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0. Introduc tio n 
 
 
This application is intended for all our suppliers that have a current contractual 
purchasing relationship with companies in the Iberdrola / Scottish Power / Avangrid 
group. All the information provided in it is confidential between the Group companies 
and your company, so all technical precautions have been taken to guarantee the 
confidentiality and veracity of all the data consulted. 
 

When you have identified yourself with your username and password, which you can 
request through the website, you will be able to view the following 5 tabs in "My 
information": 
  

1. Notice Board 

2. Basic Data  

3. Purchase Order / Framework Agreements 

4. Invoices / Payments 

5. Real Estate contracts 
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1. Notice Board  
 
All the Notices and Tasks that Iberdrola wants to inform the different Suppliers about 
will be shown in the ñNotice Boardò. 
Whenever there is a notice to show, the following tab will be automatically shown: 
 

 
 
The first time you connect to the web, you will be required to accept the terms of use. 
 

1.1. Notices 
 
In this section, all those merely informative notices for users will be shown. In it, the 
following fields can be distinguished: 
 

1. Effective start date: Date on which publication of the notice begins. 
2. Effective end date: Date the publication of the notice ends. 
3. Title: Statement on the content of the notice. 
4. Description: Detailed content of the notice. 

 

 
 
If you click twice on the notice you want to view, a pop-up will open with its details. 
In it, you will be shown the previously mentioned title and description along with a link 
to an external document /  as applicable. 
If you select "Exit", you will return to the Notices tab again. 
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1.2. Tasks 
 
In this section, all those notices for which you must take any action will be displayed. 
Selecting in ñTasksò, the following fields will be shown: 
 

1. Effective start date: Date on which publication of the task begins. 
2. Effective end date: Date the publication of the task ends. 
3. Title: Statement of the content of the task. 
4. Description: Detailed content of the notice . 

 

 
 
With the same logic as in the notices, if you double-click on a Task, a pop-up will open 
for you to view it in detail. 
In it, you will be shown the previously mentioned title and description along with a link 
to an external document / page as applicable. 
Additionally, a checkbox is included so you can check it to confirm the task if you 
agree with it. 
To conclude, you can select "Approved" to accept it or simply "Exit" without making 
any changes to it. 
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Keep in mind that, due to their relevance, there will be blocking tasks that you must 
accept in order to continue navigating to the other tabs. In case you have a task of 
this type, the following message will be automatically shown in the upper right part of 
the screen. 
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2. Basic data 
 

In "Basic supplier data" you can view all the information registered in our system 

about your company, divided into five sections: 

 

1. General information 
2. Corporate Information 
3. Bank data 
4. Alternative Bank data 
5. Tax Certificates 
6. Other Certificates / Withholdings 
7. Contractor certificates 

 
 

2.1. General information 
 

In the first "General information" tab, your supplier code will be shown in 

Iberdrola / Scottish Power / Avangrid together with your general data (company 

name, business address, the various contact details - telephone, email -) as well 

as your tax data (tax identification number and tax address). 
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Avangrid Group Suppliers: When a US supplier has one or more branches 

associated to a certain supplier code, a list of all its branches is displayed at the 

bottom, showing the full address and contact details for each of them. This 

information will only be shown when the one that connects to the system is the 

parent company. 

 

 
 

2.2. Corporate information 
 

In the second ñCorporate informationò tab a list is shown with the Iberdrola 

Group companies (including Scottish Power Group companies and the Avangrid 

Group) you are currently registered at, including their data (including company 

name, TIN, city and address). 

 

 

 
Following each of the Iberdrola / Scottish Power / Avangrid companies, a field 

appears indicating whether you are using ñConfirmingò as a means of payment in said 
company and which is the bank to which Iberdrola will send your invoices, authorizing 
your company for the discounted collection of the same. (Note: "Confirming" is only 
available for Spanish Iberdrola Group companies). 

 

 
 

At the right of this column any payment block you may have at company code 

level will be shown. Please note that if any type of payment block is shown for any 

of the companies, Iberdrola / Scottish Power / Avangrid will not settle the invoices 

registered with the corresponding company based on the reason indicated here. 

