ClUbGRANTS

Hudéng dan st dung danh cho ngudi nép don
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Bat dau

Céach tao mot tai khoan méi

Cach tao mot td chirc

Cach dang nhap vao tai khoan hién cé

Céch d3t lai mat kh3u cla ban

Céch cap nhat théng tin tai khodn/t6 chirc cta ban

Cach thay d6i tén ngudi dung (email) hodc mat khau cha ban
Quan ly nguoi dung dugc moi

Céach nhan tro gilp —thong qua tab Lién hé vdi chung téi
Cdch nhan tro giup —théng qua tab Tre giup

Cach dang xuat

Quy trinh nop don

Cach tim kiém/ndp don xin cac khoan trg cip hién cé — qua tab Tim vong xét tro cap dia
phuong cta ban

Céach tim kiém/ndp don xin cac khoan trg cap hién cd — qua tab Bon xin cda toi
Cach lwu/gli don xin

Céch chinh stra don xin

Cach tim hiéu mau don xin

Céach xac dinh thoi diém két thic vong xét tro cap
Cach dinh kém tai liéu vao mau don xin

Cach xem don xin

Céch tai don xin/mau don xin xudng

Cach rut lai (xda) don xin

Céch luu trir don xin

Cach hay luwu trir don xin

Cach xac dinh trang thai ctia mot don xin

Céach xac dinh sé tién tai trg da duoc cung cap
Pon xin dudc phé duyét/Quy trinh bao cao
Cach xac dinh trang thai ctia mot don xin

Céach xac dinh sé tién tai trg da duoc cung cap

Cach xem tai liéu bd sung tlr ngwdi quan ly vong xét tro cdp cho céc don xin d3 duwoc phé
duyét

Cach tai bao cao tién dd lén

Céch tai bao cdo hoat déng va chi tiéu lén



1.0 Bat dau

1.1  Cach tao maot tai khoan méi

e  Truy cap https://www.clubgrants.com.au/

e Nhip vao Dang nhdp/Dang ky https://www.clubgrants.com.au/user/login

e Nhap vao Tao tai khodn méi https://www.clubgrants.com.au/user/register

e Hoan thanh phan Dang ky cta ngudi ndp don & phia bén trai

e Nhap vao nut "Tao tai khoan mai"

e Mot thong bdo chao mirng kém huéng dan bd sung d3 duoc gri dén dia chi email cla ban

e Kich hoat tai khoan ctia ban bing cach nhap vao lién két dwoc cung cap trong théng bao
chao murng

e Tao mat khiu va nhap vao nat "Luu"

e Nhap vao tab Pon xin cla toi

e Chap nhan/Tlr ch6i Diéu khoan va Piéu kién cha ClubGRANTS Online.

1.2 Cach tao mét to chirc

e Trudc khi ban bat dau ndp don xin tro cap, hdy tao t6 chirc clia ban bang cach nhap vao nut
"Tao t6 chic"

e Hoan thanh cac phan T6 chirc cda ban, Ngudi lién hé chinh va Ngudi lién hé phu

e Nhap vao nut "Tao té chic"

e T chire d3 duoc tao.

1.3 Cach dang nhap vao tai khoan hién cé

e Truy cap https://www.clubgrants.com.au/
e Nhép vao Dang nhdp/Dang ky https://www.clubgrants.com.au/user/login
e Dién email, mat khau va cau hdi todn hoc clia ban va nhap vao nit "Pang nhap".

1.4 Cach dat lai mat khau cta ban

e Truy caphttps://www.clubgrants.com.au/

e Nhép vao Pang nhap/Dang ky https://www.clubgrants.com.au/user/login
e Nhap vao Dit lai mat khau cha ban

e Pién email va cau hdi todn hoc cla ban va nhdp vao niat "Gui"

e Hudng dan b sung da dwoc glti dén dia chi email cha ban

e Nhap vao lién két va lam theo 1&i nhac dé thiét 1ap mat khau mdi.



