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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%20information%20template%20-%20Spanish%20(ES).docx
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%20information%20template%20-%20Arabic.docx
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%20information%20template%20-%20Arabic.docx
https://bakerhughes-my.sharepoint.com/:w:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Vendor%20Information%20Template.docx?d=w2e39f5e0910c4c64b40bd7528f881f26&csf=1&web=1&e=1jfxf7
https://bakerhughes-my.sharepoint.com/:w:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Chinese%20Vendor%20Info%20Template.docx?d=w332320d657224184b77008b145128ed0&csf=1&web=1&e=f8JRJS
https://bakerhughes-my.sharepoint.com/:w:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Russia%20Vendor%20Info%20Template.docx?d=w4fedd0d8c89b460e88c9a46371fe04b5&csf=1&web=1&e=PI9Juw
https://bakerhughes-my.sharepoint.com/:w:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/PAN%20card%20self%20declaration%20for%20proprietorship%20firm.docx?d=w739be64e4af94a9d9d48f09c7708d819&csf=1&web=1&e=E2Cnl0
https://bakerhughes-my.sharepoint.com/:b:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/BOLETO%20DECLARATION.pdf?csf=1&web=1&e=YeUxpp
https://bakerhughes-my.sharepoint.com/:w:/r/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/2020%20Non%20US%20Reporting%20Questionnaire%20Rev%20B.docx?d=w09885150453b45618b9be0ba4cff347f&csf=1&web=1&e=cztund
https://bh.hicx.net/bh/hicxesm-portal/app/login.html;jsessionid=12ljut2zj3sex1ts65idae31kg


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

1 2

3

4
Notes: 
• If you do not receive an email but know your username and password, the 

supplier portal can be opened here.

“Click here” to initiate a password set request. 

Take note of your username

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

1

2

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.



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://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.



HICX Registration – Non-Disclosure Agreement (NDA)

If an NDA was signed 
electronically in Ariba, and you 
have the ACM ID, select Yes and 
then enter the ACM ID.

Enter your first name, last name, 
and role/ title at the supplier (ex. 
Sales, AR, Quality, etc.)

Click Submit 3

1

…OR

If you do not have this number, 
select No and then Upload a 
copy of the NDA 2

4

Notes:
• An NDA is a 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
• If uploaded by BH into HICX workflow, supplier won’t see this task 
• If you do not have a mutually signed NDA, connect with your Baker Hughes representative



HICX Registration – Integrity Guide

Download a copy of the integrity 
guide in your desired language by 
clicking the link.

1

2

3

4

Read the guide and then click 
the checkbox, which  
acknowledges that typing your 
name and clicking on "I agree" 
constitutes your electronic 
signature and is legally binding.

Enter your first name, last name, 
and role/ title at the supplier (ex. 
Sales, AR, Quality, etc.)

Click Submit

Notes:
• Required for certain supplier types and commodities
• Agreement ensuring that suppliers (employees, workers, representatives, suppliers and subcontractors) comply with 

the standards of conduct required by Baker Hughes.
• Documents are also available at www.bakerhughes.com/suppliers and searching “integrity”.

http://www.bakerhughes.com/suppliers


HICX Registration – Financial Health Assessment (1)

Enter any comments that help to 
explain the responses below.

Upload your most recent fiscal report.

Enter if you are a manufacturing 
company, and if so, what type.  

The fiscal year should match the 
uploaded document.

The currency and order of magnitude 
allow the approver to better 
understand the information provided

Notes:
• Required for certain supplier types and commodities to assess the supplier’s financial health.
• Respond to all financial health questions with information matching fiscal report, balance sheet, P&L and/or Income statement.
• All data entered is confidential and will not be shared with additional parties.



HICX Registration – Financial Health Assessment (2)

Sales: 
Gross/ Total Sales

Operating Profit: 
Profit before interest and taxes

Finance Cost: 
Costs incurred borrowing funds

Current Assets: 
Value of company owned assets 
convertible to cash within 12 months

Current Liabilities: 
Debts paid during a normal operating 
cycle (AP, salaries, taxes, deferred 
revenues, etc.)

