
Sunshine Reporting
Instructions



Log in to BMS Grants System



Account Home Page 

Medical Education request Charitable request

Presenter
Presentation Notes
Go to Impact Report section to locate the Sunshine report
Depending on the type of application you submitted the location of the report will be different:
For Medical Education – you will find the report under the “IME – Impact Reports Requiring Action” section – Click on “DUE” under the Action column
For a Charitable request – go to “Applications Requiring Action” section – under “Impact Reports Due” click on “Report” to the left of the Report Name



Presenter
Presentation Notes
Click “Save and Proceed”



Sunshine Report - Helpful Links



Any POTV to Report – YES or NO

Presenter
Presentation Notes
At the bottom of this page is a question – “Do you have any POTV to report?”
If YES, the next screen will allow you to start submitting payment information
If NO, the next screen will allow you to submit the final report 



POTV to report – “NO”

Presenter
Presentation Notes
If NO was selected on the previous screen (slide #5) this screen will appear. If there will be NO POTV associated with the grant request AT ANY TIME – Click on Submit to send this report to BMS indicating that there is NO POTV for the specific grant request



Presenter
Presentation Notes
This screen will appear to confirm that you want to submit the report. Once submitted, the report CANNOT be changed. The report can be viewed back on the Account Home Page. 
If you want the report to be submitted to BMS, Click on OK



Confirmation of Sunshine 
Report Submission

Presenter
Presentation Notes
The final step for submission is this screen confirming that your report was submitted to BMS.
You can get back to the Account Home Page using the link in the 3rd sentence of the paragraph.



View Submitted Report

Presenter
Presentation Notes
On the Account Home Page – at the bottom of the screen – depending on what type of grant request this report was submitted for – you will find the submitted report. NOTE: If you do not find the report, click on the Activity Year – the report you submitted may have been related to a grant funded in another year
To see the report – Click on VIEW to the left of the report name



POTV to Report – “YES”

Presenter
Presentation Notes
If YES was selected for the question “Do you have any POTV to report?” this screen will appear. 




Create New Payment Record

Presenter
Presentation Notes
To begin entering new payments – Click on “Create New Payment”




New Payment Record Screen

Presenter
Presentation Notes
Fields with * to the left of the field name are required
There are conditional fields on this screen – depending on your answers, additional fields may appear that will require a value



Recipient Type = Organization
NPI number is required

License State – N/A

Recipient Type = Individual
NPI is the PREFERRED value for this field 

and License State = N/A

If the Individual does not have an NPI – enter in the 
License Number and License State (2 letter State code)

Presenter
Presentation Notes
For additional information about what is needed for each field - click on the link at the top of the screen under title “BMS Sunshine Act Reporting” – BMS Sunshine Report Definitions and Information  



Payment Type – the following values are not 
applicable for Recipient Type = Organization

1. Food and Beverage
2. Travel and Lodging



Recipient Type = Individual
Payment Type = Travel and Lodging

Additional fields will appear at bottom of 
screen:

City of Travel
State of Travel

Country of Travel

These fields are required and must have a 
value for the payment to be saved

Presenter
Presentation Notes
For Recipient Type = Individual and Payment Type = Travel and Lodging – additional fields will appear at the bottom of the screen – these fields are required 



Save Payment Record

Presenter
Presentation Notes
After all the fields have been completed, Click on SAVE at the bottom left
Any error messages will appear in the top, left side of the screen. The payment cannot be submitted until the errors have been corrected.
If payment is error free there will be a message at the top left side of the screen ‘”Changes Saved Successfully!”



Other Payment Options

Options:
1. If you do not have any 

additional payments to enter or 
edit – click DONE

2. If you have another payment to 
enter – click ADD NEW

3. If you want to make an exact 
copy of the payment on your 

screen – click COPY 
PAYMENT(S)

4. If you want to delete the 
payment on your screen – click 

DELETE

Presenter
Presentation Notes
After you click Save – there are options available at the bottom of the screen
Add New – click this if there is another payment to be added
Copy Payment(s) – click this to make an exact copy (some fields will not populate and will require a selection) of the payment on your screen
Delete – this will delete the payment currently on your screen
Done – if there are no additional payments to be entered at this time, click Done



