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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.

_f_‘- Community H“
¥ Grants Hub Notifications Personal erofile

Home Grams ~ Milestones  Applications  Payment Advice | Organisation Profile | Data Exchange (2 Training and Support (1

Acceptances

&84 ‘You are currently viewing: - Training Group 2022

Hi GRP. Welcome to the Grant Recipient Portal.

Grant Agreements Grant Activities Wilestones Applications

View your organisation's current View your organisation's Grant

Grant Activity details and Applications
documents
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
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On the Organisation Profile page, select Staff from the menu on the left. The Staff page will open

Youare here: Home / Organisation Profile.

Organisation profile
menu

Organisation details

Postal address

Organisation details

Organisation details can be updated if you are 2n Administrater

e Organisation ID: Organisation name: Legal name:
4-GXVAVJL Training Group 2022 Training Group 2022
Bank accounts
ABN Business address: Phone:
Acceptance administration
39729461841 L 6 15 Bowes Pl PHILLIP ACT 2606 026287 9987

General email: Financial email: Web address:

traininggroup22@gmail.com wraininggroup?

@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

e Inactive Staff

o 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 (3 Training and Support (&

Acceptances

i You are currently viewing:  Training Group 2022

Youare here: Home / Organisation Profile

Organisation profile Staff

menu

Organisation details

Filter: | 1. Active Staff v | RIS

1. Active Staff

Postal address

staff | ste
Contact ID Title First name Last name Status Position System acc level
Bank accounts
P 4GXYWERR  Capimin RAYMOND HoLT Acive Senior Manager Editor
Acceptance administration
P scoses Gre RN Active Not Specified Editor
P scvEss M Gre TRN2 Active Not Specified Administrator
P scos W Gre RS Actve Not Specified 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 ~ Payment Advice  Organisation Profile

Data Exchange @ Trainingand Support 2 Acceptances

&4 You are currently viewing:  Training Group 2026

Staff

Organisation profile
menu

Organisation details

Filter: | 1. Actve Staff v | [ENIUEETR

Postal address

Search Staff Add staff
Staff
Contact ID Title First name Last name v Status Position System access level

Bank accounts

» aczoees | wr GRP TRN3 Active Not Specified View only
Accepra

» 4GvCEnss | W GRp TRN2 Active Not Specified Administrator

b |eozoses | w o RN hcive Not Specified Edtor

» aGzosko | Mr JAMES RED Active Not Specified Administrator
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To view more information about a staff member, select View next to their name.

Home Grants »~  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange (@' Training and Support (3 Acceptances

&34 You are currently viewing:  Training Group 2026

Youarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details §
Filter: | 1 Active staff  v| ERLIARLGS

Postal address

Search Staff Add staff

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
[ 2 4-GZOLB8S  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

¢ Contact for Grant Activities

Home  Grarts - Milestones  Appllcatons  PaymentAdce  Organisation Proflle  Dota Exchange G Training and Support O Acceptances

Vouarrar: Hore  Crgntsion rfie
Organisation profile Staff details * required
menu
Staff details
Organsasoncenais
.. R
T Firs name: Lastam
" - s
Fostion Email on
Nt Speced wste c2ma3m
status Contacc 0:
sczoisen
System access
51 e °

N
Contact for Grant Agreements
i7me

Contact for Grant Activities

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

Home  Granis = Appl 5 PaymentAdvice  Organisatio e DataExchange (£

aha You are currendyviewng. Training Group 2022

ame / Organisation Prafile

Organisation profile Staff
menu

Organisation details
Filter: EEE Ul ~pply Filter

Postal address

- -

Staff
Comactp  Te Postnane A Mt e saws  Poslin
Bark accoums
» 4620685 Mr GRP TRN Active Not Specified Editor
Acceptance administration
P sczoen M Actve Not Specified No Acces |
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The Search Staff page allows you to search for staff members using one or more of the following
fields:

e First Name
e Last Name
e Email

e Position

e ContactID

Community
Grants Hub

aha vou are currently ewng  Tralning Group

Organisation profile Search staff
menu

Contact ID:

Enter the search details and select Run Search.

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

ol vou are currently viewing:  Training Group 2022

Organisation profile Search staff

menu
Organisation details First Name: Last Name: Eme
GRP
Pesition: Contact ID:
Please Select o

Search results will be displayed below the search fields.

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

Home Granis -  Milesiones  Applications  PaymentAdvice  Organisation Profile  Data Exchange (2 Training and Support (7 Acceptances

a4 You are currently viewing.  Training Group 2022

Organisation profile Search staff
menu
Organisation devails First Name: Last Name: Emall:
Postal address R
= Position: Contact ID:
Please Select v

Bank accounts

Acceptance administration Clear m
Results (3

Conaetip  Title Elrst name astname. status Position System access level

3 4GZOLBSA  Mr GRP TRN3 Active Not Specified No Access View

» Z0LBES IS A [ view ‘
> 4GYCE3B! TRNZ Active Nox Administrat View

Need help?

For further assistance with the Grant Recipient Portal, please contact the Community Grants Hub
at GRP.Helpdesk@communitygrants.gov.au.

4 | Community Grants Hub Sept 26


mailto:GRP.Helpdesk@communitygrants.gov.au

