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ABSTRACT 

 
Purpose:  This Instruction transmits the Whistleblower User’s Guide for use with the 

Occupational Safety and Health Administration’s (OSHA) new Integrated 
Management Information System (IMIS) Redesign Whistleblower Web 
Application.  The Guide provides step-by-step instructions and related 
guidance for offices OSHA-wide who process OSHA discrimination data 
using the Whistleblower application.  This manual replaces OSHA 
Instruction IRT 01-00-012 (ADM 1-1.36), The Discrimination IMIS 
Manual for use with the NCR Microcomputer System, dated August 16, 
1996. 

 
Scope:   OSHA-wide. 
 
References:  None 
 
Cancellations: OSHA Instruction IRT 01-00-012 (ADM 1-1.36), The Discrimination 

IMIS Manual for use with the NCR Microcomputer System, dated August 
16, 1996. 

 
State Impact:  This is a Federal Program Change that affects State programs. OSHA State 

Plan Enforcement offices are to adhere to the requirements in this 
Instruction. 

 
Action Offices: All Federal offices that investigate allegations of workplace discrimination 

under Section 11(c) of the Occupational Safety and Health Act and similar 
“whistleblower” statutes, and all 18(b) State programs that investigate 
allegations of workplace discrimination under their own State statutes. 
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Originating Office: Directorate of Information Technology, Office of Management Data 
Systems 

 
Contact:  Directorate of Information Technology (N3660) 
   Office of Management Data Systems 
   200 Constitution Avenue, N.W. 
   Washington, DC  20210 
   202-693-1700 
 
 
 
By and Under the Authority of 
 
David C. Zeigler 
Director, Administrative Programs 
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Executive Summary 

 
This Instruction transmits a User’s Guide containing detailed and step-by-step information for 
use with the new web-based Whistleblower application.  The application supports the Office of 
Investigative Assistance by tracking a discrimination case from inception through final 
determination.  The Discrimination Case Activity Worksheet (Form 87) contains data about the 
Case Type, Respondent, Complainant, Allegation, and Determination and Investigation 
Information.   The new application captures the same basic data as the NCR collected 
 
The new application: 

1. Lists the open/pending cases specific for the Investigator for all Reporting 
Identification numbers (RIDs) assigned. 

2. Captures the Form 87 data into the web IMIS Oracle Host database. 
3. Links to the report generator. 
4. Allows use of standard Windows functions for copying and pasting names and 

addresses from the application into any word processor for creating form letters and 
other documentation related to the case. 

 
The User’s Guide is a counterpart to the online help available while working with the 
Whistleblower application and to training provided by the Directorate of Information Technology 
(DIT).   
  
 

Significant Changes 
 
The web-based Whistleblower application is designed to simplify data entry, to make it easy to 
generate accurate reports and correspondence, and to reject invalid data.   This User’s Guide is 
organized to explain the application screen-by-screen in the order in which you might encounter 
the screens.  The purpose, data elements, validation, special navigation, and business rules, if 
applicable, for each screen are described. 
 
The new application does not include embedded form letter processing.  Letter templates are 
maintained at the local office level and tailored to the specific needs of the Region, Area, or local 
office business practices.  The ability to copy and paste using standard browser options is the 
mechanism for extracting and inserting data into locally developed templates. 
 
Additionally: 

- The new application is not tied to a specific word processing tool. 
- Optional Information is now called Additional Information. 
- Data is automatically saved when a new tab or new case is accessed.  There is no “draft” 

version of the form’s data.    
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I. Purpose.   
 

A. This Instruction transmits the IMIS Whistleblower User’s Guide for use with 
OSHA’s redesigned Whistleblower web application.  The Guide provides step-by-
step instructions and related guidance for OSHA-wide offices that process OSHA 
discrimination data using the Whistleblower application.   The Guide contains: 

 
� Detailed instructions for data entry of OSHA Form 87 using the 

Whistleblower application. 
� An introduction to some of the available reports. 
� Guidance on finding documentation that explains how to generate them. 

 
B. The Whistleblower application is designed to simplify data entry, to make it easy 

to generate accurate reports and correspondence, and to reject invalid data. This 
User’s Guide is organized to explain the application screen-by-screen in the order 
in which you might typically encounter the screens.  It describes the purpose, data 
elements, validation, special navigation, and business rules if applicable, for each 
screen.  

 
C. This Guide is a counterpart to the online help available when working with the 

Whistleblower application and to training provided by the Directorate of 
Information Technology (DIT). 

 
II. Scope.  This Instruction applies OSHA-wide. 

 
III. References.  There are no points of reference within this Instruction. 
 
IV. Cancellations.  This Instruction cancels OSHA Instruction ADM 1-1.36, The 

Discrimination IMIS Manual for use with the NCR Microcomputer System, dated August 
16, 1996. 

 
V. State Impact.  This is a Federal Program Change that affects State programs.  OSHA 

State Plan Enforcement offices are to adhere to the requirements in this Instruction.  
 
VI. Significant Changes.  The web-based Whistleblower application is designed to simplify 

data entry, to make it easy to generate accurate reports and correspondence, and to reject 
invalid data.   This manual is organized to explain the application screen-by-screen in the 
order in which you might encounter the screens.  Different or improved application 
features are as follows: 
 

 You can access the system from any computer with an Internet connection. 
 You do not need to memorize case numbers; the first screen displays all pending 

cases assigned to you. 
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 There are four levels of access (discussed in Section 2.5). 
 There is no “draft” version. 
 City and county codes are now set behind the scenes whenever an address is 

entered.  
 Validation has been improved. 
 The new system includes support for NAICS (SIC code replacement). 
 The new system does not include embedded Form Letter processing. 
 The new system allows you to use the word processing tool of your choice. 
 The new system automatically saves the data when you select a new tab or new 

case. 
 The system logs you off after 30 minutes of inactivity. 
 Understandable English descriptions replace cryptic codes.   
 Optional Information is now referred to as Additional Information. 
 A central database and application allows bugs to be fixed quickly. 
 Establishment Processing is not included in this version of Whistleblower.  It will 

be implemented in a future version. 
 
VII. Action Information. 
 

A. Responsible Office.  The DIT is responsible for all questions relating directly to 
the proper operation of the IMIS Discrimination application, including data entry 
forms, reports, hardware, and software.  OSHA is responsible for all questions 
regarding the policies that govern each office’s use of the IMIS. 
 

B. Action Offices.  Action offices are all Federal offices that investigate allegations 
of workplace discrimination under Section 11c of the Occupational Safety and 
Health Act, similar “whistleblower” statutes, and all 18(b) State programs that 
investigate allegations of workplace discrimination under State statutes. 
 

C. Information Offices.  Information offices are Regional offices and State 
Designees. 
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CHAPTER 1 
 

INTRODUCTION TO THE USER’S GUIDE 
 
 
1.1 BACKGROUND 
 
The Office of Investigative Assistance (OIA) is responsible for enforcing OSHA and 13 other 
Whistleblower statutes. Complaints are received at the Area Office (AO), which promptly 
transmits the complaints to the Regional Supervisory Investigator (RSI). Following an 
investigation, complaints that fall under OSHA’s jurisdiction, Asbestos Hazard Emergency 
Response Act (AHERA), and International Safe Container Act (ISCA) that receive a merit 
determination and have not been settled or warrant review by the Department of labor Solicitor 
(SOL) are transmitted to the Regional SOL for evaluation. Filing of suit in appropriate courts is 
authorized as appropriate. The Appeals Committee will resolve litigation disputes between the 
Regional Administrator (RA) and Regional SOL. Complaints under other Whistleblower acts 
(i.e., Surface Transportation and Assistance Act (STAA), Energy Reorganization Act (ERA), and 
all of the environmental statutes) whether merit or non-merit, result in a Finding/Order being 
issued at the end of the investigation. The complainant and/or respondent may object to the 
finding and request a hearing before an Administrative Law Judge (ALJ). The ALJ hearing will 
result in a Recommended Finding and Order, which is automatically reviewed by the 
Administrative Review Board (ARB). The ARB issues a Final Secretary's Order, which can be 
appealed to the U.S. Court of Appeals. 

 
The Web IMIS Whistleblower application currently accommodates the workflow selected by the 
Federal and State users choose. The two principal workflows are represented in Figure 1-1. 
 

 OSHA, AHERA, ISCA followed by Federal users (left side of Figure 1-1). 
 STAA, ERA, AIR21 and EPA (right side of Figure 1-1). 

 
State users must decide which workflow to follow. The alternate workflow is noted in the lower-
right of the workflow illustration. The initial Web IMIS Whistleblower implementation supports 
Federal and State users who follow the two principal workflows illustrated. 
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Figure 1-1:  General Whistleblower Workflow 
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The Whistleblower application supports the Office of Investigative Assistance by tracking a case 
from inception through final determination. The Discrimination Case Activity Worksheet (Form 
87) contains data about the Case Type, Respondent, Complainant, Allegation, and Determination  
and Investigation information. These data are captured in the Web IMIS Whistleblower 
application. The case may have multiple determinations for each complainant tracked based on 
investigative findings and legal procedures. The National, Regional and State offices analyze the 
data to determine trends and investigational effectiveness. 
 
The Whistleblower application:  
 

 Lists the open/pending cases specific for the Investigator for all Reporting 
Identification numbers (RIDs) assigned 

 Captures Form 87 data into the Web IMIS Oracle Host 
 Links to the report generator 
 Allows you to copy and paste names and addresses from the application into a 

word processor of your choice to create form letters and other documentation 
related to the case. 

 
Note:  Form letters are not provided in the Whistleblower application. Multiple Form Letters 
are generated during the processing of the case. The letter templates are maintained at the 
local office level and tailored to the specific needs of the Region, Area or local office business 
practices. The ability to copy and paste using standard browser options is the mechanism for 
extracting and inserting data into these locally developed templates. 
 
1.2 KEY TO SYMBOLS IN THIS MANUAL 

 
The following icons are used in this Guide to clarify information presented: 
 

This icon indicates a validation procedure.  It appears to the right of a field description 
to indicate that there is validation.  It appears to the left of the text explaining the 
validation. 
 
