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Add Organisation Staff

Task Card

This guide explains how an Organisation Administrator can add staff members to the Grant
Recipient Portal (Portal) and assign the appropriate access level.

Portal access required: Administrator.

Quick Links

Understanding Access Levels

Add Staff in the Portal

Need help?

Understanding Access Levels
Before adding a staff member, decide what level of access they need.
Administrator
Administrators have the highest level of access. They can:
¢ Manage staff access
e Create and edit staff records
e Update organisation details
¢ Update their personal profile
¢ Request bank account updates
e Submit reports and acquittals
¢ View grant information
o View and resend payment advice
Editor
Editors can:
e Submit reports and acquittals

e Update their personal profile
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¢ View grant information
¢ View and resend payment advice
Viewer
Viewers cannot make changes to organisation information or submit reports. They can:
e View grant information
¢ Update their personal profile
e View and resend payment advice
No Access

Use No Access for staff who do not need Portal access but still need to be recorded as an
organisation contact and assigned to grants or activities.

Add Staff in the Portal

From the Portal home page, select the Organisation Profile tile, or link from the navigation menu.

*
i Community
J'-.i‘fx' Grants Hug Motifications ° Personal Profile

Australian Government Imaraving your grart experience

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

Acceptances

ésa 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 derails 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

The Organisation Profile page opens.

Select Staff from the Organisation Profile menu.
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Home  Grants ~  Milestones  Applications ~ PaymentAdvice ~ Organisation Profile  Data Exchange (2  Training and Support (& Acceptances

&l You are currently viewing:  Training Group 2022

Youarehere: Home / Organisation Profile

Organisation profile Organisation details
menu

Organisation details can be updated if you are an Administrator

Organisation details

Update
Postal address

St Organisation ID: Organisation name: Legal name:
4-GXVAVIL Training Group 2022 Training Group 2022

Bank accounts

. N ABN; Business address: Phone:

Acceptance administration
39729461841 L6 15 Bowes Pl PHILLIP ACT 2606 02 6287 9987
General email: Financial email: Web address:
traininggroup22@gmail.com traininggroup22@gmail.com

The Staff page displays active staff members by default.
You can filter the list to view:

o Active Staff

e Inactive Staff

e All Staff

Each staff member has a unique Contact ID that can help identify records and avoid duplicate
contacts.

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

44 You are currently viewing: - Training Group 2026

Vou are here:  Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Fiter _ CTBUE

Postal address

staff

Contact ID Title Eirst name Last name v Status Position System access level
Bank accounts
» 4.GZ0LB94 | Mr GRP TRN3 Active Not Specified View only
Acceptance administration
3 4.GYCE3BS | Mr GRP TRN2 Active Not Specified Administrator
3 4-GZ0LB8S | Mr GRP TRN1 Active Not Specified Editor
» 4-GZOLBKO | Mr JAMES RED Active Not Specified Administrator

Select Add staff.

Home Grants -  Miestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Trainingand Support ' Acceptances

ka You are currenty viewing:  Training Group 2026

Youare nere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Filter: Apply Filter
Postal address

Search staff
Staff

ContactiD  Title First name Last name v status Position System access level
Bank accounts

» 4GZ0LBY4  Mr GRP TRN3 Active Not Specified View only
Acceptance administration

» 4GYCE3BS  Mr GRP TRN2 Active Not Specified Administrator

13 4GZ01B8S  Mr GrRP TRNT Active Not Specified Editor

3 4GZOLBKD  Mr JAMES RED Active Not Specified Administrator

Complete the required details for the new staff member.
Required fields are marked with a red asterisk (*).

Enter:
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o Title

o First name

e Last name

o Position

o Email address

e Phone number (if applicable)
e Required system access level

Choose the most appropriate access level based on the staff member’s role.

Home Grants ~  Milestones  Applications  PaymentAdvice  Organisation Profile

Data Exchange (@'

Training and Support (2 Acceptances

il Youare currently viewing  Tralning Group

Youare nere:  Home /

Add staff details

Organisation profile required
menu

Organisation details Titler# Firet Name* T

Postal address Please Select ~

Saft Position: ,[W,‘a',‘» Phone:

Bank accounts Not Spacified ~

Acceptance administration .
System access levels
@ NoAccess
The staff member will not be able to access the portal but can be assigned as a contact for Grant Activities

o

View only
The staff member can view various screen but will not be able to add any details or make any changes

(o]

Editor

The staff member can add details and make changes on all available pages except Add staff, Update system access and Bank account
Administrator

The staff member can add details and make changes on all available screens

e}

Discard changes and return

When all information has been entered, select Save and return.

Home Grants -  Milestones  Applications  PaymentAdvice ~ Organisation Profile

Data Exchange &'

Training and Support ¢

Acceptances

& Home / Organisation Profile

a You are currently viewing:

Training Group 2026

Add staff details

Organisation profile # required
menu
Organisation details Title:* st Namert R
Postal address Please Select v
st Position: Email:* phone:
v
Bank accounts Not Specified

Acceptance administration System access level:*

@® No Access
The staff member will not be able to access the portal but can be assigned as a contact for Grant Activities

O Viewonly
The staff member can view various screen but will not be able 1o add any details or make any changes
O Editor
The staff member can add details and make changes on all available pages except Add staff, Update system access and Bank account

O Administrator
The staff member can add details and make changes on all available screens

Discard changes and return

save and return

The system automatically checks for duplicate contacts before saving.

Exact Match Found

If the First Name, Last Name and Email Address match an existing contact for your organisation,
the system will display an error, and the contact cannot be added.

@ There are error(s) on the page

The contact you are trying to add already exists in this contacts list.

Matching Email Address Found
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If the email address already exists for another contact, but the name is different, a warning
message will appear.

You can:
¢ Select Continue to create the new contact, or

o Select Discard changes and return to cancel.

Potential duplicate contact X

This email address is already specified for an existing staff member. Please confirm you wish to create a new contact.

If the contact is successfully created, a confirmation message appears briefly on screen.

The new staff member will then appear in the Staff list.

.
il Community 5
e Grants Hub Notifications ¢ Personal Profile | LogOUt
bk

Australian Government

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

fa You are currently viewing:  Training Group 2022

Youare here: Heme / Organisation Profile

Organisation profile Staff
menu

Organisation details
Fiter: | 1. Acvestaff v | [EASNENS

Postal address

S - -
Staff

ContactiD  Title First name Last name Status Position System access level
Bank accounts
» 4GXYWERR  Captain RAYMOND HOLT Active Senior Manager Editor
Acceptance administration
> 4HIMEETS  Master STAFF 1 FIRST NAME STAFF 1 LAST NAME Active Not Specified No Access
> 4HIMBEVD  Miss STAFF2. STAFF 2 Active Not Specified No Access
» 4-HIMBEWS  Master STAFF3 STAFF3 Active Not Specified No Access
[ 4GIOLBBS M GRP TRN1T Active Not Specified Editor
> 4GYCE3BS  Mr GRP TRN2 Active Not Specified Administrator
> 4GZ0LB94  Mr GRP TRN3 Active Not Specified No Access

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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