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1 Introduction

This guide isdesigned to be used as a practical set of steps to help you master the GDPRunctionality with in eWay-
CRME.

Having the GDPR functions implemented withinewayCRME does not mean that your comp
requirements. Theissue is very complex and it concernsvarious different aspects of your company therefore, we
recommend consulting with specialists.

The subjectr i ght s descri bed within each chapter 6s infroductiorstbthet i on
subject matter, where more detailed information, concerning the functionality can be found.

1.1 What is GDPR?

GDPR General Data Protection Regulation is new legislation introduced in European Union to protect the personal
data of individuals; so called Data Subjects.

The aim of the regulation is to distinctly enforce the data protection for European Union Citizens It becomes
enforceable from 25 May 2018 in all member states of the European Union.

1.2 Who and what is GDPR related to

The regulation is related to all subjects processing the personal data of EU citizens. Therefore, it alsoapplies to
companies from the USA, CanadaAustralia, etc.

1.3 Basic terms

Data Subject A Data Subject is any individual whose data is somehow being processed.

Controller It is necessary that aController is present at each processing.

A Controller is any subject, no matter the legal form, who determines the purposes and
resources of personal data processing and is the primary person responsible for the
processing.

An individual can also be a Controller, as long as hdshe processes the personal data in a way
already excluding the application of a personal or home activity exception.

In case the Data Subject is a company, the responsibility for data processing belongs to the
company, not to the owners, official representatives, employees, etc.

Page?2/ 54



{\Way

- CRM

Processor The Processor is an individual or a legal entity, or a public authority, agency etc., processing
the personal data for the Controller.

Personal Data Any information that can lead to identifying the Data Subject is considered personal data. E.qg.
first name, last name, email, telephone number, IP address, etc. This also includes data that

can lead to deducingthe Subj ect 6 s f ut ur ehabneofe hevcoutn passibly desirg .
to buy from me).

Sensitive Data Any data declaring the Subject's nationality, racial or ethnic origin, political views,
membership in trade-unions, religion, philosophical beliefs, conviction of a criminal offense,
health condition, sexual life and the genetic data. Biometric data, enabling a direct
identification or authentication of the data subject, is also considered sensitive data. It can
also be referred to as Sensitive Personal Data in some articles.

1.4 Data Subject rights under GDPR

GDPR articles regulate the subject righs in detail, especially:

Transparent information, communication and modalities for the exerciseof the rights of the D ata Subject
Right to be informed (when personal data is collected from the Data Subject)

Right of access by theData Subject

Right to rectification

Right to erasure (right to be forgotten)

Right to restriction of processing

Right to data portability

Right to object

© © N o 0 A~ w0 N PRE

Automated individual decision -making, including profiling

10. Possibility of Data Subject rights change by EU member states legislative

1.5 Marketing messages

As for the legislation itself, the general rule is that using personal data for the purpose of sending electronic marketing
messages to individuals is only possible with consent of the individuals that provide their personal data for this purpose.

The question is in which cases does thesender need consent of the third p arty whose personal data, (e.g. email,
telephone number), he/she is about to use for marketing purposes.
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1.5.1 Marketing messages sent without consent

The recital 47 of GDPRdetermines that processing personal data for the purpose of direct marketing can be considered
processing due to a legitimate interest of the Controller. Note that the following rules need to be followed:

1. You will use electronic contacts of your customers, related to the sale of my product or service, the data has been
gained within the performance of the contract or order. There has to be an easyoption for the customer to opt -
out.

2. Sending business messags without consent has to be linked directly to the service or product offered within
the performance of the contract. So, in case you have sold a car, you cannot offerlT services

1.5.2 Sending marketing messages within business relations

1. For sending business nessages to business companies via email or telphone, consent is not required, it is
appropriate to offer the possibility to unsubscribe

2. If the form of the email is firstname.lastname@, or lastname@, then the message should always offer the
possibility to unsubscrbe.

153Time | imit for keeping subjectds dat a

1. The sender always needs to inform the other party for what purpose and for how long consent is given.
2. The consentsmust always be carefully archived, so that in future it is possible to prove when it was given, for
how long and for what purpose.

1.5.4 Consent requisites

1. The consent has to be an unambiguous confirmation expressing free will of the person giving the consent, it
needs to be free, specific, clear, separable and informed.

2. The subject giving consent has to give it actively, via signature or ticking a box. Silence or inactivity definitely
does not mean a giving free consent.

