
     Completing the EPS in TESS Revision: 2.0 
     Information for Service Providers Revision date: 2017-01-20 
 
 
 
 

© Inter IKEA Systems B.V. 2014   Page 1 of 14 

 
 

 

 

Completing the EPS in TESS 
Information for Service Providers 

  
IKEA Transport  

 

 

  



     Completing the EPS in TESS Revision: 2.0 
     Information for Service Providers Revision date: 2017-01-20 
 
 
 
 

© Inter IKEA Systems B.V. 2014   Page 2 of 14 

Contents 
Logging in to Trade Extensions Sourcing Service ....................................................... 3 

Project Overview ................................................................................................... 5 

Confirm Project Agreement/Information Documents .................................................. 6 

Complete the EPS Form ......................................................................................... 7 

Viewing Your Score.............................................................................................. 10 

Upload Evidence Documents ................................................................................. 11 

How to Contact Project Management ..................................................................... 13 

 

 

 

 

  



     Completing the EPS in TESS Revision: 2.0 
     Information for Service Providers Revision date: 2017-01-20 
 
 
 
 

© Inter IKEA Systems B.V. 2014   Page 3 of 14 

Logging in to Trade Extensions Sourcing Service 
Go to https://ikea.tradeext.com. The login page will appear: 

 
 

The page will be displayed in the language of your browser. To change the language, click 

on the corresponding flag icon. 

 

If this is your first time logging in, click the “Use a One-time Ticket to Login” link and use 

the login details sent in the invitation email.  

 

The login ticket can only be used once, and you will be given the option to set a permantent 

password for subsequent logins.  

https://ikea.tradeext.com/
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First-time users will be asked to review and update personal contact information.  

Please complete this information to facilitate communication using the TESS platform.  
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Project Overview 
After logging in you will be brought to the Home Screen where you will see current projects 

and their phases.  

 
From this screen you can always check and update Your Account Information, Your 

Organization Information (and see who else from your own organization has a TESS 

account) and Change your Password. 

 

In the “your Projects” area you can see which is your current status as well as phase and 

starting/closing times. 

 
 

Select the project “EPS (year)” to proceed.  
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Confirm Project Information Documents 
 

The first time you enter the project you must first download and read the required 

information documents.  

 

When you open the project by clicking its name, you will be brought to the following page: 

 
 

To continue, you must download the documents by clicking the links from this screen: 

 
 

 

After you have downloaded and read the documents, go back to the previous page and 

check the box stating that you have read them and click the green “Participate” button to 

proceed to the EPS: 
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Complete the EPS Form 
The project overview will display a list of required actions and their status.  
 

 

 

 
 

Mandatory tasks are marked as “required” in red text. 

 

The EPS procedure is split into separate tasks: 

 EPS Form 

 Download Score Summary 

 

Status: incomplete mandatory tasks will have a status of “Not OK” and incomplete non-

mandatory task will have a status of “Not Yet Completed.”  

 

To respond to the EPS survey, click the link or the “Go” button next to the section(s) that 

are required for you.  
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The page to download the form will appear: 

 
Click on “Download the Excel form and save it on your computer.” Save the Excel file 

locally where you can find it. You can now logout, if you prefer, and complete the form 

offline.  

 

Open the EPS form and enter your responses (on your local computer).  

 

Save the Excel file where you can find it (on your local computer). 

 

Click “Upload the Excel form with your bids.” in TESS.  

 

If you have logged out or been logged out due to inactivity, you need to log in again and 

re-navigate to the EPS form page.  

 

 
Click on “Choose File” and select the Excel file with your responses. Make sure to select 

the one you have filled in and saved.  

 

Leave the checkbox for “Clear all previous bid supplements for current phase” empty. 
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Click on the “Submit” button. Your responses will now be uploaded an analyzed. If the 

form has been filled in correctly, the following screen will appear: 

 
 

If the EPS form has not been filled in correctly, an error message will be displayed and the 

submitted form can be downloaded with additional information describing the error(s), and 

the EPS responses will not be uploaded.  

  
 

By pressing “OK” you will come back to the main project page.  

 

If the EPS form has been correctly filled in, the task status will have changed to “OK” and 

the completion date will be displayed. 
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Viewing Your Score  
After completing all required sections for the EPS, you can see your score by downloading 

the form in “Download Score Summary”: 

 
This will show you your score for all possible sections of the EPS (not applicable sections 

will show a score of 0): 

 
Note that if you download your score summary immediately after uploading your EPS 

form, the score may be blank. Please allow the system a few moments to calculate your 

score. 

 

After downloading your score, please use the yellow cells at the top of the form to 

confirm that you have checked your score, and re-upload the form to TESS. 
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Upload Evidence Documents 
Each section of the EPS requests evidence documents to support your responses. 

 

To submit these documents, navigate to the “My Documents” section through the menu 

on the left side of the overview page. 

 

From the “My Documents” page, click “Add File” and upload each document that is required 

according to the EPS instructions: 

 
 

 

You can upload here all the requested evidence: 

 
Browse and select the file you want to upload. To upload multiple documents at once, 

use the “+ Add extra File Upload". Please name your evidence documents according to 

the corresponding EPS question. 
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When uploading your documents please consider the following: 

 Files related to different requested evidences (e.g. G6 procedure + G6 example), 

questions (e.g. G2 environmetal action plan + G7 energy bill) or company (e.g. L1.2 fuel 

consumption report of own company +  L1.2 fuel consumption report of Subcontractor 1) should be 

uploaded individually by using the function “add extra file upload” or, if zipped, by 

checking the function ”extract zipped file”. 

 Files related to the same requested evidence, question and company (e.g. the 

Environmental Improvement plan for your own company, requested as evidence for the question G2, is 

composed by two or more files that together make “one” evidence) shall be zipped and uploaded 

as a single document, in this case the function ”extract zipped file” should NOT be 

checked. 

 
 

Click on “submit” to complete the uploading. 

 

All the uploaded files will be visible in the list of documents as shown below: 

 
 

To delete an old or incorrect evidence document, use the check boxes next to the 

document name to select the document(s) and click “delete” in the menu bar.  
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How to Contact Project Management 
From the project main page, click the “Ask a Question/FAQ” link in the menu to the left: 

 
 

The FAQ page will be opened: 
 

 
 

The FAQ page contains a list of questions that have been asked to project management 

and their answers. Any questions with new answers will be marked with a yellow star.  

 

To open an existing FAQ, click on the question. To download all the existing FAQs, click on 

“download FAQ” 
 

Before submitting a new question, please check the existing FAQs to see if you can find 

the information that you are looking for. 
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To ask a new question, click the “Ask a new question” button: 

 
 

This will open the new question page, where you can title and write your message. 

 

Be specific when giving a title to your question: use titles like “G5”, “L1.2” (when your 

question is about a specific EPS question), or mentioning other specific topics, like 

“minimum score”, “TESS password”, etc... 

 

Conversely, do not use general titles like “EPS” or “question”. 

 
 

Click the “Submit Question” button to send the message.  

 

You will be informed by e-mail as soon as your answer is answered. 
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