How to report?

Guide to a reporting
pPage




Welcome to your guide to an incident
reporting page. We will walk you through
the whole online reporting process.

In this guide, you can read about how to:

e Create a written or oral report,

e Access your existing report and see
what actions have been taken,

e Send additional information or files.
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“: Reporting page
. JM elektronik Limited Liability Company, will provide

Welcuse 1 demo ieporting pige : - alink on their websites www.jm.pl and www.jm-
This test page shows you 8 reporting jourmey of & whistiebiower Who wants 1o create 8 : ems_pL through which you canh access a reporting

new report or follow up on an existing one.

Weicome  Configure your pages  Customisable reporting Vk'hﬂ eblower Policy

These are the pages that employees or other persons who want 10 report an incident land - page'
on after clicking on a reporting linic .

A link to your own reporting page Is created automatically when your account is set up. It - O h H .
s possible 10 create multiplo reporting links 10 differentiate, for oxample, internal and . : n t IS page, yOU Can.

oxternal repocts. This ink is easy 10 share with your CMOIOYORS, PArtners, of Customers.

S Cht o Tis o gt . ----- e Change language options,

2. Foliow the instructions and fil out all required fieids

2.Cick on the “Submi” bt R e Read about your company’s privacy policy,

4. After submitting the report, save the unique access code, The report has been sent and
the code gives the whistieblower access to thelr report, the opportunity to ancaymously

o ooy <ot h rganaSin, a3 viow e 0t o e whistleblowing policy and other relevant
They cun choces o copy the Goda, doumiond N o heve R ert 1 Wil nformation,
> Wk 150 P g s s WSO 07 ¢ SREREEEREE e Create anew report,

e e Follow up on existing report.
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http://www.jm.pl/
http://www.jm-ems.pl/
http://www.jm-ems.pl/

Welco

mo  Configure your pages Customisable repeting  Whistieblower Polcy

Welcome to a demo reporting page

This test page shows you a reporting journey of a whistieblower who wants to create a
new repoct of follow up on an existing one.

These ace the pages that employees or other perscns who want to report an incident fand
on after clicking on a repocting link.

A link 10 your own reporting page is creatod actomatically whan your account is set up, It
s possibie 10 Create multiple reporting inks to differentiate, for example, intemal and
external reports. This link Is easy 10 share with your empioyees, partners, or customers.

How to create a report:

1. Ciick on “Create a new report”

2. Folow the Instructions and fif out all required flelds

3. Cick on the “Submit” button

4. After submitting the report, save the unique access code, The report has been sent and
the code gives the whistioblower 3ccess 10 their roport, the OPPOrtumity 10 SNOMMoUsly
or confidentialy communicate with the organisation, and view the status of their report
They can choose to copy the code, downioad It or have it sent to their emal

-+ Would you ke 10 see how an organisation sees a similar whistieblower report? +
Book a free gomo.
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How to create a report

Access the online reporting page on any device
via reporting link provided by [Company]

Choose your preferred language

Click on +Create a new report
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¢ How to create a report

Create new case [ | wani to report cealty

You can choose to make either written or oral
report. Choose whether you would like to
Choose how you would Bk 1o report C re ate :

® pepart confidantially

Sulhpect

Wi can choote 1S report confidentially. Your identity will only ba ke ba theass who handle

:::;:J!;:.L::ﬁﬂiuti_ B your MY will SHDaEr AfSryTricui Bnd eonfidental 1o cthers in E written repo ﬂ
Report anonymously : If you wish to create a written report,
o, AT : proceed filling out information.

Read how to create a written report on page 7.

o ‘_e Oral report

If you wish to create an oral report,
click on I want to report orally.

