Community
Grants Hub

Australian Government Improving your grant experience

Reactivate and
Inactivate Organisation

Staff

Task Card

The Grant Recipient Portal (Portal) enables grant recipients to reactivate and inactivate their
organisation staff records. This task card describes the process of reactivating and inactivating
organisation staff records in the Portal.

Portal access required: Administrator

Quick Links

What do Active and Inactive Staff mean?

Open a Staff Record

Reactivate a Staff Record

Inactivate a Staff Record

Need help?

What do Active and Inactive Staff mean?

o 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.

e The Portal will not show the end date.
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Open a Staff Record

From the Portal home page select the Organisation Profile tile, or link from the navigation

Australian Govermment

Home Grants ~ Milestones

Acceptances

Grant Agreements

View your organisation's current
Grant Agreement details and
documents

Payment Advice

Search and resend Payment
Advices

Community
Grants Hub

Impraving your Grnt experience

it

Applications Payment Advice

Grant Activities

View your organisation's current
Grant Activity details and
documents

Organisation Profile

Notifications © Personal Profile Logout

Data Exchange &'

Training and Support &'

s You are currently viewing: Training Group 2022

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

On the Organisation Profile page, select Staff from the menu on the left.

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

.
el Community
o Grants Hub
Home  Grants ~  Milestones  Applications

Youarehere: Home / Organisation Profile

Organisation p:FofHe
menu

Organisation details
Postal address

Staff

Bank accounts

Acceptance administration

Payment Advice

Fit

Organisation Profile

Data Exchange (&'

Organisation details

Training and Support (' Acceptances

Notficarions ©  Personal Profile

&l You are currently viewing: Iraining Group 2022

Organisation details can be updated ff you are an Administrator

Organisation ID:

Organisation name:

Legal name:

4-GXVAVIL Training Group 2022 Training Group 2022
ABN: Business address: Phone:
39729461841 L6 15 Bowes Pl PHILLIP ACT 2606 02 6287 9987
General email:

traininggroup22@gmail.com

Financial email:

traininggroup22@gmail.com

Web address:

The Staff screen opens and shows Active Staff by default.

You can use the filter to display:

e Active Staff
e [nactive Staff

o All Staff

Each staff member has a unique Contact ID, which can help identify contacts and resolve

duplicate contact issues.
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% Grants Hub t Motifications Bersonal Profile | LOEOV

Ausraian Gancramen

Payment Advice fle DataExcnange @ Training and Support

ks You are currendly vewing:  Treai 2026

Vouare here: Home / Organisation Profile

Organisation profile Staff
menu

Organisation decalls
Filter:

Apply Filter
Postal address
staff
System access level

ContactID | Title Eirst name Last name v Status Basition

Bank accounts
b 4GZ0LB4 | Mr GRP TRN3 Active Mot Specified View only View
Acceptance administration
» 4GYCE3ns | M GRP TRNZ Active Mot Specified Administrator View
b 4-GZ0LESS | Mr GRP TAN Active Mot Specified Edito View
» 4-GZ0LBKD | Mr JAMES RED Active Administrator View

Find the staff member and select View.

J .
A Community 2 -
" Grants Hub Notifications personal Profile | LOgour

nmene

Home Grants - Miestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange @ Trainingand Support (7 Acceptances

&l You are currently viewing  Training Group 2026

Youarehere: Home | Organisation Profile

Organisation profile Staff
menu

Organisation details ) r 1
Filter: | 1 activestaf v | SIS

Postal address

System access
Contact1D  Title Eirstname A Lastname Status Eosition level
Bank accounts
» 4-GYCE3BS  Mr GRP TRNZ Active Not Specified Administrator
Acceptance administration
P sczoess e GRP TRN1 Active Not Specifie Editor
» 4GZOLBY4 M GRP TRN3 Active Not Specified View only

The Staff Details page contains four sections:
o Staff Details
o System Access
e Contact for Grant Agreements

e Contact for Grant Activities

This is where staff records can be reactivated or inactivated.

isation profile Staff details

Staff details

I

Contact for Grant Agreements

Contact for Grant Actvities
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o If the staff member is Active, the Inactivate button is available.

e |If the staff member is Inactive, the Reactivate button is available.

Youarehers: Home / Organisation Profile

Organisation profile Staff details

menu

* required

Staff details

Organisation details

Postal address

reacore D

Title: First name: Last name:
staft Mr GRP TRN1
Bank accounts
Position: Email: Phone:
R TN W ETE I Not Specified uatl dss@dss.fms.gov.au 0232323232
Status: contact ID:
Active 4-GoLBBS
Yeuarehere; Home / Organisation Profie
Organisation profile Staff details * required
menu
Staff details
Organisation details
Postal address
Tite: First name: Last name:
staff Miss STAFF2 STAFF2
Bank accounts
Position: Email Phone:
Acceptance administracon Not Specified staff2@dss.gov.au
Status: contact ID:
Inactve 4-HIMEEVO

Reactivate a Staff Record

On the Staff screen:

e Select Inactive Staff from the filter.

e Select Apply Filter.

