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System Tips and Useful Hints

3

Lock will appear in non-editable fields

Pencil will appear in fields that can be edited

Redline on edit page indicates field is required

Hover on ? To view help text

• User Name is your Email Address

• First time entry you will be asked to 

reset your Password

• You must hit Save to Save a record, 

as there is no AutoSave feature.

• System will time out in 2 hours

• To zoom in or out use:  Control +, or 

Control -

• To Logout:  click the 

down arrow near 

your name and select 

Logout

Indicates Required field on Registration* 

Spell Check:  

Misspellings are identified 

with a red underline
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Where to Find Us

1

2
3

1. Go to www.celgene.com and click on Research & Development

2. Click Celgene Medical Affairs

3. Click Educational Grants Requests  

4

http://www.celgene.com/
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Registered User: Logging in for the first time

1. Registered Users will click Log In

Note: If this is the first time logging in as a Registered User, 

you will be prompted to change your password. 

2. If you forgot your password, click ‘Forgot Your Password’ at 

bottom of Log In screen.

a) Enter your Username

b) Click ‘Continue’.

1

2

2a

2b
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Registering as a First-Time Visitor

1

2

1. First-time Visitors will click “Register” on the Ed Grants page

2. Complete the Grant Contact- Sign Up Page.

a) Celgene Thank you screen will appear upon successful 

completion of the Sign Up page.

b) Look for an email from (not shown) 

educationalgrants@celgene.com

2a

6

mailto:educationalgrants@celgene.com
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Home Page Navigation

1. Recent Items shows the 10 most recently viewed grants.

2. My Information contains information provided when 

registering as a First-time Visitor.  Existing users should 

know that all of your information from the previous system 

has been migrated.  Click into the section to edit.  

3. Help contains useful resources relating to submitting a 

grant, understanding the system, or how to contact 

someone from the Celgene grants department. 

1

Left Side Panel

2

3

4. My Tasks contain items that require an action on your part; 

this could be a request for information (RFI), an LOA to be 

signed, or an alert that a budget and/or outcomes 

reconciliation are due.

5. Educational Grants Dashboard lists all your grant activity.

6. View or filter My Tasks by when they are due.

Body of Page

4

5

6
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Educational Grants Page Navigation

1. View by when a grant has been Created, Modified or most Recently Viewed.

2. View by grant status i.e. Acknowledged, Approved, Canceled, etc. 

3. Click on ‘Go’ view from list; the default view is “Most Recently Viewed”.

1
2

3
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Creating a New Educational Grant Request

1. From the Educational Grants tab, create a new grant request by:

a) Clicking icon to the right of ‘Recent Educational Grants’ section, 

b) Or, selecting ‘All My Grants’ from the view area, clicking ‘Go’, then clicking ‘New Educational Grant’.

1a

1b
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Preparing and Getting Started

• Agenda

• Budget

• Detailed Program Summary

• Learning Objectives

• Program Outcomes

• 501(c)(3) Status Letter

• W9 Form

Before getting started, have the following 

items available:

1. Complete all required and applicable fields.

a) Fields with a red line      on the left are required fields 

b) Not all sections are required to be completed. For example 

Joint Provider/Partner is grayed out because the top box is not 

checked. 

2. Click ‘Save’

a) Save as you go. Remember there is no auto-save feature.

1a

1b

2a

11
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Completing General Program Information

1. Complete all required and applicable General Program Information fields.

a) Click the yellow bubbles     for assistance.  

b) Where multiple choices can be selected, select from ‘Available’ list and click the right arrow to place in the ‘Chosen’ 

box, or double click the selection. To remove, click the back arrow.

1a

1b
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Completing Program Event and

General Outcomes Information

1. Complete all Live and/or Enduring Event Information sections.

a) Information will be required based on the ‘Program 

Format’ selected in the ‘General Program Information’ 

section. 

b) When a Physician is selected from ‘Target Audience,’ 

the ‘Physicians Specialties’ is required and can be 

selected from the drop down. 

2. Check each of the outcomes assessments that are 

planned for your program or activity from the General 

Outcomes Information section.

a) Refer to the help bubbles for a brief description 

of each outcome study assessment. 

