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Reactivate and Inactivate
Organisation Staff

Grant Recipient Portal Task Card

Portal Access required: Administrator

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.

Note: Administrators are not able to inactivate their own staff record.

What does Active and Inactive Staff mean?

Active staff are staff members who are listed as a contact for an Organisation in the Community
Grant Hub’s Grant Payment System (GPS) without an end date against the record.

Inactive staff are staff members who are listed as a contact for an Organisation in the Hub’s GPS
with an end date against their record as they are no longer a contact for the Organisation.

Note:
e Grant recipients are unable to see the end date in the Portal
e Contacts without an end date = Active staff (in the Portal)

¢ Contacts with an end date = Inactive staff (in the Portal).
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Navigating to a Staff Record
Step 1

From the Home screen, select the Organisation Profile tile. Alternatively, select the Organisation
Profile link from the Navigation menu.

Community
Grants Hub Motifications © Personal Profile Logout
moroven vou graet exparionce

Home Grants ~ Milestones

Applications Payment Advice Organisarion Profile Data Exchange (& Training and Support

Acceptances

%% 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
Grant Agreement details and
documents

View your crgamsat\on's current

View your organisation's
Grant Activity details and

View your organisation's Grant
upcoming, submitted and

Applications
documents payment Milestones
Payment Advice Organisation Profile Personal Profile Acceptances
Search and resend Payment Manage your organisation’s Manage your personal details
Advices

View and manage Grant
details

Acceptances
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Step 2

The Organisation Profile screen will display. Select Staff from the Organisation profile menu to

display the Organisation’s Staff screen.

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

i Communit
‘tf‘ Gra anHug H‘

Home  Grants -  Milestones  Applications ~ PaymentAdvice  Organisation Profile

Notifications ©  Personal Profile

Data Exchange & Trainingand Support &' Acceptances

ida You are currently viewing: Training Group 2022

Vouarehere: Home / Organisation Profile

Organisation plofile Organisation details
menu

Organisation details can be updated if you are an Administrator

Organisation details

Postal address

St Organisation ID: Organisation name: Legal name:

4GXVAVIL Training Group 2022 Training Group 2022
Bank accounts
_ ~ ABN Business address: Phone:
Acceptance administration
39729461841 L6 15 Bowes PI PHILLIP ACT 2606 026287 9987
General email:

Financial email: Web address:

traininggroup22@gmail.com wraininggroup22@gmail.com

Step 3

The Organisation’s Staff screen will display. This screen displays Active Staff for the organisation
by default. The Staff list can be filtered using the drop down menu to choose one of the following:

1. Active Staff
2. Inactive Staff

3. All Staff

Note: All staff records display a unique Contact ID. This ID can be very helpful for identification

purposes in various screens and assisting with duplicate contacts.

You can view the Contact ID from the Staff screen.
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BETA This is beta. Help us make it better for you- please
Community .
Grants Hub Notffications Personal Profile
Home  Grants ~ Milestones ~ Applications ~ PaymentAdvice ~ Organisation Profile Data Exchange (2 Training and Support (2 Acceptances
% You are currenty viewing:  Training Group 2026
Youareners: Home / Organisation Profile
Organisation profile Staff
menu
Organisation details
Filter: Apply Filter
Postal address
Staff
Contact ID itle First name Last name v status Position System access level
Bank accounts
» 46700894 | Mr GrRp TRN3 Active Not Specified View only
Acceptance administration
’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator
» 4czouess | Mr GrRP TRNT Active Not Specified Editor
’ 4-GZOLBKO Mr JAMES RED Active Not Specified Administrator

Step 4

To view additional information about an Organisation staff member select the View button next to

the staff member.

e

Australian Government

Community
Grants Hub

T —

Home Grants ~ Milestones Applications

You are here:  Home / Organisation Profile

Organisation profile
menu

Organisation details

Postal address

Bank accounts

Acceptance administration

it

Payment Advice

Data Exchange &

Organisation Profile

Staff

Training and Support &'

Notifications © Personal Profile

Acceptances

d’!i You are currently viewing:  Training Group 2026

Filter: Apply Filter
Search Staff Add staff
System access
Contact ID itle Eirst name A Lastname status Position level
’ 4-GYCE3B5 Mr GRP TRN2 Active Not Specified Administrator View |
> 4.GZOLBES  Mr GRP TRN1 Active Not Specified Editor
’ 4-GZOLB94 Mr GRP TRN3 Active Not Specified View only
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Step 5

The Staff details screen will display.
This screen has four sections:
o Staff details
e System access
e Contact for Grant Agreements
e Contact for Grant Activities.

This screen is where you will reactivate or inactivate staff records.

For Active Staff records the Inactivate button is enabled.

