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Welcome to your guide to the incident 

reporting page. We will guide you 

through the entire online reporting 

process. 

In this guide, you can read about: 

 How to create a written or oral 

report, 

 Access the existing report and see 

what actions have been taken, 

 Send additional information and files. 



 

                                                                                                      

Reporting page 

 

                            https://whistleblowersoftware.com/secure/Spica 

 



 
 

 

 

How to create a 

report 

Access the online reporting page on any device 
through the reporting link provided by Spica or 

through the QR code 
 
 

 

Choose your favourite language 
 

 

Click +Create a new report 
 

 

 



      

    
 

How to create a report 

You can choose whether to make a written or 

oral report. Choose if create: 

A written report 

If you want to make a written report, 

compile the data. 
 

A report in oral form 

 

If you want to create an oral 

report, click on i want to report 

orally 

 



 

                                                                                                            

A. Written report 
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A. Written report 

Fill in the required information: 

/ 

 Subject: short description of your 

report, 

 

Choose from a report 

confidential or anonymous (for further 

information click on “show more”), 

 Description: Describe the subject 

of your report in as much detail 

as possible 

Note: If you choose to make an anonymous report, make sure you 

don’t disclose your personal data from anywhere in the report. 

                                            



 
 

 

      
 

  
 

 

 

A. written report 

 Category: choose the category that best 

describes the type of event reported 

 Further questions: Other questions may 

be required or optional to complete the 

report, e.g. Your contact information 

 Documents: you can upload different 

formats e.g. PDF, images, videos. 

Note: Every trace of Metadata is 

automatically removed. 

Click on Submit once your report is 

complete 



 

                                                                                                             

B. Reporting in 
oral form 



 

 

 
 

B. Oral report 

     Click on Record audio, 

Note: your voice will be distorted to ensure 
your safety and anonymity.. 

Category: choose a category that best 

describes the type of event reported, 

Documents: you can upload different formats 

e.g. PDF, images, videos, 

Click on Submit once your report is 

complete 



 

                                                                                               

Access code 



 
 

      

 

 
 

 

 

Save your code 
access 
 
After submitting your report, do not 

forget to save your password 

Why is the code important? 

 Gives you access to your report, 

 Further communication with operators is 

possible, 

 You can check the status of your report 

and new messages.. 

How to save the access cose? 

 Copy and paste the code in a safe 

document, 

 Download it in your device 



 

                                                                                                    

Follow-up of the 

report 

 



  

 

Follow up of the report 

Go to report ing page.  

 

Click on Follow up on existing report. 

Enter the unique access code in the password 

field. This code will be generated automatically 

when you submit your report. 

Click on Go to the report. 
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Overview of your 

report 
You have now access on a page with the 

details of your report 

In this page you can: 

 Check the entire report, 

 Verify the status of your report, 

 Check who’s dealing with the reported 

event, 

 Read the messages written by the 

operetors of this case, 

 Give further information by sending 

follow-up messages or document. 



      

       

 

 

Sharing of further 

details 
 You can share more details after sending your 

report by sending a new message. 

 

When you access your report and scroll 

under Case Details, you have the possibility 

to send a new written or oral message. 

Just write a message, record an audio or 

send a document and click on the Send 

message.  

Any new message and document will be 

automatically tied to the existing report 
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