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Purpose  
The VP7 electronic document is used to process electronic payments for departmental purchases 
using a procurement credit card (ProCard). 

Things to Knowé 

¶ When purchases are made with the ProCard, the bank (Citibank) pays the charges and then 
bills the University. 

¶ Each month the credit card information is received electronically and downloaded into 
*DEFINE creating a VP7 document. The VP7 document will list the cardholderôs charges for a 
specific period of time.   

¶ An automatic email notification will be sent to the person in your department who is 
responsible for reviewing and approving the ProCard Payment Voucher (VP7).  This includes 
the *DEFINE Electronic Office Manager and each user listed on your departmentôs ProCard 
desk. 

¶ The most important information in this notification is located at the bottom of the email 
message. It will state whose inbox (e.g., WASMX) has the VP7 document and the deadline 
date (e.g., 08/27/07) for processing the document.   

 

¶ The information in the VP7 document must be reviewed and updated accordingly.  

¶ The document creator and the departmental signer must approve the VP7 document by the 
deadline date provided in the email message.     

 
 

Note:   If you are not receiving the email message, you may visit the following site to verify and/or 
update your email address:  https://utdirect.utexas.edu/pnbiog/pnbuad.WBX 
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YS1 ï Display/Select Personal Authorizations  

Before processing the VP7 document, make sure you are on the ProCard desk.  A ProCard desk is 
where you have the authorization to process VP7 documents. To view a list of electronic desks that 
you are authorized for in *DEFINE: 

1. Type YS1 in the Command field and press Enter .  

2. To change your current desk/view, tab to Select a Desk and View by Number field, type the 
corresponding number of the Desk (e.g., 4) you want to select.  

3. Tab to the Select an Action field, type S and press  Enter .   Notice the Message Line, your 
Current Desk  has been successfully updated. 

 

(Optional)  YP2 ï Personal Profile for *DEFINE   

You may setup a personal profile which will ensure you are on the correct desk/view when processing 
a VP7 document.  Command YP2 allows you to designate a specific desk and view for a particular 
command.  When a profile is set, *DEFINE will automatically change your desk/view whenever you 
type VP7 in the command field.   To setup your personal profile: 

Note:   Do not setup a personal profile if you have more than one ProCard desk. 

1. Type YP2 in the Command  field and press Enter .  

2. Tab to the Cmd/Menu  field, and type the command or menu you want to profile (e.g., VP7).  

3. Type a ? in the Desk  field and press Enter . 

 

4. A new window appears displaying the desk/view that you have access to in *DEFINE.  Type the 
corresponding number of the ProCard desk (e.g., ASVC/PROCD) and press Enter . 

Note:   The ProCard desk may be abbreviated PROCD, PRCD, or PRO 

 

5. In the Message Line you will see the following: >>Security Profile Successfully  Updated <<. 

Note:   You may change or delete your YP2 profiles at any time. To delete a specific menu or 
command, simply clear out the spaces on that line and press Enter to update changes. 
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YB2 ï Document  Inbox  
The YB2 command displays electronic documents awaiting your approval or review.  To access the 
VP7 document from your inbox: 

1. Type YB2 in the command line and press Enter . 

2. (If necessary) Tab to the Logon ID  field and type the *DEFINE User ID that was noted in the       
e-mail message (e.g., WASMX) and press Enter .  

3. Tab to the VP7 document, type an X in the blank field to the left of the document and press Enter .  
The VP7 document is displayed. 

Note:   Anyone in your department assigned to the ProCard desk will be able to review and update 
a VP7 document for your department. 

 

Change the VP7 Screen Profile  

¶ There are two different views/looks for the VP7 document.  It may be necessary for you to 
change the appearance of your VP7 screen.  New users screen will default to Screen Profile 1.         
UT Arlington is currently using Screen Profile 2.  