This icon indicates special navigation. If a screen has a button that is not common to all 
screens, a paragraph accompanied by this icon will explain the special navigation. 
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1.3 SENSITIVE INFORMATION 
 
While mostly a non-public access system, the Whistleblower application contains a limited 
amount of personal and/or privacy protected information that is not releasable to the public under 
the terms of the Freedom of Information Act (FOIA) and the Privacy Act of 1974.  Sensitive 
information must be safeguarded against unauthorized disclosure.  Some information contained 
in this system, if improperly safeguarded, could result in an unwarranted invasion of an 
individual’s privacy.  Therefore, maintaining the privacy of sensitive information processed via 
the Whistleblower application is an important security concern. 
 
The following table outlines sensitive Whistleblower data to be protected from unauthorized 
disclosures, whether in electronic or paper format. 
 
            Table 1-1: Sensitive Information 
 

Whistleblower Data Data Element Protected Under 
Complainant Information: First Name, Middle Name, Last 

Name, Salutation 
FOIA 

 Address  FOIA 
 Phone FOIA 
 Title FOIA 
 Email FOIA 
Contact Information: First Name, Middle Name, Last 

Name, Salutation 
FOIA 

 Position FOIA 
 Address  FOIA 
 Phone FOIA 
 Email FOIA 
Case Summary  (May contain sensitive 

information on the Complainant.) 
FOIA 

CSHO ID Investigator Identification FOIA 
 
The following are guidelines for handling sensitive Whistleblower information 
 

 Reports, documents and other printed data that contain sensitive information should 
be immediately picked up from the printer. 

 Hardcopy data and reports containing sensitive information should never be left 
unattended and should be secured in a locked office, desk, or cabinet. 

 Hardcopy data containing sensitive information should be torn up or destroyed using 
shredding devices when no longer needed. 
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 Sensitive information sent through the mail or courier/messenger service should be 
delivered in sealed packaging marked “Sensitive Information, Designated Official 
Only” and include the name and address of the designated official. 

 Spoiled media that contains sensitive information, including diskettes, tapes, and CD-
ROMs should be destroyed by crushing, incinerating, shredding, or melting. 

 Electronic media containing sensitive information should be sanitized according to 
IMIS Redesign Media Sanitization Procedures prior to being surplused or reused. 

 A log should be maintained of all sensitive information provided to individuals 
outside the OSHA National Office or other Federal and State offices.  The log should 
indicate when, what, why, and who received the sensitive information. 

 Computer monitors should be faced away from open doors, windows, and heavily 
traveled areas where unauthorized users may be able to view sensitive information. 

 
In support of OSHA’s goal of achieving GISRA Level 4 compliance, Whistleblower application 
users and support personnel should follow the above guidelines to support a secure operating 
environment and to protect the privacy of our constituents.  If you have any questions, please 
contact the Helpdesk at 1-800-503-6742. 
 
1.4 HELP FACILITIES 
 
You must log in to IMIS with your user name and password to begin using the Whistleblower 
application.  If you do not have a user name, contact your local IMIS security administrator to 
obtain one. If you don’t know who your local IMIS security administrator is, contact the Help 
Desk at 1-800-503-6742. 
 

1.4.1 Help Desk Assistance – 1-800-503-6742 
 

Help is available at (800) 503-OSHA (6742), Monday through Friday, from 7 a.m. to 8 
p.m., Eastern Standard Time. To get the best, quickest assistance, be ready with the 
information listed below.   
 

1.4.1.1   Initial Call 
 

 Obtain the name of the person answering your call, and any other DIT staff 
you may be transferred to. 

 Mention that you are calling regarding the Whistleblower application and 
provide your name, system number (i.e., N118, N208, F110, etc.), telephone 
number, and e-mail address, when appropriate. If you don’t know your system 
number, provide your office name and any other information requested to find 
your name in their database. 

 Describe the problem as specifically as possible. 
a. Identify the system you are experiencing problems on (e.g., 

Whistleblower, PC, printer, etc.). 
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b. Identify the application you are working with (in this case, 
Whistleblower), which Whistleblower screen you are on, etc.  

c. Explain what process you were trying to perform (add a complainant, save 
changes to a determination, log in, etc.). 

d. Write down and clearly describe any system error messages 
e. Indicate dates and frequency of problem. 
f. List what you did to troubleshoot the problem or what steps the systems 

administrator took to resolve the issue.  
g. Ask for a trouble report (TR) reference number from the Help Desk 

consultant or individual. 
 If the IT Help Desk consultant advises you that someone will return your call 

or that the Help Desk will need to perform 2nd level research in reference to 
your problem, ask when and by whom your call will be returned.   

 Document the above information. 
 

Note:  Some problems may require additional time to resolve and it may be 
necessary for a client to perform a process in order to proceed or the call may be 
outside the scope of the Help Desk and escalated to another group within DIT for 
resolution (e.g., software problems, special audit reports, network related issues, 
hardware service call, etc.). 

 
1.4.1.2 Follow-Up Call For Existing Problem 

 
After the initial call, wait one day and call the IT Help Desk again and ask for a 
status report.  You will need to provide the following information: 
 
 a. The TR number. 
 b. A brief history of your problem. 
 c. The name of the Help Desk person who previously assisted you 
 
Be sure to document the call. 
 
1.4.1.3 Call Escalation 

 
If your original problem is not moving toward resolution or if you feel that the 
service you have received is unsatisfactory, contact the Help Desk Supervisor, at 
1-800-503-6742, with the following information: 

 
a. TR #, site name, and system number. 
b. Your name and phone number. 
c. Brief history of problem or complaint. 
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1.4.1.4     Supervisor Notification and Escalation 

 
If you feel that the IT Help Desk Supervisor has not addressed your original 
problem properly or it remains unresolved, ask your supervisor to contact Cheryle 
Greenaugh, the Director of Directorate of Information Technology directly at 
(202) 693-1818 or cheryle.greenaugh@dol.gov and provide the following 
information: 

 
a. TR#, site name, and system number. 
b. Point of contact and direct phone number. 
c. Brief history of the problem. 
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CHAPTER 2 
 

GETTING STARTED 
 
The following sections outline important information to prepare you to begin using the 
Whistleblower application. 
 
2.1 SYSTEM REQUIREMENTS 
 

 Connection to either OSHANet or the Internet. 
 Internet Explorer 5.5 or Netscape 4.72 or above. 

 
2.2 COMPARISON BETWEEN WHISTLEBLOWER WEB VERSION AND NCR 

VERSION  
 

2.2.1 What’s the Same 
 

 The same data is collected. This information is used to manage the program and 
report to Congress.  

 Only individuals authorized to access specific data can see the data. 
 The case file is the official record for the case. 
 There is no keystroke counter. 

 
2.2.2 What’s Different 

 
 You can access the system from any computer with an Internet connection. 
 You don’t need to memorize case numbers; the first screen displays all of your 

pending cases. 
 There are four levels of access (as discussed in Section 2.5). 
 There is no “draft” version. 
 City and county codes are set behind the scenes when an address is entered.  
 Validation has been improved. 
 The new system includes support for NAICS (SIC code replacement). 
 The new system does not include embedded Form Letter processing. 
 The new system allows you to use the word processing tool of your choice. 
 The new system automatically saves the data when you select a new tab or new 

case. 
 You will be logged off after 30 minutes of inactivity. 
 Understandable English descriptions replace cryptic codes. 
 Optional Information is now referred to as Additional Information. 
 A central database and application allows bugs to be fixed quickly. 
 Establishment Processing is not included in this version of Whistleblower.  It will 

be implemented in a future version. 
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2.3 PROCEDURES FOR LOGGING INTO THE WHISTLEBLOWER 

APPLICATION 
 
       Figure 2-1:  Whistleblower Log-in Screen 
 

 
 
 
 
 
 
 
 
 
 
You must log in to IMIS on the Web to begin using the Whistleblower application. To log in, 
enter the user name and password issued to you. If you do not have a user name, contact your 
local IMIS administrator to obtain one. (If you don’t know who your local IMIS security 
administrator is, contact the Help Desk.) 
 
The Login screen includes a password reminder function tied to a security question and answer.  
Users that have a question and answer on file with the system may use this feature to have their 
password emailed to their IMIS Redesign email account.  The question and answer is recorded on 
the Change Password screen. Users may add a question and answer at any time. The 90-day 
password expiration will force users to enter a question and answer before leaving the Change 
Password screen if they had not done so already. 
 
You are granted three attempts to log in to the application. If you try to log in unsuccessfully 
three times in a row, your local administrator must unlock your user name and reset your 
password.  You must then change your password with your first log in after it is reset. User 
sessions expire after 30 minutes of inactivity and you must log in again. 
 
2.4 IMIS START SCREEN 
 
Once you log in, you see the IMIS start screen with a customized menu listing applications you 
can access based on your pre-assigned roles and privileges.  The illustration below (Figure 2-2) 
lists only the Whistleblower and Utilities applications. Within the Whistleblower section, you 
may choose where you wish to go within the Whistleblower application. 
 
Note the logoff link near the top right-hand corner.  For security, you must log off before you 
close the browser, visit another web site, or leave your workstation. 
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    Figure 2-2:  IMIS Start Screen 
 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.5 ACCESS PRIVILEGES 
 
There are four levels of user access that define the types of activities a user may perform within 
the application.  
 
  Table 2-1: Capabilities Associated with Each Access Level  
 

 View Non-Final 
Cases 

Update 
Cases 

Create New 
Cases 

Delete 
Cases 

Level One X X X X 
Level Two X X X  
Level Three X X   
Level Four X    

 
User privileges are associated with a specific Reporting Identification Number (RID). For 
example, you may have level one privileges in one RID and level three privileges in another. 
Level four is the default access level. Only levels one through three need to be specified. The 
local security administrator for the office/organization handles this function.  
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2.6 RULES OF BEHAVIOR 

 
When you receive a user account for Whistleblower, you agree to abide by certain rules to 
safeguard the sensitive information the application handles. Users will be held accountable for all 
actions taken using their user name and password on OSHA’s IMIS.   
 

2.6.1 Unique User Name 
 

You are accountable for all actions taken under your user name. This is a vital security 
measure to protect the sensitive information the system contains.  The system creates an 
audit trail of user actions (e.g., case deletion, case creation, user deletion, user creation). 

 
2.6.2 Security Measures 

 
There are measures you can take to safeguard data, beginning with striving for total 
accuracy during data input.  If you discover errors or bad data, correct the inaccurate data 
or notify supervisory personnel of its existence. Do not share sensitive or pre-released 
information, or your passwords or user names. 

