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Login to ClinCard
1. Login to www.clincard.com.
2.

Enter your username and password. *Your login credentials are case sensitive
= ClinCard
= ClinCar
Username®

Password*®

LOGIN a

Remember Username

Fo rgot your username/password 4

Cardholder? Click Here

- =N
3.

If you have difficulty logging in, click Forgot your username/password?. Enter your email
address and click Recover.
a

This will instantly send you an email with a link that allows you to reset your password.
b You can also call our site support team:

i Local United States/Canada: (215) 609.4378

ii United States Toll Free Number: (844) 847.0107

Password Recovery

To begin the process of recovering your password, please enter your email
below.
Email*

protected by reCAPTCHA n
Privacy- Terms S

a4

RECOVER

CANCEL

@ oreenphire
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Reg|ster 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.

a. Please note entering a PO Box for the subject’s address may result in delays in
retrieving subject’s PIN.

oW

ﬂ Subject Registration

Greenphire Clinic

Social Security Mumber

Address

Search for an address*

United States r

Personal

mazona®

America/Eastern v

REGISTER

b. 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.

green Confidential & Proprietary 2
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6. You will be brought to the “Subject Information” screen where you can assign a card number,
make a payment, schedule an appointment reminder, replace a ClinCard or edit a Subject’s

information.

DEMO TESTER

SUBJECT INFORMATION

Study Name
Demo Study

Subject ID
789456

No card assigned.

AUDIT HISTORY

Recent Activity
Cardholder Demo Taster has
enrclled in study Demo Study
with status Enrolled

Study status .

Enrolled Creatad new subjact Demao
Tester

Address

&30 Allendale Road
King of Prussia, PA 19406

Timezone
America/Mew_York

Home Phone

Cell Phone
2155551212

Allow Text Messages
No

Allow Email
Mo

ASSIGN CLINCARD
REQUEST PAYMENT
REQUEST REIMBURSEMENT
CREATE TRAVEL PROFILE
EDIT SUBJECT

SCHEDULE APPOINTMENT

@ oreenphire

Confidential & Proprietary
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Look Up a Previously Registered Subject

1. Login to www.clincard.com.
2. Click the Look Up Subject tab.
3. Enter one of the following pieces of information:
a. First name and/or last name
b. SubjectID
¢. Subject’s initials
d. Subject's email

e. Last four (4) digits of ClinCard
4. Click Search.

E Look Up Subject

Study
— All Studies -

Only Studies with ragistered cardholdars are displayed.

Mame Subject I Initials
Subject Email Last 4 Digits of ClinCard
SEARCH

5. Results will appear below the “Search Results” header.
6. Click the hyperlink Last Name of the Subject.

LAST MAME FIRST NAME LAST FOUR LOCATION

Demo Mone Greenphire Clinic Demo Study

. green ph | re. Confidential & Proprietary 4
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Assign a ClinCard

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.

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

DEMO TESTER

SUBJECT INFORMATIOMN AUDIT HISTORY
ASSIGN ( ARD

Study Name Recent Activity
Tramm S Cardhold Tester has REQUEST PAYMENT

emao Stuay

4 o Study
- REQUEST REIMBURSEMENT

Subject ID Study status

8 & Enrolled CREATE TRAVEL PROFILE
76945 =

EDIT SUBJECT
No card assigned.

SCHEDULE APPOINTMENT

Timezone
America/Maw_York

Home Phone

Cell Phone

Allow Text Messages
Mo

Allow Email
Mo

2. 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.
3. Click Assign.

Assign ClinCard

‘ green Confidential & Proprietary 5
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4. 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 wi

o =trus wirRiE 10 me e
De active wWithin 10 minutes.

5. Now an option to “Replace ClinCard” appears.

6. In the event that a Subject loses their card, you can replace that card for them by clicking
Replace ClinCard, and following the steps above, using the token number from a new ClinCard
card package

a The “Replace ClinCard” process will immediately inactivate the lost card and
automatically transfer any available/pending balance to the newly assigned ClinCard

‘ green Confidential & Proprietary 6
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Add a New Study to an Existing Subject
Once you have selected an existing subject in the system, you will be brought to the “Subject

Information” screen. On the right-hand side of the screen, you will see options that represent all of
the actions you can perform on the Subject.

