Is the Vendor in Banner (finding a vendor nhumber) — FTIIDEN (Entity Name/ID Search)

The University is required to document a vendor’s Taxpayer Identification Number (TIN) — also called
Federal Employer Identification Number (FEIN) or Employer’s Identification Number (EIN). ODU must
have either an IRS form W-9 (Request for Taxpayer Identification) or W-8BEN (for international
vendors) for each vendor receiving payments from the University.

It is possible for a vendor to be in eVA but NOT in the University’s vendor table. It is the department’s
responsibility to ensure that a vendor is in the University’s vendor table prior to issuing a purchase
order. For more information, refer to “How to Obtain a Vendor Number” in Accounts Payable, Part 2:
Payments, part of the Certificate in University Financial Management.

Looking up a vendor number in Banner (FTIIDEN)

1. Access FTIIDEN (Entity Name/ID Search)
2. Click into the Last Name field so that you can enter query criteria
3. Unless looking for a sole proprietor, enter all query criteria in the Last Name field
a. Use ALL CAPS (or you will receive an error message “query caused no records to be
retrieved”)
b. If you have the vendor’'s FEIN, enter it in the ID Number field
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4. Enter the vendor name (as much as you feel comfortable is correct) — use wild cards as needed
(refer to “How do | perform a Query” and “I don’t have the ID#. How do | find information about
a student” — part of Banner Basics — for more on using wild cards for querying.) Note the use of
the wild card in the screenshot below.
a. Percent sign (%) — use when uncertain how many characters
b. Underscore (_) — use when you know your are looking for one character only
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5. Execute the query — press F8

= Dracle Developer Forms Runtime - Web: Open > FTIIDEN [Q]
File Edit Options Block Itern Record Query Tools Help

BN E BEAEE w7 BE@X & Tom |k B 2@ L X

T8 Entity Name/ID Search FTIIDEN 8.0 (AIR_DB)

¥ vendors [ Grant Personnel [T Financial Managers [ Agencies

[ Terminated Yendors [ Proposal Persannel [ Terminated Financial Managers Can

Middle Entity Change
ID Number Last Name First Name Name Ind Ind

=
-
=
]
-

Type

941645752 [ROBERT HALF INTERNATIONAL |  E [
I | | [ ] [ []

Do not guess that this is the correct vendor number.

If you have used the vendor before, you can find the vendor
number on the PO records.

The easiest way to ensure you are using the correct vendor number
is to ask the vendor for their FEIN, TIN, or EIN and query using that
number.

If the vendor is not in the system, you must obtain a W9 or WBBEN.
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