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Invoice History

Introduction

This manual will guide you through the process of using the Invoice History menu item under the IRB Assistant menu
group on the iRIS homepage. Within this menu group you can access “fee applied” submissions, complete and
incomplete invoices, and you will have the ability to generate new invoices and track invoice payments made to the IRB.
Please see the IRB Assistant - Review Board Administration and Properties manuals for invoicing setup.

When a submission is processed by the IRB, the Coordinator will be able to indicate if the submission will receive a
review service fee (see screenshot below). If the review board indicates “Yes” to apply fee for service, then you are ready
to begin using the Invoice History menu item page to invoice a study.

General Information

[~ Analyst Assignment &

Submission Components

Correspondence Assign Analyst: --none— v View Analyst Workload

Submission History

Pre-review Screening [~ IRE Number; &
IRB Number: IRB-18-3518
[ Review Fee &
Apply Fee For Service? Yes ® No

Note: In order for the review board to apply a review fee, the Submission Form Type, Invoice Type, and Invoice Amount
must be configured. For additional details please see the IRB Assistant > Review Board Administration manual.

Invoice History

To begin, click the Invoice History link within the IRB Assistant menu item.

My Workspaces = IRB
Reiew s Workapac -
IRB Assistant » IRB Assistant Workspace

Select the Committee 4
Add a new Study
Find a Study
Submissions

Analyst Dashboard
Reviewer Assignment
Reviewer Dashboard
Meeting Management
Menitoring

Correspondence & Notifications

vy v v v

User Management
Letter Signoff

Invoice History
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From within Invoice History, you can view all of the IRB “apply fee for service” submissions. When accessing Invoice

History, you will initially be directed to the Not Invoiced tab. You will also have access to the Incomplete tab and
Completed tab.

You are able to use the available filters to search for an invoice, or you can click the Find button without any filters to
return all invoices back in the tab.

You can also change the display of the invoice numbering by selecting from the “Display Submission By” dropdown list.
The numbers available here depend on what modules are configured in your system. The example below shows the page

when IRB Number is selected from the dropdown list. The page reflects IRB information, as opposed to the default, IRB
Number information.

My Workspaces ] IRB Board Invoice History K Back

[~ Invoice History Filters &9
Display Submissions by: | IRB Number v IRB Number: | ‘

Alias: Study Status: | All v

Reset
Sponsor: Study Classification: | All v y Find Options
Acti rincipal
- veInve::igal:r 3 e ﬁ Find ...
Department: e S gned an TS Number:
IRBE Expiration Date/Status Check Due Date v - v
On the Not Invoiced tab, you will find all the study submissions that have not yet been invoiced.
My Workspaces = IRB Board Invoice History n Back

[~ Invoice History Filters &

Display Submissi by: | IRB Mumber v | IRBE Number: | |

Alias: | | Study Status: | All v |
Sponsor: | | Study Classification: | All v | RFEIﬁ
Principal | | Referance Number: | | Options
e | | Include Stlld?ﬁ tl:a:"h;:; not hleer: @ ﬁ Find ...

IRB Expiration Date/Status Check | | B - | |
Due Date v|

Not Invoiced Incomplete Complete L= printt F

1 result(s) found...

IRB
Expiration
Open| IRB Number .. Study Classification Risk Assigned Date /Status Principal Investigator

Check Due
Date

Y |CTSU 50421 Phase III Study of Docetaxel and Atrasentan vs Docetaxel and Placebo for Patients with Advanced Hormone

= |IRB-19-3575 005367 Initial Review Submission | Continuing Review 05/10/2019 Admin A admin Mr, J.D. Brig. |Analyst, Analyst
Form Submission Form 10:42:07 AM Gen.
PDT

%

To view invoice details, click the ~— icon next to the invoice.

The invoice page contains:
Projected Invoice Number-The number that will be assigned if this is the next invoice to be completed.
Waive Invoice- Gives you the option to waive the invoice fee for this submission.

Amount Due- This is the cost of the review service fee.
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Amount Received- This is the total dollar amount of all payments received for this submission.
Balance Due- The remaining balance for this submission.

Invoice Type- When setting up invoice types, each has its own associated dollar amount.
Complete Date- Here, you can enter the date that all invoice payments have been received.
Complete- This will move the invoice item to the Complete tab within the Invoice History screens.
Comments- Any comments the user may want to indicate regarding the invoice.

Invoice Documents-Where you can create and send an invoice document.

Invoice Payments- Where you can add received payments.

IRB Submission Invoice Kl Back

[ Print Friendly } [ Save Changes to Invoice ]

IRB Number: IRB-18-3652
Alias:50421

PI: Investigator, John

My Workspaces &

Projected Invoice
Number:

Waive Invoice:
Amount Due:
Amount Received:
Balance Due:

Invoice Type:

-

84

Yes L No '@
§/3,500.00
$0.00

$0.00

Initial Review Submission Form Initial Review Submission Form v

Complete Date:

Complete: vyes

Comments:

Invoice Documents:
No invoice document have been created for this submission. |

Date Received

Delete | Edit | Amount Received

Invoice Payments:

No payments have been received.

