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PEC Consultants - Step by step instructions to submit
your Invoice for Payment
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The invoice is submitted in the Portal Home Page

Invoice or Credit Memo e 3 Find |
Advanced Search ®*  Log on to the Vendor Portal

* The Portal Homepage opens

- Purchase Order Processing
| All Purchase Orders O
NEwW [33) i i
Confirmed * Under Purchase Order Processing Click on All Purchases orders
Invoicing

All Invoices and Credit Mamos
Create Invoice
View Payment History

Administration
Chern Data
Bank Data
Edit Bank Data
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The list of all Purchase Orders displays where you can find the following information:

. External Ref - This is the Purchase Order number
. Name PO Description

. Total PO value

. Total Available value

. Currency

. Contract number - Related to the PO

. Contract supervisor

. Hiring org. unit

Home | Help | Log off

WIDE

Wil Aarisan
Dovclopment Ba

p  Start Page = List of Purchase Orders

List of Confirmed Purchase Orders

Export to exel
% External Ref... Mame Date Total Value Open Value (Cumre... Currency Status Contract no Supervisor Department

7200009240 RC0020711-20024909-PEC002-Tonny, S_..  06/M18/2021 24.960.00 9,960.00 USD Confirmad 0002 Galileo Solis Ahumada HRD/COB Comp, Benefi.
7200009110 HRCO0020710-20024909-PEC001-Tonny, 5...  05/26/2021 24,960.00 22,160.00 UsD Confirmad 0001 Giacomo Colei HRD/COB Comp, Benefi.
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* Under the External Ref Column, select the Purchaser Order (PO) you will use to create your invoice

Home | Help | Log off 4 - 1 f ,
g o5 \9 IDBE

IDB Vendor Portal

Dowpicpment la

b Start Page > List of Purchase Orders
List of Confirmed Purchase Orders
i Export to exel
Contract no Supervisor Department

i External Hef.]. MName Date Total Value Open Value (Cumre... Currency | Status
RC0020711-20024909-PEC002-Tonny, S_..  06/18/2021 24,960.00 996000 USD Confirmed 0002 Galileo Solis Ahumada HRDICOB Comp, Benefi
{6} 7200009110 HRC0020710-20024909-PEC001-Tonny, S 05726/2021 24,960.00 2216000 USD Confirmed 0001 Giacomo Colei HRD/COB Comp, Benefi,

* Once the Purchase order is selected this screen opens

Home | Help | Log of
IDB Vendor Portal

Click on Create Invoice

p Start Page > List of Purchase Orders > Display Purchase Order

Purchase Order: 7200009240 -
Create Invoice ||Display History || Display Document Flow
= | Communication and Collaboration

General Information

Basic Data
Purchase Crder ID 7200009240
Mumbar 72000059240

Name HRCO020711-20024209-P.



N IDB

IDB Vendor Portal for Consult
Entering information to create the invoice. On this screen complete the mandatarv fields marcados con *

b StartPage 3@of Purchase Orders > Display Purchase Order > Process Invoice
Process Invoice. 4000001539

@Send | ||zl Draft | X Cancal

1. Basic Data. Complete the fields in Basic Data (Invoice Number Communication and Collaboration
and Total Invoice Amount)
. _achments
Add Attachment
2. Attachments. Add attachments related to the payment 2 -
ample pdf doc.pdf
(deliverables and invoice*) N —

* Invoice. For countries that require the submission of an invoice due to
fiscal or legal requirements, PEC consultants should include the
invoice as an attachment . (Enter the country list link) For those
countries that do not have any legal or fiscal requirements (for
example: Headquarters), it is no longer mandatory, but optional, to
attach an invoice) for example, the Template for Consulting Services
of the IDB Finance Department).

To complete this field, copy the
number from your Invoice (Go to
next page to see an example)

/

General Information

Basic Data

PEC Consultants must attach the Deliverables AINRAR S 1529-INVOICE
Internal comment:
Files must be in format Excel, PDF, or Word, the system does not accept Invoice Date 0711172021

any other format. Each document cannot exceed the 10MB.

3. Process Invoice. Click Send to submit.

A message will display to indicate the submission was successful.

