Community
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
e 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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Hi GRP. Welcome to the Grant Recipient Portal.
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View and manage Grant
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From the Organisation Profile menu, select Staff.
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Grants Milestones  Applicati Organisation Profile  Data Exchange (2

Vousrehere: Home / Organisation Profile

Training and Suppol

Acceptances

Notifications O Personal Profile

You are currently viewing;

Organisation profile Organisation details
menu

Organisation details can be updated if you are an Administrator
Organisation details

Postal address

Organisation ID:

4-GXVAVIL
Bank accounts

ABN:
Acceptance administration

39729461841

General email:

traininggroup22@gmail.com

Organisation name:

Training Group 2022

Business address:

L 615 Bowes PI PHILLIP ACT 2606

Financial 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

e View inactive staff

e View all staff

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

Home Grants ~  Miestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange '

You arenere: Home / Organisaton Profie

Organisation profile
menu

Staff

Training and Support

Acceptances

%4 You are currently viewing  Training Growp 2022

Organisation details

filter: | 1 Acive Sttt v | [ERIENMECIE

Postal agdress
==
Staff
Contact ID Title First name A Last name Status. PBasition System access level
’ 4-GZOLESS Mr GRP TRN Active Mot Specified Editor View
Acceptance administration
» Tan2 ot Specified Adrministrat
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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

ast name:
Mr GRP TRN1
Pasition Email hone:
Not Specified uatldss@dss fms g u 0232323232
Status: Contact ID:
Active 4-GZOLBES
System access
System access level 2] System access status:
Editor Completed
Contact for Grant Agreements
# the Community Grants Hub needs to talk about a Grant Agreement witn your organisation, they will contact staff wno are azsigned 1o that Grant Agreement first. This stsff member nas been aszigned 55 a contact for the following Grant Agreements:
Add Grant Agreement
Contact for Grant Activities
# the Community Grants Hub needs to talk about a Grant Activity witn your organisation, tney will contact staff wno are assigned 1o that Grant Activity first. This staff member nas been assigned a5 a contact for the following 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 (2  Training and Support 2 Acceptances

Vouarehere: Home / Organisation Profile

menu

Organisation profile Staff

fa You are currently viewing:  Iraining Group 2022

Organisation details
Postal address
Bank accounts

Acceptance administration

Filter: | 1. Acove Staf v | AT

ContactiD  Title First name A Last name Status Position System access level
’ 4-GZ0LB8S Mr GRP TRN1 Active Not Specified Editor
’ 4-GZ0LB94 M GRP TRN3 Active Not Specified No Access
’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator

On the Staff Details screen, select Add Grant Agreement.
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Home Grants ~ Miestones Applications PaymentAdvice  OrgansationProfle  DotaExchange F  Training and Support 7 Acceptances

Organisation profile Staff details
menu

staff details

Organisation detsils

Postal =

Tidk: First name: Last name:
=t ADAM H
Bank accounss

Position Email Phone:
Accapranca adminisiration P

status:

Active

System access

Contact for Grant Agreements

e Community Grants Hub needs to tak sbout  Grant Agreem ur o, i tnat Gr rs. Tis st contact for the following 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

a5 a contact for the follo

Activity ID Activity name Peoeram name 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.

o View all contacts for the agreement.

Home ~  Miestones  Applications  Payment Advice ion Profile  Data Exchange ' Training and Support ('  Acceptances

fa You are currentlyviewing. T

Youare hers: Home / Qrganisation Prafile

Organisation profile Staff: Grant Agreement Contact
menu
Staff member
e a— Contact ID: 2-5Y5AGMT Name: MrADAM B Position: Manager
- Email: abc@unkasdin.com Phone:

Seeft Assign staff member as Grant Agreement contact
Bank accounts
Select the "Actions’ buTton to assign the above Staff member as your organisation's CoNtact to any of the Grant Agreements listed below.
Acceptance administration Completion
Schedule ID Type Program name Start date date
4.5X0B585 Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 18/08/2021 18/08/2022
4-5XU0gJX Standard Funding Agreement 3. Building Disability Capacity and Service Provider Readiness 1/01/2021 1/01/2023
Assign as the primary contact
4-5XU06K0 Standard Funding Agreement 3. Building Disability Sector Capacity and Service Provider Readiness 1/01/2021 1/01/2023
View all contacts for this Agreement
4-5XU06K6 Standard Funding Agreement 3. Building Disability 5 Capacity and Service Provider Readiness 1/01/2021 1/01/2023 Actions~
4-5XU06LM Standard Funding Agreement 3. Building Disability 5 Capacity and Service Provider Readiness 1/01/2021 1/01/2023

