
AbbVie Grant 
Management System 
(GMS) 
Requestor Training: Reconciliation through 
Closeout 



After Reviewing this Module, You Will be Able to: 

• Understand when it is time to reconcile and how to begin a reconciliation 

• Reconcile program details, such as location and attendees 

• Reconcile financial details 

• Complete Sunshine Act reconciliation 

• Provide any required documentation 

• Submit the reconciliation 

• Determine if a refund is due, or respond to a refund request (if applicable) 

• Review a closed grant 
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Begin your Reconciliation 

Once your program end date has passed, your request status will change from “Manage Activities” to 
“Pending Reconciliation”.  You will receive an email notification in addition to the status change, alerting 
you it is time to reconcile. You will have 90 days from the program end date to submit your reconciliation. 

1. Navigate to My Actions (this is the default inbox). 

2. Any grants in status “Pending Reconciliation” can be 
reconciled. 

3. To select the grant to be reconciled, click on the 
“View Grant” icon. 

4. Once you are in the request details, click on the 
“Complete Reconciliation” action link in the upper 
right-hand corner. 

4 

1 
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Complete Delivery Format Reconciliation 

By clicking on the “Complete Reconciliation” action link, your request will be open for editing.  You will be 
able to see your proposed delivery format in the reconciliation tab and have the ability to provide details of 
the actual activities.   Please Note: Charitable Donations and Mission Support programs do not require 
delivery format reconciliations. 

1. For each planned delivery format, provide the 
actual details of the activity, such as dates, venue 
and location. 

2. For each planned audience group, provide the 
actual numbers of attendees. 

3. If necessary, you can add additional audience 
groups by clicking on the ‘+”. 

4. You can select “Save Delivery Format” and the 
system will save all delivery format values for you 
to continue at a later time. 

5. Once finished, click on “Proceed to Next Step”. 

Note: If you have cancelled your request, please enter 
“0” or “NA” for all “Actual” amounts. For the dates, 
please enter the proposed dates. 
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Complete Budget Reconciliation (1 of 2) 

Next, you will be asked to document how the funds for your program were spent.  You will have the ability 
to see your proposed budget for your entire program. 
Please Note: Charitable contributions do not require financial reconciliation. 

1 

3 

2 

1. Certify if the grant funds received were 
used for the activities detailed. If funds 
were used for other activities, please 
provide an explanation. 

2. If there were any program changes, list 
them here. 

3. Certify if all funds were used in 
accordance with the signed Letter of 
Agreement (LOA). If any funds were not 
used in accordance with the LOA, please 
provide an explanation. 
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Complete Budget Reconciliation (2 of 2) 

In addition to the program budget details, AbbVie requests further information regarding income received 
for the program from other sources. At the bottom of the financial reconciliation page, you will be asked to 
provide these details. 

5. Provide the actual “Total amount of AbbVie funding 
used”. 

Note: If you have cancelled your request and not 
used any AbbVie funding, leave this field blank. 

6. Provide the actual amounts of income received 
through other sources: 
- Funding received from other Supporters 

7. The system will automatically calculate the “Refund 
due to AbbVie”.  

8. If needed, you can select “Save Budget” and the 
system will save all the budget values for you to 
continue at a later time. 

9. Once finished, click on “Proceed to Next Step”. 
 
Please note: DO NOT send a check at this time. The 
reconciliation information will be reviewed, and you 
will receive an email indicating the final refund due. 

6 

5 
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Complete the Sunshine Act Reconciliation (Part 1 of 3) 

If your request is Medical Education, Patient Education, General Program Support or a Third-Party 
Educational or Professional Meeting Support and any part of the program occurred on or after 8/1/2013, 
you will be required to complete a Sunshine Act Reconciliation. 
edf 

If your request is a Medical Education Request please see below (Part 1 of 3)  

If a Non Medical Education or Charitable request, please skip this slide. 

1. There are a series of validation 
questions to determine if detailed 
Sunshine Act details are required to 
be entered.  

2. Based on your selections to the 
questions, you will either be 
required to enter any transfer of 
value or payment made to a 
physician or teaching hospital. 

 

1 

2 
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Complete the Sunshine Act Reconciliation (Part 2 of 3) 

If your request is Medical Education, Patient Education, General Program Support or Third-Party 
Educational or Professional Meeting Support and any part of the program occurred on or after 8/1/2013, 
you will be required to complete a Sunshine Act Reconciliation. 
edf 

If your request is a Medical Education Request please see below (Part 2 of 3)  
If a Non Medical Education or Charitable request, please skip this slide. 

1. Select your type of covered 
recipient type. 

2. Enter your covered recipient type 
details (required fields have a red 
asterisk next to them). 

 

Please note: This information will 
need to be completed for each 
covered recipient. 

1 
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Complete the Sunshine Act Reconciliation (Part 3 of 3) 

If your request is Medical Education, Patient Education, General Program Support or Third-Party 
Educational or Professional Meeting Support and any part of the program occurred on or after 8/1/2013, 
you will be required to complete a Sunshine Act Reconciliation. 
edf 

If your request is a Medical Education Request please see below (Part 3 of 3)  

If a Non Medical Education or Charitable request, please skip this slide. 

1. Enter the Payment Information. 

2. Many of the fields will dynamically control and display the 
proper fields based on your select (etc. Form of Payment 
or Transfer of Value (TOV)). 

3. To add a new payment select “Save Payment Information” 
Then select “Click here to Add Another Payment”. 

4. To add a new “Covered Recipient / Teaching Hospital 
select “Save Covered Recipient / Teaching Hospital” Then 
select “Add Another Covered Recipient / Teaching 
Hospital”. 

