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Case Marféger:
Manager View

Home Page

v

Confidential & Anonymous
INTEGRITY m Reporting System

Have something to say?

Speak Up

: -Q

File a Report Review Your Report

Have sormething to say? Check on the status of reparts

File your report here, submitted, add new information or

respond to questions from yaur
organization.

v Home Page

@ English | Login

&

Call the Hotline
Find a loll-free hotline numkber and
speak with an IntegrityCounts agent.

Using the provided unique URL, Managers/Investigators will arrive on
their landing page. From here, Managers/Investigators can click Login in

the upper right corner of the screen.
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Case Managetr:
Manager ¥iew

Log In

<> httpsi//  www.integritycounts.ca

N1 COUNTS |

Welcome to
IntegrityCounts

A robust case management and insights
platform that helps your organization better
manage its ethics and compliance reporting

program.

Q Home Page

Please Sign In

| Username ‘

| Password ‘

[ Remember my login

Forgot your password?

Use Single Sign-On

Managers/Investigators should enter their Username (email address) and

Password and click the Login button to proceed.
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Introduction

www| O Home Page

INTEGRITY m Introduction Fileby ProXy | @ English e

Confidential & Anonymous Reporting System

From these pages you can: Reporting Functionality

s Access cases submitted, view the case details, change the The statistics pages give detailed reporting information regarding
priority and status of a case and record action taken, these cases.

s From the case details area you can also post &  Owerall cases
question/carnment to the Reparter who has submitred the + Cases by location
case. » Cases by type

s As a Review Manager for your organization, you have the & Cases by status
ability 10 assign cases to ather reviewers so that they can act + Cages by priority
ar make comments on these cases. s Cases resolved

+ All actions and comments are anly available to the Review
Manager or Reviewer assigned to this case. They cannot be
viewed by the persen who has liled the report. Only guestions
posed specifically to the Reporter can be viewed by the case

Reporter,
& Copynght 2021 | WhistlBiloser Secunty | Pevacy Poliey | Contact Us ey

Once the Manager/Investigator has logged in, they will reach the Introduction
page of the Case Manager application. This page is an overview that highlights
what the Manager/Investigator can do in the Case Manger application.

The Manager/Investigator can also click the File by Proxy button located in
the upper right of the screen, which allows them to file a case on behalf of a
Reporter.

The Case Manager application is available in three languages: French, Spanish
and English. The Manager/Investigator can access their profile by clicking the
person icon in the upper right corner.
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By selecting Case Search from the top menu, the Manager/Investigator can use
filters to narrow down the search results.

Managers have the ability to view all cases, while Investigators only have the
ability to view cases that they have been assigned to. The exception is that
Managers/Investigators will not be able to view any cases where they have
been listed by the Reporter as a Restricted Manager or being directly/indirectly
involved in the case.

Various filters are provided in the area above the results, such as date range
and case type.

Clicking on the Columns button can change which data is being displayed in the
grid. Clicking the Export to Excel button will export the data in a CSV format.
The filtered results view can be sent to Insights to view the data visually and in

different categories.
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Case Managetr: Enhanced Case Search
Manager View

www.Integritycounts.ca ¢ Home Page

[N}f=cilInd COUNTS |

1 = Case Manager

Case Manager

CaseManager  Enhanced Search

@ Need Help

Managers/Investigators can also perform a more broad search of keywords
found in cases, by using the Enhanced Search function. The tab is just to the
right of the default Case Search tab.

The search bar can be used similar to Google, to search for multiple keywords
without needing to specify AND or OR.
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Manager View "

File by Proxy

L Case Details

Case Details - 63206
B Description

% Restricted Managers Briority: Urgent

+ Add Tog
@ Message Reporter 9

# Attachments Information

& Caszo Activity
Details
E Investigation Team
Client Name

= Task Assignment Testing 2 £

£ Intermnal Messages Date of Occurrence:

March 17, 2023 - March 17, 2023

& Actions Reported Date

March 17, 20235 4:49 PM
[ Activity Leg

Repaort Closed On
% Export Case March 30, 2023 8:07 PM

Case Source

Web

Location
Srvain @

CLOSED | wemn s s

Days Open: 13 Updated: 20223/03/30 B:07PM

Contact Information
Reporter Name
Mot provided

Employee Number
Mot provided
Contact Number:
Not provided

E-mail Address
myemail@gmail com
Best way to contact

EMAIL

Motify
Yes

Upon selecting a case from the search results, you will brought to the
Information page of the Case Details section. The information at the top of
the main content area is visible at all times, and contains useful information
about the case and its activity, such as Case Number, Priority and Days Open.

All the information in the main content area is verbatim what the reporter
submitted. In this information section, there are three areas that can be
edited. They are the Client Name (ie. if your company has multiple subsidiaries

or divisions), Location and Department.

