Creating a new account

1. Navigate to the Greater Melbourne Foundation
Grants Portal ~

2. Select the ‘Create New Account’ button.

Logon

3. Complete each of the sections in the form, starting
with Organisation Form.

¢ Note: Please ensure you populate all fields marked
with an asterisk (¥).

4. Organisation Form

Create New
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¢ Once all fields are complete and correct, Click NEXT.

5. User Form
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¢ Note: You can save time and select the
‘Copy Address from Organisation’ this will prefill
this form with the address you entered in the
previous screen for Organisation Information.

e Once completed — Click NEXT.

6. Organisation Executive Officer
Are you the Organisation’s Executive Officer?

/
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o Select ‘Yes' or ‘No, whichever applies to you.
e Click NEXT.

e [fyou select ‘Yes' move to step 8.

7. Ifyou select ‘No’ complete the Additional Executive
Officer Information.

o Click NEXT.

8. Finally, set a password.

................

¢ Once set - Select ‘Create Account’.

Once you complete your registration you will receive
an email asking you to confirm your email address.
Please ensure you complete this step to finalise your
registration. You may need to check your junk folder if
the email does not arrive in your inbox.
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Creating a new account

If your organisation already has an account:
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If you need to register with the Foundation’s Grants Portal and you are aware that someone from your organisation
has already registered, please use the following instructions.

1. Contact the person from your organisation
who has registered.

2. They will need to login to Greater Melbourne
FoundationGrants Portal ~

3. Instructions for the registered user:
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4. On the dashboard, navigate to
‘Organisation History’.

5. Under the ‘Contact’ tab, click Invite User.

Invite User X

Email Address

&  Email address / username of the person you are inviting

Message

ou will be included in the email that is

sent to the person you are inviting

Cancel

6. The prompt below will appear; here is where you
input the user’'s email you wish to add under your
organisation, and a message to the person.

a. After the invitation has been sent, you can resend
the invite or revoke by clicking ‘Invited’

Email €xampleemail@test.com

Phone

Invited » Resend

Revoke
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Instructions for the new user:

7. You will receive the below email invitation.

To: You Mon 6/30/2025 3:47 PM
You have been invited to join by  exampleemail@test.com
Message

Your username is: Example username

You can register or log on here

e Click ‘Here’ to proceed with the new user’s
registration.

¢ You will then be taken to a registration page, input
your details and click ‘Register’.

2 Register

Note:

If you are unaware if someone from your organisation
has registered with the Grants Portal and you begin
the registration process, you will be prompted when
putting in your organisation’s ABN if it has already been
previously used. The below error will appear:

Duplicate

This Organisation's ABN already exists in our system. Please reach out 1o your
organisation's primary contact or contact the foundation with questions

If this occurs, please reach out to the Grants Team by
emailing grants@greatermelbournefoundation.org.au,
they will be able to assist you in creating an account and
connecting your account to your organisation.

Please do not create a new account for the same
organisation, this creates duplication in the portal and
removes your visibility of past interactions with us.
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Logging-in with
two-factor authenticator

1. Log on using your credentials you have set up when

registering with our new system.

Logon

Email Address*

[example@greaiermelbournefoundation.org.au

Password*

[

Create New Account
. v

Forgot your Password?

2. Set up a two-factor authentication application (e.g.

Microsoft Authenticator)

3. Add the generated image or enter the provided key

to your two-factor application.

4. Your two-factor application will provide you with a

token into the Greater Melbourne Foundation Grants
Portal Verification Code field, and then click ‘Verify*

Greater Melbourne Foundation Grands Portal Guide e February 2026

GREATER
MELBOURNE
FOUNDATION

greatermelbournefoundation.org.au 3



