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1. USERS
1.1 Client Recipient

If you have been registered as a Client Recipient on the Ethics & Fraud Hotline
Solution Software, you are part of the reporting structure of Recipients that will receive
disclosures captured by the Ethics & Fraud Hotline.

You will be required to log feedback onto the Ethics & Fraud Hotline Solution Software
(you have 21 days to provide feedback to the Whistleblower regarding whether or not
his/her disclosure will be sent for investigation) and resolve (close) a disclosure after
feedback has been provided to the Whistleblower.

Other features that you will gain access to via the Ethics & Fraud Hotline Solution
Software include adding additional information to a disclosure, adding additional
documents to a disclosure (as evidence to a disclosure report or feedback), flagging
a disclosure if you require more information from the Ethics & Fraud Hotline, adding
internal reference numbers to disclosures, and grouping various disclosures together
(for example disclosures relating to the same matter in an organisation) to provide
feedback to all Whistleblowers simultaneously or resolve selected disclosures
simultaneously in order to save time and effort.

1.2 Client Investigator

If you have been registered as a Client Investigator on the Ethics & Fraud Hotline
Solution Software, you are part of the structure of Investigators that might receive
disclosures captured on the Ethics & Fraud Hotline Solution Software.

You will be required to log feedback onto the Ethics & Fraud Hotline Solution Software,
during and/or after the investigation. You will also be able to view and add documents
(for example your investigation report, if applicable).

1.3 Client Contact Person for Reporting

If you have been registered as a Client Contact Person for Reporting on the Ethics &
Fraud Hotline Solution Software, you will gain access to the real-time statistics

dashboard. You will also be able to download several reports.

In order to protect the anonymity of whistleblowers, you will not have access to the
detailed disclosure report of each individually captured disclosure.
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2. REGISTRATION
2.1 Registration

Upon registration on the Ethics & Fraud Hotline Solution Software, you will receive an
email with your Username and Password.

Dear John Doe,

You have been registered as a Recipient on ABC Company Ethics & Fraud Hotline.

You can log into the ABC Company Ethics & Fraud Hotline using the following link:

1

Your login details are listed below:

Username : JohnDoe
Password: John#Doe2021!

Please note that you will be requested to change your password upon your
first login.

If you have any problems with your login details, kindly contact the
administrator.

Kind regards,
Ethics & Fraud Hotline.

To log into the Ethics & Fraud Hotline Solution Software, click on the Login button.
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'lll Advance Call

Ethics & Fraud Hotline

Username

( JohnDoe ]

Are you a
Whistleblower?

Blow the Whistle

Log into the Ethics & Fraud Hotline Solution Software by making use of your Username
and Password that was sent to you via email.

Upon first login, you will be requested to change your password.

Create any password which satisfies the following criteria:
o At least 6 characters

o At least one alphanumeric character

o At least one digit (‘0’-9’)

o At least one uppercase (‘A’-'Z’).

Advance Call Ethics & Fraud Hotline Solution Software: User Manual 3



2.3 Two-factor Authentication

" \’\
',’l Advance Call

( Ethics & Fraud Hotline

Two-factor Authentication Code
. | )
.-

Are you a
Whistleblower?

Blow the Whistle

After your password has been reset, you will log into the Ethics & Fraud Hotline
Solution Software using your Username and (newly created) Password where after
you will be asked to enter a Two-factor Authentication Code.

The Two-factor Authentication Code is a randomly generated, 6-digit numerical code.

This code will automatically be sent to you via email. Email is the default method for
the two-factor authentication code, but if you prefer to receive your two-factor
authentication code via SMS, kindly contact the Ethics & Fraud Hotline Call Centre
Manager.

Dear John Doe,

324853 is your code to log into the Ethics and Fraud Hotline portal.

3. MENU BAR

After you have successfully logged into the Ethics & Fraud Hotline Solution Software,
you will gain access to the Menu Bar containing links to various dashboards. It is
important to note that you will only have access to the dashboards depending on which
users you have been registered for. For example, if you have been registered as a
Client Recipient and a Client Contact Person for Reporting, you will only have access
to the Client Recipient Dashboard and Reports Dashboard (not the Investigator
Dashboard).
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Through links on the Menu Bar, you can also view and change your login details and
logout.

' //4 :
Advance Call Client Recipient Dashboard Investigator Dashboard Reports Hello John Doe Logout

Ethics & Fraud Hotline

. Client Recipient Dashboard — click on the link to navigate to the Client Recipient
Dashboard

o Investigator Dashboard — click on the link to navigate to the Investigator
Dashboard

o Reports — click on the link to navigate to the Reports Dashboard

o Hello Username — click on the link to change your password, email address or
contact number

o Logout — click on the link to log out of the Ethics & Fraud Hotline Solution
Software.

4. CLIENT RECIPIENT DASHBOARD

The Client Recipient Dashboard consists of three sections, namely:
o Unresolved

o Resolved

o Group Disclosures.

4.1 Dashboard Sections

4.1.1 Unresolved

Unresolved

Feedback 'l Reference Number Category Received Date Resolved Resolved Date

Ne data available in table

The Unresolved section displays all the disclosures that have been captured, but that
has not yet been resolved.
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Disclosures that have been open for more than 21 days will be highlighted in red in
the Age (Days) Column.

The search function at the top of the Unresolved section can be used to search on any
information within the section (dynamic search function) and will filter the disclosures

for applicable information.

