Community
Grants Hub

Australian Government Improving your grant experience

2. Funding Acceptance —
Online Method

Organisation Administrator process for accepting funding offers online
through the Grant Recipient Portal.

Please note this functionality will not be operating in the Grant Recipient Portal until
March 2022. This information sheet is to provide your organisation with visibility of
upcoming functions to the Portal.

Online Acceptance

The Online Acceptance process allows the Hub to send funding offers through the Portal where
your organisation can accept, decline or acknowledge the offer online. There are three ways you
can accept this offer:

1. Online - The Online Acceptance process allows your organisation to receive and accept
the funding offer online through the Portal.

2. Proxy - The Proxy process allows your organisation to receive the funding offer online
through the Portal. In this process, you will be required to download, print, sign and upload
the signature page to the Portal to accept the funding offer.

3. Offline - this is the current process for organisations not provisioned to the Portal and is
managed directly through the Community Grants Hub via email. Organisations provisioned
to the Portal can change their acceptance method from Online or Proxy to Offline by
contacting the Grant Recipient Portal Helpdesk at
GRP.Helpdesk@communitygrants.gov.au or on 1800 020 230 (option 5).

Online method

The Online method allows your organisation to electronically sign agreements within the Portal.
This process will increase the turnaround time for the execution of your offers while also providing
you with greater visibility of the process.

As your organisation will be digitally signing the agreement, it requires you to identify who is able to
sign agreements on behalf of your organisation. Please refer to GRP Enhancement — 4. Funding
Acceptance - Administration and GRP Enhancement — 5. Funding Acceptance - Managing
Signatories information sheets for instructions on how to setup your organisations signatories.
Once this setup has been completed you will not need to update this information unless there is a
personnel change within your organisation.
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Process

The below covers how your organisation accepts offers online through the portal.

Click on the Acceptances tile on the Home page of the Portal.
‘t’k %g;;ﬁ:f[—liﬁiv H“ Notifications o Personal Profile

Australian Cosernment

Home Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange (22 Training and Support (2

Acceptances

rh You are currently viewing:  Tralning Group Inc

Hi TRAINING. Welcome to the Grant Recipient Portal.

Grant Agreements Grant Activities Milestones Applications

View your organisation's current View your organisation's current View your organisation’s View your organisation’s Grant
Grant Agreement details and Grant Activity details and upcoming, submitted and Applications

documents documents payment Milestones
Payment Advice Organisation Profile Personal Profile Acceptances

Search and resend Payment Manage your organisation’s Manage your personal details View and manage Grant
Advices details Acceptances

A list of all funding offers for your organisation will be displayed. To action the online process for a
funding offer, click on the View button.

Community ,
Grants Hub Notifications Personal Profile

Grants - Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Trainingand Support (2 Acceptances

ka You are currently viewinz:  Tralnlng Group Ine

Vouareners Home / All Acceptances

All Acceptance
Acceptance ID Acceptance method Acceptance phase Recipeint response Published date Due date
> 4.5v4pQ09 oniine Finalised Accepted 07102021 07102021 View
4 4-5v4PPZL Offiine Finalised Dedlined 07/10r2021 0771062021
» 4-5v4PPYP Offline Withdrawn None 07/10r2021 0711012021
> 45¥4PG1C Online Withdrawn Unaccepted 07110/2021 0711042021
4 4-5V4HOF7 Offine Withdrawn None 06/10/2021 06/10/2021
» 4.5¥4HOBX Online Withdrawn Declined 06/10/2021 06/10/2021
» 4.5va01EE orfine Finalised Acknowledged 06/102021 06/10/2021
4 45Y2AHAA Online Withdrawn None 29/0072021 29/00/2021
> 4.5v0483€ Online Provider Responded Declined 23/0072021 23/00/2021
> 4-5Y051ZM Proxy witndrawn Nane 2210012021 221092021
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In the Acceptance Details view you will see information and links to assist you in performing the
online acceptance process.

= Miestones  Applications  Payment Advice anisation Profile Training and Support (2 Acceptances

VOUFENE'E MM | Al ATERENGES | Ackeptance Detsii

Acceptance details

Acceptance Menu

¥ Instructions
Acceptance Detail

Query
Acceptance overview

History

Acceprance ID: 4-5Y7FIT) Acceptance type: Aceptance
Acceptance method: Oniine Acceptance level: Program Scedule
Minimum number of Signatories: 1 Response due date: 15/10:2021
Acceptance phase: Provider Accessed Pul

Ex

Grant overview

it: Department of Social Services

r Capacity and Service Provider Readiness

Documents
e Doctype Date apened Sequence “Digital Bocument I3
B A £E41ADTFO83STIDADFFOTAGSOSTREZAF2AC
manc¥22018_4 EXOBSBS_15-10-
2021115342 pekf

Provider signatories

Add Signatories

First name Last name Rale Mandatory Response Response date.
» TRANING EDITOR Signatory
» RAININ DMIN Signar v
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In this page you will also see the Acceptance overview that shows the:

e Acceptance Method currently set for the funding offer (Online, Proxy, Offline)

e Minimum Number of Signatories required to accept the funding offer. Please refer to the
Funding Acceptance - Administration Information Sheet for further information on how to
set up your signatory profile.

e Response Due Date.

To change the acceptance method from Online to Proxy click on the Change acceptance method
button (for information on how to perform the Proxy method, see the Funding Acceptance - Proxy
Method Information Sheet).

