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INSIDE THE CASE MANAGER

Start by visiting your company's custom URL (shared by your company)
https://v2.integritycounts.ca/org/companynamehere and clicking on
Login This will take you into your IntegrityCounts account.
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Once logged in, you'l then click on Case Manager.
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« From the case details area you can also pOost a guestl on/comment to the F'-E::CIIET who has submitted
the Case.

o ASa Review Manager for your organization, you have the ability 1o 335G Ca38S 10 OTher Feviewers 50
that they Can act or make commeants on thess cases

+ Al actions and comments are only available to the Review Manager or Reviewer assignad to this case
Thiy cannot be viewed by the persan who has filed the report Only questions posed specifically
the Reparter can be viewed by the casa Reporter

Once inside, click on any case you see listed, or use the search
criteria to search for a specific case or cases.
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INSIDE THE CASE MANAGER

Once you've clicked on case to open it, you'll be taken to the Case
Details where you will be able to see the Description of what the
whistleblower has reported.

The next tab is the Case Settings tab. When you click here you will
see that any newly reported cases are automatically assigned a
default Status of Pending and a Priority of Normal.

Cace Settings

(=] Cage dnoryprmrity Level

334 D00 ot InfarTibtion Prividid
Beported Date

Fal 25, 2013 Describe the Cace
e 1wl 8 bt B iy >
Contric Company Case Types
Duate of Dogurance

Feb 25, 2010 Exsach of Legal Gbligacons
CHBE SOUTEE

WEB
Loeation of Case additional Infoernation

Dot

Haz the case been reported 10 3 sUprviser in the past?

Depariement .

Have you peen any action on these pact reportsT

e you an smployes of the organizationT

The Case Details will give you a quick snapshot of the reported date,
location of case, department of case, and if the whistleblower has
provided it, you'll see their name, email and or phone number.

*NOTE if the whistleblower has decided to remain completely
anonymous, you won't be able to see any contact information. It is up
to the whistleblower to log back into IntegrityCounts themselves to see
if there are any updated, to their case, or questions pending their
attention.

Status

FENDING

Any reported cases that are in the investigation process will have

these areas updated accordingly.

Case Settings

Priority

Urgant

Status

v RESPONDED

ACTIVE
ASSIGNED
CLOSED
FENDING

RESPONDED
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INSIDE THE CASE MANAGER

The next section is the Reviewers tab. Here you will see list of
individuals in your organizations who have been tasked with the role of
investigating cases on a case-by-case basis. They do not receive a
notification when new cases have been reported, However, should you
choose to assign a case to one or more of the individuals listed below,
they will receive a natification that a case has been assigned to them.
They will use the information in that email to log into their account, and
start investigating the case they have been assigned to.

This section offers the Review ManageNhe

the Update button.

[] chandler Bing q Joey Tribbiani
Monica Geller h [J Phoebe Buffay

[] reviewer [[] Ross Geller

)0 assign & Reviewer to this Case. Please check the £

The list of names you see in the Implicated Individuals tab are any of
your company Reviewer managers who may have been implicated in
a reported case. This means any names who have been checked off
did not receive the automatic notification once the whistleblower

submitted their case.

Implicated Individuals

This section offers the Deporter the ability to view implicatad peoole and remave them iFincomrsact

Please name the individuals implicated in the case.

D Danielle Pannier Ll Demo Review Manager
l:l Jenna Irwin L] Kenny St-Hilaire
[ sabrina Aslam [ sabrina Aslam

[ shannon walker q

(4

If a reporter has checked off a Reviewer Manager above in a
reported case, that case will not be available in the Case Manager
when the Reviewer Manager logs into their account.

The only people who are able to uncheck any Implicated Individual
if it was checked off my mistake, is the reporter themselves if they
log back into review their case, or WBS Admin by way of written
consent from the company.
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INSIDE THE CASE MANAGER

Next is the Messaging tab. . . . .
By choosing Update Reviewers, Review Managers and Reviewers

can dialogue with each other during the investigation of the case. The
reporter is not able to see any communication here.
Mezzaging

Thiz saction allows Devieners and Reportars to cormaspond with aach other about the case in a safe and confidential manner.

ws Beviewers and feporiers to comespond with cach other sbout the case in 8 saf% and confidential manner

Please select an action the drop-down below:

Please select an action from the drop-down below:
Update Reveaes - h

n This dropdown selecton allows Reviewers sctgned to the came o updae one another on the progress of the mvestigation. The Reponen cannot scoess thig
area

Inside this tab, Review Managers and Reviewers (cases they've been

assigned to) will be able to dialogue with the reporter, and with each

other. By clicking on the arrow in the drop down, a Review Manger P _

and Reviewer can choose whom they wish to communicate with. e
Messaging

By choosing Contact Reporter, Review Managers and Reviewers
can dialogue with the reporter during the investigation of the case. The

This Zaction aligws Bevieéwears and REportérs [0 Corréspond with éach other about the caseinasafe a

Bimsa salact anactinfiom thabisssdewn el reporter remains completely anonymous during this dialogue.

Update Reviewars Hpsaging

Contact Reporter
i an sction fr

n This dropolown selection sllows the Reporter and Reviesers to mestage sach other directly in 8 conficential manner to gather more mformaton sbout the
cus



https://v2.integritycounts.ca/
https://v2.integritycounts.ca/
https://v2.integritycounts.ca/
https://v2.integritycounts.ca/

INSIDE THE CASE MANAGER

Once a case has been fully investigated and Review Managers or
Reviewers are ready to close the case, any final conclusions and notes
can be recorded.

Once a case has been marked as Closed in the Status, other options
to finalize the case investigation will be available to include.

Status
CLOSED h .
Action Type
Comective v
Comective

Disciplinary Review

Mo Action Taken
Probation

Remediation
Suspendad With Pay
Suspended Without Pay
Terminated With Cause

Choose an Action Type. Your choices are Corrective, Disciplinary
Review, No Action Taken, Probation, Remediation, Suspended With
Pay, Suspended Without Pay, Terminated With Cause

Choose a Report Validation. Your choices are No Cause Found,
Partially Substantiated, Policy Change Required, Substantiation

Case Settings

Thiz page offers the Beviewern(s) who have access to the case to choose descriptive filters o {
valigdation, action vpe. and has an open text figid to descrbe the Witimate outcome summan: i
the gata analysis réports.

Priority

Hormal L
Report Validation ?

Substantiation v

No Cause Found

Partial Substantiation

Palicy Change Required
| Substanfiation

Once complete, click Update and your case is how closed.

Case Settings

Pririty Status
homees, A v CLOSED
Rapert Validation Action Type

Comactivy

Once a case is closed, it can not be edited. If you wish to add
information to a Closed Case, please contact WBS and we will be
happy to reopen a case.
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INTEGRITYCOUNTS TERMINOLOGY

ACCESS
Access means users have the right to view or update case information. Choose a Report Validation. Your choices are No Cause Found,
ACCESS LEVEL Partially Substantiated, Policy Change Required, Substantiation

Access level is a set of rights that define what the user can and cannot do with cases.

ACTION TYPE
Action type refers to what action was taken on a case resulting from the investigation, and

the outcome of the investigation. Reviewers and Review Managers are able to choose an
action type that best represents the final outcome of the case.

ACCOMMODATION PROVIDED
Did the closure of the case result in accommodation of the issue originally raised?

ADVICE GIVEN
Did the closure of the case result in advising the reporting on how to deal with an

issue originally raised?

CORRECTIVE
Did the closure of the case result in correcting any activity, process, or policy initially

raised as a concern?

DISCIPLINARY REVIEW
Did the closure of the case result in any disciplinary action given to people(s)

implicated in the report?

DISCIPLINE - VERBAL WARNING
Did the closure of the case result in any verbal warning given to people(s) implicated

in the report?

DISCIPLINE - VERBAL WARNING
Did the closure of the case result in any written warning given to people(s)

implicated in the report?

EDUCATION / TRAINING

Did the closure of the case result in any education or training given to people(s)
implicated in the report? Or was there any additional education or training conducted
company wide resulting from the outcome of the case?

FEEDBACK GIVEN
Did the closure of the case result in any feedback given to the reporter, implicated

people(s) and/or structure of the company?

MEDIATION / ARBITRATION
Was the issue mediated through a neutral person?

NO ACTION TAKEN
Did the closure of the case result in no action being taken. In other words, was there

nothing to investigate, or was there a misunderstanding, etc.?

INTEGRITY LI NLE]
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