent  only  as a 

reply  to specific preceding SEDs).  The actions are controlled in a 

stateful  guided manner by ESP. Hence, ESP automatically restricts 

the  creation of SEDs to the appropriate ones of the current state of 

the  case  (see  Figure  50  for  an  example).  

¶ The same applies to the creation of horizontal SEDs; only those 

which  are admissible can be triggered in the case current state at any 

given  point  in time  
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7.9  Local  Actions  at  Case  Level  

7.9.1  Case Assignment, Criticality and Importance of a Case  

 

7.9.2  Assigning Cases  

Cases can be assigned to users, or groups, under certain roles (please cf. section 4 for 

more information on roles and groups). These users can navigate into cases in their ESP 

application, execute case specific actions (for example sending SEDs), and receive 

notifications with relation to that case.  

Assigning cases feature is reserved for the user assigned to the supervisor role of a given 

case. A clerk can only request a case assignment.  

This request is sent under the form of a notification to the corresponding supervisor, who 

accepts or rejects the request. The clerk will be notified about the decision via another 

notification.  

 

To assign cases to users or request the assignment of a case, the case assignment bar 

needs to be opened.  

This can be done via either:  

¶ The CASE ASSIGNMENT  link at the  CASE ACTION  BAR within the  CASE MANAGEMENT VIEW of 

the specific case can be used (see Figure 51 -  as also detailed in section 5).  

¶ Alternatively, the  ASSIGN  link of the relevant notification at the  NOTIFICATIONS  menu 

(see Figure 52 more generally section 8.3 on notification actions).  

 
Figure 51 : Case assignment link inside the case management view  

 
Figure 52 : Case assignment via a notification action  

The case assignment toolbar will appear in a pop -up window. First, a role needs to be 

selected (see Figure 53 ). Depending on the selection, the user can select users and/or 

groups under the label  ASSIGNED  USERS/ GROUPS. 

Groups may be hierarchical, which means that after selecting a group, the selection of a 

sub -group and even of a single user may be possible. It is possible to select more than 

 

Notes:  

¶ ESP software  offers Local  actions  support  functionality;  

¶ Local  Actions  do not  involve  exchanging  of  any  messages;  hence  

no  involvement  of  other  participants;  

Please  be advised  that  for  every  case,  certain  actions  are  only  available  

when specific conditions and dependencies  are  met.  
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one (sub - ) group or user by clicking  ADD link.  

 

If the user is not a supervisor but still wants to request the assignment of a case (by a 

supervisor), he/she has to click the link: REQUEST ASSIGNMENT  TO ME (see Figure 54 ).  

 

 
Figure 53 : Requesting assignment of a case  

In order to complete the request, the user can populate a textbox for an optional 

comment, select of one or more specific role(s), depending on the actions he/she needs 

to perform with the case (cf. section 4 on permissible actions for different roles) and 

clicking on the SAVE link (see Figure 54 ).  

 
Figure 54 : Case assignment options  

 

Subsequently, the respective supervisor will receive a notification about the request and 

will be able to directly accept or reject it from the notification view (see Figure 55 ï cf. 

 

If  the  user  selects  a role  with  regard  to  the  specific  case  that  already  

has,  the entire request is rejected as erroneous. Consequently, when a 

user  already has access to a case and needs further permissions, then 

he/she  has  to  select  only  the  new  additional  roles  in  his  assignment  

request.  
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section 8 for more information on notifications and section 08.3 , in particular).  

 
Figure 55 : Accepting or rejecting a request for case assignment  

7.9.3  Setting Criticality and Importance of a Case  

For an institution, some cases may be of higher criticality and importance than other 

ones. For all institutions participating in a case, local managers therefore have the 

possibility to set a local criticality and importance for every case.  

 

 

To set criticality or importance of a case, click CASE ASSIGNMENT link at top right hand side 

of the CASE MANAGEMENT VIEW  (see Figure 56 ).  

 
Figure 56 : Case assignment bar  

A case can be of normal or high importance and can have a normal or a high criticality.  

The criticality  and  importance  of  each  case  is often  represented  as Eisenhower  matrix.  The  

lower  left  configuration  [ ]  represents  the  default  case  state  assigned  by  ESP application.  