 
System privileges are authorized and assigned as necessary. Do not attempt unauthorized 
access, which would compromise the system. Instead, alert supervisory personnel and 
security of circumstances that may alter the basis for your access to the system, such as 
retirement, resignation, or transfer.  Never use your user name to provide access for 
another person.  

 
Be sure to follow OSHA IMIS System Security Plan and keep up with training. Some 
policies outlined in the plan include:  

 
 Use password protected screen savers on local workstations that are set to activate 

after 7 minutes of inactivity. 
 Use anti-virus software as required by OSHA policies. 
 Ensure anti-virus software conducts scans daily. 
 Ensure anti-virus software updates its virus definition file periodically.  
 Ensure anti-virus software maintains a history of files scanned and viruses 

detected and deleted. 
 Report any suspected “virus hoax” to the System Administrator.  
 Contact the DIT Help Desk to reset your password or report suspected password 

compromise. Indicators of problems are: 
 - You cannot log in.  
 - You cannot connect to Business Object reports because your BO account is 

already in use. 
 - You are not prompted to change your password in your first login to the 

system. 
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 - You are not prompted to change your password in the first login to the system 
after a password reset.  

 - You cannot log in because your account is currently in use.  [In this case, you 
may be trying to log in at a time when you are not logged off]. 

 
2.6.3 Passwords 

 
You must change your password at least every 90 days. Some tips to help you change 
your password are: 

 
 Use at least 8 characters. 
 Include randomly upper-cased letters. 
 Include randomly lower-cased letters. 
 Include numbers. 
 Include a symbol: _, or $. 
 Do not use common words.  
 Use something that no one but you would ever think of— but that you will 

remember (e.g., leather becomes 100letHer; helmet becomes Helmut4SafeT). 
 Some people use the first, second, or last letter of each word of an uncommon 

phrase such as “You can't always get what you want.”  This would yield “ 
ycagwyw.” 

 Throw in a capital letter and a punctuation mark or a number or two, and you can 
end up with ``yCag5wyw''.  

 Asb$Mf stands for "April showers bring May flowers"; the dollar sign in the 
middle is included for extra security. 

 Never use a password you’ve seen somewhere as an example of a good password 
– since that means others have seen it too. 

 Do not at any time say or write down your password.  
  

2.6.4 Sensitive Data 
 

The Whistleblower application contains a limited amount of personal and/or privacy 
protected information, not releasable to the public under the terms of the Freedom of 
Information Act (FOIA) and the Privacy Act of 1974.   
 
Improper safeguarding of some information in this system could result in an unwarranted 
invasion of an individual’s privacy.  The list below outlines Whistleblower data 
considered sensitive that should be protected when in electronic or paper formats.  

 
 Complainant Information: name, salutation, address, phone, title, email. 
 Contact Information: name, salutation, position, address, phone, email. 
 Case Summary (may contain sensitive information on the complainant). 
 CSHO ID in Investigator Identification field. 

 



 

2-6 

If you print reports, documents, or other data that contain sensitive information:  
 

 Immediately pick them up from the printer.  
 Safeguard in file cabinets labeled “Sensitive Information.” 
 Manually tear up or destroy with shredders when no longer needed. 
 To ship, used sealed packaging and mark: “Sensitive Information.  Designated 

Official Only.”  
 Sanitize electronic media containing sensitive information prior to reuse or 

surplus.  
 Destroy spoiled media that contains sensitive information, including diskettes, 

tapes, and CD-ROMs. 
 Maintain a log of all sensitive information provided to individuals outside the 

OSHA National Office or from State and Federal offices. 
 
2.7 WHISTLEBLOWER’S MAIN FUNCTIONS 
 
The Whistleblower application collects data track the investigation progress from receipt of a 
complaint to the final case determination. Screening is no longer included — a new case is not 
created in the application until the complaint passes screening. The six main entry screens, 
identified by tabs at the top of the page, work in conjunction with the “Create New Case” screen 
to collect all data from the Form 87. 
 
The following list identifies the screens in the Whistleblower application. Each screen is 
discussed in Chapter 3, Whistleblower Screens.  
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Table 2-2: Screens in the Whistleblower Application 
 
Screen Name Screen Primary Function 
Start Page Whistleblower start page. 
Search Search screen to find cases. 
Search Results Lists cases depending on search criteria. 
Create New Case All new cases begin with this screen. 
Complainant Add/update complainant information. 
Respondent Add/update respondent information (company, union, 

person). 
Contact Person Add/update contact person information. 
Establishment Details Add/update establishment information. 
Investigation Add/update Investigation information. 
Determination Maintain determinations for each complainant. 
Additional Information Add/update additional information. 
Case Comments Additional case comments. 
Case Summary Summary with all complainants. 

 
Using the screens above, you will also be able to update phone numbers, email addresses, 
determinations, and tracking data. Figure 2-3 presents the form navigation for the application. 
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   Figure 2-3:  Whistleblower Screen Navigation 

   
Whistleblower Screen Flow Diagram 

Login Page 

IMIS Start Page 

Search Whistleblower 
 Start Page New Case 

Search Results 

Complainant Respondent 
Company/Person/Union Investigation Additional 

Information
. 

Case Summary 

Contact 
Information 

Determination 

Establishment 
(For Respondent-Company Only) 

Determination 
Update 

Legend: 
NonConnector Overlay* 
Connectors 

Screens 
* An intersection in the graphic that 
doesn’t designate a navigational 
connection. 
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2.8 NAVIGATING WHISTLEBLOWER 
 

2.8.1 Whistleblower Navigation Bar 
 

Figure 2-4 presents the Whistleblower navigation bar. You can navigate through the 
application using the horizontal navigation bar at the top of each screen. Depending on 
your access level, not all tabs may be visible. You will see only tabs associated with 
activities you are authorized to perform.  

 
    Figure 2-4:  Whistleblower Navigation Bar 
 

 
 
 

2.8.2 Whistleblower Action Bar 
 

Figure 2-5 presents the horizontal action bar available at the bottom of each screen.  The 
bar contains buttons for performing actions applicable to the current screen.  Although, 
some screens have additional buttons, the following three buttons are available on each 
screen of the application. 

 
 The <Save> button saves all data on the screen. 

 
 The <Clear> button clears all newly entered data on the current screen. Data 

which were pre-populated (already displayed on the screen upon entry) is 
unaffected by the <Clear> button. 
 

 The <Exit> button confirms whether to perform the save function if new data 
have been entered on the current screen, saves according to your response and 
returns you to the Whistleblower Start Page. (On the Start Page, the <Exit> button 
exits the Whistleblower application and returns you to the IMIS start screen.) On a 
child screen, the <Exit> button returns you to the parent screen. (See 2.8.6, 
Orienting Yourself in the Site.) 
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    Figure 2-5:  Whistleblower Action Bar 
 

 
 

When you click the <Exit> button, it prompts you to save the data.  Click <OK> to save 
your information and exit.  Clicking <Cancel> cancels only the save operation and exits 
you to the Start Page of Whistleblower. 

 
Additional buttons applicable to specific screens are identified during the discussion of 
that screen in Chapter 3. 

 
2.8.3 Consistently Displayed Case Elements 

 
Three informational data elements are always displayed in the application, as shown in 
Figure 2-6. 
 

 Complainant Name – The name of the individual who has filed a complaint 
against the Respondent.  If there are multiple complainants per case, select the 
specific complainant to be addressed from the drop-down menu. 

 Respondent Name – The name of the company, union, or person against which the 
case is being filed. 

 Local Case Number –The number created by the office to track the case. 
 
          Figure 2-6:  Case Information Display (beneath the navigation bar) 
 

 
 
 

2.8.4 Reports/Form Print  
 

As you can see from Figure 2-7, a link to Reports/Form Print appears in the top right 
corner of each screen. This is part of the standard header visible on every screen. It leads 
to a list of the standard Whistleblower reports.  
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      Figure 2-7:  Reports/Form Print link  
 

 
 
 

2.8.5 Logging Off 
 
As you can see from Figure 2-7, a Log Off link appears in the top right corner of each 
screen. Use this link to log off of IMIS on the Web when all transactions are complete. 

 
2.8.6 Orienting Yourself in the Site 

 
Main (Parent) Screens.  The main screens are accessible by the tab navigation as 
discussed in Section 2.8.1. The tab of the screen you are currently using is shaded gray, 
while all other tabs are blue.  The blue title line underneath the local case number on each 
screen displays the name of the screen you are on. 

 
Child Screens.  Some Whistleblower screens have special buttons that lead to “child” 
screens, i.e., screens that are only available by linking from the screen with the special 
button. These special buttons can be found above the bottom horizontal action bar. The 
blue line that appears underneath the local case number on every screen shows you where 
you are.  For example, you know you are on a child screen where you are able to input 
contact information connected to the Complainant Screen when the navigation reads 
"Complainant --> Contact Person."  

 
2.8.7 Navigation, Saving Information, and Authentication 

 
It’s very important NOT to use the browser <Back> button.  Use the buttons provided in 
the application to navigate.  

 
If you have not entered any information on a screen, then click on a navigation tab or 
button, the Whistleblower application navigates to the appropriate screen without 
performing any other functions. 

 
When you enter information on a screen and click any navigation tab or button, the 
system validates the screen’s data and alerts you to any errors.  If the data passes all edits, 
Whistleblower saves the new information without prompting you and performs the 
selected navigation.
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A note about the <Exit> button: All parent (main) screens exit to the 
Whistleblower Start Page.  A child screen (a screen generated by clicking a 
special button on one of the main screens) exits to its parent screen. The 
Whistleblower Start Page exits to the IMIS Start Screen. 

 
2.8.8 Deleting a Case 

 
Only those users with privileges to delete a case are provided the delete option. The case 
list presented on the Search Results screen will have a “Del” column present. Cases that 
you have authorization to delete will have a 'delete checkbox' next to them. Users with 
Level 1 access can mark specific cases for deletion and delete the case by clicking the 
<Delete> button at the bottom of the page.  Case deletion is permanent. 
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CHAPTER 3 
 

WHISTLEBLOWER SCREENS 
 
The following sections provide detailed descriptions of the main screens in the Whistleblower 
application. Each section presents the purpose of the screen, data entry fields, and validation or 
business rules if applicable. 

