n WESTERN AUSTRALIAN

E’ Electoral Commission

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

Bulk Upload - Disclosure
Introduction

This guide is for Responsible Persons and Assistants managing the collection and reporting of political contributions. It contains information on creating
disclosures using the bulk upload approach.

Bulk Upload (successful scenario)

Select Bulk Upload option on ODS Dashboard.
In the Start Bulk Upload screen, click on Disclosure template type in Download template section.

Select Disclosure.xls to download the upload template

A © View details x
b Start Bulk Upload
Bulk Upload Templiate Name
Bulk Upload
-3 Download template Descrigtion
L
New Donor 3 e e o e i e
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Enter disclosure details in the downloaded template and save.

Political Entity hl Date Disclosure Received h Political Contribution Type
UT - Candidate 15/08/2024 11.00 Black Panther Gift
UT - Candidate 10/08/2024 354.00 Captain Marvel Gift
UT - Candidate 11/08/2024 128.00 Iron Man Gift
UT - Candidate 1/08/2024 £9.00 Captain America Gift
UT - Candidate 7/08/2024 76.00 Spider Man Gift
Search for Political Entity by clicking the magnifying glass icon.
& Upload completed template
Political Entity * Bulk Upload Type *
| =
Select checkbox against the desired political entity. Press the select button.
Select Disclosure under the Bulk Upload Type dropdown. Press Start Bulk Upload.
Lookup records E] ’P
C_3 Upload completed template
Searc Q Once you have completad the tempists a e then prass start
v Political Entity Name Political Entity Type e
d Political Entity - Bulk Upload Type *
] T - Candidate Seiect n
O " orer Gene
| — ) - e ———
-@:

Cancel Remove value E
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Press the ‘Add Files’ button on the ‘Upload the Completed Disclosure Template’ screen.

Select Choose Files.

Navigate to the saved Disclosure Template and select.
Press Open.

Then press the Add files button.

O Name
Add files (] Add files (x]

] Donar_20241002_v0.1xlsx

€] Donar_20241002_v0.2xlsx

Choose files file chosen Choose files Donor_2024_02_vD.3 xlsx

] Donar_20241002_v03xlsx

B Querwrite existing files B Overwrite existing files

ame: | Disclosure_20241002_v0.1xisx | anFies ¢ v
Cancel | | Addfiles Cancel
Open Cancel

e Press the Process bulk upload button on the Upload the Completed Disclosure Template screen.
¢ Use Reload page button to refresh uploads in the Bulk Disclosure Upload Processing window.

Cammins | Uplosa e Campeses Duscissurs Temalsie Deshibonid | Bulk Disclosure Uplosd Processing

Upload the Completed Disclosure Template Bulk Disclosure Upload Processing

et Eulk Usicad reers hes een crestec. Plesze ackd 2 (e below end usioad you completed Disclosure termglets for UT - Candidate.
(1) Your e has uplosded <fully and the Disclosure bulk upload is P Forlarge fles, this can take some f
§) Your fie has upiaeded successfull and the Disclosure bulk uplasd is Processing Forlarge fles, this can take some tme

o B
() Hts: oty ol per Polscsl Ercty sliaved. ¥ must match the polkcal enty seleetsd and i orginal templts for successul ugioed. ¥ musclefiss, only g frst
be processsd

Attachments
Poltizl Envty Upload Type
. A Name + Mositied |
UT- Canscate
Daccsae 202410020 o 210 J—— ]
Attachments
LD Disclosures

g Hodtes ‘ o racords 1o disalay. Once your fie has frished processing the disclosure records el appear here. Reload the page o come back later.

Blnclsure 25241002 ..l 1 K e B .
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If the file successfully uploads, the Review Disclosure Bulk Upload screen will indicate with a message in the green box at the top of window. Success buttons will

also appear for individual disclosures in the Bulk upload status column in the Disclosures table.

Press Submit.

The Disclosure Bulk Upload Complete screen will then appear.

Press the Back to dashboard button.

