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Mini Dictionary

Dashboard
The front page where you can see your orga-
nisation’s Records of Processing Activities.

Records
A full list of your organisation’s Records of
Processing Activities.

Assets

All IT systems, hardware, physical addres-
ses, etc., which are used to process perso-
nal data and the people responsible for each
asset.

Data Processor
The suppliers, who process personal infor-
mation on behalf of the organisation.

Risk Assessment

The assessment of potential threats, their
impact on the data subjects and the likeli-
hood of them curring.

Order

The order determines where in the wheel the
Record is placed - just like on a clock. You
should choose a system such as 10-20-30 to
ensure that your Records are placed in the
desired order.

Responsible

Itdependsontheindividual organizationwho
is chosen to be responsible. For example,
it may be the person responsible for upda-
ting, the person responsible for the activity
in practice or the person responsible for the
creation of the Record.
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1.1Log on to DPO Advisor

= LEGAL IT




1.2 Change Password

Change password by clicking “Don’'t remember your password?”

Don't remember your password?

-

Enter email, click “Send Email” and follow the email sent.

= yours@example.com




1.5 Change Password

Click “Confirm”in the email. Insert your new password.

T

< & LEGAL IT

su " A LEGALTECH COMPANY
L

You have submitted a
password change request!

Change Password

If it was you, URL https:/fegaltech.eu.auth0.com/o/reset?

confirm the ticket=DRm7gvmSNFIKIkmY 7 TnZtwmAVqCeYLno#

password Enter a new password for
change

aha@legaltechdenmark.com

m & your new password

If you are having any issues with your account, please don't hesitate

to contact us by replying to this mail
Thanks!

confirm your new password

O,

‘You're receiving this email because you have an account in Legal IT. If you are not sure why
you're receiving this, please contact us through our Support Center.
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2.1 Delete Records

1. Go to'dashboard’in the menu and scroll down to ‘records of processing activities’

@ Dashboard it Assets W@ Processor @ DataProtection €)Risk Assessment & Annual cycle

Fremvisning

Records of Processing Activities

Records of Processing Activities [ JEUGILEY]

2. Delete those records irrelevant for you. Click on the ‘arrow-symbol’. Remember to
scroll down so you won't forget any records. They all have their own individual head-
line like ‘administration”and ‘marketing'.

Administration Administration
oD Q o
Records of Processing Activities % Accountable % Lastupdated % Updated by Records of Processing Activities 4 Accountable ¢ Lastupdated ¢ Updated by

» Bookkeeping Annika Hartfield 11Jun 2024 & Daniel - Legal IT ApS » Bookkeeping Annika Hartfeld 11 Jun 2024 2 Daniel - Leg

» Management reporting from Administration department  Annika Hartfield 03 May 2024 2 Andreas Kabell R e e AT 03 May 2024 2 Andn

¥ Administration of meetings S e R 2 » Administration of meetings Annika Hartfield 31 Mar 2021 & Nico.

¥ Management of obligations to supervisory atithorities Anntka Hartfield A Edit| v » Management of obligations to supervisory authorities. Annika Hartfield 05 Feb 2021 & Nico

ove Selected Activities e e W Re




2.2 Add Records

1. Go to"Dashboard”in the menu and press “+"in the wheel under the relevant section.

@ Dashboard it Assets [ Processor @ Data Protection €} Risk Assessment Annual cycle

Fremvisning

2. Addrelevant Processes that may be missing - e.g. optician doing “vision tests”.

Process

Name Section Order

Udvikling v

Responsible

- Veelg - v

Description

Assets Processors Data Breach

Select... Select... Select.

Back to list



2.5 Add Records

1. Name the Record. 3. Select who is responsible.
2. Choose which order you want the 4. | eave the remaining fields and click
listing placed in. “Create”.
Process
Name] Section Order
Udvikling v 2

Responsible 3

- Veelg - v
Description
a3
Assets Processors Data Breach
Select... Select... Select...

Back to list ll
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elete Assets

MmEp
im
Assets

Assets could be objects like Materiel, Software or Hardware but it could also be company cars, persons or a single process/procedure.

