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Introduction 
This guide covers key tasks for staff making a Report or accessing Support articles in the Report + Support 

system. It is related to the Process User Guide called Guide to Report + Support which is linked below. 

 

The guide also applies to Third Parties – visitors, agency workers, honorary staff, external examiners, 

subsidiaries of the University of Edinburgh Group. These are individuals who are not employed by the 

University of Edinburgh but are undertaking work activities within or on behalf of the University of 

Edinburgh. 

 

Link to Process User Guide (under “R”) 

Link to Report + Support Platform - Report + Support - The University of Edinburgh 

 

Action: Report and Support is not an emergency service. If there is an immediate risk of serious harm, 
please call the emergency services on 999. 
 
Please go to the Respect at Edinburgh webpage for information and guidance on sexual harassment support, 
Report + Support link, the Dignity & Respect policy, the processes for raising and addressing concerns, and 
the support and training available.  
 

 

  

https://human-resources.ed.ac.uk/policies-guidance/user-guides
https://reportandsupport.ed.ac.uk/
https://equality-diversity.ed.ac.uk/respect
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In Brief 

This section is a simple overview and should be used as a reminder. More detailed information on each 
outcome is provided later in this guide. 
 
 

Named Report 
1. From the Respect at Edinburgh webpage click on Report + Support. 

2. Click on the relevant button if you wish to Report with your contact details or Report anonymously.  

3. Click on the “Report with your contact details” button. 

4. Select if you are a student, member of staff or visitor (required). 

5. Select who the incident happened to (required). 

6. Add your staff number (optional). You can find your staff number on your staff ID or on your payslip. 

7. Select how you wish to be contacted.  

8. Add your contact details (required).  

9. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for 
information on definitions) (required). 

10. Provide details of what happened (optional). 

11. Select where the incident happened (required). 

12. Select where the person who experienced the incident works (required). 

13. Select the relationship to you of the person who did this to you or the person you are reporting on 

behalf of. 

14. Confirm if the person holds any of the positions at the University of Edinburgh. 

15. Complete the demographic information of the person who experienced the incident (optional). 

16. What would you like to happen because of your report. 

17. Review your responses before sending the report. You can edit your responses if required. 

18. Press Send Report. 

19. Download your report (optional). 

 

Report anonymously 
1. From the Respect at Edinburgh webpage click on Report + Support. 

2. Click on the relevant button if you wish to Report with your contact details or Report anonymously. 

3. Click on the “Report anonymously” button. 

4. Select if you are a student, member of staff or visitor(required). 

5. Select who the incident happened to (required). 

6. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for 
information on definitions) (required). 

7. Provide details of what happened (optional). 

8. Select where the incident happened (required). 

9. Select the circumstances (optional). 

10. Select where the person who experienced the incident works (required). 

11. Select the relationship to you of the person who did this to you or the person you are reporting on 
behalf of. 

https://equality-diversity.ed.ac.uk/respect
https://reportandsupport.ed.ac.uk/
https://equality-diversity.ed.ac.uk/respect
https://reportandsupport.ed.ac.uk/
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12. Confirm if the person holds any of the positions at the University of Edinburgh. 

13. Select why you have reported anonymously (optional). 

14. Complete the demographic information (optional). 

15. Review your responses before sending the report. You can edit your responses if required. 

16. Press Send Report. 

17. Download your report (optional). 

 

 

Access Support 

1. Scroll down to the support articles available. 

2. Select the relevant link for further information. 

3. Select Frequently Asked Questions for the most common questions asked.  
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In Detail 
This section provides the detailed steps and includes relevant screenshots from the system. 
 

Named Report 
1. From the Respect at Edinburgh webpage click on Report + Support then click on the “Report with your 

contact details” details button 

 

 
 

2. Read information page. 

 
 

3. Select if you are a student, member of staff or visitor (required). 

4. Select who the incident happened to (required). 

https://equality-diversity.ed.ac.uk/respect
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5. Add your staff number (optional). You can find your staff number on your staff ID or on your payslip. 

6. Select how you wish to be contacted.  

7. Add your contact details (required).  
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8. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for 
information on definitions) (required). 

 
9. Provide details of what happened (optional). 

 

https://reportandsupport.ed.ac.uk/
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10. Select where the incident happened (required). 
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11. Select where the person who experienced the incident works (required). 
 

 

 
 

  

 

 

12. Select the relationship to you of the person who did this to you or the person you are reporting on 

behalf of. 

13. Confirm if the person holds any of the positions at the University of Edinburgh. 
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14. Complete the demographic information of the person who experienced the incident (optional). 
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15. Explain what would you like to happen as a result of your report. 

 
 

13. Review your responses before sending the report. You can edit your responses if required. 

 
 

16. Press Send Report. 

 
 

17. Download your report (optional). 
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 Report anonymously 
1. From the Respect at Edinburgh webpage click on Report + Support. 

 

2. Click on the “Report anonymously” button. 

 
 

3. Read information page. 

 
4. Select if you are a student, member of staff or visitor (required). 

5. Select who the incident happened to (required). 

https://equality-diversity.ed.ac.uk/respect
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6. Select the type of incident (see the Report + Support - The University of Edinburgh webpage for 
information on definitions) (required). 

https://reportandsupport.ed.ac.uk/
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7. Scroll to the bottom of the list to select continue. 

 
 

8. Provide details of what happened (optional). 
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9. Select where the incident happened (required). You can click on the campus maps link if required. The 
map will open in a new window 

 
 

10. Select the person who experienced the incident works (required). 
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18. Select the relationship to you of the person who did this to you or the person you are reporting on 
behalf of. 

 
 

11. Scroll down and confirm if the person holds any of the positions at the University of Edinburgh. 
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12. Select why you have reported anonymously (optional). 
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13. Complete the demographic information (optional). 
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14. Scroll down to the bottom of the page and select continue. 

 

15. If you decide you wish to be contacted to discuss your responses, you will need to convert your 
anonymous report to a report with contact details. Please click on the relevant link shown below. 
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16. Review your responses before sending the report. You can edit your responses by clicking on Change 
(blue text) if required. 

 
 

17. Scroll down to the bottom of the page and press Send Report. 
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18. Download your report (optional). 

 
 

Version History 
 

Version Date Description Approved By 

0.1 N/A Draft WP1, R + S Delivery Group 

1.0 01/10/2025 First Version for publication ME/SB 

 

Reviewers & Approvers 
 
Further details of the Reviewers and Approvers of this document can be found by contacting HR Process 
Improvement. Please raise a Service Request using the category Continuous Improvement. 
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