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Purpose  

The Payment Request voucher (VP2) is used to generate payments to vendors, individuals, and other 
institutions for goods or services. The result of an approved voucher is a check or state warrant 
payable to the person or business specified.   

When to useé 

The VP2 document can be used for the following types of expenses:   

¶ Membership Dues 

¶ Subscriptions 

¶ Registration Fee 

¶ Advertisements 

¶ Publications 

¶ One-Day Travel Expenses 

Note:  Refer to Procedure Index 4-26 (http://www.uta.edu/policy/procedure/).   

Things to Knowé 

a) An original receipt is required for reimbursements.  It must display the date the goods or 
services were received, a description of the purchase and the cost.   

o If an original receipt is not available, a memo may be prepared and forwarded with the 
reimbursement documentation. This memo must be approved by the same individual 
who will approve the voucher. 

o If a memo cannot be obtained, notes on the electronic VP2 voucher or an email 
message from the individual approving the voucher will be accepted.  

Note : An original receipt is required for meal reimbursements, but itemization is not necessary. 

b) Reimbursement cannot exceed $2000 per receipt.   

c) Sales tax will not be reimbursed for any purchases of tangible goods.  A Texas Sales and Use 
Tax Exemption Certification (Index 2-5) must be presented to the vendor at point of sale. 

d) Sales tax can be reimbursed when dining in a restaurant or for catering (pick up and delivery).  

e) Tips may be reimbursed up to a maximum of 20%.  (Applies to local accounts only) 

f) The Official Occasion Expense form (Index 2-98) is required for all meal and entertainment 
reimbursements. This form must be signed by the individual receiving reimbursement or by a 
department official when purchase is made directly from a vendor.  

g) When paying or reimbursing membership dues, or subscriptions, a statement explaining the 
benefit to the University is required on the payment voucher.  

h) Proper internal control procedures require that an individual does not approve disbursements 
of funds to himself/herself. Therefore, a Dean, Director, or Department Chair should forward 
their payment document to the person to whom he/she reports for approval or have their 
supervisor’s handwritten approval on the supporting documentation. 

i) If paying out-of-town registrations, the travel request number must be indicated on the Service 
Payment Voucher (VP2).  
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Before You S tarté 

You will need : 

¶ The Original Invoice/ Receipt .  It must display the date the goods or services were received, 
a description of the purchase and the cost.   

Important:   The date the invoice was received on campus must be indicated on the support 
documentation.  The date can be handwritten or use a pre-inked date stamp. The invoice 
received date will be subject to audit review.   According to the Texas “prompt payment law”, 
payments for goods and services are due 30 days after the goods are provided, the services 
completed, or invoice is received, whichever is later. 

It is helpful if you know  the following : 

¶ UT EID:  This information is required on all payment vouchers.  The UT EID identifies the 
payee.  The vendor’s address must match the invoice “remit to” address. To search for a 
vendor’s UT EID or address, refer to command PG3 (name order) or PG4 (number order). 

¶ Object Class Code :  This is a 4-digit code used to identify transactions. To search for an 
object code, refer to command GG8 (code order) or GG9 (keyword order). 

Change the VP2 Screen Profile  

¶ There are two different views for the VP2 document.  It may be necessary for you to change 
the appearance of your VP2 screen.    New users screen will default to Screen Profile 1.       
UT Arlington is currently using Screen Profile 2.  

¶ To change your screen profile, press F5; a new window appears.  Type 2 in the Value column 
and press  Enter  twice .  When you return to the VP2 cover sheet your screen will look similar 
to Screen Profile 2, as shown below. This procedure is only required once. 
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Cover Sheet  

1. To create a VP2 document, type New in the Action  field. 

2. Type ALL  in the Format  field.  This field controls which object codes can be used on the 
document. 

3. Tab to the Chk Dist  (Check Distribution) field and type the appropriate code (C,F,P,T,U).  The 
preferred code is U (US Mail / Direct Deposit). 

4. Press E nter  to accept the entries. 

 

5. After pressing enter, the document status becomes Created and a Document ID number is 
assigned.  Write the Document ID number in the top right corner of the support documentation. 