https://www.clubgrants.com.au/
https://www.clubgrants.com.au/user/login
https://www.clubgrants.com.au/user/register
https://www.clubgrants.com.au/
https://www.clubgrants.com.au/user/login
https://www.clubgrants.com.au/
https://www.clubgrants.com.au/user/login

1.5

1.6

1.7

Cach cap nhat théng tin tai khoan/té chirc cua ban

Dang nhap vao ClubGRANTS Online https://www.clubgrants.com.au/user/login
Nhap vao tab H6 so cla ban

Nhap vao Cai dt trong danh sach tha xuéng

Cap nhat cac phan T6 chirc cha ban, Ngudi lién hé chinh va/hodc Ngudi lién hé phu
Nh&p vao nut "Cap nhat thong tin lién hé"

Thong tin lién hé da dwogc cap nhat.

Cach thay doi tén ngusi dung (email) hoac méat khau caa ban

Dang nhap vao ClubGRANTS Online https://www.clubgrants.com.au/user/login
Nhap vao tab H6 so cla ban

Nhap vao Chinh slra tai khodn ngudi dung trong danh sach tha xuéng

Cap nhat cac phan bat budc

Nhap vao nat "Luu"

Céc thay déi d3 duoc luu.

Quan ly ngugi dung dugc mai

D& mai ngudi dung khac cé quyén truy cap vao tai khoan cla t6 chirc ban, hdy nhap vao tab
HO6 so cda ban
Nhap vao Cai dat trong danh sach tha xudng
Cudn xudng cudi trang va nhap vao nut "Thém ngudi dung"
Dién cac thdng tin chi tiét can thiét
o Cacloaivaitro:
" Nguwdiquan ly — Tat ca cdc cap truy cip, bao gbm ca viéc moi ngudi dung
khac (phd bién nhat)
= Ngudidung — Khdng thé moi ngudi dung khac
o N&u dia chi email cia ngudi dung da duoc lién két véi mot tai khoan ClubGRANTS
Online khéc, thong béo 16i s& xuat hién va do d6, khong thém duwoc ngudi dung
Nguoi dung d3 dwoc mai va cac hudng dan bé sung da duoc glri dén dija chi email clia ho
Sau khi ngudi dung chap nhan, ban s& thay thong tin chi tiét cda ho trong phan Xem ngudi
dung hién cé va ngudi dung nay s& co thé thay mat cho t6 chirc clia ban ndp don xin tro cap.


https://www.clubgrants.com.au/user/login
https://www.clubgrants.com.au/user/login

1.8

1.9

1.10

Cach nhan trg giup - thong qua tab Lién hé vai ching toi

https://www.clubgrants.com.au/form/clubgrants-contact

Nhap vao tab Lién hé véi ching téi
Hoan thanh biéu mau dé lién hé vé&i Trung tam gidi dap thac mac thanh vién (MEC) clia
ClubsNSW néu ban cé thac méc lién quan dén tai khodn ClubGRANTS Online ctia minh.
o Ban nén s dung trang nay dé lién hé vdi ClubsNSW vé bat ky van dé kj thuat nao
ma ban cé thé gap phai véi hé théng ClubGRANTS Online.
o ClubsNSW khdng thé tra 1&i cic cau hdi vé trang thai don xin ClubGRANTS cla ban.
o DE kiém tra trang thai don xin cGa ban, vui long lién hé véi cau lac bd hodc Uy ban
ClubGRANTS ma ban da nép don.
o Cécdon gli dén ClubsNSW s& duoc tra lai.
Nh&p vao nut "Gli tin nhan", sau d6, mat thanh vién clia nhédm sé lién hé lai véi ban trong
24 gio, tlr thir Hai dén tha Sau.

Cach nhan trg giup - thong qua tab Tro giup

https://www.clubgrants.com.au/fags

Nhap vao tab Tro gitp

Kham pha trang nay dé tim cac ciu hdi thwdng gap nhat va cdc tai nguyén hitu ich bao gbm
ca Nguyén tic cla ClubGRANTS
https://www.liguorandgaming.nsw.gov.au/documents/gl/ClubGRANTS-Guidelines-August-
2020 Alex-Kennedy.pdf

N&u ban khéng thé tim thay cau tra 1o, hdy nhap vao nat "Glri email" hodc "Goi cho MEC
theo s& 1300 730 001" dé lién hé véi MEC.

