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The Disability Services Commission is the statutory authority responsible for disability
services in Western Australia. On 1 July 2017, the Disability Services Commission became
part of the newly formed Department of Communities. For the purpose of this document,
the Disability Services Commission is referred to as the Department of Communities,
Disability Services.
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Introduction

For an introduction to the data on people and services to report in ACDC, please refer to
the Department of Communities, Disability Services website for the ACDC Reporting
Requirements Information Sheet.

Before you begin i key points related to ACDC data submission
The following general comments relate to the ACDC data submission process:

1. You should provide details for all the service users, and their services, that your
organisation has provided services to who are funded, or were funded at any stage
of the collection period (beginning 1 July and ending 30 June of the following year),
by Disability Services or under the WA NDIS.

2. You should not include any service users who were solely funded for all of the
collection period under the Commonwealth operated NDIS (NDIA). If service users
were funded both by Disability Services or under the WA NDIS and also under
NDIA during the collection period then do not include the NDIA funded services (but
do include any services funded by Disability Services or under the WA NDIS) for the
service users.

ACDC will include details of some, if not all, service users that your organisation needs to
report for the collection period. You will need to add any service users that your
organisation has provided services to but who are not in ACDC (refer to Step 3 b below for
instructions on how to add service users).

Tasks related to ACDC data submission

Step 11 Staff access role confirmation

When you login to ACDC for the first time for the collection period, ACDC will display a
message advising you that a staff member with the ACDC role of Agency Authorising
Officer (AAO) is required to login to complete a staff access verification step for your
organisation. This screen can be dismissed by you if you are not an AAQO, or if you are an
AAO but do not wish to acknowledge the message, however it will reappear upon each
subsequent login until the acknowledgement is performed. An example of this message is
provided below.
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Welcome to ACDC for the new collection period.

A staff member from your organisation who has the ACDC role of Agency
Authorising Officer should confirm the staff that should be accessing your
organisation’s ACDC data.

If you are not an Agency Authorising Officer:

Press CANCEL at the bottom of this message window to continue working
in ACDC.

If you are an Agency Authorising Officer:

At the beginning of the collection period an Agency Authorising Officer
needs to review the list of staff with access to ACDC. The list is found by
clicking on the DETAILS tab from your organisation’s HOME page in ACDC.

Click ACKNOWLEDGE as AAQ at the bottom of this message window to
acknowladge that you will confirm your organisation’s staff access and will
revoke any staff access to ACDC that is no longer reguired.

Your name will be recorded as having acknowledged this message as
an Agency Authorising Officer.

If you do not wish to acknowledge this message at this time please click
CANCEL to continue working in ACDC.

This message window will continue to appear with each login until an Agency
Authorising Officer from your organisation has acknowledged the message. Please
contact the ACDC helpdesk at acdc@communities wa.gov.au if you have any
questions about this message.

ACKNOWLEDGE as AAO CANCEL

Descriptions of access roles available for your staff in ACDC are included at Appendix A.
The steps required to review, and add or remove ACDC access for your staff, are detailed
at Appendix B.
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Step 271 Service user demographics
Update and validate demographic datafory o u r o r g aservice asers, asrégsired?.
a. You can access servi ce gservieetygedutlete Eramrtibs t hr o

Home page click on the name of the service type outlet, which is listed under the
Service Name column title under the Outlets tab, as shown in the screenshot

below.
Note: Any outlets where the number in the Responsible Service Users column is equal to
the number in the Demographics Validatedc ol umn i ndi cates that all

demographics have been validated. You will not need to select those outlets, unless you
need to add users to the outlet (see Step 3 b below for how to do that).

Annual Client and
Service Data Collection

[ wenu | XYZinc [~
XYZ Inc.
Outlets j Details S Senice Users ‘_
Service Provider Outlets

Responsible
Service Address Service

Service Type Code Total Service  Demographics Service Data

Service Name Status

(MDS) Users Validated Validated
Users
([ Attendant care/personal care 1.05 - Attendant 11 XYZ St ABBARIVER 3 3 1 0 [ ]
care/personal care
1.04 - Group homes
Group home S 11 XYZ St, ABBARIVER 2 2 1 0 ®
Therapy Support for Individuals 20~ "r@PYSUPPO 447 o4 ABBARIVER 2 3 1 0 [ ]

for individuals

1The term fiservice usero refers to people your organi se
Disability Services Commission or Department of Communities - Disability Services.
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b. 1t és i mportant t o tooptlate andivaidate hewdemographigs n e e d
for service users where your organisation is designated the Responsible Service
Provider for that individual. A red dot against a serviceuser6 s name under th
Demographics column indicates thatthe s e r v i ¢ edembgraphiad seed to be
validated. In the example below Adam Ant and Sallytest Smithtest have red dots
against their names, indicating that their demographics need to be updated.

