Community
e Grants Hub

Australian Government Improving your grant experience

Update Grant
Agreement Contacts

Task Card

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

You can manage Grant Agreement Contacts in two ways:
e Through the Organisation Profile, or
o Through the Grant Agreements 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 Agreements

Add a Contact through Grant Agreements

Remove a Contact through Grant Agreements

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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Australian G

Home  Grants ~  Milestones  Applications

Acceptances

Grant Agreements Grant Activities

View your organisation's current
Grant Agreement details and
documents

V\EWyBUI’ uwgamsa[mn‘s current
Grant Activity details and
documents

Organisation Profile

Payment Advice Organisation Profile

Search and resend Payment Manage your organisation’s
Advices details

Notifications Personal Profile

E!‘i You are currently viewing:  Trainin,

Data Exchange &'

Training and Support &'

g Group 2022

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

From the Organisation Profile menu, select Staff.

Community
Grants Hub t

Grants Milestones  Applicati

Vousrehere: Home / Organisation Profile

Organisation profile
menu

Organisation details

PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Suppor

Acceptances

Noifications

0

You are currently viewing;

Personal Profile

Training Group 2022

Organisation details

Postal address

Organisation ID:

Organisation details can be updated if you are an Administrator

Organisation name:

Financial email:

traininggroup22@gmail.com

A-GRVAVIL Training Group 2022

Bank accounts
ABN: Business address:

Acceptance administration
39729461841 L 615 Bowes Pl PHILLIP ACT 2606
General email:

traininggroup22@gmail.com

Legal name:

Training Group 2022

Phone:

02 6287 9987

Web address:

The Staff screen will display.
You can:

e View active staff

¢ View inactive staff

e View all staff

Select View next to the staff member whose Grant Agreement contacts you want to manage.

Home Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile

Vouarenere: Home / Organisation Profile

Organisation profile Staff
menu

Data Exchange 2 Training and Support (7 Acceptances

&fa Vou are currently viewing:  Training Group 2022

Organisation details

rie: [ 1 pcve st | [

Postal address

ContactiD  Title Firstname A

Last name Status position System access level
Bank accounts

» 4GZ01B8S  Mr GRP TRNT Active Not Specified Editor -
Acceptance administration

> 4GZ0LBI4 M GRP TRN3 Active Not Specified No Access

> 4GYCE3BS  Mr GRP TRN2 Active Not Specified Administrator
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The Staff Details screen opens.
This screen contains:
o Staff Details
e System Access
e Contact for Grant Agreements
e Contact for Grant Activities

Grant Agreement Contacts are listed under Contact for Grant Agreements.

Staff details

* required

Staff details

Title: First name: a5t name:
Mr GRP TRN1
Position Email Phone:

Not Specified uat1dss@dss fms gov.au 0232323232
Status: Contact ID:

Active 4-GZOLBSS

System access

System access level 2] System access status:

Editor completed

Contact for Grant Agreements

Contact for Grant Activities

 tna Community Grants Hu needs to talk about 8 Grant Activity witn your organisation, tney will contact staff wno are assigned to that Grant Activity first. Tnis staff member nas baen as

 tna Community Grants Huo needs to talk atout 8 Grant Agraement witn your organisation, they will contact staff wno are assizned to tnat Grant Agreement first. Tnis staff member nas besn assigned as a contact for te

signed as a contact for te fallow|

following Grant Azresments:

Add Grant Agreement

ng Grant Activities:

Add Grant Activity

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 DataExchange ('  Training and Support (& Acceptances

aa You are currently viewing:  Training Group 2022

Youarenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details
Filter: | 1. Active Seaff v | [ENSVEETNS

Postal address

Contact ID Title Eirst name A Last name Status Position

System access level

Bank accounts

> A-GZOLBSS  Mr GRP TRN1 Active Not Specified Editor
Acceptance administration

> AGZOLBIA M GRP TRN3 Active Not Specified No Access

> AGYCE3BS  Mr GRP TRN2 Active Not Specified Administrator

View

View

View

On the Staff Details screen, select Add Grant Agreement.
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Home Grants ~  Miestones Applications  Payment Advice

