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Welcome to the Olympus Grants Request Management System

• The Olympus Grants Request Management System accepts grant applications for eligible healthcare 
and microscopy events taking place in the Americas and/or events coordinated by organizations 
based in the Americas.

• In order to access our system, you must create a user account. Only registered users can submit 
grant requests. Download the Olympus Grants Registration Guide for instructions.

• In January 2018, the Olympus Grants Request Management System was upgraded to accept grant 
applications from Latin America. In order to submit requests, users of our previous Latin American 
grants portal must create a new user account in our upgraded system. (We were unable to transfer 
data from our previous portal.) Please refer to the Olympus Grants Registration Guide for details. 

• Before submitting a request, review our program website for detailed information about the types of 
support we offer, additional eligibility requirements and an overview of the application process. 

• Applications must be submitted at least 60 calendar days before your event start date.

• Olympus sales and marketing personnel are not permitted to participate in the grants process 
and will not have any information regarding the status of your request. Please direct all grant 
inquiries to the Olympus Grants Team- Americas. Thank you.

Olympus Grants Team- Americas

484-896-3939 | grants-americas@olympus.com

System Functionality Notes

− Use Internet Explorer or Google Chrome to access our site

− In order to view important on-screen messages, pop-up windows must be enabled. To learn how to turn off 
your pop-up blocker, click your browser’s name: Internet Explorer 11 | Google Chrome | Safari (iOS)

− To avoid losing your work, do not use your browser’s “Back” button. Use the Back and Proceed arrow 
buttons at the bottom of each page to move within the application.

https://grants.olympusamerica.com/
https://www.olympusamerica.com/independent-medical-microscopy-education-latin-america#anchor-link-content-2986
https://www.olympusamerica.com/independent-medical-microscopy-education-latin-america#anchor-link-content-2986
http://www.olympusamerica.com/grants
https://support.microsoft.com/en-us/help/17479/windows-internet-explorer-11-change-security-privacy-settings
https://support.google.com/chrome/answer/95472
https://discussions.apple.com/thread/4271925?start=0&tstart=0
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TIP - Scroll down 

for Contact Us 

and Terms of 

Use links

Enter your Email Address and Password here. Press 

Enter on your keyboard or click the double arrow to log in.

TIP - Click here to request a  password-reset email. If you don’t receive the email 

within 15 minutes, call Olympus Grants Team- Americas at 484-896-3939.

Select your Preferred Language as follows:

• U.S./Canadian Requestors: You must select 

English. Requests submitted in other languages 

will not be accepted.

• Latin American Requestors: You may select 

English, Spanish or Portuguese.

Step 1: Select your Preferred Language and log in with your Email address and Password.

Olympus Grants Request Management System  >  Home Page

Getting Started
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START HERE – Each time you begin a new 

grant request, click on My Account to review 

and update (if needed) the information you 

provided during Registration. Typos and errors 

must be corrected and organization updates 

made via My Account prior to starting a new 

application. 

TIP – To update your password, click Change 

Password. Passwords must be between 8 and 12 

characters long. Do not exceed 12 characters.

CAUTION: If you are a user with multiple accounts, make sure you are logged in and applying on 

behalf of the correct organization. Applications cannot be transferred among organizations

Step 2: Click My Account to review and update (if needed) your Registration information. If you are a user who 

applies on behalf of different organizations, make sure you are logged in with the correct affiliation.

Olympus Grants Request Management System  >  Requestor Welcome Page

Screen shot continued on next page…
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TIP – If this is your first time creating a grant request, 

the area below the Submit New Request button will 

be blank. Only those users who have drafted and/or 

submitted requests previously will see their 

applications listed below. 

Click Submit New Request 

to begin an application 

Step 3: Click “Submit New Request” to begin a new grant application.

Olympus Grants Request Management System  >  Requestor Welcome Page (cont.)

Screen shot continued from previous page…

TIPS FOR RETURNING USERS – Grant requests that require action by you will be marked with a blue Action Required link 

indicating the next step. (For example, a partially completed—but not yet submitted—request will have the link Please 

Complete Request.) Click on the link to complete the required task.

