WCg velos

Financial Management Quick Reference Guide

Financial Setup - Create a Calendar Budget Template

Manage ¥ Libraries

Application

> Reporting ~ Create a Calendar Budget Template

A Calendar Budget Template can be associated to a Study Calendar

Organizations New to generate a budget. Before creating a calendar budget template,
Groups search however, a standard budget must be created. After creating a
Users budget, users can convert the budget to a budget template, and then
Links New associate it with a calendar, making it a Calendar Budget Template.
Forms Search . .
Networke corolled Creating a calendarl budget template is the. recommgnded way to
— create a budget as it streamlines the creation of Visit and Event type
Schedule .
milestones.
Search Budget
New To create a budget, from the Manage tab, select New under the
Search “Budget” heading.
Budget Details ;;-;ggj"“’;j;;““j;j;j" Choose a Budget Template Type
Users can enter information ‘ When creating a budget, it is important to select the
to specify the Budget Name, o best system budget template for the type of study
Version Number, Comments, s ) involved.
user that the Budget is Crsted by Laura Famer seloct User
Created by, Budget Currency, sogscureney (USDoles v The recommended budget template type for
Budget Template, and Budget e sponsored studies is the Comparative template.
Status from this page. s (oknoges Comparative budgets display the additional columns,
P —— “Sponsor Amount” and “Variance” allowing you to
® cudget s spectic o Oranzan [Benton Medical | calculate the difference
e - between your site's study costs, and the amount paid
e ——— . by the Sponsor.
oSonairo” Entre Sonature [ swmi | The recommended budget template type for
investigator-initiated studies is the Patient template.
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Financial Setup - Patient/Comparative Budget screen

When the budget sections page opens, delete the default Personnel and To manage sections of the
Miscellaneous cost categories. This will give users a clean budget template Patient/Comparative budget
that will only display visits and events when it is associated with a calendar. screen, click the list icon.
P Current Page: Patient/Comparative Budget .
petats Miestones Add a Line Item
Budget Name: Budget Status: Organization: Reports —
Study_Startup Costs Bu... Work in Progress Study Number: 09877 B O e D By Visit | [3) From the BUdget tab' S,e|ECt
e ks W o = = = @ ® o the Add New Line Item icon.
Coverage Type Applied Attributes Unit Cost Direct Cost/Pa ient Total Cost/Patient Cost/All Patients
Personnel Cost (Per Patient Fees) Number of Patients: 1| @ = Manage f|e|d5 as
[ Other I I I 0.00] 0.0( 0.00 . .
Seclion Research Tolal 0.00] 0.0 0.00 approprlate using the
Section SOC Total 0.00] 0.0 0.00 : .
Section Other Cost Total 0.00 0.00 0.00 available functions.
[} l
Budget Name: Study Startup Costs Budget Sections in this budget are: Add New Section
Study Number: 09877 Section Type Sequence Section Name Edit Delete
Organization: - Per Patient Faes 10 Personnel Cost Vi ®
Access Rights for Per Patient Fees 20 Miscellaneous y‘ ®
O Al Users of this Account O All Users of this Organization ® All Users within this study team Remove Selected Option Per Patlent Fees 2 Start Up Costs a ®
Define Access Rights Per Patient Fees 30 Visit Charges v ®
New Edit View Per Patient Fees 40 Follow Up Charges /‘ ®
Budget
Budget Appendix
Access Rights

e-Signature * Enter e-Signature m

The following users have access to this budget. Click on Access
Rights to view/edit rights.

——— Assign Access Rights

From the Budget tab, select the Assign Access Rights

— oo ® icon. Select the "Access Rights for:” .op.tion All users
of this account, and select all permission check

boxes under the “"Define Access Rights” header.

Select Users

User Name Access Rights Delete
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Associate a Budget Template to a Calendar

Associating a Budget Template to a Calendar

Associated Calendars

To associate a budget template to a calendar, it must be in either

the "\/\/Ol’k II'] pI’OgI’ESS” or ”Ofﬂlﬂe ]cor Ed|t|ng” Status H: a Calendar Calendars currently associated with this study are: UPDATE MULTIPLE SCHEDULES COPY AN EXISTING CALENDAR
is already in the “Active” status, you can change it to “Offline for Calendar Name neemeen Description Status Status Details
editing” b\/ SeleCtlng the targEt StUd\/: na\/igating tO the Stud\[ Structured Patient Visit Calendar Structured Visit Calendar Offline for Editing Status Details

Setup tab, and selecting the status for the desired calendar.