Note: The staff member must already exist as an inactive record.

Fit

- Miestones  Applications  PaymentAdvice  Organisation Profils  Data Exchange (2

ere: Home 1 Organisation Prufie
Organisation profile Staff
menu

Training and Support (2

Motfications ©  Personal Profte | LoBou

b You srs curently viening. Training Group 2026

Home  Grants = Milestone: 5 PaymentAdvice  Organisation Profile  Data Exchange ('

one { Organisstion Profile

Organisation profile Staff
menu

Training and Support £ Acceptances

Organisan

Last name Status

Fosition

TRAINING nactive

General Manager
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On the Staff Details page, select Reactivate.
Important:

¢ Reactivating a staff member does not automatically restore their previous Grant Agreement

or Grant Activity contact roles.

e These relationships must be updated separately if required.

gommumty O personalprofile | Lozout
Grants Hub

Home Grants -  Milestones  Applications ~ PaymentAdvice  Organisation Profile

Data Exchange @ Training and Support &' Acceptances

&fa You are currently viewing:  Training Group 2022

Youarehere: Home / Organisation Profile

Organisation profile Staff details *required
menu

Staff details

Organisation details

nactivate Update
Postal address

Title: First name:

Last name:
= Master STAFF2 STAFF2
Bank accounts

Position: Email. Phone:
Acceprance administration Not specified staff 2@dss gov.au

The staff member now appears in the Active Staff list.

e Community
42 Grants Hub Ht

Astralian Gnermment

Home Grans ~  Milesiones  Applications  Payment Advice

Data Exchange &' Training and Support &' Acceptances

@¥a You sre currenty viewing.  Training Group 2022

Youarerae: Home / Grganisaton Profee
Organisation profile Staff
menu

Organisation decails

M~y Fiter

Postal address

nk a

Saarch Staff Add staff

Status Position System access level

ContactiD  Iitle v Flrst name Last name

4-GZOLBBS Mr GRP TRN1 Active Not Specifie Edivor
. — Not Specified View
Active Not Specified No Access ‘ View ‘

LGIOLESE  Mr cap TRN3

v v v w

STAFF2

Inactivate a Staff Record

On the Staff screen:

o Select Active Staff from the filter.
e Select Apply Filter.
Note: The staff member must already exist as an active record.

e Community ) o
* Grants Hub MNosificarions ¢ Personal Profile ogout
I — Comrro—

Home Grants ~ Milestones  Applications  Payment Advice

Orgenisation Profile  Data Exchange @ Training and Support &

Acceptances

&4a You are currently viewing.  Training Group 2026

Yousrshers: Home / Organisation Profile
Organisation profile Staff
menu

Organisation detals

I Filter: | 1 Active Staff v | [EETANESI |
Postal address

System access
Status Paosition level

Active Not Specified Administrator View
> 4.GZOLBSS  Mr GRP TRNT Active Not Specified Editor View

ContactID Title First name A Last name
Bank accounts

» 4-GYCE3BS  Mr GRP TRN2
Acceptance administration
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Select View beside the staff member you want to inactivate.

Milestones  Applications

Data Exchange (7 Training and Support (4  Acceptances

484 You are currently viewing:  Training Group 2028

i Community 0
= Grants Hub Notfications ©  Personalerofie | LOgout
Australian Government ey e g enpernas

n Organisaton Profi
Organisation profile Staff
menu

Organisation details
Filter: | 1. active staff | NSRRI

Postal address

System access
ContactiD  Title First name ast name Status Position level

’ 4-GYCE3B5 Mr GRP TRNZ Active Not Spedified Administrator View
P scrosss we GRP TRNT Actve Not Specifie Editor View

Bank accounts

Acceptance administration

On the Staff Details page, select Inactivate.

You cannot inactivate a staff member if:

o They are the Primary Contact for a current Agreement, Program Schedule, or Activity.

In this situation, a new Primary Contact must be assigned first.
e They have a system access status of Requested.

In this situation, contact the Portal Helpdesk.

i Community 0 2o
. f. E[.‘lﬂt:_]!l'}! Ht Motfication: Personal Profile Pgout

ts - Mikestones  Applications i Organisation Profile

DataExchange (2 Training and Support & Acceptances

&ba You are currently viewing. Training Group 2022

e hert: Home { Organisation Frofie
Qrganisation profile Staff details required
menu

Staff details

Organisation detalls

Postal address

Title: First name: Last name:
Staff Maste
Bank accounts
Position Email: Phone:
‘Acceptance administration NotSpeciied staff 2dss gov.au

The staff member now appears in the Inactive Staff list.

A Community
¥ Grants Hub
.............. - e s

Nooficanons °  Personal Profile | Logou

Home Grants =  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Exchange (' Training and Support (&' Acc

Vouarehers: Home / Drganisation Profile

Organisation profile Staff
menu
org "
Filt
Contact ID tl First name Last name St Pasition
P v AFF 1 FIRST NAM STAFF 1 LAST NAM "
[ H T
[ 3 H st T
[ ! TAFE

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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