4.1.2 Resolved

Resolved

Reference Number Category Resolved Resolved Date Age (Days) Report || View

No data available in table

The Resolved section displays all the disclosures that have been resolved.

The search function at the top of the Resolved section can be used to search on any
information within the section (dynamic search function) and will filter the disclosures
for applicable information.

The following fields are displayed in the Unresolved and Resolved sections for each

disclosure captured:

o Feedback™ When feedback is requested, and a disclosure is flagged, it will be
displayed in this column. The disclosures where feedback was requested will be
displayed at the top.

o Reference Number: This is the unique 6-digit number that is randomly generated
and assigned to each disclosure.

. Category: This is the selected disclosure category.

o Received Date: This field displays the date when the disclosure was received at
the Ethics & Fraud Hotline.

o Resolved: This field indicates whether or not the disclosure has been resolved.

o Resolved Date: This field displays the date when the disclosure was marked as
resolved, if applicable.

o Age (Days): This field displays the number of days that the disclosure has been
unresolved. If this disclosure age goes over 21 days and feedback has not yet
been provided to the Whistleblower, it will be highlighted in red.
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J Report: Click on the button to download the disclosure report in PDF format.

o View: Click on the button to view and edit the disclosure with feedback, additional
documentation, etc.

o Reassign: Click on the button to reassign the disclosure to Investigator/s. This
will be done in the case that the disclosure was mistakenly assigned to the
incorrect Investigator/s. A minimum of one Investigator should be selected.

* Only in the Unresolved section.

4.1.3 Group Disclosures

Group Disclosures

Reference Number Title Date Created Resolved Resolved Date Age (Days) Disclosure Count

No data available in table

Client Recipients has the functionality to create Group Disclosures.

By using the Group Disclosure functionality, a Client Recipient can group various
disclosures together (for example disclosures relating to the same matter in an
organisation), and then provide feedback to all Whistleblowers simultaneously or
resolve selected disclosures simultaneously, in order to save time and effort.

Things to note regarding Group Disclosures:

o Group Disclosures can only be created and resolved by a Client Recipient

o A Client Recipient can only add a disclosure that was assigned to him/her to a
Group Disclosure (i.e., only the disclosures that appear on the Client Recipient
dashboard can be added to a Group Disclosure)

o Resolved disclosures can be added to a Group Disclosure for grouping
purposes, but will not receive the Group Disclosure feedback

o A disclosure can only be added to a single Group Disclosure

o Disclosures can be added/removed from the Group Disclosure at any time (until
the Group Disclosure has been resolved)

o All disclosures added to the Group Disclosure can be opened from the Group
Disclosure to view the information and documents that have been added to the
individual disclosures.
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The following fields are displayed in the Group Disclosures section for each group

disclosure captured:

o Reference Number: This is the unique 6-digit number that is randomly generated
and assigned to each group disclosure.

o Title: This is the group disclosure title, as created by the Client Recipient.

o Date Created: This field displays the date when the group disclosure was created
by the Client Recipient.

o Resolved: This field indicates whether or not the group disclosure has been
resolved.

o Resolved Date: This field displays the date when the group disclosure was
marked as resolved, if applicable.

o Age (Days): This field displays the number of days that the group disclosure has
been unresolved.

o Disclosure Count: This field displays the number of disclosures that have been
assigned to the group disclosure.

o View: Click on the button to view and edit the group disclosure.

4.2 Notification of Disclosure

When a disclosure has been captured on the Ethics & Fraud Hotline Solution Software
and assigned to a Client Recipient, the Client Recipient will receive a notification as
per preferred method of communication (SMS/Email/None).

Dear John Doe,

Disclosure 135443 captured on 2021/04/23 12:11:48 PM has been sent to you for
feedback.

You are asked to pay special attention to the information and material contained
in the disclosure. Please keep in mind that Whistleblowers often expose
themselves to high personal risks in the interest of the public and therefore the
material provided within this disclosure should be considered to be of high
importance.

The disclosure can be accessed by following the link:

‘ Feedback on the disclosure ‘

Kind regards,
The Ethics & Fraud Hotline.
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In order to log into the Ethics & Fraud Hotline Solution Software to view and provide
feedback on the disclosure, click on the Feedback on the disclosure button and log in
using your Username, Password and Two-factor Authentication Code.

Once logged in, the disclosures assigned to you will be displayed on the Client
Recipient Dashboard under the Unresolved section.

Unresolved

Feedback ‘¥  Reference Number Category Received Date Resolved Resolved Date Age (Days) ¥ Report View Reassign
815490 Misconduct 2021-04-23 Unresolved 0
032861 Client Specific Category 2021-04-23 Unresolved 0
135443 Unethical Behaviour 2021-04-23 Unresolved 0

267270 Client Specific Category 2021-04-23 Unresolved

4.3 Disclosure Feedback and Tabs

In order to view and provide feedback (and ultimately resolve a disclosure), navigate
to the disclosure and click on “View” to open the disclosure.

Unresolved

Feedback ¥  Reference Number Category Received Date Resolved Resolved Date Age (Days) ¥ Report View Reassign
815490 Misconduct 2021-04-23 Unresolved 0
032861 Client Specific Category 2021-04-23 Unresolved 0
135443 Unethical Behaviour 2021-04-23 Unresolved 0

267270 Client Specific Category 2021-04-23 Unresolved

Once the disclosure has been opened, there are three tabs where information will be
displayed, as captured by the Ethics & Fraud Hotline Consultant, namely:

Disclosure Details Feedback Documents

o Disclosure Details: this tab displays all the details of the disclosure.

o Feedback: this is where feedback from all users can be viewed (Consultant,
Client Recipient, Client Investigator, Whistleblower, etc.) and additional feedback
(from the Client Recipient) can be captured.
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J Documents: this is where the documents (evidence) can be viewed and where
additional documents can be added.

