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QRG: Updating International Withholding Tax Using Infopath
This guide provides information on how to complete the international withholding tax change form.

If the Company Code selected is not a US Company Code, SAP may require International Withholding Tax 

information. An automated solution is currently in development and will be ready by April 2021. For the interim, 
please submit a request for international withholding information through the vendor change form.
New suppliers must be created in SAP before International Withholding Tax can be added. 

1 Under section 5.6.9 Withholding Tax Information in the Internal Form, right click in the link provided in section 
5.6.9.2.1 to navigate the Vendor Master SharePoint site.

1

Note: Vendor Master SharePoint site link

2 You will be directed to the Vendor Master SharePoint site. Click the Vendor Change Request Form tile.

2

https://urldefense.proofpoint.com/v2/url?u=https-3A__halliburton.sharepoint.com_sites_gmdprod_gmd_vendor_SitePages_Home.aspx&d=DwMFAg&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=B4JqYLQ9bXOgPnVVuixS0lIBjIAnJJ2DZFpXJYVxb_xi2B8Q6bYvF98dF5Dxb7WA&m=De-azfu6dANrfugWgc_NMqDduITs6zoBL9IapalMiSg&s=b5DniEq1Yk7xUdPK4tFBZjyCvcfxeguVCjYVqWratwA&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__halliburton.sharepoint.com_sites_gmdprod_gmd_vendor_SitePages_Home.aspx&d=DwMFAg&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=B4JqYLQ9bXOgPnVVuixS0lIBjIAnJJ2DZFpXJYVxb_xi2B8Q6bYvF98dF5Dxb7WA&m=De-azfu6dANrfugWgc_NMqDduITs6zoBL9IapalMiSg&s=b5DniEq1Yk7xUdPK4tFBZjyCvcfxeguVCjYVqWratwA&e=


2© 2020 Halliburton. All rights reserved.

QRG: Updating International Withholding Tax Using Infopath
This guide provides information on how to complete the international withholding tax change form.

3 You will be directed to Infopath. Select Vendor Master Change Form from the type of form dropdown.

4 Click Go To.
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5 Populate the following required fields:

• Is this an International Commercial Agent (ICA) Vendor Change?*

• Is this is Mass Change?*

• I agree that I have checked SAP (XK03) to verify the existing Vendor information. After selecting Yes, the 
submit button will appear.*

Note: Red asterisks denotes the required fields.
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6 Populate the following required fields under Vendor Information section:

• Vendor Number*

• Country*

• Group Key*

• Purchase Organization*

• Major Industry Key*

• Minor Industry Key*

Note: Red asterisks denotes the required fields.
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7 Under Change Field Informationsection type of changes dropdown, select Withholding.

8 Click Update.
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9 Populate the following required fields under Withholding Change section:

• Action* - select Add if you’ll be adding a withholding tax or Change if you’re going to update the withholding 
tax of the vendor.

• Withholding*

• Vendor Number*

• WHT Subject*

Note:

• WHT Type and WHT Code will be auto-populated based on the answer on Withholding field.

• WHT Subject will also be populated based on the answer on Withholding field but this field is editable.
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Under Approver section, please select an NWA/Country.

11 You may also add an attachment and comments under Additional Section.

12 Once done, click Submit.

Note: You may also add names to CC if needed.
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