Read how to create an oral report on page 10.
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e A. Written report

Create new case D 1wesit 1e report oralty |
Sutiec e Fill out the required information:
[ | <
T — | CERRE EERRRER e Subject: short description of your report,
® Ropon configantially .
S STl e eest e o Lo e e e W < | - L R e Choose confidential or anonymous
a0 procetiing LY . .
o - reporting (read more about each option
Sonort ey e after clicking on show more),
¥ou Lan choose 10 repadt anamymausly I you prefer not to peovide your kientity 10 smyoese in the
o — SRR (EPRRPP e Description: describe the subject of your
—_ | : report in as much detail as possible.

Note: If you choose to report anonymously, make sure that
you don't disclose your personal information in any part of the
report.




Category

None selectod

What is your name?

What is your name?

What Is your phone rumber? (Optional)

What is your phone number?

What is your email? (Opticnal)

What is your omad?

Reciplent(s)

- After selecting category, you can see who your repoct will be sent 1o here.

Fiies
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«... | A.Written report

RS R e Category: select a category describing the
type of reported occurrence,

o e Additional questions: other questions
might be obligatory or optional to finish
the report, e.g. your contact information,

- e Files: it is possible to upload different file
formats, e.g. PDF, images, videos.

Note: Metadata are automatically removed.

R | - 6 Click Submit once you finished your report

1



Whistleblower Software
by 1= Formakng




w Whistleblower Software
by IS Forenakne

|!Hi. YOURLOGO KNIl Sortovara ™" B. Oral re port
by & Forerakize
#— Back
........................... CIICk On Staft feCOdeng,
Create new case . B 1want to report in text format |
Sound recarding Note: Your voice will be distorted to ensure your security
§ Soinde | R TR ' and anonymity.
Categerion
Hida nabyl wybrin - <., g
E Category: select a category describing the
Eeciplent]s]

type of reported occurrence,

AN Sefecting SHegory, YouU San S who your rapert will e sand 1o feve, I

Filas

E . | Files: it is possible to upload different file
el P formats, e.g. PDF, images, videos,

S| 3 G Click Submit once you finished your report.
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CaselD:Q23A @©
The report was submitted. Save the following password:

IMPORTANT: Save the password bolow and store It securely. Your report has been sent and the password
gives you access 10 this report. DO not shace the password with anyone.

Your unique password, that must be saved is:
dkyoszw7-dgpe-ktdh-nxsr-cre8dightfgu:7dDiBUHSSITD T3 copy

_1‘ Download

Emad (Optional)
Ema
This emall will not be shown to arydbody. The only wse of the emadl Is 10 notify you when relevant changes

10 your Case aro made, such as

You recoived a message from your case handier,
The status of your Case was updated
A new case handier was assigned 1o your case

If you choose not 10 enter an email, please check your case reguiarly for updates and messages 10 help us
resolve tho issue

The password will not be sent 10 your omall. You must save the password from this page before you
continue.

| have stored my password securely, 50 | Can access the ropart and the replies in the future
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Save your access code

After submitting your report, don't forget to

Why is this code important?

e |t gives you access to your report,

e You can further communicate with case
workers,

e You can see the status of your case and new
messages.

How to save your access code?

e Copy and paste it in a safe document,
e Download it to your device.
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Follow up on your report

Password required to access Go to a reporting page°

When you created the Case you were given 3 unique password. Please paste the
PASSWOrd into the DUt Delow.

Passwoed

[ 924accTc-1900-4fa1-236..

Click on Follow up on existing report.

Enter your unique access code in the field
for password. This code was generated
when you submitted your report.

Click on Go to report.
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Overview of your report

Now you accessed a page with details of your
report.

On this page you can:

See your full report,
Review status of your report,
e See who are the case workers looking into
your reported occurrence,
e Read messages from case workers,
e Provide more information by sending a
follow-up message or files.
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Send message Share more dEtaiIS

You can provide additional information after
submitting your report by sending a new
9 surtwcoraing message.

oo c When you access your report and scroll
below Report details, you have an option to
send a new written or audio message.

upload a file and click on Send button. Any
additional messages and files will be linked
to your existing report.

9 Simply type your message, record audio or
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