
In the "Settings" tab, you can edit the whistleblower 
reporting form (sub-tab "report form").
Such a form may:

whistleblower's reporting form

▪ be anonymous
▪ include any elements you define, such as a request to 

provide whistleblower details
▪ include any elements you define, such as a request to 

provide whistleblower details with an option (the 
whistleblower decides whether to fill in the indicated 
fields)

THE WHISTLEBLOWER REPORT FORM CAN BE CREATED BY THE MAIN 
REPORT RECIPIENT AND THE ADMINISTRATOR.



Select „The whistleblower’s form" in the "Settings" tab to 
customize it to your needs.

You can edit every part of the reporting form.

Form title:

Form description:

Information for the whistleblower (gray field):

Form header:

On the whistleblower's form On your documents in the recipient panel

whistleblower's reporting form



Anonymous Form

The anonymous form is set by default. Checkboxes (selection 
buttons) are unchecked (as shown below).

whistleblower's reporting form



Optional Form

If you check the "optional" checkbox and click "save" (as 
shown below), you will get an optional form (the whistleblower 
decides whether they want to provide their details). You can 
edit the field "text when fields are optional."

whistleblower's reporting form



USTAWIENIA

Visible immediately

If you select both checkboxes and click "Save" (as shown 
below), you will receive a form with additional fields 
immediately visible.

whistleblower's reporting form



USTAWIENIA

Adding fields to the form

You can add any fields (form field, checkbox, text, link, list, 
file) and arrange them in any order using the drag-and-drop 
method. Customize the form's appearance to meet your 
organization's needs. Click "Add new item" to get started.

whistleblower's reporting form



USTAWIENIA

Types of form fields

A typical form field that allows you to ask a question (e.g., 
about the whistleblower's details). You can decide whether 
this field is mandatory to fill in (if the whistleblower does not 
complete the field, they will not be able to submit the 
report).

whistleblower's reporting form



USTAWIENIA

Checkbox (a selection field). 

You can use it, for example, to allow the whistleblower to 
consent to the processing of personal data or accept the 
terms and conditions. You can decide whether this field is 
mandatory (if the whistleblower does not check the box, 
they will not be able to submit the report).

whistleblower's reporting form



A text field. You can use it to add any text, such as an 
information clause. You can use this field like a text editor 
(e.g., to bold fonts).

Link. You can add a link to the reporting procedure or GDPR, 
for example.

whistleblower's reporting form



List. You can add any list and decide whether selecting an 
item is mandatory for the whistleblower (if they do not 
select an item, they will not be able to submit the report).

File. You can, for example, add a PDF file with the 
whistleblowing procedure or GDPR regulations.

whistleblower's reporting form



ADDING FORM FIELDS – TIPS

You can add any fields and arrange them in any order using 
the drag-and-drop method.

whistleblower's reporting form

Each time:

• Name the field or add some text.
• In some cases, you can decide whether the field is 

required for the whistleblower to fill out/check.
• Don’t forget to save the added field.

After adding the field, don’t forget to confirm the changes by 
clicking:

You can delete or edit any added field:


	Slajd 1
	Slajd 2
	Slajd 3
	Slajd 4
	Slajd 5
	Slajd 6
	Slajd 7
	Slajd 8
	Slajd 9
	Slajd 10
	Slajd 11

