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

Differentiating donors with identical names 

  

Introduction 

 
This guide is important for registered agents and financial controllers tasked with recording donor 
details in the ODS portal. It provides clear instructions on differentiating between donors who have 
identical names, ensuring accurate data selection. 
 

Step 1: Ways to identify donor details  

 
 

 
 
 
 
 

 

 
 
Identifying a donor can be achieved through the 
following method: 

• Enter the donor's details in the lookup 
bar. 

• Sort the columns in either ascending or 
descending order. 

• For identical donor names, verify the 
correct donor record by examining: 

✓ Donor type 
✓ Street 
✓ Suburb 
✓ Postcode 

 
 
 
 
 
 

For instance, multiple "John Smith" donor 
records may exist; differentiate them by viewing 
all column information. 
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