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How to Clear Online Studies 

The Requestor can deposit into any online study with their PCARD. The Requestor must provide 

the documents (transaction report, IRB, amount) to the designee within 30 days to 

clear/reconcile the expense. Indicate in the business purpose header If the online platform is used 

for classroom/teaching/project purposes only and NO IRB is required.  

To clear/reconcile transactions related to any online study platform. All deposits should be 

cleared within 30 days per the University PCARD policy. Transaction reports are required no 

matter the dollar amount and should be attached to the expense report. This is a receipt to certify 

the funds have been spent and match the expense amount or reimbursement.  

➢ The Requestor must provide you with the transaction history report. The report should

match the deposit (for example, if the deposit is for $25.00, the transaction report should

display the $25.00 paid to participants). If the transaction report shows only some funds

paid to participants within $10.00, please reach out to sombusiness.office@yale.edu. This

is required documentation when paying study subject participants.

➢ Create an expense report for the transaction. You can clear multiple transactions at once

in 1 report.

➢ Business purpose example: Expenses for Prolific, Mturk and Turkprime online study

platform used to pay study subject participants by John Doe/April Jones on 7-13-2005.

➢ Include IRB number in the memo.

➢ Expense type Human Research Payments

➢ Attach the transaction history report. Each report would match the amount that was

deposited.

o Mturk is an excel file-do not filter; use a date range from the start of the deposit to

when the study was completed, give a day or two.

o Prolific is a PDF transaction report that will display paid in full.

o Turkprime/Cloud Research is a PDF document.

**Note if the requestor is NOT using a Pcard and using out-of-pocket funds, they have 120 days 

to request reimbursement in Workday.  After 120 days, you must use the 120-day form to 

complete a taxable reimbursement through payroll.  The same documentation listed above would 

still need to be provided.  

mailto:sombusiness.office@yale.edu
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MTURK Transaction History Report Guidance 

How to download MTURK Transaction Report 

1. Open excel spreadsheet

2. Highlight row 1 and select filter tab

3. Select assignment ID>arrow down>uncheck select all>scroll down>select blank All

deposit and refunds amounts will be displayed. Highlight the amount field to total the

deposits. Sum is located lower right hand of the screen. *TIP*If multiple deposits display

you can clear multiple expense lines in one report

4. Highlight the deposit totals. (I use yellow, any color is okay. This indicates to the

approvers the deposits/expense to be cleared

5. Press filter tab>highlight payment method>remove payment method>select blank>add

amount column>sum located lower right-hand corner

6. Amount column to match expense report

7. Save file as .xlsx

8. Attach to expense report under the main attachments field

 Guidance on how to obtain MTURK transaction report (The cardholder or persons with        
access will provide report to preparer) Request an unfiltered report from the cardholder 
or research assistant to clear the expense 

Reviewing MTURK Transaction Report 

1. https://requester.mturk.com/

2. On the Manage Workers page, click on My account> Transaction History

3. Enter the date range of the expense transaction using the end date of the expense report.

(Deposit load on start 11/1/22 end 12/3/2022-Date of expense report or the date the

P.I./cardholder provided the study ended)

4. A dialog box appears when your CSV is ready. Opens spreadsheet in Microsoft Excel

ort 

https://requester.mturk.com/
https://requester.mturk.com/
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Screen capture on how to obtain MTURK transaction history 
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Invoices, Receipts, and Transaction 

History 
Finding your Transaction History 

To get to your transaction history:  

1. Hover your mouse over Account on the top right-hand side of the main page 2.
Click on Transaction History

Printing Receipts 

From this page you will see your transaction history as well as the option to View 
Printable Monthly Account Statements.  

Screen capture 
on how to obtain 
Cloud Research 
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Statements EXAMPLE TRANSACTION HISTORY REPORT https://app.cloudresearch.com/Account/Statements 

**Note**All highlighted items in red are needed to verify the expense type, amount, and money paid to 

participants. This transaction report serves as the receipt and participant log. If the transaction report does not 

balance the credit/debit you cannot reconcile/reimburse the expense.  

Bill To: 

Date Description Credit Debit Balance 

2020-05-02 
CloudResearch Lab Fund Memo: Racial 
Disparities COVID-19 Study 1 

$51.00 $51.

2020-05-03 
Service: Project Name: COVID-19 

Disparities Study 1, Title: Social 

Opinions and Attitudes(~ 7 minutes), 

Survey ID: 216254 => Completes = 847, 

: Cost = $50.82. Total: $50.82 for 

5/2/2020 

-$50.82 $0.

2020-05-04 
Service: Project Name: COVID-19 

Disparities Study 1, Title: Social 

Opinions and Attitudes(~ 7 minutes), 

Survey ID: 216254 => Completes = 2, : 

Cost = $0.12. Total: $0.12 for 5/3/2020 

-$0.12 $0.

2020-05-04 CloudResearch Lab Fund $10.00 $10.

1 of 2 5/5/20, 9:41 AM Statements https://app.cloudresearch.com/Account/Statements 

Statement for 

May 

2020 
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Date Description Credit Debit Balance 

2020-05-05 
Service: Project Name: COVID-19 

Disparities Study 1, Title: Social 

Opinions and Attitudes(~ 7 minutes), 

Survey ID: 216254 => Completes = 3, : 

Cost = $0.18. Total: $0.18 for 5/4/2020 

-$0.18 $9.

Total $61.00 -$51.12

2 of 2 5/5/20, 9:41 AM 
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Screen capture on 
how to obtain 
Prolific transaction 
report 
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EXAMPLE TRANSACTION HISTORY REPORT 
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