These areas can be edited by clicking the blue edit symbol, selecting from the

drop down and clicking save.

Case Manager: Manager View - 7



Case Managetr: Case Details - Description

®
a n a g e r ¥, I e ~ v www.Integritycounts.ca O Home Page
o [§ie:lIa'd COUNTS | Case Manager B English
O Case Datails
I Descripl
@ nformation
Case Details - 63906 CLOSED | mm— i
B Description |
% Restricted Managers Priority: Urgent Proxy: No Days Open: 13 Updated: 2023/03/30 B:07PM

+ it Togg

@ Message Reporter

# amachments Description
@ Case Activity . Test
& irvastigation Taam Case Summary &
= Task Assignment Testing aq
O internal Messages Case Types £
& Actions

Criminal Activity

[ Acthvity Log
Fraud and Embozziomont *

L Export Case
Additional Information

Has the case been reported ta a supervisor in the past?
No

By selecting Description from the left menu, Managers/Investigators can view
the case description and additional details provided by the Reporter.

The information under Description and Additional Information headings are
verbatim to what the Reporter input and cannot be edited.

Case Summary and Case Types can be edited by the Managers/Investigators
to better represent the case and categorize the case report for reporting
purposes.

The + Add Tag feature allows the Manager/Investigator to add a tag to a
case. This feature is often used to organize cases in greater detail so that
case report trends can be tracked more closely. Tags are fully editable by the

Manage r/l nvestlgator. Case Manager: Manager View - 8




Case Managetr: Case Details - Restricted Managers
Manager ¥iew
P

www.Integritycounts.ca ¢ Home Page

[Nj=Zel:lind COUNTS |
O Case Details
Restricted Managars
@ Information
Case Details - 63906 ASSIGNED | i e
P Description
s Priority: Urgent Proxy: Mo Days Open: 13 Updated: 2023/03/23 9:31PM
@ Massage Reporter Add
# Attachments Restricted Managers
@ Case Activity
El invessigation Team Lo i i Aemcn
= Task Assignment
© internal Messages
& ‘actions
& Activity Log
L Export Case
NETRA:LH
s | Prvae | s
=Ta

From the left menu, selecting Restricted Managers will bring up a list of
Managers/Investigators that the Reporter has indicated were directly or
indirectly involved with the case. Any Managers/Investigators listed here will
NOT receive any notifications nor be able to view the report.

However, if the Reporter accidentally listed a Manager/Investigator as a
Restricted Manager, any unlisted Manager or any Backup Manager can
remove them as a Restricted Manager, thus allowing them access to the case.

WIS ing COUNT
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Case Managetr: Case Details - Message Reporter (View)
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q n a g e r _ I ew www.integritycounts.ca ¢ Home Page
= [Ny=lcl:linqd COUNTS | Case Manager FleByEre © engish

L Case Details

tails > Messages
@ Information
Case Detalls - 63906 CLOSED | e
B Description
# Restricted Managers Priority: Urgent Prolar: No Days Open: 13 Updated: 2023/03/30 B:07PM
O Message Reporter | Tidd ey
Messages Do Create New Mossage
# Attachments
& Caszo Activity
H WEBS Support Team o far 17, 2023 453 0
B3 Investigation Team Thank you for submitting your report and supporting Speak Up culturs!
= Task Assignment 2
O Internal Messages H WBS Support Team o Mar 23, 2023 227 B
Test update edit edlited
# actions
@
[ Activity Leg
E WEBS Support Team on Mar 23, 2023 927 PM
wEetTe. Reply update edit edited

&

This meassans was delated

From the left menu, selecting Message Reporter allows the Manager/
Investigator to message the Reporter directly and the Reporter’s response will
also be displayed here.

Once the message is created, the Manager/Investigator can make additional
edits to it or delete it.

The created message can also include attachments that can be added after
creation and can also be deleted if needed.

INMECINIRE COUNT Case Manager: Manager View - 10

——



Case Maﬁi‘dger: Case Details - Message Reporter (Create)
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\ By clicking on the Create New Message button in the upper right, the Manager/
9 Investigator will be presented with an area in which to compose their
\\ message. Files can be attached here as well, if necessary.
N
\ > The new message can be saved as a draft by clicking the Save Draft button, or
:;B_\ sent immediately upon completion by clicking the Submit button.
7
e
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Case Managetr: Case Details - Attachments

M |
q n a g e r ' I ew www.integritycounts.ca ¢ Home Page
-
[N Rd COUNTS | Case Manager File by Proxy Jlish

L Case Details

tails = Attachmants
@ Information
Case Details - 63906 CLOSED | m— — —
B Description
# Restricted Managers Priority: Urgent Proy: Mo Days Open: 13 Updated: 2023/03/30 8:07PM
@ Message Reporter b
# Atachments (D) Informational Notes
Attachments uplaaded below can only be viewed by the investigation team. To send @ message to the reporter, attach directly 1o the message in "message
& Caszo Activity - reportert

