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1.1 Overview of the Act and Regulation

This user guide is intended for state government candidates (or their agents) who are
required to comply with the financial disclosure provisions of the Electoral Act 1992
(the Act) and the Electoral Regulation 2013 (the Regulation).

1.2 Disclaimer

Publications by the Electoral Commission of Queensland (ECQ) are not intended as a
substitute for the Act or Regulation. Candidates and agents are advised to obtain a
copy of the Act and Regulation, and if necessary, seek independent legal advice. The
Act and Regulation are available online at www.legislation.gld.gov.au.

1.3 Contacting the ECQ

Please contact the ECQ’s Funding and Disclosure Unit for general enquiries and
assistance. Our details are set out below:

Postal address: GPO Box 1393
BRISBANE QLD 4001

Office location: Level 20, 1 Eagle Street, Brisbane, Queensland
Telephone: 1300 881 665

Email: fad@ecqg.qld.gov.au

Internet: www.ecqg.gld.gov.au
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Any person who has announced or formally nominated as a candidate or an agent of
a candidate for a state government election will need to register for an account in the
ECQ’s Self Service Portal to access the Electronic Disclosure System (EDS).

Please use the following instructions to register an account. If you already have a Self
Service Portal account and have either nominated for the election or previously notified
the ECQ of your intention to be a state election candidate, you can skip to Section 3 of
this User Guide.

2.1 Initial Setup

In order to access the EDS and lodge returns as a state candidate, you will first need
to register in the ECQ’s Self Service Portal and set up your profile.

To do this, please use the following instructions.

1. Go to the ECQ’s website at www.ecqg.qld.gov.au.

2. Click on the ‘Self Service Portal’ button at the top of the page.

Accossibiity Modia About us Solf-Sorvico Portal

»e Electoral Commission Electorol 103 Donation ond

Enrol to vote How to voto Eloctions Education

QUEENSLAND boundarios artics glift dssclosuro

o Some local government boundaries have been reviewed. Find the Locol Government Change Commission reports hore,

I amad VOter v The ECQ s now recruiting

staff for the local
government clections

Looking to Check my enrolment

Have you enrolled? n

e You can also access the ECQ’s Self Service Portal directly at
https://selfserv.elections.gld.gov.au.
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3. Click on the ‘Login or Register’ button at the bottom of the page, which will
allow you to login using QGov.

Welcome to the
Electoral Commission of Queensland’s

Self Service Portal - -

Tho Solf Service Portal ollows: (

4
5 Hnled |
a

e

J- .‘4 e !

We use QGov to keep your account and personal information secure

4. If you do not have an existing QGov account, click ‘Register’, then continue
to Step 5.

If you do have an existing QGov account, enter your username (email
address) and password, click ‘Log in’, and go to Step 7.

2
‘&Queensland Government

QGov

Frequently asked questions Terms and conditions

Login or register

Please login or register using one of the options below.

or
;@v Login with QGov

Please onIy * Username

Iogin Your email address

through this
section

* Password

To access the

registration

click here

Forgot your password? | Manage your QGov login
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¢ Note: It is recommended that new users register using a username and password
to login, rather than with the Google or Microsoft options. Whichever option is
chosen will be the option that must be used every time for future logins.
Attempting to switch between two different options to register or login will cause
an error on the account.

5. To register a QGov account, choose an email that you will have access to
before, during and after elections as your username (personal email
address) and password, and tick the box confirming that you agree to the
terms and conditions. Then click ‘Continue”’.

Create your QGov account

Your QGov account is a key to your QGov identity.
* Choose your username

Your email address

“ Create a password
* Confirm your password

Mobile phone
04

| agree to the Terms and conditions.

- o

e Note: Your password must have at least 10 characters containing a
combination of at least 3 of the following: an upper-case letter, a lower-case
letter, a number, or a special character (e.g. !, @, #, $, etc.).
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6. You will receive an email with a confirmation code. Enter this code into the
field provided and click ‘Continue’.

