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After Reviewing this Module, You Will be Able to: 

ÅHow to access !ōō±ƛŜΩǎ DǊŀƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ όDa{ύ Website 

Ç Things to Know Prior to Registering 

Ç Logging onto the GMS 

Ç Security Password 

Å Task 1:  Organization Search 

Ç Search for Your Organization 

Å Task 2:  Organization Registration 

Ç Step 2A:  For Organizations Registered in the GMS 

Ç Step 2B:  For Organizations Not Already Registered in the GMS 

Ç Step 2C:  Additional Organizations Information 

Ç Step 2D:  Accreditation Information 

Ç Step 2E:  Accreditor Information 

Ç Step 2F:  Upload Required Documents 
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After Reviewing this Module, You Will be Able to: 

ÅTask 3:  User Registration 

Ç Step 3A:  Create User ID and Password 

Ç Step 3B:  Provide User Profile Information 

ÅTask 4:  Registration Confirmation 

Ç Step 4A:  Print Registration Confirmation 

Ç Step 4B:  Registration Complete 

ÅHow to Log onto !ōō±ƛŜΩǎ GMS 

Ç Understanding the Required Pop-up Window 

Ç How to Reset Your Password 

Ç How to Edit Organizational Information 

Ç Additional Help and Training Content 

ÅGrants AbbVie is Currently Accepting 

 



Things to Know Prior to Registering 

Å¸ƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴΩǎ Ŧǳƭƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘƛƴƎ ǘƘŜ zip + 4.  

ÅLŦ ȅƻǳ Řƻ ƴƻǘ ƪƴƻǿ ȅƻǳǊ ȊƛǇҌпΣ ǘƘŜǊŜ ƛǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜ ¦{t{ΦŎƻƳ ½ƛǇ /ƻŘŜϰ [ƻƻƪǳǇ ǘƻƻƭ 
in the Grant Management System. 

ÅYour hǊƎŀƴƛȊŀǘƛƻƴΩǎ ¢ŀȄ L5 bǳƳōŜǊ and Legal Name as registered with the IRS. 

Å If applicable, your hǊƎŀƴƛȊŀǘƛƻƴΩǎ tŀǊŜƴǘ /ƻƳǇŀƴȅ Tax ID Number and Legal Name as 
registered with the IRS. 

ÅLŦ ŀǇǇƭƛŎŀōƭŜΣ ǘƘŜ ŎƻƴǘŀŎǘ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊ ƻŦ ȅƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴΩǎ /a9 ǇŜǊǎƻƴΦ 

ÅLŦ ŀǇǇƭƛŎŀōƭŜΣ ǘƘŜ ŎƻƴǘŀŎǘ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊ ƻŦ ȅƻǳǊ hǊƎŀƴƛȊŀǘƛƻƴΩǎ Compliance 
Officer. 

Å If you work with Outside Accreditors for CME programs you will need the following 
for each: 
 ~ Organization legal name 
 Ϥ /ƻƴǘŀŎǘ ǇŜǊǎƻƴΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ 
 Ϥ /ƻƴǘŀŎǘ ǇŜǊǎƻƴΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

Å If you are not an authorized signer for your organization, you will need to have the 
Authorized {ƛƎƴŜǊΩǎϝ full name and email address.  

*Your authorized signer must be registered in the Grant Management System. 

 

ÅW9 ς Must be signed and dated 
within the past 12 months.  

Å Your Organizations Mission 
Statement. 

Å If you are also an Accreditor, 
you will need to upload your 
accreditation certificate. 

 

Documents for upload: Information to have available: 

System tips: 

The Grant Management Department 877-228-7177 
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ÅNote: Do not use the browser 
back button. You must always 
use the instructional links at the 
bottom of the page (e.g., 
ά.ŀŎƪέΣ ά/ŀƴŎŜƭ wŜƎƛǎǘǊŀǘƛƻƴέ 
ŀƴŘ άtǊƻŎŜŜŘ ǘƻ bŜȄǘ {ǘŜǇέύΦ 

ÅThe email address you enter in 
ǘƘŜ ά¦ǎŜǊ LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴ 
will be your login.  