Total Assets: 
Value of company owned assets 
convertible to cash within 12 months

Total Liabilities: 
Combined debts and obligations 
owed to outside parties

Respond to all financial health questions with 
information matching, fiscal report, balance 
sheet, P&L and/or Income statement



HICX Registration – Financial Health Assessment (3)
Total Debt: 
Total debts associated with 
outstanding loans

Total Shareholders Funds: 
Total Assets – Total Liabilities

Retained Earnings: 
Profit after payments

Outstanding Shares: 
Number of shares issued to investors 
(if none issued, enter 0)

Market Price per Share: 
If public company, enter market 
value; if private, enter 0)

Book Value per Share: 
(Total Assets – Total Liabilities)/ 
Outstanding Shares (if none issued, 
enter 0)

Click Submit when 
complete Respond to all financial health questions with 

information matching, fiscal report, balance 
sheet, P&L and/or Income statement



HICX Registration – Supplier Social Responsibility Program (SSRP)

Answer the questions related to your facility 
and labor profile. 

Document uploads may be required for Yes
answers.

1

Answer the question regarding Management 
Systems in place.  

If Yes is selected, indicate which systems and 
upload and example of the system.

2

Check the boxes next to the activities 
performed at your facility.

Click Submit when complete.

3

Note:
• Required for certain supplier types and commodities to assess the supplier’s engagement level of social responsibility.



HICX Registration – W8

Review and respond to the W8 form based on your legally 
registered information. 

Upload it when complete.

Note: Unsigned, undated or documents older than 6 
months will be returned. 

Download the Non-US resident questionnaire.

Go to www.irs.gov and download the 
applicable W8 form based on your legal 
structure type. (you can search W8)

Submit when complete

1

2

4

Review and respond to the questionnaire based on the 
work that will be provided to Baker Hughes. 

Upload it when complete.

Note: Unsigned, undated or documents older than 6 
months will be returned. 

3

5

Note:
• Required for non-US based suppliers in a trade relationship with a Baker Hughes US organization. Accompanied by a non-US resident questionnaire.

Link Non-US Resident Reporting Questionnaire

Link to www.irs.gov

http://www.irs.gov/
https://bakerhughes-my.sharepoint.com/personal/malina_dumitrescu_bakerhughes_com/Documents/Box_Migration/HICX%20implementation%20Project%20files/Templates/2020%20Non%20US%20Reporting%20Questionnaire%20Rev%20B.docx
https://www.bakerhughes.com/sites/bakerhughes/files/2023-08/non_us_reporting_questionnaire.docx
http://www.irs.gov/


HICX Registration – CTPAT

Submit when complete

1
Read the information about Baker 
Hughes commitment to US Customs 
Trade Partnership Against Terrorism 
(CTPAT)

4

Indicate whether you participate in 
CTPAT.  If you answer Yes, enter your 
registered name.

Indicate whether you participate in a 
foreign supply chain security program.  
If you answer Yes, upload related 
documentation and enter the security 
program name.

2

3

Note:
• Required for when supplier is not incorporated in the USA and BH OU is in the USA.



HICX Registration – France Registration

Submit when complete

Upload the URSAFF document 
(for checking reporting obligations and the 
payment of social security contributions). 

French Law reference : article D8222-5 §1° of the 
French Labor code 

The supplier must provide an official valid 
attestation which will be checked on the site : 
https://www.urssaf.fr/portail/home/utile-et-
pratique/verification-
attestation.html?ut=outils-en-ligne

Review and respond to the questionnaire based 
on the work that will be provided to Baker Hughes. 
Upload the KBIS document 
(for checking supplier registration)

French Law reference : article D8222-5 §2° of the 
French Labor code 

The supplier may provide one of the following 
document : 
1. An extract of the entry in the Commercial 

Register (K or K bis);
2. An identification document justifying the 

registration to the « répertoire des métiers » 
3. A quotation, advertising document or 

professional letter, that includes the legal 
entity name , the full address and the 
registration number of the company in the 
global company register or in the register 
"répertoire des métiers", or the registration 
number to a professional order, or the 
approval number of a competent authority. 

