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COMMON 
DOCUMENTS

◊ Budgets
• A – Appropriation Budget Transfers
• B – Original Budget Set-up, Lapses, and UBs.

◊ Revenues
• D – Deposits to the State Treasury
• F – Deposits Pre-Approved by Treasury

◊ Expenses
• 1 – Travel 
• 2 – Purchase
• 5 – Payroll Reimbursement
• 6 – Expenditure Reimbursement all-post
• 9 – Expenditure – Exempt
• E – Encumbrances
• T – Interagency Payments

◊ Adjustments
•  J – Journal Voucher Adjustment
•  U – Annual Financial Report Adjusting Entries 2



DOCUMENT TYPES
Document

Type
Document

Title and Description

A
APPROPRIATION BUDGET — Used to adjust committed and collected expenditure or revenue budgets for appropriations whose budgets are already established in USAS. Adjustments include increases, decreases, or 
transfers between appropriations and is most used for appropriation budget transfers between agencies for transfer of  benefit appropriations, as directed by statute or the General Appropriations Act. These transfers 
must be processed centrally by the Appropriation Control section of  the Comptroller’s Fiscal Management Division. For additional information, see Salary Benefit Appropriation Allocations (APS 019) (FPP A.042).

B

ORIGINAL APPROPRIATION BUDGET — Used to:
• Establish committed and collected expenditure and revenue budgets
• Process budget lapse transactions
• Process the transfer of  unexpended balances (UB) for an appropriation from a prior appropriation year (AY) to a current/future AY.
Documents must be approved by the Appropriation Control section of  the Comptroller’s Fiscal Management Division.
Note:  Lapse transactions also may appear under the system-generated Document Type Y.
For additional information, see Establishing Appropriations by Method of  Finance, Rider, Capital Budget and Transfer Schedules (FPP A.020) and Encumbrance Reporting and Lapsing of  Appropriations (APS 018) (FPP 
A.019).

D
DEPOSIT REQUIRING TREASURY APPROVAL — Used by the receiving agency to record deposits of  cash into the State Treasury.  The deposit document will not process until the Comptroller’s Treasury Operations 
Division validates the receipt of  cash/checks against the corresponding document entered in USAS and provides the necessary approval (D44 Code 825 – Approved for Processing – Treasury).  Deposits not approved by 
Treasury must be deleted by the submitting agency.  For information on clearing deposits posted to an agency’s default coding block, see USAS Default Deposit Processing (FPP Q.006).

E
ENCUMBRANCE — Used to establish, adjust and cancel encumbrances. Encumbrances can only be recorded to legally obligate state funds (appropriations) for actual contracts awarded, not for anticipated contracts or 
contracts under negotiation.  For additional information on processing encumbrances, see Encumbrance Reporting and Lapsing of  Appropriations (APS 018) (FPP A.019).
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https://fmx.cpa.texas.gov/fm/pubs/aps/19/a042_all.php
https://fmx.cpa.texas.gov/fmx/approp/budgets/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/18/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/18/index.php
https://fmx.cpa.texas.gov/fmx/usas/deposit/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/18/index.php
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Document

Type
Document
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F

DEPOSIT PRE-APPROVED BY TREASURY — Used to record certain types of deposits that do not require Treasury approval. This document type is typically used by the Comptroller’s Treasury Operations Division and initiated 
outside of USAS.  Used to record deposits that are:
• Processed directly by the Treasury for the receipt of cash, such as for wire transfers, Texas.gov receipts and lock-box receipts
• Processed directly by certain areas of the Comptroller’s office that do not require Treasury approval to process
For information on clearing deposits posted to an agency’s default coding block, see USAS Default Deposit Processing (FPP Q.006).

G

SYSTEM GENERATED — Used for transactions that are automatically/system generated by USAS.  Examples include:
• Generated transactions defined by the GEN TC and AFRTC fields on the USAS Transaction Code Decision (28A) Profile
• Transactions generated through the Interagency Transaction Voucher (ITV) process
• Cost allocation transactions
Most G documents are processed using central agency numbers (000-009) as a matter of access control.
Note:  Users must not make changes to or delete G documents. This includes changes to coding elements, amounts or vendor information. 

