Vendor Maintenance Form — FTMVEND

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

| £/ Oracle Fusion Middleware Forms Services: Open > FIMVEND | = | B RS |

File Edit Options Block Item Record Query Tools Help

& HEAEE %% BEN & & K @@L X

-%Vendor Maintenance FTMVEND 8.6.1.1 (MSTR) (BZ)

Vendor: EI Generate ID: @
Corporation: |
Last Name: | First Name: Middle Name:
WEGGGIEEETERERWE A dditional [nformation Vendor Types Address Taxes Collected
Start Date: @ Termination Date: @ Last Activity Date:
Contact:
Address Defaults e | -
Area Code Phone Number Extension
Procurement Accounts Payable | |
Type Code: I_EI Type Code: I_EI
Sequence: l_ Sequence: l_ Collects Taxes: | v|
Owner ID: | EH
Check Vendor: | E”
Discount Code: l_ EI
Order Hold Code: | EH
Payment Hold Code: | E”
Vendor Text: []

Enter Vendor Code. LIST is Available.
Record: 11 .. ListofW¥alu... =05C=

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 VVendor box.
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Vendor Maintenance (cont)

Eile Edit Oprtions Rlock [tem Record Query Tools Help

Eo 0 AEEE v BEE & 8 ®FE ¢ 5 800 x

sHvendor Maintenancos FTMVEND B.6.1:1 (MSTR) (BZ)
vendor: [Fisec1  [= Generate 1D: & |
Corporation: Fisher Saentific Company LLC

Last Mame:  First Name: Middle Name: |

additional Information endor Types Address Taxes Collected
Start Date: |01-3UL-2006  [10] Termination Date: | i Last Activity Date: |30-JUL-2000
( Contact: 3
Address Defaults 2 !

Arpa Code Phone Number Extension
Procurement Accounts Payable T B |
Type Code: Iﬁfil Type Code: F.rp_ =]
Sequence: | 3 Collects Taxes: | Cellects No Taxes =]

Sequence: | 1

Chwpner 10 | [il:-
Check Yendor: | [ﬂu
Discount Code: | IEI
Order Hold Code: | |ZII
Payment Hold Code: | IEI.
Yendor Text: I
Enter vandar Start Date. (DO MON-)
Racond: 171 =BC

On the Vendor Maintenance tab — look for a VP address

File Edit Qptions Block [tem Becord Query Tools Help

B B BaEE W BEES & E S g P 6 X

muWeEndor Maintenance FTMVEND 8.6.1.1 (MSTR) (BZ)

vendar: [Fsse1 = Generate ID: (8]
Corporation: ﬁhw Scientific Compary Lttt I
Last Mame: | )  First Mame: | Middle Mame:

vandor Maintenance m Vendor Types Address Taxes Collected

1029 Information

Tax 10: [ Address Defaults

Income Type: | =] Type Code: | |+
| !
I

Federal Withholding: Sequence:
State Withholding:
Base CUFrEnCY: | =]
Mame Type: [ = SSNJSINSTIN:  [sseemsses
Carrier Type: = Domestic Carrier ' Foreign Carrier MNone
State Indicator: In State Vendor = Dot of State Vendor | MNone
tnvaice Grouping:  [(1) one invocs per check |
E-Procurement Vendor: (ko -
4 "
Eriber Tax |D i this 15 & 1089 Vendar
Fecord: 11 “QEG

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

Eile Edit OQptions Block [tem Record Query Tools Help

B 0 faEE P BEE @& 8 5 & 4 & X

suendor Maintenance FTMWVEND £8.6.1.1 {MSTR) (BZ)

Vendor: [Fissct [® Generate 1D:  |§)
Corporation: [Fi:hbr Scientific Company LLC A
Last Name: | o Middle Name:
Wendor Maintenance  Additional Information Weandor Types Tawes Collected
From Date: . @] To Date: | Inactivate Address -
Address Type: [ve [X]vendor Email Source: [ =
Sequence Number | 1
Delivery Point: |—_
Street Line 1: |ar.ach@thermaofisher.com Correction Digit: |—
Street Line 2: [ Carrier Route: [
Street Line 3: | Registration Number: |
Clty: [*éicagu_ ) Last Update
State or Province: [t x| Winois
ZIP or Postal Code: Fiéa-_i o B :':] User: |—B-§_Pl-ﬁF_l:='l'='-"
County: [ = Activity Date: [16-aPR-z013
nation: [ [=]
Area Code Ph Numb Extensi
Telephone Type: [ =l |_ : | | B g
Fax Mumber: | |
Ll »
Addrass type; LIST for codes; COUNT HITS for sddresses.
Record: 101 ; =050

