Community
Grants Hub

Australian Government Improving your grant experience

Update Grant Activity
Contacts

Task Card

This task card explains how to view, add, and remove Grant Activity Contacts in the Grant
Recipient Portal (Portal).

You can manage Grant Activity Contacts in two ways:
¢ Through the Organisation Profile
e Through the Grant Activities section

Portal access required: Administrator or Editor.

Quick Links

Manage Contacts through Organisation Profile

Add a Contact through Organisation Profile

Remove a Contact through Organisation Profile

Manage Contacts through Grant Activities

Add a Contact through Grant Activities

Remove a Contact through Grant Activities

Need help?

Manage Contacts through Organisation
Profile

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

Acceptances

Grant Agreements

View your organisation's current
Grant Agreement details and
documents

Payment Advice

Search and resend Payment
Advices

Applications Payment Advice

Grant Activities

VIew your organisation's current
Grant Activity details and
documents

Organisation Profile

Notifications

&da Vou are currently viewing:  Training Group 2022

0 Personal Profile

Data Exchange &'

Training and Support &'

Hi GRP. Welcome to the Grant Recipient Portal.

Milestones

View your organisation's
upcoming, submitted and
payment Milestones

Organisation Profile

Manage your organisation’s
details

Personal Profile

Manage your personal details

Applications

View your organisation’s Grant
Applications

Acceptances

view and manage Grant
Acceptances

From the Organisation Profile menu, select Staff.

Home  Grants -  Milestones  Applications

Youarehere: Home / Organisation Profile

Organisation profile
menu

Organisation details

Postal address

Bank accounts

Acceptance administration

PaymentAdvice  Organisation Profile

Organisation details

Data Exchange &

Training and Support &' Acceptances

&% You are currently viewing:  Training Group 2022

Organisation details can be updated if you are an Administrator

Organisation ID:

4GXVAVIL

ABN;

39729461841

General email.

traininggroup22@gmail com

Organisation name:

Training Group 2022

Business address:

L 615 Bowes P| PHILLIP ACT 2606

Financial email:

traininggroup22@gmail.com

Update

Legal name:

Training Group

Phone:

02 6287 9987

Web address:

The Staff screen wi
You can:

e View active

Il display.

staff.

e View inactive staff.

e View all staff.

Select View next to the staff member you want to manage.

Home  Grants -  Milestones  Applications

Youarenere: Home / Organisation Profile

Organisation profile
menu

Organisation details
Postal address
Bank accounts

Acceptance administration

Payment Advice ~ Organisation Profile  Data Exchange '

Staff

Training and Support &'

Acceptances

% You are currently viewing: ~ Training Group 2022

Contact ID Title First name A Last name Status Position System access level
} 4-GZ0LB8S Mr GRP TRN1 Active Not Specified Editor
’ 4-GZ0LBS4 Mr GRP TRN3 Active Not Specified No Access
P eovems w - TNz Aave  Noxspectied e
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The Staff Details screen opens.
The screen contains:
o Staff Details
e System Access
e Contact for Grant Agreements
e Contact for Grant Activities

Grant Activity Contacts are listed under Contact for Grant Activities.

Staff details * required

Staff details

Title: m ame:
wr [ TRN1
Positi I

Notspeciied uat1dss@dss.fms.gov.au

Status

System access

System access level: (2] System access status:

Editor completzd

Contact for Grant Agreements

fne Community Grants HuG nesds o Talk S00UT & Grant Agreement witn your orgenisation, tney will Comtact staff wno aré ssigned To TNt Grant Agresment first, This Staff member nas been assigned a5 & CONTACT for tne following Grant Agresments:

Add Grant Agreement

Contact for Grant Activities

f the Community Grants Hu nesds to talk about a Grant Activity with yeur organization, tney will contact staff wno are assigned to that Grant Activiyy firse. This staf memoer nas been aszignad as a contact for the following Grant Activities.

Add Grant Activity

e To add a contact, continue to the next section.

e To remove a contact, skip to Remove a Contact through Organisation Profile task card
section.

Add a Contact through Organisation
Profile

Go to Staff and select View beside the staff member you want to add as a contact.

