n WESTERN AUSTRALIAN

E’ Electoral Commission

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

Bulk Upload - Donor

Introduction

This guide is for Responsible Persons (registered agents and financial controllers) and Assistants managing the collection and reporting of political contributions.
It contains information on creating Donors using the Bulk Upload function.

Bulk Upload (successful scenario)

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

Select Donor.xlIs to download the upload template.

© View details ‘T‘
N — —_
b Start Bulk Upload Bulk Upload Template Name
Bulk Upload Upload donors and disciosures in bulk for each Poliical Entit Dono
é S oo Enter Donor
5 \ details in the
New Donor O ————— = - downloaded
=] template and
save.
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e Enter required donor details in the downloaded template and save the template.
e Ensure that your Political Entity name matches the name registered in ODS.

e Ensure the donor name details are correct. For example, no ‘spaces’ after the last word in each cell and between words. (It is essential for the donor name
provided in the donor upload spreadsheet to match the donor name that appears in subsequent political contribution disclosures).

o If Silent elector is selected as yes, the address is still required for WAEC verification purposes but will not appear on the public disclosure website.

e Donor type is to be selected as Person (individual or company), Unincorporated Body, or Trust Fund or Foundation. For Unincorporated bodies, the names
and addresses of Executive Committee members are included in the description field. For Trust funds and foundations, the names and addresses of all

beneficiaries are to be provided.

e The ABN and Reference Number are not compulsory fields but help to verify the identity of the donor and to distinguish any donors with the same name.

Political Entity b Date Disclosure Received M 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 126.00 Iron Man Gift
UT - Candidate 1/08/2024 89.00 Captain America Gift
UT - Candidate 7/06/2024 76.00 Spider Man Gift
e Press X’ to close the dialogue box and return to the Start Bulk Upload screen.
e Search for Political Entity by clicking the magnifying glass icon.
e Select check box against the desired Political Entity.
e Press Select.
View details Lookup records
© View detai @ l'i'-lUpload completed template ? E]
Once you have completed the template, select the matching political entity and upload type then press start Q

Bulk Upload Template Name

Donor

Description

Used to bulk upload doners in bulk for one political entity at a time.

Name T

Modified

Donor.xlsx (17 K8)

sed.

one il per Folitical Eniy allowsd

File must match the political entty selected an the origingl iemplete for succeseful upload. If mufiple fles,

only the frs will

Political Entity

Bulk Upload Type

[
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Select Donor under the Bulk Upload Type dropdown.
Press Start Bulk Upload.

Upload the Completed Donor Template
& Upload completed template ' T o —
Once you have completed ths templste. selact the matching poltical entity and upload typs then press start =
file per Politcal Entity sllowed. File must match the political entity selected and the onginal template for successful upload. If multiple flles, only the first Patticai Entmy plead Type
Attachments
Political Entity Bulk Upload Type *
—
e Press Add Files on Upload the Completed Donor Template screen.
e Select Choose Files.
e Navigate and select the saved donor template.
e Press Open.
e Press Add files (ensure ‘overwrite existing files’ box is checked).
O Name .
Add files E ) Disclosure_20241002_v0.1.xlsx Add ﬁlES E
3] Donor_20241002_vD.1.xlsx
Choose files file chosen | Donor 20241002 v0.2xlsx Choose files D:HDLZCZL...DZJD 3.xlsx
B5 Donor 20241002 v0.3xlsx I
Overwrite existing files B Overwrite existing files
hame: \nunm,znzmnz,maz\sz v\ All Files (7) v m
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Upload the Completed Donor Template - press Process bulk upload.
Bulk Donor Upload Processing screen - a message will appear in the blue box at the top of the screen to advise ‘your file has uploaded successfully.’

Use Reload button to refresh Bulk Donor Upload Processing window.

