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page




Welcome to your guide to the incident
reporting page. We will guide you
through the entire process of
reporting online.

In this guide, you can find information on:

e How to create a written or oral
report,

® How to access the existing report
and see which actions have been
taken,

e How to send further information and files.
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Welcome in the demo of the reporting page

This demo page illustrates the reporting process for a whistleblower who
whises to create a new report or follow up on a previous one.

These are the pages where employees or other persons will land after
clicking on a reporting link.

When configuring the account, a link to your personal reporting page will
be automatically generated. It is possible to create additional reporting
links to differentiate between internal and external reports. The link is
easily sharable with employees, partners, or customers.

How to create a report:

1. click on «Create a new report»

2. follow the instructions and fill in all the mandatory fields

3. click on the «send» bottom

4. after submitting the report, save your unique access code. The
report has been sent and the code allows the whistleblower to
access the report, to anonymously or privately communicate with
the organization and track the report’s status. They can copy the
code, download it, or send it to their email.

- Vuoi vedere come un'organizzazione vede una segnalazione simile a quella di un
informatore? «
Prenota una demo gratuita.
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Request updates on an existing report
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The [Organisation] will provide a link, through
which you will have access to the reporting page

On this page, you can:

Change the language options,

~------® Read the information notice on privacy of
your
company, your whistleblowing policy and
....... other pertinent information.
....... e Create a new report,
e Follow previous reports.

Access the reporting page here [insert link to
reporting page].
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How to create a
Welcome in the demo of the reporting page rePOﬂ

This demo page illustrates the reporting process for a whistleblower who
whises to create a new report or follow up on a previous one.

Access the online reporting page on
any device via the
reporting link provided by (Company)

These are the pages where employees or other persons will land after
clicking on a reporting link.

When configuring the account, a link to your personal reporting page will
be automatically generated. It is possible to create additional reporting
links to differentiate between internal and external reports. The link is
easily sharable with employees, partners, or customers.

How to create a report:

1. click on «Create a new report»

2. follow the instructions and fill in all the mandatory fields

3. clickon the «send» bottom Choose your preferred language

4.  after submitting the report, save your unique access code. The
report has been sent and the code allows the whistleblower to
access the report, to anonymously or privately communicate with
the organization and track the report’s status. They can copy the
code, download it, or send it to their email.

-> Vuoi vedere come un'organizzazione vede una segnalazione simile a quella di un
informatore? ¢«
Prenota una demo gratuita.

Click here +Create a new report
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Report an event I would like to verbally report  [€ = -

Subject
Subject
Choose how you wish to report

Report confidentially

You can choose to report confidentially. Your identity will be known only to
personnel in charge of handling your case, and it will appear anonymous and
reserved to others during the case handling process.

show more

Report anonymously
You can choose to report anonymously if you prefer to remain unknown to all
individuals involved in the procedure.

show more

Description

Description

__e A report in oral form
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How to create a
report

You can choose whether to make a written
or oral report. Choose whether to create:

A report in written form

If you want to create a written
report, fill in the data.

Read about how to create a written report on page 7.

If you want to create an oral
report , click on | want to make an
oral report.

Read about how to create an oral report on page 10.
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Re po rt a n eve nt | would like to report in written form
Subject
Subject

Choose how you wish to report

Report confidentially

You can choose to report confidentially. Your identity will be known only to
personnel in charge of handling your case, and it will appear anonymous and
reserved to others during the case handling process.

show more

Report anonymously
You can choose to report anonymously if you prefer to remain unknown to all
individuals involved in the procedure.

show more

Description

Description
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A. Written report

e Fill in the information required:

® Subject: a short description of your report,

e Choose between a confidential or
""" : anonymous report (to learn more on each
option, click on show more),

e Description: describe the subject of
your report in the most detailed way
------ possible

Note: if you choose to make a report anonymously, make sure not
to disclose your personal data anywhere in the report.



Categories

No selection

What is your name?

What is your phone number? (Optional)

What is your email? |(Optional)

Receivers

= After selecting the category, you can see here who will receive your report.

File

\/SmeItt (.......................:

=
Upload file
File up to 100Mb

J
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A. Written report

e Category: choose the category that best
describes the type of event reported

e Further questions: other questions may be
necessary or optional to complete the
report, e.g. Your contact information

"® Documents: you can upload various
formats e.g. PDF, images, videos.

® Note: every trace of Metadata is automatically

removed.

Click on Send one once you have completed
your report
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B. Report in oral form
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Report an event [[ B 1would like to verbally report ]] e Clle on Record audio’

Audio recording

0 Recordaudio | €« usnc . ) Note: your voice will be distorted to ensure your

Select the categories related to your report security and anonymity.

[ No selection

. e e Category: choose a category that best
describes the type of event reported,

g €rennns :
Upload file .
Fileupto 100Mb  *xveeee e ee e Documents: you can upload various different
formats e.g. PDF, images, videos,
vV submitt 0000000000000 00000000000000000000000GC D ] e

Click on Send once you have completed your
report
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The report has been submitted. Save the following password:

IMPORTANT: Save the password below and keep it safe. The report has been submitted, and
the password will give you access to this report. Do not share it with anyone.

Your password, should be saved:

ggwtzqot-Omrv-5dmn-cdxg-jk2fz1603rro:jbsWEpEJ8I22 1 Copy

Y, Download

Email (Optional)

Email

This email address won't be shared with anyone. The sole purpose of the email is to notify you
in case of relevant changes, such as:

- You received a message from the person in charge

- The case status has been updated

- Anew responsible has been assigned to your case

If you choose not to enter an email address, regularly check your report for updates and
messages, to help us solve your case.

The password won’t be sent to your email. You must save the password from this page before
proceeding.

| have memorized my password securely, so | can access the report and future responses.

Save your access
code

4
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After having sent your report, don’t forget to keep

your access code safe.

Why is the code important?

It gives you access to your report,

® You can communicate further with the
operators,

® You can view the status of your
report and the new messages.

How tosave the access code?

e Copy and paste the code into a secure
document,

e Download it on your device.
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Following up on the report

Go to the reporting page.

Password required to access
When you created the report, a unique password was provided to you. CIICk on Fo"ow uP on eXIStI ng report'
Please, paste the password in the following field.

Password

Enter the unique access code in the password

924acc7c-1900-4fal-a36... € - ] .

field. This code will be generated automatically
when you send your report.

X Cancel V Go to the report

Click on Go to report.
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Overview of your

Report details
Event details p
Now you have access to a page with the details of
Date and time 8 mag 2023, 15:29:08
your report
Subject test
Description test On this page you can:
Status Nuovo
See the full report,
Conflitto di interessi
Category Check the status of the report,
Responsible/s el i I e See who are the operators who are dealing
with the event reported,
Messages © Chat rtograata ® Read messages written by the operators
Q of the case,
No response e Send further information by sending
Mo one has repled to ths reportvet follow-up messages or documents.
@ Message

Write a message
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Sharing further details

You can share further details after having sent your
report by sending a new message.

Messages

@ Chat crittografata

Q

Mo one has replied to this report yet

No response

< Mescoge o When you access your report and scroll under
Write a message . .
Report details, you have the option to send a

new written or oral message.

e Just write a message, record an audio or

l send a document and click on the Send
button. Any new message and document

will be automatically linked to the existing
report.

Upload a file 0 Record audio
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www.whistleblowersoftware.com



http://www.whistleblowersoftware.com/
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