 
3.1 START PAGE 
 
      Figure 3-1:  Whistleblower Start Page 

 

3.1.1 Purpose 
 

When you access the Whistleblower Start Page, a customized list of cases appears. The 
list is composed of open/pending cases assigned to the Investigator regardless of the 
reporting identification (RID). “Pending” cases are those cases for which no 
determinations have been entered. “Open” cases are those cases that do not have a Final 
Determination Date. (See the listing of case status designations in Section 5.1 of this 
Guide.) Investigators see their assigned cases while supervisors see cases they are 
investigating or supervising. Clicking on the header row changes the sort order of cases. 
No information can be entered or edited on this screen. 

 
3.1.2 Data Elements 

 
The Whistleblower Start Page contains the following elements.
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       Table 3-1: Data Elements of the Whistleblower Start Page 
 

Number of cases At the top right of the screen the total number of cases 
listed for the user is shown, as well as how many of 
those cases are displayed in the current view (e.g., 1-10 
of 24). 

Case Number Displays the locally assigned number for identifying the 
case.  

Complainant The name of an individual or individuals who has filed a 
complaint against the Respondent. 

Respondent The name of the company, union or person against 
which the case has been filed. 

Date Filed The date a complaint was filed.  
City, State, Zip The respondent’s location. 
Investigator Name The name of the investigator assigned to the case. 
Days Open The number of days passed since the case was filed. 

 
To see more cases, click the <Next> button. (If there is no <Next> button, 
there are no more cases.  Note the total number of cases at the top right of 
the listing.)  
 
Clicking a case number displays the complainant screen for access levels 
1, 2, and 3 or the case summary screen for access level 4. 
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3.2 SEARCH SCREEN 
 
                       Figure 3-2:  Search Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.2.1 Purpose 
 

The search screen lets you specify criteria to locate a single case or a listing of cases and 
conduct a search of the database using criteria specified, or if none is specified, using the 
default criteria.  If you enter multiple criteria, the search returns cases that meet the 
combined criteria.  Nothing you enter is validated except the formatting of the start and 
end dates as explained below. 
 
A listing of any/all cases found displays on the Search Results Screen (see Figure 3-3 
below).  That screen has a <Search Again> button that lets you return to the Search 
Screen for conducting a new search. Your previously entered criteria remains and can be 
easily cleared using the <Clear> button.   
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3.2.2 Data Elements 
 
 Enter one or more of the following criteria to search for a case. 
 

Table 3-2: Data Elements of the Whistleblower Search Screen 
 

Respondent Name The name of the company, union or person against 
which the case you seek has been filed. Partial 
names are accepted. 

Complainant Last Name The last name of the individual or individuals who 
have filed a complaint against the respondent. Partial 
names are accepted. 

Local Case Number The local case number.  Partial case numbers are 
accepted. 

RID A specific Reporting ID or all RIDs. 
Determination Level A determination level or all determinations 
Investigator ID An Investigator’s name and reporting identification 

number or all investigators. 
Case Status Cases pending investigation, closed cases, open 

cases or all cases. 
Date Range (Start Date 
and End Date) 

Date complaint filed or date of the 
Level/Determination entered. 

Allegation Summary A keyword that matches the recorded Allegation 
Summary. 

Case Type A specific case type or all types. 
 

The <Search> button initiates a search of the database and displays a listing 
of cases meeting your criteria on the Search Results screen. 

 
The <Clear> button clears the entries and resets the default criteria allowing 
for new input. 
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3.3 SEARCH RESULTS SCREEN 
 
The Search Results screen presents the results of the search. Figure 3-3 presents an example of 
the Search Results screen. Multiple cases may be returned from a search and are sorted by Date 
Filed and Respondent Name. 
 
         Figure 3-3:  Search Results Screen 

 

 
 
 

3.3.1 Purpose 
 

The Search Results screen displays a list of cases in the same general format as the Start 
Screen.  If a case has multiple complainants, each is shown on a separate line with the 
Determination status. Only cases that meet all criteria entered on the search screen are 
listed. Your search criteria are listed below the results. If no case matches your criteria, 
the screen will advise you that there are no matches. A maximum of 200 cases are 
returned on a search.  Clicking on the header row changes the sort order of cases.   
 
You can click on the local case number to review, update or add additional case 
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information.  The Whistleblower Start and Search Results screen allow the user to 
“jump” directly to any given page in a multi-page set.  Users are no longer limited to 
“Previous/Next” options. 
 
3.3.2 Data Elements 

 
The Search Results screen contains the following data elements. 

 
Table 3-3: Data Elements of the Whistleblower Search Results Screen 

 
Del  When checked, allows the case to be deleted using the 

<Delete> button. Access to delete appears only if you 
are authorized to delete a case. 

Local Case Number The locally assigned case identification number. 
Respondent Name The name of the company, union or person against 

which the case is filed. 
Complainant Name The name of the individual or individuals who have filed 

a complaint against the respondent. 
Investigator Name The name of the investigator assigned to the case. 
Case Type The case type. 
Date Filed The date a complaint was filed. If there are multiple 

complainants, the earliest complainant date filed is 
shown and the remaining data are sorted in ascending 
order. 

Level The determination level assigned to the case. 
Determination The determination assigned to the case. 
Determination Date The determination date for the complainant. 
Status The case status. “Pending” cases are cases for which no 

determinations have been entered. “Open” cases are 
those cases that do not have a final determination date.  

 
 
The <Search Again> button returns you to the Search screen. 

 
The <Delete> button allows case deletion for all cases selected in the 
“Del” column. Only Level 1 users will have the <Delete> button displayed 
and the “Del” column active. 
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3.4 CREATE NEW CASE SCREEN 
 
Figure 3-4 presents the Create New Case screen. 
 
        Figure 3-4:  Create New Case Screen 

 

 
 
 

3.4.1 Purpose 
 

Users with Level 1 or 2 access can see the Create New Case navigation tab. The Create 
New Case screen requires you to enter the minimum data for creating a case. Once you 
enter the data in the eight required fields and click the <Save> button, the Complainant 
Screen displays along with the Navigation Bar allowing you to navigate to any of the 
Whistleblower data entry screens. 

 
Each of the eight fields required to create a Whistleblower case is denoted on the screen 
by a red asterisk. 

 
For State Users only: When Creating Cases, the local case number for state cases 
defaults to the activity number if no local case number is entered.. 
 

3.4.2 Data Elements 
 

The Create a New Case screen contains the following elements.
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Table 3-4: Data Elements of the Whistleblower Create New Case Screen 
 

RID The appropriate regional location for the 
case. If you are only assigned to one RID, 
that RID is automatically assigned to the case. 

City Code City code for the site where the alleged 
discrimination took place. 

Complainant Salutation The salutation (e.g., Mr., Ms., Dr. etc.) for the 
complainant.  (Not required) 

Complainant First Name The first name of the individual who filed a 
complaint against the respondent. You can add 
additional complainants on the Complainant 
Screen. 

Complainant Middle Initial The middle initial for the complainant.  (Not 
required) 

Complainant Last Name The last name of the individual who has filed a 
complaint against the respondent.  

Complainant Suffix A suffix for the complainant’s name.  (Not 
required) 

Respondent Type Indicates whether the complaint is against a 
company, union, or person. 

Respondent Name The name of the company, union or person against 
which the case is being filed. 

Case Type The case type. States have only the OSHA case 
type.  Federal Investigators can select a case type 
from a drop-down menu. 

Date Complaint Filed Date the complaint was filed. 

 
All date entry fields in Whistleblower have a small, square calendar button 
between the entry field and the format reminder (mm/dd/yyyy) as illustrated 
here. 

   
You can click this button to open a month-view calendar.  You can navigate 
forward and backward through the months using the arrows to either side of 
the month and year shown at the top. You can click a date to automatically 
insert it, in the proper format, into the entry field. The calendar automatically 
closes once you have selected a date.
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The RID and city codes in the menu are generated according to your login 
information. 
 
The Respondent Type you select will automatically influence the Respondent 
name blank. If the type is a Company or Union, Respondent Name is only one 
text box; if the type is Person, then Salutation, First and Last Names, etc. 
blanks appear. 

 
All dates in the Whistleblower application are validated the same way. If your 
date is returned as invalid, make sure it is formatted according to the following 
guidelines, or use the calendar tool by clicking on the small icon just after the 
entry box.  

 
  The date should not be a future date. 

 If there are start and end dates, the start date cannot be greater than the end 
date. 

 All dates must be formatted in 10 characters, mm/dd/yyyy, e.g., 
07/03/2002. 

 
3.5 CREATING AND MODIFYING CASE DETAILS 
 
The remaining sections describe the data entry screens for entering further information for a new 
case, or to modify existing information for a case.
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3.5.1 Complainant Screen 

           
       Figure 3-5:  Complainant Screen 
 
 
 
 
 

 3.5.1.1 Purpose 
 

  The Complainant screen allows users to enter complainant information such as 
complainant address, phone numbers, and e-mail addresses. To edit information 
about a complainant, choose that complainant from the drop-down menu (if there 
are multiple complainants); the associated information then displays in the fields.
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 3.5.1.2 Data Elements 
 

     Table 3-5: Data Elements of the Whistleblower Complainant Screen 
 

Salutation 
First Name  
Middle Initial  
Last Name  
Suffix  

Name information of the Complainant entered 
on the previous screen is pre-populated in 
these fields. You can edit the information here. 
Only first and last name are required. 

Primary Address/Address 1 
Primary Address/Address 2 
Primary Address/Address 3 
Primary Address/City 
Primary Address/State 
Primary Address/Zip Code 
Primary Address/Country 

Complainant’s address information.  

Alternate Address/Address 1 
Alternate Address/Address 2 
Alternate Address/Address 3 
Alternate Address/City 
Alternate Address/State 
Alternate Address/Zip Code 
Alternate Address/Country 

Alternate address information for the 
complainant, if applicable. 

Phone Type  Select the type of number if you know it: 
Beeper, Cellular, Fax, Voice - Home, Modem, 
Server Modem, Voice, Voice-Work. 

Country Code  Country code defaults to a U.S. number. Enter 
it if it is a non-U.S. number. 

Area Code  Area code for the complainant’s phone 
number. 

Number  Complainant’s phone number. 
Extension  Complainant’s extension, if applicable. 
E-mail Complainant’s e-mail address. 
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You can copy and paste addresses from another Whistleblower 
screen by using your browser’s Copy and Paste functions or your 
right mouse button. 

 
The <Validate or Search City/State/Zipcode> button displays a 
screen where you can enter either a city, state, or zip, click the 
<Find> button and receive the missing information. Type as much 
information as you know to minimize choices resulting from the 
search.  For example, clicking the <Find> button after only 
entering a state will list all the zip codes for the state; entering 
simply “al” in the city category will give you Allston, Alto, etc. 

