
 

 

 

AccessADS Step Sheet 

This step sheet has been created to show you how to use the new tourist absence report features in 

AccessADS.  

The tourist absence report was previously called the absconder report.  

See below the steps to: 

• Create a new tourist absence report 

• Edit a tourist absence report 

• Search for your previously submitted tourist absence reports.  

For more assistance, reach out to ads@austrade.gov.au  
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Creating a new tourist absence report in AccessADS.  

Step 1: Go to the dashboard and navigate to the new tab, Tourist Absence Reports.  

 

 

 

Step 2: Click ‘add a new tourist absence report’. 

 

 

 

Step 3: On the form, the ‘your details’ section will automatically populate. Check your details are 

correct and edit fields if required.   

 

Step 4: Select the green ‘add a new absentee’ button to add the information about each absentee 

as per usual. Select the button each time to add a new field for each absentee.    

 

 



 

 

 

 

Step 5: Fill out the rest of the report as per usual. Once all details are completed, select the blue 

‘save’ button at the bottom of the form.  

 

 

Step 6: Your report will then be sent to the ADS Section in the Office of Tourism and the Visitor 

Economy for review. You will receive an email confirming your report was submitted and providing a 

unique record number, which will begin with AR-. You can use this number to search for the report 

in AccessADS.  

 

Step 7: After the ADS Section reviews the report, they will submit the report to Home Affairs. When 

this happens, your record status in AccessADS will change from ‘draft’ to ‘approved’. The Office of 

Tourism and the Visitor Economy aims to approve all reports within one business day. Once a record 

is sent to Home Affairs, it cannot be edited by either the ITO or the Office of Tourism and the Visitor 

Economy.  

  



 

 

Editing an existing tourist absence report 

If you need to edit a report you have already saved, you can access the draft to make changes.  

Step 1: Navigate to the dashboard and select the ‘tourist absence report’ tab, which will bring up all 

your previous reports.  

 

Step 2: Select the report you would like to edit. Please note, the report status must be in the status 

draft to edit.  

 

 

 

 

 

Step 3: Make the edits required into the form  



 

 

 

Step 4: Select the blue ‘save’ button at the bottom of the form. This will automatically resubmit an 

updated version to Austrade.  

 



 

 

Searching AccessADS for your reports  

If you would like to search your previously submitted reports, you can use the ‘filter’ button.  

Step 1: Navigate to the dashboard and select the ‘tourist absence report’ tab, which will bring up all 

your previous reports.  

 

Step 2: Select the blue ‘filter results’ button, which will bring up filtering options 

 



 

 

 

The new filter fields are: 

• Form reference number – this is the unique code you received beginning with AR- when you 

submitted the report. In the above examples it is AR-00000003.  

• Status – this will allow you to display records depending on if they are in ‘draft’ or ‘approved’ 

status.  

These features will assist you to track your tourist absence reports.  

Now all your records will be in one place on AccessADS and you will easily be able to search for 

them using these filters.  
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