1. Click Edit Subject.

SUBJECT INFORMATION AUDIT HISTORY
ASSIGN CLINCARD
Study Name Recent Activity
o REQUEST PAYMENT
Demo Study
REQUEST REIMBURSEMENT
Subject ID Study status
- CREATE TRAVEL PROFILE
789456 Enrolled

EDIT SUBJECT
No card assigned.

SCHEDULE APPOINTMENT

Timezone

AmericaMew_York

Home Phone

Cell Phone

Allow Text Messages
No

Allow Email
Mo

2. Click the Add Study hyperlink under the Study Membership section.

Study Membership

L

Demo Study

3. Select the Study from the drop-down menu, enter the new Subject ID, and select the Subject

status.
4. Confirm Name, Address and all personal information.
5. Click Save.

a. When making payments for a Subject registered to multiple studies, you may be
prompted to select the appropriate study before making a payment

‘ green Confidential & Proprietary 7



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

DEMO TESTER

SUBJECT INFORMATIOMN AUDIT HISTORY
Study Name Recent Activity
Demo Stud Cardholder Demo Taster has
y enrolled in study Demo Study
with status Enrolled
Subject ID Study status E— I
Enrollad reated new subjact Demo
789456 el Testar
No card assigned. Address

&30 Allendale Road
King of Prussia, PA 19406

Timezone
America/Maw_York

Home Phone

Cell Phone
2155551212

Allow Text Messages
Mo

Allow Email
Mo

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

Request Payment

To Total Payment

Demo Tester 500 USD

Study

Demo Study

Milestone®

4. Click Pay.

2 ClinCard

Powered by @ greenphire

ASSIGN CLINCARD
REQUEST PAYMENT
REQUEST REIMBURSEMENT
CREATE TRAVEL PROFILE
EDIT SUBJECT

SCHEDULE APPOINTMENT

. green ph ire Confidential & Proprietary
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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.

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

Study Name

Demo Study

Subject ID

789456

Card Balance &
Available: .00 USD

Card Number
* PR K703

Expiration Date

AUDIT HISTCRY

Study status
Enrolled

Address

Timezone

AmericaMaw_York

Home Phone

Cell Phone

Allow Text Messages
Mo

Allow Email

Mo

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

payment confirmation communication

@ oreen

Confidential & Proprietary 9
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Make a Miscellaneous Payment
1. Click Request Payment and a pop-up screen will appear

DEMO TESTER

SUBJECT INFORMATIOMN AUDIT HISTORY
ASSIGN CLINCARD
Study Name Recent Activity
Demo Study Cardholder Demo Taster has REQUEST PAYMENT
enrolled in study Demo Study
with status Enrolled REQUEST REIMBURSEMENT
Subject ID Study status .
Enrollad Craatad new subject Demo CREATE TRAVEL PROFILE
7 8 945 6 . Testar
EDIT SUBJECT
No card assigned. Address

&30 Allendale Road

SCHEDULE APPOINTMENT
King of Prussia, PA 19406

Timezone
America/Maw_York

Home Phone

Cell Phone
2155551212

Allow Text Messages
Mo

Allow Email
Mo

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.

ViR

Request Payment

Do not use this for self-drive mileage or any other
reimbursements. Use the REQUEST REIMBURSEMENT link to
reimburse study participants.

To Total Payment

A 40.00 USD

Study

E —

. green ph | I’e'i Confidential & Proprietary 10



Request a Reimbursement and Receipt Upload
1. Click Request Reimbursement and a pop-up screen will appear.

DEMO TESTER

SUBJECT INFORMATIOM

AUDIT HISTORY

Study Name
Demo Study

Subject ID
789456

No card assigned.

