web €3

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:

Web C RM fﬁ‘ Main menu x Utilities
Documents Templates Mailjet Emails Overviews Charts Budgets Pipeline Pun

Email: Templates

PDF: Templates

Word: Templates

Social media links Please select a menu item
FAQ: Templates

Wizard themes
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Create a new template and select merging for “Person”:

Web CRM a7 Main menu }\; Utilities

Documents Temnplates Mailjet Emails Overviews Charts

o Save o List

PDF TEMPLATE | Edit

Folder | Kontrakt v |

Merging  Person W

Description  Persondata

Edit as raw himl

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:

Align  Left W

Line height 1,00 w

Select above to insert at

it - i - W
curser position Select link

Select above to insert at |

curser position | Selact merge field — v |

Person / First name -

Person / Last name

Person / Full name

Person / Title and name

Person / Salutation and name
Person / Salutation Title and name
Person / First name (Last name)
Person / Status

Person / Block mass emails
Person / Email bounces

Person / Salutation

Person / Job title

Person / Direct telephone
Person / Mobile telephone
Person / Skype

Person / Email

Person / Comment
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To search for the specific person that requested his/her data sent use the front-page search box in
webCRM:

web € R M £y Mainmenu 3 Utilities

Home Activities Organisations C

First Name Last Name| A Q

Last search result

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:

Jobtitle CEO
. Documents
Birthday e
Merge templates
}. GDPR template 22-02-2018
i Persondata 9 Kb
Direct telephone 20212223

Mobile telephone 50515253

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:

To iohan Andersen<johan@andersends.co.uks l
c b 3 |
BCC 4 w
Subject
Template  — Select L Template type | — All types -— 2
)
Priority = Normal b4
Draft  — No drafts saved — % o Save as draft

®  Send now

send scheduled  06-03-2018 12 v a0 v

Attachments @

B Persondata 2Kb
Persondata. pdf
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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:

Web CRM 1 Main menu ‘,\: Utilities

Home Activities Qrganisations C

First Name Last Name A Q

Last search result

Then from the person view click the printicon:
°Save °Organisation e @ ® @ o

B PERSON | Edit

@ Hr. Johan Andersen B = B @ o .r?@ :@ 12 -
Organisation Mo telephone numbers ]
Danmark

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:

018 Wb CRM

web Bm 06-03-2018 14:08
AM Sales

Craated by: Maga Glerringe 26-02-2018 11:16
Updated by: Mogens Them Nisken  05-03-2018 15:30

Customer name  AM Sales
fk: Division narme

Alert text

Responsible  Mogens Them Nielsen
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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™:

W@b CRM 73 Main menu ,'\,; Utilities

Documents Templates Mailjet Emails Owverviews Charts

OVERVIEW | Create

Overview: 9

For data type Persons ™

Overview name | Data from 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:

OVERVIEW Edlit Datafrom person  [Export all]

General Data Filter Display data Sort output Advanced
@ Data field Operator Match value @ Prompt user
Person: Full name v = v = v
or 1o
And
QOrganisation: Name v = v v
or Person: Email v = v v
Or —_ v
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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:

OVERVIEW Edlit Datafrom person [Export all]
General Data Filter Display data Sort output Advanced

SQL for APL

Special actions

Enabled actions  Enable exporting of all data v

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

web € R M

DATA FROM PERSON 0603201 e o,

o Criteria Q Export all data fields, 1 rows

Rows/page 100 v 1-1(1) Standard v
Mame Full name Email
7 &  Organisation TP petersen@petersen989.no
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