Payment - Export to Excel

Presenter
Presentation Notes
There is an option to export the payment information entered into an Excel document. Click on the button “Export to Excel”



View of Payment(s) in Excel



Payment - Record Editing

Search here

Scroll Bar

Presenter
Presentation Notes
To Edit a report – Click on “EDIT” to the left side under Column “Action” on the line for the payment you wish to edit

NOTE: there is a scroll bar above the buttons to scroll to the right in order to see all the columns of information
Also, if there are numerous payments on this screen – go to the right and perform a search on the data – enter a word(s), number, etc. into the Search box



Payment Record - Deletion

Presenter
Presentation Notes
To delete a payment – click on “Delete” to the left of the payment to be deleted



Payment  Deletion

Presenter
Presentation Notes
A confirmation box will appear at the top of the screen – if you want to delete the payment selected – Click on “OK”



Submitting Payment(s)

Presenter
Presentation Notes
When you are ready to submit the payment information entered you will need to answer the question ‘ “Is this your final POTV report for this request?”
Make a selection – YES or NO – from the dropdown and click on “Save and Proceed”



Final POTV Report – “NO”

Presenter
Presentation Notes
If you selected NO for Final POTV – you will come to this screen
If there will be additional payments to be added for this grant request in the future – click on “SAVE ONLY” – this will save what has been entered into the system 
When you click on “Save Only” you will be brought back to the Account Home Page 

NOTE: If you click on “SUBMIT” the payment information entered will be submitted to BMS -  you will not be able to access the report to make any changes, edits or add any new payment(s). If you have additional payments to enter for this grant request, you will need to contact BMS to have them send you a new report for this grant. 



Final POTV – “YES”

Presenter
Presentation Notes
If YES is the answer to the question “Is this your final POTV report for this request?”
Select in the dropdown under the question and click “Save and Proceed”



Review Your Sunshine Report

Presenter
Presentation Notes
In either instance NO or YES – to “Is this your final POTV report for this request?” – you will come to this screen – “Review Your Sunshine Report”
Review the information you entered to ensure it is accurate
For NO – if you have additional payment information related to the request that will be entered into the report at a later time – click “SAVE ONLY”. This will save the payment information already entered and make it available to you the next time you log in to your Account. (see slide 24 and 25)
For YES – if the payment information you have entered is all for the request and you are ready to submit it to BMS – click “SUBMIT”

PLEASE NOTE: if you click “SUBMIT” – the report will no longer be available for you to access to add payment(s), change payments or delete payments. Once the report is submitted you will only be able to view the report on your Account Home page. Any changes needed to the report will need to be managed by the BMS Grants department. Please contact them if you require assistance in this situation.



Presenter
Presentation Notes
When you click “SUBMIT” a confirmation box will appear at the top of the screen. If you wish to continue – click on “OK” in the box.



Confirmation of Sunshine
Report Submission

Presenter
Presentation Notes
Once you click on “OK” you will see this screen which confirms your submission to BMS. At this point you can still Export the payment information to Excel by clicking on the button at the bottom of the screen. 

If you wish to return to your Account Home Page – click the link (in blue) located in the 4th sentence of the first paragraph – Click here to .. return to your applicant homepage .. when you are finished.



View Submitted Sunshine 
Report

Presenter
Presentation Notes
Back in your Account Home Page you will find the submitted Sunshine Report(s). Here is where you will also find any report(s) that you started and saved to finish later.

NOTE: If you do not see the report – check “Display activity for year” and make sure the correct year is selected. The year will reflect that in which the grant request was submitted.



Submitted Sunshine Report

Presenter
Presentation Notes
This is what you will see when you click on VIEW next to a submitted Sunshine Report.



Useful Links



NPI Provider Lookup



NPI Organization Lookup



Transparency at Bristol-Myers 
Squibb



Questions?

If you have any questions or a report was submitted in error 
you can contact BMS via:

 Email address

 Include the Request ID number and Project Title in your 
email 

 Medical education – mededadministration@bms.com

 Charitable - CorporateGivingAdministration@bms.com

 Phone 

 1-800-831-9008

 8:00 am to 4:00 pm EST

mailto:mededadministration@bms.com
mailto:CorporateGivingAdministration@bms.com
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