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Registration Process
Registration Steps

• In order to start the activation process, your company must first be invited by
Halliburton. The invitation email contains the activation code and is sent to the email
address that we have on file for your company. You can change the email address to
be used to access the account during the activation process.

• Registration Steps

 Step 1: Email Registration 
Submit an email to iPortal@Halliburton.com to get the registration email. 

 Step 2: Active Account
Click on                          in the email received from Taulia. 

 Step 3: Log In
When the activation process is completed, you will receive a Login email which will 
contain the link to join the Taulia Portal. 
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How to get register? 

3

2

For further support on registration, please see Taulia Support Link 
Taulia Support - Q. How do I activate my Taulia account?: 000008658

mailto:iPortal@Halliburton.com
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-activate-my-Taulia-account/?q=taulia&l=en_US&fs=Search&pn=1
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Registration Process
Merge Accounts

Account merging allows you to access multiple accounts in Taulia using a single email account. Your company may have multiple supplier entities for a single 
customer OR multiple supplier entities for different customers on Taulia.

If you have issues on how to complete the Merge of Accounts please contact 
iPortal@Halliburton.com or open a ticket to Taulia Team - Taulia Support - Home

1 - Go to Settings > User Manager.

2 - Enter the email address of an admin user from the other 
account you want to merge with.

3 - Click on “Perform Account Merging”

mailto:iPortal@Halliburton.com
https://support.taulia.com/pkb_contact?l=en_US


Users are an essential part of your Taulia account. Providing Taulia access to the right set of individuals in your company will help streamline access to 
information between you and our account. As an admin you will be able to activate or deactivate a user from your account.

If your account is deactivated please contact iPortal@Halliburton.com or open a ticket to Taulia 
Team - Taulia Support - Home

1 - Go to Settings > User Manager.

2 - Complete the fields required to register the account  and then 
click on “Create User”

Registration Process
Account Management

mailto:iPortal@Halliburton.com
https://support.taulia.com/pkb_contact?l=en_US


Halliburton Basic 
Details
We will go through basics details related to 
your invoices.

©2022 Halliburton. All rights reserved. 



Basic Details
Halliburton Buying Channels
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Buying Channel Invoicing Option Description Document Series Example

Material Purchase
Orders

Create Invoice > Purchase Orders 
Invoices related to Materials, 
tools, Chemicals and others. 
Non Related to Services.

10 Digits 
45 – Material PO 

83 – ARIBA PO 

4512345678
8312345678

Service Entries 
Purchase Order

Create Invoice > Purchase Orders
Invoices related to Services 
requested which could be 
Onsite or Offsite.

10 Digits 
42 – Offsite PO 
43 – Onsite PO 
83 – ARIBA PO 

4212345678
4312345678
8312345678

My Request (Pre-
Authorization) 

Create Invoice > Non PO Invoices 

Services or Products that are 
processed via My Request Tool 
Note: Only 1 Invoice per 1 
Request Permitted. 

10 Digits 
82 – My Request

8212345678

Non- Purchase Order
Financial Invoice (FI)

Create Invoice > Non PO Invoices 

Invoices that are submitted 
without any Buying Channel. 
Only restricted for certain 
accounts. Please make sure to 
confirm with your requestor. 

N/A 
Plant ID: 0201 

Work Order: 315389310
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Halliburton Portal Invoice Status 

• Approved: The invoice has already completed all the approval and Review stages and
is ready for Payment. Payment should get released based on “Portal Due Date.”

• In Process: Invoice that is still pending approval or action by Halliburton. If you need
Support to get these invoices posted, please use the option “Actions > Send Message.”

• Incomplete: Invoice having an error to submit because there is a Plant, Work Order, 
or FI Auth Number Missing. Please validate the error message to complete the 
submission process.

•

• Paid: Invoice that is already paid and clear From our statement. If you have any

questions regarding the Payment, please use “Payments > Select the Payment Doc. >
Send Message”.

• Rejected/Void: An invoice that Halliburton does not accept. If you do not have the
rejection message, please use Actions > Send Message. Our Accounts Payable Team Will
provide you with details in 24 hours.

• Pending Review: Invoice submitted via E-Send that will require a Review by the 

Supplier. Please make the corrections and re-submit the invoice. 