3. The consent also has to be sufficiently informed and the subject asking for permission to send marketing

messages should clearly define whoit is given to. Either the marketing subject, someone else, oralso other

subjects; who else will process the consent have it at his disposal.

For what specific purpose is it being given, specifying the products or services, campaigns etc.

For how long consent is given for.

To what personal data is the consent related to, i.e. if only email or alsg e.g. telephone contact.

Instructions about the basic rights.

N o gk
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2 GDPR functions activation within

eWay-CRM

In order to assist with meeting GDPR requirements, wehave prepared two main new features which we recommend to

activate.

1. General set of functions, designated specially for GDPR.
2. A function for tracking changes within items (e.g. automatic tracking of who changed the email address on a

contact card and when).

2.1 GDPRFeatures

1. Open Administration Settings.

@Carls

&/ Goods

.Fp],'iale Prices

2. Click Global Settings button.

LA Exchange Rates 9

Knowledge

Base

File Home

9 @ About eWay-CRM

Knowledge
Base

Help

Users and Permissions

2% Users
.'I'I Groups
Ff Module Permissions

E‘ Column Permissions

Module Settings

I:‘ Custom Fields

EE Drop Down Menus

= Workflow Diagrams
E Reports

v} Marketing List Sources

1?8 Activity History Tracking

General Settings

& Updates

HI Features

|§T Global Settings
== Purchase

=] Logs

-;1-* eWay-CRM Settings

-;:L'u' Administration Settings |

R About eWay-CRM

Preferences
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3. Open Main section.

eWay-CRM Administration Application - Global Settings

Ij'ﬁ‘ &) Refresh 0 @ About eWay-CRM
£
Edit Knowledge
Base
Actions Help
Name a | Value
Users and Permissions A ) Category: Bookkeepi
afs Users » Category: Companies
..l'l Groups } Category: Company Details
A Module Permissions + Category: Contacts
D Column Permissions » Category: Deals
¢ Category: Documents
Module Settings () b Category: Emails
» Category: Goals
I:‘ Custom Fields egory:
+ Category: Journal
EE Drop Down Menus egory:
b Category: Leaves
== Workflow Diagrams =i
= » Category: Mailings
g Reports egory: 9
- + Category: Main
v Marketing List Sources =LA
} Category: Marketin
E% Activity History Tracking e 9
} Category: Others
General Settings ~ ¢ Category: Phone List
+ Category: Products
& Updates
» Category: Projects
Features
¢ Category: Security
“ Global Settings
+ Category: Tasks
Purchase
} Category: Time Sheets
=] Logs
¢ Category: Users

4. Double-click the item Apply General Data Protection RulesGDPR.

eWay-CRM Administration Application - Global Settings

D. ) Refresh o @ About eWay-CRM
z

Edit Knowledge
Base
Actions Help
Name & | Value
Users and Permissions ~ e ———
2% Users b Category: Companies
.'l-' Groups » Category: Company Details
KA Module Permissions b Category: Contacts
b Category: Deals

K column Permissions

-

Category: Documents

Module Settings ~ + Category: Emails
» Category: Goals
D Custom Fields =geny:
b Category: Journal

Drop Down Menus

-

Category: Leaves
= Workflow Diagrams e

-

- Category: Mailings
g Reports L -

; i1 4 category: Main
uﬂl Marketing List Sources s =5

. Allow Server Database Backup v
ey (A AR TR Allow the Administer Local Database Context Menu N
| Apply General Data Protection Rules (GDPR) x
General Settings ~ Backup Retention in Days 7
Base Directory for Server Database Backups 1110, 16.0.60%Way\SQL\SQL2008R 2
&, Updates Default Currency EUR
il Features Default Language en
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5. Check the box and confirm with OK.

{1 Global Setting Detai

Apply General Data Protection Rules (GDPR):

| oK | | Cancel

6. eWay-CRM will activate GDPR relevant functionsd see this article.

2.2 Activity History Tracking

1. Open Administration Settings.

E’ﬁ Carts ﬂ"@ Exchange Rates 9 -;1-* eWay-CRM Settings

m# Goods #* Administration Settings |
) Knowledge

.Wp] Sale Prices Base M About eWay-CRM

Preferences

2. Click Activity History Tracking section.

*

File Home
9 @& About eWay-CRM
Knowledge
Base
Help

Users and Permissions

28 Users
.'I.I Groups
Ef Module Permissions

A Column Permissions

Module Settings

I:‘ Custom Fields
[EE Drop Down Menus
== Workflow Diagrams
T3 Reports

\d Marketing List Sources

| E& Activity History Tracking
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3. Check the modules within which you wish to track history. We recommend activating the function for Contacts
Companiesand Deals Something not relevant for GDPR, but possibly valuable, is tracking changes within the
Projectsmodule.