Cach dang xuat

Nh3p vao tab H6 so cta ban
Nhap vao Pang xuat trong danh séch tha xuéng
Ban hién d3 dang xuat khéi ClubGRANTS Online.


https://www.clubgrants.com.au/form/clubgrants-contact
https://www.clubgrants.com.au/faqs
https://www.liquorandgaming.nsw.gov.au/documents/gl/ClubGRANTS-Guidelines-August-2020_Alex-Kennedy.pdf
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2.0

2.1

2.2

Quy trinh nép don

Cach tim kiém/nop don xin cac khoan trg cap hién c6 - tai tab Tim
vong xét trg cap dia phuong caa ban

https://www.clubgrants.com.au/find-your-local-grant-round

Nh3ap vao tab Tim vong xét trg cap dia phuong cla ban dé tim kiém cdc khoan tro cap hién
co
Nhap m3 buu chinh mong muén vao chirc ndng tim kiém

o Xinlwuy, quy trinh nép don s& khac nhau d&i véi cac cau lac bd/hdi déng dia

phuong
o Ban cd thé phai nép don xin dang gidy hodc duoc gidi thiéu dén mdt nha cung cap
khac

o Khéng c6 ngay mé/déng tiéu chuan trén toan tiéu bang ddi véi quy ClubGRANTS
o Chicdcvong xét tro cap hién dang m& mdi hién thi
K&t qua s& hién thj cho cac vong xét trg cap Loai 1, hién vat Loai 1, Loai 2 va hién vat Loai 2
dang m&
o N&u khéng cé két qua nao hién thi, hdy thir tim kiém lai v&i ban kinh I&n hon: 5km,
15km, 50km, 100km, 200km
o N&u van khdng cé két qua nao hién thi, hay thir lai sau hodc lién hé vé&i cau lac bd dia
phuong cla ban dé xac dinh khi nao vong xét trg cap s& mé
Nhap vao Théng tin khac d& xem théng tin chi tiét vong xét tro cap do ngudi quan ly vong
xét tro cap cung cap
Nhap vao nut "Chon" dé ndp don
No6p don.

Cach tim kiém/nop don xin cac khoan trg cap hién c6 - qua tab
Don xin cua toi
Nhap vao nut "Bt dau don xin méi" tai tab Don xin cla toi dé tim kiém cac khoan tro cap
hién cé
Nhap m3 buu chinh mong muén vao chirc ndng tim kiém
o Xinlwuy, quy trinh nép don sé khac nhau d6i vai cac cau lac bé/hdi dong dia

phuong
o Ban cé thé phai ndp don xin dang gidy hodc duogc gidi thiéu dén mot nha cung cap
khac

o Khéng cé ngay mé&/ddng tiéu chuan trén toan tiéu bang ddi vdi quy ClubGRANTS
o Chicédcvong xét tro cap hién dang mé& mdi hién thi
K&t qua s& hién thj cho cac vong xét trg cap Loai 1, hién vat Loai 1, Loai 2 va hién vat Loai 2
dang m&
o N&u khéng cé két qua nao hién thij, hdy thir tim kiém lai véi ban kinh I&n hon: 5km,
15km, 50km, 100km, 200km
o N&u van khdng cé két qua nao hién thi, hay thir lai sau hodc lién hé véi cau lac bo dia
phuong cla ban dé xac dinh khi nao vong xét trg cap sé mé


https://www.clubgrants.com.au/find-your-local-grant-round

e Nhap vao Théng tin khac dé xem thong tin chi tiét vong xét tro cadp do ngudi quan ly vong
xét trg cap cung cap

e Nhap vao nut "Chon" dé ndp don

e NOpdon.



