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1. Introduction 
 
 

The aim of this document is to provide a quick guide on how to request the 

modification of your data in “My information” application. Any other issue with the tool 

or for a more complete instruction, kindly consult the User Manual available in the 

help service of the application. 

 

 
 

2. Basic Data Modification Request 
 

As an Administrator user, you can request the update or modification of the 

basic data of the supplier for which you are responsible by clicking on the button 

Supplier data change request. 
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By clicking on the Send PIN button, you will receive the corresponding 

security code in your email and, after entering it and pressing the Accept button, the 

modification form will be enabled allowing the editing of your data. 

 

 

 

 

 

The following actions can be performed: 

 

 

2.1Basic Data: 

 
Modify or complete the basic data. The fields identified with (*) are mandatory 

and those identified with (a) require the attachment of tax identification documentation 

that justifies the change. 
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2.2 Bank data: 

 

Add or delete bank accounts. For each of the bank accounts added, the 

corresponding certificate of ownership must be attached. Bank Details can be added 

using the IBAN or breaking down the bank account. 
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2.3 Tax Certificates (Only for Spanish vendors): 

 

Only for Spanish vendors. If one or more of your Treasury certificates in the 

different IBERDROLA Spanish Companies in which you are registered is expired, you 

can attach the updated ones. If the document is outdated a cross will be displayed, 

however, if it is still valid a green tick will be displayed instead. 

 

 

 

2.4 Other Certificates / Withholdings: 

 

 Add certificates of residence or other withholding certificates.  It is not 

necessary to attach the same document for all Iberdrola companies in the same 

country, one attachment per country is sufficient.  
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2.5 Contractor certificates / other documentation (Only for Spanish Ibuy 

vendors working for Iberdrola companies in Spain): 

 

Only for Spanish Ibuy suppliers working for Iberdrola companies in Spain. 
Depending on whether you are self-employed or a company, you will need to attach 
different certificates. 

 

 

2.6 Other certificates 
 
In this section it can be added another type of documents that have not been 

previously attached. 
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When attaching the supporting documentation, you must consider the 

following limitations: 

• The supported file formats are .doc, .docx, .jpg, .jpeg, .ico, .bmp, .tiff, .gif, 

.png, .img, .pdf and .ppt. 

• The maximum size for each file is 3 Mb. 

• The maximum number of files that can be attached for each modification 

request is 10. 

Once you have completed all the fields that you want to modify and have 

attached the required supporting documentation, you must validate the modification 

request before it can be sent. 

 

 

At this point, the system will automatically perform the mandatory, validity and 

consistency checks of the data entered and, in case of finding any discrepancy, it 

will display an error message indicating the corrections to be made (missing 

mandatory data, missing support documentation, formats incorrect, etc). 

If the request is correct, the request validated correctly will be displayed and 

you will be able to send it, after which the message will be displayed indicating the 

request number. 

 

 

At this moment, IBERDROLA will receive the request, analyze it and proceed 

to approve or reject it, based on which: 

• Request Approved: Your data and the documentation you have attached 

will be updated and filed in IBERDROLA's database and you will receive 

a confirmation email. 
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• Request Rejected: Your data will not be updated, and you will receive an 

email with the reason for rejection. It is possible that some of the 

documents attached to the application are correct and your details have 

been updated in the system. If so, the message will indicate that your 

application has been rejected but some of the documents have been 

approved. 

 

 

 


