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1 [bookmark: _bookmark0]Introduction

This document describes the main functions that suppliers can use in the supplier space.
From how to register and report the basic details of the company, accessing the private area in the supplier space when authorised to do so and how to start qualification processes.



2 [bookmark: _bookmark1]How to register in the supplier space >

2.1 [bookmark: _bookmark2]Registering


To be a supplier, you must first of all request registration. To request registration, click on the “Register” link on the home page.























This document will explain the steps to follow to request company registration online.


To submit a registration request please follow these steps:
1. Accept the conditions of use
2. Fill in the form with the company details:
a. Complete the general company details
b. Complete the companies business activities

c. Complete the User details
d. Confirm the registration

There are help icons throughout the registration request form that will activate as soon as you click on them.
Fields marked with an (*) must be completed.



2.2 [bookmark: _bookmark3]Accepting the conditions


Before continuing and adding details, you must indicate that you have read and accepted the different documents published in this section.
Each point for acceptance contains a link to consult the relevant document, which must be read and accepted.







If you want to continue the registration process, you must select the verification boxes “I have read and accept...”, then click on the “Continue” button





















































2.3 [bookmark: _bookmark4]General company details
The first stage asks for general details about the company:



































Click to continue the registration



· Company Code: Code that identifies the company. This is the first of the three passwords needed to access the private supplier area once registration has been requested. It can consist of numbers and letters. Do not use special characters or leave blank spaces.
Despite being a field which you are free to fill in, we recommend that you click on the icon to get help on how to fill in this field
· Business Name: The official name of the company.
· Address: The address of the company.
· Postcode
· Location: Location of the company
· Country
· Province
· Currency: Currency in which the financial data is expressed.
· Tax ID: Number for Tax Office Identification. (Written without spaces or hyphens between letters and numbers)

· Turnover: Annual revenue of the company in thousands of euros.
· Principal customers: If the purchasing company is your customer please mention this, as well as any other customers you consider relevant.
· Certificates: Specify whether the company possesses a quality certificate or an ISO standard of if these are under way.
· Web site: Indicate the company’s web site.
· Observations: Space to include comments that the supplier considers to be relevant for the purchasing company.
To continue the registration process, click on next.



2.4 [bookmark: _bookmark5]Company business


The next step in registration is to indicate the business areas of the company. This means that the RE Group can see which products and services each supplier is able to provide.
Please select at least one business area.


To make it easier to select activities, we recommend checking the activity tree in the “How to become a Supplier” section, which you can download in Excel format by clicking on the link.




































To select the activities, please use the drop down menu and click on the plus signs (+) for each branch, which will open the folders they contain,













Repeat this action until you reach level 4, where you can select the activity by clicking on the appropriate verification box.



















To continue the registration process, click on next.



2.5 [bookmark: _bookmark6]User details
This section will ask for details about the company’s contact person:































· User code: Personal user code (minimum six characters). This is the second of the three passwords needed to access the private supplier area once registration has been accepted. This code need not match the company code registered in “General Company Details“.
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· Password: User password of at least six characters. This is the third of the three passwords needed to access the private supplier area once registration has been requested.
Neither the user code nor the password can include special characters or blank spaces.
· Personal user details: Surname, name.
· ID of the person mentioned in the previous fields. This is optional.
· Department Area of the company the user belongs to.
· Position: Indicate the user’s post within the company
· Telephones: Provide at least one contact telephone number.
· Mobile phone: Provide the user’s mobile phone number.
· Fax: Provide the fax number.
· E-mail: Provide the e-mail address for the user who will be working in the private area.
This e-mail address will be used to inform of the existence of significant new transactions and information, so it is vitally important to ensure that this address is updated.
· Language: Indicate the language you wish to work with.
· Receive e-mails in format: Please indicate the type of format you prefer to receive the e-mails from the purchasing company (text or html)
To continue the registration process, click on next.

2.6 [bookmark: _bookmark7]Confirm the registration
Once the required information to request registration has been entered, you will see a screen similar to the following.

















If you want to check the data entered, click on the Back button which appears in every step of the registration process.
Once you confirm that the data is correct, click on Send to begin processing the registration request.
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You will finally receive notification by e-mail to confirm your registration in the portal, sent to the address you have given in your main user details.


An example of the body of the e-mail to notify registration in the portal is shown below.




































IMPORTANT
When the registration process is complete, you must wait for a second e-mail to confirm your access to the supplier space.

The system will not grant you access unless you have received confirmation by e-mail.





3 [bookmark: _bookmark8]How to access the supplier space>




To access the private area of the RE Supplier space you must complete the whole registration process and be authorized to do so.
You must have received an e-mail similar to the one shown below.



























The mail will have a reminder of the company and user codes, but the password is not given in any e-mail for security reasons.


To access the private area of the RE Supplier space, enter your access credentials and click on “Enter”

































If you cannot remember the password you used when registering for the supplier space, you can change it by using the “I have forgotten my password” link
The system will request your company and user codes and the e-mail address associated with the user.
You will then receive a mail to reset your password.



































4 [bookmark: _bookmark9]Filling in the General Information questionnaire >




A few minutes after receiving the notification that authorizes you to enter the supplier space, you will receive another message requesting that you fill in a general information questionnaire.
To access its content, you must first access the private area of the supplier space using your credentials, then go to the menu option Questionnaires > Forms.












It is essential that you send this form before you request the registration of a qualification file.















To see the details of the questionnaire, click on the title “General Information”



The questionnaire may already have fields completed with the details of your company available to the RE Group, but you should check them and update them where appropriate.



























You will find a series of mandatory fields (marked with an asterisk) that you have to fill in.
If you try to send the questionnaire without these mandatory fields, the system will return the following message:







The system has support sections (the question-mark buttons) which will explain what is required in each case.
Clicking on the help icon will open a window explaining:




Once the minimum mandatory data has been filled in, click on the “Send Details” button to send it.







The system will display the following confirmation message.













To see the list of questionnaires, open the menu option “Questionnaires > Forms” again. Once sent, the status of the form is Pending Validation.

[bookmark: _GoBack]When the RE manager checks and validates the details, the status will change to Valid. The status of the general information form must be Valid for the system to allow you to request registration for a qualification process.
If an error is detected in the information, the status will be Invalid, and the Validation Comments field will explain the reason why the questionnaire is considered to be invalid.



