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1 Introduction

This guide is designed to be used as a practical set of steps to help you master the GDPR functionality within eWay-
CRM®,

Having the GDPR functions implemented within eWay-CRM® does not mean that your company has met all GDPR
requirements. The issue is very complex and it concerns various different aspects of your company therefore, we
recommend consulting with specialists.

The subject rights described within each chapter's introduction are incomplete. They are meant as introductions to the
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 also applies to
companies from the USA, Canada, Australia, etc.

1.3 Basic terms

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

Controller It is necessary that a Controller 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 he/she 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.
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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.g.
first name, last name, email, telephone number, IP address, etc. This also includes data that
can lead to deducing the Subject’s future behaviour (e.g. What more he could possibly desire
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 rights in detail, especially:

1. Transparent information, communication and modalities for the exercise of the rights of the Data Subject

Right to be informed (when personal data is collected from the Data Subject)

Right of access by the Data Subject

Right to rectification

Right to erasure (right to be forgotten)

Right to data portability

Right to object

2
3
4
5
6. Right to restriction of processing
7
8
9

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 the sender need consent of the third party 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 GDPR determines 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 easy option for the customer to opt-
out.

2. Sending business messages 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 offer IT services.

1.5.2 Sending marketing messages within business relations

1. For sending business messages to business companies via email or telephone, 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 unsubscribe.

1.5.3 Time limit for keeping subject’s data

1. The sender always needs to inform the other party for what purpose and for how long consent is given.
2. The consents must 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 who it is given to. Either the marketing subject, someone else, or also 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 also, e.g. telephone contact.

Instructions about the basic rights.

N o vk
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2 GDPR functions activation within eWay-CRM

In order to assist with meeting GDPR requirements, we have 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 GDPR Features

1. Open Administration Settings.

E’f Carts
&/ 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

|ET Global Settings
== Purchase

=] Logs

-;1-* eWay-CRM Settings

-;:L'u' Administration Settings |

R About eWay-CRM

Preferences
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4. Double-click the item Apply General Data Protection Rules (GDPR).

Open Main section.

D‘ &) Refresh 0

Edit Knowledge
Base

Actions

Users and Permissions

28 Users
.'I-I Groups
A Module Permissions

D Column Permissions

Module Settings

I:‘ Custom Fields

EE Drop Down Menus

== Workflow Diagrams
E Reports

v Marketing List Sources

E% Activity History Tracking

General Settings

& Updates

Features

“ Global Settings

Purchase

=] Logs

eWay-CRM Administration Application - Global Settings

@ About eWay-CRM

Help

MName

a | Value

o) » Category: Bookkeeping

¢ Category: Companies

- -

Category: Contacts

-

Category: Deals

-

Category: Documents

~ } Category: Emails

-

Category: Goals

-

Category: Journal

-

Category: Leaves

-

Category: Mailings

Category: Company Details

-

Category: Main

-

Category: Marketing

-

Category: Others

Category: Phone List

>

Category: Products

-

Category: Projects

-

Category: Security

-

Category: Tasks

-

Category: Time Sheets

-

Category: Users

eWay-CRM Administration Application - Global Settings

D. ) Refresh o @ About eWay-CRM
z

Edit Knowledge
Base
Actions Help
Users and Permissions A
28 Users
S Groups

KA Module Permissions

K column Permissions

Module Settings ~

D Custom Fields

Drop Down Menus

= Workflow Diagrams
E Reports

“} Marketing List Sources

!?8 Activity History Tracking

General Settings

®, Updates

=== Features

Name

A | Value

-

Category: Bookkeeping

-

Category: Companies

-

Category: Company Details

-

Category: Contacts

-

Category: Deals

-

Category: Documents

-

Category: Emails

-

Category: Goals

-

Category: Journal

-

Category: Leaves

-

Category: Mailings

3 4 Category: Main

Allow Server Database Backup
Allow the Administer Local Database Context Menu

| Apply General Data Protection Rules (GDPR)

N I CES

Backup Retention in Days

Base Directory for Server Database Backups
Default Currency

Default Language

1110, 16.0.60'eWay'SQL\SQL2008R2
EUR

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 functions — 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,
Companies and Deals. Something not relevant for GDPR, but possibly valuable, is tracking changes within the
Projects module.

&Way-CRM Administration Application - Activity History Tracking

@ 9 4 About eWay-CRM

Refresh | Knowledge
Base

Actions Help

=
=
£
F

[Module
Bonuses

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
Products in Bookkeeping Record

Products Sets

Projects

Reports

1f Global settings

[E Logs

Resource Plan
Salaries

Skills

Tasks

Time Sheets

Integration With 3rd Parties ~

P2 Pohoda

Trainings / Certifications
Users
Wark Commitments

o o o o o o o o

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
materials, however, if we haven't got his/her consent for data processing for marketing purposes, we cannot use it 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 in eWay-CRM. These fields represent consents received for processing purposes. We can
choose classic check boxes or record the date and time. This way we can record “Date Consent Received”. The second
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 the client 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 Fields section.

28 Users

.'I-I Groups

Reports

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

D [‘} [‘}} &) Refresh

New Edit Delete

Actions

Module Settings

o @ About eWay-CRM

Knowledge
Base

Users and Permissions

E Module Permissions

i column Permissions

EE Drop Down Menus

= Workflow Diagrams

¥ d Marketing List Sources

Eg Activity History Tracking

e 4 About eWay-CRM

Knowledge

Base

Help

Module Name rs

Bonuses
Baookkeeping
Categories

Companies

Deals
Discount Lists

Documents

Emails

Goals

Journal

Leaves

Marketing Campaigns

. Marketing List
* Products

Projects

Salaries

Skills

Time Sheets

Trainings [ Certifications

Users

0 & About eWay-CRM

Knowledge

Base

Help
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5. Choose the desired type — Date or Check Box.

=] Select the Field Type %

Field Type

Single Line Text
Single Line Text
Multi Line Text
Mumeric

Date

Check Box

Drop Down
Mult Select Drop Down

6. Type the name of the field — e.g. “Date of consent for marketing purposes received”, or “Marketing purposes
consent” (or any other name according to your preference).

(= Feld Detai X
Field Name |DatE of consent for marketing purposes rt|
Comment | |
Display Time
Categary | Mot Categorized | - |

General Section

7. Click OK.

8. Repeat the steps 4-7 for each processing purpose individually.

4 How to get processing consents

In order to obtain consents, we will use the Professional Emails function, available within the Marketing module.
Generally speaking, we will send a bulk email requesting for the subjects’ consent. The consent will be granted by
clicking on a hyperlink sent within the email. If the subject clicks the link, his/her consent will be automatically registered
at contact level, in the fields we have created in the last chapter. Meanwhile, a journal note 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, “Thank
you for providing consent.” We strongly recommend preparing such a lading page on your web site.

C & za

C | nttps: m -3
(@ Way WHAT IS EWAY-CRM EXPLORE RESOURCES PRICING m
~—

CRM

Successfully Subscribed

Thank you for your trust

Features Our Team What is CRM? US (816) 256-8784
Modules Success Stories How To Articles
Mobile App License Agreement FAQ

Web Access Privacy Policy in eWay-CRM Blog

Free Single User Version Documentation @ ° o 0

Qur Products and Sesvices Video Tutorials
Pricing Remote Support
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4.1 Preparing user fields in the Marketing module

In the chapter How to register processing consents, we have learned 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 Fields section.

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 Ijb,_ D @ Refresh 9 4 about eWay-CRM
£ LX
Mew  Edit Delets 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
) Documents
Module Settings ) Emails
Goals
[5] custom Fields
Journal
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

, Updotes s
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4. In the top left area, click New.

5. Chose type URL.

D‘ Ij;( &) Refresh

Delete Knowledge
Base
Actions Help
[= 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 the Marketing campaigns
card corresponds to the field name on the card of a Contact, Company or Deal only with a “URL - “ field name.

If you have created a field on the Contact card “Date of consent for marketing purposes received” in the last

chapter, then name the field “ URL - Date of consent for marketing purposes received”.

7. Press OK.

[F= Field Detail

Field Name
Comment
Category
General Section

Edit Mask.

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

8. Repeat steps 4-6 for each processing purpose individually.

4.2 Creating and sending a Marketing campaign

1. In eWay-CRM, click New > Marketing.

Send / Receive Falder View

@ 0 g

Mew  Marketing Deals Projects

Campaigns

4 Marketing

i

Boeeomes B B O

y

S

Deal E—
Project

Company

Contact

Journal

Document

Task

Time Sheet

Leave

Bookkeeping Record
Products

Discount List
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Insert the resulting website URL the subject will see in case the user clicks on your hyperlink consent, into the

new fields “URL — Consent...” Make sure the hyperlink is complete (including http://, OR https://). We
recommend you to open the website in a browser and copy the link into the field using Windows box.

Marketing Campaigns

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

Then process the campaign the way you are used to. Just to make sure, we attach 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
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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

B b X g
Saveand Save Delete Add New Link to Custom  History
Close - Existing Fields
Actions Relations GDPR Show
Basic Information
Superior Ttem | x|
Customer ‘EWEY System LLC )(|
ContactPerson | Ayeen, Eve =3
Subject ‘ Email Link Opened |
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7. You should see data within the field “Date of consent received... ”

Cantact - Ayeen, Eve

DE D/‘E E% Private

) Refresh

b H X

L:!@l Eﬁ ai. B, Import to Outlock

P, 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

rrrs | e | e —
Coomy e ] S [ —
swtte | T —

Street

——— | P O —

Email 1 eve.aveen @eway-om.com Other Ell:l (]

itz | | —

Enai 3 \ \ vt L ]
a

crtcpto ] Sore — Jes
Country |United States of America :

Website [ |

Priority [Normal -]

Note Custom Fields

Date of consent for mark... ‘ 5/2/2018

[=] [152 [

v

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 access by the data subject

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

recorded and for what purpose.

5.1 Save the subject’s request

5.1.1 Sent by email

1. Double-click the email.

2. In the top toolbar, click GDPR Relevant. This way the email will be saved into eWay-CRM as if you use Save to

eWay-CRM.

Request to Change Personal Data - Message (HTML)

& ?_Rep\y o ¥ > p C)\
2 Reply Al )

&9, Delet: e E@- Quick Move Tags Editing Zoom
E?, Forward Steps ~ - - =

Delete Respond Quick Steps Zoom

/)

Saveto Save .'ltta‘th;'nsnt; GDPR

eWay-CRM  to eWay-CRM

= [E convert to Deal

o = sl Convert to Project

Relevant ﬁ'j Convert to Contact
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

Eg Canvert to Journal
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4. Make sure the email is correctly linked to the Contact, Company or Deal and that you haven't received the
request from an address not listed within eWay-CRM, for instance.

er

BREX Qg o =2 DR ™ & =

&) Refresh

Saveand Save Delete | Reply Reply Forward  AddMNew  Linkto Existing Custom  History Print | Open Emal

Close Al Contact - Contact Fields

Actions Respond Relations GDPR Show Other Export. Email @D

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. If the email isn't linked to a contact, click Link to Existing > Contact and chose the desired person.