3

External Referance No
Status
* Total Invoice Amount

Clart Paga > List of Purct

-

>

Display Pur

00000000007 200009223
In Process
1,000.00

rdar > Display Inveice

Change the date on this field,
copy the date from your
invoice (Go to next page to
us see an example)

% A Info Your changes have been adopted successfully
Display Invoice: 5000001537
Create Credit Meme || Display Document Flow

Communication and Collaboration
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' i ormation Section - Basic Data

Invoice Number and Date. If you are attaching an invoice™ the date and number, should be the same as the one you enter in the General Information field:
Please take note of this important information

INVOICE TEMPLATE FOR CONSULTING SERVICES
REIMBURSEMENT OF REPATRIATION AND RELOCATION EXPENSES

General Information Please fill it out and sign electronically
DO NOT PRINT OR SCAN

Basic Data

* Invoice Number | PYMT1-7200009330 Invoice Date*: | 13-Aug-21

Internal comment; =0 S e

ol ¢ =

woice Dete 07/13/2021] Invoice Number:— PYMT1-7200009330
External Reference No 00000000007200009223

Status: In PID_CE_SS Do not modify, this is an automatic field

* Total Invoice Amount | 1.000.00 |

*Invoice. For countries that require the submission of an invoice due to fiscal or legal requirements, PEC consultants should include the invoice as an attachment . (Enter the country list link)
For those countries that do not have any legal or fiscal requirements (for example: Headquarters), it is no longer mandatory, but optional, to attach an invoice) for example, the Template for
Consulting Services of the IDB Finance Department). PEC Consultants must attach the Deliverables.

Deliverables. If you are only attaching the Deliverables, you do not need to change the date that appear in the Invoice date field. In the Invoice
Number you could add a number that can easily identify the payment for example: Deliverable #, Payment#2, Payment#2, Payment#3

ral Informati
Gener e — Add a number that can easily identify the

payment for example: Deliverable #,

Basic Data

" Imvoice Mumber. 359002

Intermal comment

Invoice Date 0792021 /'_.FJ Keep the date that the system
External Reference No H000000007200005200 generates

Status In Process

* Tatal Invoice Amoun 1,000.00 CAD
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Possible Errors that will not allow the invoice to be submitted

Attachment exceeds more than 10MB

Home | Help | Log oft

IDB Vendor Portal

b Stard Page > List of Purchase Orders > Display Purchase Order » Process Invoice

I @ Erors:  Invoice Attachment size cannot be more than 10 MB |

Process Invoice: 5000001537

| @Send  ElDraf | X Cance|

= | Communication and Collaboration

Attachments

& Add Attachment
B No Attachments Available

= General Information

Basic Data

* Invoice Mumber: 369002

Internal commeant;

Invoice Date: 07/09/2021 la
External Reference No.. 00000000007200005200

Status: In Process

* Total Involea Amount 1.000.00 CAD

Attachment format other than PPT, Word,
Excel and PDF

Home | Help | Log off

IDB Vendor Portal

b StartPage > Listof Purchase Orders > Display Purchase Order > Procass Invoice

Iﬂ Errors:  Invoice Attachment format should be PDF/ExcelWordPPT

Process Invoice: 5000001537

‘@Send| Draft | 3 Cancel
= | Communication and Collaboration

Attachments

£ Add Attachment
B No Attachments Available

General Information

Basic Data

* Invoice Number: 369002

Internal comment:

Invoice Date: 07/09/2021 m
Extenal Reference No.. 00000000007200009200

Status: In Process

* Total Inveice Amount: 1,000.00 CAD
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Possible Errors that do not allow the invoice to be submitted

Repeated Invoice Number. Invoice exceeds the amount available.

Home | Help | Log oft Fome | Help | Log oft J N B
IDB Vendor Portal IDB Vendor Portal s,
b Start Page > List of Purchase Orders > Display Purchase Order > Process Invoice b StartPage > Listof Purchase Orders > Display Purchase Order > Process Invoice
| @ Errors:  Document 3232113 already exists; check your entries O Erors:  Not enough funds in the PO. To request payment, please send the invoice via email to the departmentipersen the goods or services were provided for
Process Invoice: 2000000963 Process Invoice: 2000000964
2Send | (B Dratt || % Cancel| @Send||ElDraft || ¥ Cancel|

= | Communication and Collaboration = | Communication and Collaboration

Attachments
& Add Attachment

Attachments
47 Add Attachment

Sample Excel doc.xlsx Sample Word doc.docx

= | General Information
=

= | General Information
=

Basic Data
; Basic Data
* Invoice Number:

Internal comment: Invoice Number: INV-1529

Internal cormment:

Invoice Date: 0711612021 iR )

External Reference No. 00000000007200009264 IETCE lDI:“: . 071612021 o
Status: In Process emal Reference No. 00000000007200009240

* Total Invoice Amount: 1.000.00 UsD Status: In Process

* Total Invoice Amount: 20,000.00 usD
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Consultants PEC - Requisitos del pais para la emision de facturas -
PEC Consultants Country requirements for invoice submission

NOTE. This information was provided by each Country Office. If you have any questions,
please contact the person in charge of your contract.