5. Once all Sunshine information is entered, select “Proceed 
to Next Step”. 

1 

2 
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Complete the Sunshine Act Reconciliation (Part 1 of 3) 

If your request is Medical Education, Patient Education, General Program Support or Third-Party 
Educational or Professional Meeting Support and any part of the program occurred on or after 8/1/2013, 
you will be required to complete a Sunshine Act Reconciliation. 
edf 

If your request is a Patient Education, General Program Support or Third-Party Educational or Professional 
Meeting Support, please see below (Part 1 of 3)  

If Medical Education or Charitable, please skip this slide. 

1 

1. Answer if an indirect payment or 
transfer of value (TOV) was made to a 
covered recipient or teaching hospital. 

2. If “Yes” you will be required to enter the 
Sunshine Act details. 

Note:  Fellowships are reportable per CMS 
guidelines. 2 
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Complete the Sunshine Act Reconciliation (Part 2 of 3) 

If your request is Medical Education, Patient Education, General Program Support or Third-Party 
Educational or Professional Meeting Support and any part of the program occurred on or after 8/1/2013, 
you will be required to complete a Sunshine Act Reconciliation. 
edf 

If your request is a Patient Education, General Program Support or Third-Party Educational or Professional 
Meeting Support, please see below (Part 2 of 3)  

If Medical Education or Charitable, please skip this slide. 

1. Select your type of covered 
recipient type. 

2. Enter your covered recipient type 
details (required fields have a red 
asterisk next to them). 

 

Please note: This information will 
need to be completed for each 
covered recipient. 

1 

2 
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Complete the Sunshine Act Reconciliation (Part 3 of 3) 

If your request is Medical Education, Patient Education, General Program Support or Third-party 
Professional Meeting and any part of the program occurred on or after 8/1/2013, you will be required to 
complete a Sunshine Act Reconciliation. 
edf 

If your request is a Patient Education, General Program Support or Third-party Professional Meeting 
program, please see below (Part 3 of 3)  

If Medical Education or Charitable, please skip this slide. 

1. Enter your Payment Information 

2. Many of the fields will dynamically 
control and display the proper fields 
based on your select (etc. Form of 
Payment or Transfer of Value (TOC)). 

3. To add a new payment select “Save 
Payment Information” Then select 
“Click here to Add Another Payment” 

4. To add a new “Covered Recipient / 
Teaching Hospital select “Save 
Covered Recipient / Teaching 
Hospital” Then select “Add Another 
Covered Recipient / Teaching 
Hospital” 

5. Once all Sunshine information is 
entered, select “Proceed to Next 
Step” 

1 

2 
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Upload Documents and  Submit Reconciliation  

To complete the reconciliation, upload all required documentation, and any optional documentation you 
may wish to submit.  After submission, AbbVie will review the reconciliation and contact you if additional 
details or a refund of AbbVie funds is required.  DO NOT send a refund check at this time, unless otherwise 
directed by AbbVie. 

1. Use the “Choose File” button to locate documents on your computer for upload. A red asterisk indicates 
that a document is required. 

2. You may upload up to four optional documents to support your reconciliation or outcomes findings. 

3. Once finished, click the “Submit Reconciliation” button to complete your reconciliation. 

1 

3 

2 
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Submit Refund (If Applicable)  

In the event that not all funds supplied by AbbVie were used, or if AbbVie determines a portion of the 
funds spent were not in accordance with the Letter of Agreement, a refund is due to AbbVie. 

1 

1. If you have received notification from AbbVie that  a 
refund is due, log into the system and click on the 
“View Grant” icon to open the grant and complete 
the refund process. 

2. In the upper right hand corner of the grant, click the 
“Submit Refund” action link. This will open a pop-up 
window where you may provide additional 
information. 

3. The system will display the refund due, as calculated 
by AbbVie.  Please mail a check to AbbVie in this 
amount. 

4. Please provide as many details as possible regarding 
your payment submission. AbbVie requires a contact 
name and phone number of the person responsible 
for the Accounts Payable function in your 
organization. 

5. Once complete, click the “Submit” button. 

2 3 

4 

5 
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Submit Final Outcomes (If Applicable)  
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If you have submitted a Patient Education or Medical Education request, you will be required to submit 
final outcomes. Once your financial reconciliation is complete you will receive an email to submit your 
outcomes and your request status will be moved to “Pending Outcomes.” 
If your request is not Patient Education or Medical Education, please skip this slide. 

1 

1. Select the request which is in the “Pending Outcomes” status in your 
inbox. 

2. Choose “Complete Outcomes” and you will be brought to the Final 
Outcomes Tab. 

3. Fill out the Final Outcomes tab – note that the questions are dynamic, 
if you choose “Yes” additional questions will appear. 

• For Patient Education requests the “Final Outcomes” document 
upload will not be required. 

• For Medical Education requests the “Final Outcomes” document 
upload will be required. 

4. Once complete, select “Submit Outcomes” to submit your final 
outcomes and notify AbbVie. 

2 

4 
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Request Closeout 

Once your request has officially been closed, no further action is required.  If you have cancelled your 
request, the status of your request will now be “Closed-Cancelled”. 

1 

3 

1. All requests submitted by your organization are 
visible in the “All Requests” inbox. 

2. By clicking the “View Grant” icon, you can open up a 
request to view the details of the request. 

3. Grants in every status will be visible in your “All 
Requests” inbox, including rejected and cancelled 
grants. 

 

If you do not see requests your organization has 
submitted in the “All Requests” inbox, check to see if 
those grants need to be reclaimed by your organization. 
Information on the reclaiming grants process can be 
found on the Grant Management System home page 
under the “Topics and Tools” section. 

2 
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