Email - Request to Change Personal Data

Emails Form Designer

+
B EHX @R == =5 Y
Saveand Save Delete Reply Reply Forward Add New i
Close &l Contact = K
Actions Respond Re g Company
Basic Information .@
Superior Item | Deal iority
Subject |Request to Change Personal Data ﬂ Project ent on
From | - - . E Journal eceived
To - - . E1 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, click 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, Company or Deal who 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 we received 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. Fill in the request details and add the scanned document.

Doauments esigne
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 Relevant. This will help us later with request identification.

Document
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 and Close.

Document

Documents

WX =t == IEAEE

Custom  History
Fields

Saveand| Sawe Delete | Add New Link to
Close - Existing

Actions Relations GDPR Show

5.2 Process the request

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

2. Prepare your 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 purposes, including Date of consent received for XY
purposes, (see chapter “How to record processing consents” where you will find the information
about which purposes is the consent related to.

b. Category of touched personal data

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

i. According to your company'’s privacy policy, (probably necessary to consult with an IT
Administrator), you will find out who in your company has the access to eWay-CRM® data.

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

e. Consent resources information

i.  Within the HUB bookmark, filter only the GDPR relevant items. Here you shall find all the
important data which is GDPR relevant concerning the chosen subject. Therefore, you should
have all the consents concisely noted here as well.

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

g. The subject's rights to delete or rectify, the right to object and to file a complaint with a Supervisory
Authority.

Don't forget that you probably keep the subject’s data in 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.

H = Request|
fie [ et Options  FormatText  Review
ol a - -— -
Cal Calibri (Boc= |11 =| & & S-S A
\ Copy
aste aby . - E=E=E ==
- ¥ FormatPainter | © I U ¥-A- EEE £

a

Clipboard ) Basic Text

To.. ayeen@eway-crm.com

Send

Lo

Subject Request Was Processed

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

£2 Save Email to eWay-CRM X
Superior Item [~1+]x]
Categories | | A4 ‘
GDPR Relevant O

3. Check GDPR Relevant field.

2 Save Emal to eWay-CRM X
Superior Ttem [without superior item relation [=]+]]
Categories [ [~
GDPR Relevant
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4. You can choose a Superior Item.

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

GDPR Relevant

5. Press OK.
Automatic email tracking is inactive
1. Double-click the email in Sent Mail.

2. Click Save to eWay-CRM in the top toolbar.

Request Was Processed - Message (HTML)

= £ Reply = 3 iy C)\ ﬂ\ (U F IZ Convert to Deal  J73 Convert to Journal
X P i
152 Reply All . - < = g /& Convert to Project
&~ Delete T - Quick Move Tags Editing Zoom Saveto [Save Attachments  GDPR =
53 Forward Steps - - - - eWay-CRM| toeWay-CRM  Relevant £ Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRM A

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 Deal and that the request hasn't been

sent from an address not in eWay-CRM.

BHX QQRGQ = = 6BLCIDS ™ & o

Saveand Save Delet=  Reply Reply Foward  AddNew linkioExisng — GDPR Custom  History Print  OpenEmal
Close Al Contact~  Contact~ | Relevant Fields
Actions Respond Relations GDPR Show Other Export Emal &

Basic Information

Superior Them [ [+ [+]5] Priority [Normal [+
Subject [Request was Processed | senton [4f19/2018 [+] [1232 =]
From [ - | Received 471872018 [ [1%3:2 7]
To ayeen@eway-om.com | Number of Attachments | o]
e [ ]

Note

<

~

5 wuB(0)  EE companies (1) [Bpeas () Errojects(0)  RIournal () [EEmais () [ Documents (0) ) Marketing Campaigns (0)  @# Products (0)  Hlpcat ¢ >

D) |profiepicare | company First Name | Last Name = | 30b Title | Mobie Business Email 1

- e Wk Wk e e o o

= eWay System LLC Eve Ayeen

< >

Owner Stefko, Martin | Created by Stefko, Martin | Created 4/19/2018 2:43:11PM | Modified by Steflo, Martin | Modified 4/18/2018 2:43:11PM
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a. If the email isn't linked to a Contact, press Link to Existing > Contact and choose the appropriate person.

b. Of course, in case you need your email linked to a Deal or a Project, follow similar steps.
5. On the email card, click GDPR Relevant in the toolbar. That will help us later with request identification.

6. Click Save and close.

5.3.2 Written / Telephone

Saveand Save Delete

Saveand | Save Delete

[Z05SM  Form Designer

B HX Qg

Saveand Save Delete Reply Reply Forward Add New

Close Al Contact ~
Actions Respond Re ﬁ
Basic Information =]
Superior Ttem [
Subject |Request was Processed E" |
=
From |- - . . e}
To [2veen@enay-om.con =
Cc | B
=]

Note

@
"
[
&4

ks H

Close

Actions

H

Close
Actions

Form Designer

X s

Reply Reply Forward
All

Form Designer

X e 3

Reply Reply Forward
All

= =5 [

GDPR

Relevant

Company

Contact

Project

Journal
Email

Decument

Marketing Campaign

Product
Categary

User

[T

= 2 =
Add MNew  Link to Existing
Contact ~ Contact ~

Respond Relations

= t|+ Eg
Contact = Contact =

Respond Relations

1. Find a Contact, Company or Deal who submitted the request.

AddMNew  Link to Existing

Email - Request

GDPR.
Relevant

GDPR.

B RS

Custom  History
Fields

Show

=

Custom History
Fields

Show

Close

Basic Information

B H >

Saveand Save Delete  AddNew Link to Existing

Actions

55 =§

Category ~  Category =

Relations

Full Name

|[ayeen, Eve

Company
Job Title
Department
Emal 1

Emal 2

Emal 3

Email Opt Out
Website
Priority

Note

|
[ srmic [

_l:_% Private

e &

& P Openin Outlook

Synchronization With Outiook @

@) Refresh
Custom  History Export  Print  Synchwanize
Fields to Word With Outlook
Show Other Export
Address Phone Numbers

Business | Home  Other

Mobile

Business 2

\]
89 Avenue C

Strest

"

ayeen@eway-crm.com

Business Fax

Home:

Other

[ | MSN
=

= Comy [zt [ |

‘ T —

[Normal I-]

B, Import to Outiock.

e
3
e ]
L e
3
L
L ]
[ Jews

[ |Name

| Wote

"
Il Categories (0) | GRHUB(3) ¥/ Tasks (D) [FDowments0) ElEmais (1) [ Calendar 0) {73 Journal (1)

Hfl Comparies (1) [E=]Contacts (0)  [EDeals (@) ¢ ¢

Owner Stefko, Martin | Created by Stefko, Martin | Created 4/6/2018 9:25:20 AM | Modified by Stefko, Martin | Modified 4/6/2018 4:04:06 PM
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1. 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 we received the request verbally.

B H X

Saveand Save Delete

.
3
FulName || Ayeen, £(| ] Document

+

55 5§

Link to Existing
Category =

=| Category

Email

-]
Ej Bookkeeping Record

Close
Actions
Basic Information

Company I@
Job Tite 1
Department I:
nai 1 ==
Email 2 [ ]
nais ]
Email Opt Out (|
Website ’—
Priority ‘Norma\

2. Fillin the request details and add the scanned document.

Documents e
=l = private | = )
= =; E = E
8 = =3 N4 Bl 5| g, =
Saveand Save Delete Add New Link to Custom  History Reports  Print Document
Close - Existing = Fields - -
Actions Relations GDPR Show Other Expart &
Basic Information
Superior [tem [ [~[+]x] sie 141,4828
Customer |eWay System LLC ‘ v “X‘ Extension pdf
ContactPerson  |Ayeen, Eve [+ | DocumentCreated 47122018 1:41:20PM
Name |request—processed | I Document Modified 4/12/2018 1:41:21PM
Type [Documentation -
Friority [Mormal [~
Note
<
~
5 HUB (0) | <) Marketing Campaigns (0) I Projects (0)  [E]Deals (0)  Ef Companies (0)  |¥| Tasks (0)  [EdContacts (0) [l Calendar (0)  @iPro ¢ ¥
[} |Type Subject ‘me ‘Tn |Sl3rt |End - ‘ Company
= A e Lal3 Al = = Al
< >
[x] ] (System] = Unchecked
Owner Stefko, Martin ~ Created by Stefko, Martin = Created 4/19/2018 2:09:14PM  Modifiedby =~ Modified

3. Click GDPR Relevant. That will help us later with request identification.

4. Click Save and Close.

Documents

=
Eé H X = = B3 Ei 2l Fm
Saveand Save Delete Add New Link to GDPR. Custom  History
Close - Existing | Relevant Fields
Actions Relations GDPR. Show

Documents Form Designer

H X =5

Add New

Saveand| Save Delete

Close

Document

Document

=g
Link to
Existing *

EA Em
Custom History
Fields

Actions Relations GDPR Show
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6 Right to Rectification

According to article 16, GDPR, subject has the right to rectification, eventually adjustment of personal data, without any

unnecessary postponing.
6.1 Save the subject’s request

6.1.1 Sent by email

1. Open the email by double-clicking it.
2. Click on GDPR Relevant within the top toolbar. This way the email will be saved into eWay-CRM just as if you use
Save to eWay-CRM.

Request to Change Personal Data - Message (HTML)

& 2 Reply - ¥ Sy Q #\ 0 F [FiConvert ta Deal {7 Convert to Journal
F) ] =
52 Reply All e =l /8l Convert to Praject
& - Delet o - Quick Move | Tags Editing Zoom = Saveto Save Attachments | GDPR
& Forward Sese = = = eWay-CRM  to eWay-CRM | Relevant | # Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRIM A

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

eWay-CRM Premium 5.2

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

4. Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM yet, for instance.

Form Designer

BEX @3 & of EE%@Z:Z: e o

Custom  History Print Open Email

Saveand Save Delete  Reply Reply Forward — AddNew  Link to Existing
Al Fields

Clase Contact = Contact =

Actions Respond Relations GDPR Show Other Expart Email &

Basic Information

Superior Item | | - | + | X‘ Priority ‘Norma\ ‘ - ‘
Subject |request to change Personal Data | senton [4/13/2018 [+] [mz83 ]
From [ - . | Received [4/19/2018 [+] [xz5a 2]
To | - ‘ Number of Attachments ‘ 0 ‘
o [ |
Note
Helo! .

I would like to request change in my personal data.

~

g HuB(0)  HE Companies (1) [E0eds @ H Projects(0)  oumal ()  lEmals(0) [ Documents @) ¥ Marketing Campaigns @ ¢ *

) |Profiepictre | company | First ame | Last Name = | Job Title | Mobie Business
= aflc ol aflc aflc Wl Wl
eWay System LLC Eve Ayeen

Ouner Stefko, Martin ~ Created by Stefko, Martin ~ Created 4/19/2018 1:55:55PM  Modified by Stefko, Martin ~ Modified 4/19/2018 1:55:55 PM
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a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the appropriate person.

er

A+
BEHX Q3 =2 =£
Saveand Save Delete  Reply Reply Forward  AddNew
Close Al Contact K
Actions Respond Re g Company
Basic Information .@l
Superior Ttem [ Deal
Subject ‘Requestmchange Personal Data & Project
— — 7 Journal
To - =1 Email
= ‘ B Document
=
tote & Product
Hello! i Category
I would like to request change in my personal data. 2 User

a. Of course, in case you need your email linked to a deal or a project, follow similar steps.