431 Disclosure Details Tab

Disclosure Details Feedback Documents

Client information (Client name and Client hotline name) will be displayed at the top of
the disclosure screen.

Disclosure Details Feedback Documents

Client Information:

Client Name: ABC Company
Client Hotline Name: ABC Company Ethics & Fraud Hotline

Disclosure Details

The Disclosure Details sub-section provides technical information on the disclosure.

! Disclosure Details

Ethics & Fraud Hotline Consultant Reference number

Disclosure received date Disclosure received time

Disclosure channel

Disclosure Language

Select a disclosure language

o Ethics & Fraud Hotline Consultant: To protect the Consultants’ anonymity, this
field will not be visible to the Client Recipient.

o Reference number: This is the unique 6-digit number that is randomly generated
and assigned to each disclosure.

o Disclosure received date: This field displays the date when the disclosure was
received at the Ethics & Fraud Hotline.

o Disclosure received time: This field displays the time that the disclosure was
received at the Ethics & Fraud Hotline.

. Disclosure channel: The incoming channel through which the disclosure was
received is displayed here.
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J Disclosure language: Language in which the disclosure was reported to the
Ethics & Fraud Hotline.

Whistleblower Details

The Whistleblower Details sub-section provides information on the Whistleblower.

Whistleblower Details

What is the Whistleblower's relationship with the organisation?

Supplier | Service Provider

Does the Whistleblower want to remain anonymous?

o What is the Whistleblower'’s relationship with the organisation? This provides the
Whistleblower’s relationship to the organisation (Employee, Supplier / Service
Provider, etc.).

o Does the Whistleblower want to remain anonymous? This is where the
Whistleblower's contact details are displayed. If the Whistleblower decided to
remain Partially anonymous or Anonymous, no details will be displayed in this
section. If the Whistleblower however selected the Reveal identity option, the
Whistleblower's name, surname and contact details (contact number and/or
email address) will be displayed here.

Disclosure Details

The Disclosure Details sub-section provides the detailed information on the disclosure.

Disclosure Details

Disclosure category Disclosure sub-category

Client Specific Category Sub-category 1

Do you know when the disclosure occurred?

Where did the disclosure occur?
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Disclosure description

Vivamus sed mauris mollis, fermentum felis quis, posuere mauris. Integer sapien felis, eleifend non massa luctus, finibus scelerisque dolor. Nulla quis mi libero. Curabitur mauris
mi, fringilla nec urna nec, lacinia ultrices turpis. Morbi rhoncus tincidunt urna, et mollis eros porttitor ut. Integer ut sem ac leo dictum convallis. Nunc aliquet libero risus, quis
ullamcorper orci rhoncus vel. Sed suscipit quam consequat sollicitudin volutpat. Sed hendrerit ante leo, ac tincidunt lorem porta a.

Integer vel dictum justo, et consequat sem. Aliquam aliquam libero sed lacus imperdiet consequat. Integer aliquet nibh eros, vel ullamcorper ipsum luctus a. Suspendisse
faucibus placerat commodo. Fusce tortor dui, blandit id odio vitae, faucibus sodales lectus. Duis gravida, nulla ut rutrum bibendum, mauris ipsum iaculis lectus, eu iaculis metus
mi non odio. Quisque aliquam, magna nec vulputate euismod, leo sem ultricies risus, in vehicula ex arcu id nibh. Ut in sollicitudin ex, at venenatis velit. Nunc luctus pharetra
neque nec sollicitudin. Duis molestie nulla congue mattis rhoncus. Sed laoreet leo vel est efficitur mattis. Donec ornare leo ut semper porta. Sed vitae purus nibh.

Morbi varius purus et nisl rhoncus mollis. Duis porttitor auctor mollis. Sed interdum nunc arcu. Sed congue dignissim suscipit. Praesent quam sapien, posuere vel facilisis ac,
placerat eget est. Morbi ullamcorper est vitae leo convallis, eu molestie eros blandit. Vivamus ut mi a tortor pellentesque vehicula sed at dolor. Vestibulum ante ipsum primis in
faucibus orci luctus et ultrices posuere cubilia curae; Nullam tristique, ligula sit amet congue egestas, risus risus faucibus dolor, vitae ornare felis risus eget est. Praesent
venenatis, leo eu sagittis interdum, turpis nisl venenatis nulla, non scelerisque orci mi ut odio. Aliquam eros leo, condimentum vitae dui vitae, rhoncus pellentesque lorem.

Who are the person(s) and organisation(s) involved?

How does the Whistleblower know about the disclosure?

Does the Whistleblower know if the disclosure will reoccur? Details of reoccurrence

® ® Lorem ipsum dolor sit amet, consectetur adipiscing elit.