QGov

Frequently asked questions Terms and conditions

Finalise registration

A confirmation code has been sent to your emall account, Please enter this code

below to create your QGov account

e Note: If you do not receive an email, please contact SSQ on 13 74 68.

7. After successfully creating or logging into your QGov account, you will be
redirected to the ECQ’s Self Service Portal to set up your user profile.

Electoral Commission

8a Queensland
®® SELF SERVICE PORTAL About us

Identity

Are you on the Qid electoral roll?

S O No

r of services that ECQ delivers are only available to individua

~vho are enrolled to vote in Queensland.

to apply for ¢

ata Queensland addrass. These sarvices will not be available to you until ECQ can confirm that you satisfy

criteria
You are required to fill out surname or given names.
* .
Surname:

if you are enrolled to vote enter your surname exactly as it appears on the electoral roll

* Given Namos:

if you are enrolled to vote enter your given namas exactly as they appear on the electoral roll

* Date of Birth:

on. If you cre only registering so that you can lodge financicl

1 in working at an el

disclosure returns you are not required to provide your date of birth
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8. Complete all mandatory fields, ensuring that you carefully follow the
instructions under each field, then click ‘Search the Roll’.

NG

o @

e Note: If you are on the Queensland electoral roll and receive an error message
stating that ‘No entry was found on the Queensland electoral roll matching
these details’, double check that all information has been typed in correctly.

* Lecality:

Enter your locality, town, suburh or city exactly as it

Qppe

; on the electoral roll

f you aro rogistorod on tha electoral roll without o

straat namea than leava the valua biank

* Streot Name: Only enter
the name of
your street,

a.g it your enrolled address is "200 Mary Street” enter ae.g. 'Mar\,f'

wMary” anly. Do not enter the numbar and do not anter

Streat’

Search the Roll
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If you continue to get the error message, check the AEC’s website here to
check that your enrolment details are up to date.

If your enrolment details with the AEC are not up to date, you can continue to
create your profile in the ECQ’s Self Service Portal using your old details. Once
you have updated your information with the AEC, the ECQ will be automatically
notified of the change.

Note: If you are not on the Queensland electoral roll (e.g. you are under 18, or
enrolled in another State), make sure you change the default response to the
first question (‘Are you on the QId electoral roll’) from ‘Yes’ to ‘NoO’.

9. On the next page, you will need to provide a contact phone number. Click
‘Next’ when complete.

Contact Details

* QNumber: Q12345678
* . .
Personal Email Addross: John Smith@email.com
e me sond notificat oune

email addr u can do so with QGo

* pp .
Primary Phone Preference: Mobile Phone

n th ovent that ECQ may r ntact you by phone, please indicate whether you would prefer to be
contacted on a mobile or home phone number.
Home Phone Number:
*® -
Mobile Phone Number: 0400 000 000
Enrolled Address 1 TEST ST, BRISBANE QLD 4000

Postal Address

Same as enrolled address

Cancel Previous m «

e Note: Your address details are prefilled based on your enrolment information.
If you need to change these details, go to the AEC’s website to update your
information on the electoral roll.
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10. On the ‘Financial Disclosure Legislation’ page, complete the two questions
relating to the types of returns that you may need to lodge in the EDS, then
click ‘Next’.

Financial Disclosure Legislation

* Have you personally donated, or do you intend to donate, to a candidate or political party?

N
() Yes @ No

* Are you required to lodge financial disclosure returns on behalf of an organisation?

N
() Yos @ No

Cancel Previous @ «

¢ Note: If you are only required to lodge returns as a candidate or agent for an
election, answer ‘No’ to both these questions.

If you are also required to lodge returns as an individual donor or third party,
answer ‘Yes’to the first question.

If you are also required to lodge returns on behalf of an organisation that is a
donor, third party, publisher, broadcaster or associated entity, answer ‘Yes’
to the second question.

