You will need to collect the following information for each card recipient:

e Social Security Number

e  First Name

e lLast Name

e Address

e Date of Birth (used to verify identity if the card holders call Greenphire)

You can chose to utilize the IRS form W-9 to collect this data. If W-9’s are collected, send them to Campus Box 38 Attn:
Kristie Courtney once the recipient has been set up in the Greenphire system.

Register a Subject

Login to www.clincard.com.

Click the Register Subject tab.

Select the appropriate Study from the drop-down menu.

Enter the information into the form. Fields denoted with a red asterisk (*) are required.
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ﬂ Subject Registration

To begjn the registretion process, plesse select & study™

Study Status* Subject 1ID* Site*
Enrolled e v
Name
First Neme* Middle Last Mame* Initigk* Sodial Sacurity Murmber=
Address
country* Z=arch for an address*
United States e Eegin typing to find and address
Personal
Timezone* Lenguage
Americe/Esstern W English S
Cate Of Birth* subject Email Address
3 31-0CT-1952 ex: nameg@example.com [ Enable Email Alerts

subject Cell Phane

E5X: 215-555-1212 [ Enable Text Messaging

*If you would like the Subject to receive payment confirmations or appointment reminders, select the “Enable Email
Alerts” and “Enable Text Messaging” checkboxes.
5. Click Register.



6. You will be brought to the “Subject Information” screen where you can assign a card number, make a payment,
replace a ClinCard or edit a Subject’s information.

DEMO TESTER

SUBJECT INFORMATION AUDIT HISTORY

ASSIGH CLINCARD
Etudy Mame Recent Activity

T 5 Cardhal: REQUEST PAYMENT
SMo STUdy =
REQUEST REIMBURSEMENT
Subject 1D Siudy status R . - .
- Enroled Craarad new subject Dema CREATE TRAVEL PROFILE
739450 Enrola B~

EDIT SUBJECT
Mo card assigned.
SCHEDULE APPOINTMENT

Timezone

AmericaMew_ York

Home Phonc

Cell Phone

Allow Text Messages
NU

Allow Email




Assign a ClinCard

1. Once you have selected an existing Subject or registered a new Subject, you will be brought to the “Subject
Information” screen. On the right-hand side of the screen, you will see options that represent the actions you can
perform on the Subject.

2. Click Assign ClinCard and a pop-up screen will appear.

DEMO TESTER

SUBJECT INFORMAT IO AUDIT HISTORY
Study Mame Recent ACTIVITY
Frm i S C D T REQUEST PAYMENT
REQUEST REIMBURSEMENT
Subject 1D Study status
e - Enrodie CREATE TRAVEL PROFILE
799450

Address EDIT SUBJEC
-:_H___\_:.-_-':'e--:_' . SCHEDULE APPOINTMENT

Mo card assigned.

Timezone

Home Phone
Cell Phona

Allow Toxt Messages

Allow Email

[Pop-up screen]

Bssign ChnCard

3. Inthe “New Card” field, enter the token number visible through the window of the ClinCard card package.
a. Note: Do not open the envelope prior to providing to the Subject. The token number is different than the
16-digit card number.
4. Click Assign.
5. Once the card has successfully been assigned, you will receive a confirmation message at the top of the “Subject
Information” screen.

Success! The new card has been successfully assigned to Demo Tester. The new card will be active wit E X




Request a Payment

1. Click Request Payment and pop-up screen will appear

SUBJIECT INFORMAT M ALDIT HISTORY
ASSIGN CLINCARD
Study Name Recent ACtIviTy
Demo Studh c der Damo Tastar has REQUEST PAYMENT
o REQUEST REIMBURSEMENT
Subject 1D Study status
- E— Cre CREATE TRAVEL PROFILE
789456 ' Taste

T EDIT SUBJECT

&30 Allenda

No card assigned.

SCHEDULE APPOINTMENT

TimeZon

Amorica/Maw_York

Home Phone

Cell Phone

2155557212

Allow Text Messages
Mo

Allow Email
Mo

[Pop-up screen]

X
Request Payment

[+ Total Payment

.00 USD

Woras

2. Select the milestone the subject is being paid.
3. Add any Notes (not required).
4. Click Pay.

a. When a payment has successfully been requested, the “Pending Payments” area of the “Subject
Information” screen will reflect the payment. It will also be reflected in your “Recent Activity” in the middle
of the screen.

b. When a payment has been approved and processed, the amount will be removed from the “Pending
Payments” area and will now be reflected in the “Card Balance” area.




SUBJECT INFORMATION ALDIT HISTCRY

Study Mame

Demao Study

SubjectiD Study status
Enrollad

789456

Address

Card Balance

Available: o.oo USD

Timezonea
America/Maw_Nork
Card Number Home Phone

O A e

. Call Pk
Expiration Date =i Phane

24~ ED-20 0

__________

Allow Text Messages

Allow Email

5. If the Subject has opted to receive email and/or text messages, the Subject will receive a payment confirmation
communication



Make a Miscellaneous Payment

1. Click Request Payment and a pop-up screen will appear

DEMO TESTER
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ASSIGN CLINCARD
Study Mame
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maricz o York
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Allow Ermail

[Pop-up screen]

Regquest Payment

Toml Fayment

4-:'_:_|_-|_= L‘L

Select “Miscellaneous Payment” in the milestones drop-down menu.

Enter the payment value in the “Amount” field.

Add an appropriate comment in the “Note” field, e.g., Unscheduled Visit, etc.
Click Pay.
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