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SECTION A: Applicant instructions 

1. Create an account 

Go to https://grants.health.wa.gov.au/.   

• If you are employed by WA Health, select ‘Log in with WA Health Single Sign-On (SSO)’.  

• If you are not employed by WA Health, select the ‘Register now’ weblink at the bottom. 

 

Enter the email address you wish to use in the system (this will be your username), your first 

and last name, and select a password, noting the password must be a minimum of 10 

characters in length and contain uppercase, lowercase, numeric and non-alphanumeric 

characters. Select ‘Register an account’ and you should see this screen:  

 

Go to your email and open the email from no-reply@mail.grants.health.wa.gov.au. Open the 

weblink in the email to activate your account. The Account activation screen will appear: 

https://grants.health.wa.gov.au/
mailto:no-reply@mail.grants.health.wa.gov.au
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Select ‘✓ Log in’ and use the details you entered to register.   

2. Multi-Factor Authentication 

When you first log in, the system requires Multi-Factor Authentication (MFA) using either 

Microsoft Authenticator or Google Authenticator on your device. Users are responsible for 

maintaining the security of the device that is set up for MFA and ensuring appropriate steps 

are taken if the device is lost or compromised. 

 

Microsoft Authenticator 

 

Install the Microsoft Authenticator app on your phone. The QR codes to 

download the app for iOS and Android devices are below: 

 
 

https://support.microsoft.com/en-us/account-billing/download-microsoft-authenticator-351498fc-850a-45da-b7b6-27e523b8702a#ID0EBBJ=iOS
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Once downloaded, open the Microsoft Authenticator app and add your ‘Grant Management 

System’ account by selecting the blue circle at the bottom right (or select the + on the top 

menu bar and in the ‘Add account’ page, select ‘Other account’), which will bring up the ‘Scan 

QR Code’ screen. Scan the QR code showing on your computer to add your Grant 

Management System user account, which will show as ‘DoH+Grants’ in the Authentication 

app. Select ‘DoH+Grants’ in the app to obtain a one-time password code to enter on the 

computer to log in. 

Google Authenticator 

 

Android: Google Authenticator (Google Play) 

iOS: Google Authenticator (App Store) 

Once downloaded, open the Google Authenticator app and add your ‘Grant Management 

System’ account by selecting the ‘+’ at the bottom right, then select ‘Scan a QR Code’. Scan 

the QR code showing on your computer to add your Grant Management System user 

account, which will show as ‘DoH Grants: your user email address’ in the Authentication app. 

Enter the one-time password code showing for DoH Grants to log in. 

3. User profile 

Once you have successfully logged in, the first thing you need to do is set up your profile, as 

this contains data that will auto-populate application forms. Select the avatar icon at the top-

right of the screen, then select ‘Manage Profile’: 

 

Personal details 

The first profile screen is the Personal details screen. Please note that most of this 

information is collected for statistical purposes only and is not visible to the Responsible 

Entity. Once you enter all the mandatory fields (shown in red below), select ‘Save’. Please 

ensure you select your ‘Title’ from the drop-down options. 

https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2&hl=en_AU
https://apps.apple.com/au/app/google-authenticator/id388497605


 

Version 03/12/2024  Page 5 of 15 

 

If you enter your ORCID, the following will appear next to your ORCID iD so that you can 

synchronise your user profile with ORCID: 

 

Phone details 

Select Phone details from the menu on the left of the screen, then ‘+ Add new phone 

number’. This will auto-populate on application forms. 

 

Employment, titles and affiliations 

Select Employment from the menu on the left of the screen, then ‘+ Add new employment’ 

for all the entities that you are employed by or have an affiliation with. ‘Title’ here is the 

position/title at the Entity you are employed by or affiliated with. Further instructions are on 

the screen. This information is required if you are a team member on an application and will 

automatically populate the ‘employment and affiliations’ section of the application form, so it 

is important to keep this up to date. 
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Note that if you have synchronised your profile with ORCID, you cannot edit the employment 

data imported from ORCID on this screen – you must update it in ORCID.  

Important note: the ‘Entity’ name in the Employment screen must match the Entity name 

on https://abr.business.gov.au/ exactly, as that is what is used by the system for the 

‘Responsible Entity’ name, and if this is not entered correctly, the user will not be linked to 

that Responsible Entity in the system. For example: 

 

Once you have completed setting up your user profile, select ‘External Portal’ next to the 

Department of Health logo in the top menu to return to the home page. 

