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The purpose of this manual is to guide you step by step in accessing, completing, and submitting the Supplier
Registration Questionnaire in SAP Business Network, an essential requirement for establishing business
relationships with the Iberdrola Group.

INTRODUCTION

It is a questionnaire that Iberdrola requests on SAP Business Network to gather information about your
company, including tax details, contact information, regulatory compliance, and acceptance of corporate policies.
Completing it correctly ensures that your profile is complete and validated, avoiding delays in the registration
process and possible rejections due to lack of information.

WHAT IS THE SUPPLIER REGISTRATION QUESTIONNAIRE?

• Company details
• Tax information
• Certificates
• Payment and banking information
• Other data

REQUIRED INFORMATION

• It is recommended to attach files in PDF format.
• Attached files must not exceed 100MB in size; any document larger than this will not be accepted by the

system.
• Fields marked with an asterisk are mandatory; if they are not filled in, the form cannot be sent.

IMPORTANT INFORMATION FOR COMPLETING THE QUESTIONNAIRE
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1. Step-by-step
questionnaire
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Log in to SAP Business Network with your username and password and, from the home page, go to Ariba Proposals &
Questionnaires.

Step 1: Access the questionnaire

From the drop-down
menu, select Ariba

Proposals &
Questionnaires
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In Ariba Proposals & Questionnaires, you can see all the questionnaires you need to complete as a supplier. Each one
has a status and a completion date and time as an update.

Step 1: Access the questionnaire (cont.)

Questionnaires are always available for when you need to update information
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The questionnaire collects the information necessary for your company to operate correctly with the Iberdrola Group in
SAP Business Network. Depending on your relationship with the Iberdrola Group, you may not have to complete all
sections, in some cases it will only be necessary to accept corporate commitments, which include aspects such as
data protection, code of conduct and internal policies.

Step 1: Access the questionnaire (cont.)

Click on Supplier
Registration

Questionnaire
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The questionnaire consists of several questions divided into different key sections and, depending on the answers
you provide, the system will display only the fields applicable to your case.

Step 2: Complete the questionnaire registration form

Expand or
contract the

questionnaire
window by

clicking on the
arrow
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The Introduction field is for information purposes only; you do not need to enter any data. Please note the instructions
provided in this section, the most important of which is that all fields marked with an asterisk are mandatory.

1. Introduction
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In this section you must indicate the email address where you want the result of the questionnaire to be sent. Once
completed, the validation status will be displayed.

2. Status of the questionnaire and communication

In the Approval result field, you will see the status of
your registration once it has been validated by the

Iberdrola Group

Indicate the email address to which the results of this
questionnaire will be sent once it has been reviewed
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In this section, you must complete your company’s general information, including details such as legal name, address,
country, among others.

3. General company information

Indicate the name and
address of your company's

registered office

Fill in your company's
corporate information,
including data such as

company name,
addresses, legal form,
main activity and other

required details

REMEMBER: Based on the answers you provide, some fields may not apply to your case.
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In this section you must indicate:

4. Tax information

• Country issuing the tax identification number
• Type of tax number (NIF, CIF, VAT, REC, etc.)
• Tax identification number

It is the supplier's responsibility to provide the correct document to avoid delays or rejections in the registration process

You must also attach the official tax identification
certificate issued by the tax authority of the

corresponding country
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Enter your preferred payment method and required details. The options may vary depending on the Iberdrola Group
company and the country where your company operates.

6. Payment information
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This section will only activate if you selected Bank Transfer as your payment information in question 6.

7. Banking information

Click Add Banking
Information
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Here, you will need to fill in the bank information to receive payments.

7. Banking information (cont.)

Attach the official bank account
certificate issued by your financial

institution to validate the information

Fill in the required fields to be able to
continue with the form:

If you know your IBAN, include the
country and the IBAN number (option
highlighted in yellow)

If you do not know your IBAN or if it
does not apply, provide the bank
account details (option highlighted in
green):

•Country, region
•Bank key/ ABA Routing Number
•Account number
•The bank control key may be optional
depending on the country.

It is the supplier's responsibility to provide the correct document to avoid delays or rejections in the registration process

Click on Save to save the bank
information and return to the

main questionnarie
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Complete and keep all contact person information up to date.

8. Contact person information

Provide the details of the person who will be
the point of contact with Iberdrola Group. This
person must be available to answer questions

related to registration and purchasing
processes
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Be sure to complete all information regarding receiving communications by assigning the email address that will
receive these communications.

9. Communications information

Provide email addresses and contact details for
each process. If this information is not provided,
the details of the primary contact person will be

used
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Here, you must access and read the Supplier privacy notice – Iberdrola Group.

10. GDPR acceptance

Click on the link to review the
Supplier Privacy Notice –

Iberdrola Group
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Here, you must access and read the Iberdrola Group's Code of Conduct for Suppliers.

11. Code of Conduct acceptance

Click on the link to review
the Code of Conduct for

Suppliers – Iberdrola
Group
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Here, you must access and read the Iberdrola Group's Code of Conduct for Suppliers.

12. Corporate Policies acceptance

Click on the link to review
the Governance and

Sustainability System –
Iberdrola Group
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Here, you will need to confirm that you have read and agree to the corporate policies, code of conduct and GDPR.

13. Corporate Policies Acceptance

Select Yes from the drop-
down menu to continue
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Once you have all the information, submit the form. A message will appear on the screen confirming that it has been
sent.

Step 2: Complete the questionnaire registration form (cont.)

Select Submit entire
response to send the

questionnaire
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Once you have submitted the Supplier Registration Questionnaire, you will receive an email confirming that it is
pending review. The status in SAP Business Network will change to Registered.

Step 3: Check the registration form status

Check the status
of the

questionnaire
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Once the questionnaire has been reviewed, you will receive another email informing you whether your registration has
been approved or rejected.
• If it has been approved, you will now be able to do business with the Iberdrola Group on SAP Business Network.
• If it has been rejected, you will need to review the reason and correct it by logging into SAP Business Network..

Step 3: Check the registration form status (cont.)
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The status of the Supplier Registration Questionnaire will also change in your account. You can review it in step 2.2
within the registration questionnaire.

Step 3: Check the registration form status (cont.)

Check the status of the
questionnaire

APPROVED



27

Thank
you
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