5. Click Save and Close.

H X

Saveand | Save Delete

Close

Actions

Marketing Campaign

fority

nt an
eceived

umber o

Email - Reques

ner

Q3

Reply Reply Forward
Al

& =
Bg £
AddNew  Link to Existing

Cantact ~ Contact =

Respond Relations GDPR

6.1.2 Written / Received over telephone

1. Find a contact (deal, or company) who has submitted the request.

Contact - Ayeen, Eve

sonal Data

C]
=

Custom  History
Fields

Show

& . ] Private =, 4, Import to Outlook
kg H > o5 of El 3 fme B
. ) Refresh B, Open in Outiook
Saveand Save Delete | AddNew Link to Existing Custom History Export  Print | Synchronize
Close Category *  Category + Fields 1o Wiord With Outlook
Actions Relations Show Other Export Synchronization With Outiook =3
Basic Information Address Phone Numbers
e T | e —
T TENNGE| | N —
89 Avenue C
e | o e [ ]
Street
Department [ | Home E [}
Email 1 ayeen@eway-crm.com Other
| | | Mo
Email 2 [ | €Q
— | —
a»
oo ow e
Country | United States of America ﬂ
Website [ |
Priority [Normal [~]
Note
<
I
Hicategories (0) | 4G HUB(3) (Y| Tasks() [ Documents(0) Emais () [FEcalendar @  flounal ()  HE Companies ()  [Econtacts (1)  [F|Deals (©) 3
[} ‘ Name ‘ Mate ‘
— e W[l
Ouwner Stefko, Martin | Created by Stefko, Martin ~ Created 4/5/2018 9:25:20 AM  Modified by Stefko, Martin | Modified 4/6/2018 4:04:05 PM
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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 we got the request verbally.

k& H X 58 =5

Saveand Save Delete Link to Existing
Close Category ~

Actions

| Category
Basic Information
Full Name Ayeen, E Document
Company eWay Sys Email

Job Title

&
=

[ | <

iIEIE

Department
Email 1 aveen@e
Email 2

L]

Email Opt Out O

Website

Priority [Normal [~]

Email 3

Project

LUl AU

Bookkeeping Record

3. Fillin the request details, eventually add the scanned document.

Journal
Journal =
=] F . T Private = i}

BEHX=2 e BED=S ™ &S

Saveand Save Delete | AddNew Linkto GDPR Custom  History Reports  Print

Close - Existing * | Relevant Fields -

Actions Relations GDPR Show Other Export &

Basic Information

Superior Ttem | [=]+]x]| startTime [4/19/2018 [+] [1=:12
Customer [ewiay System LLC [=]+]x| EndTime [4/23/2018 [+] [15:12 5]
Contact Persan | Ayeen, Eve [T3¢]  Type [ [~
Subject | Change email address | riority [Mormal [~]
Note

Change email address orm.com to crm.com

<
s

% HUB (0) | ¥ Marketing Campaigns (0) & Projects (0) {7 Journal (0) Deals (0)  [E=] Calendar (0) V| Tasks (1) B Compe 3

O | ype Subject | Fram [T |start End v
= o ol o[c wle - -

< >
[x|[] System] = Unchecked Edit Filter
Owner Stefko, Martin ~ Created by Stefko, Martin ~ Created 4/19/2018 3:12:58 PM  Modifiedby  Modified |

4. Click GDPR Relevant. That will help us later with a better request identification.

Journal

Journal

=
Ea H X| = = Bg
Saveand  Save Delete Add New Link to GDPR Custom  History

Close - Existing Relevant Fields
Show

Form Designer

Actions Relations

5. Click Save and Close.

Journal

Eg Ll

= E =N
H X e B E]

Save and Save Delete Add New Link to Custom History
Close - Existing * Fields
Actions Relations GDPR Show
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6.2 Process the request

1. Open the contact card.

P + . (5 Private a:u = m 1, Import to Outiook
HX =& o IO
B ! = = Bl ! = & Refresh S = & [ openin Outlook
Saveand Save Delete AddNew  Link to Existing Custom  History Export  Print Synchronize
Close Category ~  Category ™ Fields to Word With Outlook
Actions Relations Show Other Export Synchronization With Outiook &
Basic Information Address Phone Numbers
o | N —
Company ‘aWay System LLC Business 2 D l:l @
89 Avenue C
e | N —
Street
Department ‘ | Home D [+.]
Email 1 ayeen@eway-am.com Other
‘ | City New York City E ®
Email 2 [ | 1cq
iz | | —
i 10009
e L ” ° 7
Website [ |
Pricrity [Normal [~]
Note
<
i Categories (0) | 45 HUB(3) [ Tasks (1) Documents (0) =7 Emails (1) Calendar (0) [ Journal (1) Ell Companies (1) Contacts () []Deals (@) 3
[ ‘ Name ‘ Note
= aflc
Owner Stefko, Martin =~ Created by Stefko, Martin = Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin =~ Modified 4/6/2018 4:04:06 PM

2. Change the information within the requested fields.

3. Press Save or Save and Close.

B H

Saveand Save
Close

kd H X E=
Saveand Save Delete AddNew  Link to Existing

Close Category *  Category ~

Actions Relations
Basic Information
Full Name | ‘Ayeen, Eve

Company |eviay System LLC

Job Title ‘

Department |
Email 1 | eve.ayeen@ewsy-orm.com | ‘
Email 2 |
Email 3 [ |
Email Opt Out |

Viebsite [ |
Priority [Normal I~

P

Delete Add New

Category =

Link to Existing
Category *

Relations
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By clicking the History button within the toolbar on a contact card, you may find thorough records about the change

being done. Therefore, it is easy to find out who and when changed what. The Activity History Tracking feature is

available in eWay-CRM 5.2 and it has to be activated before.

6.3 Save the answer to eWay-CRM

6.3.1 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.

= - Request|
File [WSESPE Inset  Options  FormatText  Review
C - > -
ar Calibri (Boc= |11 +| A" A7 ¢
. Copy
aste aby - =
2 Format Painter | & 1 U ¥ -A- S
Clipboard m Basic Text [F]
To.. | |eve.ayeen@eway-om.com
=1
e | |
Send
Subject |Request Was Processed

Superior Item

Categories

2 Save Emal to eWay-CRM x

GDPR Relevant (]

3. Check GDPR Relevant field.
£2 Save Emai to eWay-CRM %
Superior Item [without superior item relation [~]+]%]
Categaries [ [~]
GDPR Relevant
4. You can choose a Superior Item.
£2 Save Emal to eWay-CRM %
| Superior Ttem [1000: Demo - .NET system - || x “
Categories | |v‘
GDPR Relevant

5. Press OK.
Automatic email tracking is inactive

1. Double-click the email in Sent Mail.
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2. Click Save to eWay-CRM in the top toolbar.

Request Was Processed - Message (HTML}

Q Tell me what you want to do...

7 £2 Reply m 3 > e Q 1l [l ConverttoDeal  f7 Convert to Journal
X =3 ] G
12 Reply All . = /all Convert to Project
&- Delete Eps Quick Move Tags Editing Zoom Save Attachments  GDPR
£} Forward Steps - - - - to eWay CRM  Relevant P 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

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

]

4. Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM vyet, for instance.

er

( + Dﬁ F . (D) Private -,
Fé H X Q E%_ 9) =] G =] Fm © reresn P =
Saveand Save Delete Reply Reply Forward  AddNew Link to Existing GDPR Custom  History Print Open Email
Close Al Contact~  Contact ~ Relevant Fields
Actions Respond Relations GDPR Show Other Export. Email @
Basic Information
Superior Item [ [=]+]%]  prierity [Mormal =]
Subject |Request Was Processed | senton [419/2018 [+] [1432 -]
From [ - - | Received [4/13/2018 [+] [1#32 7]
To eve.ayeen @eway-crm.com ‘ Number of Attachments | 0 |
o \ \
Note
<
-
4 HUB (0)  EE Companies (1) || EContacts (1) ||[EDeals ) ElProjects ()  {@lounal (1) ElEmais(0) [ Documents () + ) Marketing Campaigns (0) @ Products (0)  JaacCat ¢ ¥
(] ‘ Profile Picture | Company First Name | Last Name & | Job Title | Mobile Business Email 1
= aflc Al fla afle Al Al Al
= eWay System LLC Eve Ayeen
< >
Owner Stefio, Martin ~ Created by Steflo, Martn |~ Created 4/19/2018 2:43:11PM  Modified by Steflo, Martin | Modified 4/19/2018 2:43:11PM

a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

Form Designer

&
BEHX Qg 5 =5 A
Saveand Save Delete  Reply Reply Forwerd | AddMNew GOPR
Close Al Contact ~ Relevant
Actions Respond Re B Company
Basic Information @l
Superior Ttem [ Deal HEaE
Subject |Request was Processed & Project :
From — = % Journal =
To E crm.com £l Email _
o [ B Document :
+¥  Marketing Campaign
ot & Product
I Category
s User

Page 28 / 54



E\Way

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.

5. On the email card, click GDPR Relevant in the toolbar. That will help us later with a better request identification.

6. Click Save and Close.

B H

Save and
Close

Save

Actions

Emails

Save and
Close

Save

6.3.2 Written / Telephone

Actions

Form Designer

X @@ s

Delete | Reply Reply Forward
All

Respond

Form Designer

HX @@

Delete  Reply Reply Forward
All

Re:

spond

Email - Requi

Y = e

E B Fr
Add New  Link to Existing GDPR Custom  History
Contact ~ Contact = Relevant Figlds

Relations

=5 =F

AddNew  Link to Existing
Contact = Contact

Relations

GDPR Show

Email - Requ

=)

Custom  History
Fields

GDPR Show

1. Find a contact (deal, or company) who submitted the request.

Actions

Basic Information

R S

Saveand Save Delete Add New
Close Category ~

Relations

Link to Existing
Category ~

|:® private | T il m’ B, Import to Outlock
= &) Refresh 9@ =~ . Open in Cutiook
Custom  History Export Print Synchronize
Fields to Word With Outiock
Show Other Export Synchronization With Outiook: @
Address Phone Numbers
Busness | Home  Other we ]
89 Avenue C E
S | —
Street
N C

FulName | Ayeen, Eve |
Company ‘aWay System LLC ‘ - ‘ ‘ x‘
Job Title [ |
Department ‘

Email 1 |ve ayeen Geway-cm.com
Email 2 [
Email 3 [

Email Opt Qut. O

Website [

Priority ‘ Normal

Note

" —
o ot [ ¢

IC

a i 10009

Country | United States of America

PO Box

—
se o=

1

i Categories (0) | 45 HUB(4) ¥/ Tasks () [ Documents (0) ElEmais(2) [Ecaendar @)  fFJounal (1)  HE Companies (1) [EContacts (1) [EjDeas (@ « *
[ |Name | Note |
- Wl

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin =~ Modified 4/6/2018 4:04:06 PM
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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 we got the request verbally.

