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Purpose

In order to do business with East Carolina University, a Banner ID or ECU ID number is required.  The Accounts Payable office has the delegated responsibility for creating Banner ID numbers in the Banner Financial System for suppliers, which includes purchasing vendors, contractual vendors, candidates, research participants, and residents or fellows.
Information

In order to establish a Banner ID, the following information about the vendor or individual is required:

1. Company or Individual Name

2. Address, City, State, and Zip Code

3. Phone Number

4. Completed ECU Vendor Information Form (Substitute W-9)
Process to Request a Banner ID
Before requesting a Banner ID, all employees should search to see if a Banner ID already exists for a potential vendor or individual.  This can be done via the ECU OneStop website at https://onestop.ecu.edu/onestop/.  The ECU ID Search form is located in the Banner section on the Tools tab of OneStop.  A search may be performed by company name, individual name, tax ID, or social security number, if known.  If a Banner ID has not been established, a request should be initiated.    
A request for a Banner ID is submitted with the required information to the Vendor Coordinator, Bridget Brown, in the Accounts Payable office via the ECU OneStop website at https://onestop.ecu.edu/onestop/.  The Submit Vendor Request form is located in the Employee section on the Tools tab of OneStop.  Step-by-step instructions for completion and submission of this electronic form are available in the PORT Training Manual  located on the PORT section of the Materials Management website at http://www.ecu.edu/cs-admin/purchasing/port/PORTTrainingProcedures.cfm and may be viewed directly by clicking the following link  http://www.ecu.edu/cs-admin/purchasing/port/upload/PORT_Training_Manual.pdf .
*Procedures for Sensitive and Personal Identifying Information

In order for East Carolina University to issue a check to an individual or company, the University is required by State and Federal Tax Laws to obtain a vendor’s federal tax ID number or the social security number for individuals.  This information should be collected on the ECU Vendor Information Form which is also a substitute W-9.  Employees requesting a Banner ID should send this form to the prospective vendor for completion.  This form must be signed and returned by the Vendor, by mail or fax, directly to the Vendor Coordinator.   This information is entered into ECU’s Banner Financial System by the Vendor Coordinator to create the Banner ID number.  Once established, the Banner ID is the identifier used to request and set up payment and thereby eliminates the need to use sensitive information such as a social security number on most University forms.  (Note:  A vendor or individual that meets the tax definition of non resident alien or foreign corporation has additional requirements.  Contact the Vendor Coordinator for additional information.)
It is the responsibility of any ECU employee requesting a Federal Tax ID or Social Security Number for the purpose of setting up a Banner ID to provide the company or individual a copy of the SSN / FEIN Disclosure Statement.  This disclosure must be given to the supplier or individual at the time of the request for the tax ID or SSN.  The disclosure statement can be viewed and printed at http://www.ecu.edu/cs-admin/financial_serv/customcf/SSN_FEIN_Disclosure_Statement.doc.
The employee requesting the Banner ID must certify that he or she has presented a copy of the SSN / FEIN Disclosure Statement to the company or individual during the request for Banner ID process.  This is done on the Submit Vendor Request form by clicking on the “verification” radio button which states:  I certify that this company or individual has been provided an ECU SSN/FEIN Disclosure Statement.
The employee requesting the Banner ID must also certify that he or she has presented an ECU Vendor Information Form to the company or individual during the request for Banner ID process.  This is done on the Submit Vendor Request form by clicking on the “verification” radio button which states:  I certify that this company or individual has been provided an ECU Vender Information Form and has been instructed to submit this form directly to the Vendor Coordinator.
In addition, it is the employee’s responsibility to safeguard and treat any sensitive or personal identifying information such as a supplier’s or participant’s social security number that is collected in strict confidence and in accordance with East Carolina University’s policy on SSN and Personal Identifying Information found at http://www.ecu.edu/cs-itcs/policies/ssnpolicy.cfm .    The Accounts Payable office recommends the employee request prospective vendors to submit tax IDs or SSNs by mail or fax directly to the Vendor Coordinator on the ECU Vendor Information Form.  If an employee receives sensitive information, this information should be destroyed once the Banner ID request has been completed.
Contacts

Questions regarding a request for Banner ID may be directed to the Vendor Coordinator in Accounts Payable at 737-1098 or email brownb@ecu.edu.  

Questions regarding the policy on SSN and Personal Identifying Information may be emailed to the ECU Identity Theft Protection Committee at ITPC@ecu.edu.
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