Instructional guide for the data protection officer notification system of the Authority

Table of contents

O o= To T3 € = LA o o 1
2. Mar regisztralt, de nem aktiv fiok (Already registered, but inactive registry) ............cceeee. 3
B = =1 1= o =T (S T 1T ) S 3
4. Bejelentés adatainak rogzitése (DPO notification form) ........cccccooviiiiii i, 5
4.1 Bejelentd (Notifier — person submitting the notification) ..., 5
4.2 Adatkezel6/Adatfeldolgozo (Data controller/processor) ..........cccooviiiiiiiiiiiiiiiiiiiiiiieeeen. 6
4.2.1 Data controller/processor is not a natural PersON ..........cccccuueuimimimmmiiiiiiiiiiieennnaees 6
4.2.2 Data controller/processor is a natural PerSON............vceiiieeeeiiiiiiiiie e 7

4.3 Adatvédelmi tisztvisel6 (Data Protection Officer (DPO)) .......ccccooviiiiiiiiiiiiiieieiiiiiieeeeenn 8
4.3.1 Data protection officer is not a natural PEersoON ..........ccccccumuiimiiiiiiiiiiiieenes 8
4.3.2 Data protection officer is a natural PersoN ........cccovviiiiiii e 10

4.4 Bekiildott bejelentések (Submitted notifications) ...c.ccveviciiiiiiiiic e 12

According to paragraph 7, article 37 of the GDPR, any data controller or processor must publish
the contact details of their data protection officer (if present), as well as communicating them to the
respective data protection authority.

According to paragraph 4, article 25/L of the Information Act CXII of 2011, any data controller or
processor must communicate the name, postal and e-mail address of their data protection officer
(if present) to the data protection authority and the public. They must also notify The Authority of
any changes to these contact details.

The National Authority for Data Protection and Freedom of Information provides an on-line service
for notifying the Authority about data protection officers (DPOs) that can be used by controllers and
processors alike.

The Authority would like to call your attention to the fact that the data protection officer notification
system (hereinafter referred to as “notification system”) is only intended for notifying about new
DPOs. To modifying existing notifications (E.g. for reasons of changes to a controller's/processor's
identity, contact details or DPO) one must make an entirely new notification. Those data controllers
or data processors, where the electronic communication is mandatory, can request the deletion of
existing notifications through the Autority’s registered contact point for electronic communication.
Those data controllers or data processors, where the electronic communication is not mandatory,
can request the deletion of existing notifications beyond the Autority’s registered contact point for
electronic communication or by written.

1. Registration

Please fill out the following fields in order to sign up successfully.

Felhasznalé név (User name): The user name does not necessarily need to contain personal
data.

Elektronikus levélcim (E-mail address): The e-mail address also does not need to contain
personal data, for example the address does not need to contain the name of the individual signing
up. It is up to their discretion which address they decide to use when signing up.



Jelsz6 (Password): Must be at least 6 characters long, must contain upper and lower case letters,
at least one digit and a special character (i.e. _.,&)

Jelszé ismétlés (Password confirmation): Repeat the previously inserted password.

Az adatkezelési tajékoztatét elolvastam, annak tartalmat megismertem és megértettem. (|
confirm that | have read, acknowledged and agreed to the privacy statement.)

Click here to access the privacy statement about the data processing performed by the data
protection officer notification service of the Hungarian National Authority for Data Protection and
Freedom of Information.

Next, please click “lgen” (meaning “Yes”) in the following drop-down menu, confirming you have
read and agreed to the privacy statement.

Letter and Digit combination: Please copy the letters or digits that appear in the generated
image.

Regisztracio

Uj felnasznaldi fiok

Felhasznaldi név
Elektronikus levélcim

KEérjuk, hogy jelszonak minimum hat karaktert: kis/nagybetii, szam és specialis karaktert'_ &'
tartalmazo értéket adjon meg.

Jelszé
Jelszo ismétlés

Az adatkezelési tajékoztatot elolvastam, annak tartalmat megismertem
és megértettem.

h
}" Megtekintés

Kérjuk valasszon! ~

Vg

Regisztracio
After completing this page, the Authority will send you a confirmation e-mail where you will find
further instructions to complete the registration process.