Click the Save Changes to Invoice to begin generating the invoice. Once you have saved the changes made to the fields
above, the system will allow you to create Invoice Documents as well as accounts for any Invoice Payments received. The
Amount Due and Invoice Type should be adjusted before creating the Invoice Document, allowing you to generate an
accurate document.

Note: The Create Invoice Document button will not display until you have saved the changes made to the invoice.

Click the Create Invoice Document button to create an invoice document.
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Create Invoice Document ]

Invoice Documents:

Ne invoice document have been created for this submission. |

This will open your system’s pre-configured invoice template. The Invoice Documents here are based on templates that
are setup in Review Board Administration. These templates can include merge codes that will fill information particular
to the study that the invoice is being generated for. You will be able to use the text editor to make any necessary changes
to the document. Please see the IRB Assistant -RB Administration manual for Invoice Template setup.

Once you are done creating/making changes to the invoice template, click the Save Letter Changes button.

HTML Content | [ Save Letter Changes

« B I u § x x* Verdana v 16 ~ & [~ v = E~ =~

= % [ o £ & 9

General Hospital
Insituautional Review Board
1234 Main Street

Redlands CA 92373

May 13, 2019
Project Inovice Number: 10
IRB Number: IRB-2017-1687

Principal Investigator Name: Admin Admin Mr, J.D Brig. Gen

Amout Due: $3500.00

After saving the document, you will be returned to the invoice details page.

Create Invoice Document ]

Invoice Documents:

Date Sent

Q - Invoice 84 Initial Review Submission Form Initial Review Submission Form @
- 4 | Version 1

Click the Send button to select the recipients of the invoice document. One you have entered the page; all the Key Study
Personnel will be defaulted to receive the invoice document. Click the “Send if checked” checkbox next to the recipient
to include or remove them on the send-to list.
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IRB Number: IRB-19-3909 _ . -
My Workspaces = Alias:  116-25 IRB Board Invoice Recipients Kl Back
PI:Investigator, John

{ Send to selected recipients }

Letter Title: Invoice 85 Initial Review Submission Form Initial Review Submission Form

Key Study Personnel

Principal Investigator 4 Investigater, John
Study Author %2 Casey Ack, B.S.
Study Contact 4 Dane P, B.S.

Mo sponsor recipients have been added

Add additional recipients

Additional Recipients

Association Additional Recipients

MNo additional recipients have been added

If the study is associated to a sponsor, you will be able to specify contacts associated to the sponsor. The Sponsor Contact
will allow you to add as many contacts to the study for the sponsor as necessary.

Begin by clicking on the Add Contact button.

Add Contact
§ponsor Select Sponsor to Add Contact(s): | Career Development (CC 108) ¥ -

Sponsor Contact

checked

Mo sponsor recipients have been added

A popup window will open within your browser allowing you to search the system for the existing sponsor’s contacts. If
the sponsor contacts associated to the study exist, then they will be listed and can be selected.

Find a Sponsor Contact X

Displayed are the sponsor contacts associated to this study for Career Development (CC 108)

* click "Add a New Sponsor Contact” to search the master list of existing contacts [ Add a New Sponsor Contact ]

if the contact name does not exist click the "Add a new Contact to the Master List" to create a new contact
Sponsor Contacts associated with this study:

T S N

No Results found

Cancel Apply

If the study does not have sponsor contacts that are associated to the study (see image above), you can click Add a New

Sponsor Contact to search the master list of existing contacts already setup in iRIS.
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Find a Sponsor Contact: Search Options X
Sponsor Name: Career Development (CC 108) Find Sponsor Contact
Sponsor Contact Last Name:
First Name:

Browse/Find:
Division:

0 result(s) found..

O T S T S TN

No Results found

A new popup will display within the browser allowing you to search for existing sponsor contacts. Any contact already
associated to the Sponsor can be searched using the Last Name, First Name and/or Division search fields. You can enter
all or partial information in any of these fields or leave these fields blank and click the Find Sponsor Contact button to
return all sponsor contacts associated to the sponsor you added to the study.

Select the Sponsor Contact from the list to add them to the send-to list.

Find a Sponsor Contact: Search Options X
Sponsor Name: Career Develcpment (CC 108) [ Find Sponsor Contact
Sponsor Contact Last Name: [ Add a new Contact fo the Master List
Browse/Find: First Name:
Division:

1 result(s) found..

m_

Career Development (CC 108) chnadler

If you cannot find the sponsor contact in the list, you can add a new sponsor by clicking on the Add a new Contact to the
Master List button.

