
 
 

 
19/12/2024 For assistance, contact fad@waec.wa.gov.au 1 

 

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

Add attachment to a record – Returns and Political Contribution Disclosure 

  

Introduction 

 
This guide is for Responsible Persons and Assistants managing the collection and reporting of 
political contributions. It contains information on  

• Adding an attachment to a return 

• Adding an attachment to a disclosure 
 

Add attachment to a Return 

 
  
  

 

• Navigate to Returns 
section on ODS 
Dashboard 

  

  
  
  
  

 

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

• 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 

• Press Add files button to 
add attachments  

  

 

• Press Choose Files 
button 

• Navigate to the 
attachment location and 
upload the attachment 

• Press Add files for the 
selected Files to be 
uploaded to the Return 
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• Add Description 
(mandatory) 

• Select Declaration of 
responsible entity check 
box (mandatory) 

• 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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Add attachment to a Political Contribution Disclosure 

 
  
  

 

• Navigate to Disclosures 
section on ODS Dashboard 

  

 

• Disclosures are listed under 
All disclosures section 

• Select the Donor by clicking 
on Donor name to view 
details of the disclosure, user 
will be navigated to View 
Disclosure screen 

  

 

• On View Disclosure screen, 
press Request amendment 
button to amend the selected 
Disclosure 
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• On Edit amended disclosure 
screen, press Add files 
button to upload attachment 

  

 

• Press Choose Files button 

• Navigate to the attachment 
location and upload the 
attachment 

• Press Add files for the 
selected Files to be uploaded 
to the Disclosure 

 
 

• Uploaded attachment will 
now be visible on the 
Disclosure record 

• Enter Description 
(mandatory) 

• Select Declaration of 
responsible entity check box 
(mandatory) 

• Submit the disclosure by 
pressing button Submit 
disclosure 
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