Home Grants -  Milestones  Applications ~ Payment Advice  Organisation Profile  Data Exchange (' Training and Support (7' Acceptances

&k Youare currently viewing: - Training Group 2022

Organisation profile Staff
menu

Organisation details
Filter: | 1. Accve Siaff v | [N
Search Staff Add staff
Contact ID Title Firstname A Last name
accounts

Status Position System access level

> 4-GZOLB8S  Mr GRP TRN1 Active Not Specified Editor
[ JEICHESI @e TN hctve Nor specied No Access _
> 4GYCE3BS M GRP TRN2 Active Not Specified Administrator
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On the Staff Details page, select Add Grant Activity.

Staff details + required

Staff details

m Feacrivaze m

Title: First name; Last name:
Mr GRP TRN1
Pasition: Email Phone:

Mot Specified

Status:

System access

System access level (7] System access status:

Edior Completed

Contact for Grant Agreements

ftne Community Grants Hu n

nt with your organisation, they will contact st

red as a centact for the followin,

Add Grant Agreement

Contact for Grant Activities

£1n2 Community Grants Huo needs w talk anout a Gr

witn your organisation, ey will contact staff wno are assigned to that Grant Activity

A list of available Grant Activities will appear.
Select Actions beside the relevant activity.
Available options are:

e Assign as a contact

e Assign as the primary contact

e View all contacts for this activity

Community ) P Y———
Tub Notifications =rsonal Profile

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

&b Vou are currently viewing: Trai
Vouarerere: Home / Organisaton Profile

Organisation profile Staff: Grant Activity contact

menu

You can assign sta
Ifsne Communicy

cact (rep your organisation's Gri ites.
5 Hub nesds (o talk about 3 Grant AGKvity with your organisation, they will cortact the representative(s) of that Grant AcTiviy first.

Qrganisation details

Staff member
Postal address

Contact ID: 4+GXYWERR Name: Captain RAYMOND HOLT Position: Senior Manager
S} Email:  uatdss@dss fms gov.au Phone:
Bank accounts

Assign staff member as Grant Activity contact
Acceptance administration

Select the ‘Actions’ button 1o assign the above staff member as your organisation's CONtact 1 any of the Grant A isted below
Activity ID Activity name Program name

4GzRIFA PVT test Einancial Crisis and Material Ald - Food Relief

Assign as a contact

+ ] Tiger Tean

Vaterial A

Assign as the primary contact

4-HOEOIBH Tiger Team Test Financial Crisis and Material Aic

cts for this Activity

+HOEQIFR

Tiger Team Te:

erial Alg

Tiger Team Test Financial Crisis and Material Aid - F

4HOCRXLU Tiger Team Test

4+HOICUAQ Tiger Team Test

Tiger Test Team

Tiger Test Team Financial Crisis and Material Aid - Emergency Relief

To add the person as a standard contact, select Assign as a contact.
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A success message will appear.

The activity will show under Contact for Grant Activities with Primary Activity Contact as No.

Contact for Grant Activities

If the Community Grants Hub needs to talk about a Grant Activity with your organisation, they will contact staff wno are assigned to that Grant Activity first. This staff member has been assigned as a contact for the following Grant Activities;

Add Grant Activity
Activity 1D Activity name Program name Primary Activity contact

4-HOEOI29 Tiger Team Test Financial Crisis and Material Aid - Food Relief Yes

4-GZZOOPX Tiger Team Test Financial Crisis and Material Aid - Emergency Relief No

To add the person as the primary contact, select Assign as the primary contact.
A confirmation message will appear.
Select Confirm to proceed.

You can select Discard changes and return if you do not wish to continue.

Confirm change of primary contact X

Please confirm the change of primary contact.

Activity name: Tiger Team Test
Current primary contact: No contact assigned
New primary contact: GRP TRN1

A success message will appear.

The activity will now show under Contact for Grant Activities with Primary Activity Contact as
Yes.

