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Stuay Participants Process

Benefits Include:

o Replacing therUuse el petty cash
vouchersranditsiimitatens

 Tracks Usagerpy ey stidy

o Develops one; standanrdinetied o)
cash distripution

o Allows time tor anticipate; CasiiinEEeds

o |nitiates reconciliation; PreCESS G CaASH
™ disbursements to study PartiCIPARLS
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Pllet- Glielprupdate

Pilot Group Set up:

 Pilot groupWweas Selected to iepresent
the current poel el stiidies (4 greups)

e Pilot group Pegan this Precess: aftel
all necessary set Upwasicompleted
(I.e. access, fundiinhermatien
reconciliation process, ete...)

» Pilot group’s lecation: (ite: Clarks St
Main campus, Marcey)
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Pllet: Glielpr-"Results

Pilot Group feedback:

o Consistency InrEempuiSements

o Ability’ tor review veluimer el cash
needed to SUpport rEelmbursenment

o Efficiency in having Coect
dominations for cashirneeded

e Audit trail for all' requestsiinecituding
reconciliation by fund agaiist eHainal
reguest
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Stuay Participants Share Point Site

From the SharePoint Site:

<A Children’s Memorial Hospital - Microsoft Internet Explorer,

® GO l O Fle  Edt
I eal I I “aur Professional Your Pay and r Financial our Work

You “Your Vour Ties
Development Performance Security Health “ur Life Resources

Welcome BConcepc My Home My Department My Team My Resources My Site Help

Click here to add a new announcement

h Priarity Messages

Truman computer

Daily Global Information

Business Applications

¥, T Sreto

Fin.

Clinical Applications
[ CH Lab e E
PLAY

iy

Office Applications

q Children and Fan
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Stuay Participants Share Point Site

From the SharePoint Site:

e Select “Study Visit
Reimbursements’

out Pratessional T
&

our Pay and T our Financial
Developmen surity

Your Time Your ok
Perfarmance s Nour Lite Resources

Your
He alth

Weicome DConcepc My Home My Department My Team My Resources

Below is a list for quick access to all your top-level team sites. If you have any questions about
accessing your team sites, please call Help Desk x3445.

MyTeamsSites
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Wednesday
 Study participants-Kic.. | [ Microsoft PowerPoint ... A} children's Memarial H... = 2i6iz008

Calendar - Micrasoft ...



imbursements - Microsoft Internet Explorer

Welcome doorcepc My Home My Department My Team My RESOUrces Documents and Lists Create Site Settings Help

~ I 5

Study Visit Reimbursements
Madify Shared Page

Study Participants 2/29/2008 3:09 PM
by Concepeion, Doris
Welcome to the Study Participants Pilot Sroup effective 3/3/08

s Add new announcernent N

= Study Wisit Form

a Add new link

click on Stud Y Vistt Form
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Go to “Eill out Tmis Ferm™
23 SVR - Microsoft Internet Exploren

Documents and Lists Create Site Settings Help Up to Top Level

Study visit Reimbursements

I
SVR -
L

Select a view B Fill Gut This Farm | B Dpioad Form | W New Folder | TEFiter | BGEdtin Dateshect
All Forrms

Type Mame Modified & Modified By Checked Out To Date Dept Study Req Fund PickUpDate GrandTotal DateDisp Openyalidate
ExplarEy Sz concatireq, ,daved 2/29/2008 4:34 PM Mavagh, Mark R. 2/29/2008 test test  test test 3412008 75 2008-03-01
(leree Fofmms "t form 2/29/2008 3:57 PM Movagh, Mark R, 2/29/2008 test test test test z/z9/z008 95 z008-0z2-26
By (RECius Mal 12/4/2007 4:47 PM Movagh, Mark R, Santiago, Mauricio 1. 12/4/2007 Test Test Test 2589282

Gpen Iterns

Actions
a add to My Links
a alert me

RS click on FLL out This Form
o Modify settings
and columns
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Stuay Participants Share Point Site

From the Study Visit Reimbursements Site:

e This Is the forimite e filledieui- eachrtime a relmbursement request Is needed
— UPDATED

Study Visit Reimbursements

Date: 4/16/2008
Department Name:
Requestor:
Email:
Phone /Extension:
Fund:

Sub-account: o

Pick Up date:

Denominations
a's ! ' Denomination Total

Part. Identifier
Type Identifier

: G )- --_ Select...
e i 1
Memorial

Hospital

Where kids come first

10



Stuay Participants Share Point Site

From the Study Visit Reimbursements Site UPDATED:

Required Fields:
e Department

Name
e Reguestor
e Emall
e Phone/Ext
e Fund#

e Sub-account

e Pick Up date

e First/Last Name
e Visit Date
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Study Visit Reimbursements

Date: 4/16/2008
Department Name:
Requestor:
Email:
Phone /Extension:
Fund:

Sub-account: o

Pick Up date:

Denominations
a's ! ' Denomination Total

Part. Identifier | Participant Amount
Type Identifier
e e—
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Stuay Participants Share Point Site

Reconciling Unused Cash:

If vou have
unused cash: Study Visit Reimbursements

- Go Inte the original Date: 4/16/2002
SVR form . Department Name:

e  Go to the line of the Requestor:
participant who L
rescheduled or did Email:
nﬁt Comehln and Phone /Extension:
change the Amount .
field to 0.00 b F””‘i:

e  Printout the form tb-account:
and take it to the Pick Up date:
Cashier’s Office o

=  Cashier will take back benominations

the cash and give Denomination Total

you a receipt

i s )
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StuayParticipants New: Process

Completed Forms:

o Will'e  rotitediviereémeallftorcashier's office
for cash diskhursement: reguest

o Any cashinot diskursedimust e returned
to cashier's officerimmediately;

e Each study: IS SURJEct teravdits on
reconciling ofi cas
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StuayParticipants Einall Roll-out

Next Steps:

o TThisswilifeerapplicaible ter all studies
efifectiversy/i/40

o Designateripaivicualsiwhae will- e
responsikierior requesting/picking up
cash for study paniicipants (1-2 per
study)

o Designate individuaisswiaerwilifioe
responsible for recenciling (d-2 per
study)
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