2.3

2.4

2.5

2.6

Cach luu/gtri don xin

Nhap vao nat "Lwu" dé€ Ivu tién trinh ndp don cla ban bat c luc nao
Nhap vao nut "Luu & Pong" dé luu tién trinh ndp don cha ban va thodt khdi qué trinh nép
don
Cac nGt "Lwu" va "Luu & Béng" nam & dau va cudi mdi trang don xin
Trén trang cudi cung clla mau don xin, hdy nhap vao nat "Lwu ma khong giti" néu ban muén
lwu tién trinh nép don ma khéng glri don
Nh&p vao nat "Guri" khi ban da hoan tat don xin cda minh va hoan thanh tat ca cac ciu hoi
bat budc va lam theo |&i nhic dé giti don xin cla ban

o Sau khi gtti, ban khéng thé chinh slra cau tra |&i cda minh nita

o Sau khi glri, ban s& nhan dwoc mét email xdc nhan va ngudi quan ly vong xét tro cap

sé nhan dugc thong bao.

Cach chinh sura don xin

Khi mot don xin da dwoc bat dau/lwu, don nay sé& xuat hién trong tab Bon xin cla toi
Nhap vao nut "Chinh stra mau xanh luc" dé chinh stra don xin cla ban
o Sau khi d3 gti don xin di, biu twong "But chi mau xanh luc" s& khéng con xuat hién
bén canh don xin nita.

Cach tim hiéu mau don xin

Nh&p vao nut "Tiép theo" & cudi mbi trang clia don xin dé cudn qua toan bo mau don xin
Nhap vao nut "Quay lai" dé quay lai trang don xin trwdc dé
Nhap vao nut "Luwu" dé lwu tién trinh nép don cta ban bat ci luc nao
Nhap vao nut "Luu & Pong" dé luu tién trinh ndp don cla ban va thoét khdi qué trinh nép
don
Nhap vao nut "Gi" khi ban da hoan tat don xin cia minh va hoan thanh tat ca cac cau héi
bat budc va lam theo 1&i nhic dé glri don xin cla ban

o Sau khi glri, ban khéng thé chinh sira ciu tra 1&i cha minh nita.

Cach xac dinh thai diém két thic vong xét trg cap

Khi mot don xin d3 dugc bat dau/lwu, don nay sé xuat hién trong tab Don xin cla tdi
Cot Thoi han cla vong sé hién thj ngay két thuc cla vong xét trg cap
Ban khong thé ndp don xin sau ngay két thic vong xét trg cap.



2.7

2.9

2.11

2.12

2.13

Cach dinh kém tai liéu vao mau daon xin

Ban chi cé thé dinh kém cdc tai liéu vao don xin khi nguwdi quan Iy vong xét tro cap yéu cau
va tai liéu s& dwoc néu trong mau don xin.

Cach xem don xin

Khi mot don xin d3 duoc bat dau/lwu/gli, don nay s& xuat hién trong tab Pon xin cla toi
Nhap vao M3 don xin hodc Tén dy an dé xem don xin
Nhat ky email duogc liét ké & cudi cta don xin.

Cach tai don xin/mau don xin xuéng

Khi mot don xin da dwoc bat dau/lwu/gli, don nay s& xuat hién trong tab Don xin cla toi
Nhap vao M3 don xin hodc Tén dy an dé xem don xin
Nhap vao nut "PDF" dé tai xudng ban sao don xin hodc mau don xin.

Cach rat lai (x6a) don xin

Khi mot don xin d3 duoc bat dau/lwu, don nay sé xuat hién trong tab Don xin cla téi
Nhap vao nat "Rut lai mau d6" dé rat lai don xin va lam theo 1&i nhac dé rit lai don xin cla
ban

o Cécdonxin d3 rut lai s& bi loai khdi vong xét tro cap va s& khéng dwoc xem xét

o Ban khéng thé xda cac don xin da dwoc phé duyét

o Sau khi don xin bi rat lai, ngudi quan ly vong xét trg cap s& nhan duwoc thong bdo.