 
If there are more than three phone numbers or e-mail addresses to 
enter on any screen, click the <Add More> button under that item. 
(You can not do this until the three available fields are completed.) 
The <Add More> button validates the information provided and 
displays additional blank data entry fields. 

 
More than one complainant can be associated with a case. To enter 
an additional complainant, click the <Add another Complainant> 
button. As you enter additional complainants, the Complainant 
Name information field at the top of the form is updated to include 
that complainant in the drop-down menu. 

 
One or more contact persons may be associated with each 
complainant. Click the <Contact Person Page> button to enter 
contact person information, as discussed in section 3.5.2. 
 
All addresses entered in the Whistleblower application are 
validated the same way. 

 
 The zip code is verified against the city/state combination. 
 If any address element (city, state, or zip code) is entered, the 

remaining address elements must be completed. 
 If you change the selected country, a blank entry field replaces 

the state drop-down menu. 
 An error message displays if the city, state, and zip code entries 

do not correspond. 
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All phone numbers entered in the Whistleblower application are 
validated the same way. 

 
 Enter only numeric characters. 
 The default country code is U.S. (for other locations, select 

from the menu). 
 The format for U.S. phone numbers is 7 digits 9999999 or 8 

characters including the hyphen 999-9999. 
 For U.S. phone numbers, you must provide a complete number 

set; i.e., phone type, area code, phone number, and defaulted 
country code.  Non-U.S. phone numbers are not validated. 

 
 3.5.2 Contact Person Screen 

 
Clicking the <Contact Person Page> button on a Complainant or Respondent screen, 
displays the screen for entering contact person information for the Complainant or 
Respondent you had open.   
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        Figure 3-6:  Contact Person Screen 
 

 

 
 

 3.5.2.1 Purpose 
 

 The Contact Person screen captures any additional people to be linked to the 
Complainant, Respondent Company, Respondent Union, or Respondent Person 
screens. These Contact Person screens look similar, but each screen adds the 
information depending on which screen you access it from. The blue line under 
the local case number shows you that you are connected to the Complainant 
Screen by indicating “Complainant --> Contact Person.” 



 

3-15 
 
 
 

 
 3.5.2.2 Data Elements 

 
     Table 3-6: Data Elements of the Whistleblower Contact Person Screen 

 
Salutation 
First Name  
Middle Initial  
Last Name  
Suffix  

Name information for the contact. Only first 
and last names are required. 

Position  The position of this contact person. 
Primary Address/Address 1 
Primary Address/Address 2 
Primary Address/Address 3 
Primary Address/City 
Primary Address/State 
Primary Address/Zip Code 
Primary Address/Country 

Contact person’s address 
information.  

Alternate Address/Address 1 
Alternate Address/Address 2 
Alternate Address/Address 3 
Alternate Address/City 
Alternate Address/State 
Alternate Address/Zip Code 
Alternate Address/Country 

Contact person’s alternate address 
information, if applicable. 

Phone Type  Type of phone number. 
Country Code  Country code defaults to a U.S. number.  

Enter it if it is a non-U.S. number. 

Area Code  Area code for the contact person’s phone 
number. 

Number  Phone number for the contact person. 
Extension  Phone extension, if applicable. 
E-mail Contact person’s e-mail address. 
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You can copy and paste addresses from another Whistleblower screen 
using your browser’s Copy and Paste functions or your right mouse 
button. 

 
If additional contact persons are required, click the <Add another 
Contact Person> button. (This button will not work until all required 
fields on the screen have been completed.) 

 
The <Validate or Search City/State/Zipcode> button displays a screen 
where you can enter either a city, state, or zip, click the <Find> button 
and receive the missing information. Type as much information as you 
know to minimize choices resulting from the search.  For example, 
clicking the <Find> button after only entering a state will list all the 
zip codes for the state; entering simply “al” in the city category will 
give you Allston, Alto, etc. 

 
The Contact Person Screen is a child screen of the Complainant 
Screen. The <Save> button saves the information and returns you to 
the Complainant Screen you were on before clicking the <Contact 
Person> button. (All main screens Exit to the Whistleblower Start 
Page which child screens, such as the Contact Person Screen, exit to 
their parent screen.) 
 
All addresses entered in the Whistleblower application are validated 
the same way. 

 
 The zip code is verified against the city/state combination. 
 If any address element (city, state, or zip code) is entered, all 

address elements must be completed. 
 If you change the selected country, a blank entry field replaces the 

state drop-down menu. 
 An error message displays if the city, state, and zip code entries do 

not correspond.
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All phone numbers entered in the Whistleblower application are 
validated the same way. 

 
  Enter only numeric characters. 

 The default country code is U.S. (for other locations, select from 
the menu) 

 The format for U.S. phone numbers is 7 digits 9999999 or 8 
characters including the hyphen 999-9999. 

 For U.S. phone numbers, you must provide a complete number set 
i.e., phone type, area code, phone number, and defaulted country 
code.  Non-US phone numbers are not validated. 

 
3.5.3 Respondent Screens 

 
There are three types of respondents: Union, Company, and Person. The appearance of 
the Respondent screen depends on the type of respondent entered on the Create New Case 
screen. The three variations of the screen are described in the following sections. 

 
 3.5.3.1 Respondent Union Screen 



 

3-18 
 
 
 

 
     Figure 3-7:  Respondent Union Screen 
 

 

 
 
  3.5.3.1.1 Purpose 
 

The Respondent Union screen allows you to input the union name, number of 
employees, address, phone numbers, and e-mail addresses of the union. You can 
associate additional people assigned by the union to handle its affairs such as 
lawyers, human resources personnel, and spokesperson by clicking on the <Add 
Contact Person> button. This brings up a Contact Person screen as described in 
Section 3.5.2. 

 
  3.5.3.1.2 Data Elements
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Table 3-7: Data Elements of the Respondent Union Screen 

 
Union Name The name previously entered on another screen pre-

fills. You can edit the information here. 
Number of Union 
Members 

Number of union members.  

Primary Address Respondent’s address information.  

Alternate Address Alternate address information (optional). 

Phone Number Type  Type of phone number. 
Country Code  Country code defaults to a U.S. number.  

Enter it if it is a non-U.S. number. 
Area Code  Area code. 
Number  Telephone number. 
Extension  Phone extension, if applicable. 
E-mail E-mail address. 

 
The <Contact Person Page> button displays the screen for adding any 
additional people assigned by the union to handle its affairs, such as 
lawyers, human resources personnel and spokesperson. (See Section 3.5.2, 
Contact Person Screen.)   
 
The <Validate or Search City/State/Zipcode> button opens a screen 
allowing you to enter either a city, state, or zip code, click the <Find> 
button, and receive the missing information. Type as much information as 
you know to reduce the list of choices.  For example, entering a state will 
list all the zip codes for that state, entering “al” in the city category will 
give you Allston, Alto, etc. 
 
All addresses entered in the Whistleblower application are validated the 
same way. 

 
  The zip code is verified against the city/state combination. 

 If any address element (city, state, or zip code) is entered, all remaining 
address elements must be completed. 

 If you change the selected country, a blank entry field replaces the state 
drop-down menu. 

 An error message displays if the city, state, and zip code do not 
correspond. 
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All phone numbers entered in the Whistleblower application are validated 
the same way. 

 
  Enter only numeric characters. 

 The default country code is U.S. (for other locations, select from the 
menu) 

 The format for U.S. phone numbers is 7 digits, 9999999, or 8 
characters including the hyphen, 999-9999. 

 For U.S. phone numbers, you must provide a complete number set; 
i.e., phone type, area code, phone number, and defaulted country code. 
Non-US phone numbers are not validated. 

 
 3.5.3.2 Respondent Company Screen  

 
  Figure 3-8 presents the Respondent Company screen. 
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Figure 3-8:  Respondent Company Screen 
 

 

 
 
 
  3.5.3.2.1 Purpose 
 

  The Respondent Company screen allows you to input the company name, whether 
union or non-union, number of employees, the SIC and NAICS code, and legal 
entity, along with the address, phone numbers and e-mail addresses of the 
company. 

 
  3.5.3.2.2 Data Elements
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Table 3-8: Data Elements of the Respondent Company Screen 

 
Company Name Name information entered on previous screens pre-fill. You 

can edit the information here. 
Union / Non Union Whether or not the company is unionized. 
Fixed Site Indicates whether the company operates at a fixed site. 
Legal Entity The legal entity (proprietor, sole owner or partnership). 
Number of 
Employees 

Number of employees who work at the site where the alleged 
discrimination took place. 

SIC Code The 4-digit Standard Industrial Classification code.  

NAICS Code The 6-digit North American Industrial Classification 
System code.                      

Primary Address Respondent’s address information. (See Section 3.5.1 
or 3.5.2 for detailed information on address entry.) 

Alternate Address Alternate address information for the Respondent 
(optional). (See Section 3.5.1 or 3.5.2 for detailed 
information on address entry.) 

Phone Number Type  Type of number provided. 
Country Code  Country code defaults to a U.S. number.  Enter it if it 

is a non-U.S. number. 
Area Code  Area code for the phone number provided. 
Number  Respondent’s telephone number  
Extension  Phone extension, if applicable. 
E-mail Respondent’s email address. 

 
 

The <Contact Person Page> button displays the screen for adding any 
additional people assigned by the company to handle its affairs, such as 
lawyers, human resource personnel and spokesperson.  

 
The <Establishment Details> button opens that screen and fills in any unique 
fields required by the Whistleblower application.  

 
The Web Search link next to SIC Code leads to the Standard Industrial 
Classification Search screen at www.osha.gov/oshstats/sicser.html. If you click 
on this link, the SIC search screen opens in a separate browser window.
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The Web Search link next to NAICS Code leads to the NAICS Index. If you 
click on this link, the NAICS Index opens in a separate browser window. 

 
A respondent company may have parent company information that should be 
captured. Click the <Establishment Details> button to enter information about 
the parent company and the controlling company for the respondent company.  

 
Do not use a last digit of 0 in SIC or NAICS codes. 
The SIC Code must be 4 digits. 

 The NAICS Code must be 6 digits. 
 

A NAICS code must be entered before you can enter the FIR date on the 
Investigation Screen.  If a SIC code is present, pressing the NAICS button 
shows the corresponding NAICS codes for selection. 