Contact for Grant Activities

If the Community Grants Hub needs to talk about a Grant Activity with your organisation, they will contact staff wno are assigned to that Grant Activity first. This staff member has been assigned as a contact for the following Grant Activities

Add Grant Activity

Activity 1D Activity name Program name | Primary Activity contact

4-HOEOI29 Tiger Team Test Financial Crisis and Material Aid - Food Relief Yes

4-GZZOOPX. Tiger Team Test Financial Crisis and Material Aid - Emergency Relief No

Remove a Contact through Organisation
Profile

Go to Staff and select View beside the staff member you want to remove.

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

Organisation profile Staff
menu

Organisation details
Filter: | 1. Actve Siaff v | [ERISNETIE

Postal address

staff

Contactip  Title First name A Last name status Position System access level
Bank accounts

> 4GZ01B8S  Mr GRP TRN1 Active Not Specified Editor
Acceprance adminissration

> 4GZ01B9A M GRP TRN3 Active Not Specifie No Acces: e

> AGYCE3BS M GRP TRN2 Active Not Specified Administrato

Go to the Contact for Grant Activities section.
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Select Actions beside the activity and choose Remove contact from Activity.

Note: You cannot remove a person who is currently the primary contact. A new primary contact

must be assigned first.

Staff details

‘{.-:1 ou are currently viewing:  Training Group 2022 J

m Reactit Upﬂite

vate

Title: First name: Last name:
Mr GRP TRN3
Position: Email; Phone:

Not Specified uat3dss@dss.fms.gov.au 0232323232
Status: Contac ID:

Actve 4-GZ0LBS4

System access

Contact for Grant Activities

f the Community Grants Huo needs to talk atiout a Grant Activity

System access level Q
No Access Completed
Contact for Grant Agreements
f the Community Grants Huo needs to talk about a Grant Agreement our o ation, thes contact staff who are assigned to that Grant Agreement first. This

on, they will contact staff who are assigned to that Grant Activity first. This staff member has been assigned ax 8

513 member nas been &

ssigned as a contact for the following Grant Agreements:

Add Grant Agreement

contact for the following Grant Activities

Add Grant Activity

Activity ID Activity name Program name Primary Activity contact
4-GZ200PX Tiger Team Test Financial Crisis and Material Aid - Emergency Relief No

Remave contact from Activity

Assign as the primary contact

View all contacts for this Activity

If successful, a confirmation message will appear, and the activity will no longer be listed for that

staff member.

If the contact is the current primary contact, an error message will display advising that a new
primary contact must be assigned before removal.

|Comta(t for Grant Activities |

If the Community Grants Hub needs to talk about a Grant Activity with your organisation, they will contact staff who are assigned to that Grant Activity first. This staff member has been assigned as a contact for the following Grant Activities:

Add Grant Activity

Activity ID Activity name Program name Primary Activity contact

4-HOEOI29 Tiger Team Test Financial Crisis and Material Aid - Food Relief Yes
4-GZZOOPX Tiger Team Test Financial Crisis and Material Aid - Emergency Relief No A
4-HOEOIFR Tiger Team Test CWLT Financial Crisis and Material Aid - Food Relief No

4-GZPIJFA PVT test Financial Crisis and Material Ald - Food Relief Yes

@ There are error(s) on the page

Primary contacts cannot be removed. To remove the staff member as a contact for this Activity, change the primary contact to another staff member first.

Manage Contacts through Grant

Activities

From the Portal home page:
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e Select the Grant Activities tile, or

e Select Grants from the menu and then select Grant Activities.

Australian Government

Home Grants - Milestones
Acceptal  Grant Agreements.

Grant Activities

Grant Agreements

View your organisation's current
Grant Agreement details and
documents

Payment Advice

Search and resend Payment

: "_fqp Community
i Grants IHub HR

Iraraveny vaur grars experi

Applications Payment Advice Organisation Profile

Grant Activities

View your organisation's current
Grant Activity details and
documents

Organisation Profile

Manage your organisation’s

Advices details

0 a ut
Notifications Personal Profile

Data Exchange 3

Training and Support (&

;:} You are currently viewing: Training Group 2025

Hi GRP. Welcome to the Grant Recipient Portal.