1a

1b

2a
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Saving the Grant Application

1. After completing the Live and/or Enduring Program 

Information, click ‘Save’ to proceed. 

a) Note: An error message will appear if all required 

fields have not been completed. 

1

1a

2. If you receive this error, click ‘Cancel’, complete missing 

information and click ‘Save’ to proceed. 

2

14
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Choosing Files and Uploading Documents

1. Select ‘Choose File’ to provide requested documents.

2. Then, select ‘Upload Documents’.

3. After documents are successfully uploaded, select ‘Continue’. 

2

3

1

15
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Submitting the Grant Application

1. Review application for completion.

a) Notice that Grant Status is currently ‘Draft’.

2

3

1a

2a

2b

2. Click ‘Submit.’ Note: Once the grant is submitted, you can 

no longer edit, or upload additional or revised files. 

a) Notice that Grant Status changes to ‘Acknowledged’.

b) To print, go to ‘Notes and Attachments’.

3) Click the ‘Home’ tab to leave the application page.

16
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Checking for Grant Application Status

1. Go to the Home page, and note Grant Status is now ‘Acknowledged’.

2. Look for an email notification from educationalgrants@celgene.co indicating 

when the grant is expected to be reviewed. 

2

1

17
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Grant Status Definitions

How is a Requestor notified of the Committee’s decision?

• The Educational Grants Coordinator will notify each Requestor within 

60 days of submission with the Committee’s decision.  
– If a request is approved, the notification is sent via email with a Letter of 

Agreement for the Requestor to sign.  

– If a request is declined, a decline letter is sent via email.  

– If more information is required, a notification is sent with a request for more 

information (RFI) is sent via email. 

– The Requestor can also login to the online system and see the status of their 

grant request at any time.  

Status Definition

Draft

Requestor has started grant application but has not yet 

submitted

Acknowledged Requestor has completed and submitted grant application

Approved Grant has been approved by Celgene

Declined Grant has been declined by Celgene

Canceled Requestor or GC canceled grant 

Hold: Account Overdue

Requestor Organization is not current on submitting 

evaluation data and/or budget reconciliation

Change of Scope Acknowledged Requestor completed a submitted a Change of Scope

Change of Scope Approved Change of Scope has been approved by Celgene

Change of Scope Declined Change of Scope has been declined by Celgene

RFI Requested

Celgene has requested additional information before the 

grant is reviewed

RFI Received Requestor has responded to RFI
18



My Tasks Actions
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Viewing the RFI Request 

2. At your Home page, see the ‘My Tasks’ section requiring action 

from you for RFI Requested.  

a) The RFI must be submitted by the Complete Date (2 

business days from when notification email is received). 

3. Click the grant ID link in the ‘Related To’ column to complete the 

RFI Requested.  

1. Look for a notification email with subject line stating, 

TIME SENSITIVE, RFI, and the grant ID number.  

The text of the email outlines how to respond to this 

request. 

3
2

1

2a
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Responding to the RFI

1. Once arriving at the Grant 

Application page, Click on 

‘Activities’.

2. Click ‘Respond to RFI’.

4

2

3

1

3. Provide the requested information & select ‘Choose File’ to attach any necessary 

documents. Please Note: You can upload only 1 document while responding to this RFI, 

so please insure all requested information is contained in one document before you 

upload the document.

4. Click ‘Save’.

21
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Viewing and Signing the LOA

1. At your Home page, see the ‘My Tasks’ section requiring your 

response for the ‘LOA Sent’.  

2. Click the grant ID link in the ‘Related To’ column to open the 

LOA page. 

3. Click ‘Activities’ to move down to ‘Activity History’ section 

where LOA documents can be viewed and downloaded.

4. Download Excel file used for US Spend Transparency 

reporting.

5. Download the Letter of Agreement and have all 

applicable parties sign. 

6. Once signed, Select ‘Upload Signed LOA’ to submit 

for Celgene signature.

4

2

3

1

5

6
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Submitting a Change of Scope

1. Select the grant ID for which the change of scope is needed. 

a) If the grant does not appear on the ‘Recent Educational 

Grants’ area, Go to the ‘View’ menu and select ‘Status:  

Approved’ and click ‘Go’.