Please make sure to check your spam/unwanted folder in case you do not receive any
confirmation mail on the e-mail address that you gave.


http://naih.hu/files/adatkez_taj_DPO_2018-05-24-v4.pdf
http://naih.hu/files/adatkez_taj_DPO_2018-05-24-v4.pdf
http://naih.hu/files/adatkez_taj_DPO_2018-05-24-v4.pdf
http://naih.hu/files/adatkez_taj_DPO_2018-05-24-v4.pdf

2. Mar regisztralt, de nem aktiv fiok (Already registered, but inactive registry)

o Felhasznaldi fiok aktivalasa: jelszo emlékeztetd segitségével.

Tisztelt felhasznalo!

A regisztracional megadott e-mail cimére egy aktivacios kod kerlilt kikildésre

Amennyiben nem érkezik meg a levél kérjik a levélszemét mappaban is ellenfrizze azt. Ha nem siker(lt megtalaini akkor lehetdség van a fiokja jra aktivalasara.

o A fidk aktivalashoz kérjuk adja meg a regisztracional hasznalt e-mail cimét
To activate the registry, please fill in the e-mail address you previously used to sign up.

Felhasznaldi fiok ujra aktivalas / elfelejtett jelszo

Keérjuk adja meg a regisztracido soran hasznalt e-mail cimeét:

Kildés
3. Belépés (Sign in)

Belépés

Elektronikus levélcim

Jelszo

ﬂ Jelsz6 emliékeztetd igényleshez kérjik kattintson ide

9 Mé&q nincs regisziracidja?

Elektronikus levélcim (E-mail Adress): Fill in the e-mail address you used during the registration
process.

Jelszé (Password): Fill in the appropriate password
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Jelsz6 emlékeztets igényléshez kérjuk kattintson ide. (Click here in case you forgot your password)

By clicking this option, you will receive an e-mail at the previously given address reminding you of
your password in case you forgot it.

Felhasznaldi fidk ujra aktivalas / elfelejtett jelszd

Kérjuk adja meg a regisztracié soran hasznalt e-mail cimét:

Kiidés

Még nincs regisztracioja? (Not registered yet?)

In order to use the registry, you must first sign up. You can do this in case you have not yet done
so by clicking on the link.

When experiencing trouble logging in:

When there is a problem while logging in, please click the “Belépés probléma esetén” button.

Tisztelt Felhasznald!

Az adatvédelmi tisztviseld bejelentd rendszer hasznalata el6tt kérjik olvassa
el az alabbi, a rendszer hasznalataval kapcsolatos informaciokat:

= Afelhasznald a Nemzeti Adatvédelmi és Informacidszabadsag Hatdsag altal izemeltetett
informatikai rendszert hasznalja.

- Arendszerhasznalatot figyelhetik, rogzithetik, naplozhatjak.

= Arendszer jogosulatian hasznalata tilos, és bintetdjogi vagy polgari jogi feleldsségre vonassal jar.

@ Az On altal megadott e-mail cimre egy megerdsité e-mailt kiildink,
amelyben tovabbi instrukciokat talal a regisztracio véglegesitéséhez.

A regisztracio soran megadott e-mail cimre hiba Gzentet kap, akkor erre az
e-mail cimre mar regisztralt.

A\ Belépési probiéma eseién: ©



S)
To activate the registry, please use the e-mail address you have previously given.
o Felhasznaloi fiok aktivalasa: jelszo emlekezield segitségevel.

Tisztelt felhasznalo!

A regisztracional megadott e-mail cimére egy aktivacios kod ker(ilt kikiildésre
Amennyiben nem érkezik meg a levél kérjik a levélszemét mappaban is ellendrizze azt. Ha nem sikerllt megtalaini akkor lehetdség van a fidkja (jra aktivalasara.

o A fidk aktivalashoz kerjik adja meg a regisztracional hasznalt e-mail cimét

4. Bejelentés adatainak rogzitése (DPO notification form)

DPO © Bejelentés adatainak rogzitése -

OEe_eIentés

1. Bejelentt B,

2. Adatkezelf/Adatfeldolgozo S
3. Adatvédelmi tisziviseld Bg

4. Bekilldott bejelentések &

When filling in the naotification form, be sure to complete all three segments in the menu (bejelenté
(notifier), adatkezel&/adatfeldolgoz6 (data controller/processor), adatvédelmi tisztviselé (DPO)).
When everything is filled in correctly, the BEKULDES (submission) button will appear, which will
complete the submission of the notification when clicked on. In case there are fields missing, the
link will not appear.

