Community
Grants Hub

Australian Government Improving your grant experience

Reactivate and
Inactivate Organisation

Statf

Task Card

The Grant Recipient Portal (Portal) enables grant recipients to reactivate and inactivate their
organisation staff records. This task card describes the process of reactivating and inactivating
organisation staff records in the Portal.

In this task card:

o What does Active and Inactive Staff mean?
e Navigate to a Staff Record

e Reactivate a Staff Record

e |nactivate a Staff Record

Need help?

Portal Access required: Administrator

What does Active and Inactive Staff mean?

o ‘Active’ staff are staff members who are listed as a contact for an organisation in the
Community Grant Hub’s Grant Payment System (GPS) without an end date against the
record.

e ‘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.

e Grant recipients are unable to see the end date in the Portal
e Contacts without an end date = ‘Active’ staff (in the Portal)

e Contacts with an end date = ‘Inactive’ staff (in the Portal).
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Navigate to a Staff Record

Steps

Step 1

Actions

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

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

Acceptances

% You are currently viewing:  Training Group 2022

Hi GRP. Welcome to the Grant Recipient Portal.

Grant Agreements

View your organisation's current

Grant Activities

View your organisation's current

Milestones

View your organisation’s

Applications

View your organisation's Grant

Step 2
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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
Advices details

View and manage Grant
Acceptances

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

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

A Community ;
s Grants Hub Nofications Personal Profile

Home Grants -  Milestones  Applications  Payment Advice  Organisation Profile

Data Exchange ('  Training and Support ' Acceptances

4%a You are currently viewing: Tt

ousreners: Home / Organisation Profile

Organisation plrome Organisation details

menu

Organisation detalls can be updated if you are an Administrator

Organisation details

Postal address

Update

Organisation ID: Organisation name: Legal name:

4-GXVAV|L Training Group 2022 Training Group 2022
Bank accounts
_ _ ABN: Business address: Phone:
Acceprance administration
39729461841 L6 15 Bowes Pl PHILLIP ACT 2606 02 6287 9987
General email: Financial email: Web address:

traininggroup22@gmail.com traininggroup22@gmail.com
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Steps

Step 3

Step 4

Actions

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

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

You can view the Contact ID from the Staff screen.
Af.-" g‘:%{g‘;‘ﬁ?g H« Notificarions ©  Persanal Profile

Home  Grants ~

Milestones  Applications ~ Payment Advice  Organisation Profile Data Exchange (2 Training and Support (&' Acceptances

&k You are currently viewing:  Training Group 2026

Vouarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: | 1. Actve Staff v | [0 RaLS
Postal address
==
Staff

ContactD | Title First name Last name v Status Position ‘System access level
Bank accounts

» 46700894 | Mr GRP TRN3 Active Not Specified View only View
Acceprance administration

3 4GYCesss | M GRp TRN2 Active Not Specified Administrat

3 aGzoi88s | M GRP TRNT Active Not Specified Editor

» 4G7018Kk0 | Mr JAMES RED Active Not Specified Administrator

To view additional information about an Organisation staff member, select the View
button next to the staff member.
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Notifications
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Home Grants ~ Applications. Payment Advice Organisation Profile

Data Exchange @ Training and Support (& Acceptances

i‘:i You are currently viewing: Training Group 2026

You are here:  Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: | 1 Active Staff v | N Ailld

Postal address

System access
Contact1D  Title Firstname A Lastname Status Position level
Bank accounts
’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator View
Acceptance administration
> 4.GZ0LB8S  Mr GRP TRN1 Active Not Specified Editor
> 4.GZOLBYA  Mr GRP TRN3 Active Not Specified View only
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Steps  Actions

Step 5 The Staff details screen will display. This screen has four sections:
1. Staff details
2. System access
3. Contact for Grant Agreements

4. Contact for Grant Activities.

This screen is where you will reactivate or inactivate staff records.