&Way-CRM Administration Application - Activity History Tracking

@ 9 4 About eWay-CRM

Refresh | Knowledge
Base

Actions Help

Active [ Module
Boruses

Users and Permissions -~

2% Users Bookkeeping
Calendar
Categories
Companies

Contacts

" Groups

EA module Permissions
E column Permissions
Deals
Module Settings ~ Discount Lists

Documents
5 custom Fields

EB Drop Down Menus

Emails
Exchange Rates
= Waorkflow Diagrams Goals

= Journal
) i Leaves
J) Marketing List Sources Marketing Campaigns
Marketing List

Marketing List Sources

L& Activity History Tracking

General Settings -~ Payments
Price List
Prices

Products

&, Updates

B Features

]
[H|
[H|
[H|
O
0
0
0
0
[m]
[H|
[H|
[H|
[H|
[H]
O
O
0
0

Products in Bookkeeping Record
Products Sets
 Projects

1f Global settings

e Purchese
[E] Logs [ Reports
[]  Resource Plan
Integration With 3rd Parties ~ ~ Ll saleries
[ skils
@ Pohoda L] Tasks
[]  Time sheets
[]  Trainings / Certifications
[ users
O

Work Commitments

3 How to record processing consents

GDPR requires that a personal data processing consent is recorded a unique record for every processing purpose. That
means that the subject might agree that we keep his/her personal data for the purpose of sending educational
materi al s, h o we v e r/her dorisenif@ dakagrocessidgtfor maoketinghpurgoses, we cannot useit for
those purposes. Despite the fact that a vast majority of companies will be recording just one consent, we will
demonstrate how to use the function universally.

We create a set of fields ineWay-CRM. These fields represent conserd received for processing purposes. We can

choose classic check boxes or record the date and time This waywe can record dDate Consent Receivedo . The seco
possibility later allows us to filter those contacts, that gave us consent five years ago (because according to our internal

politics, we need to renew the consent after five years, respectively delete theclient from our database.)

1. Open Administration Settings.

@i Carts ﬂi; Exchange Rates 9 -;1-# eWay-CRM Settings
@/ Goods | 2+ Administration Settings I

Knowledge
-@ Sale Prices Base A About eWay-CRM

Preferences
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2. Click on the Custom Felds section.

8%
8
&

&
E|

3. Click on the Contacts Companies or Deals

4. In the top left area, click New.

D D. & &) Refresh

New Edit  Delete

Actions

Users and Permissions

2% Users
.'l-I Groups
EAl Module Permissions

Bl Column Permissions

Module Settings

[5] custom Fields

[EE Drop Down Menus
= Workflow Diagrams
Reports

s Marketing List Sources

Eg Activity History Tracking

General Settings

&, Updates

Home

D D B} ) Refresh e @ About eway-CRM

New Edit Delete

Actions

o @ About eWay-CRM

Knowledge
Base

Help

Users and Permissions

Users
Groups
Module Permissions

Column Permissions

Module Settings

Drop Down Menus
Workflow Diagrams
Reports

Marketing List Sources

Activity History Tracking

Knowledge
Base

Help

Module Name

e 4 About eWay-CRM

~ Bonuses
Baookkeeping
Categories

Companies

Deals
Discount Lists

Documents

Emails
Goals
Journal
Leaves
Marketing Campaigns
. Marketing List
i Products
Projects
Salaries
Skills
~ Time Sheets
Trainings [ Certifications
Users

Knowledge
Base

Help
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5. Choose the desired type 6 Date or CheckBox.

=] Select the Field Type %

Ficld Type | Single Line Text

Single Line Text
Multi Line Text
Mumeric

foate

l Check Box

Drop Down
Mult Select Drop Down

6. Typethe name of the field & e.g. dDate of consent for marketing purposes rece®do or dMarketing purposes

consento

7. Click OK.

accordi

(or any other name
(= Feld Detai X
Field Name |DatE of consent for marketing purposes rt|
Comment | |
Display Time
Categary | Mot Categorized | - |
General Section
| oK || Cancel |

8. Repeat the steps 47 for each processing purpose individually.

4 How to get proce ssing consents

ng

t o

your

preferei

In order to obtain consents, we will use theProfessionalBEmails function, available within the Marketing module.

