
Supplier Company Profile

Supplier Locations (Editable, Add New or Mark Out-Of-Use)
• Applicable for all relationships but assigned by BH contact to applicable trade relationships.
• Lists physical locations receiving POs and/or receiving payments and their e-mail addresses.

Supplier Master Data &  Legal Information (Editable data)
• Applicable for all relationships
• Includes information such as Legal Name, Legal Address, Tax Number, D & B 

number (if applicable), Supplier Diversity (if applicable).  
• Edits to master data require accompaniment by a legal proof document. 

Supplier Bank Accounts (NOT Editable data, Add New or Deactivate)
• Assigned by supplier contact for applicable relationships/OU/ Company Code.
• Lists bank accounts that receive payments.  

HICX Supplier Contacts (Editable data, Add New, Disable)
• Assigned by supplier contact for applicable relationships/OU/ Company Code.
• Lists supplier contacts that can manage supplier relationships in HICX.

Supplier Initiatives (HICX Tasks)
• Applicable for all relationships.
• Lists HICX tasks (aside from registration) that must be completed.  Green indicates completed.

Company Profile 
• This tab contains supplier data manageable by the HICX supplier contacts

Note:
• There is no reason to be concerned if you see the same address or bank account listed multiple times.  
• In most cases, this is because of the different ERPs that are using the location or bank account.  



Managing Banking Data (Adding a New Bank 1)

Notes:
• If a supplier’s bank changes, and the new account is not added, payments will be delayed or improperly paid.
• If a supplier’s incorrect bank account is not deactivated, payments will be delayed or improperly paid.
• Suppliers can only Add a New Bank Account or Deactivate an existing Bank Account.  They can’t edit existing data.  
• If the existing bank account number is correct but other data is missing/ incorrect, please reach out to your Baker 

Hughes point of contact to request a change from the vendor master team.
• All information entered should match both banking documents 100% or the workflow will be returned.  

Indicate the Reason for the new bank 
add and all required banking 
information. 3

2To add a new Bank 
Account, Click 

Searching for the Bank is Not 
mandatory.  If the search is used, it will 
default National ID/ bank key and swift 
when bank is correctly selected

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

Bank Country and Account Currency 
are used for determining the banking 
information required

1

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.

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% or the workflow will be returned 
for correction.



Managing Banking Data (Adding a New Bank 2)

Bank Name and Address Information should 
match the Letterhead Documents

Choose which relationships should use the 
new bank account

A savings account can be selected to 
receive payment, but the default is 
Checking

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



Managing Banking Data (Adding a New Bank 3)
Law 136 requires additional due diligence 
for suppliers banking in Italy.  Answer these 
questions and complete a document load 
for suppliers conducting business in Italy. 

Enter any additional comments and Save
when complete

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.

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.

Save when 
complete 3



Managing Bank (Deactivate a Bank Account)

Notes:
• If a bank account is no longer active, you must create a deactivation request.  
• If you are adding a new bank to replace an existing one, it is recommended to create the deactivation request first.
• By deactivating a bank account, you are triggering a request to terminate the bank account in the affected ERP.
• Failure to deactivate a closed bank account may result in payment delays or improper payments.  

Click on the three dots 
under Actions and then 
select Deactivate

Save when complete4

3

2

Enter comments about 
why the bank is being 
deactivated

1
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