IMPORTANT
Once the General information questionnaire is Valid, it is not advisable to send your details again unless there is something that has to be updated.





5 [bookmark: _bookmark10]Qualification File




5.1 [bookmark: _bookmark11]Introduction


The qualification file contains the qualification process that the supplier starts in relation with the business area.
The supplier starts the qualification process by indicating its business area (supply, materials or services).

The business area is the combination of supply and scope (Spain or Latin America) and can be one of the following types:



Type 1 and type 6 business areas: In both cases, the standard qualification process must be passed, which means a series of minimum technical and sustainability standards associated with the activity.

· Type 2: Besides passing the standard qualification, the supplier must also satisfy requirements to have its equipment or material approved.


· Type 3: The supplier must pass a standard qualification process and a personnel skills process (certain jobs can only be performed by the supplier’s employees who have passed a qualification examination set by Red Eléctrica).

· Type 4: The supplier must pass a registration process in which it must provide sales and business information about the Business area in question. A standard qualification process is not required.



There are no type 5 activities.


A questionnaire in the suppler space must be completed for each business area for which a qualification process is started.

The different activity types, and the minimum requirements for the associated questionnaire, can be seen in the “How to Become a Supplier” section












The activity tree and their types can be opened in Excel format to consult the minimum requirements before starting a qualification process.













5.2 [bookmark: _bookmark12]Registering the qualification file


As an authorized supplier, you can request the start of a qualification process by using the Qualification > Register menu option











The system will then display the “Qualification File” type














Click on the title and the system will display the form for the file with the data to be completed by the supplier.




















Qualification file form






The business area is a detail that must be completed. Click on the red button to select the activity that qualification is requested for






One activity must be selected (4th level of the activity tree).
This window does not allow searches by activity name.
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You can select any activity on the tree for which you want to be qualified, regardless of the business areas you may have selected in the portal registration request.








5.2.1 [bookmark: _bookmark13]Manufacturing and Supply Data (Type 2 Business Area Approval of equipment)	21


If you request registration of a process for a type 2 activity, the system will require that you complete the details of the Factory (name and address) and select at least one item to supply.
If the selected activity is not type 2, the system will not allow you to enter information in these fields.
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To select the supplies, click on the “Add Line” button










Then click on the button highlighted in the red square










To enter the supply selection window.


























Select a supply and then click on “Accept”
The selected item will then appear in the line. There is an option to add comments











The system allows you to add various supply lines.
The codes of the selected items cannot be repeated.



5.2.2 [bookmark: _bookmark14]Request Qualification File Registration




Save ->
The system will generate a unique numerical identifier for the file.
The file will be in “Saved” status.
The supplier can access the details of the saved file from the menu option
“monitoring” -> “saved files” and has the option to:
Delete the file
Open the file (and modify details if necessary) and click on “Request”.



Request ->
The system will make the validations indicated in the next point. Once the validations have been made, the system displays an information message:





Click on the “Accept” button and the system will then show the following confirmation page.
There is no need to add any comment for the following participants.
 The “Accept” button must be clicked again to confirm the registration of the file. 
The file number is indicated at the top of the page. This number is exclusive for this file.






















File registration request by the supplier Click on ACCEPT to Continue




















Confirmation page. File created correctly




5.2.3 [bookmark: _bookmark15]Validation of the File Request


The system will run the following tests after the “Request” button is clicked:



1. The supplier must have completed the
“General information” questionnaire and it must be valid







Please check that the General Information questionnaire is duly completed and in “Valid” status (menu option Questionnaires - Forms). If the status is Pending Validation, you must wait for the Supplier Department to validate the file.


2. The number of files “in progress” or “created” for the business area and supplier in question are checked and if 1 is found, the system will display a block message.

This validation applies to any type of activity, except for type 2 (qualification activity with approval).
Block message:
“A new qualification process for the selected activity cannot be started because there is already a process in progress or created for the same case”


3. The system will check that the supplier is in REPRO (there is a REPRO form for the supplier) and the Supplier Status field in RePro is valid.
This validation applies to any type of activity, except for type 4.
Block message:
“Starting a new qualification process in this business area requires your company to be previously registered in REPRO with a Valid status”


Status	Status
Entered First year-Not paid	KO
Entered First year-Sent	OK
Entered First year-Received	OK
Registered	OK
Registered-Update Sent	OK
Registered-Update Received	OK
Re-registered-Sent	OK
Re-registered-Received	OK
Deleted-Not paid First Year	KO
Deleted-Not registered First Year	KO
Deleted-Not renewed	KO



4. The system calculates the number of different type 1, 2 and 3 activities that the supplier has in “in progress” and “created” files. If the number of activities is greater than 3 (value that can be set in the system to apply to all suppliers), the system shows the following block message:

Block message:
“A new qualification process cannot be started because there are currently files in progress for N different activities”.



5. The system checks that the type 1, 3 and 4 activities that the supplier has for the selected activity are not in one of the following qualification statuses:
Shows interest Pending First Order

Qualified Warned Blocked
Block message:
“Because your qualification (or registration) is valid for this activity we cannot
start this process again”


For type 2 activities, the supplier can be in PPP, Qualified or Warned and start the qualification process. It is not possible if it has been Blocked.


6. If the Supplier already has a Qualification Status for this business area which is “Rejected” (only in type 1 and 3 activities) the system will check the Expiry date for blocking new qualifications. If this date is later than the present it is not accepted. The system will display the following block message that prevents any request for a new qualification process:


“A new qualification process cannot be started for this business area until after
the date: dd/mm/yyyy”


This block does not exist for type 2 and 4 activities. There is no block period for type 4 activities for starting a new qualification process.



5.2.4 [bookmark: _bookmark16]Informative message


The system shows the supplier a warning message (emerging window) with the following information:
I. The number of suppliers qualified for the business area.
II. Whether the family requires personnel approval or training (only for type 2 and 3 activities).
III. If the selected activity is type 4, the system will show the following warning message:
“The goal of this process is to complete the registration of your company in the Portal through the completion of a questionnaire of business references that will be provided shortly, associated with the selected activity”.



[bookmark: _bookmark17]5.3	Questionnaire associated with the activity

Some minutes after requesting the registration of the file you will receive a mail to inform you that before starting the process you must complete a questionnaire associated with the activity.




