I
AUTOMATIC PROMPT PAYMENT INTEREST — System Generated. Used for the automatic payment of interest due under Texas Government Code, Chapter 2251.
These documents are automatically deleted when the transactions cannot process due to data element errors or insufficient funding.
For more information, see the Prompt Payment page in eXpendit.
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https://fmx.cpa.texas.gov/fmx/usas/deposit/index.php
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.2251.htm#2251.001
https://fmx.cpa.texas.gov/fm/pubs/purchase/prompt_pay/index.php
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Document
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J

JOURNAL VOUCHER — Used to record miscellaneous transactions and adjustments, such as:
• Revenue transaction corrections
• Expense transactions corrections for the PCA, Appropriation Number, or Fund
This document type requires descriptive/legal text.
Note: Use Document Type K — Expenditure Transfer Vouchers for processing expenditure transfers to correct comptroller object code data for previously posted expenditures. Use Balancing Trans Codes 303/304 or 366/367.

K EXPENDITURE TRANSFER VOUCHER — Used to record expenditure transfers to correct miscoded data elements for previously posted expenditures.  Use Balancing Trans Codes 407/408 or 467/468.

T

INTERAGENCY TRANSACTION VOUCHER — Also known as an ITV; used to transfer funds between two state agencies. Generally used for:
• Payments for goods or services
• Pass-through of  federal and state grants
• Revenue, expenditure and operating transfers
• Non-cash accruals
Note:  Agencies can also process ITV payments using Document Types 1, 2 and 9 with a Payment Distribution Type (PDT) of  T.
For more information, see Interagency Payments and Receipts for Goods and Services (APS 014) (FPP A.028) and RTI Tables for Interfund/Interagency Transactions in the Reporting Requirements for Annual Financial Reports of  
State Agencies and Universities.

U

TRACKED DOCS NOT REQUIRING COMPT APPRVL — Used to process miscellaneous transactions, typically related to financial reporting processes. Examples include:
• Generic revenue/expenditure adjustments
• Generic transfers in/transfers out
• Generic (non-ITV) due to/due from transactions
• Fund balance/net position reclassifications
This document type may also be used to record payables for reporting agencies.  These documents do not require descriptive/legal text.  For information on the preparing your agency’s annual financial report, see Reporting 
Requirements for Annual Financial Reports of  State Agencies and Universities.  For information on processing payables, see codes in Encumbrance Reporting and Lapsing of  Appropriations (APS 018) (FPP A.019). 5

https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
https://fmx.cpa.texas.gov/fmx/pubs/afrrptreq/interfund/index.php?section=rti&page=rti
https://fmx.cpa.texas.gov/fmx/pubs/afrrptreq/index.php
https://fmx.cpa.texas.gov/fmx/pubs/afrrptreq/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/18/aps018_all.php#usasbind


DOCUMENT TYPES
Document

Type
Document

Title and Description

1

TRAVEL VOUCHER — Used to record travel-related vouchers payable, including reimbursements to local funds or credit cards for travel expenses. Also used to pay for direct-billed travel-related services, such as rental 
cars and hotels.  For information on processing reimbursement or direct bill payments, see Processing Third-Party Transactions in USAS for Payment/Travel Cards, Direct Bill Payments and Reimbursements (FPP A.043) (login 
required).  For information on state travel laws and rules, see Textravel.  Document Type 1 allows partial posting of  transactions, which means the error-free, fully approved transactions within the document can post, pay, and 
go to history, while other transactions will be on hold in error status or awaiting approvals.
Note: Agencies can also use this document type to process ITV payments when used with a PDT of  T.  For more information on processing ITV payments, see Interagency Payments and Receipts for Goods and Services (APS 
014) (FPP A.028)

