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Account Number 
The UTSA account number is a 10-digit number used for recording accounting transactions. The 
account number is broken down into three parts. 

Account Structure 
Budget Group Budget Category 

Fund Group   
14 023300 50 

• Fund Group – The first two digits of the account number specifies the source of funds.  
• Budget Group – The first 8 digits of an account number represent a Budget Group. Each 

department or academic entity may have 1 to 10+ budget groups. 
• Budget Category – The last two digits of the account number specifies the purpose of funds. 

A Budget Group could have multiple categories.  
 
Fund Groups 

14 – State Appropriated General Funds: Funds that consist of state tax dollars used to support University 
general educational operations, such as salaries, student services, and facilities fees. For Travel – State 
Funds (may follow local rules) 

 
18 – Service Departments: Used by departments that sells products and provides specific services to the 
university community. (For Travel – Local Funds) 
19 – Designated Funds: Funds which have been internally designated by the institutions governing board 
or management, to be used for special purposes and can be modified by management at any time. (For 
Travel – Local Funds) 
26 – Grants and Contracts: Funds that are composed primarily of federally sponsored research funds. 
These are restricted funds in which the donor determines how the funds are to be spent. (For Travel – State 
Funds) 

 
Note: Depending on the funding source, 26 accounts may follow either state or local rules. 
29 – Auxiliary Enterprise Funds: Accounts that are managed essentially by departments that have self-
supporting activities outside of the basic education and research functions of the university. (For Travel – 
Local Funds) 
30 – Restricted Funds:  Restricted funds that include private donations, and income from endowments. (For 
Travel – Local Funds) 
32 – Loan Funds:  Used by the A/R Student Loan Department. 
36 – Plant Funds:  Funds that are used for major new construction projects, remodeling, and renovations to 
existing buildings and grounds. (Not used for travel) 

41 – Agency Accounts: Funds held in trust for others (Ex: Student Organizations). (Not used for travel) 

 
Budget Categories 
01  Faculty Salaries - Regular Session 
02  Teaching Assistants - Regular Session 
03  Faculty Salaries - Summer Session 
04  Teaching Assistants - Summer Session 
05  Faculty Fellowships 
09  Administrative and Professional Salaries 
10  Classified Personnel Salaries (State accounts) 
11  Salaries and Wages - Off Campus 
12  Classified Personnel Salaries (Non-state 
accounts) 
13  Hazardous Duty Pay 
14  Fringe Benefits 
1x  Special Wage Accounts (15 - 19) 
20  Wages (State accounts) 
2x  Various Purposes (21 - 29) 
3x  Various Purposes (30 - 39) 

4x  Fuel, Office, ARL Expenses (40 - 49) 
50  Maintenance, Operation, and Equipment (MO&E) 
51  All Expenses (can include Travel and Equipment) 
5x  Miscellaneous Special Expenses (52 - 58) 
59  Computer Costs 
60  Visiting Lecturers and Consultants 
6x  Indirect Expenses (61 - 66) 
67  Computer Costs (Computation Center Supplies) 
68  Computer Time (Computation Center) 
70  Scholarships and Fellowships 
71  Tuition and Fees 
75  Domestic Travel 
76  Foreign Travel 
80  Special Equipment (on Inventory) 
9x  All Income accounts (90 - 99) 
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GBM – Account Balance Inquiries 
The General Balance Menu contains commands designed for you to view account balance 
information. 

Viewing Balances 
1. To view the menu for general balance, type GBM in the Command field and press Enter. 
2. When using a GBM command, you must enter an account number, or budget group or unit code 

to access the balance information.  

 
 
GB2 – Budget Group Balance 
 
The GB2 command displays financial information for a budget group. This command provides an 
overall view of the budget group and all the budget categories. 

1. Type GB2 in the Command field, type the 8-digit budget group in the Account field and press 
Enter.  Information for the budget group is displayed. 
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2. The GB2 command consists of 9 screens. Each screen presents various column headings for 
balance/analysis. To move from one screen to another, tab to "Scr 1 of 7" on the right-side of the 
page. Place the cursor over the "1" and type the number of the screen that you desire to view. 