E Investigation Team

Attachments m

= Task Assignment

2 Inernal Messages

Date Uploaded - Y File Name ¥ Uploaded By ° ¥ AmachedTo @
# actions

Mar 30,2023 Ethscontral tier listpng WHS Support Team Case o
[ Activity Leg

Mar 30, 2023 All Valzns g WRS Suppart Team Messag, a]
L Export Case

Mar 23,2023 SG2-Canyon Lights Browmes - Nov 23, 2022 ndra Masek_pdl WHS Supporl Team Task o

From the left menu, selecting Attachments will display any attachments
uploaded from the Reporter and Manager/Investigator.

Attachments from the Reporter will have been uploaded when the case

was submitted or through messaging. Any attachments from the Manager/
Investigator will have been uploaded directly into the Attachments section or
from sending an attachment through messaging.

Only attachments sent through messaging the Reporter will be seen by the
Reporter; all other attachments uploaded by the Manager/Investigator will
only be viewable by the Manager/Investigator with access to the case.

Case Manager: Manager View - 12
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www.Integritycounts.ca ¢ Home Page

[N Rd COUNTS |

L Case Details

activity = Investigation Team

@ Infarmation

Case Activity - 63906 CLOSED | i
B Description
# Restricted Managers Priority: Urgent Prolar: No Days Open: 13 Updated: 2023/03/30 B:07PM
3D Message Reporter Tiddhg
P attachments (D) Informational Notes
Assign Investigators to this case by selecting from the drop dawn below.

{ o Activity
= = i am " "

Immstanrich T Investigation Tearmn
= Task Assignment
2 Inernal Messages e Action
& action: z
[ Activity Leg

User Name:
Export C:

Under the Case Activity section in the left menu, selecting Investigation Team
allows a Manager to assign and remove Investigators to the case.
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Case Managet: Case Activity - Internal Messages

M /i

q n a g e r _ I ew www.Integritycounts.ca ¢ Home Page
1 v
= INTEGRITY m Case Manager File by Prosey | @ English

= Case Details

Internal Messages
@ Infarmation

Case Activity - 63906 CLOSED | e ——
B Description
B Recticted Managers Prierity: Urgent Praxy: No Days Open: 13 Updated: 2023/03/30 8:07PM
@ Message Reporter Yipo g
Internal Messages Diaft O

# amachments

& Case Activity
WEBS Suppert Team on Mar 23, 20

Bl Investigation Team test update edit soitec

= Task Assignment 2

£ Intermal Messages | H WES Support Team o Ma > 50 PM
reply update edit edired

& Actions
5]

[ Activity Log

L. Expart Case

This message was delered

Selecting Internal Messages from the left menu, allows Managers/Investigators
to message and communicate with others on the Investigation Team.

Messages can be created (click Create New Message button), saved as drafts
and have files attached to them similar to the Case Details > Message Reporter
section.

WIS ing COUNT
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Case Activity - Actions

www.Integritycounts.ca ¢ Home Page

[N=ci:lind COUNTS | Case Manager - FIRBUPel] ® english

O Case Details

y > Actions
@ Informaticn
Case Activity - 63906 CLOSED |
B pescription
# Restricted Managers Priority: Urgent Prexy: No Days Open: 13 Updated: 2023/03/30 8:07PM
@ mMessage Reporter tyading
# antachments Case Settings
£ Caso Activity

1 investigation Team Sat Pricrity Lavey; Set Case Status:

Urgent CLOSED
= Task Assignment
2 internal Messages Report Validation: Action Type:

Insufficient information to investigate Accommedation provided
£ actions
B Acthvity Log Outcorme Action

test
4 Export Case

From the left menu, selecting Actions allows the Managers/Investigators to
modify various case specific settings. For example, Managers/Investigators
can set a priority (select an option from the dropdown) and change the case
status.

When the case status is set to CLOSED, the case status will open three
additional fields that allow the Manager/Investigator to provide more details
on actions taken.

Selecting Export Case from the left menu, will take all of the data and
attachments from the case and combine it into an archive (ZIP) file for

download.
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Insights

The final section of the
application is Insights which

can be selected from the top g

navigation menu, just to the o

right of Case Manager. o = = %
Managers can use the filters, S Eee e
such as date range/period, to = s -

view the case data visually.

They will be able to see all

cases, except for those where s
a Reporter has listed them as et o BEE e (o] ]a
being a Restricted Manager.
After creating their filtered
view, they can send this to the
Case Manager search to view
the data in a grid format.

o8 08

Lastly, the charts displayed in the Insights section are all clickable to allow the
Manager to be able to drill down into the data. However, if a single case type
is selected, other cases will show that are attached to that particular case.

|NTEGR|TYm Insights - 17




