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Overview 
Description of the system: Halliburton uses SAP Ariba Supplier Lifecycle and Performance (SLP) module 

as our Supplier Management solution. SAP Ariba is a cloud-based solution and 
marketplace allowing exchanges between buyers and suppliers. SLP will be 
used to solicit responses for new supplier onboarding, qualifications, updates for 
existing suppliers, and supplier performance management. 

The purpose of this job aid: The purpose of this job aid is to provide instructions on how to complete the 
supplier registration process within Ariba. 

Who should utilize this job aid: This job aid is designed for Suppliers. 

Vendor Record (KRED) 
Registration Questionnaire 

This is for the supplier/s to complete and including the following: 

• Supplier Name 
• Supplier details 
• Type of Ownership 
• Contact Information 
• Supplier Address 
• Factoring Agent 
• Miscellaneous Attachments 
• Financial Information 
• Tax Information 

 
 
Supplier Registration Statuses 

 
 
Below are the different statuses for Supplier Registration: 
 

STATUS DESCRIPTION 

Not Invited 
The Supplier Request has been approved and the supplier is created in the SAP Ariba 
Supplier Management Solution database, but the supplier has not yet been 
invited to register. 

Invited The supplier has been invited to register. 
Registered The supplier registration has been approved. 

In Registration The supplier has started the registration but in progress for completing the External 
Supplier Registration Form. 

Pending Approval The supplier has submitted the External Supplier Registration Form for approval. 
Registration Denied The supplier’s registration has been denied. 

Supplier Registration Statuses 

Overview 
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Supplier Invitation  
 
After the invite for Supplier Registration is sent, the Supplier will receive an email for the invitation to register to 
become a supplier of Halliburton. Upon clicking the Click Here link, the supplier will be redirected to Ariba Network to 
complete the external questionnaire. Please follow the steps post clicking on “Click Here” as shown in the screenshot. 

 
 
Sign up to create an account. Note: If you already have an account on the Ariba Network, this step is required to set 
up account for Halliburton. You can later merge your account together. 
 

 
 

Account Configuration  
 
Please provide information for all mandatory fields. Adding information that is not mandatory provides more details 
about your business. 
 
Account Configuration allows the System Administrator to set up the Ariba Network for users, ensuring that the 
information is specific to the supplier and consistent across all users. There are 3 mandatory tabs associated with the 
Company Profile Tab, they are: 
 

• Company Information 
• User Account Information 
• Business Details and Terms and Conditions 

  

Supplier Invitation 

Account Configuration 
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Company Information 

Enter the basic information about your company. 

User Account Information 

Please enter your First and Last name appropriately. E-mail ID used should be the one the invitation was sent to. 
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Please enter the Business details as shown below and go through the Terms of use and SAP Ariba Privacy Statement 
before you proceed further and click on “Create account and continue”. 

If you are already an existing user and have an Ariba 
account, please login to your account with your 
credentials. 

In case you forget your credentials and try to sign up 
again, the below window/screen will pop-up. 

Note: 
• The fields marked with an asterisk (*) are mandatory. Adding information that is not mandatory provides more

details about your business
• If any error persists, please refresh your browser, and delete your cookies. The session expires or gets

refreshed every 5 mins, please save the form when you are done entering details under each section to avoid re-
work

Business Details and Terms and Conditions 
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Vendor Record (KRED) Registration Questionnaire  
 
Once logged into the Ariba account, navigate to the “Ariba Proposals and Questionnaires” tab using the drop down on 
the top left. 

 
 
 

Please fill in the questionnaire under “Vendor Record (KRED) Registration Questionnaire as shown below: 
 
Click on the link to fill in the KRED Questionnaire 

 
 

Vendor Record (KRED) Registration Questionnaire 



Supplier Registration Guide 
   

Page 8 of 28  

Step 1: Under Supplier Name section, enter the Company Name (Legal/Registered Name) in Company Name 1. 
 

 

Note: 
• Field 1.1. Company Name 1 cannot exceed 35 characters (including space). 
• Field 1.2. Company Name 2 can be used in case company’s name exceeds 35 characters. 
• Field 1.4 Company Name 4 will be available if the Place of Incorporation (2.3) is not USA. 
• Field 1.6 Does the company have a Doing Business As (DBA)? will be available if the Place of Incorporation 

(2.3) is USA.  
• Field 1.7 Doing Business As (DBA) Name will be available if answer to question 1.6 is Yes. 