For Inactive Staff records the Reactivate button is enabled.

rans - Miestones  Appliations  Payment Advice

Organisation Profile  Data Exchange

|Staff details

Training and support &

Acceptances

Staff details

Contact for Grant Activities

F#ame o

First name: Lastnam
e o TRz
Position: Emait Phone
Notsp uatan 023232
Status: Contact D
Acee sczotees
System access
Updat
systam avel ©  sysemserem s
No A completed
Contact for Grant Agreements
I#2ne G = et Agrasmant witn your organization, ey il comtact st st Grant Agras ot iz Tz 22 e ser nas baen s52 gned 52 3 contact o tha oo

‘Add Grant Activity

Example of Active Staff record

Youare hare; Home / Organisation Profile

Organisation profile Staff details

menu

* required

Staff details

Organisation details

Postal address

reacevace [

Title: First name: Last name:
staft Mr GRP TRN1
Bank accounts
Position: Email: Phone:
(e T =T T Not Specified uatidss@dss fms gov.au 0232323232
Status: Contact ID:
Acive 4-GZ0LESS
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Example of Inactive Staff record

Vouare here: Home / Organisation Profile

Organisation profile Staff details

menu

* required

Staff details

Organisation details

Postal address

T\(ie: First name: Last name:
staff Miss STAFF2 STAFF 2
Bank accounts.
Position: Email: Phone:
AT E e SN T ST Not Specified staff2@dss.gov.au
status: Contact ID:
Inactive 4-HIMBEVO

Reactivating a Staff Record

Step 6

To reactivate a staff record, from the Staff details screen select 2. Inactive Staff from the drop
down menu and select Apply Filter to view inactive staff for the Organisation.

Note: To reactivate a staff record there must be an existing inactive staff record for the

Organisation.

i

Community
Grants Hub

kit

Milestones  Applications  Payment Advice  Organisation Profile

Home  Grants ~

Youarehere: Home / Organisation Profile

Organisation profile Staff

menu

Data Exchange (@  Training and Support (&' Acceptances

Notifications

O Personal Profile

it You are currently viewing:  Training Group 2026

Organisation details

Postal address

Filter: | 2. Inactive Staff v | IECEUMSIIETS |

Search Staff Add staff
staff
ContactiD  Title First name Last name Status Position System access level

Bank accounts

> 4GZ0LB9A  Mr GRP TRN3 Active Nt Spacified View only
Acceptance administration

» AGYCE3BS  Mr GRP TRN2 Active Nt Specified Administrator

> 4GZOLBSS  Mr GRP TRN1 Active Nt Specified Editor
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Step 7

The list of Inactive Staff will display. Select the View button next to the staff member you want to
reactivate.

.
e Communit;
‘t;“ (;.-«mls[]ug l Notifications ©  Personal Profile

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

& You are currently viewing: - Training Group 2026

Vouarehers: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: | 2. Inactive Staff v| UL

Postal address

Search Staff Add staff
ContactiD  Title First name Last name Status Position System access level
Bank accounts
’ 4-H4L8TEV Mr FIRST TRAINING Inactive General Manager | View
Acceptance administration

The staff details screen will display.
This screen has four sections:
o Staff details
e System access
o Contact for Grant Agreements
e Contact for Grant Activities
As this contact is inactive, only the Reactivate button will be enabled.
Select the Reactivate button to update the Staff record as an active contact for the Organisation.

Note: Reactivating staff at this level does not re-establish any prior relationships to Agreements or
Activities in the Portal. For further details refer to the Update Grant Agreement Contacts Task Card
and Update Grant Activity Contacts Task Card which are available on the Portal Training and

Support page of the Hub’s website.
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Home  Grants ~  Milestones  Applications

Vouare here:  Home / Organisation Profile

Organisation profile
menu

Organisation details

Postal address

Acceptance administration

Payment Advice

Fit

Organisation Profile

Data Exchange '

Staff details

Training and Support (2 Acceptances

Noificarions ©

% You are currently viewing:  Training Group 2022

Personal Profile

* required

Staff details

Title:

Not Specified

staff 2@dss.gov.au

First name: Last name:
staft Master STAFF 2 STAFF2
Bank accounts

Position: Email: Phone:

Status:

nactive

Contact ID:

4-HIM66YS

Your contact is now active and listed in the Organisation’s Active Staff list.

it

Payment Advice

Community
Grants Hub

o

9 Personal Profile

Notifications

Home Grants -  Milestones  Applications Organisation Profile

Data Exchange (2  Training and Support ' Acceptances

s You are currently viewing:  Training Group 2022

Vouare here: Home / Organisation Profile

Organisation profile Staff

menu

Organisation details

Filter: | 1. Active Siaff v | [ SAGle

Postal address

Search Staff Add staff
ContactiD  Title v First name Last name Status Position System access level T
Bank accounts
» 4-GZ0LB8S  Mr GRP TRN1 Active Not Specified Editor
Acceptance administration
> AGYCE3BS  Mr GRP TRN2 Active Not Specified Administrator
> 4GZ0LBY4  Mr GRP TRN3 Active Not Specified No Access
> 4-HIMBEYS  Master STAFF2 STAFF2 Active Not Specified No Access

Inactivating a Staff Record
Step 9

To inactivate a staff record, from the Staff details screen select 1. Active Staff from the drop down
menu and select Apply Filter to view active contacts for the Organisation.