NOTA: Esta informacion fue proporcionada por la Representacion del BID en cada pais.
Cualqguier pregunta que tenga comuniguese con la persona encargada de su contrato.
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6 Consultor PEC debe adjuntar una
factura en el Portal de Proveedores /
B6 Requisitos del pais para la emision de facturas / TET CrmedtErt e S A T = /
) rupo
PAIS JCOUNTRY in the Vendor Portal Comentarios / Comments Group
Country requirements for invoice submission
Yes / Si/ No
The Bahamas Inveoices are usually submitted indicating date, PO number and Payment Request Category, Yes CCB
along with payment number
Barbados Invoices are required as this is used as supporting documentation for tax purposes, should Si cce
this be reqguired. This should include the PO number related to this payment.
Guyana Invoices are required since consultant can use this as proof of service and payment for Si CCB
services from the IDB. This should include the PO# to which the payment relates, for ease of|
tracking and identification.
Jamaica Invoices are usually submitted indicating date, PO number and Payment Request Category, Si cce
along with payment number
Suriname si ccB
Trinidad & Invoices with all the relevant details are required. Si cCB
Tobago

List Created on Sept/03/ 2021
Information provided by each Country Office Page 1 Country Requirements for Invoice submission
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6 Consultor PEC debe adjuntar una
factura en el Portal de Proveedores f
BE6 Requisitos del pais para la emisidn de facturas / PEG Gonsuliant st atiach aninvoice = /
. rupo
PAIS /COUNTRY ) . ) o o e Y Resa]] Comentarios / Comments Group
Country requirements for invoice submission
Yes /Si/ No
Belize Invoice must be submitted, specifying the schedule of payment that is due, in addition to Yes ciD
indicating the contract # against which the payment is being made.
Costa Rica Factura electrénica(comprobante electrénico)generados, expresados y transmitidos al Si El consultor PEC debe CciD
momento de vender bienes o servicios en formato XML, los cuales deben cumplir con los adjuntar copia de la factura
requisitos legales establecidos, entre los que se incluyen identificacion del obligado electrénica en formato pdf.
tributario, numeracion consecutiva, clave numérica, fecha de emision,condiciones de la
wenta,medio de pago, detalle de mercancia o servicio prestado, valor de los servicios
prestados, valor total de la fatura en moneda nacional. Para efectos de los bienes y
servicios prestados al Banco, el consultor deberd hacer referencia al niamero de resolucidén
de la exoneracion del pago de IVA correspondiente al codigo CABYS{codigo de actividad)
asociada al servicio que preste.
El salvador No requiere factura fiscal. Mantenemos el formato factura BID. Sl El consultor PEC debe CciD
adjuntar copia de la factura
electrénica en formato pdf.
Guatemala Factura fiscal - FEL - emitida por SAT (Superintendencia de Administracion Tributaria) de Sl BID emitira exencidn de IVA CciD
acuerdo al régimen tributario registrado para cada Consultor. Nombre: Banco por el 12% correspondiente.
Interamericano de Desarrollo, MIT: 347438-0 Todos los Consultores PEC,
con pagos en moneda local
GTQ, deben presentarla.
Haiti CiD
List Created on Sept/03/ 2021
Information provided by each Country Office Page 2 Country Requirements for Inveoice submission
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C& Consultor PEC debe adjuntar una
factura en el Portal de Proveedores /
B6 Requisitos del pais para la emision de facturas / PEEConSaRantmaetaiiachianlinr e = /
. rupo
PAIS /COUNTRY in the Vendor Portal Comentarios / Comments Group
Country requirements for invoice submission
Yes / Si/ No
Honduras Mo requiere factura fiscal. Mantenemos el formato factura BID. Mo Mantenemos el formtao de ciD
factura BID
México Factura fiscal emitida por el Servicio de Administracion Tributaria (SAT). Desglosar el IVA al Si Todos los consultores PEC, ciD
16%, sin retenciones. Razdn social: Banco Interamericano de Desarrolo. RFC: BID930329FES. con pagos en MXMN
Facturas bajo el régimen fiscal de asmiliados a sueldos y salarios NO es aceptado.
Nicaragua cib
Panama Mo requiere factura fiscal. Pueden utilizar formato factura BID 5l EL consultor PEC debe ciD
adjuntar copia de la factura
electrénica en formato pdf.
Republica Los consultores de Republica Dominicana deben continuar adjuntando el Template Invoice. Si EL consultor PEC debe ciD
Dominicana Mantendremos este template, por ser altil para el consultor generar un ndmero de factura adjuntar copia de la factura
y documentacion electrénica en formato pdf.
de soporte para el aprobador, esto permite tener mas control y facilita contar
con todos los datos necesarios para realizar el pago.
List Created on Sept/03/ 2021
Information provided by each Country Office Page 3 Country Requirements for Invoice submission
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6 Consultor PEC debe adjuntar una
factura en el Portal de Proveedores /