In order to change a DPO notification (E.g. in case of change of DPO, change of data
processor/controller contact details), an entirely new notification must be made; this means that the
details of the notifier, data controller/processor and DPO must be filled in anew.

4.1) Bejelentd (Notifier — person submitting the notification)
Please complete all empty fields.
Bejelent6é neve: The name of the notifier.

Telefonszama: The phone number of the notifier where he/she can be reached by The Authority
about the DPO notification.

E-mail cime: The e-mail address of the notifier where he/she can be reached by The Authority
about the DPO notification.

The e-mail address does not necessarily need to contain personal details of the notifier such as
his/her name.



4.2 Adatkezel6/Adatfeldolgozé (Data controller/processor)

4.2.1 Data controller/processor is not a natural person
Start filling out this page only after you finished filling out the notifier’s details.

In case any fields are left empty or the form is filled out in an incorrect order, the system will not
accept the submission.

Nem természetes személy adatkezeld / adatfeldolgozd adatai

Bejelentd

Bejelentd rogzitése B .

Adatkezeld / Adatfeldolgozo teljes neve
Adatkezeld / Adatfeldolgozd rovid neve
Szervezeti forma

Adatkezeld / Adatfeldolgozd Addszam
Cegjegyzekszam (ha van)

Egyéb szervezeti azonositd

Adatkezeld / Adatfeldolgozo e-mail cim

Székhelye:
Iranyitészam
Telepiilés
Kozterulet neve, hazszam

Postafiok

Postafiok iranyitészama

Bejelent6 (Notifier): The name of the notifier.

Adatkezel6/Adatfeldolgozé teljes neve (Full name of the data controller/processor): The full
name or title of the controller/processor

(For example the full name of the enterprise, organisation, foundation or public body whose
activities lawfully require the notification of a Data Protection Officer).

Adatkezel6/Adatfeldolgozé rovid neve (Shortened name of the data controller/processor):
The Authority’s DPO natification search engine needs at least 3 characters to yield search results,
thus you should only fill out this field if the shortened name is at least 3 characters long. If this is
not the case, or in case there is no shortened name, please reenter the full name.

Szervezeti forma (Type of legal entity): Please choose from the drop-down menu.
If yours is not a Hungarian enterprise, organisation, etc. please choose “egyéb szervezet”.

Adatkezel6/Adatfeldolgozé adészama (Controller’s/processor’s tax identification number):
The tax identification number provided by the Hungarian National Tax and Customs Administration
(or your national equivalent) for your enterprise with or without legal incorporation, or for your
venture as self-employed entrepreneur.

Please keep in mind that the tax identification number should not be confused with the taxpayer
number, which is used to identify natural persons in a fiscal context.

Egyéb szervezeti azonosité (ldentification for other types of organisation): E.g. European
identification, official organisation website, etc.



Adatkezel6/Adatfeldolgoz6 e-mail cime (Data controller’s/processor’s e-mail address): The
e-mail address where the controller/processor can be reached for the confirmation mail of the
submission of the notification.

Székhelye (Headquarters): Postal address of the controller’s/processor’s official headquarters.
The e-mail address does not necessarily need to contain personal details of the notifier such as
his/her name.

Iranyitészam: Post code

Telepulés: Municipality

Utca, hazszam: Street and house number

Postafidk: PO box (If applicable)

Postafidk Iranyitészama: Post code of the PO Box (If applicable)

Please make sure to check your spam/unwanted folder in case you do not receive any
confirmation mail on the e-mail address that you gave.

4.2.2 Data controller/processor is a natural person
Start filling out this page only after you finished filling out the notifier’s details.

In case any fields are left empty or the form is filled out in an incorrect order, the system will not
accept the submission.

