Community
Grants Hub

Australian Government Improving your grant experience

Grant Agreement
Contacts in the Portal

Changes to the Staff Details page in the Portal when adding or removing
a staff member as a contact for a Grant Agreement - for Organisation
Administrators

Contacts for Grant Agreement

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
Agreement tile on the home page.

Organisation — Adding a contact to a Grant Agreement

To add a staff member as a contact for a Grant Agreement, click on the Organisation tile on the
home page.

BETA This is beta. Help us make it better for you - please give feedback
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Select Staff from the side menu. Click View next to the staff member you wish to add as a contact
for a Grant Agreement.

BETA  This is beta. Help us make it better for you - please give feedback
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Vousreners: Home / Organisation Prafile

Organisation profile Staff
menu

Organisation datails
Filter: Apply Filter
Postal address
Search Staff Add scaff
System access
Tide First name Lestname Status Position Systemaccesslevel  status

Bank accounts

» Mr TRAINING ADMIN Active Not Specified Administrator Completed
Acceptance administration

» Mr ADAM B Active Manager Editor Completed

» Mr TRAINING EDITOR Active Not Specified Editor Completed

The Staff details page will be displayed. Select the Grant Agreement button.

Home Grants ~  Milestones  Applications  PaymentAdvice  Organisation Profile  DataExcnange (7 Trainingand Support I  Acceptances

Organisation profile Staff details * required
menu

Staff details

Postal address

Title: First name. Last name:

== ADAM 8

Banic accourss
Pasition: Email Phone:

Acceptance agminizrazen

Manager

Status: Contact 1D:

System access

System access level 2}

Eater

Contact for Grant Agreements

e to tnat Gra: Agreement firs. Tris staff memoer a5 3 conzacs for e following Grant

Schedule 1D Tvee Program name Primary Agreement Contact
45XUCBKC Standard Funding Agreement 3. Buiding Dissoility Sector Capacity and Service Provider Readiness No

Contact for Grant Activities

r they wil ‘a0 tothat Grant Acthity first. This staff member has bsen assignad 25 a contact for the follaming Grant Actiities:

Add Grant Activity

Agtivity 1D Agiity name Program name Primary Activity contact
£5XUOERW Training Group Activity 3. Buiding Dissbility Sector Capacty and Service Providsr Readiness No
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Next to the Grant Agreements listed is an Actions button that provides you with the options to
Assign as a contact or Assign as a Primary Contact.
1““ g?',‘;',‘:";'ﬁl,'h\ Ht Notifications ©  Personal Profile

Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange &' Training and Support @ Acceptances

&fa Youare currentlyviewing  Tralning Group Ine

Vouare here: Home / Organisation Profile
Organisation profile Staff: Grant Agreement Contact
menu
Staff member
Organisation decalls ContactID: 4-5Y5ASMT Name: Mr ADAM B Position: Manager
Email: abc@unkasam.com Phone:

Postal address

st Assign staff member as Grant Agreement contact

Bank accounts
Select the ‘Actions’ DUTIoN 1o assign the above SEafT member as your QrganisaTion's CONTAct o any of the Grant Agresments listed Delow.

Acceptance administration ompletion
Schedule ID Type Program name Start date jate

4-5X0B585 Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 18/08/2021 18/08/2022

_ _ R Assign as a contact
4-5XUOEX standard Funding Agreement 3. Bulding Disability Sector Capacity and Service Provider Readiness 140172021 1/01/2023

Assign as the primary contact

45XU06KD Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 10172021 1/01/2023
View all contacts for this Agreement

45XUOGKS Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 1/01/2021 1/01/2023 Actions=

45XU06LM Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 110172021 1/01/2023 Actions-

Return to staff detalls

When you select the Assign as the primary contact a confirmation message will be displayed
asking you to confirm the change by selecting Continue.

Confirm change of primary contacy X

Please confirm the change of primary contact.

Schedule ID: 4-5X0B585
Current primary contact:
New primary contact: Mr ADAM B

Discard changes and return

Organisation - Removing a Contact from a Grant Agreement

To remove a staff member as a contact for a Grant Agreement, go back to the Staff page and go
to the Grant Agreement section. Click on the Actions button next to the Grant Agreement you
wish to remove the staff member as a contact and select Remove contact from Agreement.
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Home Grams - Miesones  Applications  Paymen: Advice

Organisation profile
menu

Organisation detaits
Postal address
St

Bank accourns

Acceptance sgminiztraten

Grant Agreement — Adding a contact

Organisation Prafile

Data Excnange

Training and Support (' Acteptances

Staff details * requirea
Staff details
Tite: First name: Last name:
ADAM e
Position: Email Phone:
Manager anc@unkazafn.com
staus: Contact

System access

System accass level

Edor

Contact for Grant Agreements

 Community Grarts Hub needs totak about 3 Grant Agreement with your organisation. # ino sre assigned to that Grant Agresment first T 2 contact for the following Grant ots:
Add Gramt Agreement
Schedule ID Type ‘Program name Primary Agreement Cantact
£5XUOBKE Standard Funding Agreement 3 Buiiding Disasilicy Seccor Capacity and Service Proyider Readiness No

Contact for Grant Activities

ine Communy Grants Hu needs 1o tak aoout 3

ActivityID Activity name

Grant Acivy win your organisat

fon, they wi # wirno are a5

Program name

signed to tat Grant Actviy first. Tris st

Remove contact from Agreement

Assign s the primry contact

View 3l contaccs for tnis Agreement
f member has bean assigned a a contact o e following Grant Actvies:

Add Grant Activity

Primary Activity contact

£5XUOSRW Training Group Activity

3 Buiding Disasility Sector Capacity and Service Provider Readiness No

Click on the Grant Agreement tile on the Home page.
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s You are currently viewing:  Tralnlng Group Inc

Hi TRAINING. Welcome to the Grant Recipient Portal.

