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Purpose 
The VT5 document is used to process original charges for goods and services between University 
departments.  

Things to Know 
 The department receiving the credit should initiate the VT5 document. 

 The credit account should end with an income budget category (e.g., 2902340195). 

 The VT5 document routes according to the masterview of the credit transaction.  Because of 
this, all credit accounts must belong to the same masterview. 

 Agency accounts, which begin with (41), cannot be used on VT5’s.   

 The VT5 document should not be used for accounting corrections or to transfer funds from 
one account to another. 

How to Use: 

Cover Sheet 
1. To create a new document, type New in the Action field, a brief explanation in the Summary 

field, type ALL in the Format field and press Enter.  

 
 

2. The document status becomes Created and a Document ID number is assigned. 
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Section 1 – IDT Transactions 

3. The IDT Transaction section is used to enter account and transaction detail.  The cover sheet 

provides four transaction lines, if additional lines are necessary, type an “X” in the blank field to 

the left __ 1. IDT Transactions and press Enter. 
 

 
 

The following fields must be completed: 

a) Account:  Enter a 10-digit account number.  The account numbers may be entered in any order.  
However, after pressing Enter the credit transactions will appear first. 

b) Description:  This field requires a brief explanation of the charge.  This description will print on 
the statement of account and will show in the transaction screens (GTM). The description should 
be clear and informative. 

c) Amount:  Enter the amount of the transaction.   

d) D/C:  Type “D” to debit the expenditure account (decrease) or type “C” to credit the income 
account (increase). 

e) OBJ:  Type the appropriate 4-digit object class code. Object codes are used to categorize 
transactions and it must match the budget category.  Refer to command GG8 (code order) and/or 
GG9 (keyword order) for object codes. 

f) The DTN (Departmental Transaction Number) field is an optional field that can be used to record 
a departmental number (e.g., Ticket Number, Receipt Number, Job Number, etc…) 

g) P/C:  Purpose/Codes are used for reporting purposes (Leave this field blank). 

h) Need Support Doc:  Type an “N” (no) in this field.  It is not necessary to send supporting 
documentation to Accounting Services.  All backup information should be maintained in the 
department.   

i) Default Service Dates:  Type the date(s) of the service.  To record different Service Dates for 

each transaction, type an “X” in the Section __1. Transactions field to access the second page 
of transactions.  The Service Date fields on the second page can be changed for each specific 
transaction.  
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Section 2 – Voucher Comments 

4. The Voucher Comment section is used to type an explanation for the charge.  If you leave this 
section blank, the document Summary line will default in this field. If necessary, type any 
additional information needed for this document. 

Note:  The cover sheet provides three comment lines, if additional lines are necessary, type an 

“X” in the blank field to the left of __ 2. Voucher Comments and press Enter. 

 
 

Section 3 - Departmental Codes   
This section is not used at UT- Arlington. 

 

 

VT5 – Approval 

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

2. The document is checked for valid entries and if correct it will be sent to the next desk on the 
routing path.   

3. Your status line will now read Pending or Proposed.  The message at the top of the screen will 
indicate where the document went. 

4. If there are errors detected, the document will not be forwarded. The error message will tell you 
what to correct.  (Reference Command HH3- Troubleshooting Error Messages)  

 
 