Iƻǿ ǘƻ !ŎŎŜǎǎ !ōō±ƛŜΩǎ DǊŀƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ 

1 

2 

The GMS website can be accessed using your current URL: 
http://abbviegrants.com 

Note:  Even if you currently have an account on the previous GMS system, you must create a new user account here.  
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1. Once you have registered in the GMS, you may log 
in using your registered email address as your 
login.  Passwords are case sensitive. 

2. If this is your first time accessing the site, please 
register here. 



How to Register for a New Account 
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1 

The registration process should take approximately 20 minutes.  

1. To begin the registration process, click the Register button on the home page. 



Logging onto the Grant Management System (GMS) 
Security Password 

 
All users will be required to answer a Security Question. 
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1 

2 
1. You will be required to answer a Security Question once. 

The Security Answer will be used whenever a login 
password is forgotten.  

2. Should you forget your login password in the future, click 
the Forgot Password link on the Homepage to reset your 
password.  You will be prompted to answer your security 
question to reset your password.  You will only have 5 
attempts total prior to being locked out of the system. 

3. If you do not recall your Security Answer, please contact 
the Grant Management Department (GMD) at 877-228-
7177 or www.abbviegrants.com 



Task 1: Organization Search 
Step 1A: Search for your Organization 

1 

2 

You will be required to provide the Tax ID and Tax Status for your organization. 

1. Enter and verify Tax ID number as well as 
Tax Status. This must match how your 
organization is registered with the IRS. 

2. Click the Proceed to Next Step link to 
continue on to the next step in the 
registration process. 
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Task 2: Organization Registration 
Step 2A: For Organizations Registered in the GMS 

If the Tax ID you entered in Step 1A: 
1. If matches one currently in the GMS, you will be asked to confirm the organization information details 

presently in the system.  
2. Does not match, you may edit the information once you have completed the registration process by 

logging into your account and accessing the Profile Management section. 

Please Note: If your organization has already been 

registered, this information will be pre-populated.  

Organization information cannot be changed during the 
initial registration process.  

¢ƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ŜŘƛǘƛƴƎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŘŜǘŀƛƭǎΣ 
see slide 21. 

Click Proceed to Next Step to continue. 
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Task 2: Organization Registration 
Step 2B: For Organizations Not Already Registered in the GMS 

1 

1. Enter your hǊƎŀƴƛȊŀǘƛƻƴΩǎ [ŜƎŀƭ bŀƳŜ as registered 
with the IRS. 

2. Select the Organization Type. 

3. If you are part of a larger organization with a separate 
Tax ID number, you are required to enter the 
information for your Parent Organization. 

4. Indicate if your organization is on the CMS Teaching 
Hospital list or a subsidiary of a listed organization. 

5. Select the appropriate Business Entity Type of your 
organization. 

6. Click the Proceed to Next Step to go to Step 2. 

3 

2 
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6 

4 

5 



Task 2: Organization Registration 
Step 2C: Additional Organizations Information 
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1 

2 

1. If your organization has multiple locations or departments, you 
may uniquely identify your local/department in the Site Name text 
box. (e.g., Illinois Chapter). 

2. Enter the mailing address of your location. Please keep in mind 
that this is the address that all grant payments will be sent. Postal 
code + 4 is required. 

3. Specify what percent of your organizations annual funding is 
expected to come from AbbVie support. 

4. tǊƻǾƛŘŜ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ website information.  

5. Specify what type of grants you anticipate requesting from AbbVie. 

6. Click the Proceed to Next Step link. 3 

6 

4 

5 



Task 2: Organization Registration 
Step 2D: Accreditation Information 

You will complete Accreditation Information here: 
1. If another Requestor with the same Tax ID has already registered with the GMS, this information will be 

pre-populated.  You will be required to verify.  
2. You can edit any field on the screen at this time before clicking the Proceed to Next Step link. 
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1. Acknowledge Accreditation. If you need to pick more that one 
accrediting body, you can use the Ctrl key on your keyboard to 
multi-select. 

