Banner 8 Upgrade Documentation:
Generating a Vendor Record

The implementation of Banner 8 and the new enhancements will allow MSU to remove the SSN/TIN as
the alternate ID for Banner records. This will change the procedure for generating IDs and finding
records in the database

The Banner 8 search enhancement will allow you to retrieve a record using an SSN/TIN if it is known
and it is in the database only if you are using FOAIDEN to retrieve or create the record. When you
type the SSN/TIN in the ID field, Banner searches the SPAPERS form, or BIO tab, for the SSN/TIN. If
the SSN/TIN is in the database, the record auto-populates as it did in Banner 7.

The Banner 8 search enhancement no longer allows you to retrieve a record using an SSN/TIN in the
ID Field of FTMVEND/FTMAGCY where MSU has historically stored vendor records. These forms are
not the SunGardHE recommended starting point and do not provide the standard SSN/TIN search
feature. With the SSN/TIN no longer available as the alternate ID, users cannot search for vendor
records in these forms as they did previously. Only the FOAIDEN form can populate records using the
SSN/TIN when it is known and in the database.

Use the procedures detailed on the following pages to populate or generate vendor records, according
to whether you do or do not know the SSN/TIN.
To retrieve a record when the SSN/TIN is available

1. Enter the SSN/TIN in FOAIDEN to populate the form with the vendor record, as in Banner 7.
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2. Enter FTMVEND or FTMAGCY in the Go To field to finish your data entry as usual.
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To search for a vendor record when the SSN/TIN is not known

1. Select the new alternate ID search form, GUIALTI, from FOAIDEN. This form is in the option list

of choices when you click the icon to the right of the ID field.
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2. The alternate ID search form GUIALTI allows you to search for SSNs as in Banner 7.
3. When you locate the SSN/TIN, select the record to auto-populate the IDEN form.

4. Here % Pizza % is searched.
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5. After populating the record in FOAIDEN, use the F5 function to bring up a Go To field.

6. Enter FTMVEND or FTMAGCY to go to those forms.
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7. The first time you go to FTMVEND/FTMAGCY with your selected record from FOAIDEN, the
record populates as it always has.

8. Delete the ID from the ID field (always) before leaving FTMVEND/FTMAGCY ; otherwise the first
ID of the day will continue to populate FTMVEND/FTMAGCY when coming from FOAIDEN. If
you clear the FTMVEND/FTMAGCY ID field, the new ID you wish to work on will populate
FTMVEND/FTMAGCY for each subsequent record.
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9. In addition to GUIALTI, you will have access to a new form GUITINH. You can get to this form
directly from the main menu or use the F5 function on any form.
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10. The GUITINH form will give you the SSN/TIN history, including changes made to the number
and by whom. Use CTRL-PGDN to view the information.
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To create a new vendor with no knowledge of the SSN/TIN

1. If you cannot find the vendor in GUIALTI and need to create a new record, begin by searching
the usual non-person search forms, FTIIDEN or FOICOMP.

2. If you create your vendor in FOAIDEN you can enter the ID as usual, CTRL-PGDN and enter
the name.
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3. Use F5 and Go To FTMVEND/FTMAGCY.
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5. Continue with your vendor creation as usual.

For more information or any clarification please contact GIDCOORD@montana.edu.
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