Transaction Codes 
Alphabetical

	Code
	Description

	AA
	Establish or revise an appropriation unit for non-state funds.  An appropriation unit references actual cash in the account as opposed to budget.  Account type 42.


	AD
	Automatic Disbursement – Check generated by off-line processing.


	CR
	Cash Receipts are deposits posted through the Cashier’s Office.  Account type 31 for revenue and to reimburse and expense account type 22.
· Transaction ID = 1Q and a sequential number assigned by Advantage.

· It is the department’s responsibility to maintain documentation on all cash receipts.  The Cashier’s Office does not keep copies of deposit details.



	CX
	Check Cancellation


	EB
	Expense Budget.  Original initiation or modification of an account’s expense budget at the object code level.  Account type 41.


	II
	Encumbered Internal Purchase Order Payment.  Account types 21 for encumbrance and reversal to the encumbrance.  Payment is account type 22 and credit to the seller’s accounts is type 31.
· Credits a revenue code 68, 78, or 79.

· Will post to the financial system as a ‘PV’ document.



	IN
	Billing invoice (Grants and Contracts) to bill outside entities for services or goods provided by the University.


	IX
	Encumbered Internal Purchase Order Payment.  Account type 21 for encumbrance and reversals.  Payment and credit to the seller’s account is type 22.
· Credits expense code 39, recharge.

· Will post to the financial system as a ‘PV’ document.



	JV
	General Journal Voucher. 
· Correct/transfer a posted expense or revenue from one account to another.  Account type 22 or 31.
· Post wires and foreign drafts.  Account type 22.

· Post payroll transactions to the financial system.

1. Payroll encumbrance 1PYExxxxxxE.  Account type 21
2. Payroll encumbrance reversal 1PYExxxxxxR.  Account type 21.

3. Payroll expense 1PYCxxxxxxx.  Account type 22.
· Internal Purchase Orders (IPO).  Account type 22.
· Transfer Vouchers.  Account type 22 (from) and 31 (to).
· Purchasing Card transactions.  Account type 22.

· Indirect Cost Allocation.  Account type 31.



	MW
	Manual Warrant - Handwritten Accounts Payable Check.
· Vendor payment to vendors who do not accept the pcard as a method of payment.

· Employee reimbursement (non-travel).
· Requires the approval of the Controller or Operations Accountant.

· Justification must be provided as to why an on demand check needs to be written.



	PC
	Purchase Order for products, commodity based.  Account type 21
· Requires initiation of a purchase requisition (RX)

· Purchases of $2,000.00 or greater.

· Usually for goods or product not for services

· Fixed asset/equipment

· Purchase is tracked by account number, object and sub-object, and by commodity code.

· Requires a three way match to create the check.

1. Purchase Order (PC)

2. Receiver (RC)

3. Vendor Invoice (VI)



	PO
	Encumbered External Purchase Order.  Account type 21.
· Usually an internal purchase order.

· Tracks only by the account number, object and sub-object code.



	PV
	Payment Voucher for external vendor payments who do not accept the pcard as a method of payment.  Account type 22.  Request for payment form (RFP)

· Reimbursement to employees (non-travel).  

· Internal purchase order payments.  Account type 22 or 31.  Internal Purchase Order form (IPO).

· Auto-payment voucher.  System generated payment on encumbered PC/SC documents when three way match requirements are met. 



	RB
	Revenue Budget.  Original initiation or modification of an account’s revenue budget at the revenue source code level for non-state accounts.  Account type 51.


	RC
	Receiving document on an encumbered purchase order (PC/SC).
· Acknowledges receipt of goods or services from an external vendor.
· Second entry on the three way match process and is a non-accounting entry (no debit/credit entry to the financial system).  No account type.

· No receiver required on a PO type encumbrance.



	RX
	Purchase Order Requisition.  Request to BCN Purchasing to purchase a product or service for $2,000.00 or more.  Account type 20 – pre-encumbrance.  When a purchase order is generated the system reverses the requisition and encumbers the funds awarding a specific vendor the contract/purchase order.



	SC
	Service Contract.  Commodity based encumbered purchase order for services and non-fixed assets, goods or products.  Account type 21.
· Requires the initiation of a purchase requisition (RX).

· Estimated total is $2,000.00 or more.

· Usually for services or goods not linked to a fixed asset.

· The purchase is tracked by account number, object, sub-object and by commodity code.

· Blanket purchase orders are SC documents when there are multiple payments for services or produce within a fiscal year.  For example, rent, phone, office supplies. 

1. Rent, phone or office supplies are set up without receiver requirements.
2. If no receiver a two-way match will initiate a check from a Purchase Order (SC) or a Vendor Invoice (VI).
· A receiver is required on SC that is not blanket purchase orders.

1. A three way match is required to initiate a check.

a. Purchase Order (SC)

b. Receiver (RC)

c. Vendor Invoice (VI)



	TB
	Transfer Budget.  To revise an expense budget line for state accounts.  Account type 41.


	TC
	Travel Check – Handwritten travel advance or travel reimbursement check.
· Requires approval of the Controller, or Operations Accountant.

· Justification must be provided as to why an on demand check needs to be issued.



	TE
	Travel Advance – Check issued prior to travel departure date to cover anticipated travel expenses.
· Employee Travel Request form must be completed approved and received at the Controller’s Office a minimum of 10 days prior to the departure date of the trip.

· The advance must be $100.00 or more.

· Written justification must be submitted stating why a travel advance is necessary.



	TP
	Travel Payment – Claim for Employee Travel Expense form to reimburse employee any out of pocket travel expenditures.
· Original receipts (if applicable) need to be attached to the claim.

· Supervisor or higher signature/approval required.

· If a travel advance was issued, the amount of the advance is deducted from the amount due employee.
· If the advance is greater that the amount due employee, the difference is to accompany the claim to be deposited into the travel advance receivable account.

	TV
	Transfer Voucher – Move cash from one account to another (non-state funds).  Account type 22 (from) and Account type 31 (to).  Processed as a journal voucher ‘JV’ form to accommodate multiple accounts.


	VI
	Vender Invoice – billing invoice from an external vendor for product or services provided.  Non-accounting entry with no debit/credit to the financial system and no account type.
· Under $2,000.00 if the vendor does not accept the p card as a payment method.

· Over $2,000.00 PC/SC must be reference on invoices to facilitate payment.  Third party three way match process.
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