4. A receipt for the filing of a declaration at a 
business formalities center for an on-going 
registration

Upload it when complete.

Note: Unsigned/ dated documents will be 
returned. 

Upload the Supplier declaration conformity 
for the employment of foreign person

To be valid, the submitted declaration must be 
conform with these points : 
1. Pdf format document 
2. Signed document 
3. Dated less than 6 months ago 
4. Indicates the supplier's legal information 

(name of the company, registration 
number) 

5. Indicates the list of foreign employees with 
(for each of them) : 

1. Name, First name 
2. Date of hire, 
3. Nationality, 
4. Type and serial number of the 

work permit. 

1 2

4

3

Note:
• Required for when supplier is incorporated in France and BH OU is in France.

https://www.urssaf.fr/portail/home/utile-et-pratique/verification-attestation.html?ut=outils-en-ligne
https://www.urssaf.fr/portail/home/utile-et-pratique/verification-attestation.html?ut=outils-en-ligne
https://www.urssaf.fr/portail/home/utile-et-pratique/verification-attestation.html?ut=outils-en-ligne


Required Documents – Legal Proof Documents

W9 Form Example VAT Certificate Example

Legal Proof Document
• Required when onboarding a new supplier or if the Legal Name or Legal Address are changing, this document must 100% 

match HICX.
• Must contain: Legal Name, DBA Name (if applicable), Legal Address, Legal Structure, VAT/ Tax Information.
• Most likely a Tax Document (ex. if US based supplier should be W9, India it should be Pan Card).
• Tax/ VAT changes are only allowed under certain circumstances (reach out to your BH POC).
• The Legal Proof Document must be uploaded into the workflow.



Required Documents – Banking Documents

Document Requirements per Workflow Request Type

Legal Proof 
Document

Supplier 
Letterhead 

with Banking

Bank 
Letterhead 

with Banking

Supplier 
Letterhead 

with Factoring 
Information

Banking 
Information 
Template

Differing Bank 
Country 

Declaration

New Supplier Add X X X X* X*
Factoring Bank Add (New supplier) X X X X X* X*
Supplier Legal Information Update X
New Bank Add (Existing Supplier) X X X* X*

Factoring Bank Add (Existing Supplier) X X X X* X*

*Applicable under certain conditions

Notes: 
• All documents and information in HICX must match 100% (most frequent mismatch is bank account holder name).
• An invoice is not considered supplier letterhead for new supplier adds (with the exception of certain scenarios).
• An invoice can be considered supplier letterhead for banking adds to existing suppliers.
• If supplier letterhead or banking letterhead is non-English, the Banking Information Template is also required.
• A differing bank country declaration is required if the supplier’s banking country is different than their country of incorporation.
• Letterhead documents must be submitted in a non-editable format (pdf, image).



Required Documents – Banking Documents

Supplier Type/ Scenario Supplier Letterhead Bank Letterhead

Government Supplier, 
Government Owned Utility Supplier,
Tax Authority,
Supplier who is Financial Institution (ex. 
Citibank),
Debt Collector,
Legal Settlement, 
Customer Proposal Bidding Access,
Charity,
Insurance Company

• Letter from supplier, on supplier letterhead
• Letter from supplier, without letterhead, containing 

stamp and/ or signature from supplier (both required in 
most countries)

• If none of the above can be provided, an invoice, 
statement or settlement agreement from the supplier, 
including banking information

• Bank statement
• Screenshot of statement (including URL)
• Voided Check
• Deposit Slip
• Letter from bank
• If none of the above can be provided, the banking 

information template can be submitted (does not 
require stamp and/or signature)

