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Start by visiting your company’s custom
URL (shared by your company) https://www.
integritycounts.ca/org/companynamehere and
clicking on File a Report. This will take you to the
safe and confidential reporting system.

Introduction & Terms of Use
Accept the terms and conditions for using the
system. Click the checkbox, then click Continue.
It’s time to start filing your report in your
company’s safe and secure reporting area.
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Location & Confidentiality
Enter a location where your incident happened,
and choose the department that best represents
where the incident took place.
Use the drop-down menus to choose your
location and department. If there is no option in
location or department that represent where your
incident took place, please manually enter this
information in the boxes provided.
Select your level of anonymity. You can choose to
remain completely anonymous, confidential from
your organization, or completely transparent.
Depending upon your selection, complete the
additional required fields as necessary.
Then click Continue.

version 1.01

How To File a Report
4

Detailed Report
Now you will be at the area of your report where
you can describe what happened.
Begin by providing details about when the
incident happened and if it has occured
previously.
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In the next area, you can choose a Case Type, or
category, that best matches your incident.
Once you choose a category, you will have the
option to provide additional information to better
describe what happened (see Supplemental
Questions section).
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The next section of the page is where you can
describe what happened. Describe your case in
your own words and use as much detail as you
can.
Use the Additional Information section to
provide any other information if you want to.
Wehn you are satisfied with the details you
provided, click Continue to move to the next step.
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Supporting Documentation
If you have any supporting documents, like
photos, videos, or files, you can use this section to
upload them.
You can upload up to 10 documents.
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The persons in the dropdown below will receive
and investigate the report. If you do not wish for a
person from the dropdown to receive your report,
select that person and indicate whether they are
directly or indirectly involved in the case.
Repeat for any additional person(s).
Click Continue when you are finished.
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Before you submit your report, the next step
shows you a summary of the incident and all the
information you have provided.
Use this section to double check to ensure you
are happy with your report before you submit it.
You can edit any sections here by clicking the icon
on the right side of each step.
Before submitting your report, you have the
option to accept the randomly generated
password provided in the field or change it to
something of your own choosing.
If you are satisfied with the information provided
in your report, you can click the Submit button.
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You have now successfully filed your report!
On this screen you will be given your unique
Username and Password.
IT IS VERY IMPORTANT THAT YOU SAVE THIS
INFORMATION NOW!
These credentials are what you will use to log into
the system to check on the status of your report,
and answer any questions your organization may
have about your report.
Do not share this information with anyone else.

You can use the Log in to Print Case button if you wish to log into the system now.
We recommend you close your browser window at this point if you are on a public computer to ensure your
privacy and security.

Got questions?
We’re here to help.
Phone:
888-921-6875
Email:
info@whistleblowersecurity.com
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