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> ChecktheReply » » AddInformation »
1. Login

1-1. Access the whistleblowing website of your company from the URL
like below.
https://1365.helpline.jp/****/****/
(**** means specific characters depending on the client)

1-2. Enter the Common ID and Common Password preliminary
announced from your company and click "Start" button.

1-1 | Global Helpiine

Englizh W

Welcome to Global Helpline

D0

D-Quest.Inc.
‘We are supporied in our corporate activities by the trust and expectations of our custemers and many others.
And in order to live up to that trust and expectation, we must keep making many efforts and taking comrective

actions every day.

If you are aware of any act that violates or may viclate compliance, please consult {report) to this helpline.

In accordance with the Whistleblower Protection Act of Japan, those who consult {or report) with us will not be
disadvantaged by the fact that they use this helpline.

* 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.

#False report or consultation fo slander or defame other person

#The content with the purpose of other misconduct

# The information prohibited from transferring to the foreign countries {e.g., military information)
#Problems that should be solved at workplace

If your report includes any of the above, you can not use this helpline.

* After submitfing your report, the Report Mumber will be displayed.

If you lose the Report Mumber, vou will not be able fo communicate (check the reply, add further information)
with the respondent of the company.

Meither reissuing nor inquiring can be accepled, so please keep the Report Mumber carefully.

<=manual=>

1 = 2 Commen ID

Commaon Password

Start

© 2021 - D-Quest Inc.
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Create New Report > Check the Reply > > Add Information >

2. Menu (to create report)

2-1. Press "Create New Report" on Menu page.

2-2. Click "Agree" button if you understand and consent to the Terms
of Use.

Global Helpline Legout

English v

If you want to submit a new report, press "Create New Report” button.

2-1

‘ Create New Report '

If you want to see the reply to your report or add further information, click the "Check the Reply / Add
Information” button

R e ] Global Helpline Logout

© 2021 - D-Quest,Inc.

Terms of Use

Please read these Terms of Use carefully before using this site. Click "Agree" button if you consent to Terms of
Use. You can dissent by pressing "l do not agree”.

D-Quest Helpline Terms of Use
These Terms of Use set forth the terms and conditions for the use of this *D-Quest - Hotline” service ( the
"Service”) provided by D-Quest, Inc. (“‘D-Quest”).

Definitions

"User Company" means an organization that has entered into a business entrustment contract with D-Quest
and has implemented the Service, regardless of whether the organization is a government or public for-profit or
non-profit entity.

"Target User" means a director, officer or employee of the User Company that has been given permission to
report a misconduct via the Service

"Reporter" means a Target User that has used the Service to report any actual or perceived misconduct.

"User Company's Common ID and Comman Password" means the credentials to be used to identify and
authenticate the User Company and Target Users. The Commaon ID and Common Password are chosen by the
User Company. The User Company should then inform Target Users of the Common ID and Commaon
Password.

Application of the terms of service.
(1) The Service is only available to Target Users who agree to comply with these Terms of Use.

Prohibited Acts
Target Users are prohibited from using the Service for defamation or any other unlawful conduct.

Suspension/Termination of the Service

D-Quest reserves the right to terminate or suspend the provision of the Service to the User Company if the
User Company or any of its Target Users breaches any provision of the business entrustment contract for the
Service or these Terms of Use.

Only Target Users who agree to the above Terms of Use may use the Service

| do not agree

@ 2021 - D-Quest,Inc.
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> ChecktheReply » » AddInformation »

3. Report Form

3-1. Describe in the report form as much information as possible.

*Items in red are required.

3-2. If you fill in "Email address" field, you can receive the email for
notifications of reply from the respondent of your company. This
email address 1s not disclosed to the respondent.

(see also "6. Notification" on page 6)

Global Helpline Logout

Create New Report

Please fill in the following report form. tems in red are required. Click "Submit” button once you complele the form.
Time of Occurrence 2 Within 3 days
) Within 1 week
) Within 1 menth
2 Within & months
O Within 1 year
2 More than 1 year
(D1t is possilbe that it could happen in the future

' Unknown

Location of occurrence Example: - Sales Depariment Section 3, Tokye Head Offic - Materials Stocking Depariment,
Shinjuku Factory

Involvement of Managers / Execufive ) None
3 - 1 Officers ) With Manager

CAGE T Eisc MR,

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

coensof your email address or your email address is incorrect.

