Community
Grants Hub

Australian Government Improving your grant experience

Search for Organisation
Staff

Task Card

The Grant Recipient Portal (Portal) allows users to view staff records and search for staff members
linked to their organisation. This task card explains how to access staff records and use the staff
search function.

Portal access required: Administrator, Editor or View Only.

Quick Links
View a Staff Record

Search for Organisation Staff

Need help?

View a Staff Record

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

Community
G Hub Notifications ©  Personal profile | Logout

Home Grants ~  Milestones  Applications ~ PaymentAdvice | 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 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 detals 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

On the Organisation Profile page, select Staff from the menu on the left. The Staff page will open
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¥ouare nere: Home  Organisation Profile

Organisation profile Organisation details
menu

Organisation details can be updated if you are an Administrator

Organisation details

Postal address m

- Organisation ID: Organisation name: Legal name:
2-GXVAVIL Training Group 2022 Training Group 2022
Bank accounts
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 a list of staff linked to your organisation. Active staff are shown by default.
The Status column shows whether a staff member is active or inactive.
Use the filter to choose:

e Active Staff

¢ Inactive Staff

e All Staff

Active staff are current organisation contacts in the Community Grant Hub’s Grant Payment
System with no end date.

Inactive staff are former organisation contacts who have an end date recorded in the Community
Grant Hub’s Grant Payment System.

The Portal will not show the end date.

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

&ha You are currantly viewing:  Training Group 2022

Yousre here: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Filter: | 1. Accve Staff v | RIS

Postal address 1. Active Staff

Staff | Sta
Contact ID Title First name Last name Status Position System access level
Bank accounts.
D 4GKWMERR  Caprain RATMOND HoLT Active Senior Manager Editor
Acceptance administration
P aczosss W e RN Active Not Speciied Editor
P scveEEs W cre TRN2 Actve Not Specified Administrator
P acos wr e TRN3 Actve Not Specfied No Access

Each staff record includes a unique Contact ID that can be used to identify contacts and help
manage duplicate records.

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

k4 You are currenty viewing:  Training Group 2026

" e Home / Org Prof
Organisation profile Staff
menu

Organisation details
Filter: [ 1. Actve Staff v | [EASSNECIIEY

Postal address

Staff

Contact ID Title FEirst name Last name v Status Position System access level
Bank accounts
» 4GZ01894 | Mr GRP TRN3 Active Not Specified View only
Acceptance administration
> 4GYcesss | Mr GRP TRN2 Active Not Specified Administrator
> 4.Gzo188s | Mr GRP TRN1 Active Not Specified Editor
3 a.GzoLsko | Mr JAMES RED Active Not Specified Administrator

To view more information about a staff member, select View next to their name.
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Home Grants -~  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange 2 Training and Support (& Acceptances

%4 You are currently viewing: Training Group 2026

Youarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Apply Filter
Postal address

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-GZOLBSS  Mr GRP TRN1 Active Not Specified Editor View

The Staff Details page displays information about the staff member.

The page includes:
o Staff Details
e System Access
e Contact for Grant Agreements

e Contact for Grant Activities

Home  Grams - Miesiones  Applalons  PaymentAddce  OrganisatonProfle  DataExchange G Training and Support O Acceptances

Yousrenare: Home / OrganisatonPratie

Organisation profile Staff details  requres
menu

Staff details

Organisacion derails

Postal ad
T First name. Lastname:
wr 3 RN
Bank accounts
Position:

Acceprance agministration

Not spectied

Status Contact 10:
Acie sczoLss
System access leve @ Systom access s
No Access compiete

Contact for Grant Agreements

it Community Grants Hu

Contact for Grant Activities

IFsne Commun'ey Grans Hug e

W your organisation. tey wil contact Staf o are assigned to tnat Gran: Agreament first. T

caff member nas been assighed as a contact for me following

Add Grant Agreement

5 ar tne fallawing Grans Acsites:

‘Add Grant Activity

Search for Organisation Staff
From the Staff page, select Search Staff.

Home  Grants ~  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Support (2 Acceptances

&ka Vou are currantly viewing:  Training Group 2022

Vouarenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
fer

Postal address

staff

Contactip Title Firstname A Last name Status Position System access level
Bank accounts
» 4G70lB8S  Mr GRP TRN1 Active Not Specified Editor
Acceptance adminiscration
13 4GZ00B94  Mr GRP TRN3 Active Not Specified No Access

The Search Staff page allows you to search for staff members using one or more of the following
fields:

e First Name
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e Last Name
e Emalil
e Position

e ContactID

S Community
Grants Hub Notfications ¢ ersonal profie | LOBOUt

ants - Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange @ Training and Support ' Acceptances

& You are currently viewing: - Training Group

Organisation profile Search staff
menu

Organisation details

First Name: Last Name: Email
tal addre

S Position: Contact ID:

— Please Select X

Acceptance administration Clear m

Enter the search details and select Run Search.

If you want to clear the search fields and start again, select Clear.

Home  Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile  DataExchange 7 Training and Support 7 Acceptances

&k You sre currenty viewing:  Training Group 2022

Organisation profile Search staff
menu

Organi detal First Name: Last Nam. Email
GRP
Position: Contact ID:
Please Select ~

Search results will be displayed below the search fields.

To open a staff record, select View next to the staff member's name.

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

¥ You are currently viening: Training Group 2022

Organisation profile Search staff
menu

Organisation details

First Name: Last Name: Email
Postal address GRP
=i Position: Contact ID:
- Please Select ~
Bank accounts

Acceptance administration Clear m
Results (3

ContactiD  Title First name Last name Status Position System access level

» 4-GZOLB94  Mr GRP TRN3 Active Not Specified No Access
> 4.GIOLBBS  Mr GRP TRNI Active Not Specified Editor

> 4.GYCE3B5S  Mr GRP TRNZ Active Not Specified Administrator w

<
T

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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