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The following steps should be completed by the researcher or a designated representative 

Please ensure this process is completed as soon as possible for the smoothest experience and best customer 
service for our clients 

 

1. Navigate to the clinical record for the study patient 
2. Click on the green “Financial” tab and double click on the invoice for the visit 
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3. Ensure the invoice says “Pending” in the top right corner 

 

 If the invoice says “Approved” click “UNAPPROVE” before proceeding to step 4 

 

 
 

4. Identify the charges that needs to be paid by research, update the StaƯ Member to “Clinical Research” and enter the Grant Number or Gift 
Number in the Comments field. 

Before change 

 

After change 
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5. Click Reset Items and then Save at the top of the invoice 

 

 

 The “Total($)” field should now show $0 for all of the research lines. Charges not covered by research will still show an amount 

 

 

6. If the invoice was approved to begin with, ensure it is approved again by clicking the “APPROVE” button at the top right of the invoice 
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Troubleshooting 

Unable to See the Comments Field 

 Some users may not see a “Comments” column on the invoice. If that is the case, they can click the settings button at the top right of the header 
for all of the charges, ensure the “Comments” box is checked, then click Save 
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Start-Up or Release Time Funds are Being Used 

 In some instances, a researcher may be using Start-Up or Release Time funds. Since these do not have a Grant or Gift Fund number, please 
ensure the StaƯ Member is set to Start-Up or Release Time rather than Clinical Research. In the Comments field, enter your Assignee number 
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