 

What is a Check Distribution Code?   

A Check Distribution Code determines how the check will be sent to the vendor. The following are 
recognized Check Distribution Codes for our campus: 

U US Mail/Direct Deposit. This is the preferred method of distribution.  

C Campus Mail (Currently not allowed) 

F Foreign Mail 

P Pick Up 

Note:   For check pick-up prior approval will be necessary.  The request should be submitted by 
email to the Director for Procurement Services.  Each request should include a detailed 
explanation as to why the exception should be granted.  If the request is granted, type the name 
and telephone number of the person to call when the check is ready in the Comments/Ref  
section (check stub area).  Denote this information with asterisks (e.g., ***Call Bart Maverick at 
ext 22194 when check is ready***).  Checks are picked up in the Bursar’s Office. 

T Attachments to be mailed with the check 

Note:  If an attachment must be sent with the check, write the Document ID in the top right 
corner of the attachment.  Also, type the Document ID number (e.g., ***T1VP2888999***) in the 
Comments/Ref Section (check stub area) of the VP2 document.  Typing the document number 
in this section will ensure that the attachment is placed with the correct check.  
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Cover Sheet  

6. The Separate Check  field is not used by departments.  Leave this field blank. 

7. The Voucher Date  field defaults to the current date. 

8. Tab to the Invoice Received Dat e field and type the date (MMDDYY) the invoice was received on 
campus. 

9. Press E nter  to accept the entry. 

10. Tab to the UT EID field and type the vendor’s UT EID. This information identifies the payee. 

11. Type the vendor’s 3-digit Mail Code in the MC field.  The Mail Code (e.g., 000, 001) indicates 
where the payment is being mailed or deposited.  

Note:   If you do not know the vendor’s UT EID or Mail Code , you may search for this information 
in the Vendor ID Help Section. 

UT EID and Mail Code Search (Vendor ID Help Section)  

a) Type a ? in the UT EID field and press Enter .  A new window appears. 

b) Tab to the Name field, type the vendor’s name and press Enter . When searching for an individual 
or sole owner, type the Last Name, First Name (e.g., Gladstone, Gander).  Make sure to include a 
space between the comma and the First Name.  

c) Once you have located the payee, tab to the blank field to left of the vendor’s name and type an A 
(Addresses) and press Enter .  A window will open displaying the vendor’s active addresses. 

Note:  If the UT EID does not exist or if the address is incorrect, use command GGV (Vendor ID 
Request) to setup a new or change an existing address for the Vendor. 

 

d) Tab to the appropriate address, type an X in the blank field to the left of the address and press 
Enter .  When you return to the VP2 cover sheet, the Vendor ID, the UT EID, name and address will 
be completed. 
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Cover Sheet  

12. Tab to the Goods/Service Recei ved field and type the dates the goods or services were 
received.  If left blank, the End field will default to the same date as the Beg date field.   

Note:   The service dates cannot span fiscal years.  UT Arlington’s accounting cycle runs from 
Sept 1st through Aug 31st.  If spanning occurs, enter the start date of the Goods/Services in both 
the Beg and the End date field.  Record the actual dates of the Goods/Services in the Voucher 
Description field or attach a note to your document with this information. 

13. The Scheduled Date  field will default to the date the check is scheduled to print.  The Scheduled 
Date will be displayed after final approval in Accounts Payable. 

14. The Payment Due Date  is the last day a payment may be made without being subject to a late 
interest payment.  This date fills in automatically.  It will default to 30 days after the LATER of (1) 
Goods/Service Received End Date OR (2) Invoice Received Date.   

15. The State/Local  field is not used by departments.  This field will be completed by Accounts 
Payable. 

16. The Requested Payment Date  field is optional.  If necessary, tab to the Requested Payment 
Date field and type a payment date.  This field allows you to schedule payments earlier than the 
scheduled payment date.  

If a Requested Payment Da te is entered, the document will require a reason for early payment.  
Enter a reason for the early payment request in the Req Payment Reason  field or type a ? in this 
field to view a list of reason codes. 

