
 

 
 

Funding Your Study: Create Subscription Invoice and Credit Card 
Payment Instructions 

 
Studies are eligible to receive IIDP islets and other biomaterials upon funding of the IIDP study subscription. Create an 
invoice and remit a payment to add subscription funds to your study. Payments in the form of Checks, Wire Transfers and 
Credit Card payments are accepted. Paying by credit card is the fastest way to fund your subscription and can be done 
directly through our website.  The following subscription features of the IIDP system allows for creating invoices, making 
credit card payments, tracking of your payments, and viewing subscription activity and balance.  

 
• Create Invoice: Create and track your subscription invoices directly from the IIDP website. Each new invoice will 

now be archived in your study’s history along with its payment status. 

• Pay by Credit Card: Add funds to your subscription securely via the IIDP website. This is the fastest and easiest 
way to increase your subscription balance. However, checks and electronic payment transfers are also accepted. 

• View Detailed Subscription Activity (Activity, Payments & Invoices): All payments, shipments, credits, and 
other adjustments to your subscription will now be viewable on the IIDP website so that you can track your 
study’s balance more easily and clearly. You can customize reports to include any or all subscription activities, 
and each report can be exported into Excel for your records. 

 
Note: subscriptions cannot be funded with just a PO number. Funds must be received by IIDP to advance your subscription.  
 

IIDP Investigator Website: https://iidp.coh.org/secure/isletavail/ 
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Use Case 1‐Create Invoice 
 
 

Users: Study Investigator, Financial Staff, Study Contacts 

Goal: Creating an invoice for a subscription fees to be used for islets and biomaterials 

Steps Create Invoice 
1. From Dashboard, select the Subscription Summary tile 
2. From Subscription summary page, select Create Invoice button 
3. From the Invoice Creation screen enter data for the following fields 

a. Study Number‐select study number drop‐down and choose study from drop‐down or type and 
search for appropriate study 

b. Invoice Date‐select /enter a date that is today or in the past but not a future date 
c. Bill to‐Select drop‐down to select a Bill to contact if Bill To needs to be added in addition to PI of 

study 
d. Selecting Complete Billing Contact button will open window to edit contact information for selected 

contact 
e. Alternatively, select Add New Contact to add a contact that is not on the Bill to drop‐down 
f. Add New Contact opens window to add new bill to contact 
g. Fill out all fields for contact information and save the record. 
h. PO number ‐enter PO number if applicable 
i. Amount‐enter amount of invoice 
j. Alternatively, to calculate invoice based on type of shipment use select the Calculator button 
k. Shipment type grid will open to add desired items to invoice 
l. Shipment Type‐ select from the drop‐down to select shipment type. Once an item is selected it 

cannot be selected again. 
m. Quantity‐ enter the desired quantity of islets 
n. Close‐selecting close will close the calculator window. 
o. Confirm Amount is being populated based on entry in calculator. 
p. Invoice comments‐ enter free text comment into this field for comments to IIDP or institutional 

purchasing department 
q. Check here to print the term Quote‐ select this if the invoice should be named Quote instead of 

Invoice for internal processing proposes 
4. Create invoice‐select to create invoice and generate an PDF invoice 

Please note: See the grid below for the different available payment options 



 

 
 

Screenshots 1. Click Subscription Summary Tile from Dashboard 

 
2. Click on Create Invoice option on Subscription Summary page 

 
 

3. Fill out Create Invoice Screen and generate invoice 
 

 



 

 

Use Case 2‐Pay by Credit Card 
 
 

Users: Study Investigator, Financial Staff, Study Contacts 

Goal: Making a credit card payment for outstanding invoice 

Steps 1. From Dashboard, select the Subscription Summary tile 
2. From Subscription Invoice page, locate the invoice to make the payment to 
3. From the invoice record, select the credit card icon to open the subscription payment page 
4. From subscription payment screen, enter the data for the following fields 

a. Investigator First Name‐prefilled with investigator name (cannot be edited) 
b. Investigator Last Name‐prefilled with investigator name (cannot be edited) 
c. Email Address‐ prefilled with investigator email (can be edited, if confirmation email needs to go to 

someone other than PI’s email) 
d. Phone Number‐ prefilled with investigator phone number (can be edited if different number) 
e. Institution‐ prefilled with investigator institution (cannot be edited) 
f. Payment Description‐ prefilled with Subscription Fees (cannot be edited) 
g. Payment Amount‐enter the desired amount to be paid on invoice 
h. Invoice Number‐ prefilled with selected invoice number (cannot be edited) 

5. After completing form, select Pay Fee to progress to credit card information screen 
6. From credit card information screen, enter the following fields for the credit card holder 

a. Credit Card Number 
b. Exp Date 
c. Card Code 
d. First Name 
e. Last Name 
f. Billing Country 
g. Zip 
h. Street Address 
i. City 
j. State 
k. Phone Number 

7. Select Pay button to process credit card transaction 
8. Transaction confirmation page will display 
9. Upon funding, your subscription will be updated, and you’ll be notified via email 



 

 
 

Screenshots 1. Subscription Invoice Screen, select Credit Card icon 
 

 
2. Subscription Payment Amount Screen 

 
3. Credit Card Details Screen 

 

 



 

 

Use Case 3‐View Detailed Subscription Activity 
 
 

Users: Study Investigator, Financial Staff, Study Contacts 

Goal: View detailed activity summary for studies 

Steps View Activity 
1. From Dashboard, select the Subscription Summary tile 
2. From Subscription summary page, select Activity button 
3. Activity summary page will display. Summary activity will include a list of your accepted islet, acinar or frozen 

islet offers, payments and adjustments. 
a. Select Study and Subscription Period drop‐downs to view available studies and periods 
b. Filter and search by Activity or Details column 
c. Export activity to Excel by selecting Export to Excel button 

Screenshots 
 

 



 

 

Use Case 4‐View & Download Invoice Activity 
 
 

Users: Study Investigator, Financial Staff, Study Contacts 

Goal: View and download invoices and edit invoice statuses 

Steps View Activity 
1. From Dashboard, select the Subscription Summary tile 
2. From Subscription summary page, select Invoices button 
3. Invoice activity summary page will display. Invoice will include a list of all invoices created for your 

subscription. 
a. Select Study drop‐down to view available studies 
b. Selecting PDF icon for the invoice record will download a PDF copy of the invoice 
c. Selecting the credit card icon, will open the credit card payment module (see Use Case #2) 
d. Selecting the  button will close any invoice that you have made any partial payments to. If no 

payment has been made to an invoice, selecting will cancel the invoice. 
e. Filter and search by Invoice Date, Invoice Number or Invoice Status columns 
f. Export activity to Excel by selecting Export to Excel button 

Screenshots 
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