Additional details and information

Nunc nec dui eget lectus vehicula rhoncus id et lorem. Nullam auctor, nulla vel fermentum molestie, elit nibh consectetur magna, sit amet ullamcorper nulla nunc eu sem.
Pellentesque placerat ligula pulvinar lacinia maximus. Suspendisse fermentum felis vitae viverra maximus. Nam elementum, metus vitae laoreet suscipit, eros ante convallis
nunc, sed dapibus orci elit efficitur mauris. Vivamus finibus congue ullamcorper. Sed et facilisis diam.

o Disclosure category: This field displays the selected disclosure category.

o Disclosure sub-category: This field displays the selected disclosure sub-category
(if applicable).

o Do you know when the disclosure occurred? If “Yes” is selected, this field will
display the date that the disclosure took place, as reported by the Whistleblower.

o Where did the disclosure occur? This field will indicate the place where the
disclosure took place, as reported by the Whistleblower.

o Disclosure description: This field will provide a detailed description of the
disclosure, as provided by the Whistleblower (sanitized by the Ethics & Fraud
Hotline).

o Who are the person(s) and organisation(s) involved? A list of person(s) and
organisation(s) involved will be listed in this field, if applicable.

o How does the Whistleblower know about the disclosure? This field will provide
information on how the Whistleblower knows about the disclosure.

o Does the Whistleblower know if the disclosure will reoccur? If “Yes” is selected
the reoccurrence details will be displayed in the Details of reoccurrence field.

o Additional details and information: Client specific questions will be displayed and
answered in this field as well as any additional details and information, as
provided by the Whistleblower.
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Internal Reference Number

This sub-section will be used by Client Recipients to add an internal reference number
to the disclosure. The Ethics & Fraud Hotline will not populate this field as it is for the
sole purpose of the Client (for internal/office use).

Internal Reference Number

Client Recipient internal reference number

1200426

Has the disclosure been resolved?

This sub-section enables the Recipient to resolve (close) a disclosure.

Has the disclosure been resolved?

Has the disclosure been resolved?
@ Yes * No

If the disclosure has not yet been resolved, the Recipient can provide feedback to the
Whistleblower in this field, for example if further investigation is required or if the
disclosure will be referred to an Investigator for investigation.

To mark the disclosure as resolved, select “Yes” and click the Update button.

Relevant Investigator

The Relevant Investigator sub-section enables the Client Recipient to send the
disclosure to a Client Investigator/s to investigate the disclosure further, if applicable.
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Relevant Investigator

Will the disclosure be sent for investigation?

@ Yes * No

Role Name & Surname

Ethics Officer John Doe

Assigned

If “Yes” is selected, the table of registered Client Investigators are displayed. The
Client Recipient can select and send the disclosure to multiple Investigators by
selecting the Investigator/s and clicking the Send button.

Re-assigning an Investigator

If a Client Recipient has assigned the disclosure to the incorrect Client Investigator or
wish to assign the disclosure to another Client Investigator, it can be done on the Client
Recipient Dashboard, under the Unresolved section.

Unresolved

Feedback 'V  Reference Number Category Received Date Resolved
815490 Misconduct 2021-04-23 Unresolved
032861 Client Specific Category 2021-04-23 Unresolved
135443 Unethical Behaviour 2021-04-23 Unresolved

267270 Client Specific Category 2021-04-23 Unresolved

Resolved Date Age (Days) '+ Report View

3

3

3

Reassign

Navigate to the disclosure that you would like to assign (reassign) to a Client

Investigator and click on the Reassign button.

Reassign disclosure

Level Role Name & Surname  Assigned

1 Ethics Officer  John Doe v

Advance Call Ethics & Fraud Hotline Solution Software: User Manual
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Select (de-select) the applicable Client Investigator(s) and click on the Send button.

4.3.2 Feedback Tab

Disclosure Details Feedback Documents

Disclosure Feedback

On the Feedback Tab, the Client Recipient will be able to view feedback that all users
have provided on the disclosure (in chronological order). The Client Recipient will also
be able to add feedback to the disclosure.

Disclosure Details Feedback Documents

Disclosure Feedback

All feedback (from all users) will be date and time stamped and listed in chronological

2019-06-04 11:42:03 - Client Recipient
More feedback provided here

2019-06-04 12:05:12 - Client Investigator

Investigator provided feedback here

2019-08-04 12:05:29 - Client Investigator
More feedback from Investigator

2019-06-04 12:08:54 - Client Investigator

Feedback to be typed here..

Feedback can be added by typing it into the feedback bar and clicking on the Submit
Feedback button.

I | <
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Request Disclosure Feedback (Flag Disclosures)

If the Client Recipient feels that the feedback requested for a disclosure is urgent, the
disclosure can be flagged.

© Request Disclosure Feedback

You can flag a disclosure with a feedback notification by clicking on ([FjiBEscRES
You can dismiss any disclosure feedback notifications by clicking on 'Dismiss Notification

You can add feedback, flag or dismiss feedback notifications by clicking on (MereOptions

Feedback © Documents

Disclosure Feedback

2021-04-26 12:10:49 - Client Recipient

Additional information is required for investigation into the disclosure.

Disclosures that are flagged will be marked with an “information” icon and will be
displayed at the top of the Unresolved section on the Client Recipient Dashboard. The
Ethics & Fraud Hotline will also receive an email when a Client Recipient flags a
disclosure.

Unresolved

Feedback v  Reference Number Category Received Date Resolved Resolved Date Age (Days) ¥ Report View Reassign
i ] 032861 Client Specific Category 2021-04-23 Unresolved 2
815490 Misconduct 2021-04-23 Unresolved 2
135443 Unethical Behaviour 2021-04-23 Unresolved 2

267270 Client Specific Category 2021-04-23 Unresolved

Once the requested information has been addressed, the flag/notification can be
dismissed.