A+
B HX =5 =5
Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information 2 Task

[ Fulname |[ayeen, 5| ] Document
Company eWay Sys| E1 Email

Job Title = Calendar

= 1

Department :Ml ]
L1

1

1

Email 1 eve.ayeer B Company

Email 2 [ |EI conmae

Email 3 [ Deal

Email OptOut [ & Project

Websit= [ [B7 Bookkeeping Record

Priority [Mermal E

3. Fill in the request details, eventually add the scanned document.

Documents Form Designer
= = private | [= fim)
= E; E Sl E =
) = & 7] -1 &) Refresh =
Saveand Save Delete Add New Link to Custom  History Reports  Print Document
Close - Existing ~ Fields - -
Actions Relations GDPR Show Other Expart »

Basic Information

Superior Item [ [~[+]x] sie 141,4828
Customer |eWay System LLC ‘ hd “X‘ Extension pdf
ContactPerson | Ayeen, Eve [+ 3| DocumentCreated 47122018 1:41:20PM
Name |request-processed ||| pocument Modified a12/2018 1:41:21pm
Type [Documentation -
Priority [Mormal [~

Note

‘ <

~
5 HUB(0) < Marketing Campaigns (0) i Projects (0)  [E|Deals (0)  Efl Companies (0)  [# Tasks (0)  [E5]Contacts (0) [ Calendar (0) @ Pro ¢ ¥
(] |Type Subject ‘me ‘Tﬂ Start |End V‘Cumpany

— o[ ol ol - - ol

< >

E [System] = 'Unchecked'

Ouwner Stefko, Martin ~ Created by Stefko, Martin | Created 4/15/2018 2:08:14PM | Modifiedby = Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Documents o el
I =0E:
k& H X =5 =5 | E Enl=
Saveand Save Delete = AddNew  Linkto GDPR Custom  History
Close - Existing = | Relevant Fields
Actions Relations GDPR Show

5. Click Save and Close.

Document

Documents Form Designer

%Exﬂn == N ED

Saveand| Save Delete | AddMew Linkto Custom  History
- Existing = Fields
Actions Relations GDPR Show
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7 Right to Data Portability

Article 20, GDPR, specifies the subject’s right to data portability, by data meaning those he has given the administrator.
That is in a structured, commonly used and machine-readable format. We shall use Microsoft Excel for this purpose.

7.1 Save the subject’s request

7.1.1 Sent by email

1. Double-click the email in order to open it.

2. Click on GDPR Relevant within the top toolbar. This way the email will be saved into eWay-CRM just as if you use
Save to eWay-CRM.

Request - Message (HTML)

7 Convert to Journal

2 Reply m ¥ Sy Q #\ 0 F [FI Convert ta Deal

2 Reply All e =] . 8 Convert to Praject
. Delete o - Quick Move | Tags Editing Zoom = Saveto Save Attachments | GDPR

3 Forward Steps~ < < < Way-CRM  to sWay-CRM | Relevant | 2] Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRIM

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

eWay-CRM Premium 5.2

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

4. Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM yet, for instance.

Email -Request

=058 Form Designer

Eé E x &@_ Ej) EK; D/E F‘ El J‘_f% @;:‘::h

I would like to request change in my personal data.

Saveand Save Delete  Reply Reply Forward — AddNew  Link to Existing GDPR General  Custom History Print Open Email
Clase Al Contact = Contact = Relevant Fields
Actions Respond Relations GDPR Show Other Expart Email &
Basic Information
Superior Item | | - | + | X‘ Priority ‘Norma\ ‘ - ‘
Subject [request Senton [4/13/2018 [+] [mz83 ]
From [ - | Received [4/19/2018 [+] [xz5a 2]
To | ‘ Number of Attachments ‘ 0 ‘
ce [ |
Note
Hello! P

~

g HuB(0)  HE Companies (1) [E0eds @ H Projects(0)  loumal () ElEmais(0) [ Documents (@)

+ ) Marketing Campaigns (0)

b

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

) |Profiepictre | company | First ame | Last Name = | Job Title | Mobie Business

- o WOc o oflc Wl wflc

eWay System LLC Eve Ayeen

< >
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a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

A+
B EHX Qg =f
Saveand Save Delete  Reply Reply Forward  AddNew
Close All Contact =
Actions Respond Re g Company
Basic Information .@l
Superior Ttem Deal
Subject ‘Request & Project
— — 7 Journal
To ‘ - =1 Email
= ‘ B Document
+1  Marketing Campaign
tote & Product
Hello! i Category
I would like to request change in my personal data. 2 User

fority

nt an
eceived

umber o

a. Of course, in case you need your email linked to a deal or a project, follow similar steps.

5. Click Save and Close.

Emails

HX Qe g

Save Delste Reply Reply Forward
All

r

+ =]
Bg £
Link to Existing
Contact ~ Contact ~

Add New
Relations GDPR

Save and
Close

Actions

Respond

7.1.2 Written / Received over telephone

1. Find a contact (deal, or company) who submitted the request.

Contact - Ayeen, Eve

Form Designer

Private

ERs

Custom History
Figlds

Show

kg H X =5 =5

Email Opt Out (|

Bl 5

@, Import to Qutiook:

oo 0

MSN
.
Country | United States of America -

N —

%) Refresh ™, Open in Qutlook
Saveand Save Delete AddNew  Link to Existing Custom  History Export  Print Synchronize
Close Category ~ Categary = Fields to Word With Outlook
Actions Relations Show Other Export Synchronization With Outiook &
Basic Information Address Phone Numbers
o | N 1 —
ooy sy sytenisc N —
89 Avenue C
N —
Street
— | N | —
— T other e
‘ | City New York City E
iz | | o —
S | —

Website [ |
Priority [Normal [~]
Note
<
I
Hicategories (0) | 4G HUB(4) (%) Tasks() [ Documents (o) [Emais(2) [Ecalendar @  Flounal ()  HE Compames ()  [EScontacts (1)  [E|Deals (©) 3
[} ‘ Name ‘ Note ‘
= ne

Ouwner Stefko, Martin | Created by Stefko, Martin ~ Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin |~ Modified 4/6/2018 4:04:08 PM
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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 we got the request verbally.

+

L%EIX!% =5

Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information 2 Task

[ Fulname |[ayeen, 5| ] Document
Company eWay Sys| E1 Email

Job Title = Calendar

= 1

Department :Ml ]
L1

1

1

Email 1 eve.ayeer B Company

Email 2 [ |EI conmae

Email 3 [ Deal

Email OptOut [ & Project

Websit= [ [B7 Bookkeeping Record

Priority [Mermal E

3. Fill in the request details, eventually add the scanned document.

Journal
Journal :
=] =1 T Private = e
= = = & 0 =
B =] ~1E 3 Refresh =2
Saveand Save Delete | AddNew Linkto GDPR Custom  History Reports  Print
Close - Existing Relevant Fields -
Actions Relations GDPR Show Other Export &
Basic Information
Superior Item | [+]+]x] startTime [429/2018 [+] [1s:12 B
Customer ey System LLC [ =[] EndTime [4/23/2018 [=] [15:12
Contact Person | Ayeen, Eve [ 7] Tvpe [ [~
Subject ‘Change persaonal data | Priority |Norma\ | - |
Note
Change personal data of Eve Ayeen
<
~
{5 HUB (0) | <0 Marketing Campaigns (0) &l Projects (1) [RJounal (1)  [EDeals (@) [ Calendar (0)  |¥| Tasks (@) B Comp: ¢
[ | Type Subject | From [T |start End =
= e Al ol allc = =
< >

[x] (] tsyste] = Unchecked

Ouwner Stefko, Martin |~ Created by Stefko, Martin | Created 4/19/2018 3:12:58PM | Modified by ~ Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Journal

Journal

| 1 =] D

g B X =5 =5 et |

Saveand Save Delete | AddNew Linkto GDPR Custom  History
Close = Existing ~ Relevant Figlds
Actions Relations Show

5. Click Save and Close.

Journal

File Journal o
Sl = B0 rE
== W Ell Fm
Saveand | Save Delete Add Mew Link to Custom  History
Close - Existing ~ Fields

Actions Relations GDPR Show
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7.2 Process the request

1. In the list of contacts (or deals or companies), click User Views and choose All Columns.

i

Mitchell Plastic Welding Maxine
Save View
Lysis Techn .
Show List of Saved Views
112K Studid

Default

All Columns.

4 « Record 101120 12726 ¢ WIRE
&

2. Find the desired subject through Quick Searching.

Ashworth

Asrair
Asteriadou

Ata

[} | Tite  |FirstName & ‘ Middle Name | Last Name - 7| suffix | Full Name ‘ Job Title
] [sc eve | ae oflc ayee = we
E Eve Ayeen Ayeen, Eve

3. Right-click the subject and choose Export List > Items to Microsoft Excel. All the visible items from the list will be
exported. Therefore, you need to make sure only the searched subject is visible before the export.

[ ‘ Title ‘ First Name N ‘ Middle Name ‘ Last Name a¥ | Suffix | Full Name
= Aflc eve afe alc ayee = a[e
= Eve Ayeen, Eve
Open
Copy
Print 3

F@ Export to Word

Send an Email

Open in Outlook

Import to Outlook

Synchronize With Outlook

H. Categories 3
Import Data 3
Export List v

[

X1 Delete

4. Reply Yes to the question whether you want to open the file.

-
sl

eWay-CRM Premium 5.2

o File successfully saved. Do you want to open it now?

T Items to XML

PR Items to Microsoft Excel

5. Go through the file, eventually deleting data not compliant with this subject’s right.

Insert

Page Layout

Formulas

Review View Q Tell

contactxlsx - Excel

sy X Cut n v === = | 9 = ng =0 3 AutoSum -
Calibri -1 A === - FWaeplet General o 7] 4 & El
Past Fa copy - C d I F Et Cell \EElrt §E\‘e¢ Format m e~
aste X U - = E=3= . . €0 00 onditional Formatas Cel nsel elete Formal
- % Format Painter d = =95 ElMegefiCenter - § - % 0 90 Foncimre Eis Sime e o £ Clear~
Clipboard ) Font [Fl Alignment [F] MNumber [F] Styles Cells Editi
H23 e I
A| B c D E F G H | J
1 |# = [Title v |First Name |~ |Middle Name |+ |Last Name |+ |suffi| = | Full Name |+ |1ob Title |+ |website |~ |Email 1 [+ |em
2 9881 Eve Ayeen Ayeen, Eve eve.ayeen@eway-crl
3

6. Save the file.
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7.3 Save the answer to eWay-CRM

In this case, we will send the answer through email (as an attachment, or in the form of a hyperlink leading to files
download).