Cach luu trir don xin

Khi mot don xin d3 dugc bat dau/lwu, don nay sé xuat hién trong tab Don xin cla tdi
Nh3p vao nat "Lwu trir mau vang" dé lvu trir don xin cla ban va xéa don do khoi ché d6 xem
Pon xin da duoc luvu triv
o Cacdon xin d3 luu trir s8 khong duwogc rat lai va s& van hién thj véi nguoi quan ly
vong xét tro cap.

Cach huy luu trir don xin

Khi mot don xin d3 dwoc lvu trit, don ndy s& khdng con xuat hién trong tab Don xin cla toi
Nhap vao nut "Xem luu trit" dé xem cac don xin da luu triy

Nhap vao nut "Khoi phuc mau vang" nham khdi phuc lai don xin dé xem trong tab Pon xin
cla toi



2.14 Cach xac dinh trang thai cua moét don xin

2.15

Khi mét don xin da dwoc glri, don nay s& xuat hién trong tab Pon xin cla toi
Cét trang thai s& hién thi moét trong céc trang thai sau:
o D3 gli: don xin d3 dwoc glri thanh cong vao vong xét tro cap
o Pang duoc xem xét: don xin dang dugc ngudi quan ly vong xét trg cadp xem xét
»  Khdng phai tat ca ngudi quan ly vong xét tro cap déu sir dung trang thai nay
va ho cé thé dang xem xét don xin trong khi hién thij trang thai "D3 guri"
o D3 phé duyét: don xin da dugc ngudi quan ly vong xét trg cap phé duyét
o Khdng thanh céng: don xin chua duwoc ngudi quan ly vong xét tro cap phé duyét
o D3ratlai: don xin d3 dugc ngudi quan ly vong xét tro cap rat lai
Cdac t6 chirc cling sé dugc thong bdo vé trang thai don xin clia ho qua email.

Cach xac dinh sé tién tai trg da dugc cung cap

Cot s6 tién tai trg sé hién thi so tién tai tro d3 dwgc dua vao don xin
o Trong modt sé trudng hop, ngudi quan ly vong xét tai tro chi cé thé cap mot phan
tién
o Trong mdt sé trudng hop, nhidu cau lac bd cd thé tai tro cho mét don xin
Nhap vao M3 hodc Tén dy an dé xem don xin va xac nhan ciu lac bd nao d3 tai tro cho don
Xin
Cac t6 chirc cling sé dugc thong bdo vé trang thai don xin clia ho qua email.



3.0

3.1

3.2

3.3

Don xin duoc phé duyét/Quy trinh bao céo

Cach xac dinh trang thai cia mot don xin

Khi mét don xin da dwoc glri, don nay s& xuat hién trong tab Pon xin cla toi
Cot trang thai s& hién thi mot trong cdc trang thai sau:
o Dagli: don xin d3 duoc glri thanh cdng vao vong xét tro cap
o DPang dugc xem xét: don xin dang duwoc ngudi quan ly vong xét tro cp xem xét
= Khéng phai tat cad ngudi quan Iy vong xét tro cap déu sir dung trang thai nay
va ho cé thé dang xem xét don xin trong khi hién thj trang thai "Da gii"
o D3 phé duyét: don xin d3 dugc ngudi quan ly vong xét tro cap phé duyét
o Khéng thanh cdng: don xin chua dugc ngudi quan ly vong xét trg cap phé duyét
o Darat lai: don xin d3 dwoc ngudi quan ly vong xét tro cap rut lai
Cdc t6 chirc cling sé& dugc thong bdo vé trang thai don xin clia ho qua email.

Cach xac dinh sé tién tai trg da dugc cung cap

Cot sb tién tai tro s& hién thj s6 tién tai trg d3 dwoc dua vao don xin
o Trong mdt sé trudng hop, ngudi quan ly vong xét tai tro chi cé thé cdp mot phan
tién
o Trong modt sé trudng hop, nhidu cau lac bd ¢ thé tai tro cho mét don xin
Nh3p vao M3 hodc Tén dy an dé xem don xin va xac nhan cau lac bd nao d3 tai trg cho don
Xin
Cdac t6 chirc cling sé dugc thong bdo vé trang thai don xin clia ho qua email.