Note:  Checks are printed each Thursday; therefore if this field is used, the Requested Payment 
Date must be a Thursday date. 
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Voucher Description  

17. Tab to the Voucher Description  field.  Type a brief explanation of the items being paid. 

Note:   If you need an additional line for the Voucher Description or to include information on the 
check-stub, you must access the Comments/Ref  section.  

  

 

 

Voucher Description and Check Stub (Comments/Ref)  

a) Tab to the blank field to the right of Comments/Ref .  

b) Type an X and press Enter .  A new window appears. 

 

c) In the section that reads, “Comments to be printed on voucher description”: 

¶ Type a brief explanation of the items being paid.  Information typed in this section is for internal 
use only.    

d) In the section that reads, “Invoice information and comments to be printed on check stub”: 

¶ Type information that should appear on the check-stub. The Comments section is optional.  
This section will provide additional information about the payment to the vendor. If you have an 
attachment to accompany the check or if the check is for pick-up, you should enter the 
appropriate information in this section to alert Accounts Payable.   

Note:   If you need more lines for the Comments section (check stub), first you must press 
Enter  to update the information in this section and then tab to the field titled To page forward 
mark here +  and type an X over the + (plus sign) and press Enter  to get additional lines.  

e) Press Enter  to update your entries.  

f) Press Enter again to return to the VP2 cover sheet. 

Note:   The following fields are used by Accounts Payable only:  Send USAS : __    Reimbursable:  __   Doc 
Type : ___   PCC Code:  ___ 
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Transaction Section  

 

18. Tab to the Account field and type a 10-digit Account Number to be charged. 

19. Type D (debit entry) or C (credit entry) in the D/C field. 

20. Type a 4-digit Object Code in the OBJ  field. This code is used to identify the transaction. 

Note:   If you do not know the 4-digit Object Code, you may search for this information in the 
Object Code Help Section.   

IMPORTANT:  To find an object code in the help section, the Account Number , the D/C (debit or 
credit), the Amount  and the Invoice number  fields must be completed and entries accepted.   

21. Type the dollar amount of the transaction in the Amount  field. 

22. The P.O. No. field is not used for Purchase Order Numbers.  If paying with a UT-Arlington P.O. 
Number, the transaction should be processed in command VP1.   

The P.O. No. field is used for payments that are connected to a Travel document (i.e., paying a 
registration fee).  If necessary, tab to the P.O. No. field and type a Request to Travel Authorization 
Number (e.g., TV07123456).   

23. If necessary, tab to the DTN field and type a Departmental Transaction Number.  Information 
typed in this field may be used for tracking purposes.  This is an optional field. 

24. If necessary, tab to the Purpose field and type RMB.  If the payment voucher is a reimbursement 
to a state employee, this code will prevent the issuance of a 1099 Tax Form. You only need to 
enter RMB once per voucher. 

25. Tab to the Invoice Nbr  field and type the Invoice Number provided on the support documentation.  
If one is not available, type a meaningful description. Information typed in this field will appear on 
the check-stub. 

Object Code Help Section  

a) Type a ? in the OBJ  field and press Enter . A new window appears. 

b) Tab the Keyword  field and type a brief description (e.g., Camera, ofc supplies, registration) and 
press Enter .  

Note:   Valid object codes for the Account Number you are using will be displayed with an asterisk *.  

 

c) Once you have located the object code, type the corresponding number in the Selection  field and 
press Enter .    

Note:   When choosing an object code for meals and entertainment expenses (e.g., 1347), the 
Official Occasion Expense form must be completed and submitted with receipts. 
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Transaction Section  

26. If necessary, tab to the Interest Flag/Reason  field and type the appropriate code.  This field is 
used to refuse or force interest calculation.  According to the Texas “prompt payment law”, 
payments for goods and services are due 30 days after the goods are provided, the services 
completed, or invoice is received, whichever is later. Once the document is approved by the 
processing office, the system will audit your document to determine if the payment is overdue.  If 
so, interest will be calculated and paid to the vendor from your account.   