Setve Users Goreaal Detaile Sarvce Desevery Cotrpletr Revwew

Service Type Ouliet Service Users

Show K 1L how hoomplew Senvice Dute Bhvaw Incampde s Dem opraghiin

BOTE D50 tmipunus v o viom dubvsry o mation
for OUTPUT HECOMCILIA O, 3.0 pleas ¢ ons are you cich on the ‘Lot Sorwce . burmon Below 1o enter this infocomation

(vg Clisat1D Nams S0k Do OF Sheth e @ Setvice Date

T Y Y Y r B 0l
Fibt Smrvic Dl Suwvicn AL AGam DANT2 251211380 W 3 L J
L Service Delete Sarvice DAYS halcen A 27 10831975 1\ e
Fult Sarvicen Dulrtn Sewrvicn SATHIEST zallgasl A MM 10031358 ' @ =2

CrT N b e

c. Click on the service useros name to open t

Service Users | General Details | Service Delivery \ Complete Review

Service Type Outlet Service Users

OshowALL O Show Incomplete Service Data (O Show Incomplete Dem ographics

NOTE: DSC requires service delivery information
for OUTPUT RECONCILIATION, s o pleas e ens ure you click on the 'Edit Service .." button below to enter this information.

Org. ClientID Name SLK Date Of Birth Sex Demographics Service Data
x [ e [ \x i = Ok [Olx
[ Edit Service Delete Service ANT.Adam DANT2 25/12/1980 M ® @

[ Edit Service Delete Service AMH 1010311968 F @ ®
Demographic Wizard Add Multiple Service Users.. Add Service User...
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d. The screenshot below shows you an example of the service user screen (for
Sallytest Smithtest). The screen opens by default under the Summary tab, which
shows the demographics. To edit demographics, click the Edit General Details
button (shown at bottom, right of the image).

Sallytest SMITHTEST
Summary | GeneralDetalls ' OtherDetails |, Services ' Demographics @ Services @
General Details

Service User Name Sallytest SMITHTEST

Preferred Name Sallytest SMITHTEST

SLK AL MIH

Date of Birth 10/03/1968 (Age: 49)

Sex Female

Organisation Client ID

DSC File Number 0

Indigenous Origin Neither Aboriginal or Torres Strait Islander origin
Country of Birth Australia

Required interpreter services No

Main language other than English English

Main communication method Spoken language (effective)
Lives alone or with others Lives with family

Postcode 6051

Individualised funding Yes

Residential setting Private Residence

Service user's main income source Compensation Payments
Service user's labour force status Not in the labour force

Edit General Details

Disabilities

e. When youdbve completed edit jclicgthaSavwe &Bexner al
Page button at the bottom of the General Details screen (as shown in the
screenshot below) to go on and edit the Other Details screen which will
automatically open.

XYZ Inc.: Therapy support for individuals:
Sallytest SMITHTEST

Summary | General Detals | OtherDetails ' Services Demographics @ Senvices @
Service User Details
1a) First Name: 1b) Surname:

Service User Name Sallytest SMITHTEST
Service User First Name Preferred Sumame Preferred :
Preferred Name [Salytest | SMITHTEST ‘
s User SLK st 2nd 3rd 4th Sth 1st 2nd 3rd 4th Sth

e OrRILEm O™ EH]

r—n Age:[]
Date of Birth 10/03/1068 | [ A9e 49 If the date of birth is incomplete please tick this box and
vosnoes [ —_— enter missing details as 01 (i.. 01/01/50)

Sex Female Vv

Organieation Client ID DSC File Number :

j

Select Services Received ...

Did the client receive a service during this collection period . )
(A popup screen wil be displayed asking you to select the services received)

Indigenous Origin [ Nettner Aboriginal or Torres Strait Islander origin |
Country of Birth [Australia M
Required interprater services : [No v

Main language other than English [Engiisn M

Main communication method [ Spoken language (effective) v]

Lives alone or with others

Posteode 6051

Individualised funding?