Screen 1  
Budget/Budget Adj -  Budget & Budget Adjustments 
BF/TR/DI/IN - Balance Forward, Transfer, Disbursement, 
Income 
En/Sc/Sa/AL - Encumb, Scholarship Enc, Salary Enc, Accrued 
Inc 
Free Balance  

Screen 6
Investments:  Investments 
BF/TR/DI/IN:  Balance Forward, Transfer, Disbursement, 
Income 
Free Balance 
LTF Units:  Long-Term-Fund Units 

Screen 2 
Balance Forward:  Balance Forward (BF) 
Transfers:  Transfers (TR) 
DI/IN:  Disbursements & Income 
Free Balance 

Screen 7  
BF/TR/IN/BD/BA:   Balance Forward, Transfer, Income, 
Budget, Budget Adjust 
Exp/Cash:  Expenditures & Cash 
Enc/Asset & Lia:  Encumbrance, Assets & Liabilities 
Free Balance

Screen 3 
Material Encumb: Material Encumbrance 
Salary Encumb:  Salary Encumbrance 
Scholar Encumb:  Scholarship Encumbrance 
Assets/Invest:  Assets & Investments 

Screen 8
Budget/Bud Adj:  Budget & Budget Adjustments 
Actual 
Enc/Accruals:  Encumbrance & Accruals 
Over/Under

Screen 4 
BF/TR/BD/BA:  Bal Forward, Transfer, Disbursement, Income 
DI/IN:  Disbursement, Income 
En/Sc/Sa/AL:  Encumb, Scholarship Enc, Salary Enc, Accrued 
Inc 
Free Balance 

Screen 9  
BF/TR/IN/BD/BA:  Balance Forward, Transfer, Income, 
Budget, Budget Adjust 
Exp/Cash:  Expenditures & Cash 
Enc/Asset & Lia:  Encumbrance, Assets & Liabilities 
Free Balance

Screen 5 
Balance Forward:  Balance Forward 
Transfers 
BD:  Budget 
Budget Adj:  Budget Adjustment 

 

3. Listed below are the field headings and description for screen 1: 

 
Field Headings & Description 
Ca Budget Category – divides the account number by purpose of funds. 

Ty Transaction Type: EX – Expenditure    IN - Income 

PL 

Pool Balance Number – accounts with the same pool number are added 
together to get a total available balance. The system combines (pools) the free 
balances of the different budget categories that have the same pool number into 
one balance (pool balance). When the computer audits an account for funds it 
reads the pool balance, not the free balance. Pooling accounts can reduce the 
number of routine budget changes that might normally be required. 

S Account Status:  A – Active       I – Inactive         E – Expired         C – Closed 
Budget/Bud 
Adj Budget – original budget 

Budget Adj Budget Adjustments – adjustments to budget 
BF/TR/DI/IN Balance Forward, Transfers, Disbursements, Income 

EN/SC/SA/AL Encumbrance, Scholarship Encumbrance, Salary Encumbrance, Accrued 
Income 

Free Balance Free Balance – amount available for expenditures. 

Note: Grant accounts may have a line below the Total field called Unbill Rec. This is unbilled 
receivables. 
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GB1 – Account Balance Information  
 
The GB1 screen displays information and balances for one account number.  

1. Type GB1 in the Command field and type a 10-digit account number in the Account field and 
press Enter.  

2. The screen will default to the current month. To change the month, type the month in the Month 
field of the Command area. 

3. The balances displayed are cumulative (year to date).  
4. The left side of the screen will display the account title, the account administrator, unit code, the 

first 5 authorized signers, contact information, purchasing authority (State or Local), and the date 
of the last activity. 

5. Listed below are the field headings and description for the left-side of the GB1 screen: 

 
 

Field Headings & Description  
Account Title Account name and Budget Category description, 

Administrator Principal Administrator and address (Also known as the Unit Head) 
EID The Administrator’s UT Electronic Identifier 
Mail The Administrator’s campus mail code 
Phone The Administrator’s campus phone number 

Acct Unit Code 
Unit Code – an official university entity. A unit contains one or more 
account numbers that are assigned by Accounting Services. Unit 
Code consists of seven digits.  

Other Authorized Signers First 5 authorized signers 
Acct Ct Accountant Contact (Office of Accounting) 

Dept Ct Department Accounting Contact (ex. Liberal Arts – Department) 
Address Department Name 

Mail Code Department’s campus mail code 

Pur Auth Purchasing Authority:  L – Local     S – State 
Date Last Act Date of last activity on the account 
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6. The right side of the screen displays the free balance, pool balance, as well as the pool number 

for the account. 
7. You can mark the blank field to the left of the balance to view specific details for the balance. This 

information is itemized by object code. (Refer to page 10 for more information) 
8. Listed below are the field headings and description for the right-side of the GB1 screen:  

 
 

Field Headings & Description  
Beg Bal Beginning Balance 

Trnf/Adj Transfer and Adjustment 

Budg/Adj Budget and Budget Adjustment 

Appr/Bud Appropriation/Budget 

Income Income 

Expend Expenditures 
Invest Investments 

Asset/Li Assets and Liabilities 

Misc Enc Miscellaneous Encumbrance (includes purchasing and travel) 

Sal Enc Salary Encumbrance 

Sch Enc Scholarship Encumbrance 
Free Bal Free Balance (this is month specific) 

Appr OD Approved Overdraft 

Pool Bal 

Pool Balance –  The system combines (pools) the free balances of the 
different budget categories that have the same pool number into one 
balance (pool balance). When the computer audits an account for funds it 
reads the pool balance, not the free balance. Pooling accounts can reduce 
the number of routine budget changes that might normally be required. 