Return to etalls

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

The agreement will show under Contact for Grant Agreements with Primary Agreement Contact
as No.
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Contacts

Schedule ID: 4-GZZO0T5
Start date: 1/09/2022
Program name: Financial Crisis and Material Aid

Organisation name: Training Group 2022

Grant Agreement contacts

Type: Standard Funding Agreement

Completion date: 30/09/2024

Department: Department of Social Services

Organisation ID:  4-GXVAVIL

Link another contact

Primary Agreement
contact

Contact ID w Name Phone Email Position
4-GZ0LB8S GRP TRN1 02 3232 3232 uatldss@dss.fms.gov.au  Not Specified Yes
4-GYCE3BS GRP TRNZ 02 3232 3232 uatdss@dss.fms.gov.au Not Specified

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 contacy X

Please confirm the change of primary contact.

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

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-GZZOO0T5 Type: Standard Funding Agreement
Start date: 1/09/2022 Completion date: 30/09/2024

Program name: Financial Crisis and Material Aid

Grant Agreement contacts

Department: Department of Social Services

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

Link another contact

Primary Agreement
Position contact

Contact ID v Name Phone Email
4-GZOLB8S GRP TRN1 02 3232 3232 uatldss@dss.fms.gov.au  Not Specified Yes
4-GYCE3B5 GRP TRN2 02 32323232 uatdss@dss.fms.gov.au Not Specified No
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Remove a Contact through Organisation Profile

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

Home  Grants -  Milestones  Applications

Payment Advice  Organisation Profile

Data Exchange (& Training and Support &' Acceptances

i You ar

e currently viewing: Training Group 2022

Youarenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: | 1. Actve Staff v | [ERINESTIE

Postal address

=X T

Contact ID Title First name A Last name Status Position System access |evel
Bank accounts
» 46200885 Mr crp TRN1 Active Not Specified Editor
Accepta
» 4GZ0LB34 M GRP TRN3 Active Not Specified No Access
3 4GYCE3BS M crp TRN2 Active Not Specified Administrato

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.

= Applications  PaymentAdvies  OrgamistonProfie Daaatnange F  Trainingand Support X Acceptances

Qrganisation profile Staff details
menu
Staff details
= Upa
Tt First no ame
St . -
" et "
<10
-
System access
Updat
Syster T (]
Contact for Grant Agreements
= oy G il e o 2504t Grant Agreement i your orzan S5t £y il Concect ¥ 2 85512060 0 S Grant Agreement . Tris i e nss e 55 g a5 3 coniac o e folonrng Gt rmmercs
Schedule 10 Tiee Program nsme
orc stancara 3 Buldig Dizsaity Secor P
- satrm
BuldingDisaiity Sector G s

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.

|CL|rlldl[ for Grant Agreements |

o talk about a Grant Agreement with your erganisation, they will contact staff who are assigned to that Grant Agreement first. This staff member has been assigned as a contact for the follow

Type

© There are error(s) on the page

Primary contacts cannet be remaved. To remove the staff member as a contact for this Agresment, changs the primary contact to anether staff member first.
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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 .
e Grants Hub Notifications Personal Profile Logout

Australian Government Impraving your grant exg perionce

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

Acceptal Grant Agreements

Grant Activities ;:} 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

o Agreement type

e Start date

o Completion date

e Program name

o Department

e Organisation name
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e Organisation ID

You can also see any linked Grant Activities.

Youare here: Home / GrantAgresments / Grant Agreement details

Grant Agreement Agreement details
menu

Schedule ID:  4-HO70FA2

Type: Standard Funding Agreement
Start date: /0972022 Completion date: 30/09/2004
Overview

Program name: Financial Crisis and Material Aid Department: Department of Social Services

Documents Organisation name: Training Group 2022 Organisation ID: 4-GXVAVJL
Variations

Grant Activities
Contacts

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

Activity ID Activity name
4-HOTOFFW Activity Training Title

Select Contacts from the Grant Agreement menu.

Grant Agreement Agreement details
menu

Schedule ID: 4-GZZOOLR Type: Standard Funding Agreement

~ Start date: 1/09/2022 Completion date: 30/09/2024
Overview

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

Variations

Grant Activities

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

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.

To remove a contact, skip to Remove a Contact through Grant Agreements task card
section.