All other suppliers (including Sole Proprietor, 
Individuals and Standard)

• Letter from supplier, on supplier letterhead
• Letter from supplier, without letterhead, containing 

stamp and/ or signature from supplier (both required in 
most countries)

• If none of the above can be provided, the banking 
information template can be submitted (requires stamp 
and/ or signature)

• Bank statement
• Screenshot of statement (including URL)
• Voided Check
• Deposit Slip
• Letter from bank

Supplier Letterhead
• Required for all new supplier banking set ups and new 

bank adds to existing suppliers.
• Should contain the Legal Name, Legal Address, Logo of 

the supplier, and Tax information as well as Bank Name, 
Bank Address, Account Holder Name, Account number, 
National ID/ Sort code (regionally used account 
information such as SWIFT/ BIC, IBAN, CLABE, CNAPs, etc.).

• If supplier letterhead is not in English, it is recommended 
to provide the Banking Information Template.

Bank Letterhead
• Required for all new supplier banking set ups, and new 

bank adds to existing suppliers
• Should contain the Bank Name, Bank Address and Logo of 

the Bank, Account Holder Name, Account number, SWIFT/ 
BIC, National ID/ Sort code (regionally used account 
information such as IBAN, CLABE, CNAPs, etc.)



Required Documents – Banking Documents
Letterhead Documents (Other Information):

• The letterhead documents are uploaded in this part of 
the workflow

• If more than 2 documents are required for a banking set 
up, then the documents can be zipped or merged and 
then uploaded

• If the documents are not in English, the Banking 
Information Template is also required 

• At least one of the letterhead documents must be dated 
within six months of the workflow date

• Data on all bank documents and in HICX must match. 
Mismatch will result in workflow return for correction.

Letterhead Documents  (Common Problems):
• Supplier Letterhead Document address does not match 

the Addresses that BH has on file.   If this occurs, an 
additional document can be submitted indicating the 
relationship of the additional address or a Partner 
Update can be requested, correcting the legal address.

• Bank Account Holder Name and supplier Legal 
Name/DBA Name are different. If this occurs, either 
update data in HICX or submit an additional document 
highlighting the relationship between the different 
names.

file:///C:/Users/laffeli/OneDrive%20-%20Baker%20Hughes/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Bank%20information%20template%20(Rev02).docx
file:///C:/Users/laffeli/OneDrive%20-%20Baker%20Hughes/HICX%20implementation%20Project%20files/Intranet%20Site/Files%20published%20on%20Intranet%20Site/Templates/Bank%20information%20template%20(Rev02).docx


Banking Documents – National ID Required
Country Currency National ID Comments IBAN

AR any National ID: first three digits of the CBU (Clave Bancaria 
Uniforme) Number

CBU: 22 digits are required 
for example: 
1234567890123456789012

N

AU any National ID (6-digit BSB ) N
BN any National ID (6 digit Bank Branch Code) N
BO any National ID (5-digit NCC code and 4-digit Branch Code) N
BR BRL National ID (3-digit Bank Local Number and 4-digit Bank 

Branch Code. For Boleto payments, always enter 0333689 for 
successful payment, otherwise workflow will be sent back.)

N

BR non-BRL National ID (3-digit Bank Local Number and 4-digit Bank 
Branch Code. For Boleto payments, always enter 0333689 for 
successful payment, otherwise workflow will be sent back.)

For cross-border 
payments IBAN is required.

Y

CA any National ID/EFT Routing Number (4-digit bank or institution 
code number with leading zero and 5-digit branch code or 
transit number)
To help find the right code, click here or here.