TIP – You may return to this Welcome page at any time by 

clicking on the My Actions link, found at the top of every page.
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TIP - Before you 

click the Donations

button, review the 

restrictions to 

ensure that you are 

eligible to apply.

Step 4: Select the type of program or event for which you are seeking grant support and click the appropriate button.

TIP – Sponsorship Requests are not accepted 

through this system. Please email all requests to 

exhibitopportunities@olympus.com.  

Button disabled. Requests for sponsorships are considered separately 

from grants. Please forward all information about exhibits, booths and 

other promotional opportunities to exhibitopportunities@olympus.com.

Requests for sponsorships and grants may be pursued at the same time. 

Please do not include any information about promotional opportunities in 

your grant application. 

Review the Overview -

Eligibility Requirements 

as well as the support 

type descriptions to 

determine which request 

type is right for you.

Olympus Grants Request Management System  >  Request Selection Page

TIP – If you are 

seeking support for 

a Microscopy

education event, 

please select 

Medical Education.

mailto:exhibitopportunities@Olympus.com
mailto:%20exhibitopportunities@olympus.com
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Olympus Grants Request Management System  >  Request Selection Page

IMPORTANT - Grant 

applications must be 

submitted at least 

60 calendar days

before the event 

start date.

TIP – Before you begin 

your application, confirm 

that your event is eligible

for Olympus support. 

Review eligibility 

guidelines here and on 

the Olympus Grants 

Program Website.

Step 1: To create a Medical or Microscopy Education request, click the Medical Education button.

Creating a Medical Education or Microscopy Request

http://www.olympusamerica.com/grants
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Olympus Grants Request Management System  >  Medical Education Request > Instructions

Step 2: Review the on-screen “Medical or Microscopy Education Request” instructions. When finished, click Proceed.

TIP – You can return to the “welcome” page that has the Submit New Request 

button and your list of requests at any time by clicking on My Actions.

Screen shot continued on next page…
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After you have reviewed the “Medical or 

Microscopy Education Request” 

instructions, click Proceed to continue.

TIP - To move between pages of your application, click on the Back and Proceed arrows. 

DO NOT USE THE “BACK” BUTTON ON YOUR BROWSER.

Screen shot continued from previous page

Olympus Grants Request Management System  >  Medical Education Request > Instructions (cont.)

grants-americas@olympus.com

Olympus Grants Team- Americas 

Olympus Grants Team- Americas 

Olympus Grants Team- Americas 



Page 10

Other is the only Disease State/Treatment available. Please select it.

Your Program/Activity Description should be a freestanding, 

high-level executive summary that concisely explains the general 

nature of the program. “See Attached” is not acceptable. 

TIP - In your Program/Activity Description, do NOT include any 

incidental sponsorship benefits (e.g., $5K grants are recognized at 

the silver level and receive a free table display); such benefits are 

not a factor in Grants Committee decision-making.

Olympus Grants Request Management System  >  Medical Education Request > General Information

Step 3: Complete the General Information tab. Refer to the on-screen tips, as well as those below, to ensure you are 

completing this section correctly.  When finished, click Save and Proceed to Next Step.

Select the Country in which your event is being held.  The country selected will 

determine the types of Olympus support for which you are eligible. 

Screen shot continued on next page…
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Financial and product support (where available) should be sought in a single request. To select all Olympus grant support 

requested for your program, hold Ctrl or Command on your keyboard while clicking the desired options. Note that product/equipment 

support is currently available for events held in the United States, Puerto Rico, Canada, Mexico, Brazil

Olympus Grants Request Management System  >  Medical Education Request > General Information (cont.)

IMPORTANT – You must submit your grant application at least 

60 calendar days before your “Grant Decision Needed by Date” 

or your Event Start Date, whichever date is earlier. 

Enter the amount of financial support you are seeking from 

Olympus. This field will be carried over to the Budget tab where 

you will show the line-item allocation of Olympus’ grant funds. 

If you aren’t seeking financial support, enter $0.00. 

If financial and/or product support has been secured (or will 

be sought) from other sources, please indicate other 

potential supporters in the fields provided. NOTE - Olympus 

cannot be your sole source of financial support; you must 

seek financial support from other industry partners.

