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Penn side: Basics
●

There are internal (BBL) and external (G
reenphire) processes in place for ClinCard

○
Internal processes are to ensure w

e are com
pliant w

ith auditors
○

External processes are supported by G
reenphire, w

hich is the com
pany that sponsors ClinCard

○
Internal process should alw

ays be com
pleted before the external process (unless in em

ergency situations 
e.g., your study doesn’t have enough funds to pay research subject and in this case you can initiate external 
processes before starting internal processes) 

●
Internal docum

ents are located on Saturn: /P_Cash/ClinCards
Folder/ClinCard

Best Practices for 
CRCs

●
Internal personnel: John H

yon and Lucinda Bertsinger
●

You can find external (G
reenphire) SO

P here: 
https://benhelps.upenn.edu/support/solutions/articles/15000044086-procedures-for-
greenphire

●
External personnel: can send em

ail to dofClinReq@
pobox.upenn.edu

for inquiries. Another 
option is go to the

BEN
H

elps
Support Portal and click on

N
EW

 TICKET
in the top right. You 

w
ould then have a record in the portal of all tickets you have subm

itted. The ticket has an
Add 

CC
option also. A coordinator could subm

it a ticket for access and add their BA as a CC. The BA 
w

ould receive the ticket as an em
ail. You can also attach files to the Ticket.

●
N

ote: You need a penn
em

ail address and penn
key to access Penn ClinCard

system



Penn side: BEN
 H

elps

●
As of February 1, 2021, the BEN

 H
elps Support Portal m

akes it easier to find inform
ation. There 

are FAQ
 pages and articles w

ith lots of inform
ation about all the different facets of the 

G
reenphire

ClinCard
system

. The BEN
 H

elps hom
e page has a search bar so you can type w

hat 
you're looking for. You can also click on the title,Paying H

um
an Subjects/O

thers, to see w
hat's 

available.
●

https://benhelps.upenn.edu/support/hom
e

●
Training docum

ents can be found here: 
https://benhelps.upenn.edu/support/solutions/folders/15000071877



Penn side: Setting up a new
 study (Internal)

**To be com
pleted first before any interaction w

ith G
reenphire

ClinCard
personnel**

1.
Fill out form

 titled "BBL_ClinCard_N
EW

_Request_form
-05182022". (found under /P_Cash/ClinCards

Folder/clincard_best_practices_for_crcs/request_tem
plates/)

a.
If you have questions about this specific form

 related to your specific protocol, em
ail Sage, John and/or 

Lucinda.
b.

Budget: alw
ays better to overestim

ate the am
ount so you don't run low

 on m
oney ($$ left over in ClinCard

after your study finishes w
ill transfer back to the grant). 

c.
If you request m

ore than $5,000, John H
yon's higher ups w

ill need to approve the request so it w
ill take 

slightly longer but this is better in the long run. 
2.

Send com
pleted form

 to John to review
 before

getting necessary signatures so he can edit as necessary (if he 
hasn’t already review

ed it).
3.

G
et necessary signatures (PI, prim

ary CRC on the study). 
4.

W
ith all signatures, send the final copy of the form

 to John cc’ing PI and other study coordinators and save for 
your study records. 

5.
You can sim

ultaneously com
plete the BBL_ClinCard_Change

of CRC_Request_form
-05252022 (found under sam

e 
pathw

ay) to notify John w
ho the Prim

ary CRC is going to be and w
ho the backup CRCs are. **This form

 should also be 
com

pleted w
hen a transition is happening w

ith CRCs (new
 staff, staff turn over, etc)



Penn: Setting up a new
 study (External)

●
See https://benhelps.upenn.edu/support/solutions/articles/15000041667-greenphire-clincard-request-form

for quick facts 
regarding setting up a new

 study

●
G

o here: https://benhelps.upenn.edu/support/catalog/item
s/65 

●
Request Type: Research Study

●
Status: N

ot in G
reenphire

●
IRB Protocol N

um
ber, Study, N

um
ber of Cards being requested →

 self-explanatory
●

Type of cards: Branded (they are not m
ore expensive and rem

ind participants about us at Penn!)
●

Estim
ated Budget: W

hatever budget w
as w

orked out w
ith your PI/BA

 during the internal process
●

N
am

e/Em
ail of Business A

dm
inistrator: John H

yon, hyon1@
pennm

edicine.upenn.edu
●

Be sure to cc BA  (right hand side, click “Add cc”)

●
A

nticipated D
uration (in m

onths): study duration
●

Paym
ents: You w

ill need the 26 digit budget code for this request --m
ake sure you have that num

ber from
 John before you fill 

this form
 out

●
**Save num

ber in place you can easily access as you w
ill need this num

ber again for future requests

○
A

t this initial request, you need to fill out all of the above m
entioned sections

N
ote 1: Cards --> these do expire, only get as m

any as you need to last for the next  3 m
onths (you can alw

ays order m
ore later)

