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Step 1: Navigate to the MSD Safety Reporting Portal (Landing Page | Safety Reporting) 

Select “Submit Report” option under Headquarters (highlighted below) 

 

Step 2: Report Adverse Events Screen – Complete Entry of Required Fields 

 (Refer to image below) 

a) Business Partner/Vendor/Investigator/Other’s Name – Enter the name of your company 

and/or your name 

b) Business Partner/Vendor/Investigator/Other’s Email Address – Enter your email address, 

multiple emails can be provided by adding a comma between each address 

c) Description about the Adverse Event and associated Product Quality Complaint – This field is 

not required if uploading an AE/PQC form 

d) Business Partner/Vendor/Investigator/Other’s Case ID# – Optional field to enter any case 

reference ID if available 

e) Attachment(s) – Upload Attachment; Various formats accepted  

f) What code is in the image? – Enter Captcha Code 

g) Select Submit Report 
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Step 3: Transmit Report 

✓ Report will transmit to the appropriate mailbox 

 

Step 4: Receive email acknowledging the case report was successfully transmitted 

  

 

Step 5: Receive email acknowledging the case report was successfully processed 

 (this email will be sent when case has been accepted) 

  

 

Step 6: If additional information is needed, an email is sent to the reporter 

 (refer to image below) 

✓ Send additional information through the portal (see screenshot below) 

✓ Once the follow-up information has been received and the case accepted, confirmation emails 

will be sent (same as step 5 above) 
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Step 7: Reminders for additional information will be sent 

✓ Reminders to send additional information to complete the case will be sent every 24 hours for 3 

business days (3) 

 

✓ If no action is taken by the reporter after 3 business days, the case will be cancelled 

NOTE: Reporter must resubmit case if cancelled 
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Reporting an issue: 

Step 1: Select “Report an Issue” in the top right hand corner or in the footer of the landing page 

(highlighted below) 

 
OR 

 

 

Step 2: Complete Entry of Required Fields  

 

 

Step 3: Receive confirmation message 

 

 

 