2. Click ‘Change of Scope Request’ button.

3. Enter the details of your COS as outlined.

4. ‘Choose File’ and attach your document.

5. Click on ‘Submit’.

1

1a

2

4

3

5
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Providing Status Updates

2

3

1. In the event you have an enduring activity or a series of 

activities being held over an extended period, please 

provide interim status/outcomes data.  

a) To submit this information, go to ‘Educational 

Grants’ tab and select your grant.

2. Click on ‘Status Updates’ at the top of the page. 

3. Click on ‘Choose File’.

4. Click ‘Upload Documents’.

5. Then ‘Return to Grant’.

4

1a

5

24
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Canceling a Grant Request

1

2

1. If you have a situation that requires you to cancel a grant 

request, (and it is before the program start date), go to the 

‘Educational Grants’ tab, select your grant.

2. Select ‘Cancel Grant Application’.

3

4

3. Provide a reason for the cancellation in this box.

4. Click ‘Save’.

25



Outcomes Reconciliation
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Initiating Outcomes Evaluation from My Tasks

1. From your home page in the ‘My Tasks’ area, see the ‘Outcomes Evaluation Due’ task.

2. To take action, click the Grant ID for this task in the ‘Related To’ column. 

Note: the ‘Outcomes Evaluation Due’ link is a reference document, no action can be taken from this link.

3. Click on the ‘Outcomes/Evaluation’ button.

1
2

3
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Completing Overall Outcomes Assessment

1. Select ‘Live Outcomes’ or ‘Enduring Outcomes’.

a) Notice that the information provided on your application has 

been auto-populated to the ‘Planned’  and ‘Actual’ columns. 

2. Click on study assessment help bubbles to see a brief description 

of the assessments. 

1

2

3. If outcomes study assessments are different from what 

was planned,

a) Check or uncheck the appropriate ‘Actual’ boxes.

b) Provide a brief ‘Reason for Change’.

4. Once complete, click ‘Next’.

4

1a

3b3a
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Editing the Outcomes Study Design

2. Notice for each assessment that has ‘Actual’ box checked in 

the ‘Outcomes Study Design’ section, there will be a 

corresponding tab at the top. 

1. Click Edit Live Outcomes / Edit Enduring Outcomes (as 

applicable) to enter your information into the ‘Outcomes 

Study Design’. 

1

2

29
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Completing General Outcomes Information

1. Complete the ‘Actual’ information for the Target Audience. 

a) Notice Target Audience information from the application has 

been carried over and is prepopulated.

b) Refer to help bubbles for assistance in completing the form.  

1a

1b

2. Complete all remaining portions of the form 

following the instructions provided.

2

30
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Completing Outcomes Assessment Tabs

1. After completing the General Outcomes Information, 

click the next tab appearing at the top.

2. Complete the remaining tabs that appear at the top.

1

2

3. For help with calculating standard deviation please refer to 

the internet and search Standard Deviation Calculators.

4. Click ‘Save Outcomes’ at the top.

3

4
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Uploading Required Outcomes Documents

1. After completing the outcomes assessments you 

performed, select the ‘Documents’ tab.

2. Under  ‘Required Documents for Submission’, select 

‘Choose File’ to add your documents. 

1

2

3 5

4

3. Then select ‘Upload Documents’. 

4. Click ‘Final Program Summary Template’  for your reference.

5. Click on ‘Return to Outcomes’.

32
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Viewing Uploaded Outcomes Documents

1. When returning to Outcomes, click on the ‘Documents’ 

tab to see the uploaded documents.

a) See the uploaded documents that you provided.

2. Click on ‘Complete Outcomes Reconciliation’.

1

2

1a
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Submitting the Outcomes Evaluation

1. Pop-up message confirming you are ready to submit your data will appear, Click ‘Okay’ and you are finished.  

1

34
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Completing the Budget Reconciliation

1. A Budget Reconciliation notification appears in your ‘My 

Tasks’ section 14 days prior to the due date. 

a) See Budget Reconciliation in the ‘My Tasks’ 

section. 

2

2. Click on the item that is due

3. Click the ‘Upload Budget Reconciliation’ tab.

4. Click ‘Choose File’.

5. Click ‘Upload Document’.

4

3

5

1a

36


