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Quick Reference Guide for the Online Disclosure System (ODS) Portal 

Create & Amend Return 

  

Introduction 

 
This guide is essential for registered agents and financial controllers managing the collection and 
reporting of political contributions. It contains information on  

• Creating a return 

• Amending a return 
 

Create Return 

 
  
 

 

 
• Select New Return 

option on ODS 
Dashboard. 
 

 
  

 
 
 
 
 

 
 
 

 
 
 
 
 

• Search Political 
Entity by clicking the 
magnifying glass 
icon 
 

 

 

• Select check box 
against the desired 
Political Entity 

• Press Select Button 
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• Press Start return 
button to initiate the 
return process. 

Please note: once the 
return process is initiated 
there is no option to 
change the Political 
Entity and user will have 
to restart the process. 

  
  

 

• Enter the detail of 
Gifts received. 

Please note: Following two 
fields are read only fields and 
user can not change these 
as the data is captured in the 
individual Disclosure.  

• Number Gift More than 
Specified Amount 

• Amount Gift More than 
Specified Amount 

To change any of these 
fields, user will have to 
update the individual 
Disclosure records. 
 
 

 

 

 

• Enter Summary of 
electoral expenditure – 
district section 

• Select Declaration check 
box 

• User can save the 
current return as draft by 
pressing Save draft 
button or 

• User can submit the 
return by pressing 
Submit return button 

Please note: If you are an 
Assistant, you will see the 
option to ‘Submit for 
Approval’ only and not 
Submit return.  
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• Returns are available 
under the Returns 
section on ODS 
Dashboard 

  

  
  
  
  

 

• All returns will show 
all the returns with 
their respective 
statuses 
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Amend Return 

 
  
 

 

 
• Navigate to Returns 

section on ODS 
Dashboard. 
 

 
 

 

• Returns are listed 
under All returns 
section. 

• Select the return to 
amend by clicking on 
the Political Entity 
name of the 
corresponding return 
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• User will be 
navigated to View 
election return  

• Scroll down to the 
bottom of this screen 
and locate Request 
amendment button 

• Press Request 
amendment button to 
edit the return 
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• User will be 
navigated to Edit 
amended election 
return screen 

• Update the relevant 
fields 

• Add Description 
(mandatory) 

• Select Declaration of 
responsible entity 
check box 
(mandatory) 

• User can add 
attachments by 
pressing Add files 
button 

• User can submit 
return by pressing 
Submit return button 

• User will be 
navigated back to 
ODS dashboard 
once the return is 
submitted 
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