
HICX Registration

Upon being invited to register in HICX, you will 
receive an email indicating that you have a 
required action.

Upon submitting your password reset, Click Back 
to the login page

Enter a password which 
meets the password 
requirements; Click Submit

Enter your Username and your 
Password; Click Log In
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“Click here” to initiate a password set request. 

Take note of your username

Notes: 
• If you do not receive an email but know your username and password, the 

supplier portal can be opened here.

https://bh.hicx.net/bh/hicxesm-portal/app/login.html


HICX Registration

Once logged into HICX, 
you must first agree to the 
End User License 
Agreement (EULA)

Then you must Agree to 
the Privacy Policy
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Note: The default language can be changed 
for the EULA and Privacy Policy



HICX Supplier Home Screen

HICX supplier number and 
name

User 
Profile

Task count 
& List

Access to supplier master data 
& making change requests

History of Supplier 
Messages

Supplier 
Home Page

Open tasks to 
be completed 
by the 
supplier

BH Operating 
Units 
extended to 
supplier



Supplier User Profile
Supplier Number 
and Name

Supplier Name and 
User ID

Information on how your 
data is stored/ used

Information on how HICX 
is used

User Preferences

• To change your default language, select the desired language from the 
dropdown and click Change Language

• It is not recommended to change the username
• To change your password, enter your old password, followed by your new 

one (twice) and click Change Password



HICX Registration

The welcome screen includes a 
welcome letter including some 
high-level requirements

Specific documents are listed in a 
separate guide, Supplier
Documents

A task is an activity in HICX that 
must be completed by either a BH 
requestor, approver or supplier.  
Supplier tasks are viewable here 
under “My Tasks”.

Click on the task to open and 
respond to it.

Each BH organization unit (OU) 
assigned to a supplier is listed 
under Relationship Status”.   

Notes:
• If the supplier contact receiving the registration task is not correct or no longer with the supplier, contacting your Baker Hughes representative with the 

new contact information.

https://www.bakerhughes.com/sites/bakerhughes/files/2023-09/supplier_documents


HICX Registration – Completing the New Registration – Overview
All information must match legal proof document 100%

Legal Name:  Supplier’s legally registered name
DBA Name:  (if applicable) Alternate or fantasy 
name of the supplier
Country of Incorporation: Supplier’s registered 
country

Registered phone 
number

Legal Address:  Supplier’s legally registered 
address. Defaults to address entered by BH 
requestor but can be changed by clicking +.

Parent Company 
confirmation

Goods/ service 
provider designation

Legal Structure: registered structure of the 
company. The structure, along with the country 
of incorporation, will impact what tax 
information is required. 

Notes:
• If the legal proof document does not match the data entered into HICX 100% (Legal Name, DBA Name, Legal Address, Legal Structure, Tax Information), 

the workflow will be returned for correction.
• Special characters will cause problems for payment.  Avoid these characters: & / : @ ! % [ ] | \ $ ` { } ^ < > # = “ _ ~ *



HICX Registration – Completing the New Registration –
Transacting Information

Legal Proof Document will be used to 
validate: 
Legal Name, 
Legal Address, 
Legal Structure, 
Tax information.  
Must match 100% with the information 
entered in the workflow and any other 
provided documentation or workflow 
will be returned. Default for Po display 

language is English

Default for PO transmission is Email 
but can be changed to fax

Identify if you have a Dun 
& Bradstreet number and 
populate the number, if 
applicable

Populate Tax number.  Different tax 
information may be required depending 
on the company’s legal structure. 
Examples of tax data include TIN, SSN, 
VAT, BRN, Pan, GST/HST.
Must match legal proof document 100%

Notes:
• If the supplier is incorporated in the USA, then the W9 MUST be provided as the Legal Proof Document.
• If the supplier is incorporated in India, then the Pan Card MUST be provided as the Legal Proof Document.
• For countries outside of the US and India, upload your tax registration document.
• Examples of Legal Proof documents can be found here.

https://www.bakerhughes.com/sites/bakerhughes/files/2023-08/legal_proof_documents.pdf


HICX Registration – Completing the New Registration –
Primary Contact

This supplier contact will respond to HICX 
inquiries, manage supplier data in HICX 
and manage supplier access in HICX

Enter the first and last name of the 
contact that can administer the HICX 
portal for the supplier.  This will not pass 
to the ERP. The contact entered for 
registration will default.