N

CL any National ID: 3 digit Bank code number (CLRN Bank/Branch 
code)

N

CN any National ID (12-digit CNAPS code ) N
CO any National ID (three digits are required. Add a preceding 0 

(zero) if there are only two digits)
N

DZ any National ID (3-digits Bank Code and 5-digits Branch Code) N
EC any 8 digit Codigo de Compensacion / CCE (National ID) N
GA any National ID (5-digit Bank Clearance Code) Y
GH any National ID (6 digit National Clearing Code) N
GQ any National ID: 10 digit CEMAC Bank/Branch Code N
GY any National ID (8 digits: 1st digit: check digit; 2nd-5th: four digit 

branch code, 6th-8th: three digits bank code)
N

HK any National ID (6 digit Clearing Code/HKICL) N
ID any National ID/Clearing Code (3-digit Bank Local Number and 

4-digit Bank Branch Code)
N

IM any National ID: 6 digit Sort Code N
IN any National ID (11-digit IFSC code). Confirm IFSC here: 

https://bank.codes/india-ifsc-code/
N

JE any National ID: 6 digit Sort Code N
JM any National ID: 8 digit Bank Transit Code N
JP any National ID (7 digit Bank-Branch Code - Zengin Code) N
KE any National ID (5 digit KBA sort code) N
KR any National ID (7-digit National Clearance Code/bank 

code/BOK)
N

LK any National ID: 7 digit Bank Branch Code N

Country Currency National ID Comments IBAN
MX Any National ID (OFS/SAPBH1: 3-digit Bank Number; 

Oracle,DS/SAPP31: First 6 digits of CLABE)
CLABE Number (18-digits) for 
example: 123456789012345678
Bank Account Number must 
contain CLABE

N

MZ any Bank Code (7th and 8th Digit of IBAN) Y
NA any 6 digit BON N
NG any National ID (9-digit local routing/sort code/CBN) N
NO any National ID (4-digit branch code) 7 digit Bank Account Number 

is required
Y

NZ any National ID (6 digits National Clearance Code: First 2- digits 
specifying the bank, 4 digits specifying the bank branch)

N

PE any BCRP - Codigo Bancario (3 digits bank code – first three 
digits of CCI)

N

PG any National ID: 6 digit Bank State Branch N
PR any National ID: 9 digits Routing Number N
RU any 9-digit RCBIC - Bank Identification Code N
SG any National ID/MAS/Clearing Code (4-digit bank code and 3-

digit branch code)
N

SL any National ID: 6 digit SLBC is required. 3 digits bank code 
number + 3 digits branch code number

N

SZ any National ID: 6 digit Bank Branch Code - 2 digits bank code 
number + 1 digit checksum + 3 digits branch code number

N

TH any National ID (seven digit National Clearing Code or BAHTNET 
bank identifier/bank code is required)

N

TJ any National ID: 9 digits Bank Identification Code (NBT) N
TM any National ID N
TT any National ID (5, 6, 7 or 8 digits National Clearing Code) N
TW any National ID: 3-digits bank code followed by a 4-digits branch 

code. Some ID's contain the letter 'R' for 'Representative 
Office'. Leave the R out for successful payments.

N

US any 9-digit ACH-ABA Routing Number in this format: 999999999 
or 123456789

N

UZ any National ID: five digit MFO code/bank code number N
VE any National ID (four digit numerical Codigo de Banco is required 

for successful payments)
N

VI any National ID: 9 digits Routing Number N
VN any National ID (8 digit CITAD is required: 2 digit area code 

number + 3 digit bank code number + 3 digit branch code 
number)

N

ZA any National ID (6 digit Bank Branch Code) N
ZW any National ID: 5 digit Sort Code N

Notes:
• National ID is the domestic identifier of a bank institution (regardless of bank account currency), used for domestic payments. 
• Each bank that is registered in a country where banks have a domestic identifier must have a National ID. 
• It often has a specific denomination depending on country (ex. CNAP, sort code, IFSC, BSB, Routing Number, bank code.) 
• Baker Hughes collects this number and SWIFT/BIC for all suppliers  in these countries regardless of domestic or international payments.

