Requesting a Research Billing Number (RBN)

**Important Notes Before Submitting**
· The study MUST be created in CTMS before requesting a RBN
· The study MUST have an IRB status of “Approved” in the system

Submission Process
1. Go to: https://www.med.upenn.edu/apps/my_dot_med
2. Login using your PennKey & PennKey password
3. Under the header ‘Research Support’ (top right of screen), select ‘Research Billing Application (RBA)’
4. Select “Submit a new request” (see below)
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5. Fill out the required sections and click “Submit” in the bottom left corner.
6. Your RBN request has been submitted!

Next Steps:
1. [bookmark: _GoBack]An auto-generated email will be sent to the appropriate BA to approve the RBN request.  This involves linking the protocol (IRB#) to the study.  Regarding #2 above, if the project is not fully “Approved,” in the system, your BA will not be able to move forward until it is.
2. Your BA will also link the account (fund) to the IRB project number.
3. Once BA-approved, OCR will review the PRA and, upon approval, issue a Research Billing Number.
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[~ Pending Requests

Pending Request List

Status Req, Date PRA REN Study Name Protocol Patient Primary CRC ChargeTo Penn Fund
EPIC/RBN done 10/30/19  Approved 910087048 PROMISE ~ 832252 Out  NG,SHARON CHEUK WUN Research 400-4257-4-578150-3000-2816-3740 10/31/24 Y

‘Submit a new request

Al Requests

Please use search function to see earlier RBN requests

Request Date Range: ~] ReN| | protocol | | org code | PI Name | (format: last namefirst name)
Req. Status: [limported [Jacct. closed [JBA approved []BA denied [Jneed EPIC/RBN [JEPIC/RBN done [JUPHS approved

Search RBN Requests ~ Clear filters

No records found.