 

 

 
The next column, ñSubject to withholdingò, indicates whether any withholding 

tax applies to your invoices for each Iberdrola / Scottish Power / Avangrid 
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company. If the withholding is applicable, the box will be checked. 

 

 
 

2.3. Bank data 
 

Here you can view a list of all the bank accounts of your company listed in our 

system, indicating the following information for each of them: 

 
 

 

¶ Bank Country 

¶ Bank name 

¶ IBAN code: If the bank's country is the IBAN environment. 

¶ The complete code of the bank account: 
o Bank key/Sort code 
o Bank Account 
o Control digit 

¶ SWIFT Code. 

¶ Check delivery address: Postal address to which we will send checks for 
payments to bank account in case you have this payment method defined 
in our system in any of our companies. 
 

 
 

2.4 Alternative bank data 
 

US or Great Britain providers may also have different bank accounts or 

different mailing addresses where they wish to receive some of their payments / 

letters (called "alternative payees"). In these cases, the bank details section will 

show the same bank details for all these alternative payees under the header 

section: 
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2.5. Tax certificates (Only for Iberdrola Spain Companies) 
 

This section allows you to query the tax certificates that certify that you have 

complied with your tax obligations, in case you have to provide them. For each 

company of the Iberdrola Group in Spain which is subject to this certificate you can 

see the issue date and the expiration date of the last valid certificate. Note that if 

your company is subject to the certificate, failure to present it or expiration thereof 

shall be grounds for blocking the payment of your invoices.  

 

If the Tax certificate is outdated a cross will be shown in data status, 

nevertheless, if the certificate is valid a green tick will be informed instead. 

 

 

 

 

2.6. Other certificates/ Withholdings 
 

This section will show the different withholdings that the Supplier has per 

Company, including the following information: 

 

 

 

¶ Company 

¶ Business Name 

¶ TIN (Tax Id Number) 

¶ End Date Validity Exemption 

¶ Withholding Tax indicator: Description of the withholding tax indicator. 

¶ Specific Withholding Tax: Suppliers only registered in companies with specific 

withholding (MX and GB), will have this option enabled showing the following 

information: 

o Society 

o Withholding tax 

o Subject to withholding 
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o Exemption Type 

o Start exemption validity 

o End validity exemption 

¶ Due data status: Green tick will mean that the date of the document is correct 

while the cross will mean that the document is out of date. 

 

 

2.7. Contractor certificates (Only for Spanish IBUY vendors working for 
Iberdrola Spain companies) 
 

This section allows you to consult the following certificates, which are only 
compulsory for Iberdrola Spanish vendors registered in IBUY working for Spanish 
companies. 
 

¶ Social security certificate (Companies and self-employed) 

¶ Statement of the Responsible party (Companies only) 

¶ IAE certificate (Self-employed only) 

¶ RETA certificate (Self-employed only) 
 

The expedition date of the document and the finish of its validation is informed. 
Besides, if the certificate is outdated a cross will be shown in data status, nevertheless, if the 
certificate is valid a green tick will be informed instead. 

 

 

2.8. 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/SMS 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: 

1. General information: 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. 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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3. Tax Certificates: 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. 

 

 

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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5. Contractor certificates / other documentation: 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. If the 

document is no longer valid, a cross symbol will appear. 

 

 

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: 

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

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

Å The maximum size for each file is 3 Mb. 

Å 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. 
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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. 

 

 

 

¶ 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. 

 

 

While there is a modification request pending to be processed, you wonôt be 

allowed to issue a new one and the following message will be shown. 
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3. Purchase Orders  / Frame work  Agreements  
 

In the ñP. Orders / F. Agreementsò tab detailed information about your 

framework orders / contracts issued in any of the Iberdrola / Scottish Power / 

Avangrid Group companies will be shown. 

 

3.1. Purchase Orders and Framework Agreements Query 

 
In this section, you can access the monitoring information on the status of orders 
placed with the Iberdrola / Scottish Power / Avangrid Group companies. 

 
1. List of Framework Agreements and Purchase Orders 
2. Detail information of each order 
3. Receipts/ Acceptances / Invoices associated with each of the orders 

 

3.1.1. Selection fields 
 

You can view the following selecting fields: 
 

 
 

 

1.  Company: In which the order or framework agreement has been placed. 
 

In the event that you do not remember the number of the Iberdrola / Scottish 

Power / Avangrid company with which you have any commitment, you have the 

option of clicking on the tab indicated below and a list appear with the Companies 

in which the you are registered will be shown. 
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2. Order: Order or framework agreement number that you want to check. 
 

