Queensland Government

EdGrants

Online

What you need to do to get started

An invitation email is sent to ensure secure
access and confirm that only authorised users
can log in to EdGrants. Upon receiving the email
invitation, select the provided link to activate
your account and get started.

As an Authorised Officer or Responsible Person,
you will receive an email inviting you to register for
EdGrants Online.

1. Open the Registration Email
e Click the link in the email to be taken to the
login page

2. Reset Your Password
e Click 'Reset your password’ as shown below.

Welcome to EdGrants

Usemame *

username

®_Show password

B

Can't access your account? Resst you

Don't have an EdGrants account? Re

Poweced by Qo

by
¥ Lo in for Internal Users

3. Enter your username
e Enter the username provided in the email
e Tick Tm not a robot’
e Click Reset password

Reset password

Enter your user name *

D I'm not a robot

+ Reset password

Already have an account? Log_in
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Quick Reference Guide

Getting Started

This guide will help you to:

e Access EdGrants Online

e Set up your password

e Manage your personal profile and settings,
including Multifactor Authentication.

4. Check your Email to verify password reset
e Enter the 6-digit code sent to your email
address

Verify reset password code

We've sent a 6-digit verification code to your email address. Please enter it
below to continue.

Cancel [QEEVE TS

Didn't get the code or the code has expired? You can resend the code by clicking here

5. Set up your password
e Create one with at least 10 characters,
including uppercase and lowercase letters,
numbers, and symbols.

Set Password

Choose a password *

Password must be specified

The password must be a minimum of ten characters in length and contain at least four of
the following four types of characters; uppercase, lowercase, numeric, non alphanumeric;

Confirm your password *

Cancel + Set password

Queensland
Government

JELIVERING

FOR QUEENSLAND

5723@ paiess bumien Dyd sueop3



Queensland Government

6. Return to Login page & Sign In
e After setting your password, click ‘Return to
logon page’ and sign in with your username
and new password.

Set Password

Usemame*
Your password has been successfully set.
username
Password *

7. Set up Multifactor Authentication
(MFA - secure access)
e NOTE this step will involve using a mobile
device. Follow the steps on the screen and
click Submit when complete.

Manage multifactor authentication

To enable multifactor authentication:

1. Install the Google or Microsoft Authenticator app on your Android or iPhone

2. Open the Google or Microsoft Authenticator app and scan the QR code below
3. Find the one time password for the newly added account

4. Enter the one time password in the text box below and click submit

QR CODE will
display here

One fime password *

Cancel RV

Please note this is not the code emailed to you, but
rather the code in the authenticator app which
changes every 30 seconds

If you have any issues with the MFA set up please see
the MFA Troubleshooting guide
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8. Agree to the Terms
e Read and agree to the licence agreement and
privacy statement.

Licence agreement

This is a restricted system that requires permission from the Department of
Education System Administrator to use

By continuing inte this system you are acknowledging that you are aware of and
agree to these terms.

Privacy statement

The Department of Education (the department), through Early Childhood,
Regulation and Communication, is collecting your personal information,
including your name and email address.

The purpose of this collection is to enable you to register to create accounts and
lodge applications and reports in the EdGrants online porial.

If you do not provide your personal information, you will be unable to use the
EdGrants online portal and may not be able to lodge the necessary funding
applications and reports

Your personal information will be managed in accordance with the Information
Privacy Act 2009 and will not be used or disclosed Tor another purpose without
your consent or unless authorised or required by law.

Information about how individuals can access and amend their personal
information held by the depariment. together with information about how
individuals can make a privacy complaint is available at

https://qed. qld gov au/privacy/.

9. Start using EdGrants Online
e You're all set!
¢ You will now be taken to the main page,
where a short tutorial will guide you through
the platform.

"
<
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Did you know?

Authorised Person is the designated representative who has full

authority to act on behalf of the organisation. This includes signing
agreements, approving, and completing applications and having

full access to EdGrants. They are accountable for approvals and

compliance. Importantly, the Authorised Person is the only role
that can view and complete the Declaration section at the end of
each application in EdGrants.

Responsible Person is added by the Authorised Person using the
Update & Review Organisation Details, Officers and Contacts Quick
Reference Guide. Their responsibilities often overlap with those of
the Authorised Person, however, they cannot see the declaration,
agree to the Terms and Conditions, or submit the application. They
can complete the application up to the declaration section on
behalf of the Authorised Person. They can also add contacts to the
organisations or services in EdGrants.
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https://earlychildhood.qld.gov.au/fundingAndSupport/Documents/edgrants-mfa-guide.pdf
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How to manage your personal profile

Follow these steps to manage and update your
personal profile in EdGrants Online:
1. Access your profile

e Click on your avatar (a circle with your
initials) in the top-right corner of the screen.

e Select ‘Manage profile’ from the dropdown
menu.

sanmone | Byt EGrants 88 Organsaton manogemert

Wiekcome 1o the EdGeants onine portal

5 Grant opportunities

Sector Support

+ Apply now Grant Opportunities will be shown here ® Sign out
s Opee) 3 Organisation management &
== Organisaton profie mansgement (Registiaton)
£ Top § pending applications.
© There are no records to display.
8 Top § appiications
© Thers are no records to display.
9 Top & milestones due 5 Top 5 agreements
© There are no records to display © There ars no records to dispiay

2. Update Personal details

e Review your personal details on the profile page.

e If updates are required, make the necessary
changes.

e Click ‘Save’ to confirm your updates.

peuvmmg | e owewant  EdGrants @) Organsation management BB Appacatons 3 Agreements

Profile > Your Name

Personal details

‘You can manage your profile on this page.

° Title 1Gentber
PER00012
Firstname® Othernames  Lastname®
Your Name

Preterred name

mail cetals

. Phone details

08 Account setings

3. Manage Email details

e On the left-hand menu, select ‘Email details'.

e Review or update your email information as
needed.

DOLIVERING '}’.‘;“Qfﬁ_‘jﬁl EdGrants E Organisation management £ Appiications & Agreements ‘ (7] @

Profile > Your Name

I Personal Profile

| Email details

You can manage your profile on this page

i Personal detalls

[ Email cetaits

PREFERRED EMAIL ADDRESS
. Phone details

v Email@email.com

©f Account settings

4. Manage Phone details
¢ On the left-hand menu, select ‘Phone details'.
¢ Review or update your phone information as
needed.

2 Agreements ML @ (L)

mesind  EdGrants B8 Organisabon management B Applications:

Profile > Your Name

Personal Profile -

Phone details

You can manage your profile on this page.

i Personal detalls

+ Add new phone number
4 Emad details

]

O Account setfings

There are no records to display. Use the add button to creale a new recond.

5. Manage Account settings
e On the left-hand menu, select ‘Account
e settings'. This page allows you to:

e Change your username.
e Change your password.
e Adjust date and time settings if necessary.

Account settings

You can managn peur pecthe oe ot oge

Did you know you can add an Email Backup for
MFA?

¢ Inthe Manage Multifactor
Authentication section, click ‘Enable Email
Backup'.

¢ Follow the On-Screen Instructions - A pop-up
window will appear with steps to enable email
backup.

e Next Login - Choose Your MFA Option

Need to know more?
Email: EdGrantshelp@ged.qld.gov.au
Ph: (07) 3035 2244
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Website: https://earlychildhood.qld.gov.au/grants-and-funding/grants-management/edgrants-online
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