Természetes személy adatkezel6 / adatfeldolgozo6 adatai

Bejelentd

Bejelentd rogzitése 2,

Adatkezeld/adatfeldolgozo természetes személy neve

Adatkezelo / Adatfeldolgozé e-mail cim

Lakcime:
Iranyitoszam
Telepiilés
Koézterllet neve, hazszam
Postafidk
Postafiok iranyitészama

E-mail cime



Bejelenté (Notifier): The name of the notifier.

Adatkezel6/Adatfeldolgozé természetes személy neve (Full name of the natural person
acting as data controller/processor): Full name of the natural person whose activities lawfully
require the notification of a Data Protection Officer.

Adatkezel6/Adatfeldolgozé e-mail cime (Data controller’s/processor’s e-mail address): The
e-mail address where the controller/processor can be reached for the confirmation mail of the
submission of the notification.

Lakcim (Address): The address where the the natural person acting as data controller/processor
resides. The Authority will use this data to identify said person.

Iranyitészam: Post code

Telepiilés: Municipality

Utca, hazszam: Street and house number

Postafidk: PO box (If applicable)

Postafidk Iranyitészama: Post code of the PO Box (If applicable)

E-mail cim (e-mail address): This e-mail address does not necessarily need to contain personal
details of the natural person acting as data controller/processor such as his/her name, nor does it
have to be his/her personal e-mail address.

The data controller’s/processor’s e-mail address does not necessarily need to contain personal
details of the natural person acting as data controller/processor such as his/her name. It is fully up
to the data controller’s/processor’s discretion whether or not the e-mail address reveals their
identity. The purpose of the given e-mail address is for the data controller/processor to be reached
by The Authority about the DPO noatification.

Please make sure to check your spam/unwanted folder in case you do not receive any
confirmation mail on the e-mail address that you gave.

4.3. Adatvédelmi tisztvisel6 (Data Protection Officer (DPO))

4.3.1. Data protection officer is not a natural person

Please fill out this page only in case the responsibilities of the DPO will be carried out by a
legal entity instead of a natural person.

Start filling out this page only after you finished filling out the notifier’s and the data
controller’s/processor’s details.

If a legal entity acting as DPO, the name of the nominated natural contact person need to be
recorded near the shortened name of the organisation to be appeared in the Authority’s DPO
notification search engine (for example: Proba Kft. Minta Elek- contact person)

In case any fields are left empty or the form is filled out in an incorrect order, the system will not
accept the submission.



Nem természetes szemely adatvedelmi tisztvisel adatai

Adatkezeld/Adatfeldolgozdé

Adatkezeld/Adatfeldolgozd ragzitése S
Az URL cim, ahol az adatvédelmi tisztviseld elérhetdsége
kozzétételre kertilt.

Adatvédelmi tisztvisel$ szervezet teljes neve
Adatvedelmi tisztviseld szervezet rovid neve
Adatvédelmi tisztviseld szervezet addszam
Cégjegyzékszam

Szervezeti forma

E-mail cim

Levelezési cim:
Iranyitészam
Telepiilés
Kozteriilet neve, hazszam
Postafiok
Postafiok irdnyitészama

Telefon

Adatkezel6/Adatfeldolgozé (Data controller/processor): The name of the controller/processor
that is notifying about its DPO.

Az URL cim, ahol az adatvédelmi tisztvisel6 elérheté6sége kozzétételre keriilt (URL of the
page where DPO contact details can be found): The address of the web page where the data
controller/processor has published the contact details of their DPO. Please only fill out this field in
case the controller/processor has a website.

Adatvédelmi tisztvisel6 szervezet teljes neve (Full name of the organisation acting as DPO):
The official full name of the legal entity carrying out the responsibilities of the DPO.

(The DPO may be a natural person or legal entity separate or in service of the data
controller/processor.)

Adatvédelmi tisztvisel6 szervezet rovid neve (Shortened name of the organisation acting as
DPO): The Authority’s DPO notification search engine needs at least 3 characters to yield search
results, thus you should only fill out this field if the shortened name is at least 3 characters long. If
this is not the case, or in case there is no shortened name, please reenter the full name.

Adatvédelmi tisztviseld szervezet adészama (Tax identification number of the organisation
acting as DPO): The tax identification number provided by the Hungarian National Tax and
Customs Administration (or your national equivalent) for the enterprise with or without legal
incorporation acting as DPO, or for the self-employed entrepreneur acting as DPO.

