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0. Pre-qualification

Supplier risk monitoring has become an essential activity for all companies due to increased social pressure to do business in an ethical and 

sustainable manner, which implies that companies must deepen their knowledge of the suppliers operating in their supply chains.

Having a risk assessment and supplier approval system in place results in:

• Early identification and reduction of the number of high-risk suppliers:

• Reduction of disruptions in operations.

• Avoiding negative impacts on our brand image.

• Reduction of negative impacts on Prosegur's costs and revenues.

Prosegur requires its suppliers to register with Prosegur's risk assessment and supplier approval service, prior to requesting registration as a 

Prosegur Group supplier, for the following reasons:

• The risk analysis provides the supplier and Prosegur with valuable information about the areas of improvement in which the 
supplier must work to improve its risk scoring.

• Having this analysis performed simplifies the negotiation (RFX) and bid evaluation processes, saving suppliers costs in the 
preparation of their commercial proposals.

• Prosegur's Purchasing policy promotes the contracting of suppliers with a better risk score.
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Prosegur uses the GoSupply platform to pre-qualify its suppliers. This service has the following characteristics:

• Evaluation of the following key risk categories, assessed by means of a risk scoring system (Risk Scoring):

• Enabling a risk alert system -in real time-, when relevant events occur for Prosegur's business, related to its suppliers.

• Integration of Risk Scoring with the Oracle ERP Cloud SRM module to promote efficiency and enable Prosegur teams to access key supplier 
information.

• Preparation of a risk analysis report, shared with suppliers.
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0. Pre-qualification

To complete the internal process of pre-qualification, evaluation and approval, Prosegur has implemented the Supplier registration, evaluation 
and approval service, focused on the constant improvement of its Suppliers in order to improve the sustainability and quality of the goods and 
services marketed to Prosegur.

This pre-qualification, evaluation and approval service, contracted directly between Suppliers and Prosegur , is mandatory and involves the 
payment to Prosegur of an annual fee, which will be designated depending on the level of annual turnover of the Supplier and the categories of 
products and services to which it dedicates its activity.

In any case, Prosegur shall determine the category assigned to the Supplier and the corresponding annual fee, which shall consist of:

• Self-employed supplier: 59€ + VAT 

• Basic supplier:  99€ + VAT

• Standard supplier:  199€ + VAT

• Critical supplier:  299€ + VAT

For new suppliers, the initial fee corresponds to the standard supplier fee (199 € + VAT).

The Supplier accepts that the payment of the annual fees for the service of prequalification, evaluation and approval of Suppliers shall be made to 
Prosegur, by means of a direct debit receipt to the bank account indicated by the Supplier to Prosegur for such purposes.

Likewise, in the event of refund or impossibility to make the payment in accordance with the above, Prosegur shall be entitled to deduct and/or 
offset the amount corresponding to such instalments from the invoices pending payment to the Supplier.
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1. Access to the register 
Once the Prequalification process has been completed, the new Supplier may apply for registration as a Prosegur supplier by accessing a 

registration link that will be sent to you by one of our buyers.

During the registration process you will need to attach some documentation, remember to have it ready in order to complete the whole process 

at once.

Examples:  Certificate of Ownership of the bank account.
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1. Access to the register
To register you must access through one of the links that will be send by you by the buyer, depending on the Products and Services purchasing 

cathegory you are selling. 

The following screen will appear to fill in the information (the fields marked with * are mandatory). 

Register will only be clicked once all the data has been entered and you have gone through all the registration steps.
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1. Access to the register

To move around the screen you can follow the numbers at

the top of the screen or use the buttons on the left.

1. Section numbers

2. Button to advance to the next section

3. Button to save the recorded information

At any time you can save the information already filled in 

and enter later to continue filling in the missing 

information. When you exit saving the data entered, this 

message will appear:
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1. Access to the register

Every time you want to access the registration, through the link received in 

your e-mail,        you will have to fill in your Taxpayer ID again. 

Supplier portal
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2. Contacts

In section 2 you must fill in the contacts. If you want to modify any data, access to edit it. You can also create a new one or delete an existing one. 

You must "Request User Account" for at least one of the contacts, if you do not request it for any of the contacts the account will be created for 

the contact marked as "Administrative Contact". The user account will give you access to the Provider's Cloud portal, once the registration has 

been approved.

1. Button for editing information.

2. Button to delete the contact.

3. Panel for creating, editing or deleting contacts.

Supplier portal
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3. Addresses

In section 3 you must create only one address, and this address must be the one 

corresponding to your tax country address.

To do so, select Actions-Create
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3. Addresses
To create the address you must fill in all fields with *. The use of capital letters is recommended.

Address name is a mandatory field. Its encoding is: Country (2 characters)-Province. Example: ES-MADRID

Mark only “RFQ or Bidding" among the options in the field "Address Purpose".

All address details must be provided in the "Address 1" field (street, number, block, flat....etc).

The other data will be completed: City, Province, Postal Code, Telephone, E-mail address
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3. Addresses

In the address you must associate the contact marked as 

administrative from those created in step 2.

1. Contact selection.

2. Confirmation of the selected contact.
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3. Addresses

When you have finished creating the address, the OK option is presented.

