PID online reporting tool
User manual

The PID online reporting tool was developed to allow public authorities to quickly and easily provide statistical
information to the NSW Ombudsman every six months as required under section 6CA of the Public Interest
Disclosures Act 1994.

It allows registered users of public authorities to:
. login securely
o submit a report to the NSW Ombudsman
o view, update and print a PDF file of the statistical information provided.

One registered person in each public authority will be able to access the PID online reporting tool by using their
email and a password. If you have been registered to submit your public authority’s statistical information to the
NSW Ombudsman and have not been given access to the PID online reporting tool, please contact the Public
Interest Disclosures Unit (PID Unit) at pid@ombo.nsw.gov.au. If the registered user for your public authority

changes, please ensure the PID Unit is notified by the previously registered user or the head of the public authority.
This user manual was developed to guide public authorities and registered users in using the tool.

Before submitting a report, please refer to Guideline C2: Reporting to the NSW Ombudsman for advice on what

information needs to be provided.

For further information, contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au or on (02) 9286 1000.
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Logging on and off

1. To access the PID online reporting tool, type the following address into your internet browser’s address bar:
https://pidreporting.ombo.nsw.gov.au.

2. The login page will appear. Enter your full email address and password. You will be shown an image and you are
required to enter the code displayed. Click ‘Login’.
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The PID online reporting toal allows public authorities to provide statistical information to the NSW Ombudsman
every six months as required under section 6CA of the Public Interest Disclosures Act 1994. Only registered users
may access this reporting tool.

If you are a registered user and have forgotten your password, please contact the NSW Ombudsman’s PID Unit at
pid@ombo.nsw.qov.au.

Need help?

s The user manual provides advice on using the PID online reporting tool.
s Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
¢ Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.

Done [ [ [ | imnternet Vo [®L0% - g

If the code that you enter for the image generated is not correct the first time, please try again. This function of the
PID online reporting tool has been designed to ensure its security and is case-sensitive.

If you have forgotten your password, your access will be revoked after three unsuccessful attempts to login. To
restore access, contact the PID Unit at pid@ombo.nsw.gov.au.

Registered users are responsible for keeping their password secure and treating it as sensitive, confidential
information. If a password is suspected to have been compromised, notify the PID Unit immediately at
pid@ombo.nsw.gov.au to change the password.
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3.

This will take you to a page listing any past reports that your public authority has submitted.

To logoff, click ‘Logoff’ in the menu on the left-hand side of the page.
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Last Accessed On: 06 Jun 2012 15:09:08
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< Logott
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Need help?

* The user manual provides advice on using the PID online reparting tool.

s Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
s Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.
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You will automatically be logged out of the PID online reporting tool after five minutes of inactivity.
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Submitting a report

1. Click ‘Create new report’ in the menu on the left-hand side of the page.
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Create new report
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No records to display.

Need help?

* The user manual provides advice on using the PID online reparting tool.

s Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
s Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.
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You will only be able to submit reports using the PID online reporting tool within 30 days after the end of reporting
periods ending on 30 June and within 45 days after the end of reporting periods ending on 31 December. If you wish

to submit a report after this period, contact the PID Unit at pid@ombo.nsw.qov.au. This should only happen in
exceptional circumstances.
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Public authority details

1. You will first be asked to provide details about your public authority. This will assist our analysis of the information

provided by public authorities.

First, select the type of public authority from the drop-down options. If you are unsure, select ‘Other’.
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* To update a report that has already been submitted, go to "Show past reports” and use the "update”
button.
Need help?

s The user manual provides advice on using the PID cnline reporting tool.
s Guideline €2: Reporting to the NSW Ombudsman provides advice on what information to report.
» Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.
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2. Select which cluster or principal department your public authority belongs to from the drop-down options. If your
public authority is a local government authority, university or does not belong to a cluster, select ‘Not part of a
cluster’.
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Create new report

Before submitting a report, please read Guideline C2: Reporting to the NSW Ombudsman, This
Logoff provides advice on what should be included in the categories of information below.

Public Authority Details Statistical Information

Type of Public Authority | An Investigating Authority / Oversight Ageney ™)

Cluster

Mot part of a cluster

Attorney General and Justice
Education and Communities
Number of Staff Family and Community Serices
Finance and Senices

Health Mext
Premier and Cabinet

Trade and Investment. Regional Infrastructure and Services
Transport

Treasury

Location

To update a report that f
buttor.

Lodate”

Need help?

