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

Respond to an Information Request 

  

Introduction 

 
This guide is for registered agents and financial controllers who have provided a disclosure to 
WAEC and have now been emailed a request for information. 
 

Step 1: How will you know a request for information has been sent? 

 

• You will receive an email advising “Action required – information requested”.  
 

 
 

 

Step 2: View Information Request 

 

• Sign-in to the ODS portal to read messages in the Action Required Table. 
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• Hover your mouse over the donor’s name. 

• Click on the link to view the details 
  

Step 2: View Information Request continued 

 
At the top of the screen, you will see the details you have submitted. 
 

 
 
At the bottom of the screen you will see the request for information. 
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Step 3: Provide an answer to the information request 

 

 

 

• Click on the blue area to see the edit 
link. 

• Click on the Edit link. 

• This will show a screen to respond to 
the request for information. 

 
 

 

 
 

 
 

• Enter your response in the answer text 
box. 

• Select submit to send the information to 
WAEC to review. 

 
Note: Be aware that the "Action Required – 
Information Request" notification will remain 
visible when you return to the dashboard. 
This will clear after the WAEC has reviewed 
your response.  
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