[bookmark: _bookmark18]5.3.1 Filling in the questionnaire and sending it


To see the details of the questionnaire, click on the menu option “Questionnaires – Forms”. This option contains the questionnaire pending completion.



















To access its content, click on the questionnaire title, in the example “ESP -
SWITCHES.

We can check the questions and download and see the files with the minimum requirements and the files with the technical specifications.
































To open/download the files with the minimum requirements and technical specifications click on the link with the name of the file and the browser will then ask whether you want to open or download it.
















Example of a Minimum Requirement document download with the Internet Explorer browser



If you decide not to continue with the qualification process after reading the minimum requirements and technical specifications, you can cancel the process.



To continue the process, fill in the questionnaire and click on “Send
Data”.










The questionnaire will be in Pending Validation mode waiting for RE Supplier Management.














After a few minutes, the file status will change to “IN PROCESS (RE MANAGER)”, you will receive a message as shown below to indicate that the validation process for the file has started.
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5.4 [bookmark: _bookmark19]As supplier I Cancel a Qualification Process


If your company decides not to start the qualification process and has not filled in the associated questionnaire, the file can be cancelled.
To do this, open the menu option: “Qualification – Monitoring”









Locate the qualification file in this option which is in the “Pending Supplier” status, because the associated questionnaire has not yet been submitted.
Click on any of the columns to access the details of the file.

 (
©
Fullstep
 2019| Supplier User Guide.docx|
) (
34
60
)

	

	

	





To cancel the qualification file click on the “Cancel” button










5.5 [bookmark: _bookmark20]As supplier I request the deletion of a Qualification Process


If you decide not to continue with the processing of a qualification process as a supplier, you can request its cancellation. The steps to follow are explained below.
First of all, we check that the file is in the IN PROGRESS status and not CREATED (in which case we can handle the deletion ourselves).
1._ Access the menu option “Qualification – Monitoring”, select the “Pending RE” or "Pending Supplier” filter and take note of the number of the file to be deleted.














2._ Enter the menu option “Qualification – Registration”, select the type “Cancel the qualification process”


3 ._ Fill in the form, indicating the number of the file to delete.









There is the option to indicate the reason for the cancellation.



4 ._ Click on the “Request” button and then click on “Accept” on the confirmation page




















Your request will be handled by an RE Manager.
5 ._ When the cancellation of the qualification file has been processed by the system, the result will appear in the supplier space. The system will not send any automatic notification of the process.
When the qualification file is cancelled, it can be checked in the menu option “Files” - “Cancelled” Filter




When the request for cancellation is finished we can check the result under the “Qualification – Monitoring” menu option. Select the scenario “Consult File Cancellation” using the “cancelled” filter


























5.6 [bookmark: _bookmark21]RE Manager returns the file to the Supplier


Once the questionnaire associated with the business area has been completed and sent, the supplier department of RE will assess it.
The RE Manager may return the questionnaire to the supplier because some further action is needed.
if this happens, you will receive an email message with the subject line:
Return Qualification File / RE Suppliers
The body of the mail will contain the comments by the manager and the date on which the file must be returned to the manager (deadline for return)




































IMPORTANT
The RE manager indicates a deadline for the qualification file to be resubmitted. The file will automatically be cancelled on the day after the deadline.





5.7 [bookmark: _bookmark22]As Supplier I return the File to the RE Manager


To access a file that has been returned by the Supplier Manager, open the menu option: Qualification > Monitoring.
To see the details of the file, click on any of the columns corresponding to the file line:
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The details of the file allow you to see the manager’s instructions in the Observations field.
Do the actions that have been indicated, in this case to update the annexed document in the questionnaire (option in the Questionnaire menu) and resubmit the file to the manager.
We also have the option to add our own comments.



















Click on the “Resend to Manager” button in the top right corner of the screen




The system displays the following page where you have to click on the “Accept” button to proceed with the return of the qualification file to the manager.
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To read the qualification file, return to the menu option
“Qualification – Monitoring”
The qualification file is no longer pending our action, so that the display does not contain any information.
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If we click on “Filters”, we can find the file in the “Pending RE” section












5.8 [bookmark: _bookmark23]As Supplier I do NOT return the File to the RE Manager within the set period (deadline for Return)


If the RE Manager returns a file for action and the deadline for returning it expires, it will automatically be cancelled.
You will receive an email message with the subject line:
Automatic file cancellation / RE Suppliers
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The qualification process has been cancelled automatically by the system. We can
consult the menu option “Qualification – Monitoring” using the Cancelled filter



















We can request the registration of a new qualification file for the same activity. The process is the same as when requesting registration for the first time.
You will be asked to fill in the questionnaire associated with the business area. Its status will be Pending completion. When entering the details of the questionnaire, you will see that the data sent when processing the cancelled qualification file has been retained.
You can go over the information entered previously and submit the questionnaire again.
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5.9 [bookmark: _bookmark24]RE Manager > Approving the Qualification File


When the RE Manager has evaluated the information in the qualification file and has decided to approve it, the system will inform you automatically.
The body of the mail will show the number of the approved file and the business area.
The message itself with vary depending on the type of activity that qualification was requested for, with the status of the qualification or registration for the activity.


Type 1 Activity:
As regards the qualification file mentioned in this mail, we inform you that your company’s application to qualify as an RE supplier for the activity in question has concluded correctly. This means that your company now forms part of the supplier database of Red Eléctrica for this business area with the status of PENDING TEST ORDER. Your qualification for this activity will be consolidated, acquiring QUALIFIED status, when you successfully pass the test order which will be assigned to you in accordance with our financial technical criteria for assessing bids.


Type 2 Activity:
As regards the qualification file mentioned in this mail, we inform you that your company’s application to qualify as an RE supplier for the activity in question has concluded correctly. This means that as regards the materials / equipment requested in the relevant file for which you have been technically assessed, your company now forms part of the supplier database of Red Eléctrica for this business area with the status of PENDING TEST ORDER. Your qualification for these materials / equipment will be consolidated, acquiring QUALIFIED status, when you successfully pass the test order which will be assigned to you in accordance with our financial technical criteria for assessing bids.


