
 

E-invoicing: How do we invoice public administrations? 

Invoicing public administrations electronically has been obligatory since 15th January as 
per the regulations in Act 25/2013 of 27th December regarding the promotion of e-
invoicing and the creation of invoice accounting records in the Public Sector. 

What is an electronic invoice? 

An electronic invoice is a computer file containing all the information we would 
normally find on a paper invoice.  

E-invoices: 

• are not printed out. 
• must be digitally signed.  
• the signature is obtained with a digital certificate or codes.  
• the invoice format means it is possible to send and receive them over the 

internet. 

How do I put together my electronic invoices? 

There are two methods: 

• 1. Through a computer program that generates electronic invoices. 
• 2. Through an e-invoicing service provider (issued by the third party). 

Electronic invoices must contain a certain set of information by law. There is a common 
format for all administrations. 

To issue electronic invoices, we need to follow the steps below: 

A. Through a computer program that generates electronic invoices 

1. Download and install the application (to generate the invoice). 
The Ministry's official website uses the FACe application. Link for the 
Ministry's platform: <https://face.gob.es>. 
 

2. Obtain a digital certificate (you need to contact the Spanish Inland Revenue). 
 

3. Generate the invoice: 
The requirements for electronic invoices for public administrations are set out 
in articles 5 and 9.1, and additional provision one in Act 25/2013 of 27th 



December regarding the promotion of e-invoicing and the creation of invoice 
accounting records in the Public Sector. 
 
4. Sign it digitally. 
We need to have installed a digital certificate and have a code to be able to sign 
the invoices. 
 
The requirements for electronic signatures on electronic invoices for public 
administrations are set out in article 5 and additional provision two in Act 
25/2013 of 27th December regarding the promotion of e-invoicing and the 
creation of invoice accounting records in the Public Sector. 
 
5. Export to the Ministry's application (FACe). 

At the general access page for Central Government Services. 

6. Upload it to the inbox. 

For a public administration electronic invoice to reach to its correct recipient, the 
addressee must be stated on the electronic invoice. 

Specifically, you need to include: 

• The accounting office  
• The managing body   These are DIR3  
• The processing unit 

The university has its DIR3 codes with the list of departments comprising them 
on its website: <https://seu.uib.cat/Factura-electronica/>. 

 

B. Through an e-invoicing service provider (issued by the third party) 

The Ministry has a list of service provides on its website that process electronic invoices 
from the start:  

https://face.gob.es/#/es/proveedores-servicios  

Invoice tracking 

You can find out the status of any invoice in process at any time. Each general access 
point shows the different statuses (accepted, recorded, paid...) and immediately notifies 
said status. 

 

 



Generating invoices with FACe (general access point for  
electronic invoices at the Ministry) 
 
The Ministry has a user guide to generating and processing electronic invoices. 
 
Electronic Invoicing Application: User Guide, Electronic Invoice Management 
3.1:http://www.facturae.gob.es/formato/Documents/Gestion de  
Facturación Electrónica 3.1/Guia-Usuario-Facturaev3-1.pdf. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Entering an order number when generating the electronic invoice 
 
When making an order, public administrations assign it a reference number and this 
must be included in the electronic invoice. Due to the problems this situation causes for 
University suppliers, we believe it useful to set out a few points on how to go about this. 
 
In order to include the order number that is shown in a square at the end of the UIB 
order, and which starts with 'D2015...', it needs to be indicated in each invoice 
breakdown in the Invoice Details pop-up, in Other information (Otros Datos) - Refs. 
Recipient (Receptor) - Ref. operation/order (operación/pedido), as shown in the image. 
 
 

 
 
 
 