Recent Activity
Cardholder Demo Taster has
enrolled in study Demo Study

with status Enrolled
Study status

Enrollad Creatad new subject Demo

Tester
Address
&30 Allendale Road
King of Prussia, PA 19406
Timezone
America/Maw_York

Home Phone

Cell Phone
2155551212

Allow Text Messages
Mo

Allow Email
Mo

= ClinCard

Powered by @ greenphire

ASSIGN CLINCARD
REQUEST PAYMENT
REQUEST REIMBURSEMENT
CREATE TRAVEL PROFILE
EDIT SUBJECT

SCHEDULE APPOINTMENT

2. Select the milestone (if applicable) and reimbursement from the milestones drop-

down menu.

a Reimbursement options will show applicable to your study ONLY.

Request Reimbursement

Reimbursement request for Test Person

Test Tax Study #1

CANCEL

(optional) v

Select a Milestone (optional)

estone 1

Select a Reimbursement Type

To ad mplete

M
M
M
M
M
M
M
M
M
M

estone 10

b Reimbursements can be associated with specific milestones. The list of milestones will
come from the preset study payments maintained by the Study Admin or by Greenphire.

@ oreenphire

Confidential & Proprietary
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¢ A milestone will display in the drop-down even if payout for the milestone payment has
not yet occurred. Additionally, the same milestone can be reused to associate with
multiple reimbursements.

d

When a milestone is selected, it will be shown on the Audit History page, Payment
Approvals page, and the Payment Detail Report.
3. Toupload the receipt associated with this request, click Upload.

a Check the box if you are unable to upload the receipt for any reason, Greenphire assumes
you will keep the receipt on file for that reimbursement.

Lpload recaipt UPLOAD

Acceptad file types are pdf, jpg, or png. Uploaded files should not
contain information which would reveal subject identity if viewead by
other users of the system.

faceipt recaived but unable to be uploadad

b Assoon as the file is accepted, you will see “Upload receipt” change to the file name.
4. C(lick Add Request.

X
Request Reimbursement

Reimbursement request for Deme Tester

Demo Study v Rental Cars v

Please note: When uploading a receipt, be sure to remove any information that may identify study participants.

Amount®

40.00 |USD

Motes*

Acceptad file types arz pdf, jpg, or png. Uploadad fi
contain information which would reveal subject i
g other users of the system.

s should not
dantity if viewed by

Recaipt recaivad but unable to be uploadad

ADD REQUEST CANCEL

5. Once all reimbursements have been entered, click Submit Request.

. green ph ire Confidential & Proprietary 12
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Request Reimbursement

Reimbursement request for Demo Tester

Demo Study v Select a Reimbursement Type v

OTHER REIMBURSEMENT 500 USD T
Notes: Receipt:

meal Racaipt recaived but unable to be uploadad

TAXI/RIDESHARE 10,00 USD [
Motes: Receipt:

tad Receipt received but unable to be uploadad

RENTAL CARS 40.00 USD W
MNotes: Receipt:

rantal car receiptJPG

6. Once the reimbursement has been successfully submitted, you will receive a confirmation message at
the top of the “Subject Information” screen.

. green ph ire Confidential & Proprietary 13
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Request Drive/Mileage Reimbursement

1. After clicking Request Reimbursement, selecting an associated Milestone, reimbursement
options will show applicable to your study ONLY.

Request Reimbursement

Reimbursement request for Test Subject

ee— v Screening Visit (if consent signed) ¥
Drive/Mileage bl

Please note: Be sure to remove any information from the Motes field that may revea of the study participar
PR v nited States v

h an address (D o @ an addre Dt e address

123 South Broad Street

Philadelphia, PA 19109

UsA

The estimated travel distance is miles ¥

CANCEL

2. Starting Address will be pre-populated with the Subject’s address entered in while creating
their profile. This can be changed by editing the “search for an address” line (powered by
Google).

3. Ending Address will be pre-populated with the Site’s address setup by Greenphire. This can
be changed by editing the “search for an address” line (powered by Google).

4. Click Travel Date to enter the date of travel (Required field).

Enter the required note into the Note field.
a. Note: Be sure to remove any information from the Notes field that may reveal.
the identity of the study participant.

6. The estimated travel distance will auto-calculate (powered by Google).

a Note: Per mile rate is set by the sponsor.

