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Submitting a report 

To submit a report, you must connect to the portal provided and published on the company 
website. 
After clicking on             , the privacy policy will appear and you must click 

“PROCEED”. 

 

Answer the proposed questions. Questions marked with a red asterisk  are mandatory and 
must be completed in order to proceed to the next step: 

 
 In step 2, you can choose whether or not to provide your identifying details and attach any 
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 By clicking “Yes”, you will be asked to provide the following data: 
 
 
 
 
 
 
 
 
 

Submit the report by clicking the button . At this point, the report code will be 
provided.la segnalazione cliccando il tasto 
 
Note: t is necessary to save the report code in order to monitor the report status and 
communicate with the manager. 
 

Viewing the report 

 It is possible to view the report immediately after submitting it by clicking the “View your report” 
button: 

 
Alternatively, simply access the website provided by the company to submit the report, enter the 
identification number and click the “Access” button.: 
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First access by the Report Manager 

 Connect to the link received in the activation email: 

 
 Enter a password consisting of at least 12 characters and containing at least one lowercase letter, 
one uppercase letter, one number and one special character: 

 
Enter a password consisting of at least 12 characters and containing at least one lowercase letter, 
one uppercase letter, one number and one special character: 
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Then retrieve the “Account recovery key” by accessing the “Preferences” section: 
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Receiving a report 

 When a new report is uploaded, the manager receives the following email: 

 
 By accessing the reports homepage: 

 
 the list of reports will be displayed: 

 

 è select all available reports and proceed with bulk export, or grant and/or revoke access to 
an additional manager. 

 è refresh the list. 
è act in behalf of a reporter. 

 
When the report is received, it will appear with the status “New”; upon opening it, the status will  
automatically change to “Open” : 

 
Note: by setting the status to “Closed”, the reporter will no longer be able to communicate with the 
manager.
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Features for managing reports 

Within the report, the recipient can perform the following operations: 

 

 è exit the report details; 

 è add the report to favourites; 

 è check and, if necessary, change the date or disable reminder notifications; 

  è enable/disable notifications related to the specific report; 

è grant/revoke/transfer access to another manager who is not assigned to 
automatically receive all reports; 

 è set an expiration date for the report (upon expiration, the report will be permanently 
deleted); 

è permanently delete the report; 

 è mask the content of the fields filled in by the reporter; 

 è change the report status; 

è print the report visible on screen; 

  è export the report (this function downloads a zipped folder containing a file with the report and any 
attachments) 

; 
   è update the report. 
 
Within the platform, it is also possible to assign custom “Labels” and communicate with the reporter through a 
messaging system. 
 
The “Settings” item is also available and allows you to modify the homepage of the reporting 
website: 


