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Funding and Disclosure (FAD) Portal 

Guide – Political Party Agent  
 

 

1. Introduction 

 

1.1 Returns required to be lodged under Part 13A of the Act are to be submitted in the 

Funding and Disclosure (FAD) Portal. The FAD Portal can be accessed on the Electoral 

Commission SA’s website. 

 

1.2 You must have an account in order to lodge returns within the FAD Portal. All agent 

accounts will be created by ECSA using information from the Register of Agents.  

 

1.3 To notify the Electoral Commission SA of the appointment or cessation of an agent, 

please lodge the relevant agent form. Forms can be downloaded from the Electoral 

Commission SA’s website. 
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2. Confirming Registration 

 

2.1 Agents will be sent an email asking them to confirm registration. Click on the link in 

the email to complete registration. Agents will be asked to choose: 

a) a username (can be anything you choose) 

b) a password (minimum 8 characters, 1 upper case, 1 lower case, 1 number, 1 

special character). 

 

2.2 You will be required to agree to our privacy policy and terms of use. 

 

2.3 You can manage your account settings in the ‘My Profile’ section.  

a) You can change your password. 

b) You can set up two-factor authentication. Two-factor authentication will add 

more security to your account. Every time you log in to your account you will be 

sent, via SMS, a single-use passcode to enter on the log in page. 
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3. Political Party Return 

 

3.1 To lodge a return, navigate to the left-hand side menu. Select ‘Lodge return’.  

 

3.2 On the Political Party Return tile, click the blue ‘Lodge’ button. 
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3.3 Select the relevant ‘Reporting period’ from the drop-down menu. 

 

 

Receipts 

3.4 Click on the ‘+Receipt’ button to add receipt entries. Please create receipt entries for 

each amount of more than $5,000 (indexed) received during the reporting period. 

 

3.5 There are 3 different receipt categories: gift, loan and other. Make the relevant 

selection and enter the data in the fields provided. 
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3.6 The Prescribed Particulars are to be provided at the bottom of each receipt entry. If 

the amount was received from an association, trust/foundation or body corporate – 

please indicate by making the relevant selection. Skip this section if not applicable. 

 

3.7 Enter the Prescribed Particulars in the text box (eg the names of the executive 

committee members/trustees/directors, as the case may be. Alternatively, you can 

provide the website URL where these names are listed). For more information about 

Prescribed Particulars, please refer to our Prescribed Particulars Guide. 

 

 

3.8 To add more receipts, click the ‘+Receipt’ button. 

 

3.9 Once data entry of all receipts is complete, click the ‘Next’ button. 
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3.10 Or, to save your work-in-progress and complete the return later, click the ‘Save Draft’  

button at the bottom of the page. Your draft returns can be accessed in the ‘Drafts 

side menu’. Click the ‘Actions’ drop-down and select ‘Edit draft’ to continue data 

entry or to lodge the return. 

 

Debts 

3.11 The next section of the return is Debts. Similar to the ‘Receipts’ section, create debt 

entries for each amount of outstanding debt incurred during the reporting period, 

totalling more than $5,000 (indexed). Click on the ‘+Debt’ button to add debt entries. 
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3.12 Once data entry of all debts is complete, click the ‘Next’ button. 

 

Return summary 

3.13 On the next page is the Return Summary.  

 

3.14 The portal has a built-in totalling function. The total of all receipts and debts you 

have entered is shown in the ‘Amount’ sections. 

 

3.15 The number of entries you have created for Receipts and Debts is shown at the 

‘Receipts Reported’ and ‘Debts Reported’ sections.  

 

3.16 You are required to provide a figure for ‘Total Receipts’ for the reporting period and 

‘Total Debts’ outstanding as at the end of the reporting period. In the portal return, 

these figures are to be provided in the Return Summary. 

 

3.17 To enter the figure for ‘Total Receipts’: 

a) Deduct the receipts ‘Amount’ (see 3.14), from your Total Receipts figure. For 

example, your Total Receipts for the period may have been $125,000, therefore: 

$125,000 - $20,000 = $105,000. This number is the difference between your Total 

Receipts and the total of all receipts over $5,000 (indexed). We will refer to this as 

the ‘Under Threshold Amount’. 