This  matrix  can have  any  of  the  four  following states  (see  Figure  57 ):  

 
Figure 57 : Possible states of the importance/criticality matrix  

To confirm a selection click SAVE link at the bottom of the case assignment side bar (see  

 

Please  note  that only  users  with  supervisor  role  in  ESP will  be able  to  use  

this  functionality.  
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Figure 56 ). All existing notifications belonging to a certain case will be labelled with the  

case  matrix  (see  Figure  58 ).  

 
Figure 58 : Labelled notifications in the Notifications  

 

7.9.4  Classify Cases as Sensitive  

Some cases require special protection and should be accessed only by users with a special 

VIP role (cf. section 4). To flag a case as particularly sensitive, open the case metadata 

by clicking on the small label icon (see Figure 59 ).  

 

Figure 59 : Opening case metadata  

In the ensuing dialogue, the sensibility of the specific case can be set by clicking  either  

YES or  NO (see Figure 60 ) and confirming the change by clicking on the  SAVE link. If the 

option is selected for a specific case in ESP, it cannot be unselected any longer for that 

case as soon as it has been sent. Only ESP users with VIP role can modify the Sensitive 

Case flag.  

 

The importance  and  criticality  settings  are  for  informative  purposes  only  and  

have no direct influence on the workflow in the software. They are strictly  

local  information  not  transmitted  to  other  case  participants.  
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Figure 60 : Case Metadata: Setting the flag for sensitive cases  

7.9.5  Setting Case Alarms  

Sometimes, a case cannot be processed any further before replies from other parties 

have come in, but it is necessary to check later if these replies have arrived in time or 

even in general.  

For these situations, ESP allows users to set alarms for a specific future date and time. 

Notifications should have a short explanatory text to help the users to remember the 

reason the alarm was set. Several alarms can be set for the same case.  

Once the alarm expires, the user receives an appropriate notification in the Notifications. 

As usual, the case that belongs to the alarm can be accessed directly from the notification 

(see Figure 61 ).  

 
Figure 61 : Notification about an expired alarm  

The user can set alarms individually and independently of any other action, by clicking 

on the appropriate icon in the  CASE MANAGEMENT VIEW .  

The user can enter the date and the time of the alarm, as well as the explanatory text, 

on the pop -up window described on (see Figure 62 ).  

 
Figure 62 : Icon for setting a Case Alarm in the case management view  

A second  possibility  is to  set  an  alarm  during  the  SED sending  procedure  (cf.  section  

7.12.1  on  the  general  process  for  sending  SEDs).  In  the  pop -up  that  displays  the  

document  (SED)  type and recipients for final review before actual sending, an alarm can 

be set by ticking  the appropriate checkbox. Date, time and explanatory text can also be 

set up directly in  this  dialogue  (see  Figure  63 ).  
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Figure 63 : Checkbox for setting an alarm when sending a SED  

 

When configuring the C ASE MANAGEMENT VIEW , it is possible to define that an alarm should 

be set for all outgoing (sent) SEDs at a specified number of days after the successful 

deliver of the SED. In this case, the appropriate alarm options in the SEND DOCUMENT 

dialogue will automatically be set, although it is still possible to change or deactivate 

them for a specific SED (see Figure 64 ).  

 

 
Figure 64 : Setting automated alarms for all SED sending actions  

 
 

 

The importance  and  criticality  settings  are  for  informative  purposes  only  and  

have no direct influence on the workflow in the software. They are strictly  

local  information  not  transmitted  to  other  case  participants.  
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7.9.6  Deleting a Case  

Deleting a case is only possible as long as no messages have been sent to other 

institutions. Hence, this option is available only to the Case Owner, and only prior to 

sending the first case - related SED.  

If these prerequisites are fulfilled, a DELETE CASE link is available in the left sidebar of the 

case management workspace (see Figure 65 ).  

 
Figure 65 : Delete case link  

Cases that  have  been  accidentally  opened,  can  be removed  from  the  system  by  this  action.  