Generally speaking, we will send a bulk emailrequesting fort h e

s u dopsent The donsent will begranted by

clicking on a hyperlink sent within the email. If the subject clicks the link, higher consent will be automatically registered
at contact level, in the fields we have created in the last chapter. Meanwhile, a journalnote will be created and linked,
helping us recognize from which campaign the consent is derived from.

It is advisable that when clicking the hyperlink, the subject receives an auto-response similar to the following, dTrhank

you for providing ¢ 0 n s éAfestrorigly recommend preparing such a lading page on your web site.

az

CRM

EAWway

WHAT IS EWAY-CRM EXPLORE RESOURCES

Successfully Subscribed

PRICING

Features.

Modules

Mobile App

Web Access

Free Single User Version
Out Products and Services
Pricing

Thank you for your trust

Our Team ‘What is (RM?

Success Stories How To Articles.

License Agreement FAQ

Privacy Policy in eWay-CRM Blog
Documentation
Video Tutorials
Remote Support

US (816) 256-8784

6000
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4.1 Preparing user fields inthe Marketing module

In the chapter How to register processing consentsve havelearned how to create a set of fields for consents register.
Therefore, we have one or more fields defined within the Contact, Company or Deal card.

We shall now create fields within the marketing campaign card.

1. Open Administration Settings.

@i Carts LA Exchange Rates 9 -n-* eWay-CRM Settings
w Goods | 3+ Administration Settings |
Knowledge
EP Sale Prices Base M About eWay-CRM
Preferences
2. Click Custom Fieldssection.
File Home
9 & About eWiay-CRM
Knowledge
Base
Help

Users and Permissions

2% Users
.'I-' Groups
Kl Module Permissions

B Column Permissions

Module Settings

|:| Custom Fields

ER Drop Down Menus
= Workflow Diagrams
E Reports

“@ Marketing List Sources

ES Activity History Tracking

3. Click Marketing Campaigns module.

eWay-CRM Admi

D I:‘}. Ij‘}} @ Refresh 9 & About eway-CRM

Mew  Edit Delete Knowledge
Base
Actions Help
Module Name -
Users and Permissions ~ P
. Bookkeeping
4% Users Categories
& Groups Companies
Kl Maodule Permissions Contacts
Deals
B Column Permissions
Discount Lists
i Documents
Module Settings ) Emails
Goals
[5] custom Fields
Journal

ER Drop Down Menus Leaves

"=, Workfiow Diagrams Marketing Campaigns

3 Reports , Marketing List
* Products
) Marketing List Sources
Projects
Eg Activity History Tracking Salaries
Skills
General Settings ~ Time Sheets

Trainings / Cer fications
Users

®, Updates
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In the top left area, click New.

Home

H D‘ Ij;( &) Refresh

Edit Delete Knowledge
Base
Actions Help
Chose type URL
[= Select the Field Type X
Field Type | Single Line Text
Mumeric -
Date
Chedck Box
Drop Down
Multi Select Drop Down
Relation
| URL w

9 @ About eWay-CRM

6. Write down the field name. Please, be very careful and make sure the field name on theMarketing campaigns
card corresponds to the field name on the card of a Contact, Company or Dealonly with a dJURL- ofield name.

7.

If you have created a field on the Contact card Date of consent for marketing purposes receivedo
chapter, then name the field 0URL- Date of consent for marketing purposes receivedo .

PressOK.

[F= Field Detail

Field Name
Comment
Category
General Section

Edit Mask.

x
|URL - Date of consent for marketing purpc‘
| \
|Not Categorized | - ‘
| |

8. Repeat steps 46 for each processing purpose individually.

4.2 Creating and sending a Marketing campaign

1.

In eWay-CRM, clickNew > Marketing.