Adding a Budget Template to a Calendar Please change the Satus

Select the budget template to associate with this study calendar. Study CalendarName | siructured Patient Vis
After selecting the budget template, two additional tabs are sats? Active v | what does this mean?
added to the calendar, Manage Budget and Manage Milestones. Date * i;lzr: an option

Status changed by * Deactivated

Offline for Editing User Search

¢ Create Visit and Event

Budget Template * | Select an option v

Patient ] MI|EStOﬂes
| Comparative Budget B0

c.Comparative Budget for Studies .
Select an option Navigate to the Manage Budget

tab and select the Milestones icon.

Create Milestones

Select Calendar: | Select an option ~ Holdback % Apply to All

. Sponsor Patient 8
< - . - Event Status Holdback Patient Status
prage Analysis  Patient Cost ltems ~ Milestones Setup RYENELERNGGESM Manage Miestones Amount Count
[ visit Milestones
Back to falendars Select an option v Selectanopton v [ % Select an option ~
. Budget Status: 5 = — ] O Event
- v I
[LIEEE | Work in Progress Reports| By Visit | = = @ © | Selectan option v Selectanoption ~ [ % Selact an option ~
. o . - . . = Sponsor Direct Sponsor Total [ auditional Milestones
liributes Unit Cost Units. Direct Cost/Patient  Total Cost/Patient Cost/All Patients AmountiPatient AmountiPatient Variance R R o -
N . Please Note:
Rmber ok Paberiz2s f @ - - Milestone Amount is Total Cost/ Patient amount. To use sponsor amounts as milestone amounls please select Sponsor Amount.
0.00 0.0 0.00 0.00{ 0.00f 0.00 - If 'Additional Milestones' option is selected, all non-calendar related line items will be as
0.0 5 0.0 0.0 0.0 $ 0.004 $ 0.00
Signatt Enter e-Signat Submit ci
50.0 50.0 50.0 50.0 5 0.00) 5 0.00 &-Sonatute - |Entere-Signature
=0 =0 o =0 =0 =0 = nnn
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Financial Management - Milestones

Milestone Types Create Milestones
Milestones can be thought of as “payment triggers” When the conditions Add the desired number of
of each milestone are achieved, the achieved milestone amount is Milestone fields to the page
triggered as an item that can now be invoiced. The five milestone types using the Add Milestones
are Patient Status, Visit, Event, Study Status, and Additional. field and the plus button.

Hojdback % 0.00 Apply to All View/Delete Achievements

Please expand a milestone type panel below to manage existing or afid new milesione

I Patient Status Milestones

[
> Visit Milestones

Calendar Visit Milestone Rule Patient Patient Amount Holdback Limit Payment Payment Milestone
Count Status Type For Status

[}
Add | 0 Milestone(s) ©

Serial H Milestone  Calendar  visit Milestone Rule Event Patient Patient  Amount Holdback  Limit Payment Payment Date Date To Milestone  Select Deletg

# = Type Status Count Status Type For From Status u [ ]
g:ﬁ;'{’ed Al events within R

1 Visit Visit Initial Visit the visit are Done 1 Treatment 500.00 5.00% Receivable Active O O
Calendar L

. . . View and Delete Achievements: Study
e Achieved estones
. . . Milestones Achievements Patients Total Amount
Click the View/Delete Achievements button to
VIEW and/or de|ete aChIEVEd mI|EStOHES. visIT EVENT PATIENT STATUS STUDY STATUS ADDITIONAL
All achieved milestones for a study can be viewed e e s e L
and deleted from the Financial Summary page on
the Milestones tab, or from the Study Management B v e e
page on the Milestones tab in \/elos eResearch.
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Manage Invoices

Invoices are based on achieved milestones for B Gurrent Page: Invoice Creation
a Stud\/ The 0n|\/ pa\/ment tvpes that can be Milestones | Nolifications m Appendix | Payments | Reporis |
invoices are "Receivable” and “Invoiceable”.

Study Number-09877  Study Title:

Enter the following details to create your Invoice:

Study Number 09877
NCT Number

Invoiced Invoice
— to Date Amount

Invoice Number (System ~
generated if left blank) L=

. Invoice Date

Create an Invoice 051202020 b0 &
Payment Due Date ? ?