* Please de P——— T Who was mvoed
much detail as possible in sections 1- 6.

3 How did it happen

5 Is it likely to happen again

4

\ 4 When and how did you find out

Email address to receive the notification of the response from your company (optional)

3 2 Email address

*This email address iz MNEVER disclesed fo anycne, D-Cluest, the respondent in your company, or the third persen.

22021 - D-Quest Inc.
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> ChecktheReply » » AddInformation »

4. Confirm

41 After pressing "Submit" button, the confirmation window

will appear. Click "Submit" button again to complete

creating your report.

*No submitted report can be canceled or deleted.

Are you sure you want to submit? The submitted report can not be

canceled / deleted.
4-1
@ Cancel

For security reasons, the session will automatically time out and
end after 60 minutes of inactivity.

When the session ends, you will be logged out and returned to
the 1nitial page. If the session ends while you are in the middle of
typing, all the text you have typed up to that point will be lost.

If you expect to spend a lot of time typing, we recommend that
you prepare your text data in advance.

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



> ChecktheReply » » AddInformation »
5. Completion Page and Report Number

5-1. Once you submit your report, the completion page will be displayed.
Please make a note of the Report Number (13-digit alphanumeric
characters) displayed on this page and keep it handy.

The Report Number is necessary to confirm the reply from the
respondent. Please note that this page is the only place where you can
check the Report Number.

*If the Report Number is lost, you will not be able to communicate with the
recipient (check the reply, add further information, etc.) regarding the
submitted report.

5-2. Click "Logout" after making a note of the Report Number.

Global Helpline Logout

Thank you for your submitting the report.

Thank you for your submitting the report.

The Report Number to this report is following. This Number is required to see the reply to your report and
add further information. Please save the Number and keep carefully.

001370Dhdtbhd

* Neither reissuing nor inquiring the Report
Your report has been successfully sy .
The respondent will be notified of thi Number 1S accepted.

The respondent will confirm your inferrremorremorepy o youTease S TIe TMeSSay e 0 yUnT TEpUr T TeguienTy Mo STeCR TS TSPy T
Add Information” on MENU page.

If you registered email address for notifications, you will be notified of receiving reply from the respondent. (Your email address for
notifications is NEVER disclosed to the respondent or D-Quest.)

For security reason, click "logout” upper right side of this page and close your browser after you save the Report Number.

@ 2021 - D-Quest,Inc.

*Your report is accessible to the reporter who knows its Report
Number and respondent. Please do not share your Report Number

with anyone else.

This is the end of [Create new report].

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



> Create New Report > Check the Reply > Add Information >

6. Notification

6-1. 1f you registered your email address for notifications when creating
your report (3-2, page3), you receive the notification email of reply from
the respondent with the subject "Helpline message - Notification of

reply from respondent".

Helpline message - Notification of reply from respondent

helpline_answer@helpline.jp <helpline_answer@helpline.jp> 2021588318 15:10
To:

<D-Quest Helpline>
Date of reply:8/31/2021 3:10:54 PM
The reply to the report has been registered. Please confirm from URL below.

https://i1365.helpline.jp//DQxxx/xxx/

*This email was generated automatically by the system.
*Do not reply to this email address.

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.

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



> Create New Report > Check the Reply > Add Information >

7. Menu (to check your report)
7-1.

Login from the URL in the notification email or by procedure "1-1 Login"
and press "Check the Reply / Add Information" button on Menu page.

7-2. Enter the 13-digit Report Number noted at the step of completion of

creating report (5-1 on page 5) and click "Confirm" button.

Global Helpline Logout

English v

If you want to submit a new report, press "Create New Report” button.

Create New Report

If you want to see the reply to your report or add further information, click the "Check the Reply / Add
Information” button.

7-1

‘ Check the Reply / Add Information

© 2021 - D-Quest,Inc.

Global Helpline Logout

Check the Reply / Add Information

To see the reply to your report or add further information, please enter the appropriate Report Number and click "Confirm".