Automatic email tracking is active

1. Write your email and click Send.

H s Request
fie [T nset  Options  FormatTewt  Review
] - - -
cut Calibri (Boc= |11 = A" &

. Copy
aste ay . a . |[El—=
e Fomatpanter | B L U |- A [FS

Clipboard IF} Basic Text [F}

To... |Eve.ayaen@eway-crm.oom
=1

ce | |
Send

Subject |RequestWastcessm

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

£ Save Emal to eWay-CRM X
Superior Item [Without superior item relation I=]+]x]
Categories [ []

GDPR Relevant (]

3. Check GDPR Relevant field.

£2 Save Emai to eWay-CRM %
Superior Item [without superior item relation [~]+]%]
Categaries [ [~]

GDPR Relevant

4. You can choose a Superior Item.

£2 Save Emal to eWay-CRM %
| Superior Ttem [1000: Demo - .NET system - || x “
|

Categories | |v ‘

GDPR Relevant

5. Press OK.
Automatic email tracking is inactive

1. Double-click the email in Sent Mail.
2. Click Save to eWay-CRM in the top toolbar.

Request Was Processed - Message (HTML)

e x 2 Reply m ¥ > e C)\ ”\ =9 E’ [l Convert taDeal {7 Convert ta Journal
2 Reply All . - <= = A8 Convert to Project
& - Delete - Quick Move Tags Editing Zoom | Saveto [SaveAttachments  GDPR
3 Forward Steps - < < @ eWay-CRM| to <Way-CRIM  Relevant o Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRIM rs
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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 (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM vyet, for instance.

Email -

( Private ]
L:' H X @ 2 & =2 =8 B ':m e |
Saveand Save Delete  Reply Reply Forward  AddNew LinktoExistng = GDPR Custom  History Print | Open Email
Close Al Contsct~  Contact - Relevant Fields
Actions Respond Relations GOPR Shaw Other Export Email &
Basic Information
Superior Ttem [ [=]+]x] priority [Mormal [~
Subject [Request Was Processed | senton [4/13/2018 [+] [1#32 7]
From I - | Recsived [4/18/2018 [] [1%32 5]
To I m.com | Number of Attachments | af
Cc I |
Note
<
~
¢ nuB (0)  HE companies (1) || [E2] Contacts (1) Deals (0)  fl Projects () {@Journal (0) EdEmais (0)  [Z) Documents (0) 5 Marketing Campaigns () @ Products (0)  jimcal ¢
[3 |Proflepicre | company First Name | ast Name 4| JobTite [ Mobie Business Email 1
- W Wk We We W W W
5| eWay System LLC Eve Ayeen
< >
Owner Stefko, Martin ~ Created by Stefko, Martin | Created 4/13/2018 2:43:11PM  Modified by Stefko, Martin | Modified 4/19/2018 2:43:11PM

a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the appropriate person.

BEHXQGQ S

Saveand Save Delete = Reply Reply Forward = AddMew

Close Al Contact =

Actions Respond Re B Company

Basic Information .@l

Superior Ttem [ Deal

Subject |RequestWasPrccessad ﬂ Project

From [ . % Joumnal

To eve.ayeen@eway-orm.com E1 Email

Cc [ B Document
¥ Marketing Ca

ote & Product
H. Category
af% User

HSFE

T

mpaign

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.
5. On the email card, click GDPR Relevant in the toolbar. That will help us later with a better request identification.

b H X

Saveand Save Delete

Close
Actions

Emails Form

n Designer

B 2

Reply Reply Forward
All

= i:|+ DE
Add New  Link to Existing GDPR
Contact ~ Contact = Relevant

Relations GDPR

Respond

Calgs

Custom  History
Figlds

Show
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6. Click Save and Close.

Email - Request Was Processed

Form Designer

Save and
Close

Save Delete  Reply Reply Forward
All

Add New

Contact =

Link to Existing
Contact

Actions

Respond

Relations

GDPR  General

GDPR

8 Right to Restriction of Processing

HX @3 =2 =£ EYLEIE &

Custom  History
Fields

Show

Subjects can ask the Controllers to limit the processing purpose of their personal data, according to article 18, GDPR. For

instance, they may opt-out from the marketing news subscription, but they still wish to stay listed among other

databases.

8.1 Save the subject’s request

8.1.1 Sent by email

1. Double-click the email

in order to open it.

2. Click on GDPR Relevant within the top toolbar. This way the email will be saved into eWay-CRM just as if you use

Save to eWay-CRM.

& 2 Reply i ¥ Sy Q ”\ 0 F [ZlConvert ta Deal {7 Convert to Journal
52 Reply All e =l /8l Convert to Praject
& - Delet o - Quick Move | Tags Editing Zoom = Saveto Save Attachments | GDPR =
3 Forward Steps ~ < o o eWay-CRM  to eWay-CRM | Relevant | =/ Convert to Contact
Delete Respond Quick Steps T Zoom eWay-CRM

Request - Message (HTML)

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

eWay-CRM Premium 5.2

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

Yes No

4. Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM yet, for instance.

BEHX Qg = = BAEDS = &) 5

Saveand Save Delete  Reply Reply Forward ~AddNew LiktoBistrg | GDPR | |General| Custom History Open Emal
Cose A Contact~  Contact~ | Relevant Fields

Actons Respond Relations PR Show Other Export Emai &
Basic Informat
Superir Ttem [ [-[#]] priority ol T
Subject [Regquest ] senton 4/19/2018 | [1=:53
From . Received T A
To . Number of Attachments | o
cc
Note
Felo! .

Iwould e to request change in my personal data,

% 1uB (0) B Companies (1) Eoeas @ Hrroecs©  [Bloumal(®) [ElEmais(0) [ Doaments(0) v Marketing Campaigns () ¢

[ [proflepctre | company [ Frstrame | castame + | Job Title [robie Business
= e e e e o =

B eWay System LLC Eve Ayeen

<

Ouwner Stefio, Martn | Created by Steflo, Martin _ Created 4/19/2018 1:55:55PM | Modified by Stefko, Martin_ Modified 4/19/2018 1:55:55PM
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a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

A+
B EHX Qg =f
Saveand Save Delete  Reply Reply Forward  AddNew
Close All Contact =
Actions Respond Re g Company
Basic Information .@l
Superior Ttem [ Deal
Subject ‘Request & Project
— — 7 Journal
To ‘ - =1 Email
= ‘ B Document
+1  Marketing Campaign
tote & Product
Hello! i Category
I would like to request change in my personal data. 2 User

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.

5. Click Save and Close.

ner

8.1.2 Written / Received over telephone

HX Q3

fority

nt an
eceived

umber o

sonal Data

Email - Reques

=5 ©=F

Saveand | Save Delete  Reply Reply Forward = AddNew  Link to Existing
Close All Contact = Contact =
Actions Respond Relations GDPR

1. Find a contact (deal, or company) who submitted the request.

Form Designer

Contact - Ayeen, Eve

C]
=

Custom  History
Fields

Show

Email Opt Out (|

-
Country | United States of America

Skype

E——

+ . (0 Private ! le-. R, Import to Outlock
kg B X o5 of Bl B3 fme B
. &) Refresh ™, Open in Qutlook
Saveand Save Delete AddNew  Link to Existing Custom  History Export  Print  Synchronize
Close Category = Category = Fields 0 Word With Outlook
Actions Relations Show Other Export Synchronization With Outlook &
Basic Information Address Phone Numbers
o | e N —
Corpuy [ sWorsytmic S [ E—
83 Avenue C
e | N —
Street
et | | e € —
Email 1 eve.aveen @eway-am.com Other l:l
| o ] °
2| | ——
S | I

Website [ |
Priority [Normal [~]
Note
<
IS
i categories (0) | G HUB(4) (Y| Tasks (1) [ Documents (o) [IEmais(2) [ calendar (0) 7 Joumnal (1)  HE Companies (1)  [EContacts (1)  [E|Deals (0) v
(] ‘Name ‘Nabe ‘
= afle

Owner Stefko, Martin

Created by Stefio, Martin

Created 4/5/2018 9:25:20 AM  Modified by Stefko, Martin

Modified 4/6/2018 4:04:06 PM
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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 we got the request verbally.

B X

+

o5 B8

Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information A Tack
Fulliame  |[Ayeen, £f B] Document
Company @ El Email
Job Title FE Calendar
Department [E Joumnal |
Email 1 [eve.ayeer) B Company
Email 2 [z Contact
Email 3 Deal
Email OptOut [ ] & Project
Websit= [ [B7 Bookkeeping Record
Priority [Mermal

3. Fillin the request details, eventually add the scanned document.

Journal

Journal

=] =1 T Private = e
=] = = Bl 5 i =
B =] ~1E 3 Refresh =2
Saveand Save Delete | AddNew Linkto GDPR Custom  History Reports
Close - Existing Relevant Fields -
Actions Relations GDPR Show Other Export &
Basic Information
Superior Ttem [+]+]x] startTime [429/2018 [+] [1s:12 B
Customer ey System LLC [ =[] EndTime [4/23/2018 [=] [15:12
Contact Person | Ayeen, Eve [ 7] Tvpe [ [~
Subject ‘L\miﬁﬁun for processing of personal data | Priority |Norma\ | - |
Note
Change purposes for processing of personal data
<
~
{5 HUB (0) | <0 Marketing Campaigns (0) &l Projects (1) [RJounal (1)  [EDeals (@) [ Calendar (0)  |¥| Tasks (@) B Comp: ¢
[ | Type Subject | From [T |start =
= e Al ol allc =
< >

[x] [] tsystem] = Unchecked

Ouwner Stefko, Martin |~ Created by Stefko, Martin | Created 4/19/2018 3:12:58PM | Modified by ~ Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Journal

L

Saveand Save Delets
Close

Actions

5. Click Save and Close.

Saveand | Save Delete
Close

Actions

Add Mew

e

Add Mew

Rela

Relations

=] =)
55 | B
Link to GDPR
Existing ~ | Relevant

Link to
Existing ~

tions.

Journal

Custom
Figlds

Show

Journal

Custom
Fields

Show

i

Histary

Fe

History
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8.2 Process the request

1. Open the card of a contact (or deal, or company).

Contact - Ayeen, Eve

Form Des

BHX % s

E% Private "% =

) Refresh
Saveand Save Delete AddNew  Link to Existing Custom History Export  Print
Close Category ~  Categary = Fields o Word
Actions Relations Show Other Export
Basic Information Address
Full Name \ \A'reem Eve Business | Home  Other
Company [eWay System LLC
89 Avenue C
Job Title
Street
Department [
Email 1 eve.ayeen @eway-crm.com
City New York City
Email 2 |
Email 3 [ |
i i 10009

Email Opt Qut (|

Country | United States of America []

B, 1mport to Outlook

L5 . Open in Outlook
Synchronize
With Outlook

Synchronization With Outiook @

Phone Numbers

e o —
N G [—
e G —
N [ I—
S G —
o —
sore e

Website |
Priority ‘Normal | v |
Note
<
~
i Categories (0) | 45 HUB(4)  [¥| Tasks() [ Documents (0) [ElEmais(2) [Ecalendar 0) {7 Jounal (1) HE Companies ()  Econtacts (0)  [Ejpeals @ ¢ ¢
[ ‘Name ‘Nutﬁ
— aflc

Owner Stefko, Martin =~ Created by Stefko, Martin =~ Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin =~ Modified 4/6,/2018 4:04:06 PM

2. Delete the consent receiving information — Consent for marketing causes, respectively Date of marketing
purposes consent received field (see How to record processing consents).