From the default homepage, click the Financial Invoice To Select User | |

Summar\/ iCOﬂ tO access the |n\IOiCing tab Payment To Select User Af:ter deﬁn”‘]g the IﬂVOICE on

Select Create a New Invoice. Note Your prompt payment s appresiated. ) the Invoice Creation page, the
Display Al Recalvabies V| Fervees o Calculate and Eras_e icons can be

Al Year| 2020 ¥ | Month|§ v ]| 2020 ¥ used to enter invoice amounts or
P+ Current Pdge: Financials == Invoicing e Date Range: From To clear the Invoice amount.

Milestones | Notifications Appendix  Payments Re| L . . .
m [ sumt | After defining the invoice fields

and using the invoice buttons,
click Generate Invoice.

Study Number:iSE?? Study Title: @
CREATE A NEW INVOICE

Invoice # ¢ Edit Invoice Date ¢ Invoice Amount ¢

The |nVOice Creation page dlSpla\/S P Current Page: Invoice Creation == Step 2
\/\/here users can eﬂter information Milestones  Nofifications m Appendix ~ Payments = Reporis
as appropriate for the invoice.

&

09877-75 & 0.60

1 to 1 of 1 Record(s)

Study Number:09877  Study Title:

Milestone  Enrolling Study Patient Patient ‘atient Calendar
Type Site Status First Last Study Name

Date Name Name [v]

Patient WCG - - Jessica Bilger 0opo0-

Status VELOS 44444

Holdback- WCG - - Jessica Bilger oopo-

Patient VELOS 44444

Status

Patient Eenton - ‘Samantha Hazel oopod

Status Medical

Holdback- Benton - Samantha Hazel oopod

Patient Medical

Status

Generate Invoice
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Manage Invoices (continued)

P Current Page: Financials == Invoicing

Milestones  Motifications m Appendix  Payments Repors E] ;
Study Number:09877 Study Title: @
CREATE A NEW INVOICE DELETE SELECTED
Invoice # & Edit Invoice Date ¢ Invoice Amount ¢ Payment Due Date ¢  Created by ¢ Date Range ¢ Status ¢ Notes ¢
09877-75 Z 0.60 Laura Palmer  (3) Al Work in Progress & 49 Your prompt payment is appreciated. O
110 1 of 1 Record(s) T I

Edit an Invoice Manage an Invoice Status

Once an Invoice has been created, it can To modify an invoice status, select the edit

be edited by selecting the edit icon on the icon next to the status for the desired invoice

Invoicing tab for the appropriate invoice. to modify.

The window to modify an invoice opens where The Status Details window opens where users

users can modify information as necessary. can modify the Invoice Status as necessary.

o Financials == Invoicing == Status Details
Header
Invoice Number: 09877-75
e
Addressed To Sent From: Sy Select an option ¥
Date *
Select User Select User

Study Number: 09877 Invoice Number.:* 09877 -| 75 Motes /]
NCT Number: Invoice Date: ® ’
Study Title: Anemia in Patients with RA Selected Date Range Filter: Al . N e
Payment Due Date: Internal Account Number: BEETE Enter e-Signature m
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Manage Payments

R e C O rd a pa\/ m e nt P Current Page: Financials >> Payment Browser
Milesiones  Molifications  Invoicing  Appendix m Reporis E 2
From the default homepage,

click the Financial Summary Sty amberoe77 sy -
. —9® Add New

icon to access the Payments

tab. Select Add New.

Payinent Type Amount Received Description

Paynjent Received - $230.00 -

Reconcile a Payment

Type * Select an option v
Description
bavment Date - From the Payments tab,
ayment Date RO GNLIGI-C  Reconcile with Milestones H H
. select the Reconcile link.
Amount (in B
Study Number:09877
Comments P . )
= To Reconcile this Payment with a Milestone, Click Here to select the Milestone ¢ The ReCOﬂC”e W|nd0W
m Previously reconciled records are listed below: OpeﬂS Select the ||n|_< TO
Reconcil ths Payment with
The Status Details window opens where users 1°Enrolled patients 0.00 a Milestone on the Reconcile
can modify the Invoice Status as necessary. with Milestones subtab.

Reconcile with Invoices [ETI TR QR TG T

Study Number.09877

. . . . Additional Applied
Deﬁ ne the f|e|dS as approp”ate Select Milestone Count Holdback Milestone Amount Applied Amount To Ammlj‘r)l?ef‘runﬁ Itjhli-s.

to detail in the system that the - payment

H Milestone:
milestone payment has occurred.

1

‘Enrolled” 4 4.00 0.00 0.00

patients
0000-44444 5.0% 0.95 0.00 0.00

H 0000-44444 5.0% 0.05 0.00 0.00
MRN2876 5.0% 0.95 0.00 0.00
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