IMPORTANT – The default currency is U.S. Dollars (USD) Every 

monetary value entered in your grant request must be in USD.

Provide a working estimate of the program’s overall 

expenses. This field will be carried over to the Budget tab where 

you will show line-item detail of the program’s overall expenses

Screen shot continued on next page…

Screen shot continued from previous page
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TIP - Total Anticipated Revenue will auto-calculate. 

This total should represent all anticipated income 

associated with the program

Screen shot continued from previous page

Screen shot continued on next page…

The Anticipated Revenue from Grant Support 

should be the total amount of grant support you are 

seeking from all sources, not just Olympus.

REMINDER – Sponsorship Requests are considered separately from 

grants and are not accepted through this system. Please email all such 

requests directly to exhibitopportunities@olympus.com.  

The Anticipated Revenue from Sponsorship/Exhibit 

Support should be the total amount of sponsorship support 

you are seeking from all sources.

Olympus Grants Request Management System  >  Medical Education Request > General Information (cont.)

Latin American Organizations: If you select Financial

support, you will be prompted to provide the name of your 

Organization’s financial institution and a description of 

the account into which Olympus funds would be deposited if 

your request is approved. Approved grant funds (in USD) 

would be sent to your financial institution via wire transfer.

mailto:exhibitopportunities@Olympus.com
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IMPORTANT - Some organizations have multiple 

entries. Please verify that the Tax ID # matches 

that of your organization.

IMPORTANT- Users must agree to comply with Olympus’ 

post-program reconciliation requirements, including timely 

reporting on actual program attendance, budget, and any 

indirect benefits provided to health care professionals

After you’ve completed the 

General Information tab, 

click here to proceed.

TIP – Need to pause and continue at a later time? 

Click “Save and Continue Later.”

Olympus Grants Request Management System  >  Medical Education Request > General Information (cont.)

Screen shot continued from previous page

U.S. Organizations (including Puerto Rico): If your 

organization appears on the current CMS Teaching Hospital List 

(https://www.cms.gov/OpenPayments/), respond Yes and select 

your organization from the drop-down list. 

Non-U.S. Organizations: Please select No.

https://www.cms.gov/OpenPayments/
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Describe the knowledge and/or practice 

gaps to be addressed by the program

Response should answer the question, 

“Why is this program needed?”

Save an entry (click on blue disk) for 

each educational objective of the 

program. To edit an entry, click the pencil 

icon; to delete an entry, click the red X

TIP - Descriptions of the ACGME competencies are at 

http://www.ecfmg.org/echo/acgme-core-competencies.html

Olympus Grants Request Management System  >  Medical Education Request > Request Information

Step 4: Complete the Request Information tab. Refer to the on-screen tips, as well as those below, to ensure you are 

completing this section correctly.  When finished, click Save and Proceed to Next Step at the bottom of the web page.

After you’ve completed the 

Request Information tab, 

click here to proceed.

http://www.ecfmg.org/echo/acgme-core-competencies.html
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Olympus Grants Request Management System  >  Medical Education Request > Delivery Format

Step 5: Complete the Delivery Format tab. Please review the on-screen tips carefully to ensure to enter your event 

information correctly. After you’ve entered all of your activities, click Save and Proceed to Next Step.

TIP – The on-screen instructions are included here for 

your reference. If you have any questions, please 

contact Olympus Grants Team- Americas at 

484-896-3939 or grants-americas@olympus.com. 

Screen shot continued on next page…

grants-americas@olympus.com 

Olympus

Grants Team- Americas 
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START HERE  

Add the first 

Activity of your

program or event

TIP - Totals in this 

summary box will update 

as new activities are saved

Screen shot continued on next page…

Screen shot continued from previous page

Olympus Grants Request Management System  >  Medical Education Request > Delivery Format (cont.)
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If you are seeking Olympus 

product support for this 

specific activity, select Yes. 

NOTE: This question will 

not appear if you are not 

eligible for product support.

When you respond “Yes, you are seeking product 

support,” a link and document upload field will appear. 

Click the link (opens in a new window) to select and 

download the correct form and save it to your computer. 