Type 3 Activity:
As regards the qualification file mentioned in this mail, we inform you that your company’s application to qualify as an RE supplier for the activity in question has concluded correctly. This means that your company now forms part of the supplier database of Red Eléctrica for this business area with the status of PENDING TEST ORDER. We also remind you that, before you can be assigned part of this business area, you must have a minimum number of employees qualified to do the work. The Department responsible for this Activity in our company will inform you of the steps to take and any upcoming qualifying examinations. Once you have this skilled personnel, your qualification for this activity will be consolidated, acquiring QUALIFIED status, when you successfully pass the test order which will be assigned to you in accordance with our financial technical criteria for assessing bids.
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Type 4 Activity:
As regards the file mentioned in this mail, we hereby inform you that your company has been registered in the supplier space for the activity that you have expressed an interest in.


Type 6 Activity:
As regards the qualification file mentioned in this mail, we inform you that your company’s application to qualify as an RE supplier for the activity in question has concluded correctly. This means that your company now forms part of the supplier database of Red Eléctrica for this Family with the status of QUALIFIED.


Unless the approved process is for a type 2 activity - Qualification with Approval, you cannot request registration for a new file for the same activity, because your company is already qualified.


You can consult the approved file by entering the menu option “Qualification – Monitoring”, using the “Approved” filter.



















5.10 [bookmark: _bookmark25]RE Manager rejects the Qualification file


When the RE Manager has assessed the information in the qualification file and decides to reject it, the system does not allow the registration of a new file for the same business area until the blockage time established by the supplier management has expired.
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You can consult the rejected file by entering the menu option “Qualification – Monitoring”, using the “Rejected” filter.


















Click on any of the columns of the row corresponding to the rejected file number to see the details.
The “Qualification Details” tab allows you to check the expiry date for the block on
Starting the qualification of a new file for the business area.
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6 [bookmark: _bookmark26]Other questionnaires: Repro and Axesor




6.1 [bookmark: _bookmark27]RePro Questionnaire


If you want to qualify for type 1, 2, 3 and 6 Business areas, the supplier must be registered in RePro, a register managed by the Achilles company, before starting any qualification process.


You can check whether your details are available by looking at the “Questionnaires - Forms” menu option
in RePro in the supplier space.








You can see the Repro data by clicking on the name of the form.
This form is provided for information and is read only.
If you see that any detail it contains is not correct, please contact Repro.























6.2 [bookmark: _bookmark28]Axesor Questionnaire


You can check whether your details are in RePro supplier space by looking at the “Questionnaires - Forms” menu option
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You can see the Repro details by clicking on the name of the form.
This form is provided for information and is read only.
If you see that any detail it contains is not correct, please contact Repro.




























7 [bookmark: _bookmark29]Supplier File



The Supplier File menu option lets you consult the basic data about your company that is available in the supplier space.
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Clicking on any of the visor columns will open the details of the file in consultation mode. You cannot update any details from this section.


The supplier file contains the details of your company and structures the information in 4 blocks:
· General Information
· Additional Documents
· Sustainability Information
· Qualification Statuses



The data contained in the supplier file can be sourced from:
· REPRO. Name of Field with (R)
· AXESOR > Name of Field with (A)
· Information filled in in the Supplier space > Name of Field with (P)
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The “Qualification statuses” tab shows the business areas that the company is qualified for, the type of activity and qualification status.


















8 [bookmark: _bookmark30]Qualification Report



In this menu option you can download the report on qualification statuses of your company at the time of compiling the report.
If your company does not have a qualification status, the system will show the following message when entering the menu option "Qualification Report”:
“There are currently no qualification statuses for any activity”
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If there is a qualification status, the system will create a report (“.pdf” file) and the browser will ask whether you want to open or download it.
















Firefox Browser. Generation of a qualification report. Download or Open report in “pdf” format








Internet Explorer Browser. Generation of a qualification report. Download or Open report in
“pdf” format. Footnote.






An example of printing the qualification status report is shown below:
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9 [bookmark: _bookmark31]Tax ID No. (CIF) Modification Report

9.1 [bookmark: _bookmark32]Introduction


You can use this type of request, as an RE supplier, to ask for a change of your CIF through the RE Suppliers Space.
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This guide will guide you through the steps to follow when you want to request a change of CIF for: merger, absorption, demerger, changes of CIF for the same company and others.
There are several pre-requisites that must be complied with before requesting a change of CIF:
1. The request for a change of CIF must be submitted by the new company.


2. This new company must be registered on ProRed, with the new CIF and later completed the General Information questionnaire.


3. Once the process of changing the CIF is complete, you can access the information related with this change by opening the details of the request. The CIF of the former company will be deleted from the Prored supplier space.




9.2 [bookmark: _bookmark33]CIF Modification Request Registration



As an authorized supplier you can issue a CIF modification request by entering the menu option “CIF Modification > Registration”











The system will then display the “CIF Modification” request type














Click on the title and the system will display the form with the data to be completed by the supplier.
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CIF Modification Form




9.2.1 [bookmark: _bookmark34]Documents required for the process


The fields preceded by (*) in bold format are mandatory for the request to proceed. They must indicate the CIF and name of the former company and the reason for modifying the CIF.
Some documents are also required for the process to continue. The documents in question can be seen in the file “Documents Necessary for Business Movements.pdf”.
Click on the link of the “Documents Required for the process” field











Your browser will now either open or download the document:
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Example of the message to download/open the document with INTERNET EXPLORER BROWSER



Once you have the relevant documents, attach them to the field Attached Documents Required for the process.











Clicking on the “Attach” link will open a window like the one shown in the image. Choose the file to attach using the Examine button. You can also add write comments on the file, for example a title for the file you are attaching. You can then click on the Accept button. The file will be added to the request.


















You have the option to include comments in the “Supplier Comments” field
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The fields Manager Comments Suppliers to Supplier and related attachments are not editable. They are intended for the RE supplier manager who is processing the request.



9.2.2 [bookmark: _bookmark35]Reason for Modifying CIF


You have to choose one of the values in the list suggested by the “CIF Modification” field.












If the reason is not included among these values: Absorption, Merger, Demerger, CIF change for the same company, select the “Others” option and write the relevant comments in the field.








If the CIF Modification Details “others” field is empty when clicking the “Request” button, the system not send the request and will show the following message.
You can use the horizontal scroll bar to read the text of the block message.
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9.2.3 [bookmark: _bookmark36]Request CIF Modification Registration


Click on the “Request” button to issue the request














The system will ensure that all the mandatory fields are filled in.
If not, the system will show a message to indicate which field is still pending:
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If all the mandatory fields are filled in, the system will show the next page, where you do not have to add any comment for the next participants.
You have to click on the “Accept” button again to confirm the registration of the request.




