Organisation profile
menu

Organisation detsils

Postal =

St

Bank accounss

Accapranca adminisiration

Organisation Profie

Data Exchange &

Training and Support Acceptances

Staff details
staff details
Tite: First name: Last name
ADAM N
Position Emait Fhone:
status

Active

System access

Contact for Grant Agreements

contact for the folloning Grar

Schedule ID Tyee Program name Primary Agraement Contact
45XU0BKE Standard Fund 3. Building Disaoiliy Seccor Capacy and Service Provider Readiness No

Contact for Grant Activities

Activity ID Activity name

Peoeram name

a5 a contact for the follo

Primary Activity contact

£EXUOBRW Training Graup Activey

3. Building Disavilty Seccar Capacy and Service Provider Readiness

No

A list of Grant Agreements will appear.

Select Actions beside the relevant agreement.

Available options are:

e Assign as a contact.

e Assign as the primary contact.

e View all contacts for the agreement.

Home Grants -  Miestones  Applications  PaymentAdvice  Organisation Profile

Data Exchange &

Training and Support (4 Acceptances

% You are currently viewing:

Youare nere: Home / Organisation Profile

Organisation profile
menu

Organisation details
Postal addrass

Staff

Staff: Grant Agreement Contact

Staff member

Contact ID: 4-5Y5ASMT

Email: abc@unkasdfn.com

Name: MrADAM B

Phone:

Position: Manager

Assign staff member as Grant Agreement contact

Bank accounts
Selectthe Act

'S' BUTEON 10 as5IgN the abiove STaff member as your organisation’s CONtact to any of the Grant Agreements listed below.

Acceptance administration Completion
SchedulelD  Type Program name Start date date
4.5X08585 Standard Funding Agresment 3. Building Disability Sector Capacity and Service Provider Readiness 18/08/2021 18/08/2022
4-5XUOEX Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness. 1/01/2021 110112023
Assign as the primary contact
4-5XUOBKO Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness. 110172021 1/01/2023
View all contacts for this Agreement
4-5XUOBKG standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness. 10172021 110172023 Actions=
4-5XU06LM Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 10172021 110172023

To add the person as a standard contact,

A success message will appear.

select Assign as a contact.

The agreement will show under Contact for Grant Agreements with Primary Agreement Contact

as No.
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Contacts

Schedule ID: 4-GZZOOTS Type: Standard Funding Agreement

Start date: 1/0%/2022 Completion date: 30/09/2024

Program name: Financial Crisis and Material Aid Department: Department of Social Services
Organisation name: Training Group 2022 Organisation ID:  4-GXVAVIL

Grant Agreement contacts

Link another contact

Primary Agreement
Contact ID v Name Phone Email Position contact

4-GZ0LB8S GRP TRN1 02 3232 3232 uatldss@dss fms.govaau Mot Specified Yes Actions~=

4-GYCE3BS GRP TRN2 023232 3232 uatdss@dss.fms.gov.au Mot Specified Actions=

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

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

Confirm change of primary contacg X

Please confirm the change of primary contact.

Schedule ID: 4-5X0B585
Current primary contact:
New primary contact: Mr ADAM B

| Discard changes and return | Continue

A success message will appear.

The contact will now show under Contact for Grant Agreements with Primary Agreement Contact
as Yes.