BEHX o =2 D8~ &

Refresh

Fullame | |Aveen, Eve Business | Home  Other
Company eWay System LLC [+ ]|
Street

1200 Main Street

Department [ |
Email 1 £ve.yeen @enay-m.com
o
Email 2 [ |
Email 3 [ |
il 64105
Email Opt Out (]
Country |United States of America [~]

Saveand Save Delete  AddNew Link to Existing Custom  History Export  Print | Synchronize
Close Category *  Category ~ Fields to Word With Qutiook
Actions Relations Show Other Export Synchronization With Outiook &
Basic Information Address Phone Numbers

mgn B, Import to Outiook

& ™ Openin Outlook

N —
e G —
S
N —
N G —

Website [
Pricrity [ Narmal [=]
MNote Custom Fields
> | pateofconsent formark. [ [-]
Marketing purposes consent ||
~
HicCategories (0) | @GHUB(4) |7 Tesks() [ Documents () [ElEmais(2) [FCalendar (0)  [@Journal (1)  HE Companies () [E]Contacts (0)  []Deals (0) »
0 [ hame = |Note |
T A

Owner Steflo, Martin | Created by Stefko, Martin | Created 4/6/2018 9:25:20 AM | Modified by Stefko, Martin | Mocified 4/24/2018 12:20: 19 PM

Page 40 / 54



E\Way

3. Click Save or Save and Close.

b Hi>X =2 =5

AddNew  Link to Existing
Category = Category ~
Relations

Saveand Save | Delete
Close
Actions

By clicking History in the main toolbar of a contact card, you will find a record of the change. That way, anyone can find

out who and when deleted the data within the field — that is, when you lost consent.

Form Designe:
El E x - D/‘El D . ® Private r! ! B?:l- B, Import to Cutlook
8 l EI El L] ) Refresh 9@ ﬁ;ﬁ & [ Openin Outlook
Export  Print  Synchronize

General  Custom|
to Word With Outlook.

Saveand Save Delete Add New Link to Existing
Close Category = Category = Fields
Actions Relations Show Other Export Synchronization With Outlock &
| O [modfied v | Fiekd Name [ Previous vaive [ ew value [Modfiedby | cient
CLE4/19/2018 4:07:47... Email 1 ayeen@eway-crm. com eve.ayeen@eway-rm.com Stefko, Martin eWay-CRM Outlook Addin

Also, you can find the client's request marked as GDPR Relevant within the HUB, with that day and time.

H.Cab&gomes(ﬂ) v Tasks (1) BDocume
O |1ype Subject | coPr
= e O
=1 Email Request Was Processed ]
=l Email Request to Change Pers...
8.3 Save the answer to eWay-CRM
8.3.1 Sent by email
Automatic email tracking is active
1. Write your email and click Send.
H s Request
File Message Insert Options Format Text Review
g 6 Cut Calibri (Boc~ |11 ~| A & | =
FR) Copy
Paste Bru w-a- BE=

~ Format Painter

Clipboard LM Basic Text

To.. | |eve.ayeengeway-crm.com
=1
e | |

Send
Subject |Requ=stWasPro(essed

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

£2 Save Emai to eWay-CRM %
Superior Item [without superior item relation [~[+]x]
Categaries [ [~]

GDPR Relevant |
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3. Check GDPR Relevant field.

4. You may choose a Superior Item.

5. Press OK.

Automatic email tracking is inactive

Double-click the email in Sent Mail.
Click Save to eWay-CRM in the top

£ Save Emal to eWay-CRM *

Superior Item |Wiﬂ'vout superior item relation | - | + | X‘

[]

Categories [

GDPR Relevant

£ Save Email to eWay-CRM X

{1000: Demo - .NET system

| Superior Item

Categories |

GDPR Relevant

toolbar.

Request Was Processed - Message (HTML)

7= £2 Reply - 3 > e C)\ #\ il F [ ConverttoDeal 77 Convert to Journal
X =3 ] G
@.Rep\y All "E HConvert to Project
&- Delet: - Quick Move Tags Editing Zoom Saveto [Save Attachments ~ GDPR =
£3 Forward Steps ~ < o J eWay-CRM | to eWay-CRM  Relevant #- Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRM ~

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?

Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn’t been sent from an address not in eWay-CRM vyet, for instance.

( T = EEEEE
B X g =2 g - A =

Saveand Save Delete  Reply Reply Forward  AddMew  Link to Existing GDPR Custom  History Print Open Email

Close Al Contact Contact ~ Relevant Fields

Actions Respond Relations GDPR Shaw Other Export Email

Basic Information

Superior Ttem [ [=[#]5] Ppriority [Mormat

Subject |Request was processed | senton |a1972018

From [ - | Received |a/19/2018

To eve.ayeen@eway-am.con | Mumber of Attachments | of
=3 [ |
Note

<
~

danuB (0)  EE Companies (1) [ EContacts (1) ||[Ejpeas (@) H Projects(0)  [Blournal (0) ElEmails(0)  [Z)Documents (0) ) Marketing Campaigns (0) g4 Products (0)  BmCal ¢ *
[ |rofiepicture | Company First Name | Last Name | Job Title | mobie Business Emal 1

= W W Aflc W Al afle aflc

5] eiay System LLC Eve Ayeen

<

Ouner Stefko, Martin | Created by Stefko, Martin | Created 4/19/2018 2:43:11PM _ Modified by Stefko, Martin | Modified 4/19/2018 2:43:11 PM

v
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a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.

B H

Form er

X @a g

Saveand Save Delete Reply Reply Forward Add
All

=5 =5

MNew

Close Contact ~
Actions Respond Re ﬁ
Basic Information =
Superior Ttem [
Subject |Request was Processed E" |
=
From |- - s . e}
To [ am.com =
Cc | B
=]

Note
@
"
L]
&4

GDPR
Relevant

Company

Deal E

Project
Journal

Email

Decument
Marketing Campaign
Product

Categary

User

5. Click GDPR Relevant. That will help us later with a better request identification.

6. Click Save and Close.

8.3.2 Written / Telephone

1. Find a contact (deal, or company) who submitted the request.

b &

ks H

Saveand Save Delete
Close

Actions

Delete

Actions

Form Designer

X e =

Reply

Form Designer

X e

Reply

Reply Forward Add MNew  Link to Existing
All Contact ~ Contact ~
Respond Relations

G =£

Reply Forward AddNew  Link to Existing
All Contact = Contact =
Respond Relations

+ 0} Private
X =5 =5 EE g

=5

=5

Email - Requi

E L

GDPR Custom  History
Relevant Fields

GDPR Show

)]
b
Custom  History

Fields

Show

= it m [, tmport to Outiook:
"@ = ® [ Openin Outiook
Export Print. Synchronize
to Word With Outiook
Export Synchronization With Outlook &

Phone Numbers

N ) —
i —

N | —

Home

Saveand Save Delete  AddNew Link toExisting Custom  History
Close Category - Category ~ Fields
Actions Relations Show Other
Basic Information Address
Fulltame | [Ayeen, Eve Busiess | Home  Other
Company eWay System LLC
[ 3 Avenue C
Street
Department
Email 1 [ crm.com
Emal 2 [
Emal 3 [ ]
2P 10009
Email Opt Out O
Vebsite [ ]
POBox
Priority [Normat [-]
Hote

] aity Other L ]
| e | B S S—
State NY

Sore —

D [nene

1 Categories (0)

(G HUB(4) |7 Tasks (1)

[note

[ poauments @) Elemals @[] calendar (0)

1

@ lournal (1)  HE Companies (1) B Contacts (1) [ Deals (0)

Quner Steflo, Martin | Created by Stefko, Martin | Created 4/6/2018 9:25:20 AM _ Modified by Stefko, Martin  Modified 4/6/2018 4:04:06 PM
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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 we got the request verbally.

A+
B HX =5 =5
Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information 2 Task

[ Fulname |[ayeen, 5| ] Document
Company eWay Sys| E1 Email

Job Title = Calendar

= 1

Department :Ml ]
L1

1

1

Email 1 eve.ayeer B Company

Email 2 [ |EI conmae

Email 3 [ Deal

Email OptOut [ & Project

Websit= [ [B7 Bookkeeping Record

Priority [Mermal E

Fill in the request details, eventually add the scanned document.

Documents Form Designer
=l = . pivate | 5
B EX = EED S | e
Saveand Save Delete Add New Link to Custom  History Reports  Print Document
Close - Existing ~ Fields - -
Actions Relations GDPR Show Other Expart »
Basic Information
Superior Item [ [~[+]x] sie 141,4828
Customer |eWay5y5bemLLC ‘V“X‘ Extension pdf
ContactPerson | Ayeen, Eve [+ 3| DocumentCreated 47122018 1:41:20PM
Name |request-processed ||| pocument Modified a12/2018 1:41:21pm
Type [Documentation -
Priority [Mormal [~
Note
<

"

| | Type Subject ‘ From ‘ To Start | End

5 HUB(0) < Marketing Campaigns (0) i Projects (0)  [E|Deals (0)  Efl Companies (0)  [# Tasks (0)  [E5]Contacts (0) [ Calendar (0) @ Pro ¢ ¥

=

= i W0e e e - -

we

<

>

E [System] = 'Unchecked'

Ouwner Stefko, Martin ~ Created by Stefko, Martin | Created 4/15/2018 2:08:14PM | Modifiedby = Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Documents o el
I =0E:
k& H X =5 =5 | E Enl=
Saveand Save Delete = AddNew  Linkto GDPR Custom  History
Close - Existing = | Relevant Fields
Actions Relations GDPR Show

Click Save and Close.

Dacuments

= F‘ . :
H X = 2 BEg = ERE
Saveand| Save Delete Add Mew Link to Custom  History
Close - Existing * Fields

Actions Relations GDPR
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9 Right to Object

Article 21, GDPR, gives subject the right to object against personal data processing. The Controller does not process the

data unless he is able to show serious, authorised reasons for processing.

9.1 Save the subject’s request

9.1.1 Sent by email

1. Double-click the email.

2. Click on GDPR Relevant within the top toolbar. This way the email will be saved into eWay-CRM just as if you use
Save to eWay-CRM.

Request - Message (HTML)

7 Convert to Journal

2 Reply m ¥ Sy Q #\ 0 F [FI Convert ta Deal
2 Reply All e =] . 8 Convert to Praject
Delete o - Quick Move | Tags Editing Zoom = Saveto Save Attachments | GDPR
3 Forward Steps~ < < < Way-CRM  to sWay-CRM | Relevant | 2] Convert to Contact
Delete Respond Quick Steps Zoom eWay-CRIM

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

eWay-CRM Premium 5.2

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

4. Make sure the email has been correctly linked to a contact (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM yet, for instance.