Home  Grarts - Miestones  Applcations  PaymentAdwce  OrganisatonProfle  Data Excnange [ Trainingand Support [ Acceptances

arenere: Home ) Ocganistion raie

Organisation profile |Staffdelai|s | * i
menu --

Staff details

=

i First name: Last nams
Posi Email Pho
Notsp

Upaats
System aceess level @  sysem
o Access Completed
Contact for Grant Agreements
1 e Community G outa Grar. Agreement witn your organisation, ey will CONACt Saff Wno are 3 gned o hat Gran: Agresment firs. This Scaff member nas been a3<ighed as 3 antactfor e following €

Step 6 For ‘Active’ Staff records, the Inactivate button is enabled.
Organisation profile Staff details * required

menu

Staff details

Organisation details

reaccare [T

Postal address

Title: First name: Last name:
staff Vs GRP TRN1
Bank accounts
Position: Email: Phone:
Remprmeeintis Not Specified uatldss@dss.fms.gov.au 0232323232
Status: Contact ID:
Active 4GzoLB8S

For ‘Inactive’ Staff records, the Reactivate button is enabled.

Vouare here: Home / Organisation Profile

Organisation profile Staff details * reqired
menu

Staff details

Organisation details

nactivate Update

Postal address

Tige First name: Last name:
staff Miss STAFF2 STAFF2
Bank accounts

Position: Email Phone:
Acceptance administration Not specified staff2@dss gov.au

status: Contact ID:

nactive 4HIMEEVD
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Reactivate a Staff Record

Steps  Actions

Step 7

the drop-down menu, and select Apply Filter to view ‘Inactive’ staff for the

organisation.

To reactivate a staff record from the Staff details screen, select Inactive Staff from

Note: To reactivate a staff record there must be an existing ‘Inactive’ staff record for

the organisation.

Community
Grants Hub

A

it

Home Grants -  Milestones  Applications ~ PaymentAdvice  Organisation Profile

Yeuareners: Home / Organisation Profile

Staff

Organisation profile
menu

Data Exchange (&  Training and Support (' Acceptances

Notifications

&k You are currently viewing:  Training Group 2026

0

Organisation details

Postal address

| Filter: | 2. Inactive Staff | [ERSNEEINd |

Staff
ContactID  Title

Bank accounts

Acceptance administration

Last name Status Position System access level

» 4GZ0LBI4  Mr GRP TRN Active Not Specified View only
’ 4-GYCE3BS M GRP TRN2 Active Not Specified Administrato
» 4GZOLB8S  Mr GRP TRN1 Active Not Specified Editor

Step 8
you wish to reactivate.

The list of ‘Inactive’ staff will display. Select the View button next to the staff member

Community
Grants Hub
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Home Grants -  Miestones  Applications  PaymentAdvice  Organisation Profile

Yousrenere: Home / Organisation Profile

Organisation profile Staff

menu

Data Exchange ('  Training and Support ' Acceptances

Notifications

0

Organisation details

Postal address

ContactiD  Title

Filter: | 2. Inaciive Staff v| IS

First name Last name Status

Position

Search Staff

System access level

Bank accounts
» AHABTEY  Mr

Acceptance administration

FIRST TRAINING Inactive

General Manager

=]
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Steps  Actions

Step 9 The Staff details screen will display. This screen has four sections:
1. Staff details
2. System access
3. Contact for Grant Agreements
4. Contact for Grant Activities.
As this contact is ‘Inactive’, only the Reactivate button will be enabled.

Select the Reactivate button to update the Staff record as an ‘Active’ contact for the
organisation.

Note: Reactivating staff at this level does not re-establish any prior relationships to
Agreements or Activities in the Portal.

For further details refer to the Update Grant Agreement Contacts task card, and
Update Grant Activity Contacts task card.

N
+ Community .
jb Grants "Uﬁ H“ Notfications ©  Personal Profile

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

& You are currently viewing: Training Group 2022

cserenere Home 1 Organisaton Prafic
Organisation profile Staff details * required
menu

Staff details

Organisation details

Postal address

Title: First name: Last name:
= Master STAFF2 STAFF 2
Bank accounts

Position: Email Phone:
Acceptance administracion Not Specified staff 2@dss gov.au

Status: Contact ID:

nactive 4-HIMB6YS

Step 10  Your contact is now ‘Active’ and listed in the organisation’s ‘Active’ Staff list.

i Community S
i Grants Hub Notfications ®  Personal Profile | 108

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

&fa Youare currently viewing:  Training Group 2022

Youarenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Fiter: | 1. AcveStaff v | RNV

Postal address

ContactiD  Jitle v First name Last name Status Pasition

System access level

Bank accounts

» 4-GZ0LBBS M GRP TRN1 Active No Specified Editor
Acceptance administration

3 4GYCE3BS M GRp TRN2 Active Not Specified Administratos

3 4-GZ0LB94 M GRP TRN3 Active Not Specified No Access

3 4HIMEEYS  Master STAFF 2 STAFF 2 Active Not Specified No Access
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Inactivate a Staff Record

Steps  Actions

Step 11 To inactivate a staff record from the Staff details screen, select Active Staff from the

drop-down menu, and select Apply Filter to view ‘Active’ contacts for the
organisation.