Complete all required fields in the form—don’t forget to save 

again. Then click Browse to upload the document. 

TIP – A successfully uploaded 

Product Support Form will 

appear here

For each activity, enter at least 

one Audience Group, 

Specialty, Credit Hours, 

Invitation and Expected 

Attendance into the table. 

Screen shot continued from previous page

TIP – To view all available 

Product Support Forms, go to 

https://www.olympusconnect.com/

ProductSupportForms.asp

TIP - To add an additional 

Audience Group, click the green 

plus sign next to “Click here to 

add another audience.”

After all activity, product, audience and credit details 

are entered, click the disk icon to save the Activity. 

Olympus Grants Request Management System  >  Medical Education Request > Delivery Format (cont.)

Screen shot continued on next page…

https://www.olympusconnect.com/ProductSupportForms.asp
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To enter details for another Activity, begin 

with Delivery Format Type here and repeat 

the process outlined on pages 16-18

Review your saved activity summary for accuracy. If changes are required, click the 

pencil icon to open the entry for editing. To delete the entire activity, click the red X icon

TIP - Disregard “Total # of Learners.” 

We realize that some learners will be 

attending more than one activity.

IMPORTANT - You must enter 

ALL activities on your agenda, 

even those for which you are not 

seeking Olympus support.

After you “Click here to save Activity,” your screen will look like this:

TIP - Totals in this 

box now reflect the 

activity entered

After you’ve entered 

all of your activities 

and completed the 

Delivery Format tab, 

click here to proceed.

Olympus Grants Request Management System  >  Medical Education Request > Delivery Format (cont.)
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TIP - Review the on-screen Budget instructions. 

Additional details are provided on the following pages.

Olympus Grants Request Management System  >  Medical Education Request > Budget

Step 6: Complete the Budget tab. Refer to the on-screen tips, as well as the instructions on the following pages, to 

ensure you are completing this section correctly.  When finished, click Save and Proceed to Next Step.

Screen shot continued on next page…
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b) Next, proceed through each Budget category tab and enter your 

Proposed Program Costs and Requested Amounts from 

Olympus. You must enter ALL program costs, even those for which 

you are not specifically seeking Olympus support OR those not 

eligible for support (for example, faculty travel, meals, honoraria, etc.).

a) Review the Total Program Costs (from previous page) and Requested Amount from Olympus (from previous page) 

to make sure these values are accurate. (These are the values that you entered earlier on the General Information tab.) If 

one or both values are incorrect, click Save and Back until you reach the General Information tab, update the values as 

needed, then click Save and Proceed to return to this page.

Screen shot continued from previous page

Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)

See Budget TIPS on the following pages…
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TIP - Comments are strongly encouraged for all fields but 

are required whenever Other is used. You must provide 

descriptions of any expenses categorized as Other. 

Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)

TIP – If our Budget categories don’t correspond with those of 

your prepared budget, enter your expenses and allocations 

as best you can, using the Comments field to indicate what 

was entered where, if necessary., 

Budget 

Categories
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TIP - The Budget categories “Faculty and Staff Travel,” “Honoraria” and 

“Meals” require costs per item instead of lump-sum costs. For example, in the 

Meals budget category shown below, you must enter the Cost Per Item (in this 

case, cost per meal per person), Items Per Person (number of times each person 

will have the meal) and Number of People (number of individuals who will have 

the meal over the course of the event). 

Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)

TIP - If a Cost Per Item varies 

(for example, lunch on day one 

is more expensive than lunch on 

day two), provide the average

Cost Per Item so that the 

Proposed Program Cost 

reflects the accurate overall cost 

for the line item.

EXAMPLE: For breakfast, the cost per meal is $12.95 (Cost Per Item). The event 

is scheduled to last two days, so breakfast will be served 2 times (Items Per 

Person = 2). There are 115 people (attendees, faculty, staff) scheduled to 

participate in the event (Number of People). The system automatically calculates 

the total Proposed Program Cost ($2,978.50).
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Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)

TIP – Throughout the Budget categories, look for red text to remind you which 

expenses are not eligible for monetary support from Olympus; the Requested Amount 

from Olympus for these categories should be left blank. Requests with non-allowable 

costs allocated to Olympus will not be reviewed by the Grants Committee.
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TIP - Costs for cadavers or models should be entered 

under Meeting Logistics – Other. Comments are required

Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)

TIP - As you enter costs and 

allocate Olympus grant funds 

in the Budget category tabs, 

the system will keep a 

running tally of the amounts 

you enter. Use this calculator 

to ensure that your entries are 

“adding up” to match those you 

entered on the “previous page” 

(General Information tab). 