Pool  Pool Number for the account (refer to command GB2 to view budget 
categories with the same pool number) 
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View Account Balance Detail  
9. From the GB1 screen, type an “X” to the left of the category (e.g., Expend) and press Enter.   

 
10. Balances are displayed by object code. This section displays balances for the previous month 

(cumulative total), the current month activity, and the balance year-to-date (cumulative total). 
11. To view Object Code detail, type an “X” to the left of the code (e.g., 1275) and press Enter.  

 
12. The transactions that make up the object code balance are displayed. If the specific transaction 

that you are looking for is not displayed, it may be necessary for you to change the Starting Date 
(MMDDYY).  

 
13. To view details for a transaction, type one of the following characters to the left of the transaction: 

• T     Travel to the actual document.  
• F    Displays the document routing information. 
• 1 - 6  Displays Screen 1 – 6 displays various transaction information 
• X      Displays Screen 1 of  6 Transaction information  
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GTM – General Transaction Inquiries 
 
The GTM commands allow you to view accounting transaction information. These commands are 
designed to display transactions using specific criteria. Transactions can be searched by document 
ID, account number, voucher number, vendor ID, encumbrance number, etc. 
 
Viewing Transactions 
1. To view the menu for general transaction inquiries, type GTM in the Command field and press 

Enter. 
2. Each GTM command must have specific information before you can access the transaction(s). 

The required information is listed in the Miscellaneous column and should be entered in the Misc 
field of the command area.  

 

 
 

Example: 
GT2 requires the voucher number to be typed in the Misc field. If you do not type the required 
value in the Misc field, the message line will indicate what is needed to view transaction by 
voucher number. 
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GT1 – Transactions by Account and Date 
The GT1 screen displays transaction information by account and date.  

1. To view transactions by account number, type GT1 in the Command field and press Enter. 
2. Type a 10-digit account number in the Account field. 
3. If necessary, tab to the Misc field and specify a starting date (MMDDYY). If you do not enter a 

date, the starting date will default to the first day of the current month.  
4. Press Enter. Transactions will be displayed in date order for the account you specified.  
5. The GT1 command displays all completed (C) transactions as a default. The “C” transaction status 

indicates that the transaction has been posted to your account and the account balance is 
updated.  

6. The Transaction Status field is located on the right-side of the screen. To view other statuses, 
type a “?” in the Transaction Status field and press Enter. A new window appears with the 
following statuses: 

• A – Displays only Proposed Transactions 
• B – Displays only Pending Transactions 
• C – Displays only Completed Transactions (posted to the account) 
• R – Displays only Transactions Ready to be Posted 
• S – Displays only Suspended Transactions (will post at a later date) 
• E – This option displays every transaction regardless of the status 

 

 
 

Note:  Setup a Personal Screen Profile 
The F5 key allows a user to setup profiles for a particular GT command. Each GT command can have 
a different profile (profiles are command specific). If you would like to set a different default status for 
the GT1 command, perform the following steps: 

a) Press F5 on your keyboard. 
b) A new window appears. Tab to the Beginning Transaction Status field and type the 

appropriate status. 

 
c) Press the Enter key twice.  
d) The next time you access command GT1, the Transaction Status field will default to the new 

status. 
7. Listed below are the field headings and description for the GT1 screen: 
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Field Headings & Description 
Rec-Date The dates the accounting record were updated. 
Voucher Voucher numbers are assigned to electronic documents after final approval. This reference 

number is recorded on the Statement of Account. The alpha character of an approved and 
processed voucher indicates the voucher type. Below are examples of Voucher Types: 

B –  Balance Forward (from previous fiscal year) 
C –  Cash Received 
J –  Journal Voucher (budget transfers, journal entries 
L –  Payment Voucher made from LOCAL funds 
O –  Encumbrance Transaction (purchase orders, travel requests) 
S –  Payment Voucher made from STATE funds 
T –  Inter-departmental Transfer Voucher (billing from service dept.) 

