
How to fill out the UT Arlington ProCard Transaction log (Form 4-5)

Steps
1. Enter your department name, your name, 

the last 4 of your ProCard, and billing cycle 
dates

2. As transactions occur, log each transaction 
by date.

1. Vendor Name
2. Description of purchase
3. Total Amount

3. Notate warrant hold result
1. If $500 or more and vendor is located 

in State of Texas, a Warrant Hold 
check is required.  If search returns the 
vendor you’d like to use, you must 
find a new vendor.  If the search does 
not, you can use the vendor.  Use the 
drop down to notate as “OK.” If check 
did not meet the criteria, drop down 
to notate “N/A.”

4. Throughout the month, the Reconciled and 
Support Attached columns will be “No” and 
will be red. At the end of the month, 
reconcile to your statement.  You can then 
switch from “No” to “Yes.” The line will 
change to black.

1. If the transaction has not posted yet, 
you will not be able to reconcile that 
transaction.  It will remain red.  You 
will want to then complete a Carry 
Over log (Form 4-4, see next page)

5. Controlled Asset, Comments, Cost 
Center/Project # and Account # are 
optional fields designed to aid in 
reconciliation

6. Once reconciliation is complete, the 
cardholder, reconciler, and reviewer must 
sign and date prior to approval in UTShare. 
Approval in UTShare must be completed by 
deadline provided on the BA Training 
ListServ.
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https://www.uta.edu/policy/form/4-5
https://fmcpa.cpa.state.tx.us/tpis
https://www.uta.edu/policy/form/4-4
http://listserv.uta.edu/cgi-bin/wa.exe?SUBED1=BATRAINING&A=1


How to fill out the UT Arlington ProCard Carry Over Log (Form 4-4)

The Carry Over Log is 
designed to aid in keeping 
track of transactions that 

occur in one month, but post 
during the next month’s 
billing cycle. Similar to 
balancing a checkbook.

Steps
1. Enter your name, the last 4 of your 

ProCard, and billing cycle dates.

2. Transactions that occurred in the 
previous month (carried over) will 
be posted on the left side of the 
form.

3. Transactions that have occurred this 
month, but will not post until the 
next month (being carried over) go 
on the right side of the form. 

4. Cardholder, Reconciler, and 
Reviewer must sign.  Form must be 
filed with the month’s it applies 
towards.
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https://www.uta.edu/policy/form/4-4
https://www.uta.edu/policy/form/4-4
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