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To Make a Report: 

1. Select the department to which your complaint relates to on the right side under “Online” of the homepage: 

a. Use the dropdown box to select the department 

b. Use the second dropdown box to select the division 

c. Click on Continue  
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d. Click on the nature of the complaint 
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e. File a Report Page is next 

i. Read the statement 

ii. Click on “Terms and Conditions” to read them when finish please checkbox next to “*Yes” 

1. Any questions with a red asterisk (*) is required 

iii. You have option to make complaint anonymous or you can identify yourself 
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iv. Complaints reported are assigned a report key at the end whether it’s an identified report or anonymous report 

v. Created a password four or more characters long 

vi. Click “Submit Report” 

vii. Report key will be given immediately after report submission 

viii. Secure Report key and password to follow up in 3 business days on your report 

1. If report key and/or password is lost a new report will need to be filed 
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To Make a Report over the Phone: 

1. Call the “1-844-759-0034” number located on the right side under “Phone” of the home page 

2. Message provide options, select the desired option 

a. Option 1 – File a Report 

b. Option 2 – Follow Up on a Report 

c. Option 3 – Learn more about the system 

3. Press option 1 to file a complaint with the representative 

To Follow Up on a Report: 

1. Follow Up through the website (see screenshot on next page) 

a. Enter report key and password create when complaint was reported to sign in 

b. At time you should have a message from Equity & Inclusion Division (EID) regarding the status of your complaint 

c. You will be able to send messages directly to EID 

 

2. Follow Up over the Phone 

a. Call the “1-844-759-0034” number located on the right side under “Phone” of the home page 

i. Message provide options, select the desired option 

1. Option 1 – File a Report 

2. Option 2 – Follow Up on a Report 

3. Option 3 – Learn more about the system 

b. Press option 2 to follow up on a complaint with the representative 
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