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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.

Help

Minfo

1. User Manual
2. Registration and access manual
3. Users management manual

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.

ﬁ‘ IBERDROLA Motice Board Basicdata P. Orders/F. Agreements Invoices/Payments ~ Real Estate Contracts

Home Basic data

Supplier: XX000X - Manual vendor

Supplier data change request

E8 General information @ Corporate Information EBank data Other certificates / Withholdings
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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.

PIN

* Pin

Send PIN | Accept | Cancel

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 (%) require the attachment of tax identification documentation

that justifies the change.

[resion L Comtry
D\\..:.up’ h -
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Fiscal address

o District
" City: Test City * Region:
Country P p— * Postal Code: e
Tax identification @ Carga dearchivos
1. ssm « - 4 « PROY_MY_INF » 03.-Training v B Buscar en 03.-Training
Organizar » Mueva carpeta - @
12T
Web e Nombre Fecha de medificacién Tipo
[ s Feran T & OneDrive 1.- Manuales 4/05/2020 12:16 Carpeta de arct
DUNS Code: [ Este equipo
¥ Red
v <
CERTIFICATE OF INCORPORATION I 1
Nombre: ~ | Tedes los archivos bl
Py ro— po——
File Size
| a soc_data.docx omB

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.

Main bank data

Actions Country Bank
LL: spain

Actions Country Bank
L United Kingdom
Actions Country Bank
') 5a

Add

Actions Country

L) Usa

Add

BANK ACCOUNT CERTIFICATE

Q Attach

1BAN Sort Code

ES66210004184012345678

1BAN Sort Code
601613
1BAN Sart Code
999868777
Bank IBAN

Attach

File

i}

Bank account

Bank account

11926819

Bank account

Control digit SWIFT Code Check defivery address
Control digit SWIFT Code Check defivery address
Control digit SWIFT Code Chock defivery address

[ oorzzasersd

Sort Code

999888777

Bank account Control digit

00123456789

@ Abiir

Organizar =

st Acceso rapido
@ OneDrive - IBERDROL/
> [ Este equipo

b Red

T <« Pruebas Minfo » TEST1 ~ O

Nueva carpeta

S Buscaren TEST1

Nombre Fecha de modificacion Tipe

1000.pdf

AEAT GENERAL pdf
Declaracién Respansable de Obligacione...

Nombre: |

| |Todos los archivos (9 ~

Cancelar

« Iberdrola

« ScottishPower
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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.

Tax certificates

ompany code  Name

€ t Escritonio > Pruebas Minfo > TEST

A ! bre Fecha de r fica
@ OneDrive - BER il |
- ]
Archivos de o (&) 1007.par " !
&) 1100.pdf
Excel
s PRUEBAS GDP

Workshop aite

B £xte equipo
& Descargas
Documentos

BB Escritorio |
v < >|

Todos los archivos (*.%)

Co

Nombre | “1007.pdf" “1100.pdf

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.

Other certificates/withholdings

ompany
= P I End date validity exsmption Withholding Tax Code  Specific Withholding Tax  Due date status ertificate of residence
Attach O
€ A v
« T Escntono » Pruebas Minfo o TEST
Organizas »  Nueva caspeta o |
|
> sy
@ OneDrive - IBER ,
Archivos de of &) 1007,paf
2 1100,pet
Excel
«n PRUEBAS GDP
Workshop alty
S Este equipo
& Descargas
+ Documentos
B Escritorio ‘
v < >
Nomave Todos los archivos (")
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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.

Contractor cert.

Social Security Certificate

Statement of the Responsible Party

IAE Certificate

RETA Certificate

Expedition ini date

03/04/2023

03/04/2023

End Validity Date

03/07/2023

03/09/2023

Due date status

rsion 1.10.1, © 2023 Iberdrola, 5.A_ All rights resarved

2.6 Other certificates

Attach €
Attach €
& Abrir %
« « 4 ||« Pruebss Minfo » TEST v o O Buscaren TEST
Organizar v Mueva carpeta - @
Nombre Fecha de modificscién 17
s Acceso répido
2003.pdf 3
@, OneDrive - IBERDROL/ 1100, pdf
)
B Este equipo 55 NUEVO.pdf
Declaracién resp nuevo.pdf
=¥ Red BANCO.pdf
SUBCONTR RENOV. pdf
SUBCONTR GENERACION.pdf
AEAT GENERICO BIEN.pdf
SS.pdf
! v
DECL RESPONSABLE pelf
< >
Nombra:| v‘ Todos los archivos (%) “

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

previously attached.

Other Documentation

Q Attach

/ersion 1.10.1, © 2023 Iberdrola, 5.4, Al rights reserved

Attach 0
File © Abrir ®
« “ 4 || « Pruebas Minfo » TEST v B O Buscar en TEST
QOrganizar » MNueva carpeta = 0
Nombre Fecha de modificacion | 1%
# Acceso répide
2003.pdf 5.23 10:19
@ OneDrive - IBERDROLY 1100.pdf
30 Este equipo 55 NUEVO.pdf
- Declaracién resp nuevo.pdf
¥ Red BANCO pdf

<

SUBCOMNTR RENOV.pdf
SUBCONTR GENERACION. pdf
AEAT GENERICO BIEN. pdf
S5.pdf

[# DECL RESPONSABLE pdf

Nombre: |

|| Todos los archivos ()

Cancelar

>

« Iberdrola

« ScottishPower

« Avang

A member of ti

rid

he

Iberdrola Group

Page 6




Vendors

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.

Exit Validate request Send request

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:

e 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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Data Change Request No. 137 Accepted - Mensaje (HTML)

archivo RN Desarollador ) ;Qué desea hacer?
& lgnonar x 7 , E2Reunion Y8 Mover a: 7 S Aljefe Y. iReglas~ =] 3y n B a’%
[
o € = gy- i Correo electron... ¥/ Listo B OneNote L
s . Eliminar Responder Responder Reenviar _ Qr : : Mover Asignar Marcar como Categorizar Seguimiento Traduci
s Correo no deseado B s EgMas~ 2 Responder y eli... § Crear nuevo £ Rociones= (| LS SRS 2 vk =
Efiminar Responder Pasos rapidos ] Mover Etiquetas
Gestionterceros@iberdr 2 M De Benito Navaridas, lbon

Data Change Request No. 137 Accepted

Your data change request No. 137 has been accepted.

e 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.

(=] G Data Change Request No. 138 Rejected - Mensaje (HTML)
Archivo RIS Desarollador ) ;Qué desea hacer?
& lgnorar xX @ FdRewncn BMowrs? Ak o= H Q@ W P &
. N « . « Ri-) Emi- ] Correo electron... ¥ Listo " 5B OneNote romar . s .
. - Eliminar Responder Responder Reenviar p - over o, ignar Marcar como Categorizar Seguimiento  Traducir
g Correo no deseado - | y ¥ 8 p -
- e Bl Mas - 4 Responder y eli... Crear nuevo ~ [P Acciones T e " . .
Eliminar Responder pasos rapidos 5 Mover Etiquetas
Gestionterceros@iberdrola.es M De Benito Navaridas, Tbon

Data Change Request No. 138 Rejected

Your data change request No. 138 has been rejected for the reason 2 NO DOCUMENT FOUND
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