Report Number

© 2021 - D-Quest,Inc.
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> Create New Report > Check the Reply > Add Information >

8. Check the reply from respondent

8-1. This page shows your report details and history of the communication

with the respondent.

Global Helpline Logout

Check the Reply / Add Information

Pleaze zee the latest message from the respendent and reply or add information. Click "Submit” button once
you fill in "Add a message” form.

(MHote 1) To protect the confidentiality of your repart, your report will be deleted from the system 30 days after
close of the reporied case.
(Mote 23 Mo more information cannot be submitted once "Status” is currently "Closad”.

Report Number 00137oDhdtbhd

Status Anzwer registered

Date of submission &31/2021 3:05:36 PM Japan Standard Time
Time of Occurrence Wiithin 1 year

Location of occurrence TEST

Involvement of Managers | Wiith Executive Officer
Executive Officers

Contents of the report 1 Contents of the report
TEST
2 Who was involved
3 How did it happen
4 When and how did you find out
S Iz it likely to happen again

6 Does anyone else know of this

Did you report to your Mo, | have not reporied it.
boss?

8 » 1 83172021 3:10:54 PM Japan Standard Time

=+ Respondent's reply

Answer

2021 - D-Cuest Inc.
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> Create New Report > > Check the Reply > Add Information

9. Add further information

9-1. You can make an additional message from "Add a message" button.
Fill in the form and press "Submit" button.

9-2. After completing submission, the page like below will appear.

Global Helpline Logout

Check the Reply / Add Information Global Helpline Logout
Please see the latest message from the respondent and reply
you fill in "Add a message” fonm. Add a message

(Mate 1) To protect the confidentiality of your report, your repor]
close of the reporied case. Please enter the further information or message and press "Submit" button. If you stop adding message, click
(Mate 23 Mo more information cannot be submitted once "Statu "Back" buttan

Report Number 00137oDhdtbhd |

»
Status Answer registered
P
9 1 Add a message ’ (@
e ———
Back

33172021 3:10:54 PM Japan Standard Time

=+ Respondent's reply
© 2021 - D-Quest,Inc.
Answer
2021 - D-Quest Inc. Are you sure you want to submit? The submitted message can not be canceled /

deleted

9=2

Global Helpline Logout

Additional information was submitted

Thank you for your adding further information.

Your Report Number is NOT changed after your submission of additional information. Please keep the Number
carefully.

The respondent will confirm your information and reply to you. Please see the message to your report regularly
from "Check the Reply / Add Information” on MENU page. If you registered email address for notifications, you
will be notified of receiving reply from the respondent. (Your email address for notifications is NEVER disclosed
to the respondent or D-Quest.)

For security reason, please click "logout” upper right side of this page and close your browser.

® 2021 - D-Quest,Inc.
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> Create New Report > > Check the Reply > Add Information

10.Completion Page

10-1. Your additional message is shown like following image.

10-2. Finally, click "Logout" and close your browser.

Global Helpline 10'2 Logout )

Check the Reply / Add Information

Please see the latest message from the respondent and reply or add information. Click "Submit" bulton cnce you fill in "Add a message” form.

(Mote 1) To protect the confidentiality of your report, your report will be deleted from the systern 30 days after close of the reported case.
{Mote 2) Mo more information cannot be submitted cnce "Status" is currently "Closed™.

Report Number 00137 oDhdtbhd

Status Mot confirmed yet

Date of submission 8/31/2021 3:05:36 PM Japan Standard Time
Time of Occurrence Within 1 year

Location of occurrence TEST

Involvement of Managers / Executive ‘With Executive Cfficer
Officers

Contents of the report 1 Ceontents of the report
TEST
2 Who was invelved
3 How did it happen
4 VWhen and how did you find out
5 Is it likely to happen again

& Does anyone else know of this

Did you report to your boss? Mo, | have not reporied it.

Add a message

8312021 3:10:54 PM Japan Standard Time
=+ Respondent’s reply

Answer

&31/2021 3:41:02 PM Japan Standard Time
1 0 = 1 4 Reporter's message

Add a message

® 2021 - D-Quest,Inc.

This is the end of [Add further information)].
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