2

PURCH VOUCHER – SUBJ TO PROCUREMENT RULES — Used to record vouchers payable for purchases that are subject to the Texas procurement rules per Texas Government Code, Chapter 2155, the 34 Texas 
Administrative Code Chapter 20 and the State of  Texas Procurement and Contract Management Guide PDF.  Document Type 2 allows partial posting of  transactions, which means the error-free, fully approved transactions 
within the document can post, pay, and go to history, while other transactions will be on hold in error status or awaiting approvals.
Note: Agencies can also use this document type to process ITV payments when used with a PDT of  T.  For more information on processing ITV payments, see Interagency Payments and Receipts for Goods and Services (APS 
014) (FPP A.028) 
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https://fmx.cpa.texas.gov/fmx/login.php?page=/fmx/notices/fm05/43/index.php
https://fmx.cpa.texas.gov/fmx/login.php?page=/fmx/notices/fm05/43/index.php
https://fmx.cpa.texas.gov/fmx/travel/textravel/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
http://www.statutes.legis.state.tx.us/DocViewer.aspx?DocKey=GV%2fGV.2155&Phrases=%22title+10%22&HighlightType=1&ExactPhrase=True&QueryText=%22title+10%22
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=34&pt=1&ch=20
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=34&pt=1&ch=20
https://comptroller.texas.gov/purchasing/docs/96-1809.pdf
https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
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5
PAYROLL (REIMBURSEMENTS AND ADJUSTMENTS) — Used to process reimbursements to institutions of higher education for state-reimbursable payroll costs. 
Note: Document Type 5 is an “all pay” document type, meaning the payment cannot be issued until all of the transactions within the document are error-free.

6
REIMBURSEMENT (NON-PAYROLL) — Used to record reimbursement transactions that are not related to payroll costs.  Document Type 6 prevents partial posting of the transactions within the document — unlike Document Types 
1, 2 and 9 — allowing agencies to make changes to the summary payment line and related detail lines within the document prior to posting.

9

PURCH VOUCHR – EXMPT FRM PROCUREMENT RULES — Used to record vouchers payable for purchases that do not fall under the categories of travel or purchases subject to the procurement rules per Texas Government 
Code, Chapter 2155 and the 34 Texas Administrative Code Chapter 20.  Most grant payments, refunds of deposits received in error, and reimbursements to institutions of higher education for purchases are processed using this 
document type.
Document Type 9 allows partial posting of transactions, which means the error-free, fully approved transactions within the document can post, pay, and go to history, while other transactions will be on hold in error status or awaiting 
approvals.  For more information, see the State of Texas Procurement and Contract Management Guide PDF.  For more information on processing refunds of deposits, see Refunding Deposits (APS 013) (FPP A.033).  For more information 
on processing ITV payments, see Interagency Payments and Receipts for Goods and Services (APS 014) (FPP A.028).
Note: Agencies can also use this document type to process ITV payments when used with a PDT of T. 
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http://www.statutes.legis.state.tx.us/DocViewer.aspx?DocKey=GV%2fGV.2155&Phrases=%22title+10%22&HighlightType=1&ExactPhrase=True&QueryText=%22title+10%22
http://www.statutes.legis.state.tx.us/DocViewer.aspx?DocKey=GV%2fGV.2155&Phrases=%22title+10%22&HighlightType=1&ExactPhrase=True&QueryText=%22title+10%22
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=34&pt=1&ch=20
https://comptroller.texas.gov/purchasing/docs/96-1809.pdf
https://fmx.cpa.texas.gov/fm/pubs/aps/13/a033_001.php
https://fmx.cpa.texas.gov/fm/pubs/aps/14/index.php
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CREATE DOCUMENTS
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CREATE DOCUMENTS
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CREATE 
DOCUMENTS
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CREATE A BATCH
Batch Header – Form 73.240

Batch Header 
Form
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USAS NAVIGATION
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USAS NAVAGATION
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USAS NAVIGATION
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JOURNAL DOCUMENT
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