Residential setting [Private Residence v
What is the service user's main income source?

What s the service user's labour force status?

e
m Cancel (~ Save & Next Page > )
S ———
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f. When youdve compOtker RBethilsesctaen dlick thhe Save button at
the bottom of the Other Details screen, as shown in the screenshot below.

XYZ Inc.: Therapy support for individuals:
Sallytest SMITHTEST

 Summary | General Detsic ‘7 Other Detals | Services | Demographics @ Services @
D I TR
Primary Disability
DS [Physical | Peeewtor: ]

— Secondary Disabilifies

== vision Gisucoms
Help Select Secondary Disability

Help or Supervision

13) How often does need personal help or sup fith the following activities and It
ficste the level of help or i i each life area.

o) Saiveans [Does nof need help or supervision i this i area and does not use aids andler squipment ¥/
b) Mobily [Does not need help or this ife area and does not use aids andior equipment v |
©) Gammunicatins [Does not need nelp or supenision in this ife area and does not use aids andior equipment v |
o) Inerpersonsi relsionships [Usualy neess help or supervision in s Ife 2re <]
<) Lesrning. spplying knowisdge. [Sometimes needs help or supenvsion i his e area <]
[y [Sometimes nesds elp or supervion m this i area <
o) Communiy e [Sometmes neezs help or supervision n i ife ares <]
) Domestic Actuites [Sometimes nosds help or supsrviion i tis e area <]
i) Werking [Sometimes needs help or supenvsion in his e area <)
Garer & a
T
assistance on & regular and sustained basis?

Gerer coresident
Gorer relaionship
Carer sge group

g. Return to the Summary tab. Scroll down the screen to the Data Validation section
(as shown below) and click on the Validate Demographics button.

XYZ Inc.: Therapy support for individuals:
Sallytest SMITHTEST

(S_UT‘:Y) Genersl Detsils | Other Detsils | Services | Demographics @ Services @

General Details

Service User Name Sallytest SMITHTEST

Prefarred Mame Sallytest SMITHTEST

SLK AL MIH

Date of Birth 10/02/1088 (Age: 48) |
Primary Disability Physical

Secondary Disabikties Vigion (Glaucama)

Help or Supervision
How often does the service user need personal help or supervision with the following activities and Iife areas?

a) Self-care Does not need help or supervision in this |ife area and does not use aids and/or eguipment

W Mlmilib Mmas nmd maad kaln ae sonandzion s thie e arss and dnas ned nza side andine saoinmant

Carer

Does the service user have an informal carer, such
as family member, friend or neighbour. who provides

care and assistance on a regular and sustained Yes
basis?
Does the carer assist the service user in the areas of Ne
self care, mobility or communication

Data Validation
Demographics Validated No .

When you have completed entering in all the data for the Service User. click on the "Validate Demographics’ bution below. The Service User Data will then be validated and flagged as
completa.
e —
Validate Demographics
——
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h. Once the service usero6s demographics

have
appear with notification that the validation was successful.

XYZ Inc.: Therapy support for individuals:
Sallytest SMITHTEST

Qiata has been successfully validated and the record flagged as 'Complete’. >
- Summary \ General Details - -

Submit User Data

The Service User has been validated and submitted. To re-open the Service User record for modification, click on the 'Re-Open Service User Data' button below.

Re-Open Service User Data

i. Return to the Service Outlet page. In the screenshot example below you can see
that user Sallytest Smithtest now has a green dot against her name in the
Demographics column, indicating that the demographics data has been fully
entered and validated and does not require any further actions. Select the next
service user with a red dot in the Demographics column, such as Adam Ant in the
example below, and repeat the process until all users in the service outlet have
green dots, or are blank, in the Demographics column.

XYZ Inc.:
Therapy Support for Individuals

I Service Users | General Details | Sewvice Delivery N Complete Review

Service Type Ouflet Service Users

(O show ALL (O Show Incomplete Service Data () Show Incomplete Demographics

NOTE: DSC requires service delivery information
for QUTPUT RECONCILIATION, s o pleas e ensure you click on the ‘Edit Service .. button below to enter this information.