Sponsor Contact: Details X
Contact Category: --none- v
* Division: Finance and Billing
* First Name: John
Middle Initial:
* Last Name: Smith
Prefix:
Suffix:
Title:
* Primary E-mail: Johnsimth@gmail.com
Secondary E-mail:
* Primary Phone: 626-247-2224
Secondary Phone:
Street 1: 446 Missouri Ct
Street 2:

City: |Redlands

County/Parish:
State: | CA® California v

Province:

Q Save Sponsor Contact Info
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After you choose to add a new contact to the send-to list, the window will update, allowing you to specify the Contact
Category, Division (required field), First Name (required field), Middle Initial, Last Name (required field) and information
for the sponsor contact. When you are finished, click the Save Sponsor and Contact Info button. The system will take you
back to the previous screen.

Note: If the study is not associated to a sponsor, you will not be able to add a sponsor contact.

Additional Recipients Add additional recipients

Association Additional Recipients

Mo additional recipients have been added

You can click Add additional recipients to search the iRIS user directory for additional users to send the invoice to.

My Workspaces = IRB Search User Directory Kl Back

[ Save Selected User(s) ]

Last Name: Admin (You may enter a partial name to search)
B Directory First Name:
Browse/Find: by
All Depart t v
Department: Spariments

Select
User

Training | User Name ‘ Department

J a Administrator Redlands (primary) [+] admin@test.com

Once you have selected the appropriate recipients click the ‘Save Selected User(s)’ button.

Create Invoice Document ]

Invoice Documents:

. Invoice 42 Initial Review Submission Form Initial Review Submission
Sent | Form 07/22/2019 @

Version 1

After sending the invoice document, you will be returned to the invoice details page.

Click the Add a New Payment button to record payment entry.

Add a New Payment ]

Invoice Payments: Delete | Edit | Amount Received Date Received

No payments have been received. |

When you enter Payments for the invoice, the Amount Received will be adjusted accordingly.
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Invoice Payment Details: X

“Amount Received: $0.00

“Date Received: |

Save Invoice Payment

Enter the amount received and date received then click the Save Changes to Invoice button to save the payment entry.

Once the entire Amount Received equals the Balance Due, the Invoice is considered closed. You can now complete the
invoice by selecting Yes for the Complete radio button. This will move the invoice entry to the Complete tab. Invoices that
have received partial payment(s) should remain on the Incomplete tab.

Complete: yez @ g (D

The Incomplete tab will house all of the open invoices within the review board. You can continue processing incomplete
invoices until all payments have been received by the IRB.

My Workspaces & IRB Board Invoice History

~Invoice History Filters &

Display Submissions by:  IRE Number r IRE Number:
Alias: Study Status: | Al v

Sponsor: Study Classification: | All v Rl?SEt

Find
\&I FETEE] Reference Number: Options

Investigator :
Include Studies that have not ﬁ Find

Department: been o

assigned an IRB Number:

IRB Expiration Date/Status Check ' -

Due Date '

- Print Friendl
Not Invoiced Incomplete Complete

34 result(s) found... 1-1 b
View Study Principal . Amount | Amount _
L= Details LB LT 23 Classification Investigator Sem T e Due Received = R
A phase III, Randomized, Double-Blind, Multi-Center, Placebo-Controfled, Parallel- Group, Forced Dose Titration, Safety and Efficacy Study of NRP104 in adults with Attention-
=) Deficit Hyperactivity Disorder (ADHD)
| 123412 000958  Initial Review Administrator $3,500.00 0.00 Initial Review
Submission Form Submission Form

Initial Review
Submission Form

The Completed tab will house all completed invoice within the review board. You will have the ability to input date
parameters to help narrow down results when you are searching for previously completed invoices.
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My Workspaces ® IRB

[~ Invoice History Filters &%
Display SUhmiSSi‘::;ﬂ IRB Number A IRB Number: | |
Alias: | | Study Status: | All v |
Sponsor: | | Study Classification: | All v |
Reset
Principal| | Reference Number: | | Find
Investigator : Options
Include Studies that have
Department: | | not been | | ﬁ Find
i d an IRB N ber: -
wocouston | |[EH [
Date/Status Check Due -v
Date
; leted Bl |[=H
Invoices Completed from: e
eires

17 result(s) found... 1-1

Complete -
Date

View IRB Number Study Principal Assigned Amount | Amount

Open Invoice Type

Details Classification Investigator Analyst Due Received

* A phase III, Randomized, Double-Blind, Multi-Center, Placebo-Controlled, Parallel- Group, Forced Dose Titration, Safety and Efficacy Study of NRP104 in

=i adults with Attention- Deficit Hyperactivity Disorder (ADHD)
123412 000958 | Submission Administrator £3,500.00 0.00 Initial Review | 02/0%9/2017
2] Response for Submission
Initial Review Form Initial
Submission Form Review
Submission
Form
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