Contacts
Schedule ID: 4-GZZ00T5 Type: Standard Funding Agreement
Start date: 1/09/2022 Completion date: 30/09/2024
Program name: Financial Crisis and Material Aid Department: Department of Social Services
Organisation name: Training Group 2022 Organisation ID:  4-GXVAVIL

Grant Agreement contacts

Link another contact

Primary Agreement
Contact ID v Name Phone Email Position contact

4-GZ0LB8S GRP TRN1 02 3232 3232 uatldss@dss fms.gov.au  Not Specified Yes Actions=

4-GYCE3B5 GRP TRN2 02 32323232 uatdss@dss.fms.gov.au Not Specified No Actions

Remove a Contact through Organisation Profile

Go to Staff and select View beside the staff member you want to remove.
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Data Exchange ('

Training and Support 2

Home Grants -  Milestones  Applications  Payment Advice  Organisation Profile Acceptances

& You are currently viewing:  Training Group 2022

Vouarehere: Home / Organisation Profile

Organisation profile Staff

menu

Organisation details
Filter:

TS RN Aoy Filter

Postal address

ContactiD  Title First name A Last name Status Position System access level
Bank accounts
> 4-GZOLBSS  Mr GRP TRN1 Active Not Specified Editor
Acceptance administration
> 4GZOLBIA M GRP TRNZ Active Not Specified No Access
> A4-GYCE3BS  Mr GRP TRN2 Active Not Specified Administrator

Go to the Contact for Grant Agreements section.

Select Actions beside the agreement and choose Remove contact from Agreement.

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

es  Appicatons  PaymentAtvice  Organsation Profle  DantaExenange Traimingand Supporc f  Acceptances
Organisation profile Staff details  required
menu
staff deails

System access

Contact for Grant Agreements

Add Grant Agreement

Schedule ID Tee Program name Primary Agresment Contact
LEXUDBKT Stanciard Funsing Agresmant 3 Buileing Disabilfty Sector Capacity and Ser n

Contact for Grant Activities

If successful, a confirmation message will appear, and the agreement 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.

Contact for Grant Agreements

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

Add Grant Agreement

Schedule ID Type Program name Primary Agreement Contact
4-GZZ00PQ Standard Funding Agreement Financial Crisis and Material Ald No Actions=
4-HO70F9P Standard Funding Agreement Financial Crisis and Material Aid Yes
4-HOEOIEG Cwith Standard Grant Agreement Financial Crisis and Material Ald No
4HOJCU)Y Cwith Standard Grant Agreement Financial Crisis and Material Aid No
4-H404B5K Cwith Standard Grant Agreement Financial Crisis and Material Aid Yes
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O There are error(s) on the page

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

Manage Contacts through Grant Agreements
From the Portal home page:
o Select the Grant Agreements tile, or

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

iy Community o .
Grants Hub Notifications Personal Profile Logout

Australian Government Impraving your grast exg peronce

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

Acceptal Grant Agreements

Grant Activities é%a 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 organisation’s Manage your personal details View and manage Grant
Advices details Acceptances

The Grant Agreements screen will display.

Find the agreement you want to manage and select View.

Grant Agreements

Schedule ID Type Program name Department Organisation name Organisation ID

4-DVO190L Streamlined Grant Financial Wellbeing and  Department of Social Training Group 2020 4-DQTB8NB View
Agreement Capability Services

4.DQXULTX Streamlined Grant Financial Wellbeing and ~ Department of Social Training Group 2020 4-DQTBBNB View
Agreement Capability Services

4-E4lAlV4 Streamlined Grant Financial Wellbeing and  Department of Social Training Group 2020 4-DQTB8NB View
Agreement Capability Services

The Agreement Details screen will open.
You can view information including:

e Schedule ID

e Agreement type

e Start date

e Completion date
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e Program name

e Department

¢ Organisation name

e Organisation ID

You can also see any linked Grant Activities.

You are here:  Home

Grant Agreement
menu

Overview

Documents
Variations

Contacts

/ Grant Agreements / Grant Agreement details

Agreement details

Schedule ID: 4-HO70FA2
Start date: 1/09/2022

Program name: Financial Crisis and Material Aid

Organisation name: Training Group 2022

Type: Standard Funding Agreement
Completion date: 30/09/2024
Department: Department of Social Services

Organisation ID: 4-GXVAV|L

Grant Activities

The Grant Activities listed below are covered by the Grant Agresment detailed above

Activity 1D Activity name
4HO70FFW Activity Training Title

Select Contacts from the Grant Agreement menu.

