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Quick Reference Guide:
Completing the Payment Requests Node in Visiontracker

Purpose

The Payment Requests Node in Visiontracker is now the required method for submitting milestone payment requests.
This automated workflow replaces manual email-driven processes, ensuring timely payments, transparency, and
compliance.

Step-by-Step Instructions
Access the Payment Requests Node
1. Access the Payment Requests Node
e Loginto Visiontracker using your credentials.
o Navigate to your study/project dashboard.
2. Complete Project Milestones Update
¢ Inthe Project Management section, go to the Milestones Node.
e Enter milestone details for each payment request.
e Select Provide Project Update and click Save.
3. Complete the Payment Requests Node
1. Go to the Payments Requests Node.
2. Enterthe required information:
o Select milestone reached
o Payment Amount - local currency. Entry is optional. If you choose to complete this field, user your local
currency or follow the amount outlined in your contract.
o Attach invoice (if required; for US studies, this is optional)
o Checkbox - This check box is not used and can be left blank.
3. InActions, select Provide Project Update and click Save.
4. Submit for Review
e Once submitted, the Primary Scientific Leader Research Manager (PSLRM) will receive an automated email
notification to review your payment request.
e The PSLRM will confirm milestone completion and update the status to Accepted if approved.
o Ifyour paymentrequestis rejected, the (PSLRM) will email the Principal Investigator (PI) with an
explanation for the decision.
5. Track Payment Status
e After PSLRM approval the payment will be processed in accordance with the payment terms.
e Payment details (Paid Amount, Paid Date, Reference/Check Number) will be updated in Visiontracker for your

reference.
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Tips & Reminders:

o Payment attachments are optional for US studies; provide supplemental info if desired.

e Accuracy matters: Ensure all milestone and payment details match your contract.

e Status options: Not Submitted, Submitted, Under Review, Accepted, Rejected.

e For questions/support: Contact your RMSD or email VISIONTRACKER_SUPPORT at vt_support@msd.com.

Reset your Visiontracker Password. If you haven’t been in Visiontracker for a while, you may want to reset your
password.

e Visiontracker access link: iEnvision

e Enteryour email address as your User Name and the Password you selected.

e ClickLogin.

e ForlLoginissues, contact iEnvision Helpdesk Support

To add a new user to your Visiontracker account. New applicants/users must first create an account by selecting the
Register for New Account link.
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