Basic Details
Portal Invoice Status 
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Before you get started to submit your PO invoice through the Taulia Portal, please take note of the following:

• Not all countries or entities will allow invoicing against a purchase order through the portal. If you don't have PO
invoicing capabilities in Taulia, contact us via FGBSEINVOICING@Halliburton.com

• Halliburton may have customized fields in the invoice creation screen that are not explained in this article. Use the "?"
next to the field for additional information.

• You can only reference one PO per invoice.

• You cannot invoice zero value line items. Freight can be added as an Additional Item but cannot be the sole content of
the invoice.

• Visit the Custom FAQ page in your portal account to see additional information about creating an invoice.

Invoice Submission
Material Purchase Orders: Requirements

mailto:FGBSEINVOICING@Halliburton.com
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-create-an-invoice-from-a-purchase-order-eFlip-1449536390522/?q=submit&l=en_US&fs=Search&pn=1#freight
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Purchase Orders
My Purchase Orders 

The iPortal powered by Taulia is connected to Halliburton’s procurement system. Purchase orders (PO’s) are immediately available in Taulia as soon as they are issued by Halliburton.

PO’s typically arrive with a New status. You will be able to see a historical list of other purchase orders in the portal as configured.

If you are not able to find a particular PO that you are expecting to be available, please contact FGBSEINVOICING@Halliburton.com .

1 - Log into the Home page of the portal.

2 - Click on My POs in the Quick Access Link section. You can also select Purchase 
Orders from the top menu.

3 - Search for your PO by PO number or search by PO Status.

From the search results, you will see the following PO information:

• PO Number: PO number created by Haliburton.
• Status: The current status of your purchase order. Click Status to learn more about 

each PO status.
• Date: The date the PO was created.
• PO Value: The total value of the PO.
• Invoiced Value: The total value that has been invoiced against the PO.
• Open Value: Remaining value (if any) available for invoicing.

mailto:FGBSEINVOICING@Halliburton.com
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Purchase Orders
My Purchase Orders: Search Options

All purchase orders are created by Halliburton and transmitted to Taulia through Halliburton’s procurement system. Taulia delivers the PO details to you through the platform for review or 
invoicing purposes. 

You can further narrow down your search by PO status:

• New

• Unconfirmed

• Delivered

• Invoiced

• Open

• Closed

• Self Billing

“My purchase order is missing. Who should I 

contact?”
• Review that you have access to the correct Vendor ID Account. 
• Review that all Business Units are available. 

If you are still not able to view the PO’s please contact
FGBSEINVOICING@Halliburton.com for support. 

http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-What-are-the-different-PO-statuses-1449537733688/?q=po+status&l=en_US&c=Support_Categories%3AGetting_Paid_Early&fs=Search&pn=1&ai=ka124000000Q4MvAAK
mailto:FGBSEINVOICING@Halliburton.com
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Invoice Submission
Material Purchase Orders: Requirements

Before you get started to submit your PO invoice through the Taulia Portal, please take note of the following:

• Not all countries or entities will allow invoicing against a purchase order through the portal. If you don't have PO invoicing
capabilities in Taulia, contact us via FGBSEINVOICING@Halliburton.com

• Halliburton may have customized fields in the invoice creation screen that are not explained in this article. Use the "?" next to the
field for additional information.

• You can only reference one PO per invoice.

• You cannot invoice zero value line items. Freight can be added as an Additional Item but cannot be the sole content of the invoice.

• Visit the Custom FAQ page in your portal account to see additional information about creating an invoice.

mailto:FGBSEINVOICING@Halliburton.com
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-create-an-invoice-from-a-purchase-order-eFlip-1449536390522/?q=submit&l=en_US&fs=Search&pn=1#freight
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Invoice Submission
Material Purchase Orders: Create Invoices

Easily submit your PO based invoices through the Taulia platform. Because Taulia is connected to Halliburton’s accounting system, invoices submitted
through Taulia are received in real-time. With Taulia, invoice submission is fast and easy.

*

1 - Click on Create Invoice from the home page.

2 - Search for the PO that you need to 
create an invoice against using the 
search feature. Select the PO number.

3 - After selecting the Purchase Order number, you will 
be shown the PO details. You can:

Select Confirm PO (if present) to confirm the PO - click 
here to learn about PO Confirmation.