 
 Establishment Details Screen 
    Figure 3-9:  Establishment Details Screen 

 

 



 

3-24 
 
 
 

 
Purpose.  A respondent company may have parent company information that 
should be captured. The Establishment Details screen, accessible by clicking the 
<Establishment Details> button from the Respondent Company screen allows you 
to enter and save information about the parent company and the controlling 
company for the respondent company. 

 
 Unique Data Elements. Table 3-9 shows the additional company information you 

can add this screen. 
 
 

     Table 3-9: Data Elements of the Establishment Details Screen 
 

Company Name The company name will appear as previously entered. 
Employer ID The Employer ID number. 
DUN’s Number The Dun & Bradstreet DUN’s number for the 

company. 
Parent Company Name The name of the parent company, if applicable. 
Parent Company Address The address of the parent company, if applicable. (See 

Section 3.5.1 or 3.5.2 for detailed information on 
address entry.) 

Controlling Employer Name The name of the controlling employer, if applicable. 
Controlling Employer Address The address of the controlling employer, if applicable. 

(See Section 3.5.1 or 3.5.2 for detailed information on 
address entry.) 

 
 

 3.5.3.3 Respondent Person Screen  
 
  Figure 3-10 presents the Respondent Person screen.
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    Figure 3-10: Respondent Person Screen 
 

 
 
  3.5.3.3.1 Purpose 
 

The Respondent Person screen allows you to input the name, position and other 
information about the respondent. 

 
  3.5.3.3.2 Data Elements 
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 Table 3-10: Data Elements of the Whistleblower Respondent Person Screen 

 
Salutation 
First Name  
Middle Initial  
Last Name  
Suffix  

Name information entered on the previous screen pre-fill 
in these fields.  You can edit the information here. Only 
first and last name are required. 

Position The position of the respondent. 
Primary Address Respondent’s address. (See Section 3.5.1 or 3.5.2 for 

detailed information on address entry.) 
Alternate Address Alternate address information (optional). (See Section 

3.5.1 or 3.5.2 for detailed information on address entry.) 
Phone Number 
Type  

Type of number provided. 

Country Code  Country code defaults to a U.S. number.  Enter it if it is a 
non-U.S. number. 

Area Code  Area code for the number provided. 
Number  Respondent’s phone number. 
Extension  Phone extension, if applicable. 
E-mail Respondent’s e-mail address. 

 
 
If there are more than three phone numbers or e-mail addresses to enter on 
any screen, click the <Add More> button underneath that item. (You can 
not do this until the three available fields are full.) The <Add More> 
button validates the information for those fields and provides additional 
data entry blanks. 

 
The <Contact Person Page> button displays that screen for adding any 
additional persons assigned by the respondent to handle his or her affairs, 
such as lawyers and spokespersons.   

 
3.5.4 Investigation Screen 

 
 Figure 3-11 presents the Investigation screen.
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          Figure 3-11:  Investigation Screen 
  

 
 

 3.5.4.1 Purpose 
 

  The Investigation screen allows you to modify Case Type, Date Filed, and to 
insert/update Date Investigator Assigned, Final Investigative Report (FIR) Date, 
Statutory Implications, Investigator ID, Allegation Code, and Allegation 
Summary. The name to the right of Investigator ID is automatically filled. 

 
  The Case Type and Date Filed are pre-populated based on case information and 

are required.  You can modify that information here. 
 

 3.5.4.2 Data Elements 
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         Table 3-11: Data Elements of the Whistleblower Investigation Screen 
 

Case Type This field automatically fills with the case type 
previously selected.   

Date Complaint 
Filed 

This field automatically fills with the date entered on 
the Create New Case screen.  

Investigator 
Assigned Date 

Date the Investigator was assigned to the case. 

FIR Date The Final Investigation Report date. 

Statutory 
Implications 

Statutory Implications are selected by clicking its 
preceding box.  Select all that apply.  (Note that 
these are not visible to State users). 

Investigator ID Investigator IDs and names are available in a drop-
down menu.  

Allegation Code Select the allegation code appropriate for the case. 
Allegation 
Summary 

The allegation summary automatically fills as 
previously entered on the Create New Case screen 
and can be edited here. 

 

   All date entry fields in Whistleblower have a small, square 
calendar button between the entry field and the format reminder 
(mm/dd/yyyy) as illustrated here.    

   
Clicking this button opens a month-view calendar.  You can 
navigate forward and backward through the months using the 
arrows to either side of the month and year shown at the top.  
Clicking a date automatically enters it into the entry field.  The 
calendar automatically closes once you have selected a date.   
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You must have at least a primary address for all Complainants and 
the Respondent before you can enter an FIR date on the 
Investigation screen.  
 
You cannot enter any determinations to the Determination Screen 
without first entering an FIR Date on the Investigation screen. Once 
a Determination is entered, the FIR Date may not be changed 
 
If you enter either an Investigator ID or an Investigator Assigned 
Date, you must enter the other (these are mutually required fields).  

 
3.5.5 Determination Screen 

 
 Figures 3-12 presents the Determination screen. 
 
      Figure 3-12:  Determination Screen 
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 3.5.5.1 Purpose 
 

  The Determination screen allows you to enter determinations, designate Final 
Determination, Back pay, Compensatory, Punitive, Interest, and Complainant 
Reinstatement for a complainant.  It allows multiple entries of Determination 
Date, Level, Agency, and Determination Comments. 

  
 3.5.5.2 Data Elements 

 
 Table 3-12: Data Elements of the Whistleblower Determination Screen 

 
Determination 
Date 

Date the determination was made. 

Determination  The determination can be selected from a drop down menu. 
 Determinations are based on possible outcomes after a 
previous determination (if any). See the section on 
Determination Flow in Chapter 5 for details about available 
determinations. 

Final 
Determination 

Checking the box indicates that the determination is 
final.  

Docket Number Docket number (if applicable). 
Comments Any comments you would like to record (optional). 
Row listing 
previous 
determinations 

Displays previously entered determinations. 

Backpay 
Compensatory 
Complainant 
Reinstated 
Punitive 
Interest 
Total 

Enter amounts in the appropriate categories, or 
select the Complainant Reinstated checkbox if the 
complainant has been reinstated. 
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All date entry fields in Whistleblower have a small, square calendar button 
between the entry field and the format reminder (mm/dd/yyyy) as 
illustrated here.  

 
Clicking this button opens a month-view calendar. You can navigate 
forward and backward through the months using the arrows to either side 
of the month and year shown at the top. Clicking a date automatically 
enters it into the entry field. The calendar automatically closes once a date 
is selected. 

 
The <Add More> button enables additional determinations to be entered 
for a complainant. The button disappears when you enter a final 
determination.   
 
Determinations cannot be entered on the Determination Screen without 
first entering an FIR Date on the Investigation screen.  

 
All determinations can be edited; however, the determination code can be 
changed only for the most recent determination. Determinations are linked 
via their dates to the Determination Update screen shown in Figure 3-13. 

 
All dates in the Whistleblower application are validated the same way. If a 
date is returned as invalid, make sure it is formatted according to the 
following guidelines, or use the calendar tool to insert the date.  

 
  The date can not be a future date. 

 Where there are start and end dates, the start date cannot be greater 
than the end date. 

 All dates must be formatted in 10 characters, mm/dd/yyyy, e.g., 
07/03/2002. 

 
The determination date should be on or after the FIR date, and not later 
than the current date. The determination date should always occur on or 
after the determination before it. 
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Once Final Determination is selected, you can no longer add further 
determinations.  However, the final determination remains clickable 
allowing you to change or delete the entry from the Determination Update 
screen.   

 
Amounts cannot be entered and the Complainant Reinstated box cannot be 
checked until a final determination is entered. 

 
3.5.6 Determination Update Screen 

 
 Figure 3-13 presents the Determination Update screen. 

 
    Figure 3-13: Determination Update Screen 
 

 
 
 

 3.5.6.1 Purpose 
 

  The Determination Update screen allows you to enter or update information for 
fields on the Determination screen. 

 
 3.5.6.2 Data Elements 
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Table 3-13: Data Elements of the Determination Update Screen 
 

Determination Date Date the determination was made. 
Determination The Determination Type.  (Same as Determination 

column on previous screen.)  The type can be 
changed here.   

Final Determination Checking the box indicates the selected 
determination to be the final determination. 

Docket Number Docket number (if applicable). 
Comments Any comments you would like to record (optional). 

 
The < Save/Return> button saves the information and opens the 
determination screen with updated information.   

 
The <Delete> button deletes this record. When  you delete a record, the 
previous record then becomes editable. 
 
You cannot advance to the Determination screen unless FIR Date is entered 
on the Investigation screen.  
 
The Investigator Assigned Date and FIR Date must be greater than or equal 
to the date the complaint was filed. 

 
 

3.5.7 Additional Information Screen 
 
 Figure 3-14 presents the Additional Information screen. 
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      Figure 3-14:  Additional Information Screen 
 

 
 
 3.5.71 Purpose 
 

  The Additional Information screen allows you to input and track information not 
gathered elsewhere and which has been predetermined by either the National, 
Regional, State, or Area Office to be collected.   

 
  Tracking Information will always appear as an option in the middle of the screen. 

You may enter as many lines as necessary. You can enter multiple tracking events 
consecutively by using the <Add Another Tracking Date> button. Each item is 
updated to the tracking events list and an empty text box becomes available for 
entering a new item.  

 
  The remainder of the screen is an area that individual offices (or regions) may 

customize to collect Additional Information. 
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 3.5.7.2 Data Elements 

 
           Table 3-14: Data Elements of the Additional Information Screen 

 
Tracking 
Events List 

Displays previous tracking notes and dates. 

Tracking For entering tracking comments as desired. 
Date The date relevant to the comments. 

[Remaining 
Fields] 

If Whistleblower has been customized so that your office is 
collecting additional information, enter it here. 

 
All date entry fields in Whistleblower have a small, square calendar 
button between the entry field and the format reminder (mm/dd/yyyy) as 
illustrated here.  

 
 Clicking this button opens a month-view calendar.  You can navigate 

forward and backward through the months using the arrows to either side 
of the month and year shown at the top. Clicking a date automatically 
enters it into the entry field. The calendar automatically closes once a date 
is selected. 
 
There is always one blank line for entering tracking information.  Once you 
enter information in the blank line and press either the <Save> or <Add 
Another Tracking Date> button, your entry is added to the tracking list and 
a new blank line appears. 

