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Grant Request Submission Instructions 

To submit an application for a grant request, access the Request Management System at the following:  

https://webportalapp.com/sp/teva-grantrequest  

At the next screen, on the right-hand side of the screen, you may sign in with your user id (the email 

address you provided upon registering) and the password you selected (also selected during 

registration). 

 

https://webportalapp.com/sp/teva-grantrequest
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If you have not yet registered in our system, you will need to select “Sign Up” for an account.  Please see 

the Registration Instructions at:  www.TevaRequests.com.  Once your registration has been reviewed 

and approved, you will receive notification that you are now able to submit requests. 

Once you have signed into the Request Management System, you will see your Home Page. 

To begin an application, click “+Add Another”.  You may submit multiple requests by clicking 

“+Add Another” each time you want to submit an application.  When you return to this page, you will 

see more than one Submission Card. 

 

The following sections must be completed as part of an application process.  Please carefully review the 

instructions within each section to ensure the application is completed appropriately. 

1. Request Type/General 
2. Delivery Formats 
3. Accreditation Details 
4. Honoraria 
5. Budget Form 1 
6. Budget Form 2  
7. Planned Outcomes & Document Upload (+ Authorized Signer and Payee Info) 

http://www.tevarequests.com/
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8. Grant Request Submission  
When you have completed every section, the "Submit" button to the right will become green 
and clickable. Your application is not fully submitted until you click the green "Submit" button. 

 

Complete each section and all required fields within them.  You can save as draft and return to finish 

later - be sure to hit the blue save button when you finish each section.  The system will show the status 

of each section – complete, not started, in progress.  You can return to each section and view (use the 

eye icon) or edit (use the paper & pen icon). 

You will not be able to submit the request (the submit button at the end will not turn green) until the 

request is completed.  If a required field is not applicable, type in N/A. 
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1.  Request Type/General  

 

Following are the areas that need to be completed under the Request Type/General section: 
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2. Delivery Formats 

Click on “Start Now>” to begin the Delivery Formats section: 

 

Click on “+Add New Item” to access the Delivery Format section. 
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For the Delivery Format first choose the format type from the dropdown (journal, monograph, 

symposium, etc.), then choose the activity type from the drop down (live, web, or print). You can 

select one activity type per Delivery Format entered. There is no limit for how many activities 

(delivery formats) you can submit per request.  Here are all the combinations of delivery format and 

activity types available in the drop downs.  

• Delivery Format: Monograph - Activity Type: Print, Web 

• Delivery Format: Journal Supplement - Activity Type: Print, Web  

• Delivery Format: Newsletters - Activity Type: Print, Web 

• Delivery Format: Print - Activity Type: Print 

• Delivery Format: Gen Support Congresses/Conferences/Meetings - Activity Type: Live, web  

• Delivery Format: Symposium - Activity Type: Live 

• Delivery Format: Continuing Professional Development - Activity Type: Live, Print, Web 

• Delivery Format: Grand Rounds - Activity Type: Live 

• Delivery Format: Meeting Series – Activity Type: Live, Web 

• Delivery Format: Web Simulcast - Activity Type: Live 



Updated 11/25/24 
Created 2/1/18 
 

• Delivery Format: Webinar - Activity Type: Live 

• Delivery Format: Audio Program - Activity Type: Live, Web 

• Delivery Format: Patient Simulation/Virtual Reality - Activity Type: Web, Live 

• Delivery Format: Mobile Application Development - Activity Type: Web 

• Delivery Format: Web Activity (Stand-alone web activity/developed for web) - Activity Type: 
Web 

• Delivery Format: Web Posting/Archive (Previously recorded activity/e.g. Video Archive) - Activity 
Type: Web 

• Delivery Format: Patient Education Program – Activity Type: Live, Web, Print 

• Delivery Format: Fellowship – Activity Type: Live 

• Delivery Format: Other – Activity Type: Live, Web, Print 
 
 

 

 

Once the Delivery Format/Audience section is complete, click on the blue Save button and you will be 

taken back to the page where you may “+Add New Item” to add additional Delivery Formats as needed. 
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3. Accreditation Details 

 

 

 

Once the Accreditation Details section has been completed click the blue Save button and you will be 

returned to the Home Page. 
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4.  Honoraria 

 

Click on “+Add New Item” to access the Honoraria section. 
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Once the Honoraria section is complete, click on the blue Save button and you will be taken back to the 

page where you may “+Add New Item” to add additional Honoraria as needed. 

5. Budget Form 1 
Please read all instructions carefully in order to fully complete the Budget Form sections. 
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If this is a fellowship, answer” yes” to “Are you applying for a Fellowship” and fill out the Fellowship 

request form.  
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6.  Budget Form 2 
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Check yes for each activity type you entered -web, print, live.  Then enter budget details on the delivery 

formats for your activities.  
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For example, checking ‘Yes’ to web activities opens all the delivery format options for web activities so 

you can fill in the appropriate ones.  See example below: 
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7.  Outcomes and Document Upload 

OUTCOMES OVERVIEW:   

Please ensure you are prepared to provide the information requested at reconciliation before entering 

your request.  Please refer to the Budget and Outcomes Reconciliation instructions found on the 

resource portal at:  www.TevaRequests.com. 

Budget and final outcomes reconciliation will be required 60 days after the last activity ends. 

 

INTERIM OUTCOMES: 

We do ask for interim outcomes on actual number of participants to be entered into the RMS as follows: 

• For live programs – actual number of participants must be reported 30 days post launch for each live 

activity; final outcomes are due 60 days post initiative expiration (Participation data for a single live 

activity may be reported up to 60 days post activity). 

• For web programs – actual number of participants must be reported at 30 days post launch and at 60 

days post launch; final outcomes are due 60 days post initiative expiration 

For all initiatives, final outcomes are due 60 days after the last activity ends.  The RMS will send email 

reminder requests for interim and final outcomes. 

 

OUTCOMES INFORMATION NEEDED AT GRANT SUBMISSION:  

1) First choose the highest outcomes level the program will achieve from the drop down.  You will be 

required to complete information for each level below the highest outcomes chosen. 

2) For each level of outcomes, select the methodology you will be using to assess your outcomes: 

quantitative, qualitative, or mixed.  For Level 1 the system default is quantitative and is not editable.  

3) For each level of outcomes, provide a brief description or example of your data source.  Examples are 

provided for each outcome level in the RMS.  See screen shot below. 
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DOCUMENT UPLOAD:   

Documents of the following type may be uploaded: .doc, .docx, .pdf, .pptx, .rft, .txt, .xls, .xlsx 

For a complete list of document descriptions please visit www.tevarequests.com. 
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AUTHORIZED SIGNER AND PAYEE INFORMATION: 

Please ensure the authorized signer information and email is correct, this is where the system will send 

the LOI/LOA for signature.   

Please ensure the payee information is correct, this is to whom and where the grant funds payment will 

be sent. 
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8.   Grant Request Submission 

Once all sections are completed, the “Submit” button will turn green and you will be able to fully submit 

your application.   

Please Note:  Your application will not be fully submitted until the green “Submit” button is selected; 

your application will stay “In Progress” until the green “Submit” button is clicked. 

 

 

 


