Community
Grants Hub

Australian Government Improving your grant experience

3. Funding Acceptance —
Proxy Method

Organisation Administrator process for accepting funding offers using
the proxy method of online acceptance.

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. There are three ways you can
accept an 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).

Proxy method

The Proxy method requires your organisation to print, sign and upload the signature page to the
Portal to accept a funding offer. We have created this option to ensure organisations who require
documents to be physically signed are able to undertake the process through the Grant Recipient
Portal.
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Process

Click on the Acceptances tile on the Home page of the Portal.

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

A Community .
e Grants Hub Notifications Personal Profile Logout

Home  Grants ~  Milestones  Applications  Payment Advice  Organisation Profile  Data Exchange (&'  Training and Support &

R L L L L LT
b

[Acceptances

& 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
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A list of all funding offers for your organisation will be displayed. To action the proxy online process

for a funding offer, click on the View button.

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

Home  Grants -

Vouarzhers Home / All Acceptances

All Acceptance

Milestones

it

Payment Advice

Organisation Profile

Data Exchange (3

Training and Support '

Acceptances

ik You are currently viewing: Tralning Group Inc

Acceptance ID Acceptance method Acceptance phase Recipeint response Published date Due date

> a.5v4pQ09 online Finalised Accepted 071102021 071102021
> a5vapPIL Offiine Finalised Declined 0711012021 07/10/2021
> 4574PPYP Offiine Withdrawn None 07710/2021 07/10/2021
> 25¥4PG1C Online Withdrawn Unaccepted 07110/2021 0711072021
> 2.5V4HOF7 offine witndrawn None 06/10/2021 06/10/2021
> 4-5vaHOBX Oniine witndrawn Declined 06/10/2021 06/10/2021
> 2-5V491EE Offiine Finalised Acknowledged 06/10/2021 06/10/2021
» 4-5V2AH4A Online withdrawn None 20/09/2021 20/00/2021
> 2.5v0483 oniine Provider Responded Deciined 2310012021 230072021
» 4-5Y051ZM Proxy witndrawn None 22/09/2021 2210972021
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This will take you to the Acceptance Details page where you will find instructions on how to
perform the Proxy method of acceptance.

Home Grams -  Milestones  Applications  PaymentAdhice  Organisation Profie  Data Excriange & Training and Support O Acceptances

Youme e o | Al sceEnCes | AccestanceDetiis

Acceptance details

Acceptance Menu

¥ Instructions

Acceptance Detail

History
Acceptance overview

ceID: 4EVSGHZC
' Prageam Senssule

102021 ecine Reason

ed date: 1111012021

fats: NotExecred

le1D: 45KUOBKE
nld:

e date: 10172021

Date openea

o Disiat Do
1102021 1032:33 AM M DOFDO3S | FEFS4G54EAGI0DEE  C1OTECAICO4
10CSCC783729128883507CE21 435

Frstname Lasenam o sndrory pesponse [I—
» RaiG e Eey v
» RaNNG toroR . "
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The Acceptance overview section shows the:

e Acceptance Method currently set for the funding offer
¢ Minimum Number of Signatories required to accept the funding offer. Please refer to the
Funding Acceptance — Proxy Method Information Sheet for further information on how to

set up your signatory profile.
e Response Due Date.

To change the acceptance method from Proxy to Online click on the Change acceptance method
(for information on how to perform the Online method, see the Funding Acceptance — Online

Method Information Sheet).

Acceptance overview

I Change acceptance method |

Acceprance ID: 4-SXWZ34T Acceptance type: Accapnce Recipient response: None

[cceptance method: Provy Acceptance level: Program Sensdule Response date:
Minimum number of Signatories: 2 Response due date: 29/09/2021 Decline Reason:
‘Acceptance phase: Provider Accessed Published date: 14/09/2021

Execution status: Not Executsd

Grant overview

Schedule ID: 4-5XUDGKS
Variation Id

Schedule startdate: 1/01/2021

Schedule completion date: 1/01/2023

Documents
Download blank signature page #Upload signature page Remove signature poge
Title Doctype Date opened Sequence Digital Document Id
TrustTestCommonmeaithStandardGrantagree  pof 14/09/2021 3:21:38 PM D9636CBETECAB4COFADAG246819161691024
 SXUO6KG_14-09- 387I37ABODAIINCFEFDG6ANICRES

693A2689FCCEDRTFE
B77FE3EFE3S6E

14/08/2021 3:23:28 PM

Pravider signatories

Add Signatories

Therz are no records found,
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Further down the Acceptance Details view you will see the Grant overview section. This has
information on the program and is where you can Accept or Decline the funding offer. As the
individual accepting the offer may only be submitting the signed agreement on behalf of your
organisation, we rely on the signatures within the agreement to be from staff who have the legal
authority to accept the offer.

Home Grants -  Milestones  Applications  PaymentAdvice  OrganisationProfile  Datafxcnange f  Training and Support [ Acceptances

Acceptance details

Acceptance Menu
w* Instructions

Accaptance Detail
Query
Acceptance overview
it
e Acceptance ID: 4EVEMANY Recipie: Hor
w
Decline Rea:

Grant overview

3
B

Department: Department of Socisl Services Schedule ID: 45KUOSKS
Program name: 3. Building Dissbi Capacity and Servics Provider Readiness  Variation I
Organisation name: Training Group Schedule start date: 1/01/2021

Schedule completion date: 1/01/2023

Documents
Download blank signature page | #Upload signature page  [ELEUCIREENENTEY
itle Doctype Date opened Sequence Digital Document Id

- 22/10/2021 2:50:43 PN

et 221012021 208:23 2M
- 2201072021 31151 P
et S/10/2021 1:56:44 M
First name Lastrame Rale Mandsory Response Fesponse dte
» TRAINING ADMIN e N
b & 7o v
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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.

