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1 CONTENTS  

The purpose of this document is to assist Redeia suppliers in carrying out the various activities 

and functions available on the supplier portal operated by JAGGAER. 

 

2 REGISTRATION PROCESS  

In order to access the Redeia purchasing platform and participate, you must be registered in the 

system.  

 

2.1 Self - registration  

To register independently, please access the following URL: 

https://portal-aprovisionamientos.redeia.com/web_en/login.html 

 

And click on "New User Registration". 

If you are alredy registered, please log in using the surname and password you used when 

registering on the Licita platform, under “Supplier Access”. 

 

 

You will then be taken to the registration process.  

https://portal-aprovisionamientos.redeia.com/web_en/login.html


 

 

  

 

 

SUPPLIER QUALIFICATION MANUAL 

   4 

2.1.1 Basic Registration Form  

The first step in the registration process is the Basic Registration Form. The fields included in this 

form include details about the company and the user who will be using the platform.  

 

 

 

The fields marked with a (*) are mandatory. If you try to save without completing one of these 

fields, it will be highlighted with an error message: 

 

 

 

The "Tax Code" and "Postcode" fields have a specific format depending on the country. Clicking on 

the  icon will show you the correct format: 
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Once all fields have been completed, click "Save": 

 

 

 

This is when you will receive the access codes for the portal: 
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2.1.2 Additional Information Form  

The next step that suppliers must complete is the Additional Information Form. As in the previous 

step, fields marked with an * are mandatory. 

 

 

 

Some forms will have conditional questions, so depending on your answers, you may be asked 

some questions or others.  

 

Once the form is completed, your profile will be complete, and you will receive the following 

message: 
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2.1.3 Account activation and category selection  

Once the registration has been completed, the information will be validated and an initial monito-

ring of the supplier’s risks in the financial and compliance areas will be carried out. If the supplier 

does not pass this initial monitoring, the process cannot continue. This will be communicated. 

If the supplier passes this first screening, the account will be activated. You will receive the follo-

wing notification, informing you of this and providing access to the category tree so that you can 

complete your classification: 

 

 

 

To do this, they must log in to the Portal with their username and password: 
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Once inside the platform, you can access the categories menu directly by clicking on:  

 

 

 

If, on the other hand, they prefer to do so later, they can click on "No, I'll do it later" and access it 

later, directly in the "My Organisation" > "My Item Groups" menu. 

 

 

 

 

By clicking on "Add Item Group", a menu will open where you can select as many categories as 

necessary: 
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You can either display the entire list and select the category or use some of the available filters to 

narrow down your search. Once selected, click on "Confirm": 

 

 

 

From this point onwards, the specific form for each category will be displayed. Again, all fields 

marked with an * are mandatory.  
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If you select a category that has an associated qualification process, you must complete the 

information for the factory or factories from which you will supply this material. In that case, it is 

mandatory to fill in at least the information for Factory 1 in the form. In the factory dropdown 

menu, you can select the factories you wish to complete, view, or edit. 

Once all the information has been completed, click “Save”. 

 

 

When all the mandatory questions have been answered, the following symbol will appear :  
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From this point onwards, the qualification process will begin. 

2.2 Qualification Process  

After completing all the forms associated with the categories, the qualification process will begin. 

From this point onwards, the supplier will be able to track the status of their qualification within the 

categories menu: 

 

 

 

Redeia may request that the supplier review the category forms again. To do so, it will send the 

following notification informing them of this: 

 

 

 

Next, as indicated in the notification, when logging into the platform, the supplier must access " 

Ratings " within My Organisation. 
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And "Editable Ratings": 

 

 

Access the form and click on the pencil-shaped button  in the upper right corner to edit them: 

 

 

Once the form has been completed, click on " Forms for Groups of Items Returned to the Buyer". 
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2.3 Recover Password  

If you are already registered as a supplier but cannot remember your password, you can recover it 

by going to the home page, clicking on "Supplier Access" and then clicking on "Forgot your 

Password". 

 

 

2.4  Management of Sub -Users  

From the supplier account, you can also manage sub-users and their rights. To do so, go to the 

"User Management" menu: 
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If you wish to register more than one user to use the platform, go to "Users" and click on "Create" 

and complete the form: 

 

 

 

If you wish to restrict the rights of each of these users, go to "User Profiles" and create them. 

 

 

 

If you wish to create divisions within the company, go to "Divisions" and create them. 
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3 RISK MANAGEMENT  

 

Once it has been confirmed that you meet the minimum requirements for supply, you will receive 

an email inviting you to register on our risk monitoring platform https://portal.mygosupply.com/. 

 

Like the rating platform, this platform is free of charge for our suppliers. 

 

They must fill in all the information requested in the different risk areas in order to complete the 

rating for the previously selected supplies. 
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