BE& Requisitos del pais para la emisidn de facturas / IET Eroe T s s T 5 s = /
3 rupo
PAIS /COUNTRY . - - o in the Vendor Portal Comentarios / Comments Group
Country requirements for invoice submission
Yes /Si/ No
Argentina » Datos fiscales: Razén Social: BANCO INTERAMERICANO DE DESARROLLO, sl CSC - INTAL

REPRESENTACION EN LA ARGENTINA - CUIT: 30-68305990-7 o INSTITUTO PARA LA (INT/INL)
INTEGRACION DE AMERICA LATINA Y EL CARIBE (BID-INTAL) — CUIT: 30-68307279-2, segln
corresponda.

» Tipo de Factura / Recibo: De acuerdo con su posicionamiento fiscal y el de la
Representacidn del BID en Argentina, usted debera emitir alguno de estos tipos de
comprobantes fiscales:

1) Como Responsable inscripto: Favor emitir comprobante de tipo “B” o “E”, segin
corresponda. Como condicién frente al IVA del BID, sirvase seleccionar la opcién
“Consumidor Final” incluyendo en el subtotal y total el monto de sus honorarios con IVA
incluido. Ademas, debe dejar constancia en el detalle de la factura emitida, el monto del
VA incluido en el total facturado y la referencia “Resolucién General AFIP 3349/91". Nota:
VA — La Representacion del BID en Argentina no esta exenta de VA, sino que esta facultada
por Resolucién General AFIP 3349/91 a entregar un certificado de crédito fiscal por el
monto del impuesto al valor agregado comprendido en el valor total de la factura. Este
certificado le llegara por email en formato digital a la cuenta de correo por usted informada
para los registros del BID junto al aviso de cada pago cursado por sus servicios.

2) Como Monotributista: Comprobante de tipo “C” o "E” segln corresponda. Si su
facturacidn es electrénica, como condicién frente al IVA, sirvase seleccionar |z opcién
“Consumidor Final™.

3) Personas fisicas no residentes en ARG: Deben remitir el tipe de documento comercial que
les sea exigido por la autoridad tributaria en donde estan registrados fiscalmente.

List Created on Sept/03/ 2021
Information provided by each Country Office Page 4 Country Requirements for Invoice submission



3IDB

IDB Vendor Portal for Consultants PEC

Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6 Consultor PEC debe adjuntar una
factura en el Portal de Proveedores /
BE& Requisitos del pais para la emision de facturas / TEEEren e e sl 5 e - /
; rupo
PAIS /COUNTRY . . ) o in the Vendor Portal Comentarios / Comments Group
Country requirements for invoice submission
Yes / Si/ No
Brasil Los Consultores de Brasil , deben adjuntar el Template Invoice. Vamos a mantener este Si Template Invoice-Form del CcscC
templayte, por ser muy util para el Consultor Generar un numero de Invoice y también BID
como documentacion de suporte para el Allocator y al Aprobador/Supervisor.
Chile Los Consultores Chilenos con contratos en CLP (pesos chilenos) deben emitir una boleta de sl CSC
honorarios, sin retencién de impuestos. Ademas, debe adjuntar el informe de la
consultoria, asociado al pago que esta ingresando al sistema.
Paraguay Deben emitir una factura legal acorde a las normativas fiscales vigentes en nuestro pais. El 5l RUC: OI-307-3-630-21. CscC
importe lo consignan en un campodenominado “exento” debido a que la Representacidn Exenta.
posee una Tarjeta de Exoneracion Fiscal, que les permite exonerar el Impuestoal Walor
Agregado o IVA. No realizamos ajuste alguno al momento del ingreso de la invoice.
Uruguay Los Consultores de Uruguay deberan continuar adjuntando el Template Invoice. Vamos a No Template Invoice-Form del CcsC
mantener este template, por ser muy Gtil para que el Consultor genere el nimero de pago vy BID
como documentaciéon de soporte para Allocator y Aprobador/Supervisor.
Bolivia