Form Designer

b 25 2 £ EIBIE S L
s HX QL 3 =5 £ El B g repes
Saveand Save Delete  Reply Reply Forward — AddNew  Link to Existing Custom  History

Clase Al Contact = Contact = Fields

I would like to request change in my personal data.

Print Open Email
Actions Respond Relations GDPR Show Other Expart Email &

Basic Information

Superior Item | | - | + | X‘ Priority ‘Norma\ ‘ - ‘
Subject [request | senton [4/13/2018 [+] [mz83 ]
From [ - | Received [4/19/2018 [+] [xz5a 2]
To | - ‘ Number of Attachments ‘ 0 ‘
ce [ |
Note

Hello! P

~

= | TobTitle | Mobie

Business

g HuB(0)  HE Companies (1) [E0eds @ H Projects (1)  lounal ()  SlEmais(0) [ Documents ) 9 Marketing Campaigns (0)

b

O ‘ Profile Picture ‘ Company | First Name ‘ Last Name
= Wl ol Wl Wl Wl Wl
eWay System LLC Eve Ayeen

Ouner Stefko, Martin ~ Created by Stefko, Martin ~ Created 4/19/2018 1:55:55PM  Modified by Stefko, Martin ~ Modified 4/19/2018 1:55:55 PM
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a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

A+
B EHX Qg =f
Saveand Save Delete  Reply Reply Forward  AddNew
Close All Contact =
Actions Respond Re g Company
Basic Information .@l
Superior Ttem [ Deal
Subject ‘Request & Project
— — 7 Journal
To ‘ - =1 Email
= ‘ B Document
+1  Marketing Campaign
tote & Product
Hello! i Category
I would like to request change in my personal data. 2 User

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.

5. Click Save and Close.

ner

9.1.2 Written / Received over telephone

HX Q3

fority

nt an
eceived

umber o

sonal Data

Email - Reques

=5 ©=F

Saveand | Save Delete  Reply Reply Forward = AddNew  Link to Existing
Close All Contact = Contact =
Actions Respond Relations GDPR

1. Find a contact (deal, or company) who submitted the request.

Form Designer

Contact - Ayeen, Eve

C]
=

Custom  History
Fields

Show

Email Opt Out (|

-
Country | United States of America

Skype

E——

+ . (0 Private ! le-. R, Import to Outlock
kg B X o5 of Bl B3 fme B
. &) Refresh ™, Open in Qutlook
Saveand Save Delete AddNew  Link to Existing Custom  History Export  Print  Synchronize
Close Category = Category = Fields 0 Word With Outlook
Actions Relations Show Other Export Synchronization With Outlook &
Basic Information Address Phone Numbers
o | e N —
Corpuy [ sWorsytmic S [ E—
83 Avenue C
e | N —
Street
et | | e € —
Email 1 eve.aveen @eway-am.com Other l:l
| o ] °
2| | ——
S | I

Website [ |
Priority [Normal [~]
Note
<
IS
i categories (0) | G HUB(4) (Y| Tasks (1) [ Documents (o) [IEmais(2) [ calendar (0) 7 Joumnal (1)  HE Companies (1)  [EContacts (1)  [E|Deals (0) v
(] ‘Name ‘Nabe ‘
= afle

Owner Stefko, Martin

Created by Stefio, Martin

Created 4/5/2018 9:25:20 AM  Modified by Stefko, Martin

Modified 4/6/2018 4:04:06 PM
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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 we got the request verbally.

B X

+

o5 B8

Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information A Tack
Fulliame  |[Ayeen, £f B] Document
Company @ El Email
Job Title FE Calendar
Department [E Joumnal |
Email 1 [eve.ayeer) B Company
Email 2 [z Contact
Email 3 Deal
Email OptOut [ ] & Project
Websit= [ [B7 Bookkeeping Record
Priority [Mermal

3. Fill in the request details, eventually add the scanned document.

Journal

Journal

=] =1 T Private = e
=] = = Bl 5 i =
B =] ~1E 3 Refresh =2
Saveand Save Delete | AddNew Linkto GDPR Custom  History Reports
Close - Existing Relevant Fields -
Actions Relations GDPR Show Other Export &
Basic Information
Superior Ttem [+]+]x] startTime [429/2018 [+] [1s:12 B
Customer ey System LLC [ =[] EndTime [4/23/2018 [=] [15:12
Contact Person | Ayeen, Eve [ 7] Tvpe [ [~
Subject ‘Objecﬁon | Priority |Norma\ | - |
Note
Objection of a contact about processing of her personal data
<
~
{5 HUB (0) | <0 Marketing Campaigns (0) &l Projects (1) [RJounal (1)  [EDeals (@) [ Calendar (0)  |¥| Tasks (@) B Comp: ¢
[ | Type Subject | From [T |start =
= e Al ol allc =
< >

[x] [] tsystem] = Unchecked

Ouwner Stefko, Martin |~ Created by Stefko, Martin | Created 4/19/2018 3:12:58PM | Modified by ~ Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Journal

L

Saveand Save Delets
Close

Actions

5. Click Save and Close.

Saveand | Save Delete
Close

Actions

Add Mew

e

Add Mew

Rela

Relations

=] =)
55 | B
Link to GDPR
Existing ~ | Relevant

Link to
Existing ~

tions.

Journal

Custom
Figlds

Show

Journal

Custom
Fields

Show

i

Histary

Fe

History
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9.2 Process the request and send the answer
1. Deal with the objection according to your personal data protection guideline.
2. Then sent your answer using one of the following ways.

9.2.1 By Email
Automatic email tracking is active

1. Write your email and click Send.

H = Request
File Message Insert Options Format Text Review
—J e
cut CalbriBoc - |11 | A A IS - A0
Past e by
aste aly . - E== ==
- ~ Format Painter B P w2 A - - —
Clipboard ] Basic Text [F]
To,. | |eve.ayeengeway-crm.com
=1
. | |
Send
Subject | Request Was Processed

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

£2 Save Emai to eWay-CRM

X
Superior Item [iithout superior item relation [=[+]x]
Categaries | | - ‘
GDPR Relevant |

3. Check GDPR Relevant field.

£2 Save Emal to eWay-CRM

X
Superior Ttem [Without superior item relation [=]+]x%]
Categaries | |v‘
GDPR Relevant
4. You may choose a Superior Item.
£2 Save Emai to eWay-CRM *
| Superior Item [f1000: Demo - -NET system T=T-]x]|
Categories |

GDPR Relevant

5. Press OK.

Automatic email tracking is inactive

1. Double-click the email in Sent Mail in order to open it.

2. Click Save to eWay-CRM in the top toolbar.

Request Was Processed - Message (HTML)

= £ Reply

2] 3 > e Q N =S ? & Convert to Deal {7 Convert to Journal
2 Reply All . - k- = 8 Convert to Project
& - Delete - Quick Move Tags Editing Zoom | Saveto [5 achments ~ GDPR
3 Forward Steps - © < © eWay-CRM| to <Way-CRM  Relevant ) Convert to Contact
Delete Respond Quick Steps &

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

CRM

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 (eventually a deal or a project) and that the request
hasn't been sent from an address not in eWay-CRM yet, for instance.

Email -

( Private ]
L:' H X @ 2 & =2 =8 B ':m e |
Saveand Save Delete  Reply Reply Forward  AddNew LinktoExistng = GDPR Custom  History Print | Open Email
Close Al Contsct~  Contact - Relevant Fields
Actions Respond Relations GOPR Shaw Other Export Email &
Basic Information
Superior Ttem [ [=]+]x] priority [Mormal [~
Subject [Request Was Processed | senton [4/13/2018 [+] [1#32 7]
From I - | Recsived [4/18/2018 [] [1%32 5]
To I m.com | Number of Attachments | af
Cc I |
Note
<
~
¢ nuB (0)  HE companies (1) || [E2] Contacts (1) Deals (0)  fl Projects () {@Journal (0) EdEmais (0)  [Z) Documents (0) 5 Marketing Campaigns () @ Products (0)  jimcal ¢
[3 |Proflepicre | company First Name | ast Name 4| JobTite [ Mobie Business Email 1
- W Wk We We W W W
5| eWay System LLC Eve Ayeen
< >
Owner Stefko, Martin ~ Created by Stefko, Martin | Created 4/13/2018 2:43:11PM  Modified by Stefko, Martin | Modified 4/19/2018 2:43:11PM

a. If the email isn't linked to a contact, press Link to Existing > Contact and choose the desired person.

L:'EI

Saveand Save

x| QG Q

Delete  Reply Reply Forward
Al

=4 EK1:|

Add New

Close Contact =
ek Respond Re @ Company

Basic Information '@l

Superior Item | Deal

Subject |Request was Processed B Project

From [ % Joumnal

To £ve.ayeen@eway-om.com E1 Email

Cc [ B Document
¥ Marketing Campaign

fete & Product
i Category
&y User

HSFE

T

b. Of course, in case you need your email linked to a deal or a project, follow similar steps.
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5.

Close

6. Click Save and Close.

9.2.2 Written / Telephone

1.

ks H

Saveand Save

Actions

Delet=

Delete

Form Designer

X s

Reply

Form Designer

X e

Reply

Email - Reque

== =5 | R

En=

Click GDPR Relevant within the toolbar on the email card. That will help us later with a better request
identification.

Reply Forward Add MNew  Link to Existing GDPR Custom  History
All Contact ~ Contact ~ Relevant Fields
Respond Relations GDPR Show

Respond Relations GDPR.

e 3

Reply Forward AddNew  Link to Existing
All

Email -

=5 =g

Contact = Contact =

Find a contact (deal, or company) who submitted the request.

=

Custom  History
Fields

Show

k2 H X

Basic Information

55 B

Saveand Save Delete AddNew  Link to Existing
Close Category =  Category =
Actions Relations

FulName | Ayeen, Eve
Company [eWay System LLC
Job Title [
Department [ |
Email 1 |eve ayeen @eway-crm.com |
Email 2 [ |
Email 3 [ |

Email Opt Qut (|

E% Private

Sm &

) Refresh
Custom History Export Print.
Figlds to Word
Show Other Export
Address

Business Home Other

89 Avenue C

Street

City New York City

State Y

i i 10009
Country |United States of America

Iz
II|

E?J, B, Import to Outlock

L5 ™. Open in Outiook

Synchronize
With Outlook

Synchronization With Outiook @

Phone Numbers

Mobile
Business 2
Business Fax
Home

Other

1cQ

MSN

Skype

2 I—
o —
I —
O e
3 I—
—
— Jes

Website [ |
Priority ‘Normal | v |
Note
<
~
HiCategories (0) | 5 HUB(4) V| Tasks() [ Documents(0) [ElEmais(2) [Ecaendar @)  {FJounal ()  HE Companies () [Econtacts (1) [Ejpeals @ ¢ ¢
[ ‘Name ‘Nute ‘
= aflc

Owner Stefko, Martin =~ Created by Stefko, Martin

Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin

Modified 4/6/2018 4:.04:06 PM
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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 we got the request verbally.