If there is a DBA name, then select DBA as “Yes” in field 1.6 and enter the DBA name in field 1.7 
 

Step 2: Enter the required fields under Supplier Details section: 
2.1 Type of Entity* 
2.3 Place of Incorporation* - auto populated based on the answer in the Supplier Request Form. 
2.4 Region (Select only 1 value at the lowest level)* 
2.5 Please confirm you have selected the lowest level value available in the Region field above* 
2.7 Briefly describe product/services provided to Halliburton* 
2.8 Company’s website 

 

 
 

Note: 
• If the answer on field 2.1 Type of Entity is set to Other, 2.2 If Other is selected, please describe field 

will be available. 
• If the answer on 2.5 Please confirm you have selected the lowest level value available in the 

Region field above is set to NO, 2.6 Please select the lowest level value in the Region field will be 
visible and will serve as a hard stop. 
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Step 3: Enter the following fields under Type of Ownership section. 
3.1 If subsidiary, list name and address of Parent Company 
3.2 If privately owned, who are the principles 

 
Note: This question is NOT mandatory 
 

 
 
Step 4: Enter the following fields under Contact Information section. 

4.1 Primary AP Email Address* 
4.2 Corporate Telephone Number* 
4.3 Corporate Fax No. 
4.4 Clerk’s Fax 

 

 
 

Note: 
• Field 4.1 Primary AP Email Address should match the AP Advice Email on EFT form (when applicable)  
• Field 4.2 Corporate Telephone Number should not have special characters (., #, &_) 
• Field 4.3 Corporate Fax No. should not have special characters (., #, &_) 
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Step 5: Enter the Salesperson Contact Details section. To add the salesperson contact details, click the 
Add Contact Details link. 
 

 
 
You will be navigated to the Contact Details page, click the Add New link to add the salesperson contact 
details. 

Enter the following fields: 
4.5.1.1 Salesperson* 
4.5.1.2 Contact Number* 
4.5.1.3 Location* 

 

 
 

Once done, click Submit. 
 
 
Step 6: Enter the additional E-mail address if any, under section 4.6 and 4.7 
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Step 7: Enter the following fields under Supplier Address section: 
5.1 Physical Address* 
5.4 Postal Code/Zip Code* 
5.5 Is your Physical Address same with your Remittance Address*. If YES is selected, field 9.12 Provide a 
sample copy of invoice* will be available and will require you to upload a file. 

 

 

 
 
Step 8: If the Physical Address and the Remittance Address are not the same, answer question 5.6 Number of 
Remittance Addresses*. You may add up to 10 remittance addresses under Remittance Information section. 
 

 
 
Step 9: In Supplier Address section, enter the remaining fields: 

5.7 Dun & Bradstreet No 
5.8 Dun and Bradstreet rating 

 

 
 

Note: To get free DUNS Number, navigate to https://www.grants.gov/web/grants/applicants/organization- 
registration/step-1-obtain-duns-number.html 

https://www.grants.gov/web/grants/applicants/organization-registration/step-1-obtain-duns-number.html
https://www.grants.gov/web/grants/applicants/organization-registration/step-1-obtain-duns-number.html
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Step 10: Under Factoring Agent section, confirm if the vendor receivable is being handled by a factoring 
agent. If YES is selected, field 6.2 Provide a copy of "Notice of Levy" or "Notice of Assignment”* will be 
available and will require you to upload a file. 
 

 
 
 
Note: Field 7.3 can be used to upload any additional documentation as necessary 
 

 
 

Step 11a: If the Physical Address and the Remittance Address are the same, Financial Information section will 
be available. Enter the following required field: 

8.1 Payment Details 
8.1.1 How will you be getting paid* 
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Step 12a: If you select Electronic in question 8.1.1 How will you be getting paid, the following fields will appear and 
must be completed: 

8.1.2.1 Bank Information* 
8.1.3 Please provide the completed EFT Form (see reference for the form). For multiple files, attach 
documents as ZIP file.* 
8.1.4 Please provide supporting documents for every bank details added. Select all applicable.* 

 
 

 
 

 
 
NOTE: Please refer to page 16 for instructions on How to Add Bank Information. 
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Step 11b: If the Physical Address and the Remittance Address are  not the same, enter the needed 
Remittance Address information. 
 

 
 
 
Note:  

• Sections 9-18 (Remittance Information Section) will appear based on the number of remittance 
address selected. 

• For Field 9.6 AP Email Address, the email address must be the same with the Vendor A/P Advice 
Email provided in the EFT form. 

 

 
 
 

• If the Physical Address and the Remittance Address are not the same, Payment Details section 
will be added under Remittance Address section, Field 9.7.1. 

• If the Physical Address and the Remittance Address are not the same, please upload a sample 
copy of invoice under filed 9.12. 
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Step 12b: If you select Electronic in question 9.7.1 How will you be getting paid, the following fields will 
appear and must be completed: 

9.7.2 Bank Information* 
9.8 Please provide the completed EFT Form (see reference for the form). For multiple files, attach 
documents as ZIP file.* 
9.9 Please provide supporting documents for every bank details added. Select all applicable.* 

 

 
 
NOTE: Please refer to page 16 for instructions on How to Add Bank Information. 
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How to add Bank Details: To add banking details, click Add Bank Information. 