Milestones

View your organisation's
upcoming, submitted and
payment Milestones

Personal Profile

Manage your personal details

Applications

View your organisation's Grant
Applications

Acceptances

View and manage Grant
Acceptances

The Grant Activities screen will display.

Find the activity you want to manage and select View.

You can also use Search Activities.

Vouareere: Home / Grant Actvites
Grant Activities
Activity ID Activity name Program name Department Activity end date Schedule ID
' 4-HOEQI29 Tiger Team Test Financial Crisis and Material Aid - Food Relief Department of Social 30/09/2024 4-HOECIQ
Services
' 4-HOCRXKK Tiger Team Test Financial Crisis and Material Aid - Food Relief Department of Social 30/09/2024 4-HOEQIEE
' 4-HOJCUAQ Tiger Team Test Financial Crisis and Material Aid - Food Relief 30/09/2024 4-HOEOIFA

The Activity Details screen will open.
You can view information including:
e Activity name
e Activity ID
e Program name
¢ Organisation details
e Activity dates

e Funding Arrangement Manager

7 | Community Grants Hub

Sept 26



Youarehere: Home / GrantActivites / Grant Activity details

Grant Activity menu

Overview

Milestones
Finances
Bank account details

Contacts

Activity details

Activity name: Activity Training Title
Program name
Organisation name: Training Group 2022
Activity start date: 1/09/2022

Department: Department of Social Services

Financial Crisis and Material Aid - Emergency Relief

Activity ID:  4-HO7OFFW
Schedule ID: 4-HO70FAZ
Organisation ID: 4-GXVAVJL

Activity end date: 30/09/2024

Funding Arrangement Manager

Name Phone

Email

Managing office

Training Two +610261462029

FOFMS TESTMAIL@DSS.GOV.AU

ACT |

Go 10 Grant Agreement

Select Contacts from the Grant Activity menu.

You are here;
Grant Activity menu

Overview
Milestones
Finances

Bank account details

Home / Grant Activiies / Grant Activity details

The Contacts screen will display all contacts linked to the activity.

e To add a contact, continue to the next section.

¢ To remove a contact, skip to Remove a Contact through Grant Activities task card

section.

Vouarehere: Home / Grant Actiities / Grant Activity details

Grant Activity menu

Overview
Milestones

Finances

Bank account details

Contacts

Activity name: Tiger Team Test

Program name: Financial Crisis and Material Aid - Food Relief
Organisation name: Training Group 2022

Activity start date: 1/07/2022

Department: Department of Social Services

Grant Activity contacts

No contacts were found for this Grant Act

Activity ID; 4-HOEQI29
Schedule ID: 4-HOEOIQ
Organisation ID: 4-GXVAVIL

Activity end date: 30/09/2024

Link another contact

Add a Contact through Grant Activities

Select Link another contact.

Community
Grants Hub

Milestones

Applications

Youarenere: Home / GrantActvities / Grant Activity details

Grant Activity menu

Overview
Milestones

Finances

Bank account details

Contacts

it

org Data Exchange '

Contacts

Training and Support

Acceptances

O personal Profile

Notifications

&5 You are currently viewing:  Tr.

Group 2022

Activity name: Tiger Team Test
Program name: Financial Crisis and Material Aid - Food Relief
Organisation name: Training Group 2022

Activity start date: 1/07/2022

Department: Department of Social Services

Grant Activity contacts

o contacts were found for this Grant Activiy.

Activity ID: 4-HOEOI2%
Schedule ID: 4-HOEOIQ
Organisation ID: 4-GXVAVIL

Activity end date: 30/03/2024
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A list of staff members will appear.

Select the checkbox beside the person you want to add, then select Confirm selection.

i Community ;
J" a Grants Hub Ht ; -

Home Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile

Data Exchange (2  Training and Support (' Acceptances

Granc Activiies / Grant Activity details

= e Link contact to Grant Activity
Grant Activity menu -

Overview

Milestones

[] contactip Title First name Last name Position

Finances

RAYMOND HOLT
Bank account details
GRP
Contacts

Link another contact

Confirm selection

A success message will appear.