Upload the Completed Donor Template Dasnvca 1 Bulk Danor pload Prcessing
Your draft bulk upload recond has been created. ase add a file below and upload your completed Doner template for UT - Candidate. =
- \ Bulk Donor Upload Processing
() ots: Oy ons fle par Posical Entty sliowe. i must match the poliical antty solected snd the origina/ tempists for successtul uiosd. I muticls fss, only th fst il ‘

bbe processec
sfully and the Donor bulk upicad is Processing. For large fies, #is can take some time.

N
[ (B) Yourfie has uplosced s

Political Entity Upload Type
e Attachments
Name * Madified
Attachments
‘ Danor_20241007_v0.3 X13K (20 KE) D4102024 4,35 PM,
|

Wame Mot

Doror_20241002_40.3.xisx 30 KBy . Donors

sy Gnee your file has finished processing the donor recards will appesr hers. Reload the page or come back latsr

— EI
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If the upload has been successful, the Review Donor Bulk Upload screen will indicate success with a message in the green box at the top of window.

The bulk upload status in the Donors table will display ‘success’ for each individual donor. See ‘Rectifying Minor Failures’ section below for guidance when there
are failures associated with an upload attempt.

Press Submit, which will transmit to the WAEC for assessment and approval.

Dashboard | Review Doner Bulk Upload Dashboard | Donor Bulk Upload Complete

Review Donor Bulk Upload Donor Bulk Upload Complete

(%) Your bulk uplosd has successully bsen checked. You may nov submityour bulk uplosd. I required, you can et he records, butyou il need o ciic recheck bsfore you
P @ Import successfully completed. You can now see all records in the relevant table on your dashboard
Attachments Attachments
Name T Modiied B et Mogitied
Donor_20241002_v0.3.xisx (20 8 041102024 454 B
- - e ‘ Donor_20241002_v0.3.xIsx (20 KB) 0411012024 454 P ‘
Donors
Donors
R bty | me | pooss | TS oy | S| i sata
Donor name Political entity Type Postcode Reference ABN Stlent Bulk upload status status
number elector
Black Panther UT - Cancicite Percon 500 ves

Black Panther UT - Candidate Ferson 6001 ves p—

Captain America UT - Candidate Pereon 6000 Yes

Captain America UT - Candidate Berson 5000 Yes ‘Submitied

=
Captain Marvel UT - Candidate Person 6000 No Active

3 g [ 3 g
H H

C

Captain Marvel UT - Candidste. Person 000 )
Iron Man UT - Candidte Person 5000 Yes

iron Man UT - Candicats Ferson 5000 es Submitiod
Spider Man UT - Candidte person 6000 o =

Spider Man UT - Candiat Person 000 No ‘Submitied Acive
Thor UT - Candidate Person 5000 No Aaive

Ther UT - Candidate erson 6000 No Submitied Aciive.

aooOonno

Submit

I
l

Back to dashboard

20/12/2024 For assistance, contact fad@waec.wa.gov.au 5



mailto:fad@waec.wa.gov.au

WESTERN AUSTRALIAN

E‘ Electoral Commission

e Press Back to dashboard.

¢ Navigate to the ‘Bulk’ section on Dashboard by pressing the ‘Bulk’ tab.

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

e Sort records by clicking on ‘Bulk upload name’ at the top of the second column.
e Select the latest created Donor upload record.

e Verify the records are uploaded.

Dashboard - Online Disclosures ALl bulk uploads

Bulk uploads which have been abandened or submitted

l @ Sample of customisable message for Respansible Persans logged in

Political Entity Responsible Person Type
o - —

Welcome, =~ =~ =~ _ a ﬁ [ -
You are currently viewing 4\ Falical Enties .
B upioa
Search bulk uploads.