 

b) Enter the Under Threshold Amount. Click your cursor under the words ‘Under 

Threshold Amount’ and type in the figure. Then press the ‘Enter’ key on your 

keyboard or click your cursor anywhere else outside the ‘Under Threshold 

Amount’ box. 
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c) The ‘Total Amount’ section should now show your Total Receipts figure. 

 

3.18 Repeat the same process at 3.17 to provide your Total Debts figure. 

 

4. Audit Certificate 

 

4.1 There are four options at the Audit Certificate section: 

a) PACA: Pending Audit Certificate Attachment.  

You may choose to submit your return without attaching an Audit Certificate and 

provide the Audit Certificate later. Note, a return is not considered validly lodged 

unless accompanied by an Audit Certificate.  

 

However, there are exceptions to this rule for designated period returns. The 

PACA option is designed for designated period returns where a Bulk Audit 

Certificate is submitted at a later date.  

 

Instead of using the PACA option, if you do not have your Audit Certificate yet, 

you can save your draft return and submit it later when you have obtained and 

uploaded the Audit Certificate. 
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b) Attach Audit Certificate.  

Your auditor must complete and sign a hard-copy Audit Certificate.  

 

Once you have obtained the completed Audit Certificate, log in to the portal, 

access your draft return in the ‘Drafts’ section, and navigate to the last page of 

the draft return. 

 

Then click on ‘Attach Audit Certificate’. You can drag and drop your Audit 

Certificate file into the box in the pop-up, or you can click ‘Upload File’ to browse 

for the file. Once you have uploaded the file, click ‘Attach Audit Certificate’. Note: 

the audit certificate will be made visible to the public. 
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c) Request an Audit Waiver.  

Click on ‘Request an Audit Waiver’. A pop-up will appear asking you to provide 

reasons for requesting a waiver of the Audit Certificate requirement.  

 

The Electoral Commissioner can only waive the requirement to provide an Audit 

Certificate if the return is a ‘nil return’ or if the costs of compliance would be 

unreasonable. Note, the Electoral Commissioner has determined that all nil 

returns will be automatically approved for a waiver, so there will be no 

requirement to request a waiver.  

 

In situations where the costs of compliance would be unreasonable, please 

explain why you believe the costs of complying with the Audit Certificate 

requirement would be unreasonable.  

 

You may choose to upload supporting documentation with your request. Note: 

any attachments uploaded in this section will be visible to the public. Please do 

not upload any confidential information (eg bank statements, financial 

statements). Please upload confidential documents in the ‘Private Attachments’ 

section at the bottom of the return page. 

 

Once you have completed the request form, click ‘Request Waiver’. 
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d) Request an Audit Deferral.  

The submission of the Audit Certificate can be deferred for up to 30 days after 

the due date. However, the Electoral Commissioner is not likely to grant a 

deferral unless there are extenuating circumstances. 

 

To request a deferral, click on ‘Request an Audit Deferral’. A pop-up will appear. 

Please provide a reason for your deferral request.  

 

You may choose to upload supporting documentation with your request. Note: 

any attachments uploaded in this section will be visible to the public. Please do 

not upload any confidential information. Please upload confidential documents 

in the ‘Private Attachments’ section at the bottom of the return page. 

 

Once you have completed the request form, click ‘Request Deferral’. 

 

 

 

5. Completing and submitting the return 

 

Attachments 

5.1 You may upload additional documents to lodge with your return. You can drag and 

drop documents into the ‘Attachments’ box, or you can click ‘Upload Files’ to browse 

for files. Any documents uploaded in this section will be visible to the public. 
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5.2 To upload confidential documents to lodge with your return, drag and drop 

documents into the ‘Private Attachments’ box, or you can click ‘Upload Files’ to 

browse for files. Any documents uploaded in this section will not be visible to the 

public. 