© Request Disclosure Feedback

You can flag a disclosure with a feedback notification by clicking on (FgiDissisurs)

‘You can dismiss any disclosure feedback notifications by clicking on 'Dismiss Notification

You can add feedback, flag or dismiss feedback notifications by clicking on (Mare Options
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4.3.3 Documents Tab

Disclosure Details Feedback Documents

The documents tab contains all documents that have been added by all users
(Whistleblower, Client Recipient, Client Investigator, etc.) as proof/evidence of the
disclosure.

Existing Documents

Existing Documents

File Name File Description Upload Date Download Delete

Whistleblower Proof Document.docx Whistleblower Proof 2021-04-23 12:20

Showing 1 to 1 of 1 entries

All existing documents can be viewed (downloaded) under the Existing Documents
sub-section, by clicking on the Download button.

Upload Document

The Client Recipient will also be able to add documents to the disclosure (for all other
users to have access to). This could for example be a report of the investigation or
any other information that you would like to add to the disclosure.

Upload Document

Document Description

Client Recipient Document]

[\, LTS {(-W Client Recipien...ocument.docx

Upload Document

To upload a document, follow these steps:

o Click on “Choose File”, navigate to the document/s that you would like to upload
and click upload.

o Provide a document description

o Click on “Upload Document”.
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As soon as the documents have successfully been uploaded, they will appear in the
Existing Documents sub-section.

Existing Documents

File Name File Description Upload Date ¥ Download Delete

Client Recipient Document.docx Client Recipient Document 2021-04-26 12:16

Whistleblower Proof Document.docx Whistleblower Proof 2021-04-23 12:20

Showing 1 to 2 of 2 entries

4.4 Resolving a Disclosure

If a disclosure has been sent to a Client Investigator for investigation and that Client
Investigator adds any information on the disclosure (feedback on the comment field or
additional documentation) the Client Recipient will receive a notification as per
preferred method of communication (SMS/Email/None).

Dear John Doe,

The Client Investigator has added new information on disclosure 032861.

Should you wish to view the additional details and resolve the disclosure (if
applicable), please use the following link:

The disclosure can be accessed by following the link:

| Feedback on the disclosure |

Kind regards,
The Ethics & Fraud Hotline.

In order to log into the Ethics & Fraud Hotline Solution Software to view the feedback
and resolve (close) the disclosure, click on the Feedback on the disclosure button and
log in using your Username, Password and Two-factor Authentication Code.

After you are satisfied with the feedback received on the disclosure and would like to

mark the disclosure as resolved, it can be done on the Disclosure Details Tab, under
the Has the disclosure been resolved? sub-section.
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To resolve a disclosure, select “Yes”, add a comment (if applicable) and click on the

Update button.

Has the disclosure been resolved?

Has the disclosure een resclved?
* Yes @ No

Hello Recipient 1 Logout

As soon as the disclosure has been resolved, it will move from the Unresolved section
to the Resolved section on the Client Recipient Dashboard.

Resolved

Reference Number Category Received Date Resolved

032861 Client Specific Category 2021-04-23 Resolved

4.5 Downloading a Disclosure Report

Resolved Date Age (Days) Report &  View Reassign

2021-04-26 3

To download a Disclosure Report, navigate to the disclosure using the reference
number and search bar. This can be done in the Unresolved or Resolved section on

the Client Recipient Dashboard.

Once the disclosure has been located, click the PDF report button to download the

Disclosure Report.
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Unresolved

Feedback '+ Reference Number Category Received Date Resolved Resolved Date Age (Days) ¥ Report View Reassign

815490 Misconduct 2021-04-23 Unresolved 3

135443 Unethical Behaviour 2021-04-23 Unresolved 3

267270 Client Specific Category 2021-04-23 Unresolved 3

908510 Corruption 2021-04-23 Unresolved

Password required

This document is password-protected. Please enter a password.

The Disclosure Report is encrypted with a password. To open the Disclosure Report,
enter the 6-digit reference number of the disclosure and click on the Submit button.

"I’Advance Call

Disclosure Report Ethics & Fraud Hotline

Disclosure Reference Number: 815490
Disclosure Recieved Date: 2021/04/23
Disclosure Recieved Time: 12:22
Disclosure Channel: WhatsApp
Client Internal Reference Number: N/A

Group Disclosure: N/A

4.6 Group Disclosure

To create a Group Disclosure (from the Client Recipient dashboard), click on the
Create group disclosure button.
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Group Disclosures

Reference Number Title Date Created Resolved Resolved Date Age (Days) Disclosure Count

G07636 ABC Company Group Disclosure 2021-04-26 Unresolved 0 8

Create group disclosure

Create New Group Disclosure

Title

ABC Company Group Disclosure

Summary

This is a group disclosure to provide simultaneous feedbac

Create a Title and Summary for the Group Disclosure and click on the Create button.
4.6.1 Group Disclosure Sections

Group Disclosure Details

Group Disclosure Details

Group Disclosure Reference Number Title

G07636 ABC Company Group Disclosure

Created Date Created Time Summary

2021-04-26 ] 01:31 PM 3 This is a group disclosure to provide simultaneous feedback

Resolve Group Disclosure Update

The Group Disclosure Details section provides technical information on the Group
Disclosure.

o Group Disclosure Reference Number: This is the unique 6-digit number that is
randomly generated and assigned to each group disclosure.
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o Title: This field displays the group disclosure title, as created by the Client
Recipient.