4 - According to PO selected, click on “Create Invoice” in 
the right side of the PO listed.

http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-search-for-a-PO-purchase-orders-1449537733710/?q=search+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MqAAK
http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-acknowledge-confirm-or-dispute-a-purchase-order-000003469/?q=confirm+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MWAA0
http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-acknowledge-confirm-or-dispute-a-purchase-order-000003469/?q=confirm+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MWAA0
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Invoice Submission
Material Purchase Orders: Line Item Details

Review the line-item details of your invoice.
Note that you cannot invoice PO line items with zero value.
1. Select "X" remove the line item.
2. You can also use the "X" option to remove line items you do not need to invoice or wish to invoice at a later date.
3. Line items match

• Description (automatically pulled from the PO)
• Unit (automatically pulled from the PO)
• Quantity (edit the Quantity that you are invoicing if 

needed)
• Unit Price (if not editable, you will invoice the line 

amount using the Quantity field)
• Ext Service No. (Not Mandatory)

Line-Items *

*

Note: Taulia System will validate and provide you a Tolerance Limit of 10% 
review if we modify the Line price. 
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Invoice Submission
Material Purchase Orders: Submit Invoice 

In the final stage, please make sure to attach your invoice original PDF copy as a mandatory requirement for Canada. Please make sure 
that taxes and details are added as per invoice copy. 

• Add any Additional Items, such as freight charges, etc. (if applicable).
• You cannot create an invoice with only freight as an 

additional item. If you need freight as a PO item, contact your 
buyer.

• In the case the Surcharge or Additional Items are not 
available please use OTHERS 

• Enter the Comments (if required).  

• Click Upload Attachment to upload a copy of your own itemized 
invoice (Mandatory).

• Add Taxes (Mandatory). Please make sure that the lines are matching 
as per original invoice copy. 

Click Submit Invoice. Then, you will 

need to confirm your invoice submission.



Invoice Submission 
Purchase Orders: Services 

In this section, we will explain the process on how to submit the 
Services Invoices (PO) 

©2022 Halliburton. All rights reserved. 
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Before you get started to submit your Services PO invoice through the Taulia Portal, please take note of the following:

• Not all countries or entities will allow invoicing against a purchase order through the portal. If you don't have PO
invoicing capabilities in Taulia, contact us via FGBSEINVOICING@Halliburton.com

• Halliburton may have customized fields in the invoice creation screen that are not explained in this article. Use the
"?" next to the field for additional information.

• You can only reference one Service PO per invoice.

• You cannot invoice zero value line items. Freight can be added as an Additional Item but cannot be the sole content
of the invoice.

• Visit the Custom FAQ page in your portal account to see additional information about creating an invoice.

Invoice Submission
Service Purchase Orders: Requirements 

mailto:FGBSEINVOICING@Halliburton.com
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-create-an-invoice-from-a-purchase-order-eFlip-1449536390522/?q=submit&l=en_US&fs=Search&pn=1#freight
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Invoice Submission
Service Purchase Orders: Create Invoice

Easily submit your PO based invoices through the Taulia platform. Because Taulia is connected to Halliburton’s accounting system, invoices submitted
through Taulia are received in real-time. With Taulia, invoice submission is fast and easy.

*

*

1 - Click on Create Invoice from the home page.

2 - Search for the PO that you need to 
create an invoice against using the 
search feature. Select the Service PO 
number.

3 - After selecting the Purchase Order number, you will 
be shown the PO details. You can:

Select Confirm PO (if present) to confirm the PO - click 
here to learn about PO Confirmation.

4 - According to PO selected, click on “Create Invoice” in 
the right side of the PO listed.

5- If looking for an specific PO number please use the 
option to filter by an specific PO ID. 

http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-search-for-a-PO-purchase-orders-1449537733710/?q=search+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MqAAK
http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-acknowledge-confirm-or-dispute-a-purchase-order-000003469/?q=confirm+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MWAA0
http://tauliaknowledge.force.com/tauliasupport/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-acknowledge-confirm-or-dispute-a-purchase-order-000003469/?q=confirm+po&l=en_US&c=Support_Categories%3AEnrollment_Signing_Up&fs=Search&pn=1&ai=ka124000000Q4MWAA0
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Invoice Submission
Service Purchase Orders: Header Fields

Fill out invoice creation fields:

• Add Invoice Number (mandatory)

• Add Invoice Date (Mandatory)

• Supply Date (Optional)

• Currency (Automatically selected based on PO currency). 
Please confirm PO currency is correct before proceeding 
with invoice. Contact your buyer if correction is required.

