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Quick Reference Guide for the Online Disclosure System (ODS) 

Portal 

Requesting Amendment to a Submitted Disclosure 

Introduction 

 
This guide provides instructions for registered agents and financial controllers on how to 
request that the WAEC amend a disclosure that has been previously imported into the 
ODS. 
 

Amendment Process 

 
 

 

• Go to the relevant disclosure on your 
dashboard. 

• Hover your mouse over the donor’s 
name. 

• Click on the link to open the details 
screen.  

 

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

• You have the option to either navigate back to the dashboard or to request an 
amendment. 

• Click on the “request amendment” button. 
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The ‘Edit amended disclosure’ window will appear. 

• A link to the original disclosure appears in the top left hand corner. The version field will 
display “Amendment”. 

• Change the fields that require amending and provide the reason for the amendment in the 
description box.  

• You can also attach a file to the amendment if required. To do so, press the Add Files 
button at the bottom RH side of the screen. 

• Click the declaration checkbox. 

• Click the submit disclosure button to send the amendment to WAEC for processing.  
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