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


• Notes:
• A National ID is not required to be entered into HICX for this list of countries.  In some cases, the National ID populates in HICX from the IBAN.
• An IBAN may or may not be required.
• Baker Hughes collects the SWIFT/BIC for all suppliers  in these countries regardless of domestic or international payments.

Banking Documents – National ID not Required
Country IBAN

AD Y
AE Y
AF N
AG N
AI N
AL Y
AM N
AO Y
AS N
AT Y
AW N
AX Y
AZ Y
BA Y
BB N
BD N
BE Y
BF N
BG Y
BH Y
BI N
BJ N
BL Y
BM N
BQ N
BS N
BT N
BV N
BW N
BY Y
BZ N
CC N
CD N
CF N
CG N
CH Y
CI Y
CK N
CM Y
CR Y

Country IBAN
CU N
CV N
CW N
CX N
CY Y
CZ Y
DE Y
DJ N
DK Y
DM N
DO Y
EE Y
EG Y
EH N
ER N
ES Y
ET N
FI Y
FJ N
FK N
FM N
FO Y
FR Y
GB Y
GD N
GE Y
GF Y
GG N
GI Y
GL Y
GM N
GN N
GP Y
GR Y
GT Y
GU N
GW N
HM N
HN N

Country IBAN
HR Y
HT N
HU Y
IE Y
IL Y
IO N
IQ Y
IR N
IS Y
IT Y

JO Y
KG N
KH N
KI N

KM N
KN N
KP N
KW Y
KY N
KZ Y
LA N
LB Y
LC Y
LI Y
LR N
LS N
LT Y
LU Y
LV Y
LY N
MA N
MC Y
MD Y
ME Y
MF Y
MG N
MH N
MK Y
ML N

Country IBAN
MM N
MN N
MO N
MP N
MQ Y
MR Y
MS N
MT Y
MU Y
MV N
MW N
MY N
NC N
NE N
NF N
NI N
NL Y
NP N
NR N
NU N
OM N
PA N
PF N
PH N
PK Y
PL Y
PM Y
PN N
PT Y
PW N
PY N
QA Y
RE Y
RO Y
RS Y
RW N
SA Y
SB N
SC Y

Country IBAN
SD N
SE Y
SH N
SI Y
SJ N
SK Y
SM Y
SN Y
SO N
SR N
SS N
ST Y
SV Y
SX N
SY N
TC N
TD N
TF Y
TG N
TK N
TL Y
TN Y
TO N
TR Y
TV N
TZ N
UA Y
UG N
UM N
UY N
VA Y
VC N
VG Y
VU N
WF N
WS N
YE N
YT Y
ZM N

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


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



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 Supplier Master Data(View/ Edit)
Click on the 
Company Profile tab1Click on the 

supplier's name to 
View the supplier’s 
master data or 
click on the pencil 
to Edit it.

2
A
B

C

D

E

F

Fields with the most frequent questions:

Legal name and DBA name (if applicable) must match the Legal 
Proof Document , bank account holder name and banking 
letterhead documents.  

Country of incorporation and tax number are the unique 
identifiers of a supplier.  The country of incorporation must match 
the Legal Proof Document address and can’t be changed to 
another country.  If the incorporation country changes, it will be 
considered a new supplier.

Legal Address must match the Legal Proof Document and 
recommended to be listed on the banking supplier letterhead 
document.  Legal address can only be updated with a new Legal 
proof document.

Legal Structure must match the Legal Proof Document and 
(along with country of incorporation) determine which tax 
numbers are required 

Tax Numbers must match the Legal Proof Document and can’t 
be changed  within Baker Hughes records (in most cases). If the 
supplier’s tax number changes (due to acquisition, change of 
ownership, change of legal structure, etc.), contact your Baker 
Hughes representative to begin a new supplier add workflow.

Legal Proof document must match all partner level supplier 
information.  Must be uploaded for any change to partner level 
data.