¶ To change your screen profile, press F5.  A new window appears.  Type 2 in the Value 
column and press  Enter  twice .  When you return to the VP7 cover sheet your screen will look 
similar to Screen Profile 2, as shown below. This procedure is only required once. 
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The VP7 document is divided into three sections :  

¶ Cover Sheet  

¶ Section 1 ï Comments/Ref  

¶ Section 2 ï Transactions 

Cover Sheet  
¶ The Cover Sheet displays the Status line as ñCreated.ò  

¶ The vendorôs name is displayed.  

¶ The service dates for your purchases and the cardholderôs name is listed.  
 

 
 

Section 1 ï Comments/Ref   

1. The Comments/Ref  section provides the name of the cardholder and the total amount of the 
charges.  No entries are required in this section. It is for informational purposes only.  

 

 

2. To view the Comments/Ref  section, type an X in the blank field to the left of Section  __ 1.  
Comment/Ref  and press Enter . 
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Section 2 ï Transactions  

The VP7 document displays the first four transactions on the coversheet. To view the additional 
transactions: 

1. Type an X in the blank field to the left of Section  __ 2.  Transactions  and press Enter . 

 

2. Transactions are automatically generated with an account number and an object code.  

3. Each transaction will list the account number, D/C, object code, amount, bank reference number, 
date of purchase, description, and location of the charge or the telephone number of vendor. 

 

4. The creator has the option of changing the account numbers by typing over the default account 
number.  

Note:   The account number must be in the departmentôs master view. If you need to mix accounts 
from different departments (e.g., Dean or Provostôs account numbers), you will need to use your 
departmentôs account number and submit an accounting correction request to beverlyg@uta.edu 
(refer to page 12 for more information). 

5. The default object code (1000) must be changed before you Approve (APP) the document. If you 
know the correct object code, type over the default object code and press Enter .  

 

mailto:beverlyg@uta.edu
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Section 2 ï Transactions  (Contôd) 

6. If you need to search for a valid object code, tab to the OBJ field and type a ? and press Enter . 
You will be directed to the Object Code Help screen.  

Optional :  You may also use command GG8 (code order) or GG9 (keyword order) to locate an 
appropriate object code. 

 

7. From the Object Code Help window, tab to the Keyword field and type a description of the item(s) 
purchased (e.g., Membership Dues, Registration) and press Enter .   

Note:   Valid object codes for the account number provided will be shown with an asterisk *.  

8. Once you have located a valid object code type the corresponding number in the Selectio n field 
and press Enter . The object code will carry into your VP7 document.  

 

 
 

Note:   When choosing the object code for meals and entertainment expenses (ex: 1347), the 
Official Occasion Expense Form  must be completed and attached to the ProCard transaction 
log along with receipts.  
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Additional Information & Resources  

Controlled Asset  

¶ When processing the VP7 document, the appropriate object code must be assigned to Controlled 
Assets.  Refer to the table below:  

Controlled Property  

Controlled (at any c ost)  

Object Codes  
 

Property Item  

1837 
 
Hand Guns 

1837 
 
Rifles, Machine Guns, Shotguns 

  

Controlled ($500.00 to $4,999.99)  

Object Codes  
 

Property Item  

1867 
 
Fax Machines, Telecopier 

1837 
 
Stereo Systems 

1837 
 
Cameras, Video Cameras 

1837 
 
TV/VCR/ Camcorders/ Laserdisc Players 

1847 
 
Desktop CPU - not Apple 

1847 
 
Printers - not Apple 

1847 
 
Desktop CPU - Apple 

1847 
 
Portable CPU/Laptops; not Apple 

1847 
 
Portable Apple CPU/Laptops 

¶ Controlled assets are property items that the State Comptroller requires agencies to report to the 
State Property Accounting System.  Any purchases deemed to be controlled assets must be 
coded with the appropriate object code. 

¶ To insure proper coding, tagging, and reporting, the Asset Management (AM) office must be 
notified within 48 hours of the purchase of any Controlled Asset. 

¶ Complete the Asset Information Form  (Index 2-49) and fax the information to the AM office (Fax 
22199) along with copies of the invoice, sales slip or packing slip.   