2. If your organization has a separate CME department, provide the 
ǊŜǉǳŜǎǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŀǘ ŘŜǇŀǊǘƳŜƴǘΩǎ ŎƻƴǘŀŎǘΦ 

3. If your organization has a Compliance Officer on staff, provide the 
ǊŜǉǳŜǎǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŀǘ ŘŜǇŀǊǘƳŜƴǘΩǎ contact. 

4. Click the Proceed to Next Step link. 

4 

3 

1 

2 



Task 2: Organization Registration 
Step 2E: Accreditor Information 

1 

3 

If you use an accredited partner to accredit your programs: 
1. Please list their details here.   
2. If you do not list all the Accreditors  or Potential Accreditors that you work with, they will not appear as 

a choice during the grant request process.  
3. You must contact the Accreditor and have them to register with the GMS and confirm the link to your 

account. If the listed accreditor does not confirm accreditation, they will not appear as a choice during 
the grant request process.  

1. If your organization works with a third-party accreditor, select ά¸ŜǎΦέ 

2. 9ƴǘŜǊ ǘƘŜ ŀŎŎǊŜŘƛǘƻǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΦ 

3. ¸ƻǳ Ŏŀƴ ŜƴǘŜǊ ƳǳƭǘƛǇƭŜ ŀŎŎǊŜŘƛǘƻǊΩǎ ōȅ ǎŜƭŜŎǘ ǘƘŜ ƎǊŜŜƴ ά+Φέ 

4. Click the Proceed to Next Step link. 

 

Note: You must contact the Accreditor and have them register within 
the GMS and confirm the link to your account. 

4 

2 
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Task 2: Organization Registration 
Step 2F: Upload Required Documentation 

1 

3 

You can delete/replace any document on the screen at this time before clicking the Proceed to Next Step 
link. 

1. Click the Browse button to select the 
appropriate document from your computer. 

2. To remove the selected document, click the 
Clear button. 

3. Upload all required documents (* ) before 
clicking the Proceed to Next Step link. 

2 
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Task 3: User Registration 
Step 3A: Create Used ID and Password 

1 

2 

The email address used on this page will be your username for the site.  You will also create a password for 
this system in this section.  Please note that your password is case sensitive. 

1. You must enter your email address and create a 
password.  You will use these credentials to log 
into the site.  

2. Ensure that your password is at least 8 
characters long, and conforms to the 
application password standards explained on 
the page.  

3. Click the Proceed to Next Step link. 

 

Note:  Your password is case sensitive and should 
not include spaces between characters.  

3 
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Task 3: User Registration 
Step 3B: Provide User Profile Information 

1 

2 

1. Provide your information along with a secondary 
contact, if applicable. 

2. If you do not have the legal authority to sign on 
behalf of your organization, then the Name and 
Email address of an Authorized Signer will be 
required. 

3. Select a Security Question and enter the 
corresponding Security Answer.  Write this 
answer down, as it will be used to verify your 
identify should you forget your password. 

4. Click the Proceed to Next Step link. 

4 

AbbVie Grant Management System | Date  2.24.2015  | AbbVie Inc. © 2015 16 

3 



Task 4: Registration Confirmation 
Step 4A: Print Registration Confirmation 

1 

2 

Once you review and print this page for your records, click the Proceed to Next Step link to submit your 
registration. 

1. Remember your registered email will be your login ID 
for accessing the system. 

2. Use this button to print a copy of your registration for 
future reference. 

3. Click the Proceed to Next Step link. 

3 
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Task 4: Registration Confirmation 
Step 4B: Registration Complete 

1 

Your registration is complete once you reach the ά¢Ƙŀƴƪ ¸ƻǳέ page.  At this point, you are registered in the 
GMS, and may begin using it. 