Note: To inactivate a staff record there must be an existing active staff record for the Organisation.
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Home Grants ~ Milestones  Applications

Youarehere: Home / Organisation Profile

Organisation profile
menu

Organisation details

Postal address

Fit

Payment Advice

Staff

Organisation Profile

Data Exchange &

Training and Support &'

Notifications

Acceptances

it Youare currently viewing:  Training Group 2026

0 personal Profile

Filter:

Apply Filter

Search Staff Add staff

System access

Contact 1D itle First name A Last name Status Position level
Bank accounts
’ 4-GYCE3BS Mr GRP TRNZ Active Not Specified Administrator
Acceptance administration
’ 4-GZOLB8S  Mr GRP TRN1 Active Not Specified Editor
’ 4-GZOLB94 Mr GRP TRN3 Active Not specified View only

Step 10

The list of Active Staff will display. Select the View button next to the staff member you want to

inactivate.

Community
Grants Hub

[ ———

Grants ~ Milestones  Applications

Youarehere: Home / Organisation Profile

Organisation profile
menu

Fit

Payment Advice

Staff

Organisation Profile

Data Exchange

Training and Support '

Notifications © Personal Profile

Acceptances

i‘!‘i You are currently viewing:  Training Group 2026

Organisation details 3
Filter: Apply r
Postal address
Search Staff Add staff
System access
Contact ID itle Eirstname A Lastname Status Position level

Bank accounts

’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator View
Acceptance administration

’ 4-GZOLB8S  Mr GRP TRN1 Active Not Specified Editor

’ 4-GZOLB94 Mr GRP TRN3 Active Not Specified View only
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Step 11

The Staff details screen will display.
This screen has four sections:
o Staff details
e System access
e Contact for Grant Agreements
e Contact for Grant Activities.
As this contact is Active, the Inactivate button is enabled.
Select the Inactivate button to update the Staff record as an Inactive contact for the Organisation.

Note:

e A staff record cannot be inactivated if it is the Primary Contact for a current Agreement,
Program Schedule, or Activity until another Primary Contact is assigned.

o If the staff record has a ‘requested’ access status, it also cannot be inactivated and an error
message will appear. Please contact the Portal Helpdesk for assistance with this error.

e Community g
: Grants Hub Notifications O Personal Profle | Logout
Australian Government Imgning your gram experience

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

&% You are currently viewing:  Training Group 2022

Youarehere: Home / Organisation Profile

Organisation profile Staff details * required
menu
Staff details
Organisation details
Reacuare
Postal address
Title: First name: Lastname:
= Master STAFF 2 STAFF 2
Bank accounts
Position: Email Phone:
Acceptance administration Not Specified staff 2@dss.gov.au
Status: Contact ID:
Active 4-HIMB6YS

Your contact is now Inactive and listed in the Organisation’s Inactive Staff list.
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o mmunit
Hfis' g(r)antsli-lug Hﬁ ® PpersonalProfile | Logout

Home  Grants ~  Miestones  Applications ~ PaymentAdvice  Organisation Profile  DataExchange (@  Trainingand Support (& Acceptances

ta You are currently viewing:  Training Group 2022

Youarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation detalls
Filter: | 2. Inactive Staff + | [ENSSVASII TN

Postal address

Search Staff Add staff
Staff

Contact ID itle First name Last name status Position System access level
Bank accounts
» AHIMEETS  Master STAFF 1 FIRST NAME STAFF 1 LAST NAME Inactive Not Specified No Access
Acceprance administration
» A-HIMEEVO  Miss STAFF2 STAFF2 Inactive Mot Specified Ne Access
» A-HIMEEWS  Master STAFF3 STAFF 3 Inactive Not Specified No Access
» 4HOMEEYS  Master STAFF2 STAFF 2 Inactive Not Specified No Access

Need Help?

For further assistance, contact the Grant Recipient Portal Helpdesk:

Email: GRP.Helpdesk@communitygrants.gov.au

Phone: 1800 020 283 (Option 5)

Operating Hours: Monday to Friday 9:00am — 5:00pm (AEST/AEDT)
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