• Change Ship Address (Optional)

• Customer Tax Identifier (Recommended)  

*
*
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Invoice Submission
Service Purchase Orders: Line Item Details

Review the line-item details of your invoice.
Note that you cannot invoice PO line items with zero value.
1. Select "X" remove the line item.
2. You can also use the "X" option to remove line items you do not need to invoice or wish to invoice at a later date.
3. Line items match

• Description (automatically pulled from the PO)
• Unit (automatically pulled from the PO)
• Quantity (edit the Quantity that you are invoicing if 

needed)
• Unit Price (if not editable, you will invoice the line 

amount using the Quantity field)
• Ext Service No. (If you receive the Service Entry Number-

Example 1001234567)

Line-Items

Note: Taulia System will validate and provide you a Tolerance Limit of 10% 
review if we modify the Line price. 

*
*

* *



Invoice Submission 
Non-PO Invoices 
In this section, we will explain the process on how to submit the 
Non-PO Invoices

©2022 Halliburton. All rights reserved. 
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Before you get started, please take note of the following:

• Not all accounts are allowed non-po invoicing through the portal. Please contact your requestor or business contact 
to confirm your buying channel before using this option. 

• Non-PO invoices will be INCOMPLETE if you do not provide us a Sales Order, Work Order, Plant, or FI Auth Number, 
covered in the next section. 

• Freight can be added as an Additional Item but cannot be the sole content of the invoice.

• Visit the Custom FAQ page in your portal account to see additional information about creating an invoice

Invoice Submission
Non-Purchase Order Invoices: Requirements

https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-create-a-Non-PO-invoice-1449538821075/?q=eform&l=en_US&c=Support_Categories%3ACreating_PO_Invoices_eFlip&fs=Search&pn=1#freight
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Invoice Submission
Non-Purchase Order Invoices: Customer Selection

Selecting your Supplier and Customer Account:

• If your company and customer has multiple branch / locations, you may be asked to select from the fields as presented below

• Select the correct Supplier based on the remit to address of your invoice. You may also select the customer location you invoiced from the Customer 
option. Select Create Non-PO Invoice to continue.

• If your account does not have the Customer or Supplier ID that is required contact FGBSEINVOICING@Halliburton.com

mailto:FGBSEINVOICING@Halliburton.com
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Invoice Submission
Non-Purchase Order Invoices: Header Fields Information

Header Fields 

1. Invoice Number (Mandatory): Need to Match with Original Invoice
copy

2. Invoice Date (Mandatory): Need to Match with Original Invoice
copy

3. Supply Date (Optional)

4. Currency (Mandatory): Need to Match with Original Invoice copy

5. Reference Number (Optional)

6. Payment Terms (As per SAP Contract Details)

7. FI Auth Number (ONLY if you have one). Please contact Requestor
to provide you 82XX Series PO.

8. Label – (ONLY if you don’t have FI Auth). Please use any of these
options provided by your requestor.

9. Label Number – (ONLY if you don’t have FI Auth). Please refer to
page 8 for Label Examples.

Note: If this information is added incorrectly, you will receive an 

INCOMPLETE message explained on the next page. 



If your invoices are marked as INCOMPLETE, you are missing 
information or adding wrong details in the Non-PO Header Fields. 

Please make sure to add the right details about:  

• FI Auth Number ( ONLY if you have one). Please contact
Requestor to provide you with an 82xx Series Number as shown
in page 8.

• Label – (ONLY if you do not have FI Auth). Please use any of this
options provided by your requestor.

• Label Number – (ONLY if you do not have FI Auth). Please refer
to page 8 for Label Examples.

If you still have issues and cannot correct the Invoice marked as INCOMPLETE,
please follow the steps in CUSTOM FAQ Taulia Portal or contact
FGBSEINVOICING@Halliburton.com for support.

Invoice Submission
Non-Purchase Order Invoices: Incomplete

mailto:FGBSEINVOICING@Halliburton.com


Line-Item Details 

•Description (mandatory)

•Unit (mandatory)

•Quantity (mandatory)

•Unit Price (mandatory

•Ext Service No. (Not Mandatory)

Note: IF you need to add more LINES, please use the 

option available as + Add Line. 

This section is related to how to enter the Line Items description for a Non-PO Invoice. In this part, you will be available to add Description, Unit Price, Quantity, 
and Price as per invoice copy. You can also “+Add Line” if you have multiple lime items. 