Send / Receive Falder View

@ 0 g

Mew  Marketing Deals Projects

Campaigns

i

4 Marketing

Boeeomes B B O

y

S

Deal E—
Project

Company

Contact

Journal

Document

Task

Time Sheet

Leave

Bookkeeping Record
Products

Discount List

n the
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2. Insert the resulting website URL the subject will see in case the user clicks on your hyperlink consent, into the

new fields AURLACo n s en

recommend you to open the website in a browser and copy the link into the field using Windows box.

t . . . 0 hiperknkis complete (irticlhding http://, OR https://). We

Marketing Campaign

Marketing Campaigns

Form Designer

R H X EIREEL ©
EL it '
B &) Refresh ?
Saveand Save Delste Add New Link to Custom  History Reports  Print Edit Marketing  Action
Close - Existing Fields - List -
Actions Relations Show Other Export Marketing @
Created 7
Basic Information Time and Finance Professional Email Statistics ~
o | T S o B T T
Type |Professiuna\ Email | - | Revenue 0.00 EUR Emails Viewed I:l
Note Custom Fields
» | URL -Date of consent for... | https://vour-web,com/consent-date
URL -Marketing purposes. .. | https://your -web. com/consent-box I~
@nuB(0)  [Fivarketnglist(0) R Jounal (0) [ Documents (0) [ElEmais (0) ¥ Tesks(0) [Elcalendar () [Ejpeals ()  §ia Categories (0) v
] |TyDe ‘Suhject |me ‘Tu ‘Smrt |End | Company |5
— W Al A Al - - allc "
< >
[x] [] Isystem] = Unchecked' Edit Filter
Owner Stefko, Martin | Created by Stefko, Martin |~ Created 5/2/2018 11:36:45 AM | Modified by | Modified r

3. Then process the campaign the way you are used to. Just to make sure, wettach instructions.

4.3 Verifying results

The moment the campaign gets the status Sent you can start looking for the first consents.

1. Open the marketing campaign through which you asked for consents.

Marketing Campaigns [l

+ C] Private = =
kg H X =% =5 B g T B y ®
Saveand Save Delete Add New Link to Custom  History Reports  Print Edit Marketing ~ Action
Close - Existing Fields - List -
Actions Relations Show Other Export Marketing @
Basic Information Time and Finance Professional Email Statistics “
Name |Markehng Campaign | Start Date 5/2/2018 ﬂ Emails Sent
o | S T E—
Type |Professiana\ Email | Revenue 0,00 EUR. Emails Viewed
Note Custom Fields
>  URL-Date of consent for... | https://vour-web. com/consent-date
URL - Marketing purpases. .. ‘hms: 'your -web. com/consent-box ‘ v
A
f3HUB (12) | [FiMarketinglist(3) @ Joumnal (1) [ Documents 0) ElEmais (0)  |v] Tasks @) [E]calendar () [E]Deals () iy Categories (0) v
O | 1ype | subject | From [To | start |Ena ~ | Company E
= Wl o[ aflc - - allc "
< >
E [System] = 'Unchecked'
Owner Stefko, Martin | Created by Stefio, Martin |~ Created 5/2/2018 11:36:45 AM | Modified by Stefko, Martin | Modified 5/2/2018 11:53:34 AM r
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2. Click the Journal bookmark.

3. Using the Column Chooser, add the Note column to your view.

6 HuB (12) Marketing List (3) || 77 Journal (12) Documents (0) =1 Emaiis (0) %] Tasks (0) Calendar (0)  [E]Deals (@)  §ii Categories (0) 3
[ | customer | Contact Persan | Superior Ttem Hma_ [ Type Start Time
= o o e 2l Sort Ascending - -
il Sort Descending .. Event 5/2{2018 11:41 AM
Clear All Sorting .. |Event 5/2/2018 11:47 AM
(_' Clark, Richard Cpa Phoenix, Richard . 5 Responses 5/2/2018 11:43 AM
#3 | Clark, Richard Cpa Phoenix, Richard M, Group By This Calumn Responses 5/2/2018 11:45 AM
+d  Clark, Richard Cpa Phoenix, Richard 4" Show Group By Box Responses 5/2/2018 11:52 AM
v(_l Smart, John Hide This Column Responses 5/2{2018 11:43 AM
2 Smart, John f Responses 5/2{2018 11:43 AM
5 [ Column Chooser
w& | eWay System LLC Ayeen, Eve | Responses 5/2/2018 11:43 AM
3 eWay System LLC Ayeen, Eve +a+ Dest it Responses 5/2/2018 11:49 AM
Best Fit (all columns) . Ewvent 5/2/2018 11:53 AM
Clark, Richard Cpa Phoenix, Richard Responses 5/2{2018 11:52 AM
Y Filter Editor...
Clark, Richard Cpa Phoenix, Richard Responses 5/2{2018 11:52 AM
Show Find Panel
< & Conditional Formatting » >
Owner Stefko, Martin =~ Created by Stefko, Martin = Created 5/2/2018 11:36:45 AM = Modified by Stefko, Martin =~ Modified 5/2/2018 11:53:34 AM