Grant Agreement Contacts
menu

Schedule ID: 4-GZZOOLR

Type: Standard Funding Agreement

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

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

Variations

Grant Agreement contacts

Link another contact

Primary Agreement
Contact ID Name Phone Email Position contact
4.GZ0LB8S GRP TRN1 0232323232 uatldss@dss.fms.gov.  Not Specified Yes

au

Add a Contact through Grant Agreements

Select Link another contact.

Grant Agreement | Contacts
menu

Schedule ID: 2-GZZOOLR

Type: Standard Funding Agreement

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

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

Variations

Grant Agreement contacts

Link another contact

Primary Agreement
Contact ID Name Phone Email Position contact
4-GZ0LB8S GRP TRN1 0232323232 uatldss@dssfms.gov. Not Specified Yes

au
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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.

Grant Agreement Contacts
menu
Link contact to Grant Agreement X
Overview
add as a contact for this Grant Agreement. If you cannot find
Documents
Variations
[J Contactid Title Firstname Lastname Position
Contacts
u TRAINING ADMIN Not Specified
M " 5 Primary Agreement
contact
M TRAINING EDITOR Not Specified
[res

A success message will appear.

The person will now appear under Grant Agreement Contacts.

Contacts

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

Organisation name: Training Group 2022

Grant Agreement contacts

Contact ID Name

Phone

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

Organisation ID: 4-GXVAV|L

Link another contact

Position Primary Agreement contact

4-GZOLBES GRP TRN1 0232323232

Not Specified

To make the contact the primary contact:

Select Actions

o Select Assign as the primary contact

The current primary contact is identified by Yes

Milestones  Applications

Payment Advice

Organisation Profile ata Exchange &'

Youarehere: Home / Grant Agreements / Grant Agreement details

Training and Support &'

in the Primary Agreement Contact column.

Acceptances

&% You are currently viewing: T g Group 2022

Grant Agreement contacts

ContactID Name Phone

Grant Agreement Contacts
menu
Schedule ID: 4-HOEOIED Type: Cwith Standard Grant Agreement
o Start date: 1/07/2022 Completion date: 30/09/2024
verview
Program name: Financial Crisis and Material Aid Department: Department of Social Services
Decuments Organisation name: Training Group 2022 Organisation ID: 4-GXVAVIL
Variations

Link another contact

Primary Agreement

Position contact
GRP TRNT 0232323232 Not Specified Yes
4-GXYWERR RAYMOND HOLT uatdss@dss.fms gov.au Senior Manager No

LENR0DRT ewrE ki = coedno

Remove contact from Agreement

A confirmation window will appear.

Select Continue to make the change.

Lo

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

Confirm change of primary contact

By clicking ‘Continue’ below you declare that you a5 an authorised individua| are changing the contact person for this grant agreement, and that this will constiztute a change to the grantee’s representative for this agreement
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A success message will appear.

The contact will now show Yes under Primary Agreement Contact.

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-GXVAVJL

Grant Agreement contacts

Contact ID Name Phone Email

Position Primary Agreement contact

4-GZ0LB8S 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.

e Select Remove contact from Agreement.

Home Grants -  Milestones  Applications ~ PaymentAdvice  Organisation Profile  Data Exchange (2 Trainingand Support 7' Acceptances
% You are currently viewing: - Tralning Group In
YouarE here: Home / Grant AgrEsments / Grant Agreemen detats
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 Disability Sector Capacity and Service Provider Readiness Department: Department of Sodial Services
Documents Organisation names Training Group Inc Organisation ID: 4-3Q7ARG7
Variations
Grant Agreement contacts
Contacts
Primary Agreement it
Contact ID Name Phone Email Position contact
4-5XQMQCH ADMIN TRAINING aron@mail.com Not Specified Yes
4-5Y5A0M7 ADAMB abc@unkasdfn.com Manager Ne
Assign as the primary contact
Remove contact from Agreement |
1800020283, ext 5 MHelp  SFeedback x
Dilty | Copyrigma Disciaimer | 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
Cancel contact

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.
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Home  Grants -  Milestones  Applications  PaymentAdvice  Organisation Profile Data Exchange ('  Training and Support (2 Acceptances

4 You are currently viewing:  Training Group 2022

Youarehere: Home / Grant Agreements / 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
PraimEE Organisation name: Training Group 2022 Organisation ID: 4-GXVAVL
Variations

Grant Agreement contacts
Contacts

Link another contact

Primary Agreement
Contact ID Name Phone Email Position contact

4-GZ0LB94 GRP TRN3 0232323232 uat3dss@dss fms gov.au Not Specified Yes

O There are error(s) on the page

Primary contacts cannot be removed. Te 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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