Org. Client ID Name SLK Date Of Birth Sex Demographics Serice Data
T \ T b4 I [ =@ O O
[ Edit Service Delete Service DANT2 26121980 M o o
| Edit Service Delete Service DAYS. haleyon AL AY2 10031975 M L ]
| Edit Service Delete Service SMITHTEST salitest AL MH 101031968 F [ ] [ ]

j.  Return to the Home page and select another outlet which has service users that

require updates and validation of demographics data. Repeat the steps b through to
i above until all users in all outlets have been completed.
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Step 31 Service user service records

Complete the service record information for every user who receives services from your
organisation.

A service user may receive services from several service type outlets in your organisation.

You can use the existing service records in ACDCandyourorgani sati onds recor
service provision to service users to establish whether any new service records need to be
added.

To edit or add service records, follow these steps:

Go to the Home page for your organisation and click on a service type outlet from the list

under the Service Name column, as shown below:
XYZ Inc.

Outlets ' Details ' Service Users |

Service Provider Outlets

Service Type Code e — Responsible  Total Service  Demographics  Service Data
(MDS) Service Users  Users Validated Validated

Service Name

Status

6.01 - Advocacy :ﬁ;g”é':fgee" 0 0 0 0 Y

1.05 - Attendant 14 Smith Street,

Attendant care/personal care ' 0 0 0 0
care/personal care HIGHGATE ®
1.04 - Group homes (<7 14 Smith Street,

Group home 1 1 0 1
people) HIGHGATE e
2.01 - Therapy support 14 Smith Street, . - 7 a ®

for individuals HIGHGATE

It will open with a list of service users receiving a service from that service type outlet as in
the below example. If you need to add users to a service type outlet there are two button
options, as shown below.

XYZ Inc.:
Therapy Support for Individuals

| senics Users ' General Details | Serice Delivery | Complete Review

Service Type Outlet Service Users

OshowALL O Show Incomplete Senice Data () Show Incomplete Demographics

NOTE: DSC requires service delivery information
for OUTPUT RECONCILIATION, so please ens ure you click on the ‘Edit Service ..." button below to enter this information.

Org ClientID Name SLK Date Of Birth Sex Demographics Service Data
hd hd 4 Y ¥ [Orx =15
| Edit Service Delete Service DAYS. halcyon AL A2 10031975 M [ ]
| Edit Service Delete Service SMITHTEST sallgtest AL MH 10/03/1968 F . .

e —
| Add Service User...
 ————

Demographc Wiord

Add Multiple Service Users...
e ——

Add Multiple Service Users i You can add existing service users, who are receiving
services at other outlets, to this outlet by selecting their name from the list.

Add Service Users i You can add service users who are new to your organisation into
ACDC using this function. For example, if a new service user to your organisation has a
Disability Services Local Coordinator, they will already have a record in ACDC. Enter user
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details (name, DOB and sex) to search for a pre-existing record which may exist for that
service user within ACDC.
Note: if an existing record does not exist in ACDC a new record will be generated.

You will then need to populate all service record information for the service user, the
details of which are shown and explained below.

= Service Received Details - Internet Explorer — = 22
=B

II Service User Jimtest SMITHTEST

Service Provided zCase Management

Date Last Service Reason
Commenced : Received : Exit Date : Leaving :

Service
Funding Type :
Save & Cloze Cancel & Cloze |

‘ v
1 < >

Date Commenced: The date the client initially received the service from your
organisation. This may be a date before the current collection period, potentially many
years in the past.

Last Received Date: The date the person last received the service in the current
collection period i it must be a date between 1 July and 30 June. Note that ACDC will
close five to ten business days before 30 June. Where it is expected services will be
delivered after ACDC is closed please estimatethe6 Last Recei vedd date (
Service Exit Date: If the client will no longer receive services from the service type outlet,
enter the date that you are advised of this. If the client unexpectedly exits the service type
outlet after ACDC closes but within the collection period, please send an email to the
ACDC Helpdesk to advise this. When referring to individuals in emails i please do so
using their SLK (rather than first name and surname), which can be found in ACDC under
t he ser vi cda. Always entersan aceommanying Reason Leaving if a Service Exit
Date is being entered.

Reason Leaving: Select a Reason Leaving from the options available. Only provide a
Reason Leaving if a Service Exit Date is also provided.

Service Funding Type: Indicate the source of funding used by the person to access the
service at this service type outlet. Options are Individually Funded, Block Funded and
Both.