N
ote 2: O

nce you have approval and your study is set up the person w
ho com

pleted these steps w
ill have access to m

ake 
paym

ents/approve/create reports. Then, you w
ill request access for other coordinators to the ClinCard

em
ail (after receiving John’s 

approval and com
pleting the internal form

 referenced in previous slide)



Penn: Increasing your budget or requesting 
new

 cards (Internal)
**To be com

pleted first before any interaction w
ith G

reenphire
ClinCard

personnel**

●
Fill out the form

 titled “BBL_ClinCard_EXISTIN
G

_Request_form
-05182022” on Saturn

(founder under 
…

/request_tem
plates)

○
Should be able to get header inform

ation from
 the BBL_ClinCard_N

EW
_Request_form

-070119 
○

Request enough cards to last for 3 m
onths, as these cards do expire

●
Send com

pleted form
 to John for review

 and once he grants approval, obtain necessary signatures and send final 
draft to John; save copy for your records



Penn: Increasing your budget or requesting 
new

 cards (External)
●

G
o here: https://benhelps.upenn.edu/support/catalog/item

s/65  
●

Request Type: Research Study
●

Status: In G
reenphire

●
IRB Protocol N

um
ber, Study, N

um
ber of Cards being requested →

 self-explanatory
●

Type of cards: Branded (they are not m
ore expensive and rem

ind participants about us at Penn!)
●

Estim
ated Budget: W

hatever budget w
as w

orked out w
ith your PI/BA

 during the internal process (U
nder “Budget 

A
m

ount” enter the am
ount you are requesting to increase by)

●
N

am
e/Em

ail of Business A
dm

inistrator: John H
yon, hyon1@

pennm
edicine.upenn.edu

●
Be sure to cc John on the request by going to “A

dd cc” on right hand side
●

D
o not need to fill out anticipated study duration*

●
Paym

ents: 26 digit num
ber (you should have received it from

 John w
hen you set up study)

●
A

dd note in com
m

ent section that you are requesting $XX am
ount m

ore to be added to your budget in ClinCard.



Penn: U
sing and initiating paym

ents on the 
C

linC
ard system

●
W

ill do w
alk through dem

onstration: https://clincard.com
●

M
ust have participant’s full SSN

 in order to issue a ClinCard
**unless you have W

-9 w
aiver

●
M

ust collect C-2 and W
-9 (if W

-9 not previously collected for this participant; need to collect 
new

 form
s for everyone each calendar year)

○
System

 being developed in O
racle to track participants w

ho signed W
-9 in current year

○
C-2 and W

-9: W
rite legibly using U

pper Case letters &
 be sure to have participant’s signature

&
 date

on C-
2 before they leave

○
*N

ote: there w
ere m

odifications m
ade for C-2 and W

-9 form
s during CO

V
ID

19 pandem
ic, please see 

V
irtual Research Reference M

anual SO
P. For virtual procedures that are not paying close to $600/year, the 

form
 BBL_ClinCard_W

-9_Request_form
_20200601 m

ust be com
pleted. 

●
W

hen paying participants, paym
ent and reim

bursem
ent are loaded in tw

o separate transactions; 
reim

bursem
ent should be one transaction w

ith all travel reim
bursem

ent com
bined (e.g., parking, 

gas m
ileage paid together under reim

bursem
ent tab)



Penn: U
sing and initiating paym

ents on the 
C

linC
ard system

●
“M

iscellaneous” paym
ents above $100 need to be approved by another authorized user; 

paym
ents $100 or less do not need approval. 

●
“M

ilestone” paym
ents do not need approval (even if they are above $100). 

●
Tell participants the m

oney w
ill be on the card w

ithin 24 hours to give yourself a buffer w
indow

. 
But realistically, the m

oney should be loaded alm
ost im

m
ediately unless it requires approval.



Penn: M
onthly C

linC
ard

Reports (Internal)

●
Prim

ary/lead CRC to com
plete m

onthly ClinCard
reports, see specific steps here: 

/P_Cash/ClinCards
Folder/clincard_best_practices_for_crcs/training_m

aterials/M
onthly 

Reporting Instructions_revised
02272023

●
For these reports, you w

ill gather all C-2 form
s for a specific protocol and associated travel 

receipts, cross check that paym
ents m

atch in the ClinCard
system

 to the physical C-2 form
s, fill 

out cover letter, scan final docum
ent into Saturn and save physical copies in a binder for easy 

access
○

N
ote on relevant travel receipts: be sure that the travel receipts/docum

entation have dates and am
ounts 

visibly show
n on them

. A
n exception w

ould be if a subject took SEPTA
, for instance, since there are no 

receipts provided. H
ow

ever, if an U
ber/Lyft receipt says "Today," it w

ould be best for the coordinator to 
w

rite the date on the page for verification if they cannot get the participant to re-send the receipt w
ith the 

actual date included (but please try to get the pt to re-send the receipt w
ith the actual date included on it). 