Contact’s relationship to 
Baker Hughes

Email of the contact listed 
above

Business address of the contact. The 
address entered by the BH requestor will 
default but can be changed by selecting 
the    or add a new address selecting +

Phone number of the 
contact listed above

Notes:
• Additional contacts can be added after registration is completed



HICX Registration – Completing the New Registration –
Purchasing Location

Business address where POs will be 
received and what POs will display. The 
address entered by the BH requestor will 
default but can be changed by clicking + Select Purchasing and 

Payment

Indicate if the location has a separate Dun 
& Bradstreet (DUNS) number

Person receiving the PO or 
acknowledging the orderEmail address for POs to be sent or of 

person receiving the order (ERP PO Email)

Email address for remittance statement to 
be sent (ERP Remittance Email)

Phone number for this 
supplier location

Notes:
• PO and Remit To Email will pass to the affected ERPs



HICX Registration – Completing the New Registration – Banking

If an alternate payee is being used, select 
Yes and upload a document on supplier 
letterhead which states the name of the 
supplier that will be paid. Otherwise, 
select No.

Street and city of the bank are required for 
the ERP interface

Not mandatory.  Will default National ID/ 
bank key and swift when bank is correctly 
selected

Banking Country and account currency 
determine the banking information 
required

Always required – should match the Legal 
name or DBA in all cases.  Will be returned 
if there is a mismatch

Populate as savings or checking, when 
required

Swift code (rarely not available), bank 
account number and national ID should 
be entered for all country and currency 
combinations.  Some combinations 
require additional or different 
information such as IBAN, CLABE, CNAPS. 
The guide for what to enter per 
combination can be found here.  
All information entered should match 
both banking documents 100%.  The 
workflow  will be returned for correction  
if they don’t match.

Always required – should be matched to 
National ID and SWIFT

Notes:
• Some payment methods do not require banking information, and in those cases banking information is not required to be entered in HICX.
• If the workflow requires banking information, it can’t be fully submitted without entering the information and uploading the required documents.
• All information entered into HICX and the data present on the uploaded documents must match 100% or the workflow will be returned.
• A more thorough explanation of banking documents can be found here.

Link to Bank Rule Table 

https://bakerhughes-my.sharepoint.com/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Bank%20Rule%20Table.xlsx
https://www.bakerhughes.com/sites/bakerhughes/files/2023-09/supplier_documents
https://bakerhughes-my.sharepoint.com/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Bank%20Rule%20Table.xlsx
https://www.bakerhughes.com/sites/bakerhughes/files/2023-09/bank_rule_table


HICX Registration – Completing the New Registration – Banking 
Documents

If the supplier’s bank and the 
supplier’s country of incorporation 
are in different countries, additional 
information must be provided.  
Enter the reason for the difference 
here.

Banking information in HICX should 100% match the 
information on bank letterhead.  Bank letterhead 
can be any of the following: 
• Bank statement
• Screenshot of bank statement (including URL)
• Voided check
• Deposit slip
• Letter from bank

Banking information in HICX should 100% match 
the information on supplier letterhead.  Supplier 
letterhead can be any of the following: 
• Letter from supplier, on supplier letterhead
• Letter from supplier with stamp and/or 

signature 
• BH banking information template pasted onto 

supplier letterhead or with supplier stamp 
and/or signature

The declaration must include the 
reason for the difference and 
confirm that no laws of the 
supplier’s country are being broken.  
A template can be found here.

Notes:
• All documents must be non-editable (pdf, image, etc.)
• There must be two documents, one on supplier letterhead and one on bank letterhead.
• If the same document is uploaded twice, the workflow will be returned

https://www.bakerhughes.com/sites/bakerhughes/files/2023-08/differing_bank_country_declaration_template.docx


HICX Registration – Completing the New Registration – Supplier 
Diversity

Indicate whether your company is 
registered as a diverse supplier.  

Indicate if you track your spend with diverse 
suppliers.

Indicate which diversity registrations you 
hold and upload your diversity certificate 
as required.



HICX Registration – Completing the Initiatives
• Initiatives are separate tasks from registration that allow Baker Hughes to collect additional information 

about the supplier.  They are dependent on supplier type, commodities identified, supplier responses in the 
registration questionnaire and the BH organization unit with which the supplier is registering.  

• Initiatives will be automatically assigned if they are required.

Initiative Description

Non-Disclosure 
Agreement (NDA)

Legal contract outlining how confidential material, knowledge or information will be shared and is 
required for certain supplier types and commodities and must be signed by BH and supplier and be 
active

Integrity Guide Agreement ensuring that suppliers (employees, workers, representatives, suppliers and 
subcontractors) comply with the standards of conduct required by Baker Hughes.

Financial Health 
Assessment (FHA)

List of questions used to assess the supplier’s financial health.

Supplier Social 
Responsibility Program 
(SSRP)

List of questions used to assess the supplier’s engagement level of social responsibility.

W8 Tax information required for non-US based suppliers in a trade relationship with a Baker Hughes US 
organization. Accompanied by a non-US resident questionnaire.

CTPAT Customs-Trade Partnership Against Terrorism – assesses whether supplier participates in the 
program.

France Registration Documentation required for loading French suppliers.
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