. Created Date: This field displays the date when the group disclosure was created
by the Client Recipient.

o Created Time: This field displays the time when the group disclosure was created
by the Client Recipient.

o Created time: This field displays the time that the disclosure was received at the
Ethics & Fraud Hotline.

o Summary: This field displays a summary of the group disclosure, as created by
the Client Recipient.

These details can be updated by changing the various fields and clicking on the
Update button.

The Group Disclosure can also be resolved (closed) under this section, by clicking on
the Resolve Group Disclosure button.

Disclosures In Group

Disclosures In Group

Reference Number M Category Received Date Resolved Resolved Date Age (Days) Resolve

No data available in table

The Disclosures in Group section displays all the disclosures that is added to the
Group Disclosure.

The following fields are displayed in the Disclosures In Group section:

. Reference Number: This is the unique 6-digit number that is randomly generated
and assigned to each disclosure.

o Category: This is the selected disclosure category.

o Received Date: This field displays the date when the disclosure was received at
the Ethics & Fraud Hotline.

o Resolved: This field indicates whether or not the disclosure has been resolved.

o Resolved Date: This field displays the date when the disclosure was marked as
resolved, if applicable.
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J Age (Days): This field displays the number of days that the disclosure has been
unresolved. If this disclosure age goes over 21 days and feedback has not yet
been provided to the Whistleblower, it will be highlighted in red.

. Report: Click on the button to download the disclosure report in PDF format.

o View: Click on the button to view and edit the disclosure with feedback, additional
documentation, etc.

o Resolve: Click on the button to resolve the disclosure.

To add or remove disclosures to the Group Disclosure, click on the Add/Remove

Disclosures button.

Update Disclosures

Reference
Number

032861

135443

267270

Category

Client Specific
Category

Unethical Behaviour

Client Specific
Category

Received
Date

2021-04-23

2021-04-23

2021-04-23

Resolved

Resolved

Unresolved

Unresolved

Resolved
Date Grouped

2021-04-26 [ ]

Update . Close

This will open a window with all the disclosures that have been assigned to the Client
Recipient (including all unresolved and resolved disclosures). The Client Recipient
can select all the disclosures that should be added to the Group Disclosure and click
on the Update button.
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Disclosures In Group

Reference Number T Category Received Date Resolved Resolved Date Age (Days) Report View Resolve

135443 Unethical Behaviour 2021-04-23 Unresolved 3 Resolve
267270 Client Specific Category 2021-04-23 Unresolved 3 Resolve

815490 Misconduct 2021-04-23 Unresolved 3

Resolve Multiple Disclosures Add { Remove Disclosures

All selected disclosures will then be listed in the Disclosures In Group section. Each
individual disclosure can be viewed here, by clicking on the View button or resolved,
by clicking on the Resolve button.

To resolve multiple disclosures simultaneously, click on the Resolve Multiple
Disclosures button.

Resolve Multiple Disclosures

Reference Number ™ Category Received Date Resolved Resolve

135443 Unethical Behaviour 2021-04-23 Unresolved O

267270 Client Specific Category 2021-04-23 Unresolved

815490 Misconduct 2021-04-23 Unresolved

Resolve Selected Close

This will open a window with all the unresolved disclosures that have been added to
the Group Disclosure. The Client Recipient can select all the disclosures that should
be resolved and click on the Resolve Selected button to resolve the selected
disclosures.

A select all function is also available in this window, if all disclosures should be
resolved simultaneously.
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Disclosures In Group

Reference Number 1  Category Received Date Resolved Resolved Date Age (Days) Report View Resolve

135443 Unethical Behaviour 2021-04-23 Unresolved 3 Resolve

267270 Client Specific Category 2021-04-23 Resolved 2021-04-26 3

815490 Misconduct 2021-04-23 Resolved 2021-04-26 3

Resolve Multiple Disclosures Add | Remove Disclosures

The disclosures will still appear in the Disclosures In Group section, but will be shown
as resolved.

Group Disclosure Feedback

In order to provide feedback to all disclosures in the Group Disclosure simultaneously,
the Client Recipient will navigate to the Group Disclosure Feedback section.

Group Disclosure Feedback

e |

The Client Recipient can add feedback in the field and click on the Submit Feedback
button.

Any feedback that was captured in this field will be displayed in the individual
disclosure’s feedback tab.

Disclosure Details Documents

Disclosure Feedback

2021-04-26 13:52:04 - Client Recipient

This is the feedback that was added to the Group Feedback.

It is important to note that feedback captured in the Group Disclosure Feedback
section will only be sent to unresolved disclosures in the Group Disclosure. Even
though resolved disclosures can form part of a Group Disclosure, they will not receive
the Group Disclosure feedback, unless they have been marked as unresolved (if this

Advance Call Ethics & Fraud Hotline Solution Software: User Manual 25



is the case and a disclosure should be changed from resolved to unresolved, kindly
contact the Ethics & Fraud Hotline Call Centre Manager).

4.6.2 Resolving a Group Disclosure
To resolve a Group Disclosure, the Client Recipient should navigate to the Group

Disclosures section on the Client Recipient Dashboard and click on the View button to
open the Group Disclosure.

Group Disclosures

Reference Number Title Date Created Resolved Resolved Date Age (Days) Disclosure Count

G07636 ABC Company Group Disclosure 2021-04-26 Unresolved 0 3

Create group disclosure

Under the Group Disclosure Details section, the Client Recipient should then click on
the Resolve Group Disclosure button.