Invoice Submission
Non-Purchase Order Invoices: Line-Items Details



In the final stage, please make sure to attach your invoice original PDF copy as a mandatory requirement for Canada. Please make sure that 
taxes and details are added as per invoice copy. 

Invoice Submission
Non-Purchase Order Invoices: Submit Invoice

• Add any Additional Items, such as freight charges, etc. (if applicable).
• You cannot create an invoice with only freight as an 

additional item. If you need freight as a PO item, contact your 
buyer.

• In the case the Surcharge or Additional Items are not 
available please use OTHERS 

• Enter the Comments (if required).  

• Click Upload Attachment to upload a copy of your own itemized 
invoice (Mandatory).

• Add Taxes (Mandatory). Please make sure that the lines are matching 
as per original invoice copy. 

Click Submit Invoice. Then, you will 

need to confirm your invoice submission.

*



Credit Notes 
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A credit note (also known as credit memo) is issued to indicate a return of funds in the event of an invoice error, incorrect or
damaged products, purchase cancellation, or other circumstances that require a credit to be issued. A credit note can be created
to apply a credit for a previous PO or Non-PO invoice.

Before creating a credit note, please take note of the following:

•Confirm with your Requestor or Local Point of contact if the credit should be related to a Purchase Order or Non-PO Credit Note.

•Once you submit your credit note and it is in process, the PO value will automatically update. If the credit note is rejected, it will
remove the value back out of the PO.

•You will not be able to create a credit note against a PO that is closed. If you are not able to find a PO in the portal, make sure you
are entering the correct PO number. If you are not able to find it, the PO may be closed. Please contact your buyer.

Invoice Submission
Credit Notes: Requirements



1 - Log onto the Home page of the portal.

2 - Go to Invoices > Create Credit Note. (tab on top of page)

3 - Select the Type of Credit Note that you need to submit:

• PO Create Credit Note (for PO related invoices)

• Create Non-PO Credit Note (for non-PO related invoices)

4 - Include Credit Note Number*, Original Invoice Number, Orig. Invoice 
Date and Reason for Credit.

5 - Enter Quantity and/or Unit Price in the Line Items section that you are 
crediting back. 

6 - Remove lines that are not being credited. (Click "X" to the left of the line 
item)

7 - Add Comments, Upload Attachment, and Tax. (if applicable)

8 - Click Submit Credit Note.

9 - Check the status of your credit note under My Invoices.

For additional concerns, please contact FGBSEINVOICING@Halliburton.com

Invoice Submission
Credit Notes: Submission

mailto:FGBSEINVOICING@Halliburton.com


©2022 Halliburton. All rights reserved. 31

E-Send Submission
Get enrolled into Taulia e-Send functionality

eSend is a Taulia functionality that allows suppliers to submit invoices to Halliburton by emailing a PDF invoice to a specified email
address.

To confirm your eligibility to submit invoices via eSend, you will need to work directly with FGBSEINVOICING@Halliburton.com (e-
Invoicing Group). Once your eligibility has been confirmed and Halliburton approves your request to submit invoices through eSend, you
will relate to a Taulia integration manager to get started.

The following requirements apply to all suppliers who are interested in joining the eSend program:

1 - You must be able to submit the raw PDF output of an invoice from your accounting system. Scanned or copied PDF documents 
will not be processed.

2 - Your invoice must be mapped by Taulia. This requires mapping and testing of your invoice data.

3 - The email address used to submit invoices must be registered as a user account in Taulia.

4- E-SEND is not applicable for Purchase Orders that are related to Service Entries ( PO Example – 42 & 43 Series) 

mailto:FGBSEINVOICING@Halliburton.com


GO LIVE set up requirements

• Halliburton Accounts Payable representantive will submit a 
Welcome Email and attaching these instructions. 

• Only suppliers that submit more than 10 Invoices per Month, 
PDF Original Invoice and approved by our Procurement Team 
will be available to enroll to this option. 

• After 1 week of testing any further issues should be reviewed
by FGBSEinvoicing@Halliburton.com

It is required one week of production testing. Halliburton e-Invoicing Team will monitor and confirm that the account is set up correctly. FGBSEINVOICING Team 
will submit an email with the instructions and guidelines required for this new option. 