4. Home page 

On this page you will find available funding program rounds, applications in progress, your 

grants, upcoming milestones, activities and applications. You can return here at any time by 

selecting ‘DoH Grants’ next to the Department of Health logo in the top menu. 

https://abr.business.gov.au/
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5. Apply for funding 

To create a new application, in the section ‘Rounds’ select ‘+ Apply now’ next to the funding 

program round you wish to apply to:  

 

Enter the application title (use the ‘Activity title’) and select ‘✓ Done’: 

 

Note: if you change the Activity title 

during the application, the Application 

title will only update once the 

application is submitted. 

 

The relevant application form will open. Answer the application questions in each section and 

select ‘Next’ to go to the next section. If there are any mandatory questions that have not 

been answered, a red error message will appear under each mandatory question not 

answered when you select ‘Next’. 

 

If you wish to move to another section without answering all 

mandatory questions, select the section from the menu on the left 

of the screen (example shown opposite).  

Once all mandatory fields in a section are answered, the section 

will be marked with a green tick. If there are any mandatory 

questions that have been left blank, there will be a red cross. 

Please note the ‘Activity’ and ‘Budget’ sections for the Major 

Research and Innovation Application Support (MRIAS) 

application form are showing a cross even when all data has 

been entered. We are working with the vendor to fix this. 
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Important note: fields that are greyed out in the application form are automatically populated 

from the relevant user’s profile. If there is no data in the greyed out field, then the relevant 

user needs to enter the data in their user profile so that it appears in the application form. 

 

Downloading the application form 

At any time you can select ‘Save’ at the top-right of the screen to save. Select ‘Preview’ to 

download your application - the application will be downloaded in a Zip file format and include 

the application in word and pdf format and all uploaded documents. 

 

Responsible Entity 

If the name of the Responsible Entity (the entity which would administer grant funds) does 

not appear in the Responsible Entity drop-down, please email DOH.GMS@health.wa.gov.au 

with the subject ‘GMS New Responsible Entity’ so that the forms required for setting up the 

Responsible Entity can be completed. This includes setting up the four position roles required 

in the system of pre-award contact, post-award contact, finance contact and authorised 

signatories.  

Inviting team members 

It is recommended that you invite team members to the application as soon as possible, 

since their user profile data is required for application questions and they are required to sign 

the application prior to inviting the Responsible Entity to certify. Select ‘Invite user to register 

or share application’ from the top-right, then select ‘+ Add another user’: 

https://support.microsoft.com/en-gb/windows/zip-and-unzip-files-8d28fa72-f2f9-712f-67df-f80cf89fd4e5
mailto:DOH.GMS@health.wa.gov.au
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Enter the team member’s email address and select ‘Invite and share with edit access’. The 

system will advise if the user is found in the system or if no user is found. If no user is found, 

an invitation will be sent inviting them to register an account:  

 

Select ‘+ Add another user’ at the bottom left to invite multiple people, then select ‘✓ Save 

and send’ to send the invitation(s). Please share this user guide with users that you invite to 

your application to assist them. It is important that each team member follows the instructions 

above to enter user profile information since the greyed out fields of the application form are 

automatically populated from the user profile:  

 

Certification by consumer representatives (if applicable) 

Consumers are not required to be users of the system. It is recommended that you share a 

copy of the application with each consumer outside the system (to download the application, 

select ‘Preview’ from the top-right), and if they agree to the consumer certification statement, 

any team member can insert their name, signature and date:  
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Certification by team members 

Invite all team members following the instructions above. In the ‘Certification’ section, each 

team member must read the ‘Team certification’ and insert their signature and date under 

their name:  

 

Activity Lead invites the Responsible Entity to certify 

Once all team members (and consumer 
representatives if applicable) have signed the 
‘Certification’ section, scroll to the bottom of the 
Certification section and select ‘Yes’:  

The Responsible Entity is to determine whether the finance contact or the pre-award 

contact is to certify the application first, noting that the pre-award contact is the only user 

who can submit the application. Invite the relevant contact following the instructions below. 