A

B

C

D

E

F

Enter the Reason 
for the change

3

Save when complete4



Managing Location Data (View/ Edit)

5

1

2
Click on the 
Address to View or 
Edit the data

Fields with the most frequent questions:

Address of the location where purchase orders will be received/ 
processed.  Can be edited by clicking 

Location Purpose must be retained as Purchasing and Payment.  
Do not uncheck these flags.

Contact Name identifies the person that will receive the orders/ 
manages the Baker Hughes’ business.

PO Email will receive purchase orders or (for non-PO) is the 
contact email where Baker Hughes services are arranged; 
Remittance Email will receive Remittance notifications at the 
time of payment.

Fax and Telephone Numbers are additional ways to reach the 
Contact listed above.

VAT number differences are to be identified here when the tax 
information at the site level is different from the Partner level 
information (India & Brazil).

A
B
C
D

E
F

Save when complete5

3Click Edit

Notes:
• By Editing an existing Location, you will be editing the data associated with the 

vendor number in the ERP (including the Location’s Address or Email)
• Purchasing and Payment flag should both remain checked, withdrawing one of 

them can result in a blocked payment.
• Suppliers must have both an PO Email and Remit to Email on file.  Missing one of 

them can result in a blocked payment.
• For countries such as India and Brazil, where a site may have a different tax 

number for that location, it can be listed here.
• For an address change, the Vendor Master team may seek an additional proof 

document containing the supplier Legal Name and new address.

Enter the Reason for 
the change and any 
other updates

4
A
B
C
D

E
F



Managing Location Data (Add a Location)

2 To add a new 
Location, Click 

Fields with the most frequent questions:

Address of the location where purchase orders will be receive/ 
processed.  Can be edited by clicking 

Location Purpose must be retained as Purchasing and Payment.  
Do not uncheck these flags

Contact Name identifies the person that will receive the orders/ 
manages the Baker Hughes’ business

PO Email will receive purchase orders or (for non-PO) is the 
contact email where Baker Hughes services are arranged; 
Remittance Email will receive Remittance notifications at the 
time of payment

Fax and Telephone Numbers are additional ways to reach the 
Contact listed above

VAT number differences are to be identified here when the tax 
information at the site level is different from the Partner level 
information (India & Brazil).

Enter additional Comments as needed

A
B
C
D

E
F

Save when complete 4

Notes:
• Adding a Location will result in an additional unique vendor ID at Baker Hughes.
• The Vendor Master team may seek an additional proof document containing the supplier Legal Name 

and new address.

Populate the 
information below 3

A
B
C

D

E

F

G

G

1



Managing Location Data (Mark Out-Of-Use)

Notes:
• By Marking a location Out-Of-Use, you are triggering a deactivation request of the address to Baker 

Hughes.
• If you are intending to update the location, make an edit request instead

Click on the three 
dots under Actions 
and then select 
Mark Out-Of-Use

Save when complete4

3

2

Enter comments 
regarding the 
location status

1



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.

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://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://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


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



Managing Contact (View/ Edit Contact)

Fields with the most frequent questions:

Contact Type – type of contact supporting the Baker Hughes relationships.

First Name, Last Name, Email, Position, Telephone – general information 
about the contact

Organization Units – OU relationships that the contact maintains. 

Can Login – Indicates that the user is able to login. To disable the contact, 
update the bubble to No and Save.

SuperUser– Indicates if the user can manage other supplier contact profiles 
in HICX. To identify a SuperUser, update the bubble to Yes and Save. If a 
SuperUser leaves, and no one is left to maintain the contacts, seek support 
from your Baker Hughes point of contact.

Two Factor Authentication – indicates an additional level of security while 
logging into HICX

Attach Document, Comments – additional documents can be uploaded or 
comments can be added regarding the contact

A
B
C
D

E

F

Save when 
complete 4

Notes:
• The Default Contact is the first contact created for the supplier.
• A SuperUser has the ability to delete other supplier contacts.
• Two Factor authentication adds a second level of security while 

logging into HICX.