Note: To inactivate a staff record there must be an existing ‘Active’ staff record for the
organisation.

.
fily Community
ix Grants Hub} t Notffications ©  Personal Profile

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

&da You are currently viewing: - Training Group 2026

VYou are here:  Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: | 1. Active staff v | LIS |

Postal address

search staff Add staff
System access
ContactID  Title Eirstname A Last name Status Position level

Bank accounts

’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator
Acceptance administration

> 4-GZOLBBS M GRP TRN1 Active Not Specified Editor

> 4.GZ0LB94  Mr GRP TRN3 Active Not Speified View only

Step 12 The list of ‘Active’ Staff will display. Select the View button next to the staff member
you wish to inactivate.

.
Ao Community
‘ l GrantsHub} Motifications ©  Personal Profile

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

&4 You are currenty viewing:  Training Group 2026

You are here:  Home / Organisation Profile

Organisation profile Staff
menu

Organisation details )
Filter: | 1 Activestaff v | ESIIVASIICH

Postal address

System access
ContactID  Title First name A Last name Status Position level

Bank accounts

> 4.GYCE3BS 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 m

gl
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Steps

Step 13

Actions

The Staff details screen will display. This screen has four sections:
1. Staff details
2. System access
3. Contact for Grant Agreements
4. Contact for Grant Activities.
As this contact is ‘Active’, only the Inactivate button will be enabled.

Select the Inactivate button to update the Staff record as an ‘Inactive’ contact for the
organisation.

Note:

e A staff record cannot be inactivated if it is the Primary Contact for a current

Agreement, Program Schedule, or Activity until another Primary Contact is
assigned.

o If the staff record has a ‘requested’ access status, it also cannot be inactivated,

and an error message will appear. Please contact the Portal Helpdesk for
assistance with this error.

Community
Grants Hub

Fit

Home  Grants ~  Milestones  Applications ~ PaymentAdvice — Organisation Profile  Data Exchange (2 Trainingand Support (' Acceptances

Notffications ' Personal Profile

&k You are currently viewing:  Training Group 2022

uarenere: Home / Organisation Profile

Organisation profile Staff details

menu

Staff details

Organisation details

Postal address

Title:

reaceore [

Acceptance administration Not Specified

staff 2@dss gov.au

First name: Last name:
Bl Master STAFF 2 STAFF 2
Bank accounts

Position: Email: Phone:

Status:

Active

Contact ID:

4HIMEEYS

Step 14

Your contact is now Inactive and listed in the Organisation’s Inactive Staff list.

Community
Grants Hub
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Home  Grants -

Milestones  Applications ~ PaymentAdvice  Organisation Profile

Yeuareners: Home / Organisation Profile

Organisation profile Staff

menu

Data Exchange (2 Training and Support

Acceprances

O Personal Profile

Norifications

&% You are currently viewing:  Training Group 2022

Organisation details

Postal address

| Filter: | 2. Inactive Staff v | (GRS

Search Staff Add staff

Staff
Contact ID Title First name Last name Status Position System access level

Bank accounts

13 4-HIMBETS  Master STAFF 1 FIRST NAME STAFF 1 LAST NAME Inactive Not Specified No Access
Acceptance administration

» AHIMEEVO  Miss STAFF 2 STAFF2 Not Specified N

3 4HIMEEWS  Master STAFF 3 STAFF3 Inactive Not Specified No Acce:

> 4HIMEEYS  Master STAFF 2 STAFF2 Not Specified No Access View

Need help?

For further assistance with the Grant Recipient Portal, please contact the Community Grants Hub

at GRP.helpdesk@communitygrants.gov.au.
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