Name

© Create

< Description £ Accountable

» DPO Advisor LegalTech Denmark ApS Andreas Kabell

» e-Conomic Visma e-conomic a/s

» Word

Microsoft

Assets

Assets could be objects like Materiel, Software or Hardware but it could also be company cars, persons ¢

] O\ answer questionnaire

$ Description $ Accountable

» DPO Advisor LegalTech Denmark ApS Andreas Kabell

» e-Conomic Visma e-conomic a/s

» Word

Microsoft



3.2 Add Assets

"

1. Click on"Assets”in the menu, and then clikck “Create”.

i -.‘
o @
Assets
Assets could be objects like Materiel, Software or Hardware but it could also be company cars, persons or a single process/procedure.

Name $ Description $ Accountable s

» DPO Advisor LegalTech Denmark ApS Andreas Kabell
» e-Conomic Visma e-conomic /s
» Word Microsoft

000 d

2. Addrelevant Assets thet may be missing.

Create Assets Values X

Name

Responsible Parent Entity

Select... Select...




3.5 Add Assets

1. Name the Asset. 3. Leave the remaining fields and
click “save”.
2. Selectwhoisresponsible.

Create Assets Values X

Name 1

| Responsible 2 Parent Entity

Select. Select...

{ Description

Processors

Select.

Records

Select.

Manufacturer

Data Processors - Records

Select...

B3 3
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4.1 Delete Processors

1. Click on’processors’in the menu and delete those who are irrelevant for you.

cle

Processor

Processor

The Processor processes personal data only on behalf of the controller. The Processor is usually a third party external to the company. However, in the
groups of undertakings, one undertaking may act as processor for another undertaking.

m Q
4 Description ¢ Accountable

Visma e-conomic a/s Kim Kulawig Ha
» Office 365 Microsoft

» Dinero Dinero Regnskab ApS

(4 (a3

Processor

Processor

The Processor processes personal data only on behalf of the controller. The Processor is usually a third party extern
groups of undertakings, one undertaking may act as processor for another under

m Q
Name 4 Description 4 Accountable
» e-Conomic Visma e-conomic a/s Kim Kulawig Hansen

Microsoft

Dinero Regnskab ApS




4.7 Add Processor

1. Goto"Processor”in the menu and click “Create”.

3

Processor

Processor

2. Addrelevant Processors that may be missing but leave the Data Processing Agreements.

| Create Processor Values X
| MName
Responsible Parent Entity
Select... Select...

Nacrrintinn



4.5 Add Processor

1. Enter the name of the Processor. 3. Leave the remaining fields and click
"save”.
2. Select whoisresponsible.

| Create Processor Values x

| MName 1

Responsible 2 Parent Entity

Select Select

Description

Link to Data Processing Agreement

Assets
Select

Records
Select..

| Country of processing

Processors - Records

Select..

e s
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b.1 Upload document

1. Click on’processors’in the menu and click ‘attachments'.

(4 [

Processor

Processor @ Attachments

@® Details

The Processor processes personal data only on behalf of the controller. The Processor is usually a third party extern

g » & Download Report
groups of undertakings, one undertaking may act as processor for another under

& Edit

m Q %% Invite to answer questionnaire ‘

Name % Description % Accountable & Delete
» e-Conomic Visma e-conomic a/s

» Office 365 Microsoft

» Dinero Dinero Regnskab ApS

2. Clickcreate’.

Attachments for e-Conomic

> a

Name $ Description $ Created by $ Created on

aftale 25 Feb 2021

aftale 29 Jan 2024

Show 10 v Page 1 of 1




b.2 Upload document

1. Click "Attach File”, and choose your document.

2. Click "Create”.

Create attachment X
Name
Description

%
Attach URL

Attach File 1

oo
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6.1 Make a data processing

1. Click on“processor”in the menu and then click
"edit” (the icon that looks like a wizards hat)

cle

Processor

Processor

The Processor processes personal data only on behalf of the controller. The Processor is usually a third party external to the company. However, B&he case of
groups of undertakings, one undertaking may act as processor for another undertaking.

m Q

Name $ Description $ Accountable s

» e-Conomic Visma e-conomic a/s Kim Kulawig Hansen
» Office 365 Microsoft A Edit | v
» Dinero Dinero Regnskab ApS A Edit| v

0O 0cod
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b.2 Example

2. Fill out the information 3. Save the data processing agreement
by clicking the buttom ‘save’. Instead, if
you are done, click ‘save and finish’.