Description A brief description of the transaction or a payee name will be listed in this column. 
OBJ Object class code is a 4-digit code that describes the transaction type for reporting purposes. 

Every accounting transaction must have an object code. Below are examples of Object Code 
Types: 

0 –  Encumbrance Object Code 
1 –  Expenditure Object Code 
3 –  Income Object Code 
7 –  Transfer of funds Object Codes (non-state accounts) 
9 –  Budget Adjustment Object Codes

AC/RT Accounting Code (Accounting Transaction Type) / Report Type. Below are examples of AC/RT 
Codes: 

EN – Encumbrances  DI - Disbursements  EX – Expenditures 
BA – Budget Adjustment  BD - Budget Amount  IN –  Income 
BF – Balance Forward  SA - Salary Encumbrance  TR – Transfer 
RF – Encumbrances Forward    SC - Scholarship Encumbrance RE - Requisitions 
PY – Payable Encumbrance AL - Assets and Liabilities

Amount Amount of the transaction. 

S Status of the transaction. 
Doc ID A Document Identification number is a unique 11-digit number automatically assigned to each 

document upon creation. Example of a Doc ID:  T1VP2998154  
 T    This alpha character represents the calendar year; it indicates when the document was 
created. 
 1    This is UTA component number; it indicates the campus where the document was 
created.  
 VP2 This indicates the type of document the creator used to generate the transaction.  
 998154 The last 6 digits are assigned in descending order from 999999 by the system.

DTN Departmental Transaction Number (Optional field). 
PO 
Number:   

Purchase Order Number or Travel Request Number assigned to the transaction. 

Chk Nbr:   This field shows the Check Number on which the voucher was paid 
 D   Indicates this was a Direct Deposit 
 A   Indicates a Local Check was generated 

 PAID   Indicates a State Warrant from Austin was generated 
T-Code Transaction Codes are assigned by the system to update the general ledger 
Prc Date Process Date indicates when the transaction was completed and updated the account balance. 
Account This field shows the Account number to which the transaction applies. 
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8. Each transaction line has additional information that may be accessed by typing a “?” in the field 
to the left of the transaction and pressing Enter.  

 
 

 
  

View Transaction Detail 
To view details for a transaction, type one of the following characters in the blank field to the left of the 
transaction: 

• T - Travel to the Document 
• P – Print a copy of the document (This option is not available) 
• F – Displays who created the document and routing information. 
• V -  Request a copy of a voucher (This option is not available) 
• 1 -  Screen 1 displays transaction information 
• 2 -  Screen 2 displays check information on voucher payments 
• 3 -  Screen 3 displays Purchase Order Delivery information 
• 4 -  Screen 4 displays Voucher and Invoice information for a payment 
• 5 -  Screen 5 displays Departmental Code information (This option is not used at UTSA) 
• 6 -  Screen 6 displays Purchase Order Line Item information  
• X or any character other than the above – Displays screen “1” transaction information. 

 
 
Helpful Tips for the GT command: 

• Press Enter to view the next page of transactions. 
• Press F4 to go back a page. 
• The Message Line will indicate if there are more transactions to view.  
• To go directly to any of the 1-6 screens, type the number in the blank field to the left of the 

transaction and press Enter. 
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UT Direct - Account Balances & Transactions  
This section demonstrates how to view Account Balances and Transaction information in UT Direct.  
 
Log in to UT Direct 

1. Log into UT Direct at the following website:  https://utdirect.utexas.edu/ 
2. Type your UTEID in the UT EID field. 
3. Tab to the Password field and type your UT EID password. 
4. Select the Log In button. You will see a screen stating that you have successfully logged on; 

Click the OK button to proceed. You will be directed to the UT Direct – My Home page. 

     
 
UT Direct – My Home 
The My Home page is the starting page for UT Direct. This page contains links to services available to 
a user.   
 
Note:  If your page is orange with UT Austin logo, you must update your component information. If 
necessary, perform the following steps: 

a) Select Choose Content located on the top right side of the screen. 
b) From the Choose Content for My Home section, select Change UT Direct Component and 

then click Update My Home. 
c) You will be redirected to the My Home page. Select the radio button for University of Texas 

at San Antonio, and then click Change My Component. My Home page should now be 
UTSA blue with our graphic. 

 Also, if you would like to change the content or layout of your Home page, select either Choose 
Content or Change Layout to make any modifications. 
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UT Direct – My Job 
1. Select the My Job tab to display the Related Categories and Services menu.  
2. From the Related Categories and Services section, click the Account Balances link.  

