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Data Protection Registration
Guide

Welcome to the new registration portal for the
DPC Ghana

This guide should provide you a step by step
process to for registration as a data controller or
processor.

What do | need to register my organization
v" An email address (recommended to be a business email address)
v' Company Name
v’ Tax Identification Number (not required to create an account)
v An additional Contact persons details including email address
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Click on register from the DPC Website. This should take you to the home
page. You will need to create an account first before you can register your
organization.

Fillin your details to create an
account

Select Country

CREATE ACCOUNT
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Creating an account
Fill in your details to create an account

Fill in your details to create an
account

Enter Your first name here
Enter your last name here

Enter Your company detaills here

Enter your email address here

== v Choose the country and enter phone no.

CREATE ACCOUNT

Note: To enter Phone number selector country (flag) The default country is
Ghana. If you are registering an organization that is not registered in Ghana,

please choose the relevant country

= Ghana (Gaana)

Bl Afghanistan (oliuilad))
I Albania (Shqipéri)
B Algeria (2 »))

EZX American Samoa

== - | Choose the country and enter phone no.
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Click on the create account button

Activation Email
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An activation email will be sent to the email address you entered on the create
account form.

Check your email for an email from DPC Compliance

Data Protection Registration | Account Activation - Account Activation

Note: If the activation email does not appear in your inbox, check your
junk/spam mailbox. You cannot access the account without activating the
account

Click on the activation email then click on the Activate account button

DATA PROTECTION
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Account Activa?.on

Dear Live,

Please click on the link below togftivate your account.

ACTIVATE ACCOUNT

Thank you, Registration Team Data Protection Commission

$
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Enter (create) a Password and click on sgve.

Please set the password for yo .«
account

Congratulations!! your have created an account for your organization

Note: You will need the password your created to log into your account each
time you wish to access the account

G esazzgrgemn
AU Entities

As part of the Data Protection Act, 2012 (Act 843), you are required to register your entity for data processing. To begin, click on the link above

Show 10 v entries Search

No data available in table

Showing 0 to 0 of O entries

Ghana Registration System | Copyright 2019 - Ghana Data Protection Commission

Note: You can now continue with the registration process or you can log out
and come back to complete the process If you do not have all the required
information
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Signing into your Organization’s account

Click LOGIN button on the registration home page.

Remember Me

SIGNIN Forgot Password?

Need an account?

REGISTER

Enter the email address and password you used to register. Click sign in button.

Note: If you do not remember the password click forgot password. An email
link will be sent the emails address used to register

Congratulations you are now ready to register your organization!!!
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Navigation around the registration system

Takes you to the beginning of the registration page

Takes to all the users your ha Completing ve recorded. Note: if
this is new registration only the current user will apper with an admin acces.
The admin users emails address will be displayed here

D DATA PROTECTION
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All Users

Show| 10 v entries Search:

4
Live Test . : 4233507876765 ADMIN =

Showing 1to 1 of 1 entries 1

YOUR ACCOUNT

Use this icon to access your account to log out

Adding admin users

I + ADD ADMIN I
Click ad add admin button to additional users with

administration access. This will allow them access the system. It is
recommended you add an additional admin to ensure the system can be
accessed for e.g. During absences or when an employee leaves the organization.
This can be added at a later date.
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Registering an Entity/Organization
Click on Register Entity to start the registration process

DATA PROTECTION
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All Entities

Ghana Registration System | Copyright 2019 - Ghana Data Protection Commission

A new entitiy page will be displayed with showing the steps required to
completed the registration process. You can complete each stage at a time if

all the inforation requested is not available. The selection step will be
highlighted in blue

(&) s
New Entity
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Completing the details section.

E—. o
= =

Enter the Organizations TIN and click the tick button

A validation message should appear if it is a valid TIN

Note: you can proceed with the rest of the registration if you do not have a
valid tin. You will need to provide a Valid TIN before your application will be
approved.
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Enter the rest of information on the details tab.

1
DETAILS CAPACITY  PROCESSIN( CONTACTS REVIEW PAYMENT

Pease note that a registration TIN
certificate will not be issued until a enter TIN
valid TIN has been provided and

verified. If you don't have one, you can

28 Jan 2020

skip this step and add it later after
applying for one

Registered Company Name *

Enter company name if your TIN is not available or it can not be validated at the time of registration

Trading Company Name / Alias or Known as

Enter any other names the organization is know by or trade as

Additional Company Information

antar anv additian infarmatinn

Note: the information entered is automatically saved per page.

Entity saved!

NEXT >

Click to go the next page

Capacity Section
Complete all the fields in the capacity section.
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Sector *
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Description of services provided

What is your annual turnover in Ghana Cedis *

Average number of data subjects whose personal data you process

Average annual number of records of personal data that you process *

Use the back and next button to move between completed sections

‘ < BACK NEXT >

Pop up messages and additional information

(OYes () No

n Please select one of these options.

where you have missed a question

Additional information will pop up if available if further information or
definitions is available

Average number of data subjects whose personal data you proc: Please estimate the average number of

data subjects whose personal data you
process up to the next renewal date.