11.0n the ‘Verification’ page, tick the ‘’'m not a robot’ tick box, then click
‘Submit’.

Verification

* verification Codg: ~
‘ I'm not a robot
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12.If you selected ‘Yes’ to the second question on the ‘Financial Disclosure
Legislation’ page, you will be directed to complete the details of the
organisation.

Add New Organisation

Once all relevant information has been entered, click ‘Save’.

13.You will be redirected to the Self Service Portal home page, from which you
can register to be an announced candidate (see Section 2.2) and/or access
the EDS (see Section 3).

Electoral Commission

s Queensland )
SELF SERVICE PORTAL My Profile | Log out About us

Enrolment Elections Work at an Election Candidates and Groups Disclosure
F

& 7
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2.2 Register to be an Announced Candidate

After setting up a user profile in the Self Service Portal (see Section 2.1), candidates
who have announced or otherwise indicated their intention to nominate for a state
government election may need to register their announcement before accessing the
EDS.

To register as an announced candidate, please use the following instructions.

1. From the Self Service Portal, click ‘Candidates and Groups’at the top right of
the screen, then click ‘Register to be an Announced Candidate’.

Electoral Commission
]

My Profile | Log.out About us

Enrolment Elections Work at an Election Candidates and Groups Disclosure

’ IQ-;gltytcr to be an Announced Cand dmcl

Candidate Nomination

Candidate Management

Local Group Application

Local Group Management

Local Groups that | Represent

Local Group that | Joined

2. Click ‘Register’.

My Profile | Log.out About us
Enrolment Elections Work at an Election Candidates and Groups Disclosure
# Home > Candidates and Groups > Announced Candidate
- =
Announced Candidate
No data
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3. Complete all relevant details not already prefilled from the electoral roll.

Identify Announced Candidate

John Smith
QMumber: 012345673
Date of Birth: ~ 01/01/1980
Enrolled Address: 1 TEST ST, BRISBANE QLD 4000
Postal Address: 1 TEST ST, BRISBANE QLD 4000
Gender: Female Male Unspecified

Political Party:

Contact Details

elophona:

* Emeail Addrass:

Select Event Type
* Event Type: @ Stote Eection

* Data of onnouncemant:

Announced Elactorata: MCCONNEL

e Note: You should only enter the name of a political party if you are going to be
endorsed for the election. Otherwise, please leave this field blank.

4. If you do not have an agent for the election, click ‘Yes’to the question ‘Is the
nominee also the agent’, then click ‘Submit’ at the bottom of the page.

If you do have an agent for the election, enter their information and postal
address, then click ‘Submit’ at the bottom of the page.

e Note: The email address you enter in the agent section, is the email address
the agent must register with.

Agent Info

Is the nominee also the ogent? , @ Mo
Qib:
* agent Sumame:
* Agent Given Names:
Phona:

Email Addrass:
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5. Once you have completed your announcement, you can access the EDS by
clicking ‘Disclosure’ at the top right of the screen, then ‘Lodge Disclosure
Returns’.

Electoral Commission

Queensland )
SELF SERVICE PORTAL My Profile | Log out Abott us

Enralment Elections Work at an Election Candidates and Groups Disclosure

Personal Disclosure Details
# Home > Candidates and Groups > Announced Candidate » Register to be an Announced Candidate

Represented Organisations

Congratulations! mp

H . Register an Individ Third Party
Your submission has been successfully ¢ =% e
Register an Organisation Third Party

Maintain Registered Third Party

Expenditure Caps

Electronic Disclosure System — User Guide Page 12



2.3 Register as an Agent of a State Candidate

To register as an agent of a state candidate, you will also need to create a Self Service
Portal account.

See Section 2.1 of this User Guide to set up your profile in the ECQ’s Self Service
Portal. When registering your agent account, you will need to use the same email
address as indicated by the candidate’s registration to enable the links.

If you already have a QGov account or do not have access to the email address
indicated by the candidate contact the ECQ on 1300 881 665.