 
All dates in the Whistleblower application are validated the same way. If 
your date is returned as invalid, make sure it is formatted according to the 
following guidelines or use the calendar tool to select the date.  

 
 The date should not be a future date. 
 Where there are start and end dates, the start date cannot be greater 

than the end date. 
 All dates must be formatted in 10 characters, mm/dd/yyyy, e.g., 

07/03/2002. 
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3.5.8 Case Comments Screen 

 
 Figure 3-15 presents the Case Comments screen. 
 
    Figure 3-15: Case comments screen. 

 

 
 

 
 3.5.8.1 Purpose 

 
  The Case Comments screen is for entering any additional information related to 

the case. Information can be entered into the text area. 
 

 3.5.8.2 Data Elements 
 

    Table 3-15: Data Elements of the Whistleblower Case Comments Screen 
 

Case Comments Enter any comments you would like to add. 

 
 The text box allows a total of 4,000 characters. 
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3.5.9 Case Summary Screen 

 
 Figure 3-16 presents the Case Summary Screen. 
 
   Figure 3-16: Case Summary Screen 
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 3.5.9.1 Purpose 

 
The Case Summary screen may be viewed at any time once the Complainant, 
Respondent, and Local Case Number are entered. The screen displays all Form 87  
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data including the Restitution Amounts, Complainant Reinstated, and SIC and 
NAICS codes. All complainants and all determinations for each complainant are 
displayed. This summary is for viewing online and is not editable. Users at access 
level 4 can use this screen but will not see the seven tabs related to creating or 
editing cases. 

 
  The application displays rows associated with all entry fields throughout the seven 

screens for case information. All case information recorded is displayed on the 
appropriate row.  

 
You can use the standard Windows copy and paste operation to extract displayed 
text for use in other applications. 

 
 3.5.9.2 Data Elements (Not Editable) 

 
  The Case Summary screen displays all entered information. Table 3-16 indicates 

the headers on the Case Summary screen and lists the data elements for each 
header.  

 
   Table 3-16: Data Elements of the Whistleblower Case Summary Screen 

 
Investigation Information 

Case Type  
Investigator ID  
Date Complaint Filed  
Investigator Assigned 
Date 

 

FIR Date  
Allegation Code  
Allegation Summary   
Statutory Implications  

Respondent —COMPANY Information 
Respondent Name  
Number of Employees  
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SIC Code  
NAICS Code  
Union/Non Union  
Fixed Site  
Legal Entity  
Primary Address  
Alternate Address  
Phones  
Type  
Country Code  
Area Code  
Number  
Ext  
Email Addresses  

Establishment Details 
Company Name  
Employer ID  
DUN’s Number  
Parent Company Name  
Address  
Phones  
Type  
Country Code  
Area Code  
Number  
Ext  
Controlling Employer 
Name 

 

Address  
Phones  
Type  
Country Code  
Area Code  
Number  
Ext  
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Complainant Information 
Complainant Name  
Primary Address 
Alternate Address 
Phones 
Type 
Country Code 
Area Code 
Number 
Ext 
Email Addresses 
Contact Person Name 
Primary Address 
Alternate Address 
Phones 
Type 
Country Code 
Area Code 
Number 
Ext 
Email Addresses 
Contact Person Name 
Primary Address 
Alternate Address 
Phones 
Type 
Country Code 
Area Code 
Number 
Ext 
Email Addresses 
Determination for 
Complainant 
Determination Date 
Determination 
Final Determination 
Docket Number 
Comments 
Backpay 

If there are multiple complainants, the fields 
shown between the shaded rows will repeat for 
each complainant entered. 
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Punitive/Civil 
Compensatory 
Interest 

 

Complainant Reinstated  
Case Comments 

Case Comments  
Additional Information 

Tracking Information  
Tracking Info  
National  Whatever fields have been custom-created for 

your region in the Additional Information screen 
will appear here in the summary. 

Regional  
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CHAPTER 4 
 

REPORTS 
 
Whistleblower application reports preserve the 1998 taskforce standard reports available to 
Discrimination users. The application allows access to seven reports which support the major 
Whistleblower functions and to a screen for printing a blank Form 87.  All reports are developed 
using the Business Objects business intelligence tool. The seven reports available to users are 
listed below and are discussed in subsequent sections. 
  

 Activity Measures Report 
 Case Activity Worksheet 
 Case Listing Report 
 Case Summary Report  
 Investigation Data Report 
 Length of Investigation Report 
 Pending Cases Report 

 
Clicking Reports/Form Print from the list of Whistleblower options on the IMIS Start Screen or 
clicking the red Reports/Form Print link to the left of the help link at the top right corner of any 
Whistleblower screen opens the reports menu. 
 
    Figure 4-1:  Reports/Form Print link 

 
 
 
The link illustrated above opens a new window with a menu of standard reports. Click on the 
report you want to generate. You may be prompted to enter information such as start date, end 
date, RID number, investigator, case type, or whether you want to report on Federal and/or state 
offices.  

 
 Enter the start and end date (mm/dd/yyyy) and any specific parameters for the report.  
 Enter an asterisk for case type, investigator, or RID if you want to include all results 

in those categories. 
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 Use a percent sign (%) as the wildcard symbol for RIDs. (The first two digits of a RID 

are the OSHA Region ID.)  For example, entering a RID filter of 09% generates a 
report which includes all Region 9 offices. 

 
You cannot leave any of the information prompts blank.  Once you have filled in the information 
prompts, click the <Run Query> button to view the report. 
 
 
4.1 ACTIVITY MEASURES REPORT 
 
The Activity Measures report displays the results of case activity for a user-specified time period 
using the format of the seven standard activity measures: 
 

 Case Backlog 
 Timeliness 
 Merit Rate 
 Settlements 
 OSHA Appeals 
 SOL Processing 
 ALJ Processing 

 
Figure 4-2 presents a sample Activity Measures report. 
 
Upon selecting the Activity Measures report, you will be prompted to enter the following 
information.  Where available, the <Show Values> button displays a “pick list” for selecting 
specific criteria.  You cannot leave any of the information prompts blank. 
 

 Date Range - Enter the earliest and latest complaint filed dates in the mm/dd/yyyy 
format to limit the output to the specified date parameters. There are no system 
defaults and both dates must be entered. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data; an 

F to search for only Federal data; or an S to search for only State data.  
 

 RID – Enter a RID or choose a RID from the pick list. 
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   Figure 4-2: Activity Measures Report 
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4.2 CASE ACTIVITY WORKSHEET REPORT 
 
The Case Activity Worksheet report displays the selected case in a populated form 87. A sample 
Case Activity Worksheet report is presented below. 
 
There is one option for this report. Upon selecting the Case Activity Worksheet report, you will 
be prompted to enter the following information.   
 

 Activity Number/ Local Case Number - Enter or select the unique number 
identifying a specific case. You cannot leave this prompt blank; there is no system 
default.   

 
  
     Figure 4-3:  Case Activity Worksheet. 
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4.3 CASE LISTING REPORT  
 
The Case Listing report provides a listing of open and closed cases with complaints filed within 
the user-specified date range. It gives case pertinent information including determination dates, 
levels and determinations for all the various findings and appeals that may occur subsequent to 
the investigation. This report may be run for all case types or for one user-specified case type. 
This report is useful for reviewing case histories and for verifying database validity. Figures 4-4 
and 4-5 present a sample Case Listing report. 
 
There are five report options: 
 
Upon selecting the Case Listing report, you will be prompted to enter the following information.  
Note that you can click on the <Show Values> button to choose filter criteria from a pick list, 
where available.  No option prompts can be left blank. 
 

 Date Range – Enter the earliest and latest complaint filed dates in the mm/dd/yyyy 
format to limit the output to the specified date parameters. There are no system 
defaults and both dates must be entered. 
 

 Case Type – Enter a statute description to limit the output to cases pursued under 
that statute or an asterisk to include all case types in the report. You cannot leave 
this prompt blank; there is no system default.  Click the <Show Values> button to 
choose the case type from a pick list. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data, 

an F for only Federal data or an S for only State data. 
 

 RID – Enter a RID or choose a RID from the pick list. 
 

 Investigator ID – Enter an investigator ID to limit the output to those cases 
assigned to that investigator or an asterisk to include cases for all investigators.
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4.4 CASE SUMMARY REPORT 

 
The Case Summary report summarizes case activity and provides statistical data and other 
pertinent information for a user-selected time period. It is divided into three sections as follows:  
 

 Current Case Activity.  This section displays the number of cases filed and 
completed during the period by case type.  It also displays the number of open 
cases and the number of cases pending longer than the statutory time frame 
(backlog). 
 

 Complaint Determinations.  This section displays the number of determinations 
issued during the period by case type; i.e., withdrawn, dismissed, merit, settled. 
 

 Open Investigations.  This section lists cases pending investigation by respondent 
name, complaint name, case type, date filed and the number of days pending. 
Backlogged cases are indicated by an asterisk (*).   

  
This report is useful for the regular reporting of case activity and for tracking open cases. Figure 
4-6 presents a sample Case Summary report. 
 
Upon selecting the Case Summary report, you will be prompted to enter the following 
information.  Note that you can click the <Show Values> button to choose filter criteria from a 
pick list, where available. 
 

 Date Range – Enter the earliest and latest complaint filed dates in the mm/dd/yyyy 
format to limit the output to the specified date parameters. There are no system 
defaults and both dates must be entered. 

 
 Case Type – Enter a statute description to limit the output to cases pursued under 

that statute or an asterisk to include all case types in the report. You cannot leave 
this prompt blank; there is no system default.  Click the <Show Values> button to 
choose the case type from a pick list. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data, 

an F for only Federal data or an S for only State data.  
 

 RID – Enter a RID or choose a RID from the pick list. 
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 Investigator ID – Enter an investigator ID to limit the output to cases assigned to 

that investigator or an asterisk to include cases for all investigators. 
 
 

   Figure 4-6: Case Summary Report 
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4.5 FORM 87  
 
This option leads to a screen that displays a printable, blank Form 87. 
 
 
4.6 INVESTIGATION DATA REPORT 
 
The Investigation Data report displays a large amount of statistical data for the user-selected time 
period. The report is segmented as follows: 
 

 Timeliness.  This portion of the report provides numbers, percentages and 
averages to denote timeliness in reaching a decision at the regional level and for 
cases still pending determination.  It also gives the percentage of cases backlogged 
at the end of the user-selected time period for each case type. 