Amounts entered on General Information tab
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…and these 2 values must be equal

TIP - In order to move off the Budget tab, these 2 values must be equal…

Once the Budget section is complete – all Program Costs have been entered and the full 

Requested Amount from Olympus has been allocated – click Save and Proceed to Next Step.

Olympus Grants Request Management System  >  Medical Education Request > Budget (cont.)
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U.S. Organizations – Click the links to review your uploaded W-9 Form and IRS 

Letter of Determination. If your W-9 has not been signed and dated within the past 

two years, select “No” and upload a more current copy when prompted.

Non-U.S. Organizations – For these two questions, please select N/A – Non US

TIP - If your organization’s W-9 is out of date, contact your 

grants or development office for an updated copy, or 

download a blank form at https://www.irs.gov/pub/irs-

pdf/fw9.pdf and ask the appropriate party to complete and 

sign. Upload the document on this page and your 

organization’s Registration will be updated so the new 

document is available for all future applications

If applicable, click on the links to review your 

Accreditation Certificate(s). If any have expired, 

select “No” and upload an up-to-date certificate in the 

field provided. 

Olympus Grants Request Management System  >  Medical Education Request > Document Uploads

Step 7: Complete the Document Uploads tab. Refer to the on-screen tips, as well as those below, to ensure you are 

completing this section correctly.  When finished, click Save and Proceed to Next Step.

Screen shot continued on next page…

Organizations based outside of North 

America, please take note:

https://www.irs.gov/pub/irs-pdf/fw9.pdf
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Screen shot continued from previous page
Click Browse to locate the appropriate files on your 

computer and upload them to the required fields

A Product and Logistics Details document is 

encouraged if you are seeking product/equipment 

support and have additional information to share about 

your product needs, delivery, and/or set-up that was not 

captured in the required Product Support Form (the 

Excel file you uploaded on the Delivery Format tab).

TIP - If you attach a file in error, click on “X Remove” 

to delete the file and restore the Browse button. 

Then upload the correct file.

Olympus Grants Request Management System  >  Medical Education Request > Document Uploads (cont.)

TIP – Address your Letter of Request to the “OCA Grants 

Committee” and tell them why they should consider 

supporting your event. DO NOT include any incidental 

sponsorship benefits (for example, $5K grants are 

recognized at the silver level and receive a free table 

display); such benefits are not a factor in the Grants 

Committee’s decision-making.

After you’ve completed the Document 

Uploads tab, click here to proceed.

TIP – You are strongly encouraged (but not required) to 

attach additional documents (such as a Needs 

Assessment, Detailed Budget, etc.) that may assist the 

Grants Committee in reviewing your request. Use the 

existing fields where applicable. If you need to add another 

upload field, click on Add Row.

Required 

uploads if 

you are 

based 

outside of 

North 

America
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If your organization is the Accreditor, select 

Yes. You’ll then be prompted to enter the 

Accrediting Body (or Bodies) and upload the 

corresponding Accreditation Certificate(s).

If your program has an educational partner 

(other than the Accreditor) select Yes. 

A field will appear for the partner’s name.

Olympus Grants Request Management System  >  Medical Education Request > Accreditation Details

Step 8: Complete the Accreditation Details tab. Refer to the on-screen tips, as well as those below, to ensure you are 

completing this section correctly.  When finished, click Save and Proceed to Next Step.

Is another organization the Accreditor? See next page.
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If your organization is NOT the Accreditor, 

select No. You’ll then be prompted to enter the 

Name, Accrediting Body (or Bodies), 

corresponding Accreditation Certificate(s) 

and Accreditor Contact Person details.