 

Incomplete Returns 

5.3 If you consider it impossible to complete a return because you are unable to obtain 

particulars required for the return, then you must: 

a) complete as much of the return as possible, 

b) tick the check box ‘I would like to submit this form incomplete’ at the bottom of 

the page, and 

c) complete the Notice of Inability to Complete Return. 

 

5.4 If you have reasonable grounds to believe that another person (whose name and 

address you know), can provide the missing particulars then you must download the 

Template Schedule and provide the name and address of that person. To upload the 

completed Schedule to the portal, click the ‘Attach Schedule’ button and browse for 

the document. 

 

5.5 Note: the Notice of Inability to Complete Return and Schedule will be visible to the 

public. 

 

Submitting the return 

5.6 Once you have completed data entry, selected an audit option, and uploaded 

relevant attachments (if any), you can proceed to lodge the return by clicking the 

‘Submit’ button. 
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5.7 A confirmation pop-up will appear. Click on ‘Submit’ to confirm submission of the 

return. 

 

 

Print draft return 

5.8 Agents may wish to print draft or submitted returns to provide to their auditors. 

 

5.9 Open the return form, and then click the ‘Printer Friendly Page’ button at the top of 

the page, then CTRL + P. 
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Tip: When printing in Chrome, you may need to manually reduce the 'scale' setting on the print 

dialog to allow the entire document to be printed successfully, not doing so may result in the 

printed document being truncated. 

Drafts 

5.10 If you would like to complete and submit the return at a later date, you can save your 

work-in-progress by clicking the ‘Save Draft’ button at the bottom of the page. If you 

would like to view, edit or submit any draft returns, click on the ‘Drafts’ side menu.  
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6. Side menu 

Returns 

6.1 You can collapse and expand the Returns menu item by clicking on it. 

 

6.2 Under the ‘Gifts and Loans’ submenu, you will be able to see a summary of all gifts 

and loans you have disclosed. The orange ‘UNREC’ icon indicates that the gift or loan 

does not match up with any corresponding donor disclosure (unreconciled). Once the 

donor has lodged the corresponding donor return, the status should change to a 

green ‘REC’ icon (reconciled). 

 

6.3 Under the ‘Returns’ submenu, you will be able to see a summary of all returns you 

have lodged. The ‘Actions’ button will provide you with options to view, or request to 

amend or delete a return. 
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6.4 Under the ‘Audit Certificate’ submenu, you can attach audit certificates to returns 

which have been lodged using the ‘PACA’ audit selection. Returns which still require 

an audit certificate will have a white box next to it. Click on this icon to view the 

return: 

 

6.5 If you would like to attach an audit certificate for a return, check the white box next to 

relevant return.  

 

6.6 Then scroll down to the bottom of the page. Click the ‘Attach’ button. 
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6.7 You can drag and drop your Audit Certificate file into the box in the pop-up, or you 

can click ‘Upload File’ to browse for the file. Once you have uploaded the file, click 

‘Attach Audit Certificate’. Note: the audit certificate will be made visible to the public. 

 

6.8 The Audit Certificate should now be attached to the return. You can click on the file 

name to view the document again. 

 

6.9 For the Bulk Audit Certificate, the process is the same as above, however, instead of 

selecting one return, you select all the returns which are covered by that Bulk Audit 

Certificate, and then attach the Bulk Audit Certificate at the bottom of the page. 
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6.10 You may also choose to request a waiver or deferral of the audit certificate in bulk by 

selecting more than one return. 

 

Help Centre 

6.11 You can collapse and expand the Help Centre menu item by clicking on it. 

 

6.12 The ‘Support’ and ‘FAQ’ submenu items provide users with detailed instructions on 

how to use the portal.  

 

6.13 The ‘Downloads’ submenu provides links to download relevant forms and documents 

(eg the Audit Certificate). 

 

 

 

 

 

 

 

 

 

Enquiries to:  

Funding, Disclosure & Registration Branch 

Electoral Commission SA     Telephone            08 7424 7402 

GPO Box 646       Fax            08 7424 7444 

Adelaide SA 5001      Email   ecsa.fad@sa.gov.au 

mailto:ecsa.fad@sa.gov.au

