
Vendor Maintenance Form – FTMVEND 
 

Use form to: 
• Find vendor code 
• Confirm W9 is on file so vendor can be paid 
• Determine if vendor is set up to receive ACH payments 
• Verify correct vendor payment address 

 

 
 
Vendor Codes: 
 

In most cases, the naming convention for vendor codes is the first three letters of the first 
name plus the first three letters of the second name. Ex: (Reporters Office Plus = REPOFF).  

 
To query on a vendor code, click on the drop down arrow to the right of the Vendor box. 
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Vendor Maintenance (cont) 
 

 
On the Vendor Maintenance tab – look for a VP address 
 

 
On the Additional Information tab – look for ******* in the SSN/SIN/TIN area 
Go to Options – Text [FAOTEXT] to see when W9 was requested/received 
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Vendor Maintenance (cont) 
 

 
 
On the Address tab - ‘VE’ vendor address type indicates that the vendor is set up to receive ACH payments 
 

 
On the Address tab – ‘VP’ is the address to put on your BPA, even if the vendor is set up for ACH 
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Vendor Detail History Form – FAIVNDH 
 

Use to view all payments made to a particular Vendor  
 

 
 

  
If you need to find the Vendor Code -  
Click on the drop box next to the Vendor field: 
The following form appears:  Click on Entity Name/ID Search (FTIIDEN) 
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Vendor Search (Cont)          

 
Banner is now ready for a query.  Enter your query in the Last Name field.   

 
CAUTION:  queries in this form are case sensitive.  
Use the wildcard search character % to maximize your search results.   
Press F8 to execute the query. 
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Vendor Search (Cont)          

 
 
Double click on the vendor name you want.  This will select the vendor code and return you 
to the vendor history screen. 
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Vendor Search (Cont)          
Tab to the Selection drop down box where you can chose from all invoices, credit memos, 
open invoices or paid invoices.  Then perform a Next Block (Ctrl + PgDn) 

 

 
Use the scroll bars to view more information.  
 

CAUTION: 
• This form does not indicate which of the four MSU campuses made the vendor payments.  

It is therefore helpful if you know the vendor invoice number.   
 
• The check number listed at the far right is not the check number the vendor receives.  The 

Department of Administration in Helena prints our vendor checks for us and assigns their 
own check numbers.  Contact the UBS for information on vendor checks.   

 
You can query on the following fields: 

• Vendor Invoice:  This is the invoice that appears on the vendor’s bill. 
• Invoice:  This is the document number that Banner automatically assigns to the 

payment. 
 
You can further drill-down on a particular invoice by clicking Options on the menu bar 

and the View Invoice Information link.
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	 Balances of Assets, Liabilities and Fund Balance as of a point in time, similar to a Balance Sheet
	 Includes cash balance, which is cumulative (includes any carryover)
	 General Ledger balances change as amounts post to Operating Ledger.
	 Balances of revenues and expenses, similar to a Profit/Loss Statement
	 Shows revenues and expenses for the current fiscal year only (Fiscal Year is July 1 – June 30)
	 Revenues and expenses increase or decrease cash balance in General Ledger
	 F = Fund – General ledger balances (Ex. Cash/Fund Balance)
	 O = Organization – Department
	 A = Account – Category of Revenue, Expense, General Ledger
	 P = Program – For University Business Services & Budget Office use
	 A = Activity – OSP Cost Share
	 L = Location – N/A
	See form FTVFUND for a complete list
	 Will be six digits in length

	Fund Number Logic
	First Digit Indicates Campus or Agency
	0 - Extension Service
	1 - Fire Services Training School
	3 - MSU COT-Great Falls
	4 - MSU-Bozeman
	6 - MSU-Billings
	7 - MSU-Northern
	9 - Agricultural Experiment Station
	• General Operating        41%, 01%, 91%      Appropriation (means NO INCOME)
	• Restricted            42% & 4W%                      Usually OSP or Foundation reimb
	•  Designated         436% & 437%         Revenue Earning (Include IDCs 436xxx)
	• Auxiliary          44%           Revenue Earning

	See form FTVORGN for a complete list.
	The Organization represents how a department falls within the hierarchy of the whole University reporting system.  Among other things, an Org represents a Department or Other Budgetary Unit.
	First Digit Indicates Campus
	3 - MSU COT-Great Falls
	4 - MSU-Bozeman (including the agencies - AES, ES, FSTS)
	6 - MSU-Billings
	7 - MSU-Northern
	See form FTVACCT for a complete list.
	This chart element identifies items in the General Ledger or the Operating Ledger.
	3 different items may be represented by this field:
	 Accounts on the General Ledger
	 Revenue Accounts on the Operating Ledger
	 Expenditure Accounts on the Operating Ledger


	Account Structure
	• General Ledger - Assets, Liabilities, and Fund Balances
	• Will be four or five digits in length
	• Lead digit will be 1, 2 or 4

	• Revenue Accounts
	• Five or six digits in length
	• Lead digit will be 5

	• Expenditure Accounts
	• Five or six digits in length
	• Lead digit will be 6
	• 61XXX-Salary & Benefits
	• 62XXX-Operating Exp
	• 63XXX-Capital Equip


	For University Business Services and Budget Office use
	Optional field for use by the University
	Examples of uses:
	• OSP Cost Share
	• Identify Prior Year with “PY”

	• Required on all transactions for fixed assets,
	• Used to identify where the asset is located
	• “Shortcut” to identifying any combination of Fund, Organization, and Program
	• Defaults the proper combination of Fund, Organization, and Program.

	First Digit Indicates Campus or Agency
	0 - Extension Service
	1 - Fire Services Training School
	3 - MSU COT-Great Falls
	4 - MSU-Bozeman
	6 - MSU-Billings
	7 - MSU-Northern
	9 - Agricultural Experiment Station