If your program has an educational partner 

(other than the Accreditor) select Yes. 

A field will appear for the partner’s name.

Olympus Grants Request Management System  >  Medical Education Request > Accreditation Details (cont.)

After you’ve completed the Accreditation Details tab, click here to proceed.

IMPORTANT- Please make sure the contact information you provide for 

the outside Accreditor is accurate. If your grant request is approved, 

Olympus will email the Accreditor and ask him or her to sign your Letter 

of Agreement. Failure to obtain the Accreditor’s signature could 

jeopardize the delivery of your award. Please inform the Accreditor 

that he or she will be contacted if your request is approved.

Is your organization the Accreditor? See previous page.
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If the Authorized Signer listed has the legal authority to sign 

Olympus’ Letter of Agreement and the email address is 

correct, select Yes. Otherwise, select No and enter the correct 

information when prompted.

IMPORTANT- Olympus will contact the Authorized Signer via email, and action 

will be required by the Authorized Signer should an award be made. Please 

inform the Authorized Signer that he/she will be contacted.

Olympus Grants Request Management System  >  Medical Education Request > Authorized Signer and Payee

Step 9: Complete the Authorized Signer and Payee tab. Refer to the on-screen tips, as well as those below, to 

ensure you are completing this section correctly.  When finished, click Save and Proceed to Next Step.

Screen shot continued on next page…

grants-americas@olympus.com 



Page 31

When you have completed the 

Authorized Signer and Payee 

tab, click here to Proceed. 

U.S. and Canadian Organizations: If the address shown is the correct mailing 

address to be used for delivery of a paper check, select Yes. If the address is not 

correct, select No and enter the correct information when prompted.

Other Organizations: Monetary awards are usually made via wire transfer. No 

delivery address is required. Please select N/A.

TIP – U.S. and Canadian Organizations: For the Payee Address, 

P.O. Boxes are not accepted. Olympus delivers checks to U.S. 

organizations via FedEx and Canadian organizations via Purolator 

Olympus Grants Request Management System  >  Medical Education Request > Authorized Signer and Payee (cont.)

Screen shot continued from previous page

IMPORTANT – Olympus will only make payment 

to the Requesting Organization indicated here, 

which has been taken from your Registration. 

This information cannot be changed.
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TIP - To make changes, click the pencil icon next to the 

section you need to edit in order to return to that tab of the 

original application. Make your changes, then click Save 

and Proceed to Next Step. You will automatically be 

brought back to this summary page.

Screen shot continued on next page…

Olympus Grants Request Management System  >  Medical Education Request > Request Summary

Step 10: Please review this on-screen summary to ensure your application is accurate and complete prior to 

submission. Then, scroll down, review the Agreement paragraph and click Proceed in order to submit your request 

to Olympus. Your application has not been submitted until you see the “Thank You” screen. 
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Screen shot (abridged) continued from previous page

At the bottom of the page, carefully review the 

Agreement statement. If desired, click the bold 

Compliance Commitment text to review that 

document in a new window. (The Compliance 

Commitment was displayed during Registration and 

includes an additional link to a sample Letter of 

Agreement that you may wish to circulate for your 

organization’s review)

Check the box to show your agreement with 

Olympus’ terms and conditions.

TIP - If desired, click Print to 

print or save a copy of the full 

application for your records 

IMPORTANT – You must click Proceed in order 

to SUBMIT YOUR REQUEST TO OLYMPUS

Olympus Grants Request Management System  >  Medical Education Request > Request Summary (cont.)

grants-americas@olympus.com 
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Click Proceed to return to your My Actions (welcome) screen.

TIP - Note your Request ID and use the number in all 

correspondence with Olympus Grants Team-

Americas

Olympus Grants Request Management System  >  Medical Education Request > “Thank You” Screen

Step 11: Review the “Thank You” screen and check your inbox for a confirmation email from Olympus.

IMPORTANT – Please read.

TIP – The email address that you have 

in our system will appear here.

grants-americas@olympus.com 

grants-americas@olympus.com 

Olympus Grants Team- Americas, 

Olympus Grants Team- Americas 

Olympus Grants Team- Americas grants-americas@olympus.com




