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1. Login

1-1

1-2

P.01

Please access the URL of your company's dedicated 
"whistleblowing website ".

Enter the Common ID and Common Password preliminary 
announced from your company and click "Start" button.

1-1.

1-2.

* The images used in this manual are extracted from D-Quest 
demonstration website. The details such as title, contents or colors 
are customized for each client company.
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2. Menu (to create report)

Press "Create New Report" on Menu.

Click "Agree" button if you understand and consent to the 
Terms of Use.

2-1.

2-2.
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Describe in the report form as much information as possible.

*Items in red are required.

If you fill in “Email address for notifications" field, you can receive the 

email for notifications of reply from the respondent of your company. 

This email address is not disclosed to the respondent. (see also page 10)

3-1.

3-2. Please set up a PIN Code using only numbers and a maximum of four 

digits, and be sure to write it down and keep it with you. If you do not 

know the PIN Code and the Report Number, you will not be able to make 

an additional report or confirm the reply from the person in charge of 

receiving the report at your company (hereinafter "respondent").

3-3.

Question Items3-1

3-2

3-3

<Caution>

The notification email will not be sent if you do not enter your email address or 

your email address is incorrect.

3.  Report Form

P.03
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If you are in the middle of entering your report and want to leave the 

report form, or if you are still unsure about whether or not to report, you 

can use the "Save as Draft" function. D-Quest and the respondent will 

not be able to see what you have saved as a draft.

4-1.

Once you save your draft, the page "Your draft has been successfully 

saved" will be displayed. Please make a note of PIN Code and the Report 

Number (13-digit alphanumeric characters) displayed on this page and 

keep it handy. If the PIN Code or Report Number is lost, you will not be 

able to edit or check this report.

4-1

4-2.

4-2

You can see how to edit the draft on [8. Edit draft report] 

4. Save as draft

P.04
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After pressing "Submit" button, the confirmation page will appear. Click 

"Submit" button again to complete creating your report.

* No submitted report can be canceled or deleted.

5. Submit

P.05
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Once you submit your draft, the page "Thank you for your 

creating the report" will be displayed. Please make a note of PIN 

Code and the Report Number (13-digit alphanumeric characters) 

displayed on this page and keep it handy. If the PIN Code or 

Report Number is lost, you will not be able to communicate with 

the respondent (check the reply, add further information, etc.) 

regarding the submitted report. Please note that this page is the 

only place where you can check the Report Number.

Click "Logout" after making a note of the Report Number.

6-1.

*Neither reissuing nor inquiring the Report Number 
is accepted.

6-2.

6-2

6-1

6. Completion Page

P.06
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*The report from outside Japan will be received by the 

respondent after D-Quest has translated and processed the report.
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If you registered your email address for notifications when 

creating your report (3-3, page3), you receive the notification 

email with the subject "[NOTIFICATION] Your report has been 

accepted".

<Caution>

The notification email will not be sent if you do not enter your 

email address or your email address is incorrect.

7. Completion Email

P.07
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Enter the PIN Code (3-2 on page 3) and 13-digit Report 
Number noted at the step of completion of creating report (4-2 
on page 4) and click "See my report" button.

8-2.

Login to the whistleblowing website of your company and press 
"Edit or Delete Draft / Check the Reply / Add Information" 
button.

8-1.

8-1

8-2

8. Edit draft report

P.08
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Your draft report (page 4) is displayed like below. You can 

either edit the draft from "Edit" or delete it from "Delete the 

draft".

9-1.

9-1.

Pressing "Edit" button, [Create New Report] page (page 3) will 

be displayed again. 

You can edit or submit your report here.

9-2.

9-2.

*If you delete your draft, you cannot re-edit it.

9. Check the draft

P.09
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If you registered your email address for notifications when creating 

your report (3-3, page 3), you receive the notification email of 

reply from the respondent with the subject "[NOTIFICATION] 

You got a response to your report".

<Caution>

Be sure to check the response from the respondent.

The notification email will not be sent if you do not enter your email 

address or your email address is incorrect.

10. Notification Email

P.10
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*The response to a report from outside Japan will be notified to the 

reporter after D-Quest has translated and processed the report.
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Enter the PIN Code (3-2 on page 3) and 13-digit Report 

Number (6-1 on page 6) and click "See my report" button.

11-2.

Login to the whistleblowing website of your company and press 
"Edit or Delete Draft / Check the Reply / Add Information" 
button on Menu page.

11-1.

11. Menu (to check your report)

P.11
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The current status on your report can be confirmed at "Status" 

field.

12-1. 

This page shows your report details and history of the 

communication with the respondent.

12-2.

12. Check the reply

P.12
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If you want to add further information or response to the reply 

from your company, fill in the "Add a message" column and 

click "Submit".

13-1. 

After pressing "Submit" button, the confirmation window will 

appear. Click "OK" button to complete adding a message.

13-2.

13-2

13-1

13. Add further information

P.13
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If you want to attach a file such as an image, audio, or 

document, click "Choose File" under the "Add a message" 

column and select the file you want to attach.

14-1. 

After choosing file and pressing "Submit" button, the 

confirmation window will appear. Click "OK" button to 

complete attaching file.

14-2.

14. File Attachment

P.14

*  You can only attach one file (up to 100MB) for each additional message. If 

you wish to attach multiple files, please compress them into a zip file on 

your PC.

*  A message in "Add a message" column is required.

*  Please note that you can NOT remove your attachment once you submit it.

14-1
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*This service is not available for reports from outside Japan.
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When the "Additional information was submitted" screen 
appears, your submission is complete.

15-1. 

For security reasons, click "Logout" and close your browser.15-2. 

15-1

If you registered your email address for notifications (3-3, page 

3), you receive the notification email with the subject 

"[NOTIFICATION] Your additional information has been 

accepted".

15-3. 

15. Completion Page and Email

P.15

Create New 
Report

Check the 
Reply

Add 
Information

Edit Draft



Copyright © D-Quest, Inc.  All rights reserved.

Your message will be shown in [Update history] field.

16. Report Details Page

P.16
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