o
B

; I

n
at 5]
Political entity Bulk upload name & Type Responsible person Status
UT - Candidate | BUP-00156 - Disclosure Disciosure Jitencira Bhagwat
UT - Candidate BUP-000155 - Doner Doner Jitendra Bhagwat
Action Required
UT - Candidate BUP-D00154 - Donor Donor Jitendra Bhagwat
Disclosures Returns.
. S UT - Candidat BUP-000145 - Donor Donor Jitendra Bnagwat
fesdback from & WAEC oficer Note: A delay in responding to @ request for information wil deliy review of the disciosurs, Pleas - Landate J Al
UT - Candidate BUP-000144 - Disclesure Disclosure Jitendra Bhagwat
UT - Candidate BUP-000143 - Donor Donor Jitendra Bhagwat
Doner Political entity et received Tipe Amount e Version
UT - Candidate BUP-D00142 - Donor Donor Jitendra Bhagwat
uT. Doner u cn on
UT - Candidate BUP-D00141 - Donor Doner Jitendra Bhagwat
Cyclops T o o on B
HEATHER MASCAL BUP-000137 - Donor Donor Heather Mascall
HEATHER MASCAL BUP-000132 - Donor Donor Heather Mascall

- @

=
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Bulk Upload Process - Rectifying Minor Failures

This section covers situations where bulk upload attempts fail. 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 donor entries where the failure exists.

Caszhbosrd | Review Donor Bulk Upload

Review Donor Bulk Upload

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

Minimum requirements are: All donors must exist in the system. All mandatory fields must have a value. Postcodes are 4 digits only. Dates must be in Australian date format

dd/mmiyyyy.
Political Entity Upload Type
Green Bay Party Dionor
Attachments
Name T Modified ‘

Denor (17).xlsx (13 KE)

Donors

Referance Silent
number h— glector

.

Donor name 1 Political entity Type Fostcode Bulk upload status Status

_
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Donor name Bolitical entity Type Posteods Reference ABN Silent Bulk upload status Status
number elector
Baob Blus Green Bay Party 6000 1234 Mo

Partial Failure

e To resolve failures, hover the cursor over the blue box on the RHS of the Donor field.

e This will provide two options, Deactivate and Edit.

e Clicking on the Edit option will display the Edit window, which will highlight the cause of the failure.

e In this case, the Donor type field was left blank in the import spreadsheet.

e Correct this by selecting the type of donor and click save on the bottom of the window.

& Edit

Political Entity

Green Bay Farty

20/12/2024

@ Edit (%] & Edit
Political Entity a Posteod:
Green B3y Fary l 000
Donc e Reference Number
I ABN
Street” Silent elector
l 0 Cuesns 5t ]
J—
swest2
sunu
[ ] =]
o
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Select the orange Recheck button to process corrected item. The correction has resolved the failure issue and the system now shows the status as Success.

Donors

Reference Silznt

Donor name ‘T Political entity Type Postcode number lector

ke
(&
=

Bulk upload status Status ‘

b

@

Click on Submit. The Dashboard screen will be displayed and the ‘All bulk uploads’ table will show that the Upload has been submitted.

Al bulk uploads
Bulk uploads which have been abandoned or submitted.
Political Entity Responzible Person Type
[ M - l l v ” l l v | M
Sesrch bulk uploads... ﬂ

Puolitical entity Bulk upload name Type Responsible person % Status
Green Bay Party BUP-00010E - Doner Donor Andrew Main 217112024

) G
Green Bay Party BUP-000097 - Diaclogurs Dieclozure Kriztian Ozt 11112024

e G
Green Bay Party BUP-000102 - Discloaure Dizclozure Andrew Main
Green Bay Party BUP-000103 - Diaclogurs Dizclozure Anors ain
Green Bay Party BUP-000105 - Donor Donar Andrew Main
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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 Donor Bulk Uploaded Template displays.
An error message also appears in the red box which advises users to start the upload process again.

Dashboard [/ Invalid Donor Bulk Uploaded Template

Invalid Donor Bulk Uploaded Template

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

Political Entity Uplead Type

Green Bay Party Donar

Attachments

[ Name T Modified \

‘ W Processed 06/12/2024 3:47 P ‘

Donors

‘ \_s,/ Mo records te display. Once your file has finished processing the danor records will appear here. Reload the page or come back later ‘

l ack to casboard l I Anandon _

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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