[ oo | © sam o

e-Conomic

Visma e-conomic a/s

Data processing agreement

Controller
In accordance with Article 4(2) of the Data Protection Regulation, the member states shall be replaced by the following: 8, is a data processor: "a natural or legal

person, a public authority, an institution or another body that processes personal data; on behalf of the controller"
Thus, a controller is the natural or legal person, public authority, etc, who determines the purpose for which the personal data may be processed (the purpose)
and how the personal data may be processed (the means), including by whom the personal data may be Processed

1. Name

jhkhhgf

2. Address

Kjhhgfgj

3. Postal code

lkhg

[ oo |
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DATA PROTECTION



7.1 Adjust Data Protection

1. Go to"Data Protection”in the menu and specify how you are working with the Data
Protection policies.

Note! Customized by IT managers

Data protection

g~

-
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8.1 Connect Assets

1. Click on"Assets”in the menu, and click "Edit".

\

]
i
[ J
Assets

Assets could be objects like Materiel, Software or Hardware but it could also be company cars, persons or a single process/procedure.
Jus ] Q_ searct

(] Name $ Description $ Accountable s

(] »DPO Advisor LegalTech Denmark ApS Andreas Kabell

(]  »e-Conomic Visma e-conomic a/s
[J  »word Microsoft

2. Specify the Records where the Assets are used.

[ Update Assets Values x I
Name

| Responsivie Parent Entity [ |
Select Select,

| Description 1

| ‘ I

Processors.

Records.

Data Processors - Records.
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9.1 Connect Processors

1. Goto"Processor”in the menu and click on the arrow. Now click on‘edit’.

N 14 (4

Processor
Processor
Processor hments
Processor
tails.
data only on behalf of The Processor is usually a third party extern Downoad Report of
The Processor processes personal data only on behalf of the controller. The Processor is usually a third party external to the company. However, in the of groups of undertakings, one undertaking may act as processor for another under
groups of undertakings, one undertaking may act as processor for another undertaking. # Edit
D Qe g vt o answer questionnare |
oD Q
[ Name 4 Description $ Accountable W Delete
[ Name 4 Description 4 Accountable +
O »econome Vi conaric o [T —
o Visma econoric s T —
[ »Office365 Microsoft
O soficeses [r—
0 »ome binero Regnska A
O i binero Regnskeb ApS

2. Connect the Processes that are relevant to the Processor.

Update Processor Values x
Name
Responsible Parent Entiy
Select select
Description
a

Link to Data Processing Agreement

Assets

Records

s

Country of g
panmark

Processors - Records
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CONNECT ASSETS
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10.7 Connect Assets to Proces-

Go to “Processor”in the menu and click on the arrow. Now click on ‘edit’.

& 74Y (4

Processor
Processor
Processor chments |
Processor
etails
The Processor processes personal data only on behalf of the controller. The Processor s usually a third party extern o8 1 o of
The Processor processes personal data only on behalf of the controller. The Processor is usually a third party external to the company. However, in the of groups of undertakings, one undertaking may act as processor for another under Pt
groups of undertakings, one undertaking may act as processor for another undertaking. # Edit
@ QSear g invite to answer questionnaire ‘
oD Q
] Name 4 Description 4 Accountable @ Delete
Name $ Description $ Accountable *
() »eConomic Kim A& Edt| v
() »economic Visma e-conomic a/s Kim Kulawig Hansen
] »office 365 Microsoft
(] »ofice3ss Microsoft
O oo Diner Regnskab 405
O ronen Dinero Regnkat Aps

2. Connect the Assets that are relevant to the Processor.

Update Processor Values

Name

Responsible Parent Entity

Select.

Description

Link to Data Processing Agreement

Country of processing

Danmark

Processors - Records
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11.1 Adjust Records

1. Go to “"dashboard”, scroll down to 2. Read through each Process one by one,
‘records’ and click "Edit". and make adjustments if neccesary.
=]
Administration
m Q searc

[] Records of P ing Activiti # Accountable 4 Lastupdated 4 Updated by s

] » Bookkeeping Annika Hartfield 11 Jun 2024 2 Daniel - Legal IT ApS

D » Management reporting from Administration department Annika Hartfield 03 May 2024 & Andreas Kabell

[} » Administration of meetings e S 31 Mar 2021 & Nico

D » Management of obligations to supervisory authorities Annika Hartfield 05 Feb 2021 & Nico

#' Responsible W Remove Selected Activities



11.2 Example

1. Make sure, that the pre-filled texts and answers apply, and adjust them ifit is not the case.

Bookkeeping

Handling contains personal data related to acqunting - what information is required to be in accordance with the accounting law?