 

UT Direct - Account Balance Information  
The Account Balance Information page provides account information as reflected by the Office of 
Accounting Services. 
1. In the Budget Group or Unit box, type the 8-digit Budget Group or a 7-digit Unit code. Do not 

include spaces or dashes. A Budget Group (e.g., 19023401) is the first 8-digits of an account 
number. The Unit Code (e.g., 0234000) is a 7-digit number that contains accounts. 

2. Select the Month and fiscal Year for which you would like to view. 
3. Budget Group balances are available in a Departmental View (displayed in a Money In/Money 

Out format) and Accountant View (this option displays budget, budget adjustments, transfers, 
expenditures, etc…). Select the desired format from the drop-down list. 

 
4. Click the Go button. 
5. If you select the Accountant format , your screen will look similar to the one below: 

 
 

6. If you select the Departmental format , your screen will look similar to the one below: 
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7. To view details for an Account Balance, click the underlined amount. 
7.1. The Amount Detail page is displayed. An itemization of the expense is listed in this section. 

7.1.1. To view more detail for a specific transaction, click on the underlined amount. 
7.1.2. The Account Information:  Transaction page is displayed. This page is similar to 

command GT1 in *DEFINE. 
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UT Direct - Object Code Balances 
 
The Object Code Balances page is used to view accounting information related to object class codes. 
This page allows users to run reports on the information by entering specific criteria. Many of the 
fields provide drop-down menus, while others provide free-form fields. After all of the criteria have 
been provided, you may view the balance information on the web or download the results to your 
computer. 

1. Click the My Job tab, Select Object Code Balances from Finances section in Related 
Categories menu. 

 
2. Make a selection from the criteria provided. From the Show Balances by drop-down menu, select 

one of the following: Account Number (10 digits), Budget Group (8 digits), Account Group (2 
digits), or General Ledger Number (6 digits). 

 
3. From the For drop-menu, select the appropriate Month and Fiscal Year 
4. Most Specific Search Criteria: 

o In the Type field, select one of the following: Account Number, Object Code or Transaction 
Type.  

o In the Value field, enter the account information. Type the Account Number, Budget 
Group, Object Code or Transaction Type (This is a free-form field). 

5. The Limit to this range of values and the Next Limit results by are optional fields. If you would 
like to narrow your search, enter one or more of the following:  Minimum Amount, Maximum 
Amount, Up to 12 object codes or exclude 12 object codes, Up to 12 transaction types or exclude 
12 transaction types. 

6. Once you have selected your search criteria, choose one of the following: Show Results Now or 
Download Results Now. If you clicked Show Results Now, a new window opens with the 
information that you requested. If you clicked Download Results Now, the file download dialog box 
is displayed (refer to page 15 for download instructions). 
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UT Direct - Object Code Balances (Download Results Now) 
The following are instructions for using the Download Results Now button: 
1. Click Download Results Now, the File Download dialog box appears.  
2. Click Save. The Save As dialog box is displayed. 
3. Provide a File name and select where you want to save the file.  

   
4. Start Microsoft Excel. 
5. From the File menu, select Open. The Open dialog box appears. 
6. Change the File Type to All Files in order to see the downloaded file. 
7. Navigate to the saved filed and click Open. 

 
8. The Text Import Wizard dialog box is displayed. In step 1 of 3, make sure the Delimited radio 

button is selected and click “Next”. In step 2 of 3, select the Tab checkbox and click “Next”. In step 
3 or 3, select the Text radio button and then click “Finish”. 

 
 

9. The information is loaded into the Excel. You may notice that more data is available in the excel 
document than was viewed on the web. Format the spreadsheet as desired.  
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UT Direct - Transaction Listings  
The Transaction Listings page allows you to view accounting transactions. Transactions can be 
viewed by date, document ID, or Vendor ID. 

1. From the Object Code Balances home page, select Transaction Listings, located on the left-
side of the page under the navigation menu. 

 
2. Select the type of transactions you would like to view from the drop-down menu. 

 
3. Enter the required search criteria.  

 
4. Select one of the following buttons: List Transactions or Download Transactions. If you clicked 

List Transactions, a new window opens with the information that you requested. If you clicked 
Download Transactions, the file download dialog box is displayed. 

Sample Transaction Screen: 
Account by Date (GT1) – View transaction by account number and date.  
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Sample Transaction Screen: 
 
Document ID (GT6) – View transaction by document identification number. 

 

Account by Date for Object Code (GT8) – View transaction by account and object code.  

 

Account by Vendor ID (GT9) – View transactions for a specific person or business. 

 

Account by Date – All Entries (GTD) – View transactions by account number.  

 