○
Final resting place for C-2 form

s therefore on Saturn under P_Cash
and in binder

○
Final resting place for W

-9: see here for m
ore inform

ation: 
https://benhelps.upenn.edu/support/solutions/articles/15000044496-greenphire-w

-9-form
s



Penn: Lost or Stolen C
ard

●
If lost/m

isplaced, the ClinCard
can be spent by anyone until it is deactivated by G

reenphire
or replaced by the 

Coordinator.
●

O
nly one ClinCard

can be active for a participant at a tim
e. You can assign them

 a new
 ClinCard, and the system

 
w

ill autom
atically transfer the available balance to the new

 ClinCard
(m

ay take up to 20 m
inutes to show

 in their 
profile) and deactivate the old ClinCard.

●
Pull up the participant’s profile, and on the right hand side, click on ‘Replace ClinCard.’ Enter the Token# found on 
the front of the card envelope, and then click ‘A

ssign.’
●

If som
eone finds the lost ClinCard

before it is deactivated and spends any of the m
oney on it, there is nothing w

e 
can do to reclaim

 or replace that m
oney.

●
BBL w

ill give participants free replacem
ent cards but be sure participants know

 to contact us right aw
ay for lost/stolen 

cards so w
e can give free replacem

ent cards. O
therw

ise, ClinCard
w

ill charge them
 for new

 cards.
●

Source: Procedures-for-G
reenphire-from

-U
PEN

N
-w

ebsite (on saturn)



Penn: Inactive cards
●

W
hen the subject receives a new

ClinCard
and a paym

ent is loaded, they have a 6-m
onth grace period. 

O
nce the grace period has expired:
●

If there is a balance, then the subject has to m
ake at least one purchase per m

onth (30-day period) 
or a paym

ent has to be loaded by Penn to count as activity.
●

A
fter the grace period, they m

ay have a
fee

deducted from
 the balance after each 30-day period 

of no activity.
●

If there is a $0 balance, then the subject does not have to w
orry aboutfees.



Penn: Virtual/
Visa Paym

ents
●

O
n February 7, 2022, Penn G

reenphire
launched a new

 V
irtualpaym

ent option called the “V
ISA

” system
. 

●
V

isa card system
 still allow

s for physical cards if participants prefer them
. 

●
You can read m

ore about V
ISA

 V
irtual ClinCard

inform
ation here: 

https://benhelps.upenn.edu/support/solutions/articles/15000067125
●

Be sure to w
atch the recorded videos!



C
H

O
P C

linC
ard

aka Participant R
esearch C

ard (PR
C

)

https://intranet.research.chop.edu/display/deptctfm
/Participant+R

esearch+C
ard



D
ifferences betw

een C
H

O
P and Penn C

linC
ard procedures:

•
C

H
O

P does not require:
•

C
ollection of social security num

bers
•

A W
9 form

 (unless participant w
ill m

ake m
ore than $600/year)

•
A C

2 form

•
O

nly need to fill out LiBIreceipt
•

Please record entire C
linC

ard
num

ber on LiBIreceipt

•
All C

linC
ard

receipts m
ust be scanned and sent to N

ina
Sam

e as Penn:

•
Transportation m

ust be entered separately than com
pensation

•
C

ard is loaded at clincard.com

•
Sam

e fees and m
ethods to use card



R
equesting C

ards:
•

R
equest cards at 

https://intranet.research.chop.edu/display/deptctfm
/Participant+R

esearch+C
ard+R

equest+Form

•
R

equest access to an existing account by em
ailing PR

C
@

em
ail.chop.edu

•
Include IR

B num
ber and cc PI, w

ho w
ill need to em

ail their approval
•

You m
ust be listed as study staff in the eIR

B system
 to do so

•
If participant loses their card:

•
C

ancel card by contacting G
reenphire

•
R

eport lost card to PR
C

@
em

ail.chop.edu
•

Send replacem
ent card to participant and D

O
 N

O
T LO

AD
 

until participant confirm
s receipt of card

•
If sending card to participant:

•
D

o not load card until participant confirm
s receipt

•
If card is lost by study staff:

Lost cards or m
ailing card to a participant:



•
In-store purchases

•
C

an select either credit or debit (requires PIN
) –

but credit is 
recom

m
ended

•
To use C

linC
ard balance to pay only portion of purchase, m

ust tell 
cashier exact am

ount to enter so card isn’t declined for insufficient 
funds.

•
ATM•

R
equires PIN

 & fees apply

•
W

ithdraw
ing cash at bank

•
M

ust know
 available balance, bank teller cannot check balance

•
G

as stations
•

Pay-at-pum
p has been disabled, but m

ay be used inside to purchase 
gas. M

ust request exact am
ount.

•
R

estaurants autom
atically pre-authorize (not charge) your card for 20%

 over 
the bill, so it w

ill be declined if funds are insufficient 

U
sing cards:


