Community
Grants Hub

Australian Government Improving your grant experience

Search for Organisation Staff

Grant Recipient Portal Task Card

Portal Access required: Administrator, Editor or View Only

The Grant Recipient Portal (Portal) enables grant recipients to view and search for Organisation
Staff in the Portal.

This task card describes the key functions available for Portal users to view and search for staff
within their Organisation.

Viewing a Staff record

Step | Action

1 From the Home screen, select the Organisation Profile tile. Alternatively, select the
Organisation Profile link from the Navigation menu.

.
i Community
““.""‘ Grants Hug Noifications ° Personal Profile

Australian Government Imaroviea your grant ¢ xperis

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

Acceptances

&84 You are currently viewing:  Training Group 2022

Hi GRP. 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 arganisation's Manage your personal details View and manage Grant
Advices details Acceptances
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Step | Action

2 The Organisation Profile screen will display. Select Staff from the Organisation profile
menu to display the Organisation’s Staff screen.

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

.
e Communit;
’tx Gr'mtsHuby ﬁ Notfications ©  Personal Profile
Home Grants -~  Milestones  Applications ~ PaymentAdvice ~ Organisation Profile  Data Exchange (&' Training and Support (2 Acceptances
44 You are currenty viewing: Training Group 2022
Vouarehere: Home J Organisation Profile
Organisation p%fi\e Organisation details
menu
Organisation details can be updated if you are an Administrator
Organisation details
Postal address
- Organisation 1D: Organisation name: Legal name:
4-GXVAVIL Training Group 2022 Training Group 2022
Bank accounts
. - ABN: Business address: Phone:
Acceptance administration
39729461841 L 615 Bowes Pl PHILLIP ACT 2606 02 6287 9987
General email: Financial email: Web address:
traininggroup22@gmail.com traininggroup22@gmail.com
3 The Organisation’s Staff screen will display. This screen displays Active Staff for the

organisation by default. The Staff list can be filtered using the drop down menu to
choose one of the following:

1. Active Staff
2. Inactive Staff
3. All Staff

Active staff are staff members who are listed as a contact for an Organisation in the

Community Grant Hub’s (Hub’s) Grant Payment System (GPS) without an end date
against the record.

Inactive staff are staff members who are listed as a contact for an Organisation in the

Hub’s GPS with an end date against their record as they are no longer a contact for the
Organisation.

Note:
¢ Grant recipients are unable to see the end date in the Portal
e Contacts without an end date = Active staff (in Portal)
e Contacts with an end date = Inactive staff (in Portal).

The Status column displayed in this screen will show the Status of each contact.
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Step | Action

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

fa You are currently viewing:  Training Group 2022

Yousrenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation desails
Filter: Apply Filter
Postal address 1. Active Staff
= e
staff |5
Contact ID Title First name Last name Status Position System access level

Bank accounts

» 4GXYWERR  Captain RAYMOND HoLT Active Senior Manager Editor
Acceprance administration

» 4GzoBss  Mr GRP TRNT Active Nos Specified Editor

» 4GYCEBS M GRP TRN2 Active Not Specified Administrator

> 4GZ0LBY4  Mr GRP TRN3 Active Not Specified No Access

Note: All staff records display a unique Contact ID. This ID can be very helpful for
identification purposes in various areas and assisting with duplicate contacts.

You can view the Contact ID from the Organisation’s Staff screen.

BETA This is beta. Help us make it better for you - pleast dback
s Community 0
e Grants Hub Noufications Personal Profile

Home  Grants ~ Milestones  Applications ~ PaymentAdvice  Organisation Profile  DataExchange (2 Training and Support (' Acceptances

da You are currently viewing: Training Group 2026

Vouarehers: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Filter:

Apply Filter
Postal address
Search Staff Add staff
Staff

ContactID | Title First name Last name v Status Position System access level
Bank accounts
> 4670694 | Mr GRP TRN3 Active Not Specified View only
Acceptance administration
» 4.GYCE3BS | Mr GRP TRN2 Active Not Specified Administrator
» 4-GZ0LB8S | Mr GRP TRN1 Active Not Specified Editor
» 4.GZ0BKkO | W JAMES RED Active Not Specified Administrator
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Step | Action

4 To view additional information about an Organisation staff member select the View button
next to the staff member.

Community .
Grants Hub Notifications Personal Profile | LOZOUT
mmmmmmmmmmmmmmm

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

4§34 You are currently viewing:  Training Group 2026

Youarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details )
Filter: | 1. Active staff  +| EEGTNEAIICH

Postal address

Search Staff Add staff

System access

ContactID  Title First name A Last name Status Position level
Bank accounts

’ 4-GYCE3B5 Mr GRP TRN2 Active Not Specified Administrator View
Acceptance administration

’ 4-GZOLB8S  Mr GRP TRN1 Active Not Specified Editor

’ 4-GZOLB94  Mr GRP TRN3 Active Not Specified View only

5 The Staff details screen will display.
This screen has four sections:

o Staff details

e System access

e Contact for Grant Agreements

e Contact for Grant Activities.
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Step | Action

Home  Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile  DataExchange & Tralningand Support @ Acceptances

Yousrenare: Mome / Organisat

Organisation profile Staff details | * required
menu

Staff details

Organisation etaiis

Postal agress

- T Frst rame: Lot name
" o e

Bank accounts

Position: Email Phar
Acezptanca =

Notspecified

Status Cantace ID:

Actve 26201804

&7

System access

Systam sccess level ©  system sccess status:

Ko Access Compieted

Contact for Grant Agreements

Add Grant Agreement

Contact for Grant Activities

F2ns Communiy Granss Huo nesds <o tak 3500t & Grane 4e

 your organisation, tney wil contact staff wno ara 355ignas to that Grant Accivty frst Tnis Saff membar nas been assigned at a contact for the following Grant Actves:

Add Granc Activity

mambar i nat inkss to eny Aetities

Searching for Organisation Staff

Step | Action

6 From the Organisation’s Staff Screen, select Search Staff.

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

&t You are currently viewing:  Training Group 2022

You sre hers:  Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Filter: | 1 Active Staff v | NS Rald

Postal address.

Staff
ContactlD  Title Firstname A Last name Status Position System access level
Bank accounts
’ 4-GZ0LE8S Mr GRP TRN1 Active Not Specified Editor
Acceptance administration
’ 4-GZ0LBI4 Mr GRP TRN3 Active Not Specified No Access
’ 4-GYCE3BS Mr GRP TRNZ Active Not Specified Administrator
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Step

Action

The Search staff screen will display. This screen allows you to search by First name, Last Name,
Email, Position and/or Contact Id.

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

Community .
Gra ants | Huh Notfications Personal Profile | LOEOUT

Grants -~ Milestones  Applications ~ Payment Advice  Organisation Profile

Data Exchange (2 Training and Support & Acceptances

48 You are currently viewing:  Tralning Group

Organisation profile Search staff
menu

Organisation details First Name: Last Name:

Email:
Postal address
EE Position: Contact ID:
Bank accounts Please Select v
Acceptance administration Qear

Once you have entered the information, select Run Search to continue with the search or Clear
to exit the search.

:j{:ﬁ} Community
e Grants Hub

Home Grants -  Milestones  Applications ~ PaymentAdvice  Organisation Profile

Data Exchange (7 Training and Support (% Acceptances

4%a Youare currently viewing:  Iraining Group 2022

Organisation profile |Search staff |
menu

Cpnirimidits First Name: Last Name: Email:
Postal address GRP

St Position: Contact ID:

ElEsmr s Please Select

Cle: Run search
Accepiance aaminisraton [cear ] -I I
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Step | Action

9 The search results will display when the search is complete.

To view additional information about an Organisation staff member select the View button next to
the staff member.

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

B You are currently viewing:  Training Group 2022

Organisation profile Search staff
menu

Organisation details

First Name: Last Name: Email:
Postal address GRP
&5 Position: Contact ID:
Please Select v

Bank accounts

Acceptance administration Clear Run search

ContactID  Title First name Last name Status Position System access level
’ 4-GZ0LB94 Mr GRP TRN3 Active Not Specified No Access
’ 4-GZ0LB8S Mr GRP TRN1 Active Not Specified Editor
’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator

10 | The Staff details screen will display.
This screen has four sections:

o Staff details

o System access

e Contact for Grant Agreements

e Contact for Grant Activities.
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Step | Action

s PaymentAdvce Organisation Profile

Data Exchange (7 Training and Support [

Acceptances

Not specified

Vouszhers: Fome | Orgeniseton rofie
Organisation profile Staff details required
menu

Staff details
Organizstion cessis
Tice: First name: Last nam:
nr = TR
2ok
Pasition: Email Phor

uarzdss@dss fms gov.au

Status: Contace ID:
Active acz0LE00
System access level; @  system access suatus:
N Access Completed
Contact for Grant Agreements |
I£ths Communty Grants Hub nesds to talk asout a Grant Agresment with your organisation. they will contact staff wno are sssigned to that Grant Agrasment firs. This staff mem: - following G m

vises:
Add Grant Activity

Need Help?

For further assistance, contact the Grant Recipient Portal Helpdesk:
Email: GRP.Helpdesk@communitygrants.gov.au

Phone: 1800 020 283 (Option 5)

Operating Hours: Monday to Friday 9:00am — 5:00pm (AEST/AEDT)
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