3. Order date: Date on which the order or the framework agreement was issued. 
You must enter a date range (dd / mm / yyyy or dd.mm.yyyy). 

 
4. Order type: Select "Purchase Orders" or "Framework Agreements". 

 
It is mandatory to enter the order / contract number or a date range. 
 

Once you have completed the selection fields, execute the query by clicking 

the "Search" button at the bottom. 
 

 
 

By clicking on the "Clean filters" button you can delete the content of all the fields 

you have entered to start a new search . 
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3.1.2. Result of the purchase order query 

 

When you run the query, you will get a list of purchase orders that meet the 

selected criteria, with the following detail (you can scroll to the right to view all the 

fields): 

 

 

 

1. Order: Number of the order issued to your company. 

2. Company: Company Code of the Iberdrola / Scottish Power / Avangrid Group 
that has issued the order. 

3. Comp. Name: Name of the Iberdrola / Scottish Power / Avangrid Group 
company that has issued the order. 

4. Date Order: Date on which the order was issued. 

5. Num. Bidding.: If your order is the result of a bidding process, this field will 
show the number of the bid that was awarded to you. 

6. Reference Contract: If your order is a supply order linked to a framework 
agreement, the field will show its number. 

7. Subject: Description of the contracted goods or services, if this has been 
included in the order. 

8. Requestor: Name of the person at Iberdrola / Scottish Power / Avangrid who 
has requested the goods or services. By clicking on this name, you can directly 
send an email to this person. 

9. Amount requested: Value of the goods or services included in the order. This 
amount excludes all applicable taxes. 

10. Amount received: Amount of the goods received from the order so far. This 
amount excludes all applicable taxes. 

11. Invoice amount (Tax included): Amount of the invoices that have been 
registered in our system associated with that order. This amount includes all 
applicable taxes. 

12. Currency: Currency in which the order was issued. 

13. Payment Conditions: Payment terms agreed in the order. 

14. Particular Conditions: Clicking on this button will display a popup with the 
specific conditions applicable to your order in addition to the general 
contracting conditions. 
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15. Work Code: Work code associated with the order. 

16. Description: Description of the work associated with the order. 

17. Phase: Phase code of the work. 

 
This query also offers you the possibility to obtain the receipts / acceptances / 

invoices that exist for a specific order. Select the line of the order for which you 

want to obtain the information and click on the "Receipts / Acceptances / Invoices" 

button at the top: 

 

 
 

The system allows you to enter a date range for which you want to view receipts / 

acceptances / invoices. Alternatively, you can leave these fields blank and click 

"Continue" to get a list of all receipts / invoices that have been registered so far: 

 

 

The following screen will be displayed with a list of all receipts, acceptances and 

all invoices. Please note that invoice amounts include all applicable taxes, while 

receipts are tax excluded. 
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If you select Export, an Excel will be downloaded with all the Orders that are shown 
and each of the Positions. 

 

 
 

3.1.2.1. Purchase order detail 

 

If you want to consult the detail of an order, you just have to click on the order 

number on the screen of the query result and the following screen will be displayed: 

 

 
 

The table contains the following fields: 

 

1. The type of order 

2. The position within the order 

3. The code of the material or service supplied. 

4. The description of each of the order positions. 

5. Quantity 

6. Unit of measure 

7. Unit price 

8. Amount 

9. Currency 



Vendors 

Page 22 

 

 

10. Delivery date 

11. Task code 

12. Task Description 
13. Particular conditions 

 
If you click on the Special Conditions button a pop-up will open with the 
applicable conditions for this Order. 
 

 

 
3.1.2.1. Generate PO original copies 
 

By using this option you can obtain the following documents: 
 
GENERATE COPY 
 

- Of an order: option available for all closed orders (pdf) issued by companies of 
the Iberdrola / Scottish Power / Avangrid Group since November 2015. 

 

The Order of which you want to Generate the copy is marked and when you click in 
"Generate copy", a pdf of the Order will be downloaded. 

 

 
 










