E-Send Submission
Go Live and Email configuration

mailto:FGBSEinvoicing@Halliburton.com


PDF Copy needs to be original or readable PDF copy. "If invoice is not scanned correctly, such as wrong angle” and 
email will be submitted  by no-reply@supplier.taulia.com

Statement of Accounts, Delivery Note, and other notifications will not be accepted via this channel. In case you need 
to submit your statement of Account to Halliburton, please use VendorRecovery@halliburton.com

NOTE
GO Live Week, please copy
Halliburton Representative in order
for us to track if all invoices are 
succesfully submitted. 

STATEMENTS OF ACCOUNT 

E-Send Submission
Email Format

mailto:no-reply@supplier.taulia.com
mailto:VendorRecovery@halliburton.com


Invoice will be Review by Portal Team on average 10-15 minutes, and email confirmation will be submitted to the register 

email in the portal.  

INVOICE SUCCESSFULLY
INVOICE REJECTED 

E-Send Submission
Taulia Email Notification



INVOICE NEED 
CORRECTIONS 
In this section, we will explain the process when an invoice is 
rejected or need corrections with the Taulia iPortal 

©2022 Halliburton. All rights reserved. 



INVOICE NEEDS CORRECTIONS 

eSend – Pending Review Stage

Invoices in which Taulia eSend finds a correction, an email confirmation will be submitted and you will also be available to go

the Portal and select the invoices in Pending Review Stage

Important Facts
 Log In the Taulia Portal and Review invoices that are in Pending Review Stage

 If any Support is required, please contact FGBSEinvoicing@Halliburton.com

NOTE
Pending Review happens when your Invoice is not
posible to COMPLETE the submission process because
remit to address is missing, VAT, or duplicate Invoice 
submission. 

mailto:FGBSEinvoicing@Halliburton.com


INVOICE NEEDS CORRECTIONS 

eSend – Pending Review Invoice Selection

My Invoices will provide all the documents that are pending for your review. 

ACTIONS 

Click on ACTIONS and the option of COMPLETE / DELETE if required

1 - Log onto the Home page of the portal.

2 - Go to Invoices > Pending Review . (tab on top of page)

3 – Select the Invoice > Actions > Complete 

4 – Complete the Corrections Required 

5 – In the case you need to delete the invoice because of 

duplication, please return and follow the same steps > 

DELETE



WRONG INVOICE 
SUBMISSION/ RESTRICTIONS 

HOW TO SEND YOUR INVOICES WITH FI E FORM 

©2022 Halliburton. All rights reserved. 



WRONG INVOICE SUBMISSION 

eSend Email Rejections

Taulia eSend will provide you notifications with the email No-Reply@Supplier.Taulia.Com which will copy FGBSEINVOICING 

Team to provide you assistance if required. 

• If you receive any of these notifications please complete the corrections requested or re-submit the invoice correctly. 

• FGBSEINVOICING@Halliburton.com will be auctioning and providing support on the cases in which there is a new layout, scanned 

documents, calculation issues. 

• Do not submit the invoice using another route if you receive any of these notifications. If you have any questions please contact FGBS 

Invoicing Team. 

mailto:No-Reply@Supplier.Taulia.Com
mailto:FGBSEINVOICING@Halliburton.com
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Other Taulia Options 
Bank Changes 

Taulia makes it easy to view and manage your company's banking information from Halliburton accounting system. Updates made through the platform are sent to our 
system for review and approval. Taulia does not change/manage your banking information. The platform only relays information available in Halliburton accounting system.

How do I add or update my bank account/information?

1 - Log onto the Home page of the portal.

2 - Go to My Details > Bank Accounts.

Important: If you see Apply Change, this means 
Halliburton updated or has different bank 
information in their accounting system that they are 
asking you to accept. You will need to select Apply 
Change to show the updated data in the platform. If 
the information applied is incorrect, just select 
Update to correct the information. This update will 
then be sent back to Halliburton which will allow us 
to have the correct bank information in their system.



Other Taulia Options 
Bank Changes 

Taulia makes it easy to view and manage your company's banking information from Halliburton accounting system. Updates made through the platform are sent to our 
system for review and approval. Taulia does not change/manage your banking information. The platform only relays information available in Halliburton accounting system.

How do I add or update my bank account/information?

Mandatory Fields – US Specific ( Example is US Specific. In case your bank is outside of US 

please select the Bank Country ) 

1 - Bank Country (Mandatory) – US 

2- Bank Number (Mandatory) - Routing Number/ or ABA 

3 – Account number (Mandatory) – As per documentation 

4 – Bank Currency (Mandatory) – As per documentation 

5- Account Holder (Mandatory) – Needs to match Vendor Master and Documentation 

You may have two options:

•To register a new account, click Add Bank 

Account.