27. Press E nter  to accept the entries.  

28. There are two transaction lines available on the VP2 cover sheet. If additional lines are needed, 
you must access the Trans  (Transaction) section. 

What is the purpose of the Interest Flag/Reason field?  

¶ An Interest Flag  can be used to block the automatic calculation of interest, or force interest to be 

calculated when it would not normally be done.  

¶ A Reason Code  must be provided whenever an Interest Flag is used 

Listed below are the Interest Flag codes. This information can also be accessed by typing a ? in the Interest 
Flag/Reason  field. 

Interest Flags  Reason Codes  Valid Flags  

F - Force interest calculation     
 
R - Refuse interest calculation 
 
 

NI - No invoice or incomplete invoice received R 

FC - Federal contract or terms prohibit a timely payment, and 
federal funds used 

R 
 

MI - Mailing instructions on the PO not followed R 

DP - Disputed payment R 

GE - General Services exception granted and documented R 

AI -  Automation issues F, R 

DT - Direct payment of travel expenses F 

ER - Employment reimbursement R 

AD - Agency discretion exercised F, R 

 

Additional Transaction Lines (Trans)  

a) Type an X in the blank field to the right of Trans  and press Enter .   

 

b) Enter the Transaction information and press Enter to update the entries. 

c) Press Enter again to return to the cover sheet 

 

Note:   If you need more transaction lines while in this section, press  the F2 key . 
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VP2 - Approval  

After you have completed all the required fields, type APP in the Action  field and press E nter.  

¶ The document is checked for valid entries and, if correct, it will be sent to the next desk on the 
routing path. Your status line will now read Pending or Proposed. The message at the top of 
the screen will indicate where the document went.  

¶ If there are errors detected in your document, the document will not be forwarded. The error 
message will tell you what to correct.  

 

***IMPORTANT*** 

Write the Document ID on the top right corner of your support documentation (invoice/receipt). 

¶ Tape small receipts to 8 ½ X 11 paper. 

¶ Send the support documentation (invoice/receipt) to Accounts Payable at P.O. Box 19135.   

REMINDER   

¶ Check Distribution Code ñPò – For check pick-up prior approval will be necessary.  The 
request should be submitted by email to the Director for Procurement Services.  Each request 
should include a detailed explanation as to why the exception should be granted.  If the request 
is granted, type the name and telephone number of the person to call when the check is ready in 
the Comments/Ref  section (check stub area).  Denote this information with asterisks (e.g., 
***Call Bart Maverick at ext 22194 when check is ready***).  Checks are picked up in the 
Bursar’s Office. 

¶ Check Distribution Code ñTò – If an attachment must be sent with the check, write the 
Document ID in the top right corner of the attachment.  Also, type the Document ID number 
(e.g., ***T1VP2888999***) in the Comments/Ref  section (check stub area) of the VP2 
document. Typing the document number in this section will ensure that the attachment is placed 
with the correct check.  

DEADLINE   

The support documentation should be in the Accounts Payable office by 5:00 p.m . on Friday  for a 
check to be issued on the following Thursday.  Support documentation consists of the invoice and/or 
receipt. The VP2 Payment Voucher must have All Electronic Departmental Approvals by 5:00 pm on 
Friday for a check to be issued on the following Thursday. 
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Commonly Asked VP2 Questions  

1. Why canôt I update a recalled  or returned  VP2 document and w hy are there more 

transactions  after R ecalling  or Returning  a document?  

If a VP2 document is recalled by the Creator or returned to the Creator, after the Department 
Head has approved the document, the system reverses the original transaction and generates a 
new transaction. The account information cannot be changed/corrected on the Cover sheet of the 
VP2 document. You must access the Trans  (transactions) section to make changes to your 
document. Type an X in the blank field to the right of Trans __ and press E nter . 

 

In Transaction Section, you will see the original transaction, a reversal (credit) transaction, and a 
copy of the original transaction. The copy of the original is marked with an arrow => which means 
you can update that entry. 

 

The original transaction and reversal cannot be changed, in fact your cursor will not tab to these 
fields. The entries total to zero. Only the new transaction (indicated with =>) may be updated.  

