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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
It depends on the individual organization who 
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
LOG ON



1.1 Log on to DPO Advisor

Sign in with your Microsoft account or the login you signed up for DPO Advisor with.



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

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

1.2 Change Password



1.3 Change Password

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



2
RECORDS



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

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’.  

2.1 Delete Records



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

2.   Add relevant Processes that may be missing - e.g. optician doing ”vision tests”.

2.2 Add Records



2.3 Add Records

1.   Name the Record.

2.  Choose which order you want the 
listing placed in. 

3.  Select who is responsible. 

4. Leave the remaining fields and click 
”Create”.

1
2

3
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3
ASSETS



3.1 Delete Assets

1

2



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

2.   Add relevant Assets thet may be missing. 

3.2 Add Assets



3.3 Add Assets

1.   Name the Asset.

2.   Select who is responsible.

3.   Leave the remaining fields and 
click ”save”.

1
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4
PROCESSOR



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



4.2 Add Processor

1.   Go to ”Processor” in the menu and click ”Create”.

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



4.3 Add Processor

1.   Enter the name of the Processor.

2.   Select who is responsible.

3.   Leave the remaining fields and click 
”save”.

1
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5
UPLOAD DOCUMENT 

TO A PROCESSOR



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

2.   Click ’create’.

5.1 Upload document



5.2 Upload document

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

2.  Click ”Create”.

1

2



6
HOW TO MAKE A 

DATA PROCESSING 
AGREEMENT  



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)



6.2 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’. 



7
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



8
CONNECT ASSETS



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

2.  Specify the Records where the Assets are used.

8.1 Connect Assets



9
CONNECT 

PROCESSORS



9.1 Connect Processors

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

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



10
CONNECT ASSETS 
TO PROCESSORS



10.1 Connect Assets to Proces-

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

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



11
ADJUST RECORDS



1.  Go to ”dashboard”, scroll down to 
’records’  and click ”Edit”.

2.   Read through each Process one by one, 
and make adjustments if neccesary.

11.1 Adjust Records



11.2 Example

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

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



11.3 Example

1. Go through the pages by clicking ”next 
page”.

2.   Now repeat the process untill all 
Records have been proof-read.



11.4 Save 
1. On the last page, you have the opportu-
nity to choose between ’save’ and ’save and 
finish’

2. Only choose ’save and finish’ if you are 
done with the processor. 



12
PASS ON THE 
ASSIGNMENT 



12.1 Go to ’dashboard’, scroll down to re-
cords now click on the arrow. 



12.2 Click on the buttom
 ’invite to answer questionary’. 



12.3 Insert information and press 
invite



13
ADD NEW USERS



13.1 Go to company-settings



13.2 Click on ’users’



13.3 Click ’create’



13.4 Insert information and click ’crea-



14
DOWNLOAD REPORT



14.1 Download report
1.   Click on ”dashboard” in the menu.

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




