Community
Grants Hub

Australian Government Improving your grant experience

Grant Activity Contacts
in the Portal

Changes to the Staff Details page in the Portal when adding staff
members as contacts for Grant Activities for Organisation
Administrators.

Contacts for Grant Activities

An Organisation Administrator for the Portal, can Add and Remove a contact to a Grant Activity in
the Grant Recipient Portal, either through the Organisation Profile or through the Grant
Activities tile on the home page.

Organisation Profile

Click on the Organisation Profile and select Staff from the sub menu. A list of staff for your
organisation will be displayed. Click on the View button next to the staff member you wish to add
as a contact to an activity.

BETA  This is beta. Help us make it betrer for you - please give feedback

* .

AS Community

Grants Hub Notficztions ©  Personal Profie |  LOgOUT
Netraton Gorerammest AR

ants ~  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Support (' Acceptances

Organisation profile Staff
menu
Organisation details
Postal address
Search Staff Add staff
Staff
System access

Bie 5 Title First name Last name Status Position System access level status

’ Mr TRAINING ADMIN Active Not Specified Administrator Completed View
Acceptance administration

’ Mr ADAM B Active Manager Editor Completed

’ Mr TRAINING EDITOR Active Not Specified Editor Completed
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The screen below will appear with the staff details. Click on the Add Grant Activity button.

BETA| This s beta. Help us make it better for you - please give feedback

Community @
Grants Hub Netificarigns ©

Training and Suppor:

ons  Payment Advice Dara Excnange G Acceptances

Organisation Profile

Vouars hars: Homs | Organisation Profie

Organisation profile Staff details * raquired
menu

staff details

& Community Grants Hub needs to tak about 2 Grart Agresmart with your organisstion, they will contact staff who are sssigned to that Grant Agresment first. Tis staff mamiver his been assigned as 3 contact for the following Grant Agresments:

Add Grant Agreement

Hf e Community Grants Hub needs to T3 2501 a Grant ATV with your organisation, they will COnact staff wino are ssigred 1o Tnat Grant ACtivty first. Tis stsff membar nas been assigned as 3 contact for e following Gramt Actviies:
Add Grant Activity
5 mber s not i Activives.

A list of Grant Activities for your organisation will appear. Click on the Action button next to the
Grant Activity you wish to add the staff member as a contact and select Assign as a contact or
Assign as a Primary Contact.

rants - Milestones  Applications  PaymentAdvice  Organisation Profie  Dats Excnangs ' Training and Suppor

Community
Gi i

VRUEERETE Home / rgenisation Profii

Organisation profile Staff: Grant Activity contact
menu

Vo
L

Jour arganisason, ey Wil CONZAcE e represenTatvels)of thas Grant Activy s

Orzsnisaton cetais

Staff member

Contae1D: 4512805 Name: MrTRANING ADMIN Position: NotSpecited
=i Email: training@dss.govau Phone:
Bark accours

Assign staff member as Grant Activity contact
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When the staff member is Assigned as a contact the confirmation message below will appear on
the screen.

v Staff member successfully added %

as a contact.

If the staff member is selected as the Primary contact the confirmation screen below will appear.
Click on Continue to proceed.

Confirm change of primary contact X

Please confirm the change of prinnary contact.
Activity name: Training Groug Activity

Current primary contact: ADMIN TRAINING
MNew primary contact: TRAINING ADKIN

DIE:;JG Ll snc BT

To remove the staff member as a contact, go to Organisation profile, Staff and click on the View
button next to the staff member.

BETA| Tris is peta. Help us make i Detter for you- please give feedback

PaymentAdvice  Organisation Profils  Data Exthange [ Training and Support F  Acceptances

Veusrenere: Home / Orgenisation Prafie

Organisation profile Staff
menu

Qrganization cetals

Fiter: | 1 Acvesar v | [N

Postal address
Search Staff | Add staff
Staff
‘System access

N Title Firstname Lest name Status Pasition System sccess level seatus

» e TRAINING ADMIN Active Not Specified Administrator mpets
Accestance administration

» mr ADAM e Active Manager Editor e

» e TRAINING EDITOR Active Not Specified Editor mpiets
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The Staff detail screen will appear. In the Contact for Grant Activity section, click on the Action
button next to the Grant Activity and select Remove as contact.