1. Clicking the Proceed to Homepage will bring you back to the Homepage where 
you will be asked to log in with your new login ID and password. 
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Iƻǿ ǘƻ [ƻƎ ƛƴǘƻ !ōō±ƛŜΩǎ Da{ {ȅǎǘŜƳ 

In the upper right quarter of the home page, you can find the login and password box.  
The email address you registered with is your login. 
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1 2 

1. In the first box, enter the email address that you registered with.  Your email address is your login ID. 

2. In the second box, enter the password you created upon registration.  Passwords are case sensitive. 

3. If you have forgotten your password, click the forgot password? link (Directions for resetting your 
password can be found later in this document). 

4. Click the        button to enter the GMS. 

3 

4 
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There may be certain times where AbbVie makes system updates and it requires existing users to update 
information in their profile before continuing into their user inbox.  If this is the case, once the user selects 
the        button to login, they will be prompted with a pop-up of required questions. 

1. Any user registered to that 
organization can answer the 
specific question(s) on the 
Organization information screen. 

2. Once all questions are answered, 
select Proceed to next step. 

3. You will be brought to your Inbox 
and will not be prompted with the 
same question(s) again. 

1 

2 

3 

Understanding the Required Pop-Up Window 



How to Reset Your Password 

If you have forgotten your password, you can reset it yourself: 
1. Simply follow the directions below to reset your password.   
2. If you have forgotten your user name, first remember it is the email address that you registered with.   
3. If you cannot remember the email address you registered with, call the Grant Management Department 

at 877-228-7177. 

1 

2 
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1. If you have forgotten your password, click on the 
forgot password link. 

2. Enter the email address that you registered 
with. You will receive an automated email with 
directions on resetting your password. 

3. Click the link in the Email which is sent to the 
email address as entered.  This will take you to 
the manual password reset page. 

4. You can also enter in the security answer which 
you entered as part of registration.  Type in the 
answer, and click Submit.  Keep in mind you only 
have 5 attempts, after which your account will 
be locked and you must contact the Grant 
Management Department at 877-228-7177. 

4 



How to Edit User Information 

To update your user information, go to My Account.   
There you will be able to update your name, address, phone number, or change the Authorized Signer. 

1. To edit your organization select My Account from the menu bar at the top 
of the screen. 

2. Click on your user name to see your user profile. 

3. You will see the same tabs as you did at registration. Click on individual 
tabs to update the associated information. 

4. Be sure to press Save User Updates after making changes to any screen. 

Note:  Clicking Proceed to Next Step will not save your data. 

1 

2 

3 

4 
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How to Edit Organization Information 

1 

To update organization information, go to My Account.   
There you will be able to update the organization address and add Accreditors. 

1. To edit your organization select My Account from the menu bar at 
the top of the screen. 

2. You will see the same tabs as you did at registration. Click on 
individual tabs to update the associated information. 

3. Be sure to press Save Organization Updates after making changes 
to any screen. 

Note:  Clicking Proceed to Next Step will not save your data. 

2 

3 
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Confirm Accreditation Requests 

1 

Accreditors must confirm accreditation requests from linked organizations before they can be selected to 
ŀŎŎǊŜŘƛǘ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǊƻƎǊŀƳΦ 

1. After an accreditor has registered, they should click on the My 
Account -> Organization Details link. 

2. In the Organization Details Screen, in the left hand action panel, 
click the link Confirm Accreditation. 

3. Confirm or Decline accreditation requests for each organization. 

4. Click Submit to save changes. 

4 

2 

3 
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Additional Help and Training Content 

1. The left panel provides you with training and Reference Material. 

2. The center panel provides general information about grant types that are 
supported through this system. 

3. The right panel provides you with information regarding decision dates. 

The bottom panels of the GMS Home Page will provide you with time sensitive information, as well as 
training and reference links. 

1 2 3 
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Grants AbbVie is Currently Accepting 
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The GMS Homepage will provide you with information regarding therapeutic areas currently accepting grant 
applications. 