 

4-11 
 
 
 
 

 
 Results.  This section provides the number and percentage of withdrawn, 

dismissed, and merit complaints for each case type and the number and percentage 
of merit complaints that have been settled. 
 

 Allegations/Merit.  This portion of the report displays investigation results data 
according to the type of protected activity alleged by the complainant. For each 
allegation type listed in the vertical column and each case type listed horizontally, 
the report displays the number of complaints filed with the percentage that 
allegation type is relative to all allegations and the number of merit determinations 
found for that allegation type.  

 
The report is useful for evaluating the aggregate results of investigations in the long term and for 
identifying trends over time. Figure 4-7 presents a sample Investigation Data report. 
 
Upon selecting the Investigation Data report, you will be prompted to enter the following 
information.  Note that you can click the <Show Values> button to choose filter criteria from a 
pick list, where available.  No information prompts can be left blank. 
 

 Date Range – Enter the earliest and latest complaint filed dates in the mm/dd/yyyy 
format to limit the output to the specified date parameters. There are no system 
defaults and both dates must be entered. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data, 

an F for only Federal data, or an S for only State data.  
 

 RID – Enter a RID or choose a RID from the pick list. 
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        Figure 4-7:  Investigation Data Report (first page) 
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             Figure 4-8:  Investigation Data Report (second and third pages) 
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4.7 LENGTH OF INVESTIGATION REPORT  
 

The Length of Investigation report provides pertinent information for cases where the date of 
decision at the State investigation or Regional level falls within the user-specified date range and 
gives the number of days it took to complete the investigation. If the investigation took longer 
than the statutory time frame, the case is marked with an asterisk (*). The report may be run for 
all case types or for a user-selected case type.  
 
This report is useful for identifying which cases required the most time and any patterns which 
may exist relative to case investigation times. Figures 4-8 and 4-9 present a sample Length of 
Investigation report. 
 
Upon selecting the Length of Investigation report, you will be prompted to enter the following 
information.  Note that you can click the <Show Values> button to choose filter criteria from a 
pick list, where available.  No information prompts can be left blank. 
 

 Date Range – Enter the earliest and latest complaint filed dates in the mm/dd/yyyy 
format to limit the output to the specified date parameters. There are no system 
defaults and both dates must be entered. 

 
 Case Type – Enter a statute description to limit the output to cases pursued under 

that statute or an asterisk to include all case types in the report. You cannot leave 
this prompt blank; there is no system default.  Click the <Show Values> button to 
choose the case type from a pick list. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data, 

an F for only Federal data or an S for only State data.  
 

 RID – Enter a RID or choose a RID from the pick list. 
 

 Investigator ID – Enter an investigator ID to limit the output to cases assigned to 
that investigator or an asterisk to include cases for all investigators. 
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  Figure 4-9:  Length of Investigation Report (top portion) 
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         Figure 4-10:  Length of Investigation Report (end portion) 
 

 
 
 
4.8 PENDING CASES REPORT  
 
The Pending Cases report lists all cases that are pending investigation or post-investigation 
actions. It provides pertinent information, including the previous determination date, when 
applicable, and the number of days the case has been pending investigation or pending further 
determination from the previous level of review. Figure 4-10 presents a sample Pending Cases 
report. 
 
Upon selecting the Pending Cases report, you will be prompted to enter the following 
information.  You can click the <Show Values> button to choose filter criteria from a pick list.  
No information prompts can be left blank. 

 
 Federal or State Data – Enter an asterisk to search for both Federal and State data, 

an F for only Federal data or an S for only State data.  
 

 RID – Enter a RID or choose a RID from the pick list.
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 Investigator ID – Enter an investigator ID to limit the output to cases assigned to 

that investigator or an asterisk to include cases for all investigators. 
 
    Figure 4-11:  Pending Cases Report 
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CHAPTER 5 
 

VALIDATION RULES FOR TRACKING CASES 
 
 

5.1 CASE STATUS 
 
If a case has a Complaint Filed Date and a Final Determination is not present, the case is defined 
as being Open. 
 
If a case has a Complaint Filed Date and all complainants have a Final Determination present, the 
case is defined as being Closed.  
 
If a case has a Complaint Filed Date and a Region/Agency Determination is not present, the case 
is defined as being Pending Investigation. This is a subset of Open cases. 
 
If a case has a Complaint Filed Date and a Region/Agency Determination is present but a Final 
Determination is not present, the case is defined as being Post Investigation. This is a subset of 
Open cases. 
 
If a case is Post Investigation and is an OSHA, AHERA or ISCA case type (and the latest or last 
determination is at the "R" level and the "L" Determination Code or at the "S" level and the "L" 
Determination Code), the case is Pending Solicitor. This is a subset of Open cases and Post 
Investigation cases. 
 
If a case is Post Investigation and is an OSHA, AHERA or ISCA case type (and the latest or last 
determination is at the "P" level), the case is Pending Appeal. This is a subset of Open cases and 
Post Investigation cases. 
 
If a case is Post Investigation and is not an OSHA, AHERA or ISCA case type (and a "P" level 
determination is present but a Final Determination is not present), the case is Pending ALJ. This 
is a subset of Open cases and Post Investigation cases. 
 
5.2 DETERMINATION FLOW 
 
Figures 5-1 through 5-3 present possible sequences for determination options in the 
determination menu
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5.3 LOCAL CASE NUMBER 
 
The Local Case Number must use a mask of X-XXXX-XX-XXX for federal offices. 
 

• The first character must contain a number 1-0 to represent the region code. 
• The third through sixth characters must contain the Area Office code. A list of 

valid codes, by Region, is provided in the tables below. 
• The eighth and ninth characters must contain the fiscal year. 
• The eleventh through thirteenth characters must contain a sequential number. 

 
The sequential number must be unique by the Area Office AND fiscal year. 
The sequential number must increment when a record is added. 
The sequential number must be able to be overwritten. 
Sequential numbering should use available numbers if a preceding case has been deleted. 
The Local Case Number is optional for states and will not be formatted. 
The Local Case Number is required for federal offices.  
 
If the state is a State Plan state, then the Local Case number is not generated from the 
City Code list and the state can enter in its own unique number. 
 
 

5.3.1 Region 1, Boston 
 
State Area Office Code 

 Connecticut Bridgeport 0080 
Connecticut Hartford 0280 
Maine Bangor 0250 
Maine Portland (filed with Bangor) 0250 
Massachusetts North Boston (Methuen) 0120 
Massachusetts South Boston (Braintree) 0125 
Massachusetts Springfield 1270 
New Hampshire Concord 0070 
Rhode Island Providence 0190 

 
 

5.3.2 Region 2, New York 
 

State Area Office Code 
Puerto Rico Puerto Rico 0964 
New Jersey Avenel 2140 
New Jersey Marlton 1150 
New Jersey Parsippany 2585 
New York Albany 0050 
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New York Bayside 4174 
New York Buffalo 0750 
New York Hasbrouck Heights 1750 
New York Long Island 2600 
New York Manhattan 4173 
New York Syracuse 6010 
New York Tarrytown 6040 

 
 

5.3.3 Region 3, Philadelphia 
 

State  Area Office  City Code 
Delaware  Wilmington  0490 
Maryland  Baltimore  0050 
Pennsylvania  Allentown  0110 
Pennsylvania  Erie  2640 
Pennsylvania  Harrisburg  3500 
Pennsylvania  Philadelphia  6540 
Pennsylvania  Pittsburgh  6600 
Pennsylvania  Wilkes-Barre  9340 
Virginia  Norfolk  1760 
West Virginia  Charleston  0480 

  
 
5.3.4 Region 4, Atlanta 

 
State  Area Office Code 
Alabama  Birmingham 0350 
Alabama   Mobile 2100 
Florida   Fort Lauderdale 1050 
Florida   Jacksonville 1510 
Florida   Tampa 2950 
Georgia   Atlanta East (Tucker) 5580 
Georgia   Atlanta West (Smyrna) 5070 
Georgia   Savannah 4910 
Kentucky   Frankfort 1221 
Mississippi   Jackson 1220 
N. Carolina   Raleigh 3750 
S. Carolina   Columbia 0520 
Tennessee   Nashville 1760 
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5.3.5 Region 5, Chicago 
 

State  Area Office Code 
Illinois  Calumet City 1260 
Illinois  Chicago North (Des Plaines) 2330 
Illinois  Fairview Heights 2962 
Illinois  North Aurora  0460 
Illinois  Peoria 6850 
Indiana  Indianapolis 2210 
Michigan  Lansing 2700 
Minnesota  Minneapolis 4760 
Ohio  Cincinnati 1610 
Ohio  Cleveland 1680 
Ohio  Columbus 1800 
Ohio  Toledo 8120 
Wisconsin  Appleton 0170 
Wisconsin  Eau Claire 1470 
Wisconsin  Madison 2780 
Wisconsin  Milwaukee 3100 

 
 

5.3.6 Region 6, Dallas 
 

State  Area Office  Code 
Arkansas  Little Rock  2320 
Louisiana  Baton Rouge  0150 
New Mexico  Albuquerque  0030 
Oklahoma  Oklahoma City  3550 
Texas  Austin  0330 
Texas  Corpus Christi  1550 
Texas  Dallas  1730 
Texas  El Paso (filed with Lubbock) 4140 
Texas  Fort Worth  2450 
Texas  Houston North  3280 
Texas  Houston South  3285 
Texas  Lubbock  4140 
 

 
5.3.7 Region 7, Kansas City 

 
State  Area Office Code 
Iowa  Des Moines 2260 
Kansas  Wichita 5880 
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Missouri  Kansas City 4120 
Missouri  St. Louis 7080 
Nebraska  Omaha 3620 
 

 
5.3.8 Region 8, Denver 

 
State  Area Office Code 
Colorado  Denver 0600 
Colorado  Englewood 0740 
Montana  Billings 0100 
North Dakota  Bismarck 0370 
Utah/Wyoming  Salt Lake 1700 
 

 
5.3.9 Region 9, San Francisco 
 
State  Area Office  Code 
Arizona  Phoenix  0370 
California  San Francisco 3290 
Hawaii  Honolulu  2400 
Nevada  Carson City  0050 
 

 
5.3.10 Region 10, Seattle 
 
State  Area Office Code 
Alaska  Anchorage 0130 
Idaho  Boise 0160 
Oregon  Portland 1650 
Washington  Seattle (Bellevue) 1960 

 
 
 