Issue request Click on ACCEPT to Continue



The request number is indicated at the top of the page.
The system will then show a page to confirm that the action has been performed correctly.


















Confirmation page. Request sent correctly





Other action buttons: “Save” ->
The system will generate a unique numerical identifier for the request. The request has NOT been sent.
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We can access the saved request from the menu option “monitoring -> “Pending Supplier”. The changes to the form can be applied before finally clicking on the Request button to make the registration effective.





9.3 [bookmark: _bookmark37]CIF Modification Request Monitoring


To see the status of the CIF modification request, open the menu option:
“CIF Modification – Monitoring”










In this option, we can see different filters to consult the requests according to their processing status.
Filters:
Pending: Requests pending processing by the supplier. Either because the supplier manager has returned it or because they have been saved but not issued.
In Progress (RE Manager): Requests being processed by RE. Ended: Requests already processed and which are finished. Cancelled: Requests cancelled by the supplier manager.












Click on any of the columns to access the details of the request.



9.3.1 [bookmark: _bookmark38]RE Manager returns the request
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Once the CIF modification request has been issued, the RE supplier department will begin to review it.
The RE Manager may return the request to the supplier because more documents are required or to clarify some of the information that it contains.
if this happens, the user who submitted the request will receive an email message with the subject line:
CIF Modification Request Return
The body of the mail will contain the comments of the supplier manager explaining the reason why it has been returned.





























Entering the Supplier Space, using the menu option “CIF Modification – Monitoring” and the “Pending” filter, you will find the request pending your action.
Click on any of the columns shown to access the details of the request
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The fields highlighted below in red will contain the reason for the return.














9.3.2 [bookmark: _bookmark39]As Supplier I return the request to the RE Manager


The details of the request allow you to see the instructions under “Manager’s comments”.
Make any relevant changes, which in this example means updating the documents required for the process and resubmitting the request to the manager, clicking on the “Request” button again.
We also have the option to add our own comments.














The system displays the following page where you have to click on the “Accept” button to
resubmit the request to the supplier manager.
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The request is no longer pending our action, therefore, the “Pending” display
does not contain any information.


















If we click on “Filters”, we can find the file in the “In Progress (RE Manager)” section


















9.3.3 [bookmark: _bookmark40]RE Manager approves the request


When the request has been processed in the REE systems, you will receive an e-mail like the one shown below:
Subject: CIF Modification Request Approved



The body of the mail will contain the number of the finished request.
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Entering the Supplier Space, using the menu option “CIF Modification – Monitoring” and the “Ended” filter, you will find the processed request.














9.3.4 [bookmark: _bookmark41]RE Manager cancels the request


The supplier manager can cancel a CIF Modification request when this is not required or cannot be processed. For example, if the CIF request has been issued in duplicate.
If the CIF modification request is cancelled, the system will notify the submitting user automatically
The subject line of the mail notification is:
CIF Modification Request Cancellation



The body of the mail will contain the number of the cancelled request.
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To see the reason for the cancellation, enter the Supplier Space, using the menu option “CIF Modification – Monitoring” and the “Cancelled” filter to find the request which has been cancelled.














Clicking on any of the first columns will show the details of the request and the “Supplier Manager to Supplier Comments” field will contain the comments related with the cancellation.
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SOLICITAR REGISTRO

Para continuar con el proceso de alta es imprescindible que lea y acepte los siguientes
puntos de acceso al Espacio de Provesdores.

He leido y Acepto el documento: "Cédigo de Conducta para proveedores” del Grupo
Red Eléctrica y me comprometo a cumplir con los dispuesto en él en el momento de la
aceptacion del contrato.

B He leido y acepto el documento: "Condiciones Genarales de Contratacién de equipos y
materiales” del Grupo Red Eléctrica y me comprometo a cumplir con lo dispuesto en él
en el momento de la aceptacién del contrato.

He leido y acepto el documento: “Condiciones Generales de Contratacién de servicios”
del Grupo Red Eléctrica y me comprometo a cumplir con lo dispuesto en él en el
momento de Ia aceptacién del contrato.

He leido y acepto el documento: “Condiciones Generales de Contratacién de obras” del
Grupo Red Eléctrica y me comprometo a cumplir con o dispuesto en &l en el momento
de la aceptacion del contrato.

He leido y acepto el documento: “Politica de garantias” del Grupo Red Eléctrica y me
comprometo a cumplir con lo dispuesto en &l en el momento de la aceptacion del
contrato.

He leido y acepto el documento: "Gufa de usuario para la gestién de subcontrataciones”
del Grupo Red Eléctrica y me comprometo a cumplir con lo dispuesto en él en el
momento de Ia aceptacién del contrato.

Declaro que las informaciones y documentos que facilite a al Grupo Red Eléctrica son

Declaro que en caso de cualquier modificacién de la informacion proporcionada me
comprometo a comunicarselo al Grupo Red Eléctri

NTINUAR
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Estimado proveedor,
A continuacién se le indica informacién relativa a su solicitud nimero 18498.

En relaci6n con la solicitud de modificacion de CIF

Devolucion indicada en este mail, le comunicamos que le ha
sido devuelta para su gestion.

Observaciones Gestor Proveedores a La documentacin aportada no es correcta Faltan

Proveedor el registro mercantil. Gracias!

Por favor no conteste a este mail, ya que se ha generado de forma automtica desde el servidor
de correo.

