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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.
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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 Email address to have the document 

properly routed to the right approver. 

Note: The invoice will be rejected without a valid 

customer email address.

4. Add Tax and Shipping as appropriate.

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

These rules determine what you can enter 

when you create invoices.

1. Login to your Ariba Network account via 

supplier.ariba.com

2. Select the Settings dropdown menu and 

under your initials, click Customer 

Relationships.

3. A list of your Customers is displayed. Click 

the name of your customer (Baker 

Hughes).

4. Scroll down to the Invoice Setup section 

and view the General Invoice Rules.

5. 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.

6. Click Done when finished.
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Thank you.