Upon submission by the Responsible Entity to Department of Health, an email will be sent to 

the pre-award contact and Activity Lead cc’d to all team members and the application owner 

(the person who created the application) confirming submission with a copy of the application 

attached. 

Pre-award contact certifies before finance contact 

Invite the pre-award contact selected in the ‘Contacts’ section of the application by selecting 

‘Invite user to register or share application’ from the top-right: 
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Select ‘+ Add another user’ from the bottom left. Enter the pre-award contact email address 

as shown in the ‘Contacts’ section. Select ‘Invite and share with edit access’ then select 

‘✓Save and send’.  

 

The pre-award contact is responsible for arranging certification by the finance contact.  

Pre-award contact certifies before finance contact 

Invite the finance contact  by selecting ‘Invite user to register or share application’ from the 

top-right: 

 

Select ‘+ Add another user’ from the bottom left. Enter the finance contact email address. 

Select ‘Invite and share with edit access’ then select ‘✓Save and send’.  

 

The finance contact is responsible for arranging certification by the pre-award contact. 
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SECTION B: Responsible Entity instructions 

1. Application invitation 

When you have been invited to certify an application, you will receive an email with the 

subject: WA Department of Health application invitation (application ID).  

Go to https://grants.health.wa.gov.au/ and log in with your details. Select ‘Applications’ from 

the top menu: 

 

Filter by the Status ‘In Progress’. The ‘Round status’ will show the how many days until 

applications close. To open an application, select the ‘Title’. Note: you can choose the 

columns to display on this screen at the top-right of the table. 

2. Pre-award contact certification 

Review the details entered in each section of the application. If anything does not meet the 

certification criteria, email the Activity Lead the edits that are required and request that they 

advise you once they have been made. 

In the ‘Certification’ section, scroll down to the ‘Responsible Entity certification’ and read the 

certification:  

 

https://grants.health.wa.gov.au/
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The name and position will be automatically populated (contact 

DOH.GMS@health.wa.gov.au if there are errors in these details). Insert your signature, select 

the date, then scroll up to the top of the screen and select ‘Save’. 

If the application has not been certified by the finance contact, invite the finance contact 

by selecting ‘Invite user to register or share application’ from the top-right: 

 

Select ‘+ Add another user’ at the bottom left. Enter the finance contact email address and 

select ‘Invite and share with edit access’. Make sure the user is found (if they are not found, 

then they have not been set-up in the system and therefore will not have the required system 

position role of ‘finance contact’). Select ‘✓Save and send’.  

 

3. Finance contact certification 

 

Select the ‘Budget’ section from the application menu on the left. 

Review all the details in the ‘Budget’ section to ensure they exclude 

GST, are true, correct and reflect the latest costing information. 

If the anything in the ‘Budget’ section does not meet the certification criteria, email the Activity 

Lead the edits that are required and request that they advise you once they have been made. 

To certify, select ‘Certification’ from the application menu on the left and scroll down to the 

‘Responsible Entity finance officer (or equivalent) certification’ section:  

mailto:DOH.GMS@health.wa.gov.au
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If you have been set up as a finance contact in the system then you will be able to enter 

your name and position title at the Responsible Entity (the fields will not be greyed out). Insert 

your signature, select the date, then scroll up to the top and select ‘Save’ at the top-right: 

 

If you were invited by the pre-award contact 

Notify the pre-award contact that you have certified the application by forwarding the email 

that invited you to the application to the pre-award contact. Only the Responsible Entity pre-

award contact can submit the application, hence they are the only person who can view the 

submit button on the application form. 

If you were invited by the Activity Lead 

Invite the pre-award contact selected in the ‘Contacts’ section of the application by selecting 

‘Invite user to register or share application’ from the top-right: 

 
Select ‘+ Add another user’ from the bottom left. Enter the pre-award contact email address 

as shown in the ‘Contacts’ section. Select ‘Invite and share with edit access’ then select 

‘✓Save and send’.  
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4. Application submission (by pre-award contact) 

Select ‘Certification’ from the application menu on the left. Scroll down to the bottom of the 

‘Certification’ section and select ‘Submit’: 

 

A window will appear with the option to download the application forms and attachments:  

 

The next screen will confirm notification of successful submission: 

 

An email will be sent to the pre-award contact and Activity Lead cc’d to all team members 

and the application owner (the person who created the application) confirming submission 

with a copy of the application attached. 