If you click on "OK" the following screen will appear, with the address created.
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In section 4 you can report on Business Classifications such as double taxation certificate or any other type of document that Prosegur considers 

necessary, based on different criteria, such as the category of Products and Services to be reported in step 6, among others.

Normally, through the questionnaire in point 7 you will be redirected to this page, depending on the different criteria mentioned. For example, if 

Prosegur considers that it is essential for you to have a double taxation certificate, you will be redirected to this point through the questions that you will 

see detailed in step 7 of registration.

If you are asked to provide the necessary documentary evidence, you should follow the steps below:

Click on the + button to add a business classification.

Choose the one that applies to you from the list.

4. Business classifications
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It shall provide the following information in relation to business classifications (it depends on the question on the point 7 – Questionnaire)

• Choose the document from the list of documents

• Choose the Certifying Agency, and if the agency is not listed, choose Other.

• Enter a name for the document.

• Report the start and end dates of the documents. If the document does not expire, the end date must be 31 December 2099.

• Attach the document. Without the attachment, the information entered by you cannot be validated, so the registration may be delayed or rejected.

4. Business classifications

Supplier portalEXTERNAL SUPPLIER REGISTRATION

1

2

1

3

4

5

2 3 4 5

Currently, there are three documents in the list, please choose the ones that may applies to you:

• CDI: Double taxation certificate issued by the corresponding tax agency.

• Certificado exoneración: Tax exemption certificate issued by the corresponding tax agency (it applies only to Spanish suppliers).

• Cert. tipo reducido: Certificate of reduced tax rate issued by the corresponding tax agency (it applies only to Spanish suppliers).
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5. Bank accounts

Section in which to add bank details. Create:

Requested data: country, account number, branch, IBAN, 

currency, etc.

If you cannot find the bank or branch when trying to enter 

the data, at least try to add the IBAN number and leave a 

note to the approver.
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Do not forget to provide the certificate of ownership of the bank account in 
step 8 of registration, in the Bank Account question.

This certificate must contain, in addition to the bank account holder name, 
which has to match the name of the supplier used in the registration 
process, the following information:

• IBAN code, if available (SEPA countries)
• Bank name
• Bank country
• Bank code of country of origin
• Branch code
• Swift/BIC code
• Account Number
• Account Currency
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6. Products and services

In section 5 you must add, from a proposed list, the products and/or services you offer. To do so, click on  

Supplier portalEXTERNAL SUPPLIER REGISTRATION
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6. Products and services

In the window that appears you must select, by 

clicking on the boxes on the left, as many 

categories of products and/or services as you 

consider necessary. 

Once you have selected the products and/or 

services, click on "Apply ".

To find out which products and services 

categories to use, please refer to Appendix 1.

Supplier portal
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6. Products and services

Once you have selected the products and services, they will appear in the form and you will be able to move on to the next section 

or delete the ones you consider.

Supplier portal

1

• Selected products and/or services.

• Button to remove products or services.
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7. Questionnaire

Questions to be completed. This is a dynamic 

section which may be modified.

There are different sections:

Supplier portal

• Sections of the form

• Questions

• Comments to each question (optional)

• It is possible that in the Annexes section 
you will find help manuals to guide you in 
answering specific questions.
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7. Questionnaire

If the question is answered in the affirmative and

this requires a document to be attached, as in the

example, you must:

• Click on the "+".

• A window for adding the document will 

open.
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7. Questionnaire

To upload the attachment you must select it 

and add a title and description.

Button to confirm the upload of the 

attachment.

View of the document in the form.

Supplier portal
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8. Review

Before submitting the registration you should verify the information filled in the previous sections.
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8. Review

When you have finished reviewing the information recorded in all sections of the form you should click on Register.

You will receive a message confirming the submission of your registration.

Supplier portal
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9. E-mail communications

Each time you save the information, the system will 

confirm it to you via a message.

You will receive a confirmation that the information 

you have filled in has been sent to the registered e-

mail address.

1. Confirmation message indicating that the 

system has saved the registered information.

2. Example of the email received and the link to 

access the form.
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9. E-mail communications

In the process of approval as a Prosegur supplier, you 

may be asked to provide additional information.

You will receive a notification with details of the 

information to be provided in the registered e-mail 

address.

1. Example of a request for additional 

information in the internal review process of 

the information already sent by the supplier.

2. E-mail with details of the information required 

by Prosegur.
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9. E-mail communications

Once the internal approval process as a potential Prosegur Supplier has been completed, you will receive a confirmation email as follows:
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9. E-mail communications

Subsequently, you will receive an email to access the Supplier Portal. 

First of all, you must change your password using the link attached to the e-mail.

To choose your password, you will be redirected to the screen where you will need to provide your new password.

Click on the submit button to make the password change effective.
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9. E-mail communications

After submitting your new password, you will receive another email with your login to access the Oracle Cloud Supplier Portal.

If you have forgotten your username or password, you can retrieve it by clicking on Forgot your password? where you can retrieve your 

username or password.

In order to perform this action, you will need to provide the email address you used to register with Oracle Cloud.
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Appendix 1
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Categorias



Thank you
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