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• Replacing the use of petty cash 
vouchers and its limitations 

• Tracks usage by fund by study
• Develops one standard method for 

cash distribution 
• Allows time to anticipate cash needs
• Initiates reconciliation process of cash 

disbursements to study participants 

•• Replacing the use of petty cash Replacing the use of petty cash 
vouchers and its limitationsvouchers and its limitations

•• Tracks usage by fund by studyTracks usage by fund by study
•• Develops one standard method for Develops one standard method for 

cash distributioncash distribution
•• Allows time to anticipate cash needsAllows time to anticipate cash needs
•• Initiates reconciliation process of cash Initiates reconciliation process of cash 

disbursements to study participantsdisbursements to study participants

Study Participants ProcessStudy Participants Process

Benefits Include:
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•• Pilot group was selected to represent Pilot group was selected to represent 
the current pool of studies (4 groups)the current pool of studies (4 groups)

•• Pilot group began this process after Pilot group began this process after 
all necessary set up was completed all necessary set up was completed 
(i.e. access, fund information, (i.e. access, fund information, 
reconciliation process, etcreconciliation process, etc……) ) 

•• Pilot groupPilot group’’s location (i.e. Clark St, s location (i.e. Clark St, 
Main campus, Marcey)Main campus, Marcey)

Pilot Group updatePilot Group update

Pilot Group Set up:
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•• Consistency in reimbursementsConsistency in reimbursements
•• Ability to review volume of cash Ability to review volume of cash 

needed to support reimbursementneeded to support reimbursement
•• Efficiency in having correct Efficiency in having correct 

dominations for cash neededdominations for cash needed
•• Audit trail for all requests including Audit trail for all requests including 

reconciliation by fund against original reconciliation by fund against original 
requestrequest

Pilot Group Pilot Group -- ResultsResults

Pilot Group feedback:



How to Log in to the Study How to Log in to the Study 
Participants Share Point SiteParticipants Share Point Site
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Study Participants Share Point SiteStudy Participants Share Point Site

From the SharePoint Site:

•• Go to Go to ““My My 
TeamTeam””
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Study Participants Share Point SiteStudy Participants Share Point Site

From the SharePoint Site:

•• Select Select ““Study VisitStudy Visit 
ReimbursementsReimbursements””
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Study Participants Share Point SiteStudy Participants Share Point Site
The Study Visit Reimbursements Site:

Click on Study Visit FormClick on Study Visit Form
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Study Participants Share Point SiteStudy Participants Share Point Site
From the Study Visit Reimbursements Site:

•• Go to Go to ““Fill out This FormFill out This Form””

Click on Fill Out This FormClick on Fill Out This Form
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Study Participants Share Point SiteStudy Participants Share Point Site
From the Study Visit Reimbursements Site:
•• This is the form to be filled out each time a reimbursement requThis is the form to be filled out each time a reimbursement request is needed est is needed 

–– UPDATEDUPDATED
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Study Participants Share Point SiteStudy Participants Share Point Site
From the Study Visit Reimbursements Site UPDATED:

Required FieldsRequired Fields::
•• Department Department 

Name Name 
•• Requestor Requestor 
•• EmailEmail
•• Phone/Ext Phone/Ext 
•• Fund#Fund#
•• SubSub--account account 
•• Pick Up datePick Up date
•• First/Last NameFirst/Last Name
•• Visit DateVisit Date
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Study Participants Share Point SiteStudy Participants Share Point Site
Reconciling Unused Cash:

If you have If you have 
unused cash:unused cash:

•• Go into the original Go into the original 
SVR formSVR form

•• Go to the line of the Go to the line of the 
participant who participant who 
rescheduled or did rescheduled or did 
not come in and not come in and 
change the Amount change the Amount 
field to 0.00field to 0.00

•• Printout the form Printout the form 
and take it to the and take it to the 
CashierCashier’’s Offices Office

•• Cashier will take back Cashier will take back 
the cash and give the cash and give 
you a receiptyou a receipt
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•• Will be routed via email to cashierWill be routed via email to cashier’’s office s office 
for cash disbursement requestfor cash disbursement request

•• Any cash not disbursed must be returned Any cash not disbursed must be returned 
to cashierto cashier’’s office immediately s office immediately 

•• Each study is subject to audits on Each study is subject to audits on 
reconciling of cash reconciling of cash 

Study Participants New ProcessStudy Participants New Process

Completed Forms:
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•• This will be applicable to This will be applicable to allall studies studies 
effective 3/1/10effective 3/1/10

•• Designate individuals who will be Designate individuals who will be 
responsible for requesting/picking up responsible for requesting/picking up 
cash for study participants (1cash for study participants (1--2 per 2 per 
study)study)

•• Designate individuals who will be Designate individuals who will be 
responsible for reconciling (1responsible for reconciling (1--2 per 2 per 
study)study)

Study Participants Final RollStudy Participants Final Roll--outout

Next Steps:
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