Dashboard | Review Disclosure Bulk Upioad

Review Disclosure Bulk Upload

@ Your bulk upload has successfully been checked. You may now submit your bulk upload. If required, you can edit the records, but you will need to click recheck before you
can submit.
Attachments
Name Modified

Disclosure_20241002_v0.1.xlsx (21 KE)

04(10/2024 611 BM

Donor Political Entity Date received & Type amoun: | Fingncial Responsible Bulk upload status

Donor Dste received ; Amount Person status

Black UT- Candidate 150872024 ait $11.00 2024208 | Jtencra Bhagwat — Actve

Panther v
Iron Man UT- Cansidate THiogz024 Gt $i2800 | 20242025 | Jtendra Shagaat e .
Captsin UT- Cancidate 100812024 Gt $35400 | 20242025 | Jtendra Bhagwat = etve

Marvel ~
Spider UT - Cangiciate 0710812024 it §76.00 Jtencra Bhagwat Succesa

Man v
Captain UT- Candicate 0110812024 it $89.00 2024-2025 Jiencira Bhagwat Success Acive .
America v

Dasnboard / Diselosure Bulk Upload Complete

Disclosure Bulk Upload Complete

[ @ Import successfully completed. You can now see all records in the relevant table on your dashboard

Attachments

Name

Modified

Disclosure_20241002_v0.1.xlsx (21 KE)

0471012024 6,11 PM

Financial Responsible Bulk upload atus
Don Tipe Amount Vear Person fatus Status
Black 150812024 Gt $1100 | 20242025 | utencra Bragwat
Panther
ron Man UT - Cancidate 11082024 ait si2800 | 20242025 Shaguat gomitd -
Captain UT - Candidate 1010812024 citt s35000 | 20002025 | tencrasnogue: | (SR
Marvel
Spider UT - Cansidate 07082024 Gt $76.00 20242025 | tencra Shagwat Submitnd
Man
Captain 0110812024 ait $89.00 | 20240025 | Jiten rpw— -
America

Back to dashboard
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Navigate to the Bulk section on Dashboard by pressing the Bulk tab.

Scroll down to the All bulk upload section at the bottom of the Dashboard.

Sort records by clicking on Bulk upload name at the top of the second column.

Select the latest created Disclosure upload record.

Verify the records are uploaded and are in an Active state.

Dashboard - Online Disclosures

All bulk uploads

l @ Sample of customisable message for Responsible Persans logged in

Bulk uploads which have been abandoned or submitted

Welcome,

- ;] +]
You are cumrenily viewing 1 Paitcal Entties v
Bulk Upload

Political Entity Responsible Person Type

l A i I l v e I l v | i I
Search bulkupoace export ﬂ

Political entity Bulk upload name J- Tupe Responsible person Status

UT - Candidate

BUP-000156 - Disclosure

Disclosure

Jitendra Bhagwat

Submitied

Action Required

Disclosures Retums

UT - Cangidate

UT - Candidate BUP-000155 - Danar Donor Jitendra Bhagwat Submittad
UT - Candidate BUP-000154 - Donor Donor Jitencira Bhagwat
BUP-000145 - Danor Donor Jitendra Bhagwat py—

UT - Candidate

BUP-000144 - Disclosure

Disclosure

Jitencra Bhagwat

Submitied

Disclosures which have received fescback from a WAEC officer Note: A delay in responding to a request for information willdelay review of the disclosure. Please ensure itis done UT - Candidate BUP-000143 - Donor Donor Jitenclra Bhagwat papm—
UT - Candidate BUP-000142 - Danar Donor Jtncira Bhagwat
UT - Candidate BUP-000141 - Donor Donor Jitencra Bhagwat
Date received Financial

Doncr Boliizal culity 3 Tupe. Ameunt year Version HEATHER MASCAL BUP-000137 - Donor Donor Heather Mascall pye—

U7 Donor UT - Regiate g = on HEATHER MASCAL BUP-000132 - Donor Donor Heather Mascall Submitied

Cuclops Gt on
Yk

Disclosures
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Bulk Upload Process - Rectifying Minor Failures

This section covers situations where bulk upload attempts fail. The process for resolving bulk Disclosure failures is identical to that for Donor upload failures.
Any failures will be identified by the system once the Process Bulk Upload stage has run.