+ The user manual provides advice on using the PID online reporting tool.
* Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to repart,
* Contact the NSW Ombudsman’s PID Unit at pid@omba.nsw.gov.au.
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3. Select the geographic location that your public authority operates in from the drop-down options. If you operate in
both regional or metropolitan areas, select ‘State-wide’.
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Need help?

* The user manual provides advice on using the PID online reporting tool.

* Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
* Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.
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4. Enter the number of staff in your public authority. This should reflect the total number of people who were

employed at any time during the reporting period and be rounded to the nearest whole number

When you are finished entering information about your public authority, click ‘Next’.
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button.

Need help?

* The user manual provides advice on using the PID online reporting tool.

* Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
* Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.
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a. Statistical information

1. You will then be required to provide the statistical information outlined in the Public Interest Disclosures Regulation
2011.

Ensure that the relevant reporting period is selected.
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Serious and substantial waste |
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2. Ifyou are a registered user for more than one public authority, select the relevant agency.
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e
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Mo of public officials who made public interest disclosures to your public
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Mo of public interest disclosures received by vour public authority |

Of public interest disclosures received, how many were primarily about;
Corrupt conduct
Maladministration |
Serious and substantial waste |
Government information contravention
Local government pecuniary interest contravention |

Total
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3. Enter the number of public officials who made public interest disclosures to your public authority. This must be a
whole number.
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4. Enter the number of public interest disclosures received by your public authority. This must be a whole number.
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If you enter ‘0’ for the number of public interest disclosures received in the reporting period, this will automatically
populate ‘0’ next to the number of public interest disclosures that were about each category of wrongdoing.

However, you will still be required to indicate the number of public officials who made public interest disclosures to
your public authority, the number of public interest disclosures that have been finalised in the reporting period,

whether you have established an internal reporting policy, and whether the head of your public authority has taken
action to meet their staff awareness obligations (and, if so, how).
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5. Of the public interest disclosures received, enter the number that were primarily about corrupt conduct,
maladministration, serious and substantial waste, government information contravention and local government

pecuniary interest contravention.
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Submit Report | Cancel |
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The PID online reporting tool will automatically calculate the total number of public interest disclosures by category
of wrongdoing. Before you can submit a report, this total must match the number of public interest disclosures
received by your public authority.
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6. Enter the number of public interest disclosures (received since 1 January 2012) that have been finalised in the
reporting period.

/2 NsW Dmbudsman - Public Interest Disclosure Reporting DB - Windows Internet Explorer provided by NSW OMBUDSMAN

@‘\-}' - |g, https:,l',l’pidreporting.omho.nsw.gov.au,l’(S(lqclp0552d0r.2hmpgyFU.(iu:]lFeraTthVEXmDIﬂ| ﬂ |§"?' A I}_f' Live Search

Eile  Edit Wiew

Faworites

Tools

Help

"1_:-;-‘ Favorites @ MSW Ombudsman - Public Interest Disclosure Repartin. ..

| fjﬂ B - @1 ~ Page~ Safety v Tools -

|-

3

Create new report

Lagoff

Before submitting a report, please read Guideline CZ: Reporting to the NSW Ombudsman. This
provides advice on what should be included in the categories of information below.

Puklic Autherity Details 1 Statistical Information |

Reporting Period

Agency

Mo of public officials who made public interest disclosures to vour public
authority

Mo of public interest disclosures received by vour public authority
Of public interest disclosures received, how many were primarily about:
Corrupt conduct
Maladministration
Serious and substantial waste
Government information contravention
Local government pecuniary interest contravention

Total

Have vou established an internal reporting paolicy?

Has the head of your public authority taken action to meet their staff
awareneass obligations?

{Jan 2012 - Jun 2012 x|

[NSYY CMBUDSMAN =]

U]

Mo of public interest disclosures (received since 1 Jan 2012) that have bg&n
finalised in this reporting period

No i
Mo =

Submit Report | Cancel |

-

T e

‘a v me -

PID online reporting tool: User manual

14



7. Indicate whether your public authority has established an internal reporting policy by selecting either ‘No’ or ‘Yes'.
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8. Indicate whether the head of your public authority has taken action to meet their staff awareness obligations by
selecting either ‘No’ or ‘Yes'.
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9. |If you indicate that the head of your public authority has taken action, you will be asked to select how staff have
been made aware from a list of options. You can select as many as apply.

If you select ‘Other’, please provide details in the free text field displayed.