¶ The original receipts as well as a copy of the Asset Information Form must be filed with the 
ProCard Transaction Log. 

¶ For more information on how to handle Controlled Assets, contact the AM office at ext. 22191 or 
refer to the following web site: 

Asset Information Form 
http://www.uta.edu/policy/form 

Asset Management  
http://policy.uta.edu/asset_mgmt/ 

Procedures Master Index (Procedure Index 2-43) 

http://www.uta.edu/policy/procedure 
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Additional Information & Resources  

ProCard Transaction Log  

1. To facilitate the record keeping and the reconciliation process, each cardholder should maintain a 
ProCard Transaction Log that includes, at a minimum, the following items: 

 

a) Transaction Date  ï The actual date that a transaction occurs. 

b) Vendor Name  ï The name of the vendor. 

c) Description of Purchase  ï Provide a brief description of the goods or services purchased. 

d) Transaction Amount  ï The dollar amount of the transaction. 

e) Warrant Hold ï If necessary, verify the vendors hold status with the State of Texas. This must be 
verified for purchases of $500 or greater.  If the vendor is not on hold with the State of Texas, enter OK 
in the Warrant Hold  column; for purchases less than $500 enter N/A. 

Note:   State agencies are not allowed to do business with or make payments to entities that are on 
ñwarrant holdò (also known as ñcredit holdò) with the State of Texas.   If you wish to make a purchase of 
$500 or more from a vendor based in the State of Texas, you are required to research the vendor's hold 
status beforehand.  The warrant hold must be resolved and lifted before a purchase can be made.     
You may check the vendorôs hold status at:  https://cpafmprd.cpa.state.tx.us/tpis/search.html 

f) Reconciled ï Compare transactions on the ProCard log to transactions appearing on the VP7 
document.  Indicate Yes or No if the transactions agree. If no, research the differences and provide an 
explanation in the Comments column. 

g) Support Attached  - Indicate Yes or No if the transaction has supporting documentation    (i.e., receipt 
or invoice).  If no, research and provide an explanation in the Comments column. 

h) Comments  ï If necessary, provide an explanation or remarks concerning the transaction. 

i) Cardholder ï Provide the name of the cardholder. 

j) VP7# - Provide the electronic VP7 Document ID (e.g., V1VP7999999) number. 

k) Card# - Provide the last 4-dgits of the cardholderôs credit card number. 

l) Date ï Indicate the date range of the billing cycle (e.g., 05/06/09 through 06/05/09). 

2. A separate log of activity should be maintained for each card and for each billing cycle.  

3. The log should be updated as transactions occur.  
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Additional Information & Resources  

Support Documentation  

1. Documentation that supports the ProCard purchase should be maintained with the log. Proper 
documentation includes the following: 

¶ Itemized sales receipt that includes the cost of the item  
Or 

¶ Itemized packing slip that includes the cost of the item 

2. A credit card slip may be attached if available, but the credit card slip is not considered proper 
supporting documentation.  A credit card slip does not give sufficient details of the item(s) 
purchased. In the event that an itemized sales receipt or itemized packing slip is not available, a 
merchandise advertisement, order confirmation or other information that gives details of the items 
purchased and their cost may be used as supporting documentation. Examples would include 
internet or publication purchases. 

3. The Official Occasion Expense Form  must accompany all receipts for food purchases. 

4. An Inventory Transaction Form  must be completed for Controlled Assets purchased with the 
ProCard.  A copy of the completed form must be attached to the Transaction Log.  

5. The Transaction Log, with supporting documentation, will be used to verify the accuracy of the 
electronic VP7 payment document. 
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Additional Information & Resources  

Reconciling the Transaction Log and the VP7  

The following procedures should be followed to reconcile the VP7 payment document to the ProCard 
Transaction log (with supporting documentation attached): 

1. Record the VP7 payment document ID on the Transaction Log. 

2. Compare each transaction on the Transaction Log to the entries on the VP7 payment document. 

3. Indicate in the Reconciled column of the Transaction Log that each transaction agrees to the VP7 
ProCard payment document. 