List Created on Sept/03/ 2021
Information provided by each Country Office Page 5 Country Requirements for Invoice submission
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6 Consultor PEC debe adjuntar una
factura en el Portal de Proveedores /

Recibo por honorarios electrénicos autorizados por la Super Intendencia Nacional de
Aduanasy de Administracidn Tributaria (SUNAT) v emitida a nombre del BID con RUC
20332725071, en formato PDF. Los consultores internacionales deben entregar la factura
en el formato de su preferencia conteniendo al menos: Numero de factura, Fecha, monto,

moneda y concepto.

BE6 Requisitos del pais para la emisién de facturas / EE B e G e S A T e = /
. rupo
PAIS /COUNTRY snhetventdorPoral Comentarios / Comments Group
Country requirements for invoice submission
Yes /Si/ No
Colombia Los consultores colombianos independientemente de la moneda del contrato, deben emitir | SI - Las facturas no deben incluir ningan Las facturas se emiten a CAN
factura acorde a los requisitos fiscales del pais. De igual forma deben realizar los pagos a tipo de impuesto. El BID esta excento del nombre del BID Nit
seguridad social como independientes. El BID como contratante debe también verificar quel| pago de impuestos segin Ley 102 de 1959. 200.091.062-5 el correo
se estén realizando los pagos de seguridad social. Los consultores colombianos o definido para recibir
extranjeros "no obligados" a emitir factura, segin lo determinen las dispociones tributarias facturacién electrénica es:
de sus residencias fiscales, pueden utilizar para sus cobros el template invoice modelo BID. cofcolombiapagos@iadb.org
Adicional a la factura o cuenta de cobro segin corresponda, el consutlor debe anexar los El consultor es el Unico
productos indicados en su contrato previamente aprobados por el supervisor del BID. responsable de revisar con la
DIAN (Direccion de Impuestos
vy Aduanas Nacionales) el tipo
de factura que le
corresponde emitir.
Ecuador Sl CAN
Perua Los consultores y firmas consultoras de Peri deben continuar adjuntando su factura/ Sl CAN

List Created on Sept/03/ 2021

Information provided by each Country Office

Page 6

Country Requirements for Invoice submission
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Consultants PEC - Requisitos del pais para la emisidn de facturas - PEC Consultants Country requirements for invoice submission

C6& Consultor PEC debe adjuntar una
factura en el Portal de Proveedaores /

BE6 Requisitos del pais para la emision de facturas / T (Erre R oS el A STt = /
. rupo
PAIS /COUNTRY ) ) ) o in the Vendor Portal Comentarios / Comments Group
Country requirements for invoice submission
Yes /Si/ No
Venezuela CWE no tiene consultores nacionales solo internacionales. Los consultores internacionales 5l Template Invoice - Form del CAN
pueden utilizarar el formato factura BID y no requieren factura fiscal. BID

List Created on Sept/03/ 2021
Information provided by each Country Office Page 7 Country Requirements for Invoice submission
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Contacts

Technical Problems

« External PEC Consultant send email to ExtranetSupport@IADB.ORG or by phone (202) 623-1111 chose Option 1 “SAP
Account”

* Internal PEC Consultant — call ITE Client Service Center extension 1111; (202) 623-1111 chose Option 1 “SAP Account”
Update Personal Data and Banking Information

 Consultant PEC External and Internal, send email to Human Resources Service Center HRSC@iadb.org

Access to the IDB Vendor Portal

+ External PEC Consultant Page: https://vendorportal.iadb.org

* Internal PEC Consultant Portal Section | https://portalsap.iadb.org/irj/portal

List of countries and invoicing requirements
* Contact to the person in charge of your contract.


mailto:ExtranetSupport@IADB.ORG
mailto:HRSC@iadb.org
https://vendorportal.iadb.org/
https://portalsap.iadb.org/irj/portal
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