4. Filter all records containing URL of the website subjects will see when they click | agree, in their Note.

] |Cusmmer |CumactPErsun |5upenur Ttem |Suh]ect |NutE ?‘Typﬁ
= afc Al Al Al [F a0 https: jfyour-web.com/c]
“d | eWay System LLC Ayeen, Eve Email Link Opened https:/fyour-web.comfcans  Responses

5. Double-click one of the journals in order to open it.

Journal - Email Link Oy

pETUEN  Form Designer

ks H X =5 B || = jouie R
Saveand Save Delete Add New Link to Custom  History Reports  Print

Close - Existing Fields -

Actions Relations GDPR Show Other Export. @D

Basic Information

Superior Ttem | x| swrtTme  [sr2/2018 [=] [1:52 [£]
Customer [ewiay System LLC [+ endTime /22018 [+] [1s2 =]
Contact Persan ‘Ayeen,Eve | Xl Type |Responses |
Subject [Email Link Opened | Priarity [Mormal |
Note

https: fyour-web. com/consent-date

I
% HUB (0) | 5 Marketing Campaigns (1) & Projects (0) [ Journal (0) Deals (0) V| Tasks (0) | Comp: ¢ ¥
[} | Type Subject | From ‘ To ‘ End -
— e Al [ Al - -

< >

E [System] = Unchecked'

Ouwner Admin | Created by Admin |~ Created 5/2/2018 11:53:31AM | Modified by Admin

Modified 5/2/2018 11:53:31 AM

6. By clicking on the icon with three dots, you will open the Contact, Company, or Deal that the journal is linked to.

Journal n r

Saveand Save Delete Add New Link to

ks |H X =5 =5 N&

Custom  History
Fields

GDPR Show

x|

Close - Existing
Actions Relations
Basic Information
Superior Ttem |
Customer ‘EWEY System LLC

x|

ContactPerson | Ayeen, Eve

Subject ‘Email Link Opened
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7. You should see data within the field cDate of consent received. . . 0

Form Designer

kd H > & o8

E% @Prwatﬁ L:!@l Eﬁ a_an B, Import to Outlock

Refresh & B Openin Qutlook
Saveand Save Delete AddNew  Link to Existing Custom History Export  Print Synchronize
Close Category =~  Category = Fields 1o Word with Cutlook
Actions Relations Shaw Other Export Synchronization With Outiook &
Basic Information Address Phone Numbers
Fans | e e | e
ooy eorsremic -] o —
1200 Main Street
st e | T ——
Street
N——— | N —
Email 1 eve.aveen @eway-om.com Other El |:| (]
iz | | I
| | —
a
eicptou [ Sore — Jes
Country |United States of America :
Website [ |
Priority [Normal -]
Note Custom Fields
» | Date of consent for mark. .. ‘5]21'2018 "‘ ‘11:52 }%{

Marketing purposes consent

8. The journal is, of course, linked to the item, therefore details can be found any time.

5 Right of personal data accessby the data subject

According to article 15 of GDPR, everySubject has the right to ask the Controller for what kind of information is

recorded and for what purpose.

51 Save the subjectds request

5.1.1 Sent by email

1. Double-click the email.

2. Inthe top toolbar, click GDPRRelevant. This way the email will be saved into eWayCRM as if you useSave to

eWay-CRM

Request to Change Personal Data - Message (HTML)

& 5 Reply = ¥ > el Q {)\ (= %l [FI Convert to Deal 47 Convert to Journal
2 Reply All - T | B < W sl Convert to Project
&9 . Delete E@ - Quick ove ags iting  Zoom Saveto Save Attachments GDPR &
£ Forward Steps ~ & o o eWay-CRM  fo eWay-CRM | Relevant | # Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRM

3. When a window pops up, asking whether you want to open the email, click Yes

eWay-CRM Premium 5.2

0 eWay-CRM successfully imported the email. Do you want to open it?

Yes | | Mo
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4. Make sure the email is correctly linked to the Contact, CampanyorDealand t hat  yereiveditteev en 6t
request from an address not listed within eWay-CRM, for instance.

