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Send personal data on request 
 

According to GDPR it is required that your organisation can provide all stored personal data on 
demand. As a data owner you are required to present all personal data per request according to GDPR.  
webCRM enables you to address such request in a number of ways.  

If you receive a request for sending or showing all stored personal data from an individual there are 3 
ways to do so: 

1. Provide and send the data using PDF-templates 

2. Print out from the person view 

3. Exporting to Excel  

 

Provide and send the data using PDF-templates 

Personal data can be sent using PDF to the requesting person directly from webCRM. PDF templates 
provides the ability to customise the design if you want to brand the sent-out PDF. All created PDF 
templates that merge with persons in webCRM will be available from all person views and from here 
able sent directly to the requesting person. Doing so will date stamp the email sent-out enabling 
webCRM users to document accommodated requests.     

To be able to use PDF templates for sending out stored personal data, firstly it will need to be created 
using merge for person data in webCRM. PDF templates are created from utilities/templates/PDF 
templates: 
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Create a new template and select merging for “Person”: 

 

Having done so select all fields containing person data – which is required by GDPR – and merge these 
into a text box in the PDF template: 
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To search for the specific person that requested his/her data sent use the front-page search box in 
webCRM:  

 

 
Having created a PDF template that merges with person data it will be available from all person views 
going forward. The PDF template will use the inserted merge fields to add individual person data based 
on the specific person from whom the PDF is generated from: 

  

 
After saving the PDF template for the specific person it is possible to attach the PDF to an email by 
clicking the attach icon (paper clip) in the upper right corner:  
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Print out from person view 

It is possible to print out person data by clicking the print icon directly from the person view.  

To find the person who requested his/her information sent use the front-page search box: 

  

 
Then from the person view click the print icon: 

 

 
From here it is possible to print out the data of the person and save the data as a PDF document that 
can sent out afterwards. Note that this PDF document does not allow for customizing the design as the 
PDF template editor does:  
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Exporting to Excel 

Exporting to Excel - in case of the data needing to be read by a machine – requires creating an overview 
from which the data can be exported to Excel. 

To create an overview, go to utilities/overviews of data type “Person”: 

 

 

Then the overview as configured to filter by person name and e.g. Organisation name and/or “person 
email”. Make sure to check “Prompt user” for all filters. Example:  
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Once the filter is setup accordingly it is important that “Enable exporting of all data” is chosen from the 
Advanced tab:  

 

 

Display data from the “Display data” tab and export all data by clicking the eye icon and then “Export all 
data fields”: 

 

 