1. To formally appoint an agent with the ECQ, the candidate and agent must
complete the form - Appointment of an agent for a candidate and email to
fad@ecq.qgld.gov.au.
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Once you have completed your registration in the ECQ’s Self Service Portal, you can
log into the EDS by using the following instructions.

1. Go to the ECQ’s Self Service Portal at https://selfserv.elections.gld.gov.au/.

2. Click on the ‘Login or Register’ button at the bottom of the page, which will
allow you to log in to the Self Service Portal using QGov.

Welcome to the
Electoral Commission of Queensland's

Self Service Portal - -

Tho Solf Service Portal ollows: r
‘ 2
-

5 1
.} D !

.— o ‘

We use QGov to keep your account and personal information secure

=k —

3. Enter your QGov username (email address) and password.

\@ Queensland Government

QGov

Frequently asked questions Terms and conditions

Login or register
Please login or register using one of the options below.
s Google B® Microsoft
or
&P Login with QGov
fed

Username

Your email address

Password

Forgot your password? | Manage your QGov login

¢ Note: If you have forgotten your password, click the ‘Forgot your password’
button underneath the ‘Log in’ button.
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4. From the Self Service Portal, click ‘Disclosure’ at the top right of the screen,
then click ‘Lodge Disclosure Returns’.

.
sa8 Electoral Commission

™ Queensland )
@ SELF SE RTAL My Profile | Log out About us

Enrolment Elections Work at an Election Candidates and Groups Disclosure

Personal Disclosure Detcils
Represented Organisations
=
Register an Individual Third Party
Register an Organisation Third Party
Maintain Registerad Third Party

Expenditure Caps
0 _— \
I ” - -

5. You can also access the EDS directly at https://disclosures.ecq.gld.gov.au/.
¢ Click the ‘Login / Register’ button in the top right-hand corner.

LOGIN/ REGISTER

Electronic Disclosure System

‘The EDS will default to State returns. Change the filters to view
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State government candidates who receive gifts of $1,000 or more are required to

disclose the details of the gift in a return. This can also be completed by the candidate’s
agent, if one is appointed.

To lodge a return for gifts received, please use the following instructions:

1. From the My Submissions page of the EDS, click ‘Lodge Return’.

John Smith
123.456.78.90
Lodge return
NISSIONS
Eion Status: all * | Status: all * | True Source: al v
Status: all v Gov Level: all Clear filters
on periods: & v Calendar Based Reporting Period: a
H 11 y
2. Click ‘State Government’.
Lodge a return
Choose the type of return you would like to lodge
1. TYPE OF OBLIGATION 2. LODGE AS 2. LODGE A RETURN
Local Government State Government

3. If you are submitting a return for yourself as the candidate, click ‘State
Candidate’.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS 3. LODGE A RETURN
Donor/Third Party - Individual State Candidate
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4. If you are submitting the return on behalf of a candidate as their agent, click

‘Agent for State Candidate’.

&

Agent for State Candidate

5. Select ‘Reporting a gift (donation) received’.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATIOM: STATE GOVERNMENT 2. LODGE AS: STATE CANDIDATE

State Government Candidate

Reporting a gift {donation) received

) m=

Learn maore

3. LODGE A RETURN

State Government Candidate

Reporting a loan received

Learn more

Lodge a return

Choose the type of return you would like to lodge

&

Agent for a State Government Candidate

Reporting a gift (donation) received

»

Learn more

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS: AGENT FOR STATE CANDIDATE 3. LODGE A RETURN

&

Agent for a State Government Candidate

Reporting a loan received

Learn more

Electronic Disclosure System — User Guide
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6. If you are lodging as an agent, you will need to select the candidate you are
lodging on behalf of.

