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• This Presentations is for organizations who want to submit a Proposal in response to 

EMD Serono’s Request for Proposals: 

2023 I’m IN Neurodisparity Fellowship

Advancing Diversity, Inclusion, and Equity in Healthcare: 

Reducing Disparities in Neurologic Care for MS Patients

• How to Submit: Proposals must be submitted through EMD Serono’s Request Management 

System at www.grants.emdserono.com.  This Presentation walks you through how to use our 

system to submit your Proposal. We do not accept Proposals sent via email. 

• Deadline: Proposals must be submitted by February 3, 2023, midnight (EST)

Overview

PUBLIC DOCUMENT:  How to Use EMD Serono’s Request Management System | December 20222

http://www.grants.emdserono.com/


Classification: Public

Icons Used

Standard Buttons Used in our System

You’ll find these buttons at the bottom of various pages:

Thes

Helpful Tips
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Pencil icon - click on the pencil to 
edit a specific section

Question mark icon - hover over 
the question mark to see helpful 
information about a particular field.

Asterisks – mandatory field*

Abbreviations Used

• Req ID = the ID number for a Funding Request (top 
left of page). Once you start a request (i.e., your 
Proposal), the system assigns you a unique request 
number.

• FEL = Fellowship request
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Overview of the Request Process
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Request 
Submitted • Request (i.e., Proposal) is submitted through Request Management System

Evaluated by 
Review 

Committee

• If approved, you will need to sign a written Fellowship Agreement
Notification 
of Decision

• At the end of the Fellowship year, you 
will need to provide a Reconciliation of 
Funds. This certifies that fellowship 
funds have been used for their intended 
purpose and no funds remain. This is 
done in the System, and we will send 
you reminders when it’s time to log in 
and complete your reconciliation. 

Reconciliation 
of Request

• For the Neurodisparity RFP, the Review Committee plans to 
make a decision on all Proposals within two weeks of the 
February 3, 2023, Proposal deadline. 
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Register with the 
system

EMD Serono
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If you submitted a Proposal for last year’s Neurodisparity Fellowship, then you are
already a registered user. 

Jump forward to page 18 for your next steps.

New users go the next page.

6

Already a 
Registered User?
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7 EMD Serono

New Users

To register as a new user: 

Step 1 – go to our website at 

www.grants.emdserono.com and 

click the second “Click Here” 

button on the left-hand side of 

the screen. This brings you to 

the part of the system where a 

fellowship proposal can be 

submitted.
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New Users

Step 2 – Click the “Register” 

button on the top right-hand 

side of the screen
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New Users

Step 3 – Search for your 

organization to make sure you 

don’t already have a user 

account
• Enter the country (United States) 

and your organization’s legal 

name (no need to fill out the other 

fields) and then click the “search” 

button
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New Users

• Then click the “Yes” radio button next to “Is this 

your organization?” 

• Then click the “Proceed” button.

• Jump forward to page 18 for your next steps.

• Click the radio button under the “Select” column 

and your organization’s information will 

automatically pop up. 

Step 4 – If your organization does appear in the search results, there 

is no need to create a new user or a new organization in the Request 

Management System. 
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New Users

Step 5 – If your organization is 

not found, then click “Add a 

New Organization”
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New Users

Step 6 – Fill out the “Identifier Information” at the 

top:
− Country - “United States”

− Identifier type - “TIN”

− State – LEAVE BLANK

− Identifier Value – type in your Federal Tax Identification #

 Then fill out the “Add Additional Identifier” section

 Then upload a signed W9 Form (blank W9 form available 

at www.irs.gov/FormW9)

 Then ONLY IF you’re a non-profit organization, 

upload your IRS Letter of Determination (i.e., non-

profit status) (copy available at https://apps.irs.gov/app/eos/) 

• Click “Proceed” when you’re done

http://www.irs.gov/FormW9
https://apps.irs.gov/app/eos/
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New Users

Step 7 – Fill out the 

“Organization Address” tab

• If you do not have a website, 

leave this field blank (do not 

type in “none” or “N/A”)

• The last question about being 

a “certified accreditor” does 

not apply to fellowships, so 

click the “no” radio button

• Then click “Proceed”



Classification: Public

14 EMD SeronoPUBLIC DOCUMENT: How to Use EMD Serono’s Request Management System | December 2022

New Users

Step 8 – On the “User 

Information” tab, type 

in your email address

• Click “Check 

Availability” to 

make sure the 

email isn’t already 

registered
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New Users

Step 9 – Enter your email, a 

password, and the other information 

requested.

