
GREENPHIRE
A Quick How To Guide



WHAT IS GREENPHIRE?

• Greenphire is the name of the vendor that provides the 
participant payment system here at UAB. 

• The system uses reloadable ClinCards to pay both clinical and 
research study participants.

• All studies and their associated payment schedules will be pre-
loaded into the web-based Greenphire system. 

• Designated users can log into the Greenphire system and add 
participants and make payments onto reloadable debit cards.



THE APPLICATION
• Study Name: Name of your study

• PI: Principal Investigator

• IRB Number: Application number from IRB (must have IRB 
approval)

• Account Number: Funding source where payments will be 
coming from

• Organization: Org of PI (SON: Family or Acute)

• Number of cards needed for study

• Projected Study End-date

• Signature of PI

• Accounting Signature: Central Accounting ONLY

• Roles of Team: 
• Study Coordinator – person entering payments
• Approvers – will always be Grace or Suzanne
• Reports – can be anyone



SSN EXEMPTION
• In order to comply with IRS 1099 

reporting requirements, UAB 
must obtain Social Security 
Numbers for all individuals paid 
for study participation.

• Form must be completed in 
entirety and signatures must be 
obtained from PI, Faculty Chair, 
and Dean’s Office before being 
sent to Central Accounting for 
final approval.



ONCE YOUR APPLICATION IS DONE

• Trainings

• Financial Affairs Website
• Home  Accounting  Subject/Participant Incentives



LOGGING IN

• A specific username will be 
assigned from Central Accounting 
along with a temporary password 
once the application is processed

• Greenphire will also send an 
email with upcoming trainings 
after noticing that you are a first-
time user.



ENROLLING A PARTICIPANT
• Before enrolling a new 

participant, ALWAYS look them 
up 

• Participants must be enrolled in 
00-ALL STUDY-UAB before being 
enrolled in your study

• All participants must have first 
and last name, physical address, 
DOB, and Social Security number 
(SSN – required unless 
exemption has been approved for 
study)



REGISTRATION
• If you attempt to enroll a participant 

without having a SSN/TIN, you will not 
be able to proceed. You will receive an 
error message.

• Participants have the option of 
receiving an email or text notification 
when funds are loaded to card along 
with reminders for follow up 
appointments

• Participants must have a Subject ID 
when being enrolled in your specific 
study. No Subject ID is required when 
enrolling in 00-ALL STUDY-UAB



ADDING TO STUDY



ADDING TO STUDY



ASSIGNING A CLINCARD 



ASSIGNING A CLINCARD



ASSIGNING A CLINCARD



REQUESTING PAYMENT FOR A SUBJECT



REQUESTING PAYMENT FOR A SUBJECT



QUESTIONS???
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