Agent for state candidate details
agent full name
Agent Ben %
Street Suburt State Postcode
123 Brisbane Street REDLAND BAY QLo v 4165
Candidate Event
v|| EpS SG 2020 State General Event
7. Select the gift type from the drop-down menu.
State candidate
Reporting a gift received
State
Candidate details
Candidate™ Event®
JOHN SMITH 2020 STATE GENERAL ELECTION v
Address*

1 TEST ST, BRISBANE QLD 4000

a gift-in-kind

a foreign property

a fundraising contributian

another type of gift

8. Select the donor type from the drop-down menu.

State candidate
Reporting a gift received

Stare

Candidate details
Candidate® Event®

JOHN SMITH 2020 STATE GENERAL ELECTION b
Address™

1 TEST ST, BRISBANE QLD 4000

an Individual

a Corporation

an Unincorporated Association

a Trust Fund or Foundation

Lnother type of Entity
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9. Complete all mandatory fields.

Reporting a Gift received from an individual

Name = @

Streat* @ Suburb’

Gift Particulars

Is this Individual the source of the Gift?
(@ ves No

Current Total $500.0!

1am reporting

-

e You can disclose additional gifts in the same return by clicking the “+received
from’ button at the bottom of the page and repeating the steps above.

Description of Gift Received ®

Monetary donation

Amount” @

Date made *

500 30/08/201%

1am reporting | a fundraising cont

ribution ¥ + received from ~

an Individual
a Corporation
an Unincorporated Association

a Trust Fund or Foundation

Another type of Entity

a Registered Industrial Organisation

@

10.You can save a draft copy of your return at any time by clicking ‘Save draft’.

Current Total

$500.00

= e
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e You can access your draft returns by clicking ‘Drafts’ from the left-hand menu.

State candidate

Reporting a gift received

My Submissions

My Mentions

State
Periodic Returns
(ot 2 6= Candidate details
My Pending . .
Submissions Candidate Evant

My Pending JOHN SMITH 2020 STATE GENERAL ELECTION

Mentions
="
Drafts T ST, BRISBANE QLD 4000

Reports

11.To submit your return, click ‘Submit’.

Current Total  $500.00

mEp[E=

12.Read the lodgement information and click ‘Submit’ to confirm lodgement of
your return.

O Confirm lodgement of return

1 confirm that the information provided in this return is true and
complete,

1 acknowledge that I must keep all records related to this return for 5
vears unless the record is transferred to someone else.

1 acknowledge that this submission will be published and available for

public viewing.
=>

13.Your return will appear in your My Recipient Submissions page, as well as on
the public Gift Map and Reports pages.

i, EC John Smith |
a25 123 456.76.90
R

e .
View or nd lodged returns, lodge another return.

nnnnnnnn

- i Clear ilters
=] =] Calendar Based R d
Status 2 Date Gift Made Types Donor ¢ Receiver 3 Amount & Actions
I [ oneec ] EETEAINT) Git Donny Doner John Smith $500.00 Acti‘
o 25 v o B

e The status of your return will be unreconciled (‘UNREC’) until the donor lodges
a matching return.
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State government candidates who receive loans of $1,000 or more are required to
disclose the details of the loan in a return. This can also be completed by the

candidate’s agent, if one is appointed.

To lodge a return for loans received, please use the following instructions:

1. From the My Submissions page of the EDS, click ‘Lodge Return’.

MISSIONS

Lodge return

Eion Status: all * | Status: all True Source: al
Status: all - Gov |evel: 3l Clear filters
. ‘ y
2. Click ‘State Government’.
Lodge a return
Choose the type of return you would like to lodge
1. TYPE OF OBLIGATION 2. LODGE AS 3. LODGE A RETURN

Local Government

State Government

3. Click ‘State Candidate’.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS 3. LODGE A RETURN

Donor/Third Party - Individual

=

Y

State Candidate

Electronic Disclosure System — User Guide
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4. If you are submitting the return on behalf of a candidate as their agent, click

‘Agent for State Candidate’.