Purpose, categories of information and delgiion

Purpose of the activity

1. What is the purpose of the activity? * @
Please describe the purpose of the activity.

averholde bogfaringsloven

2. Click"i"if you want more information on the subject.

More Information

What is the purpose of the activity?
When you describe the purpose of the activity, it should be based on the immediate purpose. The purpose of creating job opportunities,
for example, will typically be "finding new Manpower”

‘ Close ‘




11.8 Example

1. Go through the pages by clicking "next 2. Now repeat the process untill all
page”. Records have been proof-read.

Bookkeeping

Handling contains personal data related to accounting - what information is required to be in accordance with the accounting law?

Purpose, categories of information and deletion

Purpose of the activity

1. What is the purpose of the activity? * @
Please describe the purpose of the activity.

overholde bogferingsloven

What information is required to complete the activity?
Select the objects and areas of data contained in the activity

2. Ordinary information, cf. Article 6 * @
Examples include: name, address and phone number.

- Ok 2
8 e




11.4 Save

1. On the last page, you have the opportu- 2. Only choose ‘save and finish’ if you are
nity to choose between 'save’and ‘save and done with the processor.
finish’

5 o

Bookkeeping

Handling contains personal data related to accounting - what information is required to be in accordance with the accounting law?

Notification of the data subjects

29. Are the data subjects informed of the processing? * [: ]

30. Here you can elaborate on your answer

De registrerede oplyses via hjemmesiden

Page 10 of 10

o s raran
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12.1Goto'dashboard’, scrolldown to re-
cords now click on the arrow.

| Som—
Administration

@ Q

Records of Processing Activities $ Accountable % Lastupdated Updated by
» Bookkeeping Annika Hartfield 11 Jun 2024 A& Daniel - Legal IT ApS
» Management reporting from Administration department Annika Hartfield 03 May 2024 A& Andreas Kabell

» Administration of meetings Annika Hartfield 31 Mar 2021 & Nico

» Management of obligations to supervisory authorities Annika Hartfield 05 Feb 2021 A& Nico

#" Responsible W Remove Selected Activities
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12.2 Click on the buttom
‘Invite toanswer questionary'.

Assets @ Processor @ Data Protection €»Risk Assessment g Annual cycle QY @ Incidents 2% ~

]
Administration

us]

Records of Processing Activities 4 Accountable 4 Lastupdated 4 Updated by
» Bookkeeping Annika Hartfield 11 Jun 2024 2 Daniel -
» Management reporting from Administration department  Annika Hartfield 03 May 2024 2 Andr

» Administration of meetings Annika Hartfield 31 Mar 2021 2 Nico

» Management of obligations to supervisory authorities Annika Hartfield 05 Feb 2021 & Nico

#' Responsible W Remove Selected Activities

Invite to answer questionnaire

< Identifier

Show10 + Page 10of 0
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12.3Insertinformationand press
invite

Invite

Email
English

The text "%token%" will be replaced with the actual token url on the
Server.

Invitation

Hz Heading3 & Normal

==

‘ Invite “ Cl
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ADD NEW USERS



DP:

Assets @ Processor '@ Data Protection € Risk Assessment & Annual cycle [ & Incidents % ~

b Ad V‘SO r @ Dashboard

15.1 Go to company-settings

D I:) : Ad \Vi I SOr @ Dashboard it Assets @ Processor @ Data Protection € Risk Assessment {8 Annual cycle QY &~ sidents % ~

Fremvisning

@ Company Settings

@ Pariner page




‘DP:: Advisor

@ Dashboard ik Assets @ Processor @ Data Protection € Risk Assessment Annual cycle

15.2 Click on ‘'users’

Access Management

Roles
Manage Roles

Company

Company

Manage Companies

Teams
Manage Teams

Manage Wizard

@ -

Incidents

o
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15.3 Click create’

© Create

% Phone
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13.4 Insert information and click ‘crea-

Create User

With login Without login

Phone

Roles

Select...

Profile picture

Microsoft login .
Upload
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DOWNLOAD REPORT



14.1 Download report

1. Click on“dashboard”in the menu.

@ Dashboard il Assets [@Processor @ Data Protection < Risk Assessment Annual cycle

Fremvisning

2. Scroll down to records and click download.
3. You find the downloaded report on your computer.

Records of Processing Activities

Records of Processing Activities & Download h
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