Enter the Reason for the change 
and the updated Contact’s 
information

4

A

B

C

D
E
F

G

2
To View/ Edit a Contact 
click on the name

3Click Edit

G

1



Managing Contact (Add a Contact)

Save when 
complete 4

Notes:
• A SuperUser has the ability to delete other supplier contacts.
• Two Factor authentication adds a second level of security while 

logging into HICX.

Enter the Contact’s information3

A

B

C

D
E
F

G

2 To add a New 
Contact, Click 

Fields with the most frequent questions:

Contact Type – type of contact with respect to the Baker Hughes 
relationships.

First Name, Last Name, Email, Position, Telephone – general 
information about the contact

Organization Units – OU relationships that the contact maintains. 

Can Login – Indicates that the user is able to login.  This can be 
modified  to disable contacts as needed.

SuperUser– Indicates if the user can manage other supplier 
contact profiles in HICX

Two Factor Authentication – indicates an additional level of 
security while logging into HICX

Attach Document, Comments – additional documents can be 
uploaded or comments can be added regarding the contact

A
B
C
D
E
F
G

1



Problem What does the supplier do?

Supplier’s Legal Name/ DBA Name changed but tax numbers remained the same Edit supplier master data in HICX

Supplier’s Address changed but tax numbers remained the same Edit supplier master data in HICX

Supplier’s Legal Structure has changed but tax numbers remained the same Edit supplier master data in HICX

Supplier’s tax number is incorrect on BH records but did not change. Edit supplier master data in HICX, indicate in “Reason for Change” field an explanation of the 
correction.

Supplier’s tax numbers have changed Contact BH point of contact for create new supplier request

The supplier’s diversity registration has changed Edit supplier master data in HICX

Supplier’s MSME data has changed Edit supplier master data in HICX

The supplier’s current bank account is wrong and needs to be replaced Bank Account deactivation workflow and Bank Account Add workflow

The supplier has added a new bank and the remaining bank is also active New Bank Account Add workflow

The supplier’s current bank account is no longer active Bank Account Deactivation workflow

The address where the supplier’s POs are processed is wrong Edit Location workflow

The supplier’s POs or remit to email addresses are wrong Edit Location workflow

Purchasing location has a different tax ID than the Legal tax ID Edit Location workflow

The supplier has a new contact to manage HICX data New Supplier Contact Add workflow

The supplier has a new contact to manage HICX data and the current contact(s) 
is/are no longer with the company

Contact your BH point representative or person who created the workflow request to add a 
new contact

The supplier contact listed in HICX is no longer needed.  Edit contact workflow

Supplier contact is correct but includes some incorrect information (after supplier 
registration)

Edit contact workflow

The supplier contact receiving the supplier registration task is not correct/ no longer 
with the supplier.

Contact your BH point representative or person who created the workflow request, provide the 
correct contact information

The Laws on my country (supplier’s country) do not require me to disclose financial 
information

Contact your BH point representative or person who created the workflow request

The banking information in my extend workflow is correct, but some details are 
missing

Contact VMCOE for additional support

Troubleshooting



Item Definition

BH Baker Hughes

HICX The name of Baker Hughes supplier onboarding and data management tool

EULA End User License Agreement

DBA Doing Business As name or trade name

CTPAT Customs-Trade Partnership Against Terrorism

SSRP Supplier Social Responsibility Program

NDA Non-Disclosure Agreement

FHA Financial Health Assessment

ID Identifier

OU Organization Unit or Operating Unit – represents the Baker Hughes Legal Entity

PO Purchase Order

POC Point of Contact

Special Character Keyboard character not part of the Latin Alphabet

Does not interface to the ERP The information entered will only be contained in HICX and will not pass to the system of record for PO/ Invoice Management

Interfaces to ERP The information entered will pass to the system of record for PO/ Invoice Management

Glossary
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