i

Agent for State Candidate

5. Click ‘Reporting a loan received’.

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT 2. LODGE AS: STATE CANDIDATE

State Government Candidate

Reporting a gift {donation) received

Lodge

Learn mare

3. LODGE A RETURN

State Government Candidate

=>

Reporting a loan received

Learn more

Lodge a return

Choose the type of return you would like to lodge

1. TYPE OF OBLIGATION: STATE GOVERNMENT

&

Agent for a State Government Candidate

Reporting a gift (donation) received

Learn more

2. LODGE AS: AGENT FOR STATE CANDIDATE

3. LODGE A RETURN

&

Agent for a State Government Candidate

Reporting a loan received

»

Learn more

Electronic Disclosure System — User Guide
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6. If you are lodging as an agent, you will need to select the candidate you are
lodging on behalf of.

Agent for state candidate details

Agent Ben

123 Brisbane Street REDLAND BAY

7. Select the type of loan provider from the drop-down menu.

State candidate
Reporting a loan received

State

Candidate details
Candidate® Event®
JOHN SMITH 2020 STATE GENERAL ELECTION b

Address®

1 TEST ST, BRISBANE QLD 4000

I am reporting a loan + received from

an Individual

a Corporation
an Unincorporated Association
a Trust Fund or Foundation

Another type of Entity

8. Complete all mandatory fields.

Reporting a Loan received from an individual

%

urb/Te swte*  Poste de*
isban Qw o0

Amount® @ Date made * Date paid back @ Date loan dus” @

f the loan here: o o
P
Market rged?* @
@ s

Current Total - $1000.00

Save Draft Submit

e You can disclose additional loans in the same return by clicking the “+received
from’ button at the bottom of the page and repeating the steps above.
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Loan Particulars

Terms & conditions™ @

<Enter the terms and conditions of the loan here>

el

Amount” @ Date made *

1000 20/12/2018

Market rate charged?™ @

© fes Mo

I am reporting a loan + received from

an Individual

a Corporation

an Unincorporated Association

a Trust Fund or Foundation

a Registered Industnal Organisation

Another type of Entity

<9

9. You can save a draft copy of your return at any time by clicking ‘Save draft’.

Current Total $1000.00

mp [ e

e You can access your draft returns by clicking ‘Drafts’ from the left-hand menu.

State candidate

Reporting a loan received

My Submissions
My Mentions
State
Periodic Returns

lrizz = Candidate details

My Pending

Submissions Candidate®

My Pending JOHN SKMITH
Mentions
Address™

Drafts ST, BRISBANE QLD 4000

E Reports

Event®

2020 STATE GEMERAL ELECTION

Electronic Disclosure System — User Guide
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10.To submit your return, click ‘Submit’.

Current Total $1000.00

11.Read the lodgement information and click ‘Submit’ to confirm lodgement of
your return.

0O Confirm lodgement of return

I confirm that the information provided in this return is true and
complete,

I acknowledge that I must keep all records related to this return for 5
vears unless the record is transferred to someone else.

I acknowledge that this submission will be published and available for
public viewing.

l

12.Your return will appear in your My Loan Submissions page, as well as on the
public Reports page.

. ECQ

john Smit
123 456 78 90|

P -
View or amend lodged returns, lodge another retur.
Source type: * || Late Status: al « || Gov Level: all . Clear fiters
) & | election period Calendar Based Reporting Period
Status & Date Received $ Types Provider 3 Receiver Amount s Actions
I [ = ] 20-12-2018 Loan Donny Danor John Smith $1,000.00 Actions
chow <H>

e The status of your return will appear as ‘NCR’ (‘No Corresponding Return’) to
signify that a corresponding return from the loan provider is not required.
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13.You can save a draft copy of your return at any time by clicking ‘Save draft’.

& Template

e You can access your draft returns by clicking ‘Drafts’ from the left-hand menu.