 
You will be navigated to this section, click Add New under Bank Details. 

 
 
Enter the fields under Bank Details* 

 

 

Following fields are mandatory:  
• Account Holder Name 
• Bank Key/ABA Routing 

Number  
• Account Number 

 
If Bank Key/ABA Routing Number is not 
available, use Swift Code 
IBAN is NOT mandatory, except for in Europe 
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Enter additional fields under Bank Details section: 
 Bank Control Key 
 Bank Account Continuation (exceed of 18 digits) 
 Bank Account Currency* 
 

 
 
 

Note: 
• Banking Details should match the EFT and Bank Letter. There should not be any mismatch on 

fields such as Depository Institution Name (Bank Name), Company Name, Account Number, IBAN, Bank 
Currency, Bank Account Holder Name and Bank Key/ABA Routing Number and Account 

• The following fields are mandatory: Account Holder Name, Bank Key/ABA Routing Number 
and Account Number. If Bank Key/ABA Routing Number is not available, use Swift Code 

• Do not use spaces or special characters in the following fields: Bank Key/ABA Routing Number, Account 
Number and IBAN Number. 

• Account Number should not exceed 18 characters. If exceeds, use secondary Bank Number field.  
 

 
 
 

• Bank Letter must be current (from the past 12 months) 
• IBAN field is not mandatory, except for Europe. When not available, please leave the field blank. 
• For Oman, IBAN is not required.  
• For International Banking, provide the SWIFT code.  

­ MENA region: UAE, Saudi Ariba, Kuwait, Oman, Bahrain etc. provide Swift code as Bank key. 
­ Pakistan: Halliburton specific bank key is advised 
­ Europe: Netherlands & Belgium use Swift Code as Bank Key 
­ APAC: Swift Code is used as Bank Key for Indonesia, Brunei, Malaysia, Vietnam, Myanmar 
­ For China it's 11- or 12-digits numeric Bank Key.  
­ Africa: Bank key is required  
­ Italy: 10 digits of Bank key  

• For Russia, bank letter should include bank key.  
• For Russia, use first 2 digit of Account Number for “Bank Control Key” field and the remaining 18 digits for 

“Account Number” field. 
• In the State/Province/Region Field, enter an abbreviation with 1-6 characters.  

 
Once done, click Submit. 
 
NOTE: Please refer to page 24 for additional guidance on Banking Detail requirements. 
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Step 13: The following fields will appear in the Tax Information section based on the below criteria: 
 
• If the Place of Incorporation (2.3) is USA, the following fields will appear in the Tax Information section: 

 
 

If TIN (Tax Identification Number) is selected in 18.1 

 
 
If SSS (Social Security Number) is selected in 18.1 

 
 
 
• If the Place of Incorporation (2.3) is Brazil, the following fields will appear in the Tax Information section: 

 
 

 
 
 
• If the Place of Incorporation (2.3) is Colombia, the following fields will appear in the Tax Information section: 
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• If the Place of Incorporation (2.3) is Canada, the following fields will appear in the Tax Information section: 

 
 

 
 
 
 
• If the Place of Incorporation (2.3) is India, the following fields will appear in the Tax Information section: 

 
 

 
Note: For India specific GST number, use the following: 

• GST Number (If Registered)  
• 0 – Not Registered 
• 1 – Composition Scheme 
• 2 – Special Economic Zone 
 
 

• If the selected Place of Incorporation is not mentioned in the previous bullets, the following fields will appear 
in Tax Information section: 
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• If the selected Place of Incorporation is using a VAT Registration Number, the following fields will appear 
in Tax Information section: 
 

 
 

Note: Tax code for the Norway country always ends with letters MVA  
 
Step 14: Under Tax Information section, if YES is selected for Field 19.19, Field 19.20 6.2 Please provide 
W-8 form (For W-8 forms, right-click this LINK to open a new tab or window.)* will be available and will 
require you to upload a file. 
 

 
 
 
Step 15: Complete 20.1 Provide a W-9 - Request for Taxpayer Identification Number and Certification* by 
uploading a file for TIN identification and certification.  

 
Note: W-9 Document section will only be available if the Place of Incorporation is USA. 
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Step 16: Enter the required field under Supplier Diversity – Diverse Company Classification section: 
 

 
 
Note: Supplier Diversity – Diverse Company Classification section will only be available if the Place of 
Incorporation is USA and Canada. 
 