Grant Agreement
menu

Overview

Documents

Variations

Agreement details

Schedule ID: 4-GZZOOLR
Start date: 1/09/2022
Program name: Financial Crisis and Material Aid

Organisation name: Training Group 2022

Grant Activities

The Grant Activities listed below are coverad by the Grant Agreement detailed above

Type: Standard Funding Agreement
Comp\etmn date: 30/09/2024
Department: Department of Social Services

Organisation ID: 4-GXVAVJL

Activity ID Activity name
4-GZZOOLV

Tiger Test Team

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

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

e Toremove a contact, skip to Remove a Contact through Grant Agreements task card

section.

Grant Agreement
menu

Overview

Documents

Variations

Contacts

Schedule ID: 4-GZZOOLR
Start date: 1/09/2022
Program name: Financial Crisis and Material Aid

Organisation name: Training Group 2022

Grant Agreement contacts

Contact 1D Name Phone Email

Type: standard Funding Agreement
Completion date: 30/09/2024
Department: Department of Social Services

Organisation ID: 4-GXVAVJL

Link another contact

Primary Agreement

Position contact

4-GZOLB8S GRP TRN1 0232323232

au

uat1dss@dss.fms.gov.

Not Specified Yes

Add a Contact through Grant Agreements

Select Link another contact.
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Grant Agreement
menu

Overview

Documents

Variations

| Contacts |

Schedule ID: 4-GZZOOLR
Start date: 1/09/2022
Program name: Financial Crisis and Material Aid

Organisation name: Training Group 2022

Grant Agreement contacts

Contact ID Name

Type: Standard Funding Agreement
Completion date: 30/09/2024
Department: Department of Social Services

Organisation ID: 4-GXVAVJL

Link another contact

Primary Agreement

Phone Email Position

contact

4.GZ0LB8S GRP TRN1

0232323232 uat1dss@dss fms.gov. Not Specified Yes

au

A list of staff members will appear.

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

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

Community
Grants Hub

Grants - Milestones  Applications

Youarenere: Home / GrantAgreements / Grant Agresment detaits

Grant Agreement
menu

Payment Advice

Ht

Organisation Profile

Contacts

Data Exchange (@  Training and Support ' Acceptances

&8 You are currently viewing: Tralning Gre

O personalprofile | Legout

Link contact to Grant Agreement

Overview
Ple r search for the staff member(s) you Wish to add a5 a contact for this Grant Agreement. If you cannet find the contacs, you may need to ga to the
Documents org profile and add a new staff member.
Variations
[] Contactid Title First name Lastname Position
Contacts
NS v TRAINING ADMIN Not Specified
4 W ADAM 8 Manager
contact
4 wr TRAINING EDITOR Not Specified

Link another contact

Primary Agreement

S ey d oeL...
A success message will appear.
The person will now appear under Grant Agreement Contacts.
Contacts
Schedule ID: 4-H404B5K Type: Cwith Standard Grant Agreement
Start date: 1/07/2022 Completion date: 30/11/2023
Program name: Financial Crisis and Material Aid Department: Department of Social Services
Organisation name: Training Group 2022 Organisation ID: 4-GXVAVIL
[Grant Agreement contacts |
Contact ID Name Phone Email Position Primary Agreement contact
4-GZ0LB8S GRP TRN1 0232323232 fms.gov.au

Not Specified Yes

To make the contact the primary contact:

e Select Actions

o Select Assign as the primary contact

The current primary contact is identified by Yes in the Primary Agreement Contact column.
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Home  Grants -  Milestones  Applications  Payment Advice

