
User Manual - EnviRights reporting platform 
1. Introduction 

EnviRights reporting platform is an online platform designed to allow users to submit a report 
about violence, dangerous behavior, or possible violations related to the right to protest. 

The portal guides the user step by step through the report form. Each screen asks the user to 
enter or select specific information. 

Some fields may be mandatory. Mandatory fields are generally marked with an asterisk *. 

This manual describes the main screens available in the user flow, from accessing the platform 
to viewing the report details. 

2. Accessing the Platform 

Home page 

 

Home page 

On the home page, the user sees a general description of the EnviRights project and the purpose 
of the platform. 



The page explains that the system allows users to submit reports in a simple and protected way 
and that each report can be tracked through unique codes. 

At the top of the page, the following options are available: 

• The F.A.Q. link, to view the frequently asked questions. 
• The Log in button, to access the details of a report that has already been submitted. 

In the center of the page, the Make a report button allows the user to start a new report. 

The footer contains contact information and useful links, including the reference email address 
and the project website link. 

FAQ from the home page 

 

FAQ 

By clicking F.A.Q., a window opens with the frequently asked questions. The user can expand 
each question to read the available answers. 

Some visible questions include: 

• What facts should I report? 
• How will my anonymity be protected? 
• Who can submit a report? 



The first visible answer states that users can report incidents they become aware of that violate 
applicable regulations, the Code of Ethics, or the organization’s Anti-Corruption Policy. 

3. Accessing Report Details 

 

Access to report details 

The Show your report screen allows the user to access the details of a report that has already 
been submitted. 

To access the report, the user must enter the required information in the visible fields: 

• Report ID 
• Password 

After completing the fields, the user can press the Login button. 

If the entered data is correct, the platform opens the report details page. If the data is incorrect 
or not recognized, access may not be allowed. 

The user must use the codes and password received or set during the report submission process. 

4. Completing the Report 

The report form is organized into multiple steps. The user is guided from one screen to the next 
through buttons such as Continue, Next, Back, and Review & Submit. 



4.1 Step 1 - Identity Selection 

 

Step 1 - Choose identity 

In this screen, the user chooses whether to submit the report anonymously or by disclosing their 
identity. 

Two main options are available: 

• I want to remain anonymous, to continue anonymously. 
• I want to disclose my identity, to continue by identifying yourself. 

The available buttons are: 

• Start anonymously 
• Start by identifying yourself 

Before proceeding, there is a checkbox related to the privacy notice: 

• I have read the privacy notice and authorize the processing of my personal 
data 

The user should read the privacy notice and select the checkbox, where required, before starting 
the form. 

By clicking one of the start buttons, the system continues with the path selected by the user. 



4.2 Step 2 - Personal Information 

 

Step 2 - Personal Information 

This screen collects the user’s personal information if they have chosen to identify themselves. 

The section is named Personal Info. 

The visible fields are: 

• Name* 
• Surname* 
• Email 
• Phone 

The Name* and Surname* fields are mandatory because they are marked with an asterisk. 

The user must enter the required information in the relevant fields. Contact details, such as 
email and phone number, may be useful for any future communications, where provided by the 
platform. 

The available buttons are: 

• Back, to return to the previous step. 
• Continue, to proceed to the next step. 



4.3 Step 3 - Report Information 

 

Step 3 - Report information 

In this screen, the user enters the first information about the reported event. 

The visible fields are: 

• Date, to indicate the date of the event. 
• Place, to indicate the location of the event. 
• Country, to select the country. 
• Type of protest*, to select the type of protest. 
• Reason for the protest*, to describe the reason for the protest. 
• Actors of repression*, to select the actors of repression. 
• Details for previous question, to provide additional details about the previous 

answer. 

Fields marked with an asterisk * are mandatory. 

The user must: 



• Enter the date, place, and country of the event. 
• Select the type of protest from the available list. 
• Describe the reason for the protest. 
• Select the actors involved, if available among the options. 
• Add any useful details in the text field. 

The available buttons are: 

• Back, to return to the previous step. 
• Next, to proceed to the next step. 

4.4 Step 4 - Additional Report Information 

 

Step 4 - Report information 

In this screen, the user completes the information about the violation or reported incident. 

The visible fields are: 

• Type of violence suffered*, to select the type of violence suffered. 



