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Annex 1 –  

Using the Whistleblowing platform - 

Instructions for whistleblower 
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1 Entering a report  

The institutional website of the Parent Company Itema SpA contains a section dedicated to 

handling reports of offences.  

Within this section there is a direct link to the platform adopted by the Italian Itema Group 

Member Companies (also accessible through the link 

https://itemagroup_whistleblowing.keisdata.it ). 

The Whistleblower can enter his/her report by clicking on the appropriate “button” and 

following the instructions of the platform.  

The insertion of a new report consists of 8 steps and most of them do not require entering 

information. 

 

 

 

Important: once a report has been entered, the Whistleblower must periodically check for 

updates on the report itself as this reporting channel does not provide for any email to be 

sent to the Whistleblower. 

 

1.1 Step 1. (mandatory information) 

The Company subject-matter of a report entry is selected in this step. 

CLICK TO START THE 

REPORTING PROCESS 
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1.2 Step 2 (mandatory information) 

Choice of the Direct or Alternative Channel (= group of people who will be able to manage 

the report). 

1.1 SELECT THE COMPANY 

CONCERNED BY THE REPORT 

 

1.2 CONFIRM THE 

ACKNOWLEDGEMENT 

OF THE INFORMATION  1.3 CLICK TO CONTINUE TO 

THE NEXT STEP 
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1.3 Step 3 (mandatory information)  

Selection of the category to which the Whistleblower belongs and choice, at the discretion 

of the Whistleblower, of one or more breaches in which the Company is incurring 

 

 

CHOOSE WHETHER THE 

REPORT SHOULD BE HANDLED 

BY FOLLOWING THE DIRECT 

CHANNEL OR THE ALTERNATIVE 

CHANNEL 

CLICK TO CONTINUE TO 

THE NEXT STEP 

CLICK TO CONTINUE TO THE 

NEXT STEP 

SELECT 

WHISTLEBLOWER 

CATEGORY 

DESCRIBE THE 

OBJECT OF THE 

BREACH USING THE 

PRESET FIELDS 
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1.4 Step 4 (non-mandatory but recommended information) 

The Whistleblower may indicate the Processes involved in the report and the names of the 

subjects involved; these may in any case be included in step 5, the focus of the report, in 

the vacant text provided or in the audio message. 

 

 

 

1.5 Step 5 (mandatory information) 

It is the crucial point of the report where the Whistleblower describes the event; the 

description can be made through one of the following methods: 

o vacant text (default) 

o audio message 

 

IDENTIFY THE AREA/BUSINESS 

PROCESS IN WHICH THE BREACH 

OCCURRED 

INDICATE THE DETAILS 

RELATING TO THE 

SUBJECTS INVOLVED IN 

THE REPORT 

CLICK TO CONTINUE TO THE 

NEXT STEP 
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vacant 
text 

 

Audio 
message 

 
 

1.6 Step 6 (non-mandatory information)  

The Whistleblower has the option to attach documents 

FLAG THIS POINT IF YOU WANT TO ENTER 

THE DESCRIPTION OF THE REPORT USING 

THE AUDIO RECORDING (VOICE MESSAGE)  

!!! THE VOICE IS NOT MODIFIED 

CLICK ON THE MICROPHONE 

SYMBOL TO START RECORDING.  

NB: GIVE ANY CONFIRMATION TO 

THE USE OF THE MICROPHONE 

SHOULD THE BROWSER 

REQUEST IT 

CLICK TO CONTINUE TO THE 

NEXT STEP 

IF YOU WANT TO DESCRIBE THE 

REPORT USING THE VACANT TEXT, 

START WRITING IN THE 

APPROPRIATE SPACE 

CLICK TO CONTINUE TO THE 

NEXT STEP 
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1.7 Step 7 (non-mandatory information) 

The Whistleblower may give indications on the existence of documentation present in the 

company and useful for reporting  

 

 

CLICK ON ADD TO ADD ANY 

USEFUL DOCUMENTS FOR THE 

ANALYSIS OF THE REPORT 

CLICK TO CONTINUE TO THE 

NEXT STEP 

USE THESE FIELDS TO INDICATE WHERE AND 

HOW YOU CAN FIND ANY DOCUMENTS TO 

SUPPORT THE REPORT 

INDICATE IF THE BREACH HAS ALREADY 

BEEN REPORTED TO OTHER CORPORATE 

BODIES OR TO AN AUTHORITY  

CLICK TO CONTINUE TO THE 

NEXT STEP 
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1.8 Step 8 (mandatory information) 

This is the final step and the Whistleblower will enter his/her references. 

IMPORTANT: the dialogue with the company continues officially through using the same 

link used to open the report. The Whistleblower shall periodically check the progress of 

his/her report. 

 

 

2 Sending the report 

The Whistleblower will receive in real time a code and a key, which uniquely identify his/her 

report. 

The code and key must be kept by the Whistleblower in order to check the progress of the 

report and the Whistleblower must open a new report if they are lost. 

If he/she wishes to, the Whistleblower may obtain a summary document of the Report just 
inserted. 
Important: this report is only available at this stage of the reporting process. 
 

 

ENTER YOUR IDENTIFICATION AND 

CONTACT DETAILS 

CLICK TO CONFIRM THE 

INFORMATION ENTERED 

AND START THE REPORT 

MANAGEMENT PROCESS 
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3 Access to a previously entered alert 

To check the progress related to the management of a previously entered report, the 

Whistleblower must have the relevant code and identification key of the report. 

The whistleblowing report can be accessed through the link on the Company's official 

website, already used for the filing of the report.  

The initial page that opens using the link on the site allows the whistleblower to choose 

whether to file a new report, following the path indicated above or whether to enter a report 

to check its progress.  

 

 

 

 

THE PLATFORM GENERATES A CODE AND A KEY THAT IDENTIFY 

THE REPORT. THESE CODES MUST BE KEPT BECAUSE THEY ARE 

NECESSARY TO VERIFY THE PROGRESS OF THE INVESTIGATION 

AND TO COMMUNICATE WITH THE MANAGERS OF THE REPORT 

A DOCUMENT SUMMARIZING 

THE CONTENTS OF THE 

REPORT CAN BE 

DOWNLOADED.  

ENTER THE CODE AND THE 

IDENTIFICATION KEY OF THE 

REPORT GENERATED BY THE 

PLATFORM DURING THE FILING 

STAGE  

CLICK ON THE “VIEW 

THE REPORT” 

BUTTON TO ACCESS 

THE REPORT 