Saveand Save Delete | Reply Reply Forward  AddMNew  Linkto Existing Custom  History Print Open Email
Close Al Contact ~ Contact ~ Fields

Actions Respond Relations GDPR Show Other Export. Email @D

BHX QG o = n LS o B | B

Basic Information

Superior Item [ [=[+]] Ppriority [Mormal [~
Subject |Request to change Personal Data | senton [413/2018 [=] [1z:s3 7]
Fram [ — | received [4/13/2018 [] 134 -]
To [t | Number of Attachments | of
cc [ |
Note

Helo! ;

Iwould like to request change in my personal data.

A

fisnuB (0)  EE Companies (1) Deals(0) &l Projects (@) {fJournal () E7Emals(@)  [%) Documents (0) v ) Marketing Campaigns (0) 3

0O | Profile Picture | Company ‘ First Name ‘ Last Name = ‘ Job Title ‘ Mobile Business
= ol aflc aflc aflc afle o[

elay System LLC Eve Ayeen

Ouner Stefko, Martin ~ Created by Stefko, Martin  Created 4/19/2018 1:55:55FPM | Modified by Steflo, Martin |~ Modified 4/13/2018 1:55:55PM

a I f the email i s ndt LihkitorEkigiry> Camtachanccchose the dasired peisdn.c k

Emails Form Designer

B H X (el 3 of =&

Saveand Save Delete Reply Reply Forward Add New

Close All Contact - K
Actions Respond Re g Company
Basic Information | B Contact |
Superior Item | Deal iority
Subject |Request to Change Personal Data H Project ent on
From | - - . @ Journal pceived
To - - . El Email umber o
cec | B Document
v Marketing Campaign
Mote & Product
Hello! I Category I
I would like to request change in my personal data. ads User

b. Of course, in case you want to have your email linked to a contact, clck Link to Existing> Contact and
choose the desired person.
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5. Click Save and Close

Email - Request to Change Personal Data

Form Designer

Save and
Close

£ == =5 M= Eag=>

HX QR e E] L3

Save Delete Reply Reply Forward Add Mew  Link to Existing Custom  History
Al Contact = Contact = Fields

Actions Respond Relations GDPR. Show

5.1.2 Written / Received over telephone

1. Find the Contact, Com

pany or Dealwho has submitted the request.

Fgl E ><l DG E@ E% Private 9% éﬂ m ), Import to Outiook

@) Refresh & [ Openin Outiook
Saveand Save Delete  AddNew Link to Existing Custom  History Export  Print | Synchronize
Close Category = Category * Fields to Word With Outiook.
Actions Relations show Other Export Synchronization With Outiook &
Basic Information Address Phone Numbers
P [pyeen, £ e e e o —
-1 89 Avenue C
e — I —
Strest
Department [ | Home [
Email 1 ayeen@enay-am.com Other (]
City New York City ]
Email 2 [ | 1cQ
s \ —
o
oo O] sore  Jes=
Country | United States of America [~]
Website [ |
Priority [Normal [~]
Note

1h: Categories

[ [name

~
© | 43HUB(3) ¥ Tasks(l) [FJDocuments(0) [EJEmais(1) [[cCaendar(0) ([@Blounal(l) HH Companies (1) [EJContacts(0) [E[Deals(0) ¢ *
| rote |

¥lle

Owner Stefko, Martin | Created by Steflo, Martin | Created 4/6/2018°9:25:20 AM | Modified by Stefko, Martin | Modified 4/6/2018 4:04:06 PM

2. Through Add New > Journal or Add New > Document, create a new item. We use documents when we have a

scan of the request. We use journals when wereceived the request verbally.

k& B X

Saveand Save Delete
Close

Link to Existing
Category ~

Actions 1L Category
Basic Information 2
’W‘ 'ml E Document
Company I@ Email
Job Title I:
Department ,—
Email 1 |:]5een Fel
Email 2 |:
[ |

Email Opt Out |

Website

Priority |Norma\

Calendar

| % Journal |

Company

HO

Contact

Email 3
Project

I

LU R i

Bookkeeping Record

Kl
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3. Fillin the request details and add the scanned document.