Group Disclosure Details

Group Disclosure Reference Number Title

G07636 ABC Company Group Disclosure

Created Date Created Time Summary

2021-04-26 ® 01:31 PM O] This is a group disclosure to provide simultaneous feedback

Resolve Group Disclosure Update

Are you sure you want to resolve this group disclosure with

reference number "G07636"?

A notification will pop-up, asking the Client Recipient if he/she is sure that the Group
Disclosure should be resolved. To resolve the Group Disclosure, click on the OK
button.
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It is important to note that a Group Disclosure can only be resolved once all individual
disclosures in the Group Disclosure have been resolved.

One the Group Disclosure has been resolved it will appear as resolved in the Group
Disclosures section on the Client Recipient Dashboard.

Group Disclosures

Reference Number Title Date Created Resolved Resolved Date Age (Days) Disclosure Count

G07636 ABC Company Group Disclosure 2021-04-26 Resolved 2021-04-26 0 3

The Group Disclosure details can still be viewed by clicking on the View button, but
no additional information can be added to the Group Disclosure. The Client Recipient
will also no longer be able to send feedback to the individual disclosures when the
group disclosure has been resolved.

If a Group Disclosure has been incorrectly resolved, kindly contact the Ethics & Fraud
Hotline Call Centre Manager.
5. INVESTIGATOR DASHBOARD

The Client Investigator Dashboard consists of a single section, namely To be
investigated.

To be investigated

Client Reference Number Category Received Date Resolved Resolved Date Report ¥ View

ABC Company 032861 Client Specific Category 2021-04-23 Unresolved
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The To be investigated section lists all disclosure that have been assigned to the Client
Investigator for investigation.

The search function at the top of the section can be used to search on any information
within the table (dynamic search function) and will filter the disclosures for applicable
information.

The following fields are displayed for each disclosure:

o Client: This field displays the name of the organisation for which the disclosure
has been captured (this is displayed because a single Investigator can be
assigned disclosures from multiple organisations).

o Reference Number: This is the unique 6-digit number that is randomly generated
and assigned to each disclosure.

o Category: This field displays the selected disclosure category.

o Received Date: This field displays the date when the disclosure was received at
the Ethics & Fraud Hotline.

o Resolved: This field indicates whether or not the disclosure has been resolved.

o Resolved Date: This field displays the date when the disclosure was marked as
resolved, if applicable.

o Report: Click on the button to download the disclosure report in PDF format.

o View: Click on the button to view and edit the disclosure.

5.1 Notification of Disclosure
When a disclosure has been assigned to a Client Investigator, the Client Investigator

will receive a notification as per preferred method of communication
(SMS/Email/None).
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Dear John Doe,

Disclosure 032861 captured on 2021/04/23 12:18:41 PM has been sent to you for
investigation.

You are asked to pay special attention to the information and material contained
in the disclosure. Please keep in mind that Whistleblowers often expose
themselves to high personal risks in the interest of the public and therefore the
material provided within this disclosure should be considered to be of high
importance.

The disclosure can be accessed by following the link:

Feedback on the disclosure

Kind regards,
The Ethics & Fraud Hotline.

In order to log into the Ethics & Fraud Hotline Solution Software to view and start
investigating the disclosure, click on the Feedback on the disclosure button and log in
using your Username, Password and Two-factor Authentication Code.

Once logged in, the disclosures assigned to you will be displayed on the Client
Investigator Dashboard under the To be investigated section.

To be investigated

Client Reference Number Category Received Date Resolved Resolved Date Report ¥ View

ABC Company 032861 Client Specific Category 2021-04-23 Unresolved
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5.2 Disclosure Feedback and Tabs

In order to view and provide feedback on a disclosure, click on the View button to open
the disclosure.

To be investigated

Client Reference Number Category Received Date Resolved Resolved Date Report ¥ View

ABC Company 032861 Client Specific Category 2021-04-23 Unresolved

Once the disclosure has been opened, there are three tabs where information will be
displayed, namely:

Disclosure Details Feedback Documents

o Disclosure Details: this tab displays all the details of the disclosure and is read-
only to the Client Investigator.

o Feedback: this is where feedback from all parties can be viewed (Consultant,
Recipient, Investigator, Whistleblower, etc.) and additional feedback can be
captured.

o Documents: this is where the documents (evidence) can be viewed and where
additional documents can be added.

5.2.1 Disclosure Details Tab
On the Disclosure Details Tab, the Client Investigator will be able to view all the
information that was captured for the disclosure. All the fields will be in read-only

format and the Client Investigator will not be able to edit any of the details captured.

Refer to section 4.3.1 for a detailed description on all the fields that will be displayed
in this section.

522 Feedback Tab

Disclosure Details Feedback Documents
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On the Feedback Tab, the Client Investigator will be able to view feedback that all
users have provided on the disclosure (in chronological order).

Disclosure Details Feedback Documents

Disclosure Feedback

2021-04-26 12:10:49 - Client Recipient

Additional information is required for investigation into the disclosure.

The Client Investigator will also be able to add feedback to the disclosure, for example
an update of the investigation into the disclosure. Feedback can be added by typing it
into the feedback bar and clicking on the Submit Feedback button.

I | <

Disclosure Details Feedback Documents

Disclosure Feedback

2021-04-26 12:10:49 - Client Recipient

Additional information is required for investigation into the disclosure.