Para cualquier asunto relacionado con la gestion de la solicitud en el Portal pénganse en contacto
con Fullstep a través de su centro de soporte en el teléfono: 91077 03 04 0 a través del correo
electrnico: soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de modificacion de C.LF, consulte la guia de
usuario del Portal o bien pénganse en contacto con la Direcci6n de Aprovisionamientos a través
de ASA (Atencion y Soporte de Aprovisionamientos) en el teléfono (+34) 91659 99 83 0 a través
del correo electrénico asa@ree.es




image9.png
Registro de proveedores: Compaiiia (Paso 1 de 4)

Para registrar la compaiia solicitante , rellene los datos requeridos a continuacion y haga
‘clic’ en 'Siguiente’, Este proceso requiere que usted asigne un codigo para su compaiia,
que luego utilizara Vd. y todos 105 usuarios registrados de su compafiia para acceder al
portal

E obligatorio rellenar los campos marcados con *

csd. comparia () : (2]

Razén sosial (%)

Diraceién (%)

[
[
B [ —
biacn 1 [ —
e )
s (9
wir e B | E—

et b I =5 )

Clisntes da raferancia: (2]

e — ]

Dir. veb emprass.

bzarvscionas: (1]

(specifique las obseruaciones
aue consider partinentes)





image105.png
Escenarios Seleccionado: MODIFICACION CIF

Fitros
visoa 1] de 1
e
’ Fecha de . . o Soci .
Identificador G Nueva Sociedad CIF Antigua Sociedad Razén Social Nueva Sociedad
18517 28/01/2013 PRUEBAL - FULLSTEP NETWORKS S 2 Saezseisas B FULLSTEP NETWORKS S.L
< Iy




image106.png
(*)Adjuntos Documentacion Requerida para el tramite

Observaciones Proveedor

[Observaciones Gestor Proveedores a Proveedor

|Adijuntos relacionados Gestor Proveedores a Proveedor
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La accién requerida reqy

re un cambio de etapa dentro del sistema. Pulse aceptar para continuar dicha accion. De lo contrario pulse cancelar.

EN CURSO (Gestor RE)

Los préximos participantes sersr

‘Gestor Provesdorss
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Comentarios para los préximos participantes:
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¥ Escenarios Seleccionado: MODIFICACION CIF

Filtros Pendientes

eo b M

pigina.

Dasplace una columna aqui para agrupar por ese concepto
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¥ Escenarios Seleccionado: MODIFICACION CIF

AFiltros

En curso (Gestor RE)

Pendientes (0) Finalizadas (0)  anuladas (0)
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Dasplace una columna aqui para agrupar por ese concepto
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Arbol de Suministros y requisitos:

Red Eléctrica Red Eléctrica en su apuesta por incrementar [a transparencia, permite a cualquier
‘empresa conocer los suministros que adquiere, asf como ios requisitos MINIMOs que ésta debera
cumplir para superar &l proceso de calificacion asoeiado a la Actividad seleccionada:

ol de actividad

pulse aqul
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Estimado proveedor,

A continuacion se le indica informacion relativa a su solicitud nimero 18497.

En relaci6n con la solicitud de modificacién de CIF
solicitud Finalizada indicada en este mail,le comunicamos que ha sido
aprobada.

Por favor no conteste a este mail, ya que se ha generado de forma automtica desde el servidor
de correo.

Para cualquier asunto relacionado con la gestion de la solicitud en el Portal ponganse en contacto
con Fullstep a través de su centro de soporte en el teléfono: 91077 03 04 0 a través del correo
electrdnico: soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de modificacion de C.LF, consulte la guia de
usuario del Portal o bien pénganse en contacto con la Direcci6n de Aprovisionamientos a través
de ASA (Atencion y Soporte de Aprovisionamientos) en el teléfono (+34) 91659 99 83 0 a través
del correo electrénico asa@ree.es
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¥ Escenarios Seleccionado: MODIFICACION CIF

Filtros

de1

pigina.

Dasplace una columna aqui para agrupar por ese concepto
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Saruse1zesoz

Raz6n Social Nueva Sociedad
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Estimado proveedor,
A continuacién se le indica informacién relativa a su solicitud nimero 18493.

En relacin con la solicitud de modificacién de CIF
indicada en este mail,le comunicamos que ha sido

solicitud Anulada anulada. Puede consultar los motivos de la
anulacion accediendo al detalle de la solicitud en el
espacio de proveedores

Por favor no conteste a este mail, ya que se ha generado de forma automtica desde el servidor
de correo.

Para cualquier asunto relacionado con la gestion de la solicitud en el Portal pénganse en contacto
con Fullstep a través de su centro de soporte en el teléfono: 91077 03 04 0 a través del correo
electrdnico: soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de modificacion de C.L.F, consulte la guia de
usuario del Portal o bien pénganse en contacto con la Direcci6n de Aprovisionamientos a través
de ASA (Atencion y Soporte de Aprovisionamientos) en el teléfono (+34) 91659 99 83 0 a través
del correo electrénico asa@ree.es
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Observaciones Proveedor

Observaciones Gestor Proveedores a Proveedor

esta repatido

Adiuntos relacionados Gestor Proveedores a Proveedor
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Registro de proveedores: Actividades de la Compaiiia (Paso 2 de 4)

Ahora debe especificar Ias actividades de su compafiia.
Utilice el drbol para seleccionar las actividades

Cuando haya terminado de seleccionar actividades, pulse 'Siguiente’

Seleccién de Actividade:

(Despliegue las actividades hasta el 40 nivel para seleccionar las actividades de su compaiia)

T actwidadss
-2 e

+ 2 naTeRiALES

- 2= sevicios
+ 2 aveRias EN Lineas
+ 25 AVERIAS EN SUBESTACIONES
+ 25 BRIGADAS MANTENIMIENTO
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+ 25 ESTRUCTURA METALICA LinEAS
+ 2 GeoTECNICOS ¥ ToPOGRAFICOS
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Registro de proveedores: Datos del usuario principal (Paso 3 de 4)

Para poder acceder al portal como proveedor, debe rellenar los datos que se detallan a continuacion y hacer ‘dlic’ en ‘Siguiente'.
Una vez autorizado y al ser usuario principal, dispondra de la posibilidad de crear nuevos usuarios para la Compaiia.

* Los campos marcados con un asterisco son imprescindibles. Por motivos de seguridad, el usuario y Ia contraseiia deben tener una longitud
minima de seis caracteres.

] [—
Homare ) [—
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Registro de proveedores: Confirmar registro (paso 4 de 4)

Pulse el botén ‘Enviar’ para registrarse.
| Yaha introducido toda la informacion requerida para su que se valide su registro como proveedor

A continuacién recibird un e mail que contiene los datos de este registro y deberd esperar a recibir un segundo
mail de autorizacién para poder acceder al portal.

e [
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REGISTRANDO PROVEEDOR EN EL ESPACIO DE PROVEEDORES RE

El registro se ha completado correctamente, en breve re un correo
electrénico con la respuesta a su solicitud de alta en el Espacio de
Proveedores de Red Eléctrica.

cerRaR
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W RED
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Notificacién de solicitud de alta en el Espacio de Proveedores
Muy sefiores nuestros:

Les notificamos que su solicitud de alta en el Espacio de proveedores de Red Eléctrica ha sido
recibida. En breve recibird respuesta ala misma.