4. Promptly investigate any differences between the Transaction Log and VP7 payment document. 
Record the action taken to correct discrepancies in the Comments column of the Transaction Log. 

5. Ensure that reconciling items from the prior month ProCard Reconciliation Log have been 
corrected or are included on the current months payment document.  

6. The cardholder will prepare a ProCard Reconciliation Log. The cardholder will record correcting 
items and any discrepancies between the Transaction Log and the VP7 document as reconciling 
items on the ProCard Reconciliation Log. 

 

7. After the reconciliation process is complete, the cardholder and the supervisor/manager must 
electronically approve the VP7 payment document by the payment deadline date. 

8. The cardholder and manager/supervisor must sign and date the ProCard Transaction and 
Reconciliation Logs.  

9. If the preparer of the ProCard Transaction and Reconciliation log is different from the cardholder, 
then this person must also sign and date both logs.  

10. The signed and dated logs and supporting documentation should be maintained in the 
department. 
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VP7 ï Approval  

After completing the required fields in the VP7 document and reconciling your ProCard Transaction 
Log, you are ready to approve the VP7 document.  

¶ Type APP in the Action  field and press Enter .  

¶ The VP7 document is checked for valid entries and, if correct, it will be sent to the next desk in 
the routing path.  

¶ Your status line will now read Pending or Proposed. The message at the top of the screen 
shows what desk the document was sent to.  

¶ 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) 

 

 

***Important***  
 
Reminder  

¶ All documents must be approved by the designated deadline (as stated in the email 
notification). 

¶ It is very important that the creator and the signer (office manager/supervisor) approve the 
VP7 document by the designated deadline. If the creator, but not the signer approved the 
document on time, the document will automatically be recalled and approved by Accounting 
Services. 

¶ If this is necessary, the Director of Accounting, Director for Procurement Services and the 
Executive Director of Institutional Compliance will be notified that the document was not 
approved by the deadline date, if this happens too often, the department may lose its 
procurement card privileges.  

Internal Control  

Proper internal control procedures require that an individual does not  approve disbursements of 
funds to himself/herself. Therefore, a Dean, Director, or Department Chair should forward their 
payment document to the person to whom he/she reports. 
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Additional Information  & Resources  

Accounting Corrections  

After your VP7 document has received final approval in your department, the Office of Accounting and 
Business Services should be notified in writing of any required corrections.   

 
¶ For corrections involving non -grant accounts (non -26-XXXX-XX): 

Notify Beverly Guadagnolo via email of any correcting entries. Include the original entry 
reference number (Voucher Number), date and the amount, and specify what adjustment 
should be made.  Listed below is Beverlyôs contact information:  

Phone: 272-0865 

Fax: 272-5749 

E-Mail Address:  beverlyg@uta.edu  

 
¶ For corrections involving only grant accounts (26 -XXXX-XX): 

Contact the Grant & Contract Specialist assigned to your department.  
 

Procurement Services Contacts:  

Krystal Massey  

kmassey@uta.edu 

817-272-0404 

Christie Brown  

mcbrown@uta.edu 

817-272-3095 

 

 

Disputing a Transaction  
If there is a charge that is not recognized, or it appears to be incorrect, first contact the vendor and try 
to resolve the dispute. If an agreement cannot be reached, contact Citibank customer service 
department.  
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Additional Information & Resources  

Fiscal Procedures  4-11 - Purchasing Card (ProCard) Program   

http://www.uta.edu/policy/procedure 

Vendor Warrant Hold  Status  

https://cpafmprd.cpa.state.tx.us/tpis/search.html 

Forms  
http://www.uta.edu/policy/form  

Listed below are forms that may be required: 

¶ Asset Information Form 

¶ Gift Certificate Expense Form 

¶ Official Occasion Expense Form 

¶ Purchasing Card Application 

¶ Purchasing Card Reconciliation Log  

¶ Purchasing Card Transaction Log 

¶ Texas Sales and Use Tax Exemption Certification Form 

 