Youare nere: Home

rant Agresments / Grant Agreement details

Grant Agreement
menu

Overview
Documents

Variations

Contacts

Organi: Profile  Data Exchange ' Training and Support &

34 You are currently viewing: T

Schedule ID: 4-HOEOIEQ

Start date: 1/07/2022 Completion date: 30/09/2024

Program name: Financial Crisis and Material Aid

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

Grant Agreement contacts

Type: Cuith Standard Grant Agreement

Department: Department of Social Services

Link another contact

Primary Agreement

Contact ID Name Phone Email Position contact
4-GZOLBBS GRP TRN1 0232323232 sfmsgowau  Not Specified Yes
4-GXYWERR

RAYMOND HOLT uatdss@dss.fms.gov.au  Senior Manager

No

SUENOO0DRI evr S mideln  wiFecnacy

Remove contact from Agreement

saemyy

A confirmation window will appear.

Select Continue to make the change.

Select Discard changes and return if you do not want to proceed.

Confirm change of primary contact

By dlicking ‘Continue’ below you declare that you as an authorised individual are changing the contact person for this grant agreement, and that this will constitute a change to the grantee's representative for this agreement.

A success message will appear.

The contact will now show Yes under Primary Agreement Contact.

Contacts

Schedule ID: 4-H404B5K
Start date: 1/07/2022
Program name: Financial Crisis and Material Aid

Organisation name: Training Graup 2022

Grant Agreement contacts

Contact ID Name

Type: Cwith Standard Grant Agreement
Completion date: 30/11/2023
Department: Department of Social Services

Organisation ID: 4-GXVAVIL

Phone Email Position

Link another contact

Primary Agreement contact

4-GZ0LB&S GRP TRN1

0232323232 uatldss@dss.fms gov.au Not Specified

Yes

Remove a Contact through Grant Agreements

From the Contacts screen:

e Select Actions beside the contact.

o Select Remove contact from Agreement.
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Home Grants »  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Support ('

Acceptances
aka Vou are currentiyviewing  Tralning Greup Ine
VoUSE RS HOME | GrentAgrEREN: / Grank Agrsement details
Grant Agreement Contacts
menu
Schedule ID: 4-5XUOBKC Type: Standard Funding Agreement
Start date: 1/01/2021 Completion date: 1/01/2023
Overview
Program name: 3. Building Disahility Sector Capacity and Service Provider Readiness Department: Depariment of Social Services
Documents Organisation name: Training Group Inc Organisation ID: 4-3Q7ARGT
Variations
Grant Agreement contacts
Contacts
Primary Agreement
Contact ID Name Phone contact
4-5XQMQCH ADMIN TRAINING Yes
4-5Y5A9M7 ADAM B abc@unkasdfn.com Manager No
Assign as the primary contact
Remove contact from Agreement |
1800 020 283, ext. 5 = Help &% Feedback 1
Accessiolity | Copyrignta Disdaimer | Brivacy Information

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

Select Cancel if you do not wish to proceed.

Remove staff as Grant Agreement contact X

Are you sure you would like to remove this staff member as a contact for this Agreement?

Yes remove as Agreement
(G

A success message will appear, and the contact will be removed from the agreement.

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 Payment Advice Organisation Profile Data Exchange (2 Training and Support ' Acceptances

ks You are currently viewing:  Training Group 2022

Youarshers: Home / Grant Agresments / Grant Agreement details

Grant Agreement Contacts
menu

Schedule ID: 4-HOEQIEQ Type: Cwith Standard Grant Agreement

Start date: 1/07/2022 Completion date: 30/09/2024
Overview
Program name: Financial Crisis and Material Aid Department: Department of Sacial Services
Documents Organisation name: Training Group 2022 ‘Organisation ID: 4-GXVAVIL

Variations

Grant Agreement contacts
‘Contacts

Link another contact

Primary Agreement
Email Position contact

4-GZ0LB94 GRP TRN3 0232323232 uat3dss@dssfmsgovau Not Specified Yes

Contact ID Name Phone

@ There are error(s) on the page

Primary contacts cannot be removed. To remove the staff member as a contact for this Agreement, 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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