A continuacién le presentamos los datos de registro de la solicitud.

Datos de la compaiiia

Codigo compaiia ESAB2661935
Denominacion FULLSTEP NETWORKS S.A
NIF A82661935

Volumen de facturacion (en miles de EUR)

Direccion Plaza Carlos Trias Bertran, 7 p-3
Codigo Postal 28020

Poblacion MADRID

Provincia Madrid

pais Espafia

Moneda Euro

Idioma Espaiol

Direccién web
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% RED
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77 DE ESPANA

Les notificamos que ha sido autorizado su acceso al espacio de proveedores de RE. Les
adjuntamos los datos con los que ha sido registrada su compaiia.

Datos de acceso
Codigo compaiia ESAB2661935
Codigo usuario FULLSTEP

Datos de la compaiiia

Compai FULLSTEP NETWORKS S.A
NIF A82661935

Codigo Postal 28020

Poblacion MADRID

Provincia Madrid

Pais Espafia
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LOGIN &No tiene una cuenta? Registrese

RELLENE LOS DATOS PARA ENTRAR EN SU CUENTA.

coMPARIA *

CONTRASENA *

He olvidado mi contrasefia

ENTRAR
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RECORDAR

RELLENE LOS DATOS PARA CAMBIAR SU CLAVE

COMPARIA *

USUARIO *

EMALL

ENVIAR
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La empresa compradora le soliita la informacion referente a los formularios pendienes:

Desplace una columna aquf para agrupar por ese concepto

Fecha limite i »
Estado Fechasoliciud (o0, ion Identificador Obligato Formulario
v v v v v v

© Pendiente de cumplimentar | 06/112018 osrr2n018 18201 * Informacion General
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Informacién General
Identificador

18201

Los campos marcados con (*) son de ol

jada cumplimentacién

Datos Generales |

ite para cumplimentacion
06/12/2018

(*)éPertenece a algiin grupo nacional o internacional?

En caso afirmativo,

(*)ZEs su empresa Centro Especial de Empleo (CEE)?

(*)Persona de contacto Licitaciones

(*)Cargo de la persona de contacto Licitaciones

ita

(*)Teléfono de la persona de contacto nes
(*)Email de la persona de contacto Licitaciones

(*)Em:

Pedidos

(*)Niimero medio de empleados en plant
(*)Nombre Abreviado
(*)Anagrama

(*)Teléfono principal de la empresa

Observaciones Validacion

ue el nombre del grupo empresarial al que pertenece

pedidos@fullstep com
[FULLSTEP NETWORKS 5.A
[FuLLSTER

[e12962000
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INICIO SUS DATOS SuU coMPARNiA CALIFICACION FICH

Informacién General

Identificador Solicitante
17923 Administrador Sistema

El cuestionario ha sido enviado correctamente.
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Desplace una columna aqui para agrupar por ese concepto

Fecha limite i »
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© Pendiente de validar 05112018 18190 % Informacion General




image28.png
MaterialiServicio  Categoria Familia
(Nivel2) - | (hivel 3) (hivel 4) e
™ AISLADORES DELINEAS AISLADORES COMPUESTOS DE LINEAS Tipo 2 (calficacion estandar
+homologacién de equipes)
- B
™ AISLADORES DELINEAS AISLADORES DE VIDRIO DELINEAS Tipo2 calificacién esténdar 5]

+homalogacién de squipos]





image29.png
CUESTIONARIOS SUS DATOS SuU cCOMPARNIA FICHA DE PROVEEDOR

Bienvenido al Espacio de Proveedores de Red Eléctrica | Seguimiento
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(@ 040 - CABLE CONDUCTOR DESNUDO
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(B0 060 - CABLES AISLADOS MED/BAJA TENS.
(8070 - CABLES BAJA TENSION DE SUBESTACION
(@ 050 - CABLES COMUNICACIONES

(@0 050 - CAJAS DE PUESTA A TIERRA

(@ 100 - CASETAS PREFABRICADAS.

@ 110 - EMBARRADOS

@ 120 - EQUIPOS BLINDADOS

(@ 120 - EQUIPOS DE PROTECCION Y MEDIDA

(B 140 - ESTRUCTURA METALICA DE SSE2

(B 150 - ESTRUCTURA METALICA LiNEAS
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Informacién adicional sobre la actividad para la que esta solicitando la
calficacion:

* Actualmente existen 12 proveedores calficados en dicha actividad

Para continuar con el proceso de calificacién pulse aceptar, Ental caso.
Se le requerirs que cumplimente el cuestionario de requisitos asociado.
2 la actividad seleccionada. Recibirén un mail, en breve, una vez esté
disponible dicho cuestionario para su cumplimentacion, en la pestafia:
“CUESTIONARIOS".

En caso de no querer continuar con el proceso pulse Cancelar.

Desea continuar?
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La accion requerida requiere un cambio de etapa dentro del sistema. Pulse aceptar para continuar dicha accion. De lo contrario pulse cancelar.

[CREADG.

Los préximos participantes seran:

Provesdar
sistems sistema integracién

interno de PM o proveedor

Comentarios para los préximos participantes:
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Acci6n: Solicitar

Identificador: 18375 Fecha: 12/11/2018

Denominacién: FE-1.Expediente de Calificacion

La accién se ha realizado correctamente
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A 15 i deio qus o cossionars denformacion Genr
hecearopaa conforma i fich, o st vigent,

Aceptar
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Aviso de solicitud de cuestionario
Estimado proveedor,

Esta notificacion es para indicarle que ya tiene disponible, para su cumplimentacion, el
cuestionario E001 - ESP-INTERRUPTORES.

Puede acceder al mismo a través de la pestafia “CUESTIONARIOS” del Espacio de proveedores de

RE (ttps://ree-prored.fullstep.net)

Por favor no conteste a este mail, ya que se ha generado de forma automtica desde el servidor
de correo.