‘ green Confidential & Proprietary 14



Request Reimbursement

Reimbursement request for Test Subject

Drive/Mileage

Screening Visit (if consent signed)

2 ClinCard

Powered by @ greenphire

Please note: Be sure to remove any information from the Notes field that may reveal the identity of the study participant.

Starting Address
Country®

United States b

Search for an address (Default is home address)

123 South Broad Street Philadelphia Pennsylvania

123 South Broad Street
Philadelphia, PA 19109
Usa

The estimated travel distanceis 430

-

Ending Address
Country™

United States

Search for an address (Default is site address)

1018 W. gth Ave King of Prussia Pennsylvania

The address provided does not directly
match with the Google-verified
location. The address below will be
used.

1018 West gth Avenue
King of Prussia, PA 19406
USA

miles ¥ | round trip

Travel Date

19-Sep-2015

Round Trip

MNotes®

Note A

7. Add Request will become available to click once all required fields are entered.

8. Click Add Request.

@ oreenphire

Confidential & Proprietary
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Request Reimbursement x

Reimbursement request for Test Subject

= v Screening Visit (if consent signed) v

Select a Reimbursement Type v

DRIVE/MILEAGE

23.90 USD T
Start Address: End Address: Total Distance: Appointment Date: Milestone: Note
123 South Broad Street 1018 West gth Avenue 43.9 miles 19-5EP-2019 Screening Visit (if consent signed) Mote A
Philadelphia, PA 13109 King of Prussia, PA 19406 Roundtrip: Yes

USA Usa

T TOTAL 23.90 USD

9. Once all reimbursements have been entered, click Submit Request.

= ClinCard

REGISTER SUBJECT | LOOKUP SUBJECT A PAYMENT APPROVALS TRAVEL APPROVALS ADMIN GPADMIN

Success! Reimbursement request(s) submitted successfully.

10. Once the reimbursement has been successfully submitted, you will receive a confirmation
message at the top of the “Subject Information” screen.

. green ph ire Confidential & Proprietary 16
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Enter Bank Account Information

1. Click Add Bank Account and a pop-up screen will appear.

Create Bank Account

Account Number Routing Number Bank name

Bank Country Currency®

United States US Dollar

2. Enter the required bank account information.

. Click Submit.
4. Once the card has successfully been assigned, you will receive a confirmation message at the top of

the “Subject Information” screen.

. green ph ire Confidential & Proprietary 17
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Setup an Appointment Reminder
1. Click Schedule Appointment and a pop-up menu will appear.

DEMO TESTER

SUBJECT INFORMATIOMN AUDIT HISTORY
ASSIGN CLINCARD
Study Name Recent Activity
Demo Study Cardholder Demo Taster has REQUEST PAYMENT
enrolled in study Demo Study
with status Enrolled REQUEST REIMBURSEMENT
Subject ID Study status .
Enrollad Craatad new subject Demo CREATE TRAVEL PROFILE
7 8 945 6 . Testar
EDIT SUBJECT
No card assigned. Address

&30 Allendale Road

SCHEDULE APPOINTMENT
King of Prussia, PA 19406

Timezone
America/Maw_York

Home Phone

Cell Phone
2155551212

Allow Text Messages
Mo

Allow Email
Mo

2. Use the date and time picker to enter the Subject’s next appointment.
3. Click Schedule

Schedule Appointment

Schedule next appointment for Demo Tester

Study

Demo Study

Appointment Date® Appointment Time
26-Apr-2018 1 : 3(:4 S| A ¥

All timas arg as of the sita’s tima zona: AmaricaM™ew_York

— =

4. The appointment has been stored and will appear at the bottom of the “Subject Information”
screen under the header “Upcoming Appointments”.

. green ph | I’e'i Confidential & Proprietary 18
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Upcoming Appointments Time zone: America/New_Yark

SCHEDULED BY

26-APR-2018 Thursday 11:30 AM Demo Study Paul Tester CHANGE | CANCEL

a If the Subject has opted to receive email and/or text messages, they will receive a
communication reminder three days and one day prior to the Subject’s next appointment.