 

 

2. What should I do if the system will not  approve a VP2 document that is over 30 days ? 

If you have typed a Requested Payment Date and Requested Payment Reason, remove/delete 
the date and the reason.  Since the payment is over 30 days, the system will automatically pay the 
voucher on the next available check run. 
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Commonly Asked VP2 Questions  (Contôd) 

3. Why canôt I access the Object Code Help Section ?  

The account number, the D/C (debit or credit), the amount and the invoice number fields must be 
completed and the entries updated before the object code help section will be available.  

 

o Type the Account Number , D or C, Amount , Invoice Number  and press E nter  to update 
the document. Then tab to the OBJ field, type a ? and press E nter .  

 

4. How do I make a payment that spans fiscal years ? 

The service dates on the cover sheet cannot span fiscal years (Sep 1st – Aug 31st). You must 
enter the starting date of the membership or subscription in both the (Goods/Service received) 
Beg and End field. You may record the actual dates of the membership in the Voucher Description 
field or attach a note the VP2 document with this information. 

 



VP2 – Service Payment Request    

Revised 01/14/11            12 

 Electronic Document  ñActionò Field  Options  

Del- Delete 

To delete a document, type Del  in the Action field and press Enter . Only the creator of the document 
can use this action. If the creator has already approved the document, it must be recalled first before 
deleting.  

Dis ï Discard  

To discard an information copy, type Dis  in the Action field and press Enter .  Dis is a document action 
used to discard an information copy from the inbox (YB2). Only people who receive an information or 
notification copy of a document may discard it. The copy is not tied to a desk/view. Use this action when 
you have finished viewing the document and want to remove it from your inbox.  

Fya ï For Your Approval  

To forward a document for approval, type Fya  in the Action field and press Enter . A pop-up window will 
appear requesting you to enter the logon ID (WAXXX)  of the approver. Fya allows you to route the 
document to a person or desk not ordinarily in the document routing path. It is especially useful for 
approvals needed on an exceptional basis. After a person approves a Fya document that has been 
forwarded to them, the document is routed to the next desk set up in the original routing sequence. 

Fyi ï For Your Information  

To Send an information copy of a document, type Fyi  in the Action field and press Enter . A pop-up 
window will appear requesting you to enter the logon ID (WAXXX)  of the person(s) you want to receive 
the information copy. The people you send the information copy to, do not have to be authorized to view 
the contents of the document. They’re not allowed to change document data. Anyone who can access a 
document may send an information copy at any time. The document can be in any status, from created 
to approved. 

To Remove an information copy of a document from your electronic inbox (YB2), access the document, 
type Dis  (for discard) in the Action field and press Enter . The document will be discarded from your 
inbox. Fyi allows you to send an information copy of a document to 3 logon ID’s or to a desk.  

Not ï Notes  

To attach a note to the document, type Not  in the Action field and press Enter . Not will allow you to 
type or read informal instructions or special comments. These notes are not generally considered an 
official part of the document. The date and name of the person who enters the notes are automatically 
saved with the remarks. Once notes are entered, they cannot be erased. 

Rec ï Recall  

To recall a document, type Rec  in the Action field and press Enter . Rec recalls a document from its 
current desk, returning it to the recaller’s inbox. Creators may recall a document and sometimes must 
give a reason for their action. The document must be on the screen before it can be recalled. Rec 
changes the status field on the cover sheet and allows the recaller to make changes or delete the 
document.  When a document has received final approval and the status is approved, it may not be 
recalled. 

Rou ï Routing  

To check the Routing for a document, type Rou  in the Action field and press Enter . Rou will allow you 
to view the routing history of a document. Rou shows who created and when the document was 
created, and who has approved it, the document’s current location and if anyone has received 
information copies. Anyone who can access a document may use action Rou at any time. 

Ver - Verify   

To verify if your document is correct, type Ver  in the Action field and press Enter . Ver allows you to 
verify the accuracy of the data contained in a document. If the document has bad or incomplete data, 
you will get a screen listing corrections necessary to approve the document. You may verify document 
data at any time.    


