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Update Bank Account
Information

Task Card

The Grant Recipient Portal (GRP) allows administrators to:
e View bank account details
¢ Update a bank account name
e Link bank accounts to grant activities
¢ Request a new bank account
This guide explains how to manage your organisation's bank account information in the portal.

Access Required: Administrator

Quick Links

Update a Bank Account Name

Link a Bank Account to Grant Activities

Request a New Bank Account

Need help?

View Bank Accounts

From the Home page:
o Select the Organisation Profile tile, or

o Select Organisation Profile from the navigation menu.
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In the Organisation Profile menu:
1. Select Bank accounts.
2. The list of your organisation's bank accounts will display.
3. Select View to see details of a bank account.
Organisation profile Bank accounts

The Bank account details page shows:

¢ Account information

o Grant activities linked to the account

ousrenere Home | Organisation Profile

Organisation profile Bank account details
menu

* require]

Account details

Organisation details

Postal addrese

Account name: BsB:
Staff

Account number:
Training22

325185 654321

Acceptance administration

Grant Activities linked to this bank account

Grant Activities

& currently linked to th

Add Grant Activity
Activity ID Activity name A

Program name Department

4-HOTOFFW Activity Training Title

Financial Crisis and Material Aid - Emergency Relief  FaHCSIA
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Update a Bank Account Name

From the Bank accounts page, select View next to the account you want to update.

You are nere. Home / Organisation Profile
Organisation profile Bank accounts
menu
Organisation details
Account name BSB Account number Status
Postal address
P OrgName Account 325185 Active View ‘
Staff
Bank accounts

On the Bank account details page, select Update.

Important: You can only change the account name. The BSB and account number cannot be

changed. If these details need to change, you must request a new bank account.
Navigate to Bank Accounts

Youarehere: Home / Grganisation Prafile

Organisation profile
menu

Bank account details

* reguir

Account details

COrganisation details

Postal address

ACCOUNT name; B5B: ACCOUNT NUMber
Staff Org Name Account 325185

Bank accounts

1. Update the account name.

2. Complete any required fields marked with an asterisk (*).

3. Select Save and return.

Update bank account details

X
* required
Account name:* B5B: Account number:
Org Name Account 3325185

Link a Bank Account to Grant Activities

From the Bank accounts page, select View next to the relevant bank account.

You are here:  Home  Organisation Profile
Organisation profile Bank accounts
menu
Account pame BSB Account number Status

Postal address

b
Staff

»
Bank atcounts
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On the Bank account details page, select Add Grant Activity.

You are here:  Home / Organisation Profile
Organisation profile Bank account details “ required
menu

Account details

Qrganisation details

Account name: BSB: Account number:
Staff

Second Account 325185

Bank accounts

Grant Activities linked to this bank account

Grant Activities listed below are currently linked to this bank account

Update
Postal address

Add Grant Activity

The Link Grant Activities to bank account page displays activities that can be linked to this

account.
® Hera | Organisation Profile
Organisation profile Link Grant Activities to bank account
menu
Account name: Second Account BSE: 325185
Organisavion detalls
Account number:
O aires
Grant Activities available for linking
Staff

Bank accounts

above
Butivity 1ID Program name Exksting sccount nams Existing BSB / account number

Link selected Grant Activities

1. Select the checkbox next to each activity you want to link.

2. Select Link selected Grant Activities.

Tip: To select all activities, use the checkbox next to Activity ID.

Link Grant Activities to bank account

Account name: Second Account BSB: 325185

Account number:

Grant Activities available for linking

» Select one or more Grant Activities below to link to the bank account above.
For each Grant Activity you select the existing bank account will be replaced by the bank account above.
« Linking a bank account to multiple Grant Activities may take a few minutes to process.

Activity 1D Activity name Program name Existing account name Existing BSB / account number
[Jl 4-Dv01955  Training Activity Financial Crisis and Material Aid Org Name Account 3251857

Food Relief
[J] 2DpqxuLst  Activity Training Title Financial Crisis and Material Aid - Qrg Name Account 325185/

Food Relief

Discard changes and return

Link selected Grant Activities

Review the information and select Submit to complete the update.
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Update bank account links

Please review the Grant Activities you wish 1o link to this bank account

Account name: Second Account BSB: 325185

Account number:

Grant Activities to be linked

D Activity name Program name
4. Client Agency Support Financial Crisis and Marerial Aid - Food Relief
E4I1A|GS

| i ‘ e s B m

Request a New Bank Account

On the Bank accounts page, select Request bank account.

S

Organksation profile Bank accounts

mer

—
LA LT EE ER A L ety
arezs

4
4

Bk atpeunts

Complete the following fields:
e Account name
e BSB
¢ Account number

Select Continue.

Vou sreners: Home | Organisation Profiie

Request bank account * reguires

Step 1 of 4: Bank account details

You must provide evidence of the bank account details.
Select Add file and upload a supporting document.
Examples may include:
e A bank statement showing the account name, BSB and account number

e Bank account details included in a grant agreement
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Youare here: Home / Organisation Profile

Request bank account

Step 2 of 4: Attach proof of bank account

To add a bank account you need to provide proof of the account details. You can provide one of the following verification documents (maximum 10Mb)
- Copy of a bank statement containing the BSB, account number and account name
+ Copy of a bank details page from the organisation Grant Agreement

FAdd Tile

After uploading a file, select Actions to:
o View the file

o Delete the file

‘ouare hers: Home / Organisation Profile

Request bank account

Step 2 of 4: Attach proof of bank account

To add a bank account you need to provide proof of the account details. You tan provide one of the following verifi
« Copy of 3 bank statement containing the BSB, account number and account name
« Copy of a bank details page from the organi

tion documents (maximum 10Mb)

ion Grant Agreement

Eile name Type Size(kb) Last uploaded by Last uploaded date/time
D20 1365861 Task Card - add-and-update: 10/12/2020 10:14:56 AM

View fi

Delete file

Select Continue to proceed.

Request bank account

Step 2 of 4: Attach proof of bank account

To add a bank acceunt you need to provide proof of the account details. Yeu can provide one of the following verfi
« Copy of 2 bank statement containing the BSE, account number and acceunt name
o Copy of s bank details page from the organisation Grant Agresment

ien documents (maximum 10Me)

Eile name Type Size(kb)

Last uploaded by Last uploaded dste/time

12/2020 10:14:56 AM

Select the activities that will use the new bank account.

Select Continue.

Account nimber

EXISIg BSE RICOUN ST
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Review:

¢ Bank account details
e Uploaded evidence

e Linked grant activities

If everything is correct, select Submit.

You are here:  Home / Organisation Profile

Request bank account

Step 4 of 4: Review and submit

New bank account details

Account name:

Account number:

New Account 123456
Proof of bank account
File name Type Sizefkh) Last uploaded by a 1 LesLim
Milestones Task Card DoCx 1,155 Chris BEAT 21072018 10:50:20 AM
Grant Activities linked to bank account (1)
Activity Id Activity name Program name
4-49ALFAC Family Fun Activity Financial Crisis and Material Aid - Food Relief

Back Discard changes and rewurn

Your request will be sent to the Community Grants Hub for review and approval.

If more information is needed, contact the Funding Arrangement Manager listed in your Grant

Agreement.

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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