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How to Submit a Reconciliation in the Global Grants and Giving Portal 
 

Purpose 
This document illustrates the process of submitting a Reconciliation in the Global Grants and Giving Portal.  
 

 

Process Steps 
 

Process Step Screenshot 

1. Once the project or 

program is complete, 

you will receive an 

email informing you 

that you are assigned 

to complete the 

reconciliation  

 

2. Sign into the Global 

Grants and Giving 

Portal by entering your 

username and 

password and clicking 

‘Sign in’ 
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3. Navigate to the 

Reconciliation section 

of the dashboard 

Note: From here, you can see 

open and closed reconciliations 

and details of each application 

 

4. To complete the 

reconciliation report, 

select the dropdown 

button and click ‘Edit’ 

 

5. From the 

Reconciliation 

Overview tab, review 

the information that 

was pre-populated 

from the application 

and complete the blank 

questions 

 

6. Click ‘Save’ or ‘Save & 

Next’ 

 
a. ‘Save’ will save the 

reconciliation as a draft, 

allowing you to return to it later 

b. ‘Save & Next’ will save the 

reconciliation as a draft and 

advance you to the next tab 
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7. Complete the Activities 

and Attendees 

Reconciliation tab 

(required for medical 

education and patient 

education grants only) 

 
 

8. Click ‘Edit’ to complete 

each activity by 

entering all actual 

details 

 
9. When complete, click 

‘Save’ 

 

 

Note: These details pertain to 

the actual activity information 

for the project or program 

 

 

 

Budget Reconciliation Tab 

Medical Education and Patient 

Education 

10. Complete the Budget 

Reconciliation tab 

 
11. Enter the actual 

expense for each line 

item in the Actual 

Amount column by 

clicking ‘Edit’ on each 

line 

 
12. Click ‘Save’ after each 

budget entry 
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Attachments Tab 

13. Complete appropriate 

documents and upload 

to the Attachments tab 

a. For general grants, 

infrastructure grants, and 

fellowships, upload the Budget 

Reconciliation (in the same 

format that was submitted in 

the application) 

b. For medical education grants, 

upload a Final Outcomes Report 
 

Fellowships  

14. Download and 

complete appropriate 

documents from the 

Required Documents 

tab. Upload the 

completed documents 

to the Attachments 

tab. 

 

 

 

 
 

 

15. When you have 

completed the 

reconciliation report in 

its entirety, select 

‘Review/Submit’ 
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16. Click ‘Submit’ to submit 

the reconciliation 

report 

a. ‘Back to Record’ allows you to 

return the reconciliation report 

b. ‘Print’ allows you to print the 

reconciliation report 

 

17. Confirm the submission 

by clicking ‘OK’  

 

18. Once you submit your 

reconciliation, you will 

see it listed on the 

dashboard under 

Reconciliations, in a 

Submitted status  

 
Note: You will receive a 

confirmation email confirming 

the reconciliation submission 

You will be notified if additional 

information is required 

 

 

Information  
For additional support, contact Grants Management & Strategic Giving at grantsandgiving@biogen.com  
  

mailto:grantsandgiving@biogen.com

