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Community
Grants Hub

Improving your grant experience

Search for Organisation Staff

Grant Recipient Portal Task Card

Portal Access required: Administrator, Editor or View Only

The Grant Recipient Portal (Portal) enables grant recipients to view and search for Organisation
Staff in the Portal.

This task card describes the key functions available for Portal users to view and search for staff
within their Organisation.

Viewing a Staff record
Step 1

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

*
A Community
“‘f"‘f’" Grants Hllg Notifications o Persanal Profile

Australian Government Imgroving your grant experience.

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

Acceptances

&84 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 arganisation's Manage your personal details View and manage Grant
Advices 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 is beta. Help us make it better for you - please give feedback
+
i Community 0 Lo
& Grants Hub Notifications Personal Profile ogout
Home  Grants ~  Milestones  Applications ~ PaymentAdvice — Organisation Profile  DataExchange (2 Training and Support (& Acceptances
ka You are currently viewing:  Training Group 2022
Vouare here: Home / Organisation Profile
Organisation pI’ofHe Organisation details
menu
Organisation details can be updated if you are an Administrator
Organisation details
Update
Postal address
o Organisation ID: Organisation name: Legal name:
4-GXVAVIL Training Group 2022 Training Group 2022
Bank accounts
ABN: Business address: Phone:
Acceptance administration
39729461841 L6 15 Bowes Pl PHILLIP ACT 2606 02 6287 9987
General email: Financial email: Web address:
traininggroup22@gmail.com traininggroup22@gmail.com

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

Active staff are staff members who are listed as a contact for an Organisation in the Community
Grant Hub’s (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 Portal)
e Contacts with an end date = Inactive staff (in Portal).

The Status column displayed in this screen will show the Status of each contact.
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Home Grants -~  Milestones  Applications ~ PaymentAdvice  OrganisationProfile  Data Exchange ('  Trainingand Support (' Acceptances

fa You are currently viewing: Training Group 2022

Vouarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Filter: Apply Filter
Postal address 1. Active Staff
Staff 2
Contact ID Title Firstname Last name Status Position System access level

Bank accounts

D LGOWER  Captain RAYMOND HOLT Active Senior Manager  Editor
Acceptance administration

b 4-GZOLB8S Mr GRP TRN1 Active Not Specified Editor

’ 4-GYCE3B5 Mr GRP TRN2 Active Not Specified Administrator

> 4-GZO0LB94 Mr GRP TRN3 Active Not Specified No Access

Note: All staff records display a unique Contact ID. This ID can be very helpful for identification
purposes in various areas and assisting with duplicate contacts.

You can view the Contact ID from the Organisation’s Staff screen.

C it
G(;::llgl;?lllg Ht O personalprofje | Lesout

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

ku You are currently viewing: - Training Group 2026

Youarenere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Postal address

Staff

Contactip | Iitle Eirst name Last name v status Position System access level
Bank accounts
» 4.GZotBg4 | Mr GRP TRN3 Active Not Specified View only -
Acceptance administration
» 2-GYCEsss | Mr GRP TRNZ Active Mot Specified Administrator
’ 4-GzoLess Mr GRP TRN1 Active Not Specified Editor
» 2-GZoLBKo | Mr JAMES RED Active Mot Specified Administrator
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Step 4

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

the staff member.

»

i Community
N ; Grants Hub
ustralian Governmen i et

Home Grants - Milestones  Applications

Youare here:  Home / Organisation Profile

Organisation profile
menu

Organisation details

Postal address

kit

Payment Advice  Organisation Profile

Staff

Data Exchange (3

0 personal Profile

Notifications

Training and Support &'

Acceptances

it Youare currently viewing:  Training Group 2026

Filter: | 1. Active Staff v | ELLIAGICTS

Search staff Add staff
System access
ContactID  Title Eirst name ~ Last name 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-GZ0LB34  Mr GRP TRN3 Active Not Specified View only

Step 5

The Staff details screen will display.

