
*This process is only open to those on boarded with the appropriate procurement rights.

Place an Order on the 
ESN Platform*



Explore the ESN Portal now

To access the ESN Framework Catalogue, log in to your ESN account, click the ‘‘CCaattaalloogguueess’’  tab 
from the left of the menu header, and then select ‘‘EESSNN  FFrraammeewwoorrkk’’.

Browse the catalogue and once a product has been selected, click ‘‘BBuuyy  nnooww’’.

You’ll be taken to the product information page. Here update the quantity desired with the 
plus, minus icons, or manually type your desired quantity, then select ‘‘AAdddd  ttoo  bbaasskkeett’’.
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4 As  you continue to select products, you can view your basket at any given time by clicking the 
basket icon in the top right corner.

ESN

https://www.esn-samsung.co.uk/


Explore the ESN Portal now
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When you have completed your order, visit your basket by either clicking the icon or clicking 
the order number link situated at the top of the order list.

Your basket will now be shown as an order under ‘‘AAccccoouunntt’’ > ‘‘MMyy  OOrrddeerrss’’ > ‘‘OOrrddeerr  nnoo’’ to be 
accessed at any time. 

Once you’ve composed your basket, it can be saved and completed at a later date. Your basket 
remains valid for 30 days from saving.
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Alter quantity and select ‘‘UUppddaattee’’  at any time to amend your order. Select ‘‘CChheecckkoouutt’’ to place 
your order.8
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Explore the ESN Portal now

From the ‘‘OOrrddeerr  CChheecckkoouutt  ppaaggee’’ confirm your order summary, before proceeding to the delivery 
schedule. Input your preference into the ‘‘RReeqquueesstteedd  DDeelliivveerryy  DDaattee’’  field, update shipping option 
and then enter specific delivery instructions if applicable. 

Note: The earliest delivery date will be dependent on the quantity of devices ordered. If you request a delivery date  before
the earliest available date, you will be notified and required  to update your requested delivery date. 

Check the ‘‘UUssee  ddeeffaauulltt  sshhiippppiinngg  aaddddrreessss’’  option or update the relevant fields to input a new 
delivery destination.

To split your order according to date or location, select the ‘‘AAdddd  AAddddiittiioonnaall  DDeelliivveerryy  DDaattee’’ option 
located beneath the ‘‘DDeelliivveerryy  SScchheedduullee’’  section.
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Jane Doe, 1 Example Road, Example, 1AA 1BB

Jane Doe, 1 Example Road, Example, 1AA 1BB

If this option is selected, update the quantity desired for ‘‘DDeelliivveerryy  ddaattee  11’’, then input data for 
‘‘DDeelliivveerryy  ddaattee  22’’ according to preference, making sure the total is correct. 

DDeelliivveerryy  DDaattee  22

Jane Doe, 1 Example Road, Example, 1AA 1BB
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Explore the ESN Portal now

Once satisfied, select ‘‘CCoonnttiinnuuee’’  to be taken to the order confirmation page.

Here, check your details as well as the attached documents below the ‘‘CCaallll  OOffff  AAggrreeeemmeenntt  AAwwaarrdd’’  
section.

To confirm you understand and accept the contractual agreement and in line with the Handheld 
Device Framework Call Off Agreement Terms, enter your signature, name and title in the 
appropriate fields. Check the box confirming your name has been entered correctly and then 
click ‘‘SSiiggnn  &&  SSuubbmmiitt’’.

Note: In line with the Handheld Device Framework Call Off Agreement Terms, once you have signed and submitted your 
order, Samsung must countersign your order and provide you with a final authorisation step.
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By clicking Sign & Submit below I, Jane Doe, confirm that I have read and agree with the 
information shown in the agreement and I am electronically signing the agreement with you. 

Beneath the ‘‘CCaallll  ooffff’’ section, the ‘‘CCaallll  OOffff  CCoommmmeenncceemmeenntt  DDaattee’’ will be populated with the 
date the order is being placed, and the ‘‘CCaallll  OOffff  EExxppiirryy  DDaattee’’  is automatically populated 
according to your last delivery date. To alter this expiry date, click the field and select a new 
date from the calendar.

Note: There is the option to manually input a different date according to your preference. Simply amend the ‘CCaallll  OOffff  
EExxppiirryy  DDaattee’’  field. In line with the Call Off Agreement Terms and Conditions, the end date can be any date up to a 
maximum of 5 years from the commencement date.

26/02.2021

For and on behalf of the Customer. JANE DOE to sign the agreement.
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Explore the ESN Portal now

Once submitted, return to the ‘‘MMyy  OOrrddeerrss’’ page, where your new order will show as ‘‘AAwwaaiittiinngg  
CCoouunntteerrssiiggnn’’.

You will receive an email when your order has been approved and countersigned. Either click the 
email link or head directly to the ‘‘MMyy  OOrrddeerrss’’  page, where your order will now show as ‘‘AAwwaaiittiinngg  
AAcccceeppttaannccee’’. From here click the order number dynamic link.

To complete the Call Off Agreement Terms, check your order and the order PDF. Once you’ve 
confirmed all details are correct,  select ‘‘SSuubbmmiitt  FFiinnaall  AApppprroovvaall’’.

Expect a final popup message to confirm your approval. Once read and understood, select 
‘‘AAggrreeee’’. This confirms the creation of a formal Call Off Agreement.
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I JANE DOE, on behalf of TEST UO DEMONSTRATION ACCOUNT acknowledge 
receipt of the signed Order Form 26 and hereby provide you with our written 
notice of receipt. I hereby acknowledge and confirm that a Call off Agreement 
has now been formed between the parties. *

Your order will now be processed and invoiced according to the delivery dates selected. 

From the ‘‘MMyy  OOrrddeerrss’’  page, you’ll see the order status has been updated to ‘‘PPrroocceessssiinngg’’. Also 
note that the order and order PDF have been updated to include the ‘‘OOrrddeerr  ssuubbmmiissssiioonn  ddaattee’’  and 
approval for your reference.
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Jane Doe
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