0-49

Average annual number of records of personal data that you process * Adata subject is an individual who is the

subject of personal data. For example, a
customer, an employee, a citizen, a
student, a hospital patient, etc.
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Completing the Processing Section

Complete all the required information on the processing tab.

DETAILS CAPACITY PROCESSING CONTACTS REVIEW PAYMENT

Nature of Processing *
@ Data Controller Data Processor

Is this part of a group of companies with at least one entity as a large Data Controller or Data Processor *

Yes No

Types of personal data processed *

x Basic details, e.g. name, email

Age / Date of birth
Basic details, e.g. name, email
Education

Employment details

Family details (e.g. next of kin, relationships)

Purpose of processing data *

Note: To select multiple options selection an option at a time and repeat the
selecting process until all your selections have been made.

lypes or personal aata processed

x Age / Date of birth | | x Basic details, e.g. name, email || x Education | x Employment details

Types of special personal data processed

x Data relating to criminal offences | | x Health or medical (physical or emotional), mental condition data

x Passport / Social security / Tax Identification Numbers (TIN)

Categories of data subjects *

x Citizens | | x Customers | | x Employees
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It is mandatory to add at least one other contact who should either be a Data
protection supervisor or the ultimate decision maker e.g. CEO.

It is mandatory to fill in fields marked with an asterisk (*)

DETAILS APACITY PROCESSING eel ar.(ee REVIEW PAYMENT

Please enter the contact details of a Ghana Data Protect Act Certified Data Protection Supervisor (DPS) or the ultimate
decision makers below.

ADD USER or Select from previously added users SAVE

< BACK NEXT >

Click Add a User to start entering the contact details

Add / Edit User X

An account will be created for the user to manage this entity.

First name *

Last name *

Email address *

example@mail.com

Phone number *

= - 0231234567

User type

<
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Enter the details requested and choose user type and click save

Last name *

Data Protection Supervisor (DPS)

Ultimate Decision Maker
Compliance Manager
Legal Representative

Country Representative (for foreign entities only)

DETAILS CAPACITY PROCESSING CONTACTS REVIEW PAYMENT

Please enter the contact details of a Ghana Data Protect Act Certified Data Protection Supervisor (DPS) or the ultimate

decision makers below.

ADD USER or Select from previously added users SAVE

>

User Two A |

user.two@emailladdress.com

o +233244123456
& Compliance Manager

Note: You can add as many contacts as you wish. Each contact will receive an
email to activate their accounts before they can access the registration details.

The Admin user can also delete a contact by
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Reviewing registration

Once all the information has been entered, the application for registration
must be reviewed and checked for any errors or inaccuracies. You can edit any
section of the application prior to submitting for approval.

- ROCESSIN NT/ REVIEW AYMEN

Please ensure that the details provided in this application for registration as a Data Controller / Processor are true and

correct to the best of your knowledge and belief.
| / We also undertake to inform You of any changes immediately.

In any case, if any of the information is found to be false, misleading or misrepresenting, be aware that you may be held liable

for it, as per section 47(2) of the Data Protection Act, 2012 (Act 843

Details

Trading Company Name / Alias Entity Category
Trading name here if applicable NGO / Charity
Additional Information TIN

Enter addition company info here

Note: To edit an application before submitting use the back and next buttons
to navigate between the sections. The sections umbers can also be selected to
go to that section

DETAILS CAPACITY ~ PROCESSING ~ CONTACTS PAYMENT
8gPm700mMA zﬂjizL;a\and MG & Co - ‘\:.:iz’nr;ts:n\;iahih'ty Z;ZW;::'E Draft -

Click on the Pencil icon to edit a record.

Declaration

A declaration is required to be made the confirm that the information provided
and correct .
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| / we hereby declare that the details provided in this
application are true and correct to the best of my / our
knowledge and belief.

Review the application carefully and select the check box to confirm

| / we hereby declare that the details provided in this
application are true and correct to the best of my / our
knowledge and belief.

Click next to go the payment sections
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&= a 1 Health & Safety  [-] Data Protection | [E Ghl!lihg'ﬂaﬁ‘ [ GhanaRegis X IE Blank page B3 Working... 3 Ghana Registrati I + v - o X
€ O w & | https;//regsys.genexist.com/en/entities/edit/payment/iBYvbPsG8BGUnce3iXPbFc pxg = 1 =&
DETAILS CAPACITY PROCESSIN( INTACTS PAYMENT
Please select a payment method from below. Summary

Bank TranSfer 2 Year Certificate €100.00
Total €100.00

CONFIRM & PAY 4

Ghana Registration System | Copyright 2019 - Ghana Data Protection Commission

21:02
NG
24/09/2019

bel Type here to search

he

Step 13

You have two payment options, either you can pay immediately by card or you
can go to the bank and make payment or a bank transfer by using the
Application ID that will be generated for you.

LIS & | 1 ey 5 =] | Howlo ke Samere @ 9 HomtaPrinisa |+ v - 8 x

&« (SR regsys genesist com % k= £ &

Payment Complete

Py

o
Bank Transfer

Include the following:

Application D PwmQEXlal

when making the payment of:

C1,500.00