Home Grams - Milestonss  Applications  PaymentAdvice  Organisation Profile  DataExcnangs (  Trainingand Support @ Acceptances

Vouarehere Home 7 Organ

Organisation profile Staff details * required
menu

Staff details

Postal address

Tidle: Last name:
st ADMIN
Bank accounts

Position Email Phone:

Asestance seministraen Not Speciied

status: Contact ID:

Active &5

System access

v %)

Contact for Grant Agreements

e Cammuniy Grants Hu needs t ik 50U & Grant AgreEmen Wit your organisation, tney wil firs. i staff member

a5 3 conacs for tne following Grant A

Add Grant Agreement

s ot inked 1 Gy Grant Agreement.

Contact for Grant Activities

I the Community Grants Hub naads to Tak 300U 3 Grant ACEGy W your arganisaion, thy wil

0 10 tnat Grant Aczvity first. Tnis Staff memoer nas been assigned 25 3 Contact for tna following Grart Activites:

Activity D Activicy name Program name Primary Activity contact
25006LS Training Graup ARivy 3. Bulding Disanility Sector Capacty and Service Pravider Readiness No

Remove contact from Actvity

Assign a5 te primary comact

Grant Activity page

Click on the Grant Activity tile on the home page of the Portal and select the View button next to
the Grant Activity you wish to add a contact.

BETA This is beta. Help us make it better for you - please give feedback
.
A Community .
Gr(lnl% Hub Notifications Personal Profile

Australian Government

Home  Grants ~  Milestones licati PaymentAdvice  Organisation Profile  Data Exchange (&  Training and Support (& Acceptances

&Za You are currently viewing: Tralning Group

Youareners: Home / GrantActivities

Grant Activities
Activity 1D Activity name Program name Department Activity end date Schedule ID

> 4-5X0HGPB Training Group Activity 3. Building Disability Sector Capacity and Service Department of Social Services  18/08/2022 45X0B585
Provider Readiness

> 4-5XUOBTG Training Group Activity 3. Building Dis. Sector Capacity and Department of Social Services 1/01/2023 4-5XU06LM
Provider Readil

’ 4-5XU06QC Training Group Activity 3. Building Disability Sector Capacity and Service Department of Social Services 1/01/2023 4-3XUQ6KS
Provider Readiness

> 4-5XU060S Training Group Activity 3. Building Disability Sector Capacity and Service Department of Social Services  1/01/2023 4-5XU06KD
Provider Readiness

] 4-5XUDBRW Training Group Activity 3. Building Disability Sector Capacity and Service Department of Social Services  1/01/2023 45XUOBKC
Provider Readiness

» 4-5XUOBLS Training Group Activity 3. Building Disability Sector Capacity and S Department of Social Services 1/01/2023
Provider Readines:
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Select the Contact button from the menu on the left hand side. A list of all contacts for that Grant
Activity will be displayed. Click on the red button Link another contact.

BETA| Tris is beta. Help us make t better for you - piease give feedback

Community
Grant lul")

e Organisation Prafile

Data Exchange ' Training and Support &  Acceptances

ToUSrRNerE HOMe / GIETLACHITE £ Grant Acthty detass

Grant Activity menu Contacts
. i 8 Group Actviy Activity ID: £5KUDGRW.
) P ity Secior Capaciy and Sanvice Provicer Readiness s +50eKC
Miestones o or
e Ac
i Dep: remert of Social Senvices
Bank account detais
Grant Activity contacts
Contacts
Conuzer i Hame Phone Email Pesition Primary Activity contact
45:0QMacH ADMIN TRAINING aron@mailcom Not Specifiea Yes

A list of active contacts in the organisation will be listed. Click on the box next to the staff
member(s) you wish to add to the Grant Activity, then click on the red Confirm selection button.