(35 1

~  Milestones  Applications  Paymem: Advice  Orgarisation Profile  Data Excnangs f  TrainingandSupport F  Acceptancas

Youarenere: Home / Al AEENGES

Acceptance details

Acceptance Menu

w*  Instructions
Acceprance Detail

History
Acceptance overview

Change acceptance method

D: 4EVSOHIC

le ID: 4-5KUOEKC

nld:

Sequence Digital Document ¢

e paf 11/10/2021 10:32:33 AM Al

00EE!C107ECE3C04
821405

First name Last name. Role Mandatory

Response 0 date
» TRAINING ADMIN Signatory N
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Further down the Acceptance Details view you will see the Grant overview section. This has

information on the program and this is where you can Accept or Decline the funding offer.

o Ean

Training and Suppor: I

Acceptance Menu

Acceprance Detail

History

Acceptance details

¥ Instructions

Acceptance overview

cceptance ID: 45YS9HZC

method: Oniine
umber of Signa

1

rszz

ceptance phase: Provider Accessed

Accapancs type: Acsestanie
Acceptance level: Program Scredle
Response due date: 11/10/2021
Published date: 11/10/2021

Execution status: Not Executed

Recipient respe
Response dat
Decline Reaso

Changs acceptance method

Grant overview

Department: Department of Secial Senvices

Capsainy ana Senvize Provider Ressines:

Schedule ID: 45XUOGKS
Variation Ig

Schedule start date: 1/01/2021

Documents
i Docoype Date apened sequ ‘Digital Document ia
TrusTestCommanneainSiandardGranigree  pdf 111072021 103233 AM A DOFDU3S | FEFAGEA6AC300EE | JTECH3COA
8_4.5KUOBKC_11-10- 1008CC793726128883507CE41495
Provider signatories
First name Last nams Rol Mandatory Response Response dat
> TRanG aonan signatory N
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In the documents section of the page you will see a list of documents related to the funding offer.

You are required to view or download each document before accepting the funding offer. To
download each of the documents click on the View button.

& 3n

ramts - Milestones  Applications  PaymentAdvice  Organisation Profile  DaraExcnange (' Training and Suppore I Acceptances

Youarehere: Home / Al cceprances / Acceptance Details

Acceptance details

Acceptance Menu
¥ Instructions

Acceptance Detzil

History
Acceptance overview
Change aceeptance method
Non
Schedule ID: 4 5HUOBKC
ty and Service Provider Resdiness  Var
0172021
Documents
Tile Doc oype Date opened Sequence Digital Document i
whgree pof 11072021 103233 Am a DORDR3STFEFBABS 5
10C9CC79372912858:

Provider signatories

Ada signatories
First name Last name Role Mandatory Resnonse Response date
» TRANING Ao Signatory N

The following message asking you to download the funding offer will appear.

Lt s Bl

File Download X

Pleaze click the 'Download” button o continue
- downloading the file. B

| ommess | concst |
|4

Please note the following error message will appear when you try to accept the offer if at least one
person in your organisation has not download the documentation. This is to ensure your
organisation has read and understood the terms of the grant agreement before accepting the
funding offer.

@ There are error(s) on the page

All the attachments must be viewed prior to actioning the agreement.
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The minimum number of signatories must Accept the offer.

Note: only one signatory is required to Decline the offer.

& an

e DataExcrange @  Trainingand Support F  Acoeptances

Acceptance details

Acceptance Menu
¥ Instructions

Acceptance Detail

History
Acceptance overview

(Changs acceptance method

Response due date: 11/10/2021 Decline Reason:

Published dare: 11/10/2021

Execution status: Mot Executed

Grant overview

=

Depa Schedule ID: 45XUOGKC

apacity and Service Provider Reaciness  Variation Id

Schedule start date: 101/2021

Schedule compl:

Documents

Dec type Date opened Sequence Digital Document 1d
ndardGrantAgree  pdf 11/10/2021 103233 AM Al DOFDO35 1FEFG4G546A6300EE 1C107ECBICO4
10COCC703729128883507C841485
Provider signatories
Firstname Last name Role Mandatory Response Response date

» TRANING aouN gy N

In the above example this organisation only requires one individual to accept the agreement. This
individual will receive a popup which will allow them to accept and submit to the Hub.
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If your organisation requires three signatories to accept the offer, only after two signatories have
accepted the offer will the system allow the third signatory to submit the acceptance to the Hub.

Department: Department of Social Services Schedule ID:  4-5XVCAWU

Accept and submit x
Accept and submit
| have read and understand the terms of the grant agreement and | am authorised in accordance with any relevant legislation and instruction to accept this funding
offer on behalf of the organisation. By submitting this acceptance, | am committing the organisation | represent into a legally binding agreement
I understand fraud is a serious offence giving false or misleading information is a serious offence.
BB
[ confirm 31g
823
Cancel Accept and submit

bs!
156

When the required number of Signatories have accepted the offer or your organisation has
declined the offer, a notification will be sent to the Hub informing them of your decision.

If you have accepted the funding offer, a delegate from the Hub will execute the agreement. Once
executed, your organisation will receive an email notification informing you a copy of the executed
agreement is available for you to access in the Portal.

In the Provider signatories section you will see a list of your organisation’s signatories. Signatories
can be added or removed by a Portal Administrator in your organisation. For information on how to
add and remove signatories, see Funding Acceptance - Managing Signatories Information Sheet

Home Gramts -  Milestones  Applications  PaymentAdvice  Organisation Profle  Data Exchange TraiingandSupport ' Acoeptances

1 ccepiances | deceptumce Detss

Acceptance details
Acceptance Menu

w Instructions
Acseptance Detai

istory
Acceptance overview

Schedule ID: 45X0B585

Service Provider Readiness  Variation

Schedule start date: 18/08/2021

First name Lastname Role Mandatory Response

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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