There are three ways to edit service wushoer soé6 s
below). The best option for your organisation will depend on your internal work processes.
i. Editservicel toeditasi ngl e ser vi cfarthansmimateds r e c
service outlet only.
i. Ser vi ce us Etoédg ALh semiees for a single service user.
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iii. ServiceWizardi toedita | | S e r vrecords inthe® aommaied
service outlet only.

XYZ Inc.:
Attendant care/personal care

[ Service Users | General Details ' Semvice Delivery A Complete Review

Service Type Outlet Service Users

O Show ALL (O Show Incomplete Service Data (O Show Incomplete Demographics

NOTE: DSC requires service delivery information
for QUTPUT RECONCILIATION, s o pleas e ensure you click on the 'Edit Service .. button below to enter this infermation.

Org. Client1D Name SLK Date Of Birth Sex Demographics Service Data
m | T T = Ol k7
—
‘( Edit Service ) Delete Service ANT Adam DANT2 251211980 M ® [ ]
| Edit Service Delete Service JACKSON, Michael IC ACS 1500711951 M [ ] [ ]
‘ Edit Service | Delete Service | SMITHTEST. sallytest AL MH 10/03/1968 F ® [ ]

R a—
Demographic Wizard Service Wizard Add Multiple Service Users ... Add Service User...

N

i. Editservicei Click on the Edit Service button next to the nominated
service user (see example below).

a. Enter the Service Dates and Service Details for the service user
and Save the record.

b. Select the next service user and repeat the process

i. Service uskeCliékonthessmea vi ce ust®sedALLNn a me
services that the service user receives. Edit each service outlet
separately:

XYZ Inc.: Attendant care/perosnal care:
Sallytest SMITHTEST

Summary | General Details ', Other Details 1 Senvices Demographics @ services @

Service Provided to Service User

Rttendant care/p care | 1.05: care | 14 Smith Street, HIGHGATE
Date Last Service Reason Service

[+] : Received : Exit Date : Leaving : Funding Type :

\ 3/01/2009 |[E | 15/08/2017 | [ ] | V\ Individually Fundet \

Save Service Record Did not receive service

- Therapy suppert for individuals | 14 Smith Street, HIGHGATE

Date Last Service Reason Service
Commenced:  Received : Exit Date : Leaving : Funding Type :

[3/01/2009 | =) =) | [Individually Fundec ~[)

Group home | 1.04 : mi reet, HIGHGATE

Last Service Reason
Commenced : Received : Exit Date : Leaving :

‘15/04/2017 [ |1s/08/2017 |[EH ) |

~_.e Service Record

iii. Service Wizard - Click on the Service Wizard button and enter the
Service Dates and Service Details for each service user. Save the record
and progresstothenext service usero6s record
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If you clicked the Service Wizard, you will see a screen that looks like the
example below. Enter the service information and click the Save and

Next User button to progress through the list of service user records that
require data entry and val i da trdanc.
the information is not available, click on the Next User button. You can
come back to the incomplete or missed records at a later stage.

— — hl
Service Type Outlet : Service Wizard - Internet Explorer l = |[=] g
Service Wizard - User Record 1 of 1
Service Provided : Therapy Support for Individuals
W Semwvice User : Halcyon DAYS
Date Last Service Reason
I Commenced : Received : Exit Date : Leaving : I
& | & | @ v
Service
Funding Type:
e g——
I Cancel Wizard Save & Next User = ( NextUser= )
——— ]
kL - - - - = - ]

Step 41 Plans data input (NOT REQUIRED)

You are not required to enter any data related to plans into ACDC.
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Step 51 Data validation

Prerequisites for submitting data to Disability Services:

1. All service records for all users at all service type outlets must be entered in full and
completely. This can be checked by opening each service type outlet from the
Home page i every status light for every user under the Service Data column
should be green (if they are not, edit the service records as required until the status
light is green). You can use the Service Wizard, as described in Step 3d to edit the
service record. The screenshot below provides an example of the status lights at a
service type outlet named Therapy Support for Individuals, where both service
users have complete service records and are therefore showing green status lights.