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

File Edit Qptions Block [temn Record Query Tools Halp

B0 BeEE 9% BEE & S EE S 8 @ X

‘i vendar Mainterance FTMUVEND B8,6.1.1 (MSTR) (BZ)

vendor: [Frssc: = Generate 1D: |4
l:nrpnratlnn: |I'|.sher ZEcientific Company LLE
Last Name: | Flrst Mame: ri Middle MName:
| wandor Ma_il_'lt_a;lj_a_r_'!pa Al:_ll!i_l_:i_mal Information Vaﬂg!ur Types Taxes Cnlia_’éaad
From Date: | To Date: ] | Inactivate Address !
Address Type: lwp levandur Pay S0urce: [ I r_“'—l
Sequence Number: [ 1] ﬁ
Delivery Point: l_

Street Line 1: 2000 Park Lane Correction Digit: |—
Street Line 2: | | Carrier Route: [
Street Line 3: Registration Number: |
ciev sburan e
State or Province: Pa [*] Pennsylvania
ZIP or Postal Code: 15275 = User: [LHENDRIC
County: | =] Activity Date: [z0-3uL-2008
Mation: | =

Arca Code Phone Mumber Extension
Telephone Type: =] [ N | [ =l

Fax Number: [ 1 [ i | |

4 3
Address type; LIST for codes; COUNT HITS for addresses,
Record: 171 =QSC=

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

&Dracle Developer Forms Runtime - Web =3}

File Edit Options Block Item Record Query Tools Window Help

EoE RAERE 4y ZDEE A & BE ¢ @ X

"mviendor Detail Histary FAIVNDH 7.1 (MSTR)

Vendor: | E” Selection:
Fiscal Year: ’IEI
Indicators
Credit Open/ Vendor Check Check
Yendor Invoice Invoice Approval ¥IC Memo Paid Cancel Invoice Amt Due Date Date Number
d]
\ | I e I I I O | | \ s
\ | IR R I A IR | | \
\ | I R I I I O | | \
\ | I R I I I O | | \
\ | I D I e R | | \
\ | I R I I I O | | \
\ | e I A I | | \
\ | IR D I N IR | | \
\ | e I A I | | \
\ | I R IR I I O | | \
\ | I R R I | | \
\ | I R IR I I O | | \
\ | IR R IR I I O | | \
\ | (R I I BN R | | \ -
Total: ’7
Entervendar code and press NETFLD. LIST & COUNT HITS for Entity MamedID Search; DUP ITEM for Alternate 1D Search. \
Record: 171 | .| Listorvalu.. | | =08C= J

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)

g._.'gtlracle Developer Forms Runtime - Web

File Edit Optinns Block Item Record Query Tools Window Help

(B0 B RABE %% RE@E @& &
’2_9 Vendao eta story FAIWH (MSTR)

vendor: Entity Name /ID Search (FTIIDEN)

Fiscal Year: 08 Alternate ID Search (GUIALTI)

Yendor Invoice

| Cancel |}




Vendor Search (Cont)
=l

File Edit Options Block Item Record Query Tools Window Help

(RYBE RABE %% 2EHE Q& FE ¢4 1@1X

8 Entity Name/ID Search FTIIDEM 7.0 (MSTR

i ¥endors [l Grant Personnel CIFinancial Managers [Jagencies

[0 Terminated Yendors [ Proposal Personnel [J Terminated Financial Managers Call

Middle Entity Change

ID Number Last Name First Name MName Ind Ind Type

»

I

N 1
N o
N v
S s o
N [ 1 I
RRRRRRRERRINANANY &

JTTTTTITTIITTT T

4

¥ - Yendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

Enter a guery, press F8 to execute, Cirl+Q to cancel. |
Record: 141 | lEnterou. | | | <osC>

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

gl
File Edit Options Block Item Record Query Tools Window Help
(9B FAABE ¥ % BEE D & RE G HIOIX
‘R Entity Mame/ID Search FTIIDEM 7.0 (MSTI
¥ vendors [ Grant Personnel [ Financial Managers [l Agencies
[ Terminated Yendors CProposal Personnel [ Terminated Financial Managers Cal
Middle Entity Change
ID Number Last Name First Name Name Ind Ind v F A G P Type
[~ =]
| Erer | M B § B R R EE
| | \ [ L I IV N I R I A O R N
| | \ [ L R N I I I N B N
| | \ [ | [ L L L 0 0o L
| | \ [ [ I I S A N O A
| | \ [ L I IV N I R I A O R N
[ | [ L L L [ O °C
[ | [ L L OO 00 [
[ [ L L O 0°C 0L
(R I I N 0 I 0
[ | L L L O L 0O C
[ | [ [ N N N N
[ [ L L C O 0O ¢
| | \ [ [ N I I I I N B
| | [ [ | L L L O C 00 [
| | \ [ [ L L L 0O 00
| | \ [ [ R I 1 1 I AR
¥ - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel
Record: 1/1 | | Enterqu.. | | | <0sC- ‘ J

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)

File Edit Qptions Block Item Record Query Tools Window Help

=101 x|

('ﬁI>E]<El@@[EEI@

(] ame/ID Search FTIIDEM 7.0 {MS

EIEYEERE

%]