•To update your current account, 

click Update.



Other Taulia Options 
Bank Changes 

Taulia makes it easy to view and manage your company's banking information from Halliburton accounting system. Updates made through the platform are sent to our 
system for review and approval. Taulia does not change/manage your banking information. The platform only relays information available in Halliburton accounting system.

How do I add or update my bank account/information?

Click Next: Verify Bank Data.

Click Attach File and upload supporting documents such as a voided check or EFT Form. (Must be in PDF 

format)

o Not acceptable: Instructions on company letterhead not acceptable
o Acceptable: Void cheque, signed bank letter, completed EFT Form

Click Review and Save.

Click Complete and Save.

If you have additional questions regarding your registered bank information, please contact iPortal@Halliburton.com



Other Taulia Options 
Address Changes 

Taulia makes it easy to view and manage your company information from Halliburton’s accounting system. Updates made 

through the platform are sent for review and approval. Taulia does not change/manage your company information. The platform 

only relays information available in your customer's accounting system.

Before trying to update Address Changes please follow the next instructions: 

• W9 is required for any new Vendor Name or Address Changes 

• If we are updating a Tax ID, please contact Procurement Team to guide on how to get this 
adjusted via - HalProcSupport@halliburtonsupport.com

• Address Changes: W9 for US located vendors, copy of new invoice/notice of address change for 

Canada

mailto:HalProcSupport@halliburtonsupport.com


Other Taulia Options 
Address Changes 

To add/update your address information in the portal, follow the steps below:

Important - If you see Apply Change, this means Halliburton updated 
your company information in their system. You will need to select Apply 
Change to show the updated data in the platform. If the information 
applied is incorrect, just select Update to correct the information. If you 
complete the update but the old company information is pushed back to 
the platform, contact Halliburton directly.

• Remit-to address is used to manage different remit-to 
addresses if you have more than one. This can then be 
selected  from the invoicing screen

• Ship-from and ship-to address are used to manage multiple 
shipping addresses. These can then be selected from the 
invoicing screen.



Other Taulia Options 
Address Changes – Remit to Address ( for Payment) 

To add/update your address information in the portal, follow the steps below:

Important – If your invoice copy will have a different remit to address compare to Halliburton 
Vendor Master Data, please follow the next steps to make the changes in the Portal. 
Note: If you have more than one vendor # you must update the 5# account with remit to 
changes.

1- Select Address > Change Address 

*

*

*

2- Complete the changes required in the next screen

3- Attach the W9 ( Mandatory) 

4- Click Review and Save 

5- Complete and Save (Verify new address data) 

1

2

3



Other Taulia Options 
FAQ

Q. How do I manage my invoice compliance details?

Q. How do I start/stop receiving email notifications?

Q. How do I search for my payments?

Q. Invoice Reporting

https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-enter-my-invoice-compliance-details-000003624/?q=compl&l=en_US&fs=Search&pn=1
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-start-stop-receiving-email-notifications-1449537229436/?l=en_US&fs=Search&pn=1
https://support.taulia.com/articles/en_US/Agent_Knowledge_Base/Q-How-do-I-search-for-my-payments-000003320?c=Support_Categories:Searching_for_Payments&sc=Searching_for_Payments&l=en_US
https://support.taulia.com/pkb_Home?b=&l=en_US&c=Support_Categories%3AInvoice_Reporting&sc=Invoice_Reporting
https://vimeopro.com/taulia/halliburton


HALLIBURTON POINT OF CONTACTS 

If you need any assistance regarding E-Invoicing Submission, please contact the following Mailboxes for Support. 

HalProcSupport@halliburtonsupport.com – Procurement Support Mailbox 

iPortal@Halliburton.com - Issues related to the platform, adding users, Purchase orders not available, 
and other connection incidents. 

FGBSEInvoicing@Halliburton.com - Issues related to E-Send, Invoicing, and Invoices not available in the
portal. 

mailto:HalProcSupport@halliburtonsupport.com
mailto:iPortal@Halliburton.com
mailto:FGBSEInvoicing@Halliburton.com
https://vimeopro.com/taulia/halliburton
https://vimeopro.com/taulia/halliburton