Sl Downents
GRS BICID & i | & &
= o

8 c =) ® e | 0
Saveand Save Delete | AddNew Linkto GOPR Custom  History Reports  Print  Document
Close v Exstngr | Relevant Fields - -

Actions Relations GDPR Show Other Export »

Basic Information
Superior Item [ [~[+]3] sie 141,428
Customer | ewiay system LLC [+ ]=[3¢]  Extension pdf
ContactPerson  [Ayeen, Eve [-+1| Document Created 4/12/2018 1:41:20 PM
Name | request-change personal || poamentModiied 4/12/2018 1:41:21Pm
Type |Documentation [~
Priority [Norma [~]
Note

| <

~
5 HUB (0) | ) Marketing Campaigns (0) & Projects (0)  [Fpeals (1) gl Companies (0) [+ Tasks (0)  [E|contacts (0)  [[E]calendar (0)  @#Pro ¢

O [ryee Subject | From |10 | start |End ~ | Company
= e e e - - e
< >

[3] i/ [5ystem] = Unchecked

Qwner Stefko, Martin  Created by Stefko, Martin  Created 4/15/2018 2:09:14PM  Modified by | Modified

4. Click GDPR Rlevant. This will help us later with request identification.

Document
e Documents Form Designer
b & Bl
g H X E E
Saveand Save Delete | Add Nev Link to GDPR Custom  History
Close i Existing * Relevant Fields
Actions Relations GDPR Show

5. Click Save andClose

Document

Documents

Custom  History
Fields

Save and Delete

Close

igne
Save Link to
Existing ~

-«dd New
Relations GDPR

Show

Actions

5.2 Process the request

1. Open a card of a Contact, Company or Deal

2. Prepareyour answer, (written or email), that contains answers to all the questions given by GDPR. At the time
when this text is being written, this concern:

a. Processing purpose

i.  Within the user fields Consent for XY purposesncluding Date of consent receive for XY
purposes (see chapter cHow to record processing consentsowhere you will find the information
about which purposes is the consent related to.

b. Category of touched personal data

i. Theindividual contact fields will help to establish what type of information you record about
the subject. For instance: first name and surname, telephone number, email addressetc.
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c. Processing receivers

i. Accodi ng t o your c¢ o mp,dpnopablgnegssarwt@oonsultwithlan IT y
Administrator), you will find out who in your company has the accessto eWay-CRME dat a.

d. The planned period of time for keeping the data
i. See your internal data protection guid eline.

e. Consent resources information

i. Within the HUB bookmark, filter only the GDPR relevanitems. Here you shall find all the
important data which is GDPR relevantconcerning the chosen subject. Therefore, you should
have all the consentsconcisely noted here as well.

f.  Automated individual decision -making, including profiling
i. See your internal data protection guideline.

g. The s ubj etodefete orrectifyhthe sight to object and to file a complaint with a Supervisory
Authority.

Dondt thabyowpeobably keepthe su b | edath it different software too. Of course, you have to delete it from
there manually.

5.3 Save the answer to eWay -CRM

5.3.1 Sent by email
Automatic email tracking is active

1. Write your email and click Send

2. A window will pop-up, asking whether you want to save your email to eWay-CRM.

GDPR Relevant O
3. Check GDPRRelevantfield.
2 Save Emal to eWay-CRM X
Superior Ttem [without superior item relation [=]+]]
Categories [ [~
GDPR Relevant

(=]

File
o

Paste

Message
Cut
Copy

~ Format Painter

Clipboard

=1

Send

To..
Lo

Subject

Request|
Insert  Options  FormatTedt  Review

&

Calibri (Boc~ (11 | A A

=|=

[T
[

B I U ¥-A- =

a

) Basic Text

ayeen@eway-orm.com

Request Was Processed

£2 Save Email to eWay-CRM X

Superior Ttem

Categories

MEE
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4. You can choose aSuperiorltem.

£ Save Emai to eWay-CRM X
Superior Item [1000: Demo - .NET system ks |‘x‘|
Categories I -

GDPR Relevant

5. PressOK
Automatic email tracking is inactive
1. Double-click the email in SentMail.

2. Click Save to eWayCRMin the top toolbar.

Request Was Processed - Message (HTML)

= x £ Reply = 3 iy C)\ ﬂ\ m F = Convertto Deal 7 Convert to Journal
X P K
152 Reply All <kl = I 48 Convert to Project

&~ Delete B~ Quick Move Tags Editing Zoom Saveto [Save Attachments  GDPR =
&4 Forward Steps - - - eWay-CRM| to eWay-CRM  Relevant = Convert to Contact

Delete Respond Quick Steps T Zoom eWay-CRM

3. When a window pops-up, asking whether you want to open the email, click Yes

eWay-CRM Premium 5.2

o eWay-CRM successfully imported the email. Do you want to open it?

4. Make sure the email has been correctly linked to a Contact. Company or Deala n d

sent from an address not in eWay-CRM.

t hat

t

he reques
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