• For the question “If the funding request 

submitted requires a Letter of Agreement, do 

you have the legal authority to sign on behalf 

of your organization?” – If someone besides 

you is the official signer for agreements, enter 

their contact information. If your Proposal is 

accepted, our system will automatically 

forward a Fellowship Agreement to this person 

to sign. Otherwise, the Fellowship Agreement 

will be sent to you to sign.

If a second person 
needs to sign 
agreements at your 
organization, click this 
button and add their 
contact information 
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New Users

Step 10 – Read our 

Compliance 

Commitment

• Click the “I Agree” 

button and then 

click the “Complete 

Registration” button
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New Users

You are now registered. You will 

receive an email confirming 

your registration. 

• To submit your Fellowship 

Proposal, click “To Inbox”

• On the next screen which

appears, click “Submit New 

Request”
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Submitting your 
Fellowship proposal
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Fellowships

How to Submit a Proposal 
(called a “Request” in the system)

• Newly registered users will be 
automatically taken to a screen 
where they can submit a new 
request. No need to “re-sign in”.

• All other users should go to 
www.grants.emdserono.com and 
sign in. 

• Click on “Submit New Request”

http://www.grants.emdserono.com/
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Fellowships

• Click on “Fellowships”
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• Read  the “Request 
Completion Instructions”

• Then click the “Proceed” 
button
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Fellowships
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• Complete the “General Information” tab. 
Fill out fields as indicated below: 

• Activity Sub-Type: Fellowships

• Therapeutic Area: Neurology

• Disease State: MS

• IMPORTANT:  Program Title: You must type in 
“RFP: 2023 I’M IN EMD Serono Neurodisparity 
Fellowship”

• Program/Activity Description: You may type in a 
short description or simply put “Neurodisparity 
Fellowship – see attached description”

• Fill in the rest of fields as they apply to your
organization and fellowship request

• Click “Save and Proceed to Next Step”
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• Complete the “Request Information” tab.  
Fill out fields as indicated below: 

• Needs Assessment Summary: Tell us about the “need” 
your fellowship will address. You can also refer to an 
uploaded document (uploaded later on).

• Criteria for selecting a participant: For compliance 
reasons, simply type “Competitive Process” and 
provide no further information

• Learning Objectives:  The system requires you to enter 
at least one Learning Objective.

• IMPORTANT: You must type in an objective and then 
click the checkmark under the “Action” column on the 
far right. Once you do, a pencil icon will appear in the 
“Edit” column. If you wish, you may type in a second 
objective and then click the checkmark next to it.

• When done, click “Save and Proceed to Next 
Step”
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Fellowships
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• Complete the “Budget” tab

• Tips: 

• The amount of the “Estimated Program Budget” and 
“Request Amount” will be pre-populated from the 
“Request Information” tab. The “Detailed Budget” 
column will show zeros and the “Difference” column will 
appear in red until you add your Budget Items.

• Select “salary” from the “Budget Item” drop-down 
menu, enter the amount, # of people and requested 
amount (e.g., $110,000)

• To add your second budget item, click “Add Row”. Add 
as many rows as you need to account for your full 
budget. 

• When done, the “Detailed Budget” column will be filled 
out and the “Difference” column will show zeros. 

• Click “Save and Proceed to Next Step”
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Fellowships

The “Difference” column will appear in red 
until you add your Budget Items.
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• Complete the “Document Uploads” 
tab 

• Agenda: Upload a document which 
describes the fellow’s activity during 
the fellowship.  

• If the agenda is covered in the document 
uploaded under “Proposal”, simply upload 
the same document for both fields. 

• Formal Letter of Request

• Proposal: Often a “needs assessment” 
is included in the proposal. 

• Additional documents can be uploaded
by clicking the “Add Document” box.
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Fellowships
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• Complete the “Authorized 
Signer/Payee” tab

• Note: All payments are made 
by ACH transfers. If your 
request is approved, we will 
contact you for your bank 
information.
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Fellowships
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• On the “Review Request” 
page, review all the 
information to make sure it is
correct.

• If you need to revise any 
information, click on the 
“pencil” icon in the blue bar 
on the far right-hand side

• At the bottom of the page, 
you must read and agree to 
our Compliance Commitment 
by ticking the box and then 
click “Proceed”.

• This submits your Proposal.
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• After submitting your 
Request, you will see a 
“Thank You” screen which 
acknowledges your 
submission

• If you want to go to your 
inbox, click the “Proceed” 
button
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If you have any questions about this Request for Proposals, please 

contact Leigh-Ann Durant, Head of North America Medical Governance, 

at leigh-ann.durant@emdserono.com or (781) 492-7398.

If you have any questions about the EMD Serono Request 

Management System, please contact Claudia White, our Request 

Coordinator, at fundingrequests@emdserono.com or (212) 589-3507.

mailto:leigh-ann.durant@emdserono.com
mailto:fundingrequests@emdserono.com
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