%j Communif
Gran!sHutg ' Motifications ©  personal Profile

Home Grants -  Milesiones  Applicatons  PaymentAdvice Organisation Profile  Data Exchange 2 Training and Support @ Acceptances

43 You are currently viewing:  Tralning Group Inc

Youarehere: Home / Grant Activities / Gran: Activicy details

Grant Activity menu Contacts
Link contact to Grant Activity X

Overview

Please Select or search for the Staff member(s) you wish to add as a CoNtact for this Grant ACtivity. ITyou cannot find the contact, you may need 1o g0 to the Organisation
Milestones profile and add a new staff member.

Finances
[ ContactD Title First name Lost name Position
Bank account details
4-5Y28XN5 Mr TRAINING ADMIN Not Specified
Contacts
4-5Y5A8M7 Mr ADAM B Manager
ink another contact
4-5Y442D8 Mr TRAINING EDITOR Not Specified lActivity contact

Actions=

The confirmation message below will be displayed when the staff member(s) have been added as
a contact for the Grant Activity.

v Staff member{s) successfully x

added as Grant Activity contact(s).
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To remove a contact go to the Grant Activity, Contact screen and click on the Action button next
to the contact you wish to remove. Click on Remove Contact.

BETA | This is beta. Help us make it better for you - please give feedback
2 .
Community 0
Grants Hub Notifications Personal Profile | LOZoUt

Home Grants -~  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange @'  Training and Support (&' Acceptances

83 You are currently viewing.  Tralning Group Inc

Youareners: HoME / GrENTACIMIES / Grant Activity details

Grant Activity menu

Qverview
Milestones

Finances

Bank account details

Contacts

Contacts

Activity name: Training Group Activity

Program name: 3. Building Disability Sector Capacity and Service Provider Readiness
Organisation name: Training Group Inc

Activity start date: 1/01/2021

Department: Department of Social Services

Grant Activity contacts

Activity ID: 4-5XUOBRW
Schedule ID: 4-5XUCEKC
Organisation ID: 4-3Q7ARG7
Activity end date: 1/01/2023

Contact ID Name Phone Email Position
4-5XQMQCH ADMIN TRAINING aron@mail.com Not Specified
4-5Y5AIM7 ADAM B abc@unkasdfn.com Manager No

Assign as the primary contact

Remove contact from Activity

The message below will appear.

BETA | This is beta. Help us make it better for you - please give feedback

A Community 0
e Grants Hub Notifications Personal Profile | Logout

Home  Grants ~  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (&' Training and Support (& Acceptances

44 You are currently viewing:  Tralning Group Inc

Youarenere: Home / GrantACINIlES / Grant Activity details

Grant Activity menu Contacts

Activity name: Training Group Activity Activity ID: 45XUOSRW
Overview

Program name: 3. Building Disability Sector Capacity and Service Provider Readiness Schedule ID: 4-5XUOSKC
Milestones Organisation name: Training Group Inc Organisation ID: 4-3Q7ARGT

Activity start da R 'f A — 1 Ind date: 1/01/2023
Finances CepartmentRl emove stall as Activi ty CO tac

Bank account details

Grant Activi = are you sure you whould like to remove this Staff member as 3 Contact for this ACtivity?
Contacts

Cancel

Link another contact

Primary Activity contact

4-5XQMQCH ADMIN TRAINING aron@mail.com Not Specified Yes
4-5Y5ASM7 ADAM B abc@unkasadfn.com Manager No

Contact 1D Pasition

Click on the red button, Yes remove as contact, to confirm you wish to remove the contact. The
contact has now been removed from the Grant Activity.

Need assistance

If you require assistance in using the Grant Recipient Portal contact the Grant Recipient Portal
Helpdesk at GRP.Helpdesk@communitygrants.gov.au or on 1800 020 230 (option 5).
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