Grant Agreements

View your organisation’s current
Grant Agreement details and
documents

Payment Advice

Search and resend Payment
Advices

Grant Activities

View your organisation's current
Grant Activity details and
documents

Organisation Profile

Manage your organisation's
details

Milestones

View your organisation's
upcoming, submitted and
payment Milestones

Personal Profile

Manage your personal details

Applications

View your organisation’s Grant
Applications

Acceptances

View and manage Grant
Acceptances
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A list of Grant Agreements for your organisation will be displayed. Click on the View button of the
Grant Agreement you wish to add the contact.

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

Home  Grants ~  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Support &' Acceptances

#4a You are currently viewing:  Tralning Group Ine

YOUareners: HOMe / Grant Agreements

Grant Agreements

Schedule ID Type Program name Department Qrganisation name Organisation ID

4-5XUOBKC standard Funding Agraement 3. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 4-3Q7ARGT View
and Service Provider Readiness

4-5XUO6LM standard Funding Agreement 3. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 4-3Q7ARGT
and Service Provider Readiness

4-5X0B585 Standard Funding Agreement 2. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 4-3Q7ARGT
and Service Provider Readiness

4-5XUOEIX Standard Funding Agreement 3. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 43Q7ARGT
and Service Provider Readiness

A-5XUOBKO Standard Funding Agreement 3. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 43Q7ARGT
and Service Provider Readiness

A-5XUOBKS Standard Funding Agreement 3. Building Disability Sector Capacity ~ Department of Social Services Training Group Inc 43Q7ARGT
and Service Provider Readiness

The Agreement details page will be displayed. Click on Contacts in the sub menu, then click on
the Add another contact button.

BETA | This is beta. Help us make it better for you - please give feedback
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st You are currentyviewing:  Tralning Group Inc

YOUareners: Home / GrantAZresMents / GrantAgresment details

Grant Agreement Contacts
menu
Schedule ID: 2-5XUOGKC Type: Standard Funding Agreement
Start date: 1/01/2021 Completion date: 1/01/2023
Overview
Program name: 3. Building Disability Sector Capacity and Service Provider Readiness Department: Department of Sacial Services
Documents Organisation name: Training Group Inc Organisation ID: 4-3Q7ARGT
Variations

Grant Agreement contacts

Contacts

Link another contact

Primary Agreement
Contact ID Name Phone Email Position contact

4-5XQMQCH ADMIN TRAINING aron@mail.com Not Specified Yes

A list of staff for the organisation will be displayed. Click on the box next to the staff member(s) you
wish to add as a contact for the Grant Agreement and then click on the Confirm selection button.
Your contact has now been added to the Grant Agreement.
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BETA This is beta. Help us make it better for you - pi feedback

Communit
GrantsHug “ Notffications 0 Personal Profile

Home Grants -  Milestones  Applications ~ PaymentAdvice ~ Organisation Profile  Data Exchange & Training and Suppo Acceptances

&84 You are currently viewing:  Tralning Group

Youarehere: Home / Grant Agreements / Grant Agresment decails

Grant Agreement Contacts
menu
Link contact to Grant Agreement X
Overview
Plaaze or search for the staff member(s) you wish to add as & contact for this Grant Agreement. If you cannot find the contact, you may need to g to the
Documents profile and add a new staff member.
Variations
[] ContactiD Title First name Last name Position
Contacts
4-5Y28XNS Mr TRAINING ADMIN Not Specified
45Y5A9M7 Mr ADAM B Manager Primary Agreement
contact
4-5Y447ZDS Mr TRAINING EDITOR Not Specified
-
N S e S B O W)

A message will be displayed advising the contact was successfully added to the Grant Agreement.

Grant Agreement — Removing a contact

You can also remove a contact from the Grant Agreement, Contact screen by selecting the
Actions box next to the contact and selecting Remove contact from Agreement.
%?;"_,“‘;J Hi;h‘ H“ Notifications ©  Personal Prafile

Grants - Milestones  Applications ~ Payment Advice  Organisation Profile  Data Exchange (@  Training and Support (' Acceptances

%% You are cumrently viewing: - Tralnlng Group Inc

Yougreners: HoMz / GrantAgresmEnts / GrantAgresmentdetails

Grant Agreement Contacts

menu
Schedule ID: 4-5XUOGKC Type: Standard Funding Agreement
Start date: 1/01/2021 Completion date: 1/01/2023

Overview
Programname: 3. Building Disability Sector Capacity and Service Provider Readiness Department: Department of Social Services

Documents Organisation name: Training Group Inc Organisation ID: 4-3Q7ARGT

Variations

Grant Agreement contacts
Contacts

Link another contact

Primary Agreement

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

Assign as the primary contact

Remove contact from Agreement

1800020283 ext 5 SHelp & Eeednack

Accessioiity | Copyrignt & Disdaimer | Privacy information

The message box below will be displayed. Click on the Yes remove as Agreement contact.
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| Remove staff as Grant Agreement contacl X

Are you sure you would like to remove this staff member as a contact for this Agreement?

Yes remove as Agreement
Cancel contact

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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