Para cualquier asunto relacionado con el expediente ponganse en contacto con Fullstep a través
de su centro de soporte en el teléfono: +34 91077 03 04 0 a través del correo electrénico:
soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de calificacion, consulte la guia de usuario
del Portal o bien ponganse en contacto con la Direccién de Aprovisionamientos a través de ASA
(Atencién y Soporte de Aprovisionamientos) en el teléfono (+34) 91 659 99 83 0 a través del
correo electrénico asa@ree.es
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INICIO SUS DATOS SuU cCOMPARNIA CALIFICACION FICHA DE PROVEEDOR

La empresa compradora le soliita la informacion referente a los formularios pendienes:

Desplace una columna aquf para agrupar por ese concepto
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ESP-INTERRUPTORES
Ident
18367 Admi

Fecha

icador

Los campos marcados con (*) son de obligada cumplimenta

Reauistos/Respusstos aportados por proveeder |

imite para cumplimentacion

Minimos Exigi @
Especificaciones Técnicas @
=711 SISTEMAS CERTIFICADOS ===~ @
(*)1.1.1 ¢Dispone su centro productivo de sistema de gestién de calidad IS0 90012 ]
(*)1.1.2 ¢Dispone su centro productivo de sistema de gestion ambiental IS0 140012 ]
()1.1.3 iDispone su centro productivo de sistema de Gestion de Seguridad y Salud B

OSHAS 180017

=***= 1.2 VOLUMEN O GAMA DE SUMINISTRO*=**=

(*)1.2.1 Indique, en €, el Importe de facturacion medio anual de su empresa en

interruptores, para los dltimos 3 afios

(*)1.2.2 Indique el porcentaje que representa el importe de factura
campo anterior, respecto al total de la facturacién de la compaitia

(*)1.2.3 Indique si su empresa tiene la posibilidad de sumi
dos niveles de tension de los especificados en la ET023

==**= 1.3 EXPERIENCIA DE SUMINISTRO Y REFERENCIAS COMERCIALES ===

1.3.2 Adjunte presentacion comerdial relativa a los servicios que presta relacionados con la Familia

de interruptores: gama, servicios asociados,
(*)1.3.3 Indique el/los paises en los que opera para la Fami

istro de equipos en al menos.

icado en el

Disefio - Interruptores (122).pdf (202 kb:

122-ET023 Interruptores AT.pdf (785 kb)
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La empresa compradora le soliita la informacion referente a los formularios pendienes:

Desplace una columna aquf para agrupar por ese concepto
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Estimado proveedor,

A continuacion se le indica informacion relativa a su expediente nimero 18357.

Actividad ARMADO E IZADO DE APOYOS (E - S - 540 - 0005)

—_ Le informamos que mediante el envio del cuestionario asociado al nimero de
’ expediente indicado en este mail, comienza el proceso de validacién de su

Calificacion

empresa para convertirse en proveedor de nuestra compafiia en la mencionada
Expediente

actividad.
Por favor no conteste a este mail, ya que se ha generado de forma automatica desde el servidor
de correo.

Para cualquier asunto relacionado con el expediente ponganse en contacto con Fullstep a través
de su centro de soporte en el teléfono: +34 91077 03 04 0 a través del correo electr6nico:
soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de calificacion, consulte la guia de usuario
del Portal o bien ponganse en contacto con la Direccién de Aprovisionamientos a través de ASA
(Atencion y Soporte de Aprovisionamientos) en el teléfono (+34) 91 659 99 83 0 a través del
correo electrénico asa@ree.es
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INICIO CUESTIONARIOS SUS DATOS SuU cCOMPARNIA FICHA
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¥ Escenarios Seleccionado: Expedientes

Filtros
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Dasplace una columna aqui para agrupar por ese concepto
No Expediente  Fecha de Creacién  Actividad Fecha Inicio Expediente Fecha Fin Expediente Situacion actual
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re un cambio de etapa dentro del sistema. Pulse aceptar para continuar dicha accion. De lo contrario pulse cancelar.

Gestor RE (5e asignara posteriorments)

Comentarios para los proximos participante:
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Estimado proveedor,

A continuacion se le indica informacion relativa a su expediente nimero 18357.

Actividad
Observaciones
Gestor

Fecha limite
Devolucién

Devolucién
Expediente

ARMADO E IZADO DE APOYOS (E - - 540 - 0005)

solicito revisién del documento adjunto en la referencias del clientes. linea 1

09/11/2018

Le informamos que el nimero de expediente de calficacion indicado en este
mail,le ha sido devuelto para su gestién. Le recordamos que tiene de plazo hasta
Ia fecha limite devolucién mencionada para el cumplimiento de lo indicado en el
pirrafo Observaciones Gestor; de lo contrario, llegada dicha fecha,
procederemos a cancelar autométicamente el mencionado expediente de
calificaci6n. Asi mismo le informamos que, hasta el efectivo cumplimiento por su
parte de lo indicado en dichas observaciones, el plazo para resolver su
calificacién queda suspendido desde la notificacién de este ma

Por favor no conteste a este mail, ya que se ha generado de forma automatica desde el servidor

de correo.

Para cualquier asunto relacionado con el expediente ponganse en contacto con Fullstep a través
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Accién: Reenviar a Gestor

Identificador: 18366

Denominacién: FE-1.Expediente de Calificacion

Fecha:

12/11/2018

La accion se ha realizado correctamente

La solicitud ha sido enviada a las siguientes etapas:

EN CURSO (Gestor RE)
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Aviso de anulacidn automética de expediente de calificacion

Estimado proveedor:

En relaci6n con el expediente de calificacion n 18357 para la actividad: £-5-540-0005 ARMADO E
1ZADO DE APOYOS Ha sido cancelado debido a que no nos consta que haya dado cumplimiento al
requerimiento que e notificamos el dia 08/11/2018 relativo &

MOTIVO: solicito revision del documento adjunto en la referencias del clientes. linea 1

Para cualquier asunto relacionado con la gestion de expedientes en el Portal ponganse en
contacto con Fullstep a través de su centro de soporte en el teléfono: (+34) 9107703 04 0 @
través del correo electrénico: soporteprored@fullstep.com

Para cualquier otra duda o consulta sobre el proceso de calificacién, consulte Iz guia de usuario
del Portal o bien ponganse en contacto con la Direccién de Aprovisionamientos a través de ASA
(Atencién y Soporte de Aprovisionamientos) en el teléfono (+34) 91 659 99 83 0 a través del
correo electrénico asa@ree.es
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