. ECQ

I Returns
State candidate

Submitting an election summary return

My Submissions
My Mentions

Periodic Returns

Lodge return Candidate details
My Pending

Submissions

My Pending
Mentions

Drafts , BRISBANE QLD 4000

Reports
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If you have made an error or omission in a return that you have previously lodged in
the EDS, you can request for the ECQ to amend the return.

To request to amend a return in the EDS, please use the following instructions.

1. Locate the return that you wish to amend from the My Submissions page or
the Periodic Returns page of the EDS.

2. Click the ‘Actions’ button next to the return.

tatus: all v True Source: al v Apply

ov Level: all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount = Actions

John Smith $1,000.00 ‘

3. Click ‘Request to Amend’.

‘|
Status: all v True Source: al o Apply

Gov Level: all v Clear filters

Calendar Based Reporting Period: a
Receiver = Amount = Actions

John Smith %1,000.00 Actions ~
View
Mark gift as returnsd

I Reguest to amend I

Request to delete
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4. Enter a reason for the amendment, and a description of what needs to be
changed, then click ‘Request to Amend’.

0 Confirm request to amend

Once a return has been lodged it can only be amended by the Electoral
Commission of Queensland. You can request to amend the submitted return
but you are required to provide detailed reason for your request as well as
detailed description on what has to be changed so ECQ representatives
could make a decision on your request and perform the amend ment
carrectly.

Reason

I accidentally entered the wrong date that the gift was made.

Description

Date to be changed from 1-12-201% to 12-12-201%. |

Attachments

Choose Files | No file chosen

Once your request to amend is submitted there will be no eption for you to
cancel your request - you will have to contact ECQ to reject your request.

*I Request to amend

5. The status of the return will change to ‘PENDING’, and the return will be
temporarily removed from the public Gift Map and Reports pages.

Recipient Submissions

View or amend lodged retumns, lodge another return.

MY RECIPIENT SUBMISSIONS MY DOMOR SUBMISSIONS MY LOAM SUBMISSIONS MY EXPENDITURE

Search Q Complete Status: all

Source type: a

3x a E ﬂ - t.
Status = Date Gift Made = Type =
| | o1;12-2019

Show 25 ¥ | apply

6. You will receive an email once the amendment has been processed by the
ECQ.
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If you have lodged a return in the EDS for a gift that you received that has since been
returned to the donor, you can mark the gift as returned.

To mark a gift as returned in the EDS, please use the following instructions.

1. Locate the return for the gift that you wish to mark as returned from the My
Submissions page of the EDS.

2. Click the ‘Actions’ button next to the return.

tatus: all v True Source: al v Apply

ov Level: all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount = Actions

John Smith $1,000.00 ‘

3. Click ‘Mark gift as returned’.

‘|
True Source: al v Apply

: all v Clear filters

v Calendar Based Reporting Period: a v

Receiver = Amount = Actions

John Smith $1,000.00 Actions -

Wiew

Mark gift as returned

Reguest to amend

Request to delste
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4. Enter the date the gift was returned, a reason for returning the gift, and any
relevant attachments, then click ‘Mark gift as returned’.

O Confirm to mark gift as returned

Returned to*
Donny Donor
Date returmned™®

12/12/201%

Explanation for why the gift was returned®

X Upload Files

Cancel Mark gift as returned

5. A returned symbol (O) will appear next to the return in the My Submissions
page of the EDS and on the public Gift Map and Reports pages, indicating
that the gift has been returned.

Recipient Submissions

View or amend lodged retums, lodge ancther return.

M¥ RECIPIENT SUBMISSIONS MY DONOR SUBMISSIONS MY LOAN SUBMISS5IONS MY EXPENDITURE SUBMISST

Q Complete Status: all v Revision 5
Source type: a v Late Statu
) B | Election pd
Status = Date Gift Made = Type =
= 01-12-2019 .
Show 25 Y Apply

6. An email notification will be sent to you and the donor of the gift (if they are
registered in the EDS) confirming that the gift has been marked as returned.
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