• Tell us about the type of violation you suffered regarding your right to 

protest, to describe the violation suffered. 
• Did the violation of rights concern yourself or other people, to indicate 

whether the violation concerns the user or other people. 
• Attach a file, to attach a document or file, if available. 

The Type of violence suffered* field is mandatory because it is marked with an asterisk. 

The user must select the required options and describe the incident as clearly as possible. If 
available, the user can attach a file using the file selection button. 

The available buttons are: 

• Back, to return to the previous step. 
• Next, to proceed to the next step. 

4.5 Step 5 - Password Generation 

 

Step 5 - Report generate password 

In this screen, the report access details are displayed and the user must set a password. 

The section is named Report Access Details. 



The following data is visible: 

• Unique Report ID 
• Access Code 
• Password 
• Confirm Password 

The platform displays a message reminding the user to save these details in order to access the 
report later. 

The password must meet the requirements shown on the screen: 

• At least 8 characters. 
• At least one uppercase letter. 
• At least one lowercase letter. 
• At least one number. 
• At least one special character among those shown on the screen. 

Icons are available to show or hide the entered password. 

The available buttons are: 

• Back, to return to the previous step. 
• Review & Submit, to proceed with review and report submission. 

The user should carefully save the report code, access code, and password, as they may be 
needed to view the report later. 



5. Password Management 

 

Invalid password 

The password is used to protect access to the report details after submission. 

If the entered password does not meet the required criteria, or if the confirmation password does 
not match, the platform highlights the fields with a red border and displays an error icon. 

If the password is invalid, the user should: 

• Check that the password has at least 8 characters. 
• Enter at least one uppercase letter. 
• Enter at least one lowercase letter. 
• Enter at least one number. 
• Enter at least one allowed special character. 
• Repeat the same password in the Confirm Password field. 
• Check that there are no unwanted spaces or characters. 

After correcting the password, the user can press Review & Submit again. 



6. Report Submission 

 

Report submission confirmation 

After submission, the platform displays a confirmation page. 

The following message is visible on the screen: 

Your report has been successfully registered 

The platform also informs the user that the team will review the report and respond as soon as 
possible. 

Two references to save are shown on the page: 

• Report Access Code 
• Short Access Code 

The available buttons are: 

• Back to Home, to return to the home page. 
• Print, to print the page or save a copy, where supported by the browser or device used. 

The user should carefully save any codes, references, and password provided by the platform, as 
they may be needed to view the report later. 



7. Viewing the Report 

 

Report details 

After logging in, the user sees the report management page. 

The screen is divided into two main areas. 

On the left, the Report Details section shows the information entered during completion, 
including: 

• Event date, place, and country. 
• Protest type. 
• Protest reason. 
• Repression actors. 
• Details about the repression actors. 



• Type of violence suffered. 
• Description of the violation related to the right to protest. 
• Indication of whether the violation concerns the user or other people. 
• Documents section, where attachments or documents may be available. 

On the right, the Incoming Messages section allows the user to view any messages received from 
the platform. 

In the screenshot, a system message confirms that the request has been accepted by the 
system. 

There is also a field for writing a new message and a send button. An icon for a possible 
attachment is also visible, if available. 

At the top of the page, the Logout button allows the user to leave the report area. 

8. FAQ and Support 

 

FAQ 

The FAQ section contains frequently asked questions that help clarify doubts about using the 
platform and the type of information to report. 

The user can access the FAQ from the home page through the F.A.Q. link. 

Some visible questions include: 



• What facts should I report? 
• How will my anonymity be protected? 
• Who can submit a report? 

 

The visible answer to What facts should I report? states that users can report incidents 
involving violations of the right to protest or to express dissent in the context of climate activism. 

For the other questions, the user can expand the related sections by clicking the arrow, if 
available. 

9. Quick Guide 
1. Access the platform home page. 
2. Click Make a report to start a new report. 
3. Read the privacy notice and select the authorization checkbox, where required. 
4. Choose whether to proceed anonymously or by identifying yourself. 
5. Enter personal information, if required by the selected path. 
6. Complete the event information, such as date, place, country, type, and reason for the 

protest. 
7. Complete the additional information about the violation and attach any files, if available. 
8. Save the codes shown by the platform and set a valid password. 
9. Press Review & Submit and save the references shown on the confirmation page. 
10. Access the report details through Log in, entering the Report ID and password, if 

needed. 