Acceptance overview

Change acceptance method

Acceptance ID: 4-SXWZ34T Acceptance type: Accepiance

Recipient response: None

Acceptance methad: Proxy
Minimum number of Signatories: 2

Acceptance phase: Provider Accessed

Grant overview

Acceptance level: Program Schadule Response date:
Response due date: 20/09/2021 Decline Reasan
Published date: 14/09/2021

Execution status: Not Executed

Department: Department of Socisl Services
Program name: Automation - AlaHmzKLyghVzPv

Organisation name: AARON PEACOCK.

Schedule ID: 4-5XUOGKE
Variation Id:

Schedule start data: 1/01/2021

Schedule completion date:  1/01/2023

Documents

Download blank signature page | #Upload signature page Remave signature page

Title Doc type Date opened Sequence Digital Document Ig

D9636CBETSC4AB4COFAD46246619161601024 View
887227A60DA22BCFEFDE64ATCRES

ommonweaitnStandaroGransigree  paf 14/09/2021 3:21:38 PM
A4-5XUO6KE_14-00-
o

4/09/2021 3:23:28 PM

Provider signatories
Add Signataries

There are na records found.

The following message asking you to download the document will appear.

Lamesisime Lemene alng

X

Please click the 'Download’ button to continue
— downloading the file. £

|4

To download the signature page, click on the Download blank signature page button. The
Signature page will contain a signature and witness section. If your organisation requires a
different signature page due to your corporate structure please contact the Hub.
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Once completed, scan and save Only the Signature Page on your computer then click the
Upload signature page button.

Acceptance overview

Change acceptance methad

Acceptance ID: &-SKWZ34T Acceptance type: Acczptance Recipient response: None
Acceptance method: Proxy Acceptance level: Program Schecule Response date:
Minimum number of Signatories: 2 Response due date: 29/09/2021 Dacline Reason:
Acceptance phase: Provider Accessed Published date: 14/08/2021

Execution status: Mot Executed

Grant overview

Department: Department of Social Services Schedule ID: 2-5XUOGKS
Program name: Automation - A|aHmzKLyqNVEPy Variation Id
Organisation name: AARON PEACOCK Schedule start date: 1/01/2021

Schedule completion date:  1/01/2023

Documents
Download blank signature page #Upload signature page Remave signature page
Title Doc type Date opened Sequence DIETSTDOCOmEnT T
TrustTestCommonweaithStandardGrantAgree  pdf 14/09/2021 3:21-:38 PM DO636CBETBCABAC0FADA6246819161691024
897227A69D422BCFEFD64A1CFBS

ment-V22018_4-5XU06KE_14-09-
2021_151619_pdf

JFEASCEAIDEO3AZGEOFCCEDRTFG
F2531B77F63EFEIEEE

tAgreemeniSignaturePageProny 4~ pdf
T_14-00-2021 151614 _pdf

Provider signataries

Add Signataries
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Once the signature page has been uploaded onto the Portal, you will need to click on the Accept
button. A notification will be sent to the Hub stating you have accepted the offer.

BETA | Tris s beta. Help us make it beter for you - lease give feedboric
oL Community -

ranis - Milestones  Applications  PaymentAdvice  Organisation Profile  DaraExcnange f  Trainingand Support I Acceptances

Acceptance details

Acceptance Menu
¥ Instructions

Acceptance Detail

Acceptance overview

/2 1D: 4SXUOBKC
n ld
date: 11012021

Documents

Dounload biank signature page || #Upload signarure page || [ERCEREm .

Provider signatories

Please note the following error message will appear if the funding offer has not been downloaded.
This is to ensure you have read and understood the terms of the grant agreement before accepting

the funding offer.

O There are error(s) on the page

All the attachments must be viewed prior to action: ng the agreement

Once you have uploaded your signature page and your proxy had accepted the 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 in the Portal.
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In the final section on the page you will see Provider Signatories. Here you can add or remove
signatories including your proxy representative for your organisation. This can only be undertaken
by your organisation’s Administrator within the Portal. For more information on how to add and
remove signatories see Funding Acceptance - Managing Signatories Information Sheet.

- Miestores  Applications  PaymentAdvice  Organisation Profile  Data Exchange (% Training and Support (  Acceptances

Acceptance details

Acceptance Menu
¥ Instructions

Acceptance Detail

History
Acceptance overview

Acceptance type: Accsptance Recipient rasponse: Nens
Acceptance level Program Schedule Res
Response due date: 15102021 Decline Reason:
Grant overview
Documents
Remave signature page
Tide Doctype Dase opened Sequence Digital Documen
sgee pot A EE41A07F 8357 | DADFFDTAOSO9TEB2AFAC
3028037244 A583D8 60532580888
Provider signatories
First name Last name Rale Mandatory Response Response date
» RN ADwIN Sanatory N
» TRANING eDiToR Sznetory N

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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