Failure messages are displayed at the top of the Review Donor Bulk Upload screen, as well as for the individual disclosure entries where the failure exists.

Dashbozrd | Review Disclosure Bulk Upload

Review Disclosure Bulk Upload

® Cne or more recards have failed validation. You will need to edit or deactivate each recond and click recheck before you can submit

Minimum requirements are: All mandatory figids must have 2 value. Pestcodes are 4 digits oniy. Dates must be in Australian date format adimm/yyyy.

Political Entity Upload Type
Green Say Party Disclosure
Attachments
Name t Modified ]
Disclosures
Donor Political Entity Date received & Type Amoun Person status Status w
.

_

‘ (7)) There are still unresolved errors. Pisase review and snsure any recorcs with partal falure’ siatus are siher fired or deactvated to continue. Nots: Soms statuses take 2 ‘

while to update once changed, refresh he page to check again.
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To resolve failures, hover the cursor over the blue box on the RHS of the Disclosure field. This will provide two options, Deactivate and Edit.

X
Disclosures
Financial R Bulk upload
Donor oty Date received . Iype Amount latus
Donor Political Entity, Date received Type Amount Year BeitoR AT Staty:
Green Bay Party 107102024 Gt $5.555.00 2024-2025 Andrew Main m m

¢ Clicking on the Edit option will display the Edit window, which will highlight the cause of the failure. In this case, the ‘Donor’ field was left blank in the import
spreadsheet.

Correct this by selecting the donor using lookup records (magnifying glass icon).
Once correct donor is selected, click select.

& Edit [x] & Edit [x]
Political entity * -
Green Bay Farty Lookup records *®
Donor Searct
Date received os.
Doner | gyeet
l 0r10/2024 Name Type
Political contribution type * E== usty =
I Gift
Amount *
I s 5.565.00
Version
[orans |
v
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e Select the orange Recheck button.

Donor Political Entity Date received + Type Amount Financial Responsinle Eulk upload Status
Year Person status ==
Baob Graen Green Bay Party 10102024 Gift $5,555.00 2024-2025 Andraw Main m .
~

| _ :5unmlt

¢ In this case, the correction has resolved the failure issue, and the system now shows the status as Success.

e Click on Submit.

Disclosures

Financial R ibl; Bulk upload

Year Person status

Donor Political Entity Date received 4 Type Amount Status

Bob Green Green Bay Party 10/10/2024 Gift $5,555.00 2024-2025 Andraw Msin m m . ‘
b

e Dashboard screen will be displayed and the All bulk uploads table will show that the Upload has been submitted.
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Bulk Upload Process - Rectifying Major Failure

Another failure scenario is where the spreadsheet selected for the bulk upload is not formatted with the correct fields.

A screen titled Invalid Disclosure Bulk Uploaded Template displays.

The error message in the red box advises Users to start the upload process again.

Dashboard / Invalid Disclosure Bulk Uploaded Template

Invalid Disclosure Bulk Uploaded Template

@ The file you uploaded was invalid, please review your excel file and start the process again. Ensure your upload file matches the political entity selected and the
template provided for the Disclosure upload type. The invalid file has been copied into the Processed folder.

Political Entity Upload Type

Green Bay Party Disclosure

Attachments

Mame T Modified

24 minutes ago

‘ W Processed

Disclosures

‘ (?) Mo records to display: Once your file has finished processing the disclosure records will appear here. Reload the page or come back later

l Back to dashboard I Abandon ] _

In such cases, the failures are too extensive to be resolved using the ‘correct and recheck’ function for individual entries as described above.

In this case, it is advised that the process is abandoned and the upload process restarted with a new spreasdsheet with the correct formatting.
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