,f_'." NSW Ombudsman - Public Interest Disclosure Reporting DB - Windows Internet Edplorer provided by NSWEIP'!BLBSM&Q ] |DI£

@‘\-}' - |g, https:,l',l’pidreporting.omho.nsw.gov.au,l’(S(lqclp0552d0r.2hmpgyFU.(iu:]lFeraTthVEXmDIﬂ| ﬂ |§"?' A I}_f' Live Search |2 =

File Edt Wiew Favorites Tools  Help

3

"\_:';-‘ Favorites @NSW Ombudsman - Public Interest Disclosure Reportin. .. iR S S @ - Page~ Safety~ Toolks - M-

Serious and substantial waste [0 -]
Government information contravention iO
Local government pecuniary interest contravention [
Total a
Na of public interest disclosures (received since 1 Jan 2012) that have been la
finalised in this reporting period |
Have you established an internal reporting policy? |Yes "I
Has the head of your public authority taken action to meet their staff Iﬂ_
awareness obligations? Yes
If so, please select how staff have been made aware:
Gt |
I posters
I postcards
™ Flyers
" purse or wallet cards
™ other office equipment
¥ other - please specify -
‘ s
Discussion at staff meetings j
=
Submit Report | Cancel |

| [T T T [ [@teret Jh v [ Haoe -

10. Click ‘Submit Report’ to save and submit your report to the NSW Ombudsman.
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Viewing, updating and printing a report

The PID online reporting tool allows you to progressively add or make changes to your report. You can do this by
updating the report that you have submitted.

You will only be able to update reports using the PID online reporting tool within 30 days after the end of reporting
periods ending on 30 June and within 45 days after the end of reporting periods ending on 31 December. If you wish
to change your report after this period, contact the PID Unit at pid@ombo.nsw.gov.au. This should only happen in
exceptional circumstances.

1. Click ‘Show past reports’ in the menu on the left-hand side of the page.

This will take you to a page listing any past reports that your public authority has submitted. You can sort this list by

clicking on ‘Agency’, ‘Submitted Date’ or ‘Reporting Period’ at the top of the page.

/2 nsw Dmbudsman - Public Interest Disclosure Reporting DB - Windows Internet Explorer provided by NSW. OMBUDSMAN = Dlﬂ

@:;v Iﬁ, https.,i,l’p\dleporting.ombo.nsw.gov‘au,i(S{xz:nFr.ixxkkrnir.’:zwqi4fpyk)F{CuQmFLdeA-yFWrmnF‘.A\J‘ubpl"'-J»’.—.il"GYHQZKyJEr,‘Gj E |5‘?' b |J‘ Live Search »r-

File Edit View Favorites Tools Help

»

| f‘-ﬁ‘. B = r.é1 + Page~ Safety - Tools~ gk~
Public Interest Disclosures
PO ..o, ool oo
mbudsman

‘,:3‘ Favorites (& NSW Ombudsman - Public Interest Disclosure Repartin..

/‘NQN South Wa[es Last Accessed On: 06 Jun 2012 16:20:19
( Show past reparts Show Past Reports
2 ort
Logoft < Agency > < Mﬁmé@@mg P'en'ob
l 29  MSW OMBUDSMAN 06 Jun 2012 Update
Need help?

+ The user manual provides advice on using the PID online reporting tool.
+ Guideline C2: Reporting to the NSW Ombudsman provides advice on what information to report.
* Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.

https:!fpidreport\ng.ombo.nsw.gov.au,l’(S(xzancjxxkkrnirZzwqj4prk)F(CugmfLDdxF\-yFjVoAnRAi_hbpM_VeIf6VH92Ky_\Erj6-29?h7SQIISlpVEi l_ l_ l_ ’_ ’_ l_ ‘0 Inkernet d | RI00% -+ ¢

2. Toview or update a report, click ‘Update’ to the right of the report or the number to the left of the report.

.f." NSW Ombudsman - Public Interest Disclosure Reporting DB - Windows Internet Explorer provided by NSW OMBUDSMAN = |:||1|

@:V" Ié. httDS:.i.l'p\dreporr_ing.ombo.nsw.gov‘au,i(S(xz:nFr.jx::kkrnir.‘:zwqi‘!fpyk)F(CuQmFLDdxA-VFWrmnP.A\_hbpM_VPiFG\'HQZKy_IErjE;j E |5‘7‘: s |\)‘7‘: Live Search R

Ele Edit W¥iew Favortes Tools Help

5 ] = »
¢ Favarites & NSw Ombudsman - Public Interest Disclosure Repnrt\n..‘l | 5 - E) - = e v page~ Safety - Tools - igh-

Public Interest Disclosures
mbudsman ot ey BB 0 NSW Ombudsman

NeW SOuth Wa[es Last Accessed On: 06 Jun 2012 16:20:19
Show past reports Show Past Reports
Create new report
Logoft Agency Submitted Date Reporting Period
L 23 DNSW OMBUDSMAN 06 Jun 2012 __Undate
Need help?