A+
B HX =5 =5
Saveand Save Delete Link to Existing
Close Categary =
Actions i Category
Basic Information 2 Task

[ Fulname |[ayeen, 5| ] Document
Company eWay Sys| E1 Email

Job Title = Calendar

= 1

Department :Ml ]
L1

1

1

Email 1 eve.ayeer B Company

Email 2 [ |EI conmae

Email 3 [ Deal

Email OptOut [ & Project

Websit= [ [B7 Bookkeeping Record

Priority [Mermal E

3. Fill in the request details, eventually add the scanned document.

Documents Form Designer
= = private | [= fim)
= E; E Sl E =
) = & 7] -1 &) Refresh =
Saveand Save Delete Add New Link to Custom  History Reports  Print Document
Close - Existing ~ Fields - -
Actions Relations GDPR Show Other Expart »

Basic Information

Superior Item [ [~[+]x] sie 141,4828
Customer |eWay System LLC ‘ hd “X‘ Extension pdf
ContactPerson | Ayeen, Eve [+ 3| DocumentCreated 47122018 1:41:20PM
Name |request-processed ||| pocument Modified a12/2018 1:41:21pm
Type [Documentation -
Priority [Mormal [~

Note

‘ <

~
5 HUB(0) < Marketing Campaigns (0) i Projects (0)  [E|Deals (0)  Efl Companies (0)  [# Tasks (0)  [E5]Contacts (0) [ Calendar (0) @ Pro ¢ ¥
(] |Type Subject ‘me ‘Tﬂ Start |End V‘Cumpany

— o[ ol ol - - ol

< >

E [System] = 'Unchecked'

Ouwner Stefko, Martin ~ Created by Stefko, Martin | Created 4/15/2018 2:08:14PM | Modifiedby = Modified

4. Click GDPR Relevant. That will help us later with a better request identification.

Documents

=Rl

Custom  History
Fields

Saveand Save Delete | AddNew  Linkto
Close - Existing ~

Actions

Relations Show

5. Click Save and Close.

Document

Documents

BlE X = =5 5 B 5

Custom  History
Figlds

Saveand| Save Delete | AddMew Linkto
- Exdisting =

Actions Relations GDPR Show
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10 Right to Erasure (“Right to be Forgotten®)

According to article 17, GDPR, subject has the right to have any personal data related to him erased by the Controller,
without any unnecessary postponing.

If the GDPR function is activated within eWay-CRM® (see GDPR functions activations in eWay-CRM), then by deleting
the record also the complete history of subject relations will be deleted. That means we will delete all journals, emails,
documents, tasks, calendars and marketing records.

This operation is irreversible.

10.1 Save the subject’s request

1. Record the request according to your privacy policy. As for the fact that all items linked to the subject will be
deleted as well, eWay-CRM is not the right place.

2. If you want to record the request within eWay-CRM anyway, follow similar steps as in the previous chapters.
However, make sure the request is not linked to a contact / company / deal you want to delete. Eventually
delete the linkage.

10.2 Process the request

1. Open the card of the contact (or deal, or company) you want to delete.

File Form Designer

+ (5 Private = m 1, Import to Outiook
kB HX =5 =F (B m = ) _
. &) Refresh [, Open in Outiook
Saveand Save Delete AddNew  Link to Existing Custom  History Export  Print  Synchronize
Close Category ~  Category ™ Fields to Word With Outlook
Actions Relations Show Other Export Synchronization With Outlook &
Basic Information Address Phone Numbers
e e o | we e
e TR | —
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T
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| | | —
et T ] e ]
City New York City
iz | | —
s | | I
>
ioton 1] N —
Country |United States of America
Website [ |
Priority [Normal [~]
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<
A
Hicategories (0) | 4G HUB(4) (%) Tasks() [ Documents (o) [Emais(2) [Ecalendar @  Flounal ()  HE Compames ()  [EScontacts (1)  [E|Deals (©) 3
[} ‘ Name ‘ Mate ‘
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Ouwner Stefko, Martin | Created by Stefko, Martin ~ Created 4/6/2018 9:25:20 AM  Modified by Stefko, Martin |~ Modified 4/6/2018 4:04:08 PM
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2. Notice that the Delete button has a different icon. Apart from the black cross, there is a little red exclamation
mark. Click it.

Contacts

=

Saveand Save
Close

esigner
= z =
AddNew  Link to Existing

Category =  Category =

Actions Relations

3. The items erasure inquiry has several new security elements:

eWay-CRM Premium 5.2 X

Do you really want to delete the item from contacts module,
along with & related items from emails, journal and tasks modules?
This operation is iretrievable.

Flease type down the following code to confirm your choice.

a. Anicon for clear differentiation of a "different type of erasure”.
The inquiry contains multiple explanations that the joined items will be erased irreversibly (if there are
any). This means all journals, documents, emails, tasks and calendars. The contact will also be deleted
from all marketing campaign lists. In case the contact is linked to deals, projects or companies, these
won't be deleted.

c. Captcha should make the users think about whether he really wants to delete the record.

Think again whether you wish to delete this record — the action cannot be taken back. If the answer is yes, rewrite the
captcha and confirm with the Yes button.

The record has been deleted irreversibly. A journal will be created about the record erasure process, containing an
encoded information about all text fields of the erased subject. We use the SHA-256 algorithm. It is a one-way encoding
algorithm which doesn’t allow to later find out what data has been encoded. However, we are always able to encode the
string wanted using the same algorithm and then compare the resulting data. That gives us the answer on whether we
have previously kept records related to the subject — see Making sure the subject has really been erased.

10.3 Send the confirmation to the Data Subject

1. At this point as well, you will probably save the request confirmation elsewhere than into eWay-CRM.

2. If you want to record the request within eWay-CRM anyway, follow similar steps as in the previous chapters.
However, as the Contact (or Company, or Deal) does not exist within eWay-CRM anymore, you will not be able
to use the function for automatic Sent mail tracking.

10.4 Making sure the subject has really been deleted

1. In Microsoft Outlook, click the Journal button in the main eWay-CRM toolbar.

Send / Receive Folder View eWay-CRM 2 Tell me what you want to do...

E :'_7:. ; EE lzl v () Time Sheets [ Bookkeeping 45 Exchange Rates

B Documents 2% Users ? Products

Mew  Marketing Deals Projects Companies Contacts  Tasks o
Campaigns =1 Emails g Reports .Ef] Discount Lists

CRM
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2. Make sure the column Note is visible. If it isn't, add it using Custom chooser.

[ | subject 7 | vote | Type | start Time | End Time Owner

[ bcitem oJc - = = =

Eg Ttem from module contacts... |8d7c67051bdb2aebs99caedaas0399bf14a5d34af53a0chc029096b 10589681  History 4{17/2018 10:52 AM 4/17/2018 10:52 AM Stefko, Martin
Eg Ttem from module contacts... | 3973e022e93220f3212c18d0d0c5432e7c309e46640da93a4a0314de999f5114 | History 4{13/2018 10:16 AM 4/13/2018 10:16 AM Stefko, Martin
Fg Item from module contacts... | 39732022e93220f9212¢13d0d0c5433e70309246640da03a4a0314de990f5 113 | History 4{13/2018 10:16 AM 4f13/2018 10:16 AM Stefko, Martin
ES Item from module contacts. .. |3973e022e93220f9212c18d0d0c5432e7c309e46640d293a4a0314de999511] | History 4/13/2018 10:16 AM 4/13/2018 10:16 AM Stefko, Martin
Eg Ttem from module contacts... | 39732022e93220f9212c18d0d0c5432e7c309e46640da9324a0314de999f5113 | History 4{13/2018 10:16 AM 4/13/2018 10:16 AM Stefko, Martin
F& Item from module compani... | 73f0b95829d7b088 1deecsfd4e0fiBce 7290 2c8170cf07744335700c9302d 3e4 | | History 4{11/2018 10:22 AM 4/11/2018 10:22 AM Stefko, Martin
Eg Item from module compani... | 73f0b258e9d7b088 1deectfd4efcBc672902c8170cf07744335700c9302d3e4 | History 4/11/2018 10:22 AM 4f11/2018 10:22 AM Stefko, Martin
Eg Item from module compani... |73f0b25823d7b038 1deecafd4e0fcBca7e902c8170cf07744335700c9302d3e4 | History 4/11/2018 10:22 AM 4f11/2018 10:22 AM Stefko, Martin
Eg Ttem from module compani... | 73fb958e9d7b088 1deecsfd4e0fiBc6 7290208 170cf07744335700c9302d3e4 | | History 4{11/2018 10:22 AM 4/11/2018 10:22 AM Stefko, Martin
F& Item from module compani... | 73f0b95829d7b088 1deecsfd4e0fiBce 7290 2c8170cf07744335700c9302d 3e4 | | History 4{11/2018 10:22 AM 4/11/2018 10:22 AM Stefko, Martin
Eg Item from module compani... | 73f0b258e9d7b088 1deectfd4efcBc672902c8170cf07744335700c9302d3e4 | History 4/11/2018 10:22 AM 4f11/2018 10:22 AM Stefko, Martin
Eg Item from module compani... |73f0b25823d7b038 1deecafd4e0fcBca7e902c8170cf07744335700c9302d3e4 | History 4/11/2018 10:22 AM 4f11/2018 10:22 AM Stefko, Martin
Eg Ttem from module compani... | 73fb958e9d7b088 1deecsfd4e0fiBc6 7290208 170cf07744335700c9302d3e4 | | History 4{11/2018 10:22 AM 4/11/2018 10:22 AM Stefko, Martin
F& Item from module compani.... | 0a2700c1e7b209d0d 3fd0db0a9409d 3df8ob 1fd 1ae898722748484bb00c5 7c0g| | History 4{10/2018 3:16 PM 4/10/2018 3:15 PM Admin

Fg Item from module contacts... | 39732022e93220f9212¢13d0d0c5433e70309246640da03a4a0314de990f5 113 | History 4{10/2018 3:13PM 4/10/2018 3:13PM Admin

ES Item from module deals wit... | d6c7ca3b0f7ca42a41436f5a60958935c366b0a 102f4573042388235 1920a 1] | History 4/10/2018 3:11PM 4/10/2018 3:11PM Admin

Eg Ttem from module contacts... |e16d26ab11251f5354f6bf27f32e33e6c526chdae thacheSeee152b5fac2asha | | History 4{5/2018 9:35 AM 4/5/2018 9:35 AM Stefko, Martin

3. Go to https://passwordsgenerator.net/sha256-hash-generator and generate an SHA-256 text hash according to
which you want to search — e.g. email address. You can search using any text column of the erased record
desired (first name, surname, email, telephone number, etc.)

4. Search for the resulting SHA-256 hash among the Note field. You will see an erasure record, where you can find

who and when erased the record.

[ | subject 7| Mot | rype | start Time | End Time Owner
[ e item £ o7]c [\CB 539 2ECr 2E 08345 8P ED37 16 TB2BE 35A507 IEFEFE 7 1B B9FE7302| ¢ - - -
E§ Item from module contacts... | Bd7c67051bdb2aeb699cae4aa50399bf14a5d34af53a0cbc029096b 145896815 | History 4{17/2018 10:52 AM 4f17/2018 10:52 AM Stefko, Martin
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