Cach xem tai liéu bé sung tir ngudi quan ly vong trg cap cho cac don
xin da dugc phé duyét

Khi mét don xin da dwoc phé duyét, don nay s& xuat hién trong tab Don xin clta tdi dudi
dang mot don xin d3 duwoc phé duyét cho khoan tién trén dé

Ngudi quan ly vong xét tro cap co thé dinh kém tai liéu bé sung vao céc don xin d3 dugc phé
duyét dé t6 chirc xem xét, vi du: Thw chao moi

Nh3p vao M3 hodc Tén dy an cla don xin d3 dugc phé duyét dé xem cdc tai liéu bd sung tir
ngudi quan ly vong xét trg cap & phia bén phai cla don xin.
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3.5

Cach tai bao cao tién do lén

Khi mét don xin d3 dwoc phé duyét, don nay s& xuat hién trong tab Don xin cla tdi dudi
dang moét don xin d3 dugc phé duyét cho khoan tién trén dé
o Ban khéng thé gli Bdo céo tién dd cho cac don xin khéng hién thi la d3 dwoc phé
duyét — hay lién hé véi ngudi quan ly vong xét tro cap néu khodan trg cap dugc phé
duyét ca ban khéng hién thi 13 d3 duwoc phé duyét tryc tuyén
Nhap vao ndt "Gan co mau dé" dé glri bao cdo tién dd hodc bdo cdo hoat dong va chi tiéu
hodc nhap vao M3 don xin hodc Tén dy an
Nhap vao nut "Thém bédo cdo hoat ddng va chi tiéu/bdo cdo tién do"
Chon tuy chon Béo cdo ti€én do cho loai Bo cao
Lam theo |&i nhdc dé giri bo cdo tién do cla ban
O cudi mau bao cdo tién dd, hdy nhap vao nut "Luu ma khong glri" néu ban mudn luu béo
cdo tién dé ma khodng gtri
Nhap vao "GUi" dé glri bao cao tién dd cho ngudi quan ly vong xét tro cap
Bdo cdo tién d6 da duoc glri
o Nt 'G3n c& mau dd" s& chuyén thanh DAu chon mau vang
o Bdao cdo hoat dong va chi tiéu van con thiéu.

Cach tai bao cao hoat dong va chi tiéu

Khi mét don xin d3 dwoc phé duyét, don nay s& xuat hién trong tab Don xin cla tdi dudi
dang mét don xin d3 dugc phé duyét cho khoan tién trén dé
o Ban khéng thé glri Bdo cdo hoat ddng va chi tiéu cho céc don xin khéng hién thj 1a da
duoc phé duyét — h3y lién hé véi ngudi quan ly vong xét tro cap néu khoan trg cip
dugc phé duyét cda ban khéng hién thi la d3 dwoc phé duyét truc tuyén
Nhap vao ndt "Gan cd mau dé" dé glri bao cdo ti€n do hodc bdo cdo hoat dong va chi tiéu
hodc nhap vao M3 don xin hodc Tén dy an
Nhap vao nat "Thém bdo cdo hoat dong va chi tiéu/bdo cédo tién do"
Chon tuy chon Bdo cdo hoat dong va chi tiéu cho loai Bdo cdo
Lam theo |&i nhdc dé ndp bdo cdo hoat ddng va chi tiéu cta ban
O cudi m3u bao cdo hoat dong va chi tiéu, hdy nhap vao ndt "Luwu ma khéng glti" néu ban
mudn lvu bdo cdo nay ma khon gl
Nhap vao "GUi" dé glri bdo cdo hoat ddng va chi tiéu cho ngudi quan ly vong xét tro cap
Bdo cdo hoat dong va chi tiéu da duoc gl
o NUt "G3n c& mau dd" s& chuyén thanh Dau chon mau xanh luc
o Ban khéng thé thay déi bdo cdo hoat déng va chi tiéu sau khi d3 glri
o Ngudiquan ly vong xét tro cap ciing sé nhan dugc théng bdo vé [an gli nay qua
email.