[ vendors [l Grant Personnel I Financial Managers [ agencies
[ Terminated Yendors [ Proposal Personnel [ Terminated Financial Managers CTan

Middle Entity Change
1D Number Last Name First Name Name Ind Ind v F A P Type -
[e1G200 [Big sky 2000 [ [ =3 [ [r W [ W [ [
[praasT [pig sky AsTD | [ e 2 T T T
|BIGAIR |B\g Sky Air Fresheners | ’_ E |— |Y— W |N— |N— |N— ’—
[p1GaIRODL  [Big Sky Airines | [ ] e A I I I
[SEC [Big sky airlines [ [ e [ [ [ W [ W [ ]
[p1Gase [Big sky asphalt [ [ e [ [ [ W [ W [ ]
[e1GEMW [Big sky BMw-Kawasaki [ [ e [] [r W [ [ [ [
|BIGBAG |B\g Sky Bagel Bakery | ’_ E |— |Y— W |N— |N— |N— ’—
|SKYBAG |B\g Sky Bagel Bakery | ’_ E |I— |Y— W |N— |N— |N— ’— ]
|BIGBEA |B\g Sky Beauty Supply | ’_ E |— |Y— W |N— |N— |N— ’—
[proece [Bia sky Beeper | [ e 2 T I I e
[p1EEEQOL  |Rig Sky Beetle works [ [ = [ [ [ [ [ [ [
[eusLIn [Big Sky Bus Lines [ [ 3 2 I T T e
BIGBUS |B\g Sky Business lournal | ’_ E |— |Y— W |N— |N— |N— ’—
|BIGBUSDDI |B\g Sky Business Yentures | ’_ E |— |Y— W |N— |N— |N— ’—
[e1ecARDOL  [Big Sky Carpet Cleaning [ [ e [] [r W [ [ [ [
[p1acaroL  [Big Sky Carpet Cleaning [ [ e [ [ [ W [ W [ ] -
¥ - ¥endors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

ID. Press Edit to change Ordering of Records.

Recard: 147 | o | | =05Cs

g

Double click on the vendor name you want. This will select the vendor code and return you

to the vendor history screen.

=loix]|

(BYE RAEABE T REE B S EE

File Edit Cptions Block Item Record Query Tools Window Help
14: 1@ X
ndor Detail History FAIVNDH 7.1 (ME e

Yendor: |BIGBUS Elﬂlq Sky Business Journal

Fiscal Year: EEI

Indicators
Credit Openf Vendor Check
Vendor Invoice Invoice Approval YIC Memo Paid Cancel Invoice Amt Due Date Date

Check
Number

1]
]
]
-

A [ o

AN (/O B
BN o o |
N I O
AN

Total:

Record: 11 [ .. | Listofvalu.. | | =0s5C>
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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)

i
File Edit Options Block Item Record Query Tools Window Help
(BYE AEAEE PP RBEE @ &I EE ¢ £ 01X
*rmvendor Detail History FAIVMDH 7.1 (MSTR) [0
vendor: |BIGBUS F‘Big Sky Business Journal Selection:
Fiscal Year: EF
Indicators
Credit Open/ Yendor Check Check
Yendor Invoice Invoice Approval ¥IC Memo Paid Cancel Invoice Amt Due Date Date Nu[%ber
[ro4s63s7 F I W Fow [ 264.00 [t0-AuG-zova  [1o-auc-zovs  [ooaziess -
(9/15/04MICHELS 10466572 oo PN | 28.00  [z4-SEP-2004  [24-5EP-2004 [00430852
\ 10465924 i ) W Fow [ 411.00 [z0-sEp-zoo4  [30-sEP-2004 [oD432587
\ 10469415 2 ) I P w [ 411.00 [o4-0cT-2004  [0a-0cT-zona  [oo433323
\ [r0491799 2 I M I [ 28.00 [z8-DEC-2004  [z3-DEC-z0ua [no4s217e
loo105CPSLL 10503634 2 ) I P w [ 28.00  [15-FEB-2005  [L5-FEB-200S londszdsz o
\ 10525635 Voo W Fw | 19040 [to-mAv-2005  [19-Mav-2008 (00481109
(05010506 10528643 2 M W P [ 384.00 [or-30n-z005  [o1-30nM-z00s (on4za013
[061505CAREER [10530045 Voo W Fw | 2200 [osaun-z005 | [oe-lum-z005  [ooassors |
sza05 10530452 o ) W Pow [ 28.00 [o7-3un-z005  [07-30n-z00s lonass38z
\ | L 0O O 0O 0 | | | \
\ | D D D N D | | \
\ | D D N B | | \
\ | BN [ | | | \ -
Total: 1,800.40
Y
Record: 1710 | | | | =08C=

Use the scroll bars to view more information.

CAUTION:
e 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.

e 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:
e 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