Therapy Support for Individuals

| Semvice Users |\ General Details | Sewice Delivery ' Complete Review

Service Type Outlet Service Users

O showALL O Show Incomplete Senice Data () Show Incomplete Demographics

NOTE: DSC requires service delivery information

for OUTPUT RECONCILIATION, so please ensure you click on the "Edit Service ... button below to enter this information. /\
Org. ClientID Name SLK Date Of Birth Sex Demographics Senvice Data
T T T T T [Orx =1k
| Edit Service Delete Service BLOG. Joel OELO2 26051977 M [ ] [ ]
| Edit Service Delete Service DAYS. halcyon AL A2 100031975 M [ [ ]

Domosraphic Wizad

Add Multiple Service Users... Add Service Uses Next Page >

2. Service user demographics must be completed for all users where your
organisation has responsibility for doing so (ie. where your organisation is the
Responsible Service Provider). Using the screenshot below as an example, the
status light for every user under the Demographics column should be either green
(for users where your organisation is responsible) or blank (for users where your
organisation is not responsible). In the example below both users have red status
lights so the demographics for both need to be entered and validated (as shown in

Step 2 above).

Therapy Support for Individuals

| senice Users ' General Details |, Sewice Delvery |\ Complete Review

Service Type Outlet Service Users

OshowALL O Show Incomplete Senice Data O Show Incomplete Demagraphics

NOTE: DSC requires service delivery information
for OUTPUT RECONCILIATION, so please ens ure you click on the Edit Service ..." button below to enter this ilﬂormaw

Org. ClientID Name SLK Date Of Birth Sex DemograpRes Service Data
Y T T T ¥ [Olx [=[5.4
‘ Edit Service Delete Service BLOG. Joel OELO2 260051977 M [ ] .
‘ Edit Service Delete Service DAYS. halcyon AL AY2 10031975 M [ ) .

Demographic Wi

Add Multiple Service L. ers... (  Add Service User .
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3. A Complete Review for every service type outlet must be performed. The
Complete Review process can only be performed by staff whose ACDC access role
is one of the following:

1 STO Manager
1 Agency Management
1 Agency Authorising Officer

A prerequisite for the Complete Review process is that items under the Service Delivery

tab are complete. From your or SeaitceBelaverytabnds Ho
(highlighted in the screenshot below) to review and/or edit the service delivery details for

the service type outlet.

m——— -
N  wpy L)

)

The details that need to be completed are circled above:

a. iHave you operated f oirthiggbestiofreldtes f i na
to the service type outlet 1 Click Yes or No as appropriate.
b. iUsual number oif eitherenter 3 numberbetweanylo
and 24 OR select the box Ityo ptaltd erringh
c. iUsual number of eitdeaentsr a puenber heteveck O
and 7 OR select the box to the right
d ANumber of weeks t hhitlserenterlahuenbet i on per
between 1 and 52 OR select the boxtotheri ght of @ANo r egu
collection period patterno.
e. fHow many service users received thi
type outlet during the period 01-July-2018 to 30-June-2019? @note
that the specific years mentioned will change with collection periods)
i this should only be entered for service type outlets with MDS code
of 6.01 through to 6.05 1 for all others it will already have a number
and will not require or allow data entry.
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Once the above details have been entered and verified you can click Save & Next
Page (circled in the screenshot above) to move to the Complete Review tab for the
service type outlet, which is shown in the screenshot below.

[ seniceUsers | GeneralDetails |, Service Delivery Complete Review )

Submit Service Type Outlet Data

When you have completed entering in all the data for the outlet, click on the ‘Review Complete’ button below. The Service Type Outlet Data will then be validated and flagged as complete

S —
@__ Review Complete )
~——
Annual Audits on ACDC data:

+ ACDC s audited annually by the Office of Auditor General. As part ofthe audit pracess your organisation may be asked to provide supporting evidence external to the ACDC system to demonstrate that the recorded information is accurate. The turnaround time to
produce the evidence is quite short

Click the Review Complete button to complete the review for that service type outlet -

you will either receive a message confirming that the review was successful, or a

screen detailing any errors needing to be addressed before you try again. Repeat the

data entry/verification of the details under the Service Delivery tab and the Complete

Review process for every service type outlet. You can verify that all service type

outlets have been successfully completedby goi ng to your organi seé
T the status light in the Status column should be green for every service type outlet.

Once the Complete Review process has been completed on all outlets, a window will
pop-up confirming that you can proceed to Verify and Submit your data, if you are an
Agency Authorising Officer.
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