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How to lodge a sustainability report 

and auditor’s report  

Company portal user guide | Published January 2026 

 

Note: The screens and data pictured in this guide are examples only. Actual screens can have 

minor differences in text and layout. 

Overview 

For information about sustainability reporting, visit the ASIC website: Sustainability reporting.   

Steps to lodging a report 

Step 1: Log in 

Go to Company officeholder portal access and log in.   

Enter company ACN/ABN and click next to continue. 

 

Step 2: Start new form 

Once you have logged in, click start new form. 

 

 

https://www.asic.gov.au/regulatory-resources/sustainability-reporting/
https://www.asic.gov.au/online-services/asic-portals/company-officeholder-portal-access/
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Select form 398 Copy of sustainability report and auditor’s report. 

Note: if you have previously lodged form 398 and need to amend or add attachments, please 

refer to pages 8 - 10 of this guide ‘How to submit an amendment of previously lodged 

sustainability report’. 

 

Step 3: Confirm entity type  

Check entity information details are correct, then select yes or no. 

Note: If the pre-filled information is incorrect, you will need to update the entity details with ASIC 

before completing this form. 

Click next to continue. 

 

Step 4: Reason for lodgement 

A. Select the reason for lodgement that describes your sustainability reporting obligations. 

B. Select the type of entity to which the climate statements relate. 

C. Select the type of climate statements included within the sustainability report. 

Click next to continue. 
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Step 5: Financial year date 

A. If the entity has lodged a Form 398 for a previous financial year, you will be able to select the 

financial year to which this Form 398 applies from the drop-down list, or 

B. If this is the first Form 398 lodged by this entity, you will need to enter the new financial year 

end date in the text field. 

Click next to continue. 

 

Step 6: Sustainability reporting thresholds 

A. Enter the consolidated revenue of the entity and the entities it controls.  

B. Enter the value of the consolidated gross assets of the entity and the entities that it controls. 

C. Enter how many employees are employed by the entity and the entities it controls. 

D. Select the sustainability reporting threshold that the entity meets for the financial year. 

Notes:  

• Don’t include symbols, commas, or decimal points when entering the values.  

• For information on the sustainability reporting thresholds, refer to Who must prepare a 

sustainability report? 

Click next to continue. 

 

https://www.asic.gov.au/regulatory-resources/sustainability-reporting/for-preparers-of-sustainability-reports/who-must-prepare-a-sustainability-report/
https://www.asic.gov.au/regulatory-resources/sustainability-reporting/for-preparers-of-sustainability-reports/who-must-prepare-a-sustainability-report/
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Step 7: Cross-referenced documents 

A. Determine if the entity is including any information required by Australian Sustainability 

Reporting Standard AASB S2: Climate-related disclosures by cross-reference to another report 

published by the entity. Then select yes or no. If no, click next. If yes, select the report/s 

published. 

B. Select whether the cross-referenced report/s are lodged with ASIC (in full or in part) or not 

lodged with ASIC. If not lodged with ASIC, include links to where the information is available. 

Click next to continue. 

 

Step 8: Sustainability auditor’s report 

For information about the review and auditing requirements relating to sustainability reports, 

refer to FAQs: Review or audit of sustainability reports. 

A. Select Yes or No to confirm if the opinion/conclusion in the sustainability auditor’s 

report was modified (qualified, adverse or disclaimed). 

B. Select Yes or No to confirm if the report contains an emphasis of matter and/or other 

matter paragraph 

C. Select Yes or No to confirm if the auditor of the sustainability report is the same as the 

financial report auditor for the financial year. 

Click next to continue. 

 

https://www.asic.gov.au/regulatory-resources/sustainability-reporting/faqs-review-or-audit-of-sustainability-reports/
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Step 9: Auditor details 

Click ‘Input details of auditor’. 

Click next to continue. 

 

A. Enter the date of appointment 

B. Select the type of auditor 

Click next to continue and enter relevant auditor details. 

 

Step 10: Add attachments 

Read the requirements for providing attachments to ASIC. 

Select ‘Browse’ to find the relevant attachment.  

Note: You can only attach documents in PDF format with a maximum of five (5) attachments. The 

maximum size of each attachment is 10.0 MB(s). Choose the appropriate file and select Open. 

The pathname field for the file will now be populated. Enter a ‘Description of Document’. 

Click next to continue. 
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To confirm attachment(s), click add attachments to include more documents. 

If all documents are attached, click next to continue. 

 

 

Step 11: Certification 

Select Yes to certify the attachments are a true copy of the original reports. 

Click next to continue. 

 

Step 12: Capacity 

A. Select the capacity in which you are lodging the form. 

B. Select Yes to certify the information in the form is true and complete, and lodged as, or on 

behalf of the company. 

Click next to continue. 
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Step 13: Submit 

Select Yes to complete the declaration when you are satisfied the document is being lodged 

within the terms and conditions of ASIC’s Electronic Lodgement Protocol.  

Click submit to lodge the form with ASIC. 

 

The next screen confirms the document was submitted. 

Click next to continue. 

 

Step 14: Statutory fees advice 

If fees are payable, select print. A new browser window opens with the invoice, which can be 

printed or saved. 

To keep a record of the lodgement, click document acknowledgement.  

Click next to finalise. 

Note: For information about fees, refer to 398 Copy of sustainability report and auditor’s report. 

 

https://www.asic.gov.au/regulatory-resources/forms/forms-folder/398-copy-of-sustainability-report-and-auditor-s-report/
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How to submit an amendment of 

previously lodged sustainability report 
Step 1: Start new form 

Select Form 398 Amendment of previously lodged sustainability report. 

 

Enter document number & date of lodgement of Form 398. 

Click Next to continue. 
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Step 2: Confirm document 

Check original document details, then select yes or no. 

Click next to continue. 

 

Step 3: Add attachments 

Read the requirements for providing attachments to ASIC. 

Select ‘Browse’ to find the relevant attachment. 

Note: You can only attach documents in PDF format with a maximum of five (5) attachments. 

Choose the appropriate file and select Open. The pathname field for the file will now be 

populated. Enter a ‘Description of Document’.  

Click next to continue. 

 

To confirm attachment(s), click add attachments to include more documents. 

If all documents are attached, click next to continue. 
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Step 4: Certification 

Select Yes to certify the attachments are a true copy of the original reports. 

Click next to continue. 

 

Step 5: Capacity 

A. Select the capacity in which you are lodging the form. 

B. Select Yes to certify the information in the form is true and complete, and lodged as, or on 

behalf of the company. 

Click next to continue. 

 

Step 6: Submit 

Select Yes to complete the declaration when you are satisfied the document is being lodged 

within the terms and conditions of ASIC’s Electronic Lodgement Protocol. 

Click submit to lodge the form with ASIC. 

 