2021-04-26 12:38:49 - Client Investigator

Investigator feedback provided regarding the investigation into the disclosure

523 Documents Tab

Disclosure Details Feedback Documents

The documents tab contains all documents that have been added by all users
(Whistleblower, Client Recipient, Client Investigator, etc.) as proof/evidence of the
disclosure.
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Existing Documents

Disclosure Details Feedback Documents

Existing Documents

File Name File Description Upload Date Download Delete

Client Recipient Document.docx Client Recipient Document 2021-04-26 12:16

Whistleblower Proof Document.docx Whistleblower Proof 2021-04-23 12:20

All existing documents can be viewed and downloaded under the Existing Documents
sub-section.

Upload Document

The Client Investigator will also be able to add documents to the disclosure (for all
other users to have access to). This could for example be an investigation report or
any other information that you would like to add to the disclosure.

Upload Document

Document Description

Client Investigator Document

Choose file ]Clienl Investig...Document.docx

To upload a document, follow these steps:

o Click on “Choose File”, navigate to the document/s that you would like to upload
and click upload.

o Provide a document description

o Click on “Upload Document”.

As soon as the documents have successfully been uploaded, they will appear in the
Existing Documents sub-section.
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Existing Documents

File Name File Description Upload Date Download

Client Investigator Document.docx Client Investigator Document 2021-04-26 12:42

Client Recipient Document.docx Client Recipient Document 2021-04-26 12:16

Whistleblower Proof Document.docx Whistleblower Proof 2021-04-23 12:20

5.3 Downloading a Disclosure Report

To download a Disclosure Report, navigate to the disclosure using the reference
number and search bar.

Once the disclosure has been located, click the PDF report button to download the
Disclosure Report.

To be investigated

Client Reference Number Category Received Date Resolved Resolved Date

ABC Company 815490 Misconduct 2021-04-23 Unresolved

Password required

This document is password-protected. Please enter a password.

The Disclosure Report is encrypted with a password. To open the Disclosure Report,
enter the 6-digit reference number of the disclosure and click on the Submit button.
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'lll Advance Call

Disclosure Report Ethics & Fraud Hotline

Disclosure Reference Number: 815490
Disclosure Recieved Date: 2021/04/23
Disclosure Recieved Time: 12:22
Disclosure Channel: WhatsApp
Client Internal Reference Number: N/A

Group Disclosure: N/A

6. REPORTS DASHBOARD
6.1 Dashboard Sections

The reports dashboard will display information on all the disclosures captured for the
date range selected as well as the total disclosures to date.

Disclosure Categories Disclosure Sub-Categories

Number of Disclosures

g
g
3
3
é

Disclosure Channels Disclosure Status

Number of Disclosures
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Disclosure Anonymity Status Disclosure Language

The following reports can be selected and downloaded on the Client Contact Person
for Reporting Dashboard:

o Client Report

All Client Reports

Disclosure Resolved Status
Disclosure Categories
Disclosure Sub-categories
Disclosure Channels
Disclosure Anonymous Status
Disclosure Language.

o O O O O O O

[ A GlentRoports | g 2eapiizoz1  [Ef o |

Disclosure Resolved Status
Disclosure Categories
Disclosure Sub-Categories
Disclosure Channels
Disclosure Anonymous Status

Disclosure Sub-Categories

o Disclosure Summary Report (PDF and Excel).

Download Client Report Download Disclosure Summary Report (PDF) Bi Download Disclosure Summary Report (Excel)
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6.2 Client Report
The Client Report will display all details filtered on the Reporting Dashboard. The
Client Report could be for all details or selected details (for example only for the

Disclosure Categories).

A Client Report can be downloaded by clicking on the Download Client Report button.

B Download Client Report B8 Download Disclosure Summary Report (PDF) B Download Disclosure Summary Report (Excel)

An example of a Client Report follows.
6.3 Disclosure Summary Report

The Disclosure Summary Report will display a summary of all disclosures captured for
the selected date range and will include into the following fields:

° Disclosure Received Date
° Reference Number

o Internal Reference Number
. Group Disclosure
. Category

. Sub-category

o Status (Resolved / Unresolved)
o Date Resolved

o Days Taken to Resolve.

A Disclosure Summary Report can be generated and downloaded in PDF and/or Excel
by clicking on the various Download Disclosure Summary Report buttons.

Download Client Report Download Disclosure Summary Report (PDF) Bi Download Disclosure Summary Report (Excel)

An example of a Disclosure Summary Report follows.
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Client Report
ABC Company
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4
ABC Company Ethics & Fraud Advance Call
Hotline

1 April 2021 - 26 April 2021
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ABC Company Ethics & Fraud Advance Call
Hotline
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Disclosure Summary Report
ABC Company
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' //4
ABC Company Ethics & Fraud Hotline Advance Call
Disclosure Summary Report

. Internal

Disclosure Reference Group Days Taken to
Received Date Number Rlszeni::)'::'e Disclosure Category Sub-Category Status Date Resolved Resolve
2021/04/23 135443 N/A G07636 Unethical N/A Resolved 2021/04/26 4
Behaviour
2021/04/23 032861 N/A N/A C"g:tsgp;;'f'c Sub-category 1|  Resolved 2021/04/26 4
2021/04/23 908510 N/A N/A Corruption N/A Unresolved NA NA
2021/04/23 815490 1200426 G07636 Misconduct N/A Resolved 2021/04/26 4
2021/04/23 267270 NIA G07636 C“ggtfgp;;'f'c Sub-category 2|  Resolved 2021/04/26 4
T. SAFTUNE-EX '
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