
View Vendor Detail History – FAIVNDH 
 

1. Enter Banner ID or Vendor ID Number.  Press TAB on your keyboard. 
2. If you’re unable to locate the Vendor ID Number…see step 9 below. 
3. The current fiscal year will default in this field, but if you’d like to see a broader range of invoice 

payments, delete the value.  Press TAB on your keyboard. 
4. Click “Go”. 

 

 
 

5. Depending on the specific detail search, you can sort by clicking on the column header. 
6. Sorting by “Due Date” will show you the most recent payments processed. 
7. Sorting by “Vendor Invoice” will list invoices A-Z, or numerically. 
8. Once the proper invoice is located, the detail history line will contain basic payment information 

a. NOTE:  The check number written as a number (i.e. 00550496), denotes that a check has 
been sent via USPS. 

b. NOTE:  The check number written as !number (i.e. !00550496), denotes that a check has 
been sent via direct deposit. 

 

 
 
 
 
 
 
 
 
 



9. Click the three dots next to the Vendor field 
 

 
 

10. Click “Entity Name/ID Search (FTIIDEN)”. 
 

 
 
 

11. For a Vendor search…in the “Last Name” field, enter some portion of the vendor’s name (i.e. 
%comcast%). 

a. Utlizing the “%” acts as a wild card.  This tells banner to search the database for any vendor 
with comcast anywhere in the name broadening the search results. 

12. For a Person search…in the “Last Name” field, enter some portion of the person’s last name (i.e. 
%smith%). 

a. Utlizing the “%” acts as a wild card.  This tells banner to search the database for any vendor 
with smith anywhere in the last name broadening the search results. 

13. Click “Go”. 

 
 



14. Click on the appropriate “ID”. 
15. Click “SELECT”. 

a. This will bring you back to the Vendor Detail Screen (FAIVNDH) to resume your search. 
 

 
 

16. This will bring you back to the Vendor Detail Screen (FAIVNDH) to resume your search with the 
Vendor field populated with the selected vendor number. 

17. Resume your query with Step 3 above. 
 

 
 
 
 
 