 

 

 

7.9.7  Closing a Case locally  

An institution can locally close and reopen a case while it officially stays open as far as 

other participants are concerned. Closing a case locally may be reasonable after an 

institution delivered all required information to another institution. If the in stitution from 

administration perspective want to indicate that a case is "complete" ( e.g.,  if it is at a 

state where no other messages are exchanged, or if the case needs to get archived), it 

can close a case locally. To do so, click on the link  CLOSE CASE (LOCAL)  in the left side bar 

(see Figure  66 ).  

 

There is  NO possibility  to  UNDO  the  Case deletion  action.  Use this  

function with  special  attention.  
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Figure 66 : Close Case (Local)  

Closing a case locally sets the state of the case to CLOSED (see Figure 67 ). After the local 

Case closing, newer messages and case notifications will get visible on the Case View 

once received/created. However , the user is unable to perform any case actions until the 

case will get local reopened.  

 
Figure 67 : Case Status after closing it locally  

 

  

 

¶ Other  case  participants  will not  receive  a notification  when  an  

institution  closes or reopens  a case  locally.  

¶ Case local  close  function  is available  only  to  case  types  that  are  not  

correlated with a  (global)  Close  Case.  
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7.9.8  Reopening a Case locally  

If a case is locally closed, it can get locally reopened (see Figure 68 ). After reopening a 

case locally, all relevant case actions become available again.  

When the Case needs to be locally reopened (for example: following the receipt of a 

newer message), click  REOPEN CASE (LOCAL) link in the left sidebar of the case.  

 
Figure 68 : Reopening a case closed locally  

7.9.9  Archiving a Closed Case  

ESP allows institutions to set automated policies that archive closed cases after a certain 

period of time, which can be set individually for each Business Use Case. As this approach 

is completely automated, end users should not worry about this functionality.  

However, once a case is closed, it can also be manually archived by clicking on the  ARCHIVE 

CASE link as shown in the Figure 69 . This will open a pop -up window (see Figure 70 ); click 

on YES to confirm the archiving of the case.  

 
Figure 69 : Archiving a case  
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Figure 70 : Confirm archiving a case  

It is not possible to execute actions or view documents (SEDs) for an archived case.  

7.9.10  Restoring (unarchiving) a Closed Case  

An archived case (unless deleted) is still available through the Case Search (search for 

ñarchivedò cases or directly by using the Case Number (local or international Case ID) 

with the text searching function). The case is restored by selecting UNARCHIVE from the 

Search Results View (see Figure 71 ). The restored case is still in status ñClosedò, unless 

its state is changed through further appropriate actions ( i.e.,  reopen the Case).  

There are few restrictions, which are needed to be taken into consideration:  

¶ The business ID is a local parameter to the case and is at the moment not transported 

when the case is sent to the other case participant(s);  

¶ When a case is unarchived, the same Local and Business Case IDs will be used after the 

case become active again.  

 
Figure 71 : Close locally, archive and unarchived case flow  

 

 

NOTE:  

¶ When (already created or received) cases in ESP 2020 get unarchived,  
the Local, Business and International IDs remain unchanged and can 
be used to point out uniquely specific cases locally (Local and Business 
ID)  and globally (International ID). A representative example is given 
on  Figure 71 . For similar operations on cases created or received up to 
ESP 2019,  the  local  ID  was  changing to  a new  value.  
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7.9.11  Updating Case Participants  

To review the list of a caseôs participants and responsibilities, click on  PARTICIPANTS link 

inside the  CASE MANAGEMENT MENU (see Figure 72 & Figure 75 ).  

 
Figure 72 : Reviewing case participants  

It is possible to update (via adding or removing participants) from a case after the initial 

participants have already been chosen. This is an option, which in terms of sequence can 

be only triggered: a) after the selection of participants in a case, and b ) before the point 

where no business messages have been sent till that moment into the specific case. To 

do so, click on UPDATE PARTICIPANTS link at the left sidebar of CASE MANAGEMENT VIEW (Figure  

73 ).  

 
Figure 73 : Updating case participants  

 

In  the  upcoming  dialogue,  simply  

remove institutions by clicking on the  

DELETE icon  next  to  a field  already  filled  

in with an institution's name, or add  

institutions by clicking on ADD after  

selecting the appropriate institution.  

Confirm by clicking on YES. To cancel,  

click  on  NO link  (see Figure  74 ).  

Figure 74 : Managing recipients' list of Case participants (Update Participants)  
































































































































