+ The user manual provides advice on using the PID online reporting tool.
* Guideline CZ: Reporting to the NSW Ombudsman provides advice on what information to report.
+ Contact the NSW Ombudsman’s PID Unit at pid@ombo.nsw.gov.au.

il‘lttps:,l'fpidrepurtmg.Umbu.nsw.guv.au,l’(S(xzancjxxkkrnirZzwuj‘tprk)F(Cu9mfLDdxF\-yFj\fUAnRF\i_hbDM_Velf6YH92Ky_\Erj6-29?h?SQIISlpVEi l_ l_ l_ ’_ ’_ l_ ‘0 Inkernet v | FA00% v g
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This will take you to the page with details about your public authority. You will receive a message if you are no
longer able to update your report because it is more than 30 days after the end of a reporting period ending on 30

June or more than 45 days after the end of a reporting period ending on 31 December. Click ‘Next’ to move to the
statistical information page.

You will again receive a message if you are no longer able to update your report. Otherwise, you can change the
information entered. Once finished, click ‘Update report’.

/2= NsW Ombudsman - Public Interest Disclosure Reporting DB - Windows Internet Explorer provided by NSW DMBLID! M = IEI|_)£I
@z-—\. = |§, https:,f,fpidreportlng.omtno.nsw.gov.auI[S(ew2pti45v0nfxf45mnr3hevnJF(quGkQDLcimIDuszyj E |§"?;, A

File Edk Wiew Favotites Tools Help

- Live Search Cadlnd

< Favorites @NSW Ombudsman - Public Interest Disclosure Reportin...l | @ Al S Sl Eé-! v Page » Safety - Tadls - @' ”
Government Information contravention |U ;l
Laocal government pecuniary interest contravention 1
Taotal 0
No of public interest disclosures (received since 1 Jan 2012] that have been |0
finalised in this reparting period
Have you established an internal reporting policy? |Yes vI
Has the head of your public authority taken action to meet their staff I__I
awareness obligations? Yes ¥
If 50, pleasg select how staff have been made aware: =
" posters
W postcards
W Flyers
" Purse or wallet cards
™ Other office equipment
¥ Other — please specify -
q 2
Discussion at staff meetings ﬂ
< Update Report |>Zancei |
Dore [T T T T T [ @nternet aov [ Ha00%m - 4
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4. To generate a PDF file of the statistical information you have entered, click ‘Print Report’ at the top of the statistical
information page. You will then be asked whether you want to open or save the PDF file

/= MS¥ Ombudsman - Public Interest Disclosure Reporting DB - Windows Internet Explorer provided by HSW. HM

3l =10l x
@_:: = I& https:,",l'pidreportlng.omtno.nsw.gov.au,l'[S(ksoutlzzlsnymWSSSrlvaaZ}F(DjIcVnHSIWZF'j|ﬁ|_‘;_f X_: I)' Live Search 'P )
File Edt Wew Favorites Tools Help
+. Favorites g S Ombudsman - Public Interest Disclosure Repaortin,.. |

ffﬁ' S 3 [ @ v Page~ Safety » Tools » @v i

@ Public Interest Disclosures =
mbudsman

Reports to NSW Ombudsman
New South Wales

(under section 6AC Public Interest Disclosures Act)

Last Accessed On: 07 Jun 2012 17:20:41
Show past reports

Report Details
Create new report

| Before submitting a report, please read Guideline C2: Reporting to the MSW Ombudsman, This
provides advice on what should be included in the categories of information below.

Lagoff

Public Authority Details Statistical Information |

Brint Report
Reporting Period

Jan 2012 - Jun 2012 7]
Agency

|nsw omBUDSMAN ] i

[ - [®Ri0% - 4

’_ ’_ ’_I_’_’_ |e.1ntemet

You can print a report at any point in time — whether or not you have submitted the information.
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