. green ph ire Confidential & Proprietary 19
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Create a Travel Profile

1. Click Create Travel Profile.

SUBJECT INFORMATION AUDIT HISTORY
ASSIGN CLINCARD
Study Name Recent Activity
Card Demo Cardholder Travel Tester has REQUEST PAYMENT
=nrolled in study Card Demo with
status Enrolled REQUEST REIMBURSEMENT
Subject ID Study statuz
Enrolled Created new s Travel CREATE TRAVEL PROFILE
1458752 o Tester
EDIT SUBJECT
No card assigned. Addrezz .
;;E,‘E:g;:h 2(572-62 SCHEDULE APPOINTMENT
Timezone

America/New_York

Home Phone

Allow Email
No

2. Click Add Travel to Profile.
:'a C I i n Ca r_d WELCOME, PAUL TESTER

Travel Profile

«Return to the Subject Information page

ADD TRAVEL TO PROFILE

SUBJECT STUDY

Travel Tester Card Demo

TRAVEL REQUEST TYPE

A travel profile has not been created for this subject in this study.

3. Select “Travel Type” from drop down menu.

a. You will be brought to a new screen where you will be required to enter information
regarding the selected Travel Type.

. green ph ire Confidential & Proprietary 20
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Request Travel

Select a travel type

Study

Card Demo

4. Complete the required fields and add any other necessary information, notes, etc. within this
screen.
a. IMPORTANT NOTE: The Subject Name entered into ClinCard needs to be the exact
name found on their legal, travel documents (ex. Photo ID, Passport.)
5. Click Add to Profile.

Request Travel

Flight request for Travel Tester

Study
Card Demo
Departure City* Compenicn Infarmation
A 4
(List cities in order of preference) (Name, Frequent Flyer Number, eg)

Comments [ Notes*®

(List cities in order of preference)

Preferred Airlines

(with Frequent Fiyar Number)

_ START OvER

6. Click Submit Request to finalize.

. green ph ire Confidential & Proprietary 21



Success! Your flight re t for Travel Tester has been su

Request Travel

Flight request for Travel Tester
Study

Card Demo

Departure Cigy™

Philadelphia

{List cities in order of preference)

Arrival City*

Denver

{List cities in order of preferance)

Preferred Airlines

{with Frequent Fiyer Number)

Note

To finalize the travel bookings, please contact
the travel partner.

SUBMIT REQUEST

(Name, Frequent Flysr Number, eg)

Comments [ Motes™®

Prefers morning flights

= ClinCard
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The Site Coordinator or Subject should contact the Travel Partner to complete the

booking process

IMPORTANT NOTE: No travel arrangement will be booked until the Subject or Site
Coordinator contacts the Travel Partner with specific dates and times

Travel Profile

SUBJECT

Travel Tester

B  TRAVEL REQUEST TYPE

Flight Request

STATUS

Awaiting approval from sponsor

@ oreenphire

Confidential & Proprietary
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Request Assistance

If you have questions about using ClinCard or how it has been set up for your studies, reach out to
the ClinCard Site Success team:

1. Submit an email request through the “Support” link on the ClinCard portal.
2. Email us at support@greenphire.com.

3. Call our Site Success team between the hours of 4:00AM and 10:00PM EST (Monday through
Friday)

a Local United States/Canada (215) 609.4378
b Toll Free (844) 847.0107

-.- H WELCOME, PAUL TESTER
= Clin

Support

Password Changes & Other User Settings J_ﬂ_hff‘.;s €=_‘-‘ C_anadai

Please visit the User Settings page to update your personal information.

Support Documents

For more information, please review the documents below. International:

Faoc
Release Notes e

20171 We have made some updates, click here for dealils.

cC.2.0\

made some updates,
€C.2.2 We have made some upd:
€C.2.3 We have made some updares, click he
Email ClinCard Support

To request further assistance, please fill out the the form below or contact us using the information on the right.

From:

Paul Tester

Subject*

RequestfComment®

‘ green Confidential & Proprietary 23