The person will now appear under Grant Activity Contacts.
Contacts

Activity name: Tiger Team Test Activity ID: 4-HOEOI29

Program name: Financial Crisis and Material Aid - Food Relief Schedule ID: 4-HOEQIQ

Organisation name: Training Group 2022 Organisation 1D: 4-GXVAV]L

Activity start date: 1/07/2022 Activity end date: 30/09/2024

Department: Department of Social Services

Grant Activity contacts

Link another contact

Contact ID v Name Phone

Email Position Primary Activity contact
4-GZ0LBBS GRP TRN1 0232323232 uatldss@dss.fms.gov.au  Not Specified No
4-GYCE3B5 GRP TRNZ 0232323232 uatdss@dss fms.gov.au Mot Specified No

To make the contact the primary contact:

e Select Actions
e Select Assign as the primary contact

The current primary contact is identified by Yes in the Primary Activity Contact column.

Contacts

Activity name: Tiger Team Test Activity ID: 4-HOEQI29

Program name: Financial Crisis and Material Aid - Food Relief Schedule ID: 4-HOEOIQ

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

Activity start date: 1/07/2022 Activity end date: 20/09/2024

Department: Department of Social Services

Grant Activity contacts

Link another contact
ContactID Name Phone

Email Position Primary Activity contact
4-GZ0LBBS GRP TRN1 0232323232 uatldss@dss fms gov.au Not Specified
4-GYCE3B5 GRP TRN2 0232323232 Uatdss@dss.fms_gov.au Not Specified No

Assign s the primary contact

Remove contact from Activity

oo

A confirmation window will appear.
Select Continue to make the change.

Select Discard changes and return if you do not want to proceed.
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Please confirm the change of primary contact.

Activity name: Tiger Team Test
Current primary contact: RAYMOND HOLT
New primary contact: GRP TRN1

Confirm change of primary contact X

Discard changes and return |

A success message will appear.

The contact will now display Yes under Primary Activity Contact.

Contacts

Activity name: Tiger Team Test
Program name: Financial Crisis and Material Aid - Food Relief
Organisation name: Training Group 2022

Activity start date: 1/07/2022

Activity ID: 4-HOEQI29
Schedule ID: 4-HOEOIQ
Organisation ID: 4-GXVAV]L

Activity end date: 30/09/2024

Department: Department of Social Services

Grant Activity contacts

Link another contact

Contact ID Name Phone Email Position Primary Activity contact
4-GZ0LBBS GRP TRN1 0232323232 uatl dss@dss fms gov.au Not Specified Yes
4-GYCE3BS5 GRP TRN2 0232323232 uatdss@dss fms.gov.au Not Specified No

Remove a Contact through Grant
Activities
From the Contacts screen:

e Select Actions beside the contact.

¢ Select Remove contact from Activity.

Granc acaey decats

Grant Activity menu Contacts

Contact D Neme  Phne  Emal Ppositin Primary Activity contact

SIB000283 0505 mreo = Feconsce

A confirmation window will appear.
Select Yes remove as contact.

Select Cancel if you do not wish to continue.

Remove staff as Activity contact X

Avre you sure you would like to remove this staff member as a contact for this Activity?

Cancel Yes remove as contact
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A success message will appear, and the contact will be removed from the activity.

If the contact is currently the primary contact, an error message will display advising that another
primary contact must be assigned first.

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

Acceptances

Grant Activity menu Contacts

Activity name: Tiger Team Test

Activity ID: 4HOEOI29
Program name: Financial Crisis and Material Aid - Food Relief Schedule ID: 4-HOEOI1Q
Organisation name: Training Group 2022 Organisation ID: 4-GXVAVIL
Activity start date: 1/07/2022 Activity end date: 30/09/2024
IS Department: Department of Social Services

Grant Activity contacts
ContactID Name

Phone Email Position

Primary Activity contact

uat1dss@dss fms gov.au  Not Specified Yes Actions~

4.GZ0LB8S GRPTRN1 0232323232

@ There are error(s) on the page

Primary contacts cannot be removed. To remove the staff member as a contact for this Activity, change the primary contact to another staff member first.

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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