 
• If the Place of Incorporation (2.3) is Canada, the following fields will appear in Supplier Diversity – Diverse 

Company Classification section: 
 
Please select the diversity designation that apply to your company.* 
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• If the Place of Incorporation (2.3) is United States, the following fields will appear in Supplier Diversity – 

Diverse Company Classification section: 
 
Please select the diversity designation that apply to your company.* 
 

 

 

 
 
Step 32: Once completed, click on “Submit Entire Response” and click on “OK” to submit. 
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For any queries Compose a message: use this section to convey any message. 
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EFT Guide, Bank Letter, Mandatory Supplier Inputs for EFT & Void cheque 

Additional Guidance on Banking Details 
 
Mandatory Information for Banking Details and EFT your reference: 

 
APAC & Australasia 

 
 

Middle East 

 
 
Africa 

 

Singapore China Japan Thailand South Korea Philippines Myanmar Vietnam Indonesia Malaysia Brunei Bangladesh India Australia New Zealand
Papua New 
Guinea
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Europe 

 
 
LATAM 

 
 
North America 

 
 
 
 

Austria Denmark France Germany Netherland Norway Spain UK Hungry Romania Cyprus Italy
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Bank Key Swift Code Bank Key Bank Key Sort code Bank Key
Bank Key/Swift 
Code

Bank Key Bank Key

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number
IBAN IBAN IBAN IBAN IBAN IBAN IBAN IBAN IBAN IBAN IBAN IBAN
Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country
Currency Currency Currency Currency Currency Currency Currency Currency Currency Currency Currency Currency

Bank Holder Name
Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Branch Branch Branch Branch Branch Branch Branch Branch Branch Branch Branch Branch
Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name 
Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name
Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email
Address Address Address Address Address Address Address Address Address Address Address Address 
City City City City City City City City City City City City
Vendor A/P Advice 
Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Country Country Country Country Country Country Country Country Country Country Country Country 
State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province

Mandatory information (Banking & EFT) for Europe

Mexico Argentina Brazil
Trinidad and 
Tobago

Guyana Colombia Panama Ecuador Peru Venezuela

Bank Key Bank Key Bank Key Bank Key Bank Key Bank Key Bank Key Bank Key Bank Key Bank Key
Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Depository 
Institution Name

Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number Account Number
Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country Bank Country
Currency Currency Currency Currency Currency Currency Currency Currency Currency Currency
Bank Holder 
Name

Bank Holder 
Name

Bank Holder Name
Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Bank Holder 
Name

Branch Branch Branch Branch Branch Branch Branch Branch Branch Branch
Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name Company Name 
Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name Contact Name
Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Taxpayer 
Identification

Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email Contact Email
Address Address Address Address Address Address Address Address Address Address 
City City City City City City City City City City
Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P Advice 
Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Vendor A/P 
Advice Email

Country Country Country Country Country Country Country Country Country Country 
State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province State/Province

Mandatory Information (Banking & EFT) for LATAM

Country Payments Team Comme

Canada Bank key 
Depository 
Institution 
Name

Account 
Number

Bank 
Country

Currency
Bank 
Holder 
Name

Company 
Name 

Contact 
Name

Taxpayer 
Identification

Contact 
Email

Address City Vendor A/P 
Advice Email

Country State/Province

For Local- Bank key & 
Account number
For CRBR- SWIFT & 
Account Number
For Check - Complete 
Address details

USA Bank key 
Depository 
Institution 
Name

Account 
Number

Bank 
Country

Currency Branch Company 
Name 

Contact 
Name

Taxpayer 
Identification

Contact 
Email

Address City Vendor A/P 
Advice Email

Country State/Province

For Local- Bank key & 
Account number
For CRBR- SWIFT & 
Account Number
For Check - Complete 
Address details

Mandatory Information (Banking & EFT) for North America



Supplier Registration Guide 
   

Page 26 of 28  

Void Check Samples 

 
 
Routing number consists of Institution ID Number followed by Branch Number found on a cheque.  
• (Institution ID Number) + (Branch Number) 
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Bank Letter Samples 
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Technical Issues and Support 
 
For technical issues and support, please follow the below steps: 
 

Click the help   icon in the  
upper-right corner of the application. 

 

 
Click Support (either in the bottom-
right corner next to the  icon or 
at the top of the help menu). 

 

Click on one of the recommended 
topics. 
or 
Search for articles, documentation, 
and tutorials by entering key words or 
a brief description of your query. 

 
 
Click the Contact us tab. 
Click a topic to get step-by-step 
instructions or additional buttons to 
narrow down your question/issue. 
or 
If you are logged into your account, 
enter a brief description of your 
question or issue in the Start here to 
find your answer field. 
 

 
 

 
Helpdesk Number:  Toll Free Number: 1-833-835-1761 
Helpdesk E-mail address: HalProcSupport@halliburtonsupport.com 

 
 

Technical Issues and Support 

mailto:HalProcSupport@halliburtonsupport.com
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