This screen has four sections:
e Staff details

e System access

e Contact for Grant Agreements

e Contact for Grant Activities.
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HOme  Grars -  Miestones  Applications  PaymentAdvice  OrganisationProfle  DataExcange (  Training and Support (1 Acceptances

vouarensre: Home 7 o

Organisation profile |Staffdetai|s * required
menu

Staff details
Organisation desals
Posta sazraz
e First name: Lasc name
" - e
Earic secouns
Position: emait Phone
Accaptance saministration Notspeciied 0232323232
Status: Contact D
e aGzoLBse

System access

System access level ©  system access status:

=

No Access complered

Contact for Grant Agreements

1578 Community Grants HuD n1eads 1o talk BbOL  Grart AEreamant witn your organisation, tney il CONTACE Staff WMo are 355/gNed t0 Iat Grant Agraement firs. Ths STaf MemDber s Daen 35SIgned 35 3 COMTACT or the following Grant Agraements:

Add Grant Agraement

member i not linked to ony Gron Agreement.

Contact for Grant Activities

e Community Grants HuD needs 1o talk 300U Grart ACity with Yo Or garisaton, ey will COnact Staff wino are 33signe To that Grant Actviy irst. This saff member nas een assigned 35 3 contact for the folloning Grant ACtviies:

Add Grant Activity

e 5 ot linked to ony Activiies.

Searching for Organisation Staff
Step 6

From the Organisation’s Staff Screen, select Search Staff.

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

&4 You are currently viewing:  Training Group 2022

Youarehere: Home / Organisation Profile

Organisation profile Staff
menu

Organisation details

Postal address

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

’ 4-GZ0LB8S Mr GRP TRN1 Active Not Specified Editor
b 4-GZ0LB94 Mr GRP TRN3 Active Not Specified No Access
’ 4-GYCE3BS Mr GRP TRN2 Active Not Specified Administrator

Bank accounts

Acceptance administration
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Step 7

The Search staff screen will display. This screen allows you to search by First name, Last Name,
Email, Position and/or Contact Id.

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

2 s
As Community
* Grants Hub
Australian Government e e e e
Home Grants ~  Milestones  Applications

Organisation profile
menu

Organisation details
Postal address

Staff

Bank accounts

Acceprance administration

t it Notfications 0 Personal Profile
Payment Advice  Organisation Profile  Data Exchange (2 Training and Support (7' Acceptances
&% You are currently viewing:  Tralning Group
Search staff
First Name: Last Name: Email:
Position: Contact ID:

Please Select

Clear

Step 8

Once you have entered the information, select Run Search to continue with the search or Clear to

exit the search.

Community
Grants Hub

A

Home Grants -  Milestones  Applications

Organisation profile
menu

Organisation details
Postal address
Gl
Bank accounts

Acceptance administration

it

Payment Advice  Organisation Profile

Search staff |

Data Exchange @ Trainingand Support & Acceptances

[

Notifications Personal Profile

& You are currently viewing.  Training Group 2022

First Name.

GRP

Position:

Please Select

Contact 1D:

Email

Clear
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Step 9

The search results will display when the search is complete.

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

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

&k You are currently viewing: - Training Group 2022
Organisation profile Search staff
menu
Organisation details First Name: Last Name: Email:
Postal address GRP
Sal Position: Contact ID:
Bank accounts Please Select 4
Pecepancs scieraton e
Results (3
Contact ID Title First name Last name Status Position System access level
’ 4-GZ0LB94 Mr GRP TRN3 Active Not Specified No Access
’ 4-GZ0LB8S Mr GRP TRN1 Active Not Specified Editor
» 4GYCE3BS  Mr GRP TRN2 Active Not Specified Administrator
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Step 10

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.

Home  Granis -  Milestones  Applications  PaymentAdvice  Organisation Profile  Data Excnange f  Training and Support [ Acceptances

YouarEnere: HOME / Organisation Prafiie

Organisation profile |Staffdelai|s | * requred
menu

Contact for Grant Agreements |

1 tne Communty Grants HuD neds 1o talk S304% 3 Grant AETE&MENt Witn your arganization, tney will Conts r staff wne ars sssigned 1o tnat Grant Agraemant firsz. This Siaff memer na been assigned 25 3 contactfor ine fallawing Grans Agresments:

This Staff member s nat inked to o G ent.
Contact for Grant Activities
it a Grant Activity with your organization, they w

Hne Comm,

Add Grant Activity

inked

Staff details
Organisation derails
m Reactivate up“
Tt First name Last nam:
wr s A
Position: Enan
Acceptance aaministrat Mot 5¢ 0232323222
Status:
Acuve 4601894
System 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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