Please keep in mind that the tax identification number should not be confused with the taxpayer
number, which is used to identify natural persons in a fiscal context.
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Cégjegyzékszam (Company registration number): The unique company registration number of
the organisation acting as DPO. (This only applies to Hungarian companies acting as DPO as the
company registration number is unique to Hungary. The Authority strongly recommends
designating a DPO that speaks Hungarian and is familiar with Hungarian law. In case the
organisation acting as DPO is foreign, you may leave this field empty.)

Szervezeti forma (Type of legal entity): Please choose from the drop-down menu.
If the DPO is not a Hungarian enterprise, organisation, etc. please choose “egyéb szervezet”.

E-mail cim (E-mail address): Please verify that the DPO can be reached on the e-mail address
you filled in, as The Authority considers the notification as completed only when the DPO confirms
the content of the notification form within 15 days after the submission.

Levelezési cim (Postal address): The headquarters of the organisation acting as DPO.
Iranyitészam: Post code
Telepiilés: Municipality
Utca, hazszam: Street and house number
Postafiék: PO box (If applicable)
Postafidk Iranyitészama: Post code of the PO Box (If applicable)

Telefon (Phone number): The telephone number where the organisation acting as DPO can be
reached.

4.3.2 Data protection officer is a natural person

Please fill out this page only in case the responsibilities of the DPO will be carried out by a
natural person instead of a legal entity.

Start filling out this page only after you finished filling out the notifier’'s and the data
controller’s/processor’s details.

In case any fields are left empty or the form is filled out in an incorrect order, the system will not
accept the submission.

If the data processor nominate deputy data protection officer and wants it to be appeared both the
data protection officer and the deputy data protection officer in the Authority’s DPO notification
search engine, than the Authority suppose that the fact of the substitution has to be recorded near
the full name of the deputy data protection officer (for example: Minta Elek — deputy data protection
officer).
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Termeszetes szemeély adatvedelmi tisztvisel6 adatai

Adatkezeld/adatfeldolgozd

Adatkezeld/Adatfeldolgozd rogzitésels
Az URL cim, ahol az adatvédelmi tisztviseld elérhetdsége
kozzétételre kerult.

Adatvédelmi tisztviseld teljes neve

E-mail cim

Levelezési cime:
Iranyitészam
Telepllés
Kézterilet neve, hazszam
Postafiok
Postafiok iranyitészama

Telefon

Adatkezel6/Adatfeldolgozé (Data controller/processor): The name of the controller/processor
that is notifying about its DPO.

Az URL cim, ahol az adatvédelmi tisztvisel6 elérhet6sége kozzétételre keriilt (URL of the
page where DPO contact details can be found): The address of the web page where the data
controller/processor has published the contact details of their DPO. Please only fill out this field in
case the controller/processor has a website.

Adatvédelmi tisztvisel6 teljes neve (Full name of the natural person acting as DPO): The full
name of the person tasked with carrying out the responsibilities of the DPO.

(The DPO may be a natural person or legal entity separate or in service of the data
controller/processor.)

E-mail cim (E-mail address): Please verify that the DPO can be reached on the e-mail address
you filled in, as The Authority considers the notification as completed only when the DPO confirms
the content of the notification form within 15 days after the submission.

This e-mail address does not necessarily need to contain personal details of the natural person
acting as DPO such as his/her name, nor does it have to be his/her personal e-mail address.

It is fully up to the DPQO’s discretion whether or not the e-mail address reveals their personal
identity. The purpose of the given e-mail address is for the DPO to be reachable by data subjects
or The Authority.

Levelezési cim (Postal address): The Authority would like to call your attention to the fact that the
given postal address of the natural person acting as DPO does not necessarily need to be their
personal postal address.

The DPO must be reachable by data subjects or The Authority on this postal address.

Iranyitészam: Post code

Telepulés: Municipality

Utca, hazszam: Street and house number

Postafidk: PO box (If applicable)

Postafiok Iranyitészama: Post code of the PO Box (If applicable)

Telefon (Phone number): The telephone number where the natural person acting as DPO can be
reached. (Not mandatory)
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4.4. Submitted notifications

Notifications by the notifier to the notification system



