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Invoice Without a Purchase Order
Non-PO Invoice

To create an invoice without a PO:

1. Select the Create menu

2. Select Non-PO Invoice

3. Select your Customer from the dropdown 

menu

Note: If you do not see Baker Hughes in 

the Customer drop down, contact 

Supplier.Enablement@BakerHughes.com

4. Select Standard Invoice

5. Click Next.

1

2

3

4

5

mailto:Supplier.Enablement@BakerHughes.com


PUBLIC© 2021 SAP SE or an SAP affiliate company. All rights reserved.  ǀ© 2021 SAP SE or an SAP affiliate Company. All rights reserved.

Invoice Without a Purchase Order
Non-PO Invoice

1. Complete all required fields marked with an asterisk (*).

2. Complete at least 1 of the Order Information Fields.  If 

your customer disables the rule you are not required to 

enter info in Order Information section.

3. Add a customer Name and Email address by clicking on 

view/edit address next to choose address customer. When 

you click on view/edit address , fill in correct Baker Hughes 

entity name and your requestor email id to have the 

document properly routed to the right approver.

Note: The invoice will be rejected without a valid 

customer name and customer email address.
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Invoice Without a Purchase Order
Non-PO Invoice

CONTD…

4. Add Tax and Shipping as appropriate. Always add the 

actual invoice copy by clicking on attachment in Add to 

Header and choosing actual invoice from your machine. 

5. Click the Add button to add a material line item including 

complete details of the item(s) being invoiced. 

Click Next to continue. 

6. Review, Save or Submit as Standard Invoice.
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Review Baker Hughes Invoice Rules

Contd…

1. Scroll down to the Invoice Setup section 

and view the General Invoice Rules.

2. If Baker Hughes enabled Country-Based 

Invoice Rules then you will be able to 

choose your Country in Originating 

Country of Invoice from the drop down 

menu.

3. Click Done when finished.
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Thank you.


