Dot

GDPR / Privacy Portal

Lifecvc

User Guide



CONTENT

T 1o T 18X 1 o] o AR 1
Portal ConfigUIAtioN ........ii i e e e e e e e e e e e e r e e eaees 1
ST O IR =T oL PP PPTPTT 1
Setup Path 1 - Simple One Brand SEt UP ........covviviiiiiiiiiiiiiiieieeieeeeeeeeeeeeeeeeeeeeeeeeeeee 1
Setup Path 2 - Simple Multi Brand SetUp..........ccooiiieriiiieiiiiee e 1
Setup Path 3 - Advanced Setup ProCedure .............ccoovvviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee 1
Detailed Portal ConfigUration..............uuuuiiiiiiiei e e e e e 2
Setup Path 1 - Simple ONe Brand SEt UP ..........uuuuuummmmiiiiiiiiiiiiiiiiiiiiiieiiiieinneeeeeenneneeeeeee 2
SEEUP @ POIAL ... e e e e e e e e e e e e e e ar 2
Configure your CONSENE QUESLIONS .......covviiiiiiiiiiiiiiiieeeeee ettt 3
Add Links to Additional DOCUMENTS ........uuuuuiiiiieeeeieiiiiiee s e et e e e e e e e e 8
Configure email tEMPIALES ........cooiiiiiii e 9
Setup Path 2 - Simple Multi Brand Setup .......cc.oooviiiiiiiiiiii e 11
How to set up @ Privacy POrtal...............uuuuiiiiiiiiiiiiiiii e 11
Configure your CONSENt QUESLIONS ......ciiieiiiieiiiiie et e e e e eaeas 12
Add Links to Additional DOCUMENLS .........uuuuuuumuiiniiiiiiiiiiiniienneeieenneenenenereneeene. 17
Configure email temPIates ...........ooviiiiiiiiiii 18
Setup Path 3 - Advanced Setup Procedure How to set up a Privacy Portal................. 20
Configure your CONSENE QUESLIONS ......iiieiiieiiiiice et e e e 22
Add Links to Additional DOCUMENLS ..........uuuuuuumiiiniiiiiiiiiiiiiieeeeinnneeeeeneneennenennneeneeenne 27
Configure email temPIates ..........ooooiiiiiiiiii 28
ClieNt Merge TOOI .......oooiiiiii 30
DedupliCating CHENES ....uuu e e e e e e e e e e e e 30

= T ] U] o USSP 33



Dot

INTRODUCTION

The aim of this document is to assist you with the set-up process for your new privacy portal.
If you wish to know more about what is included in this product release and gain a better
understanding of the new features; it may be worth first reviewing our release notes.

Portal Configuration

Set Up Steps

To make the set-up process as simple as possible we are providing three sets of
instructions. Most intermediaries will be able to follow the simple instructions in setup path 1,
however for larger firms, groups of firms or more advanced setups can use setup path 2 and
3.
In each case the steps to get your portal live are as follows

1. Set up one or more portals
Add an introductory paragraph to display at the top of your portal
Configure your consent questions for each portal
Configure your email templates for single client requests
Configure your email templates for bulk consent requests
Add links to all of your DPA and GDPR statements
Begin using the new functionality to gather consent Firstly, you need to determine
which instruction set to follow.

No gk wd

Setup Path 1 - Simple One Brand set up

Follow these instructions if you are a straightforward business operating under a single
trading style. This path will also be suitable if you are part of a group of companies where
each company has its own separate 360 database.

We expect these instructions to suit the vast majority of businesses.

If this describes your business, please click here to jump to your instructions.

Setup Path 2 - Simple Multi Brand Setup

If you operate multiple trading styles within the same 360 Database and each trading style
operates largely independently of other, then this is the path for you.
If this describes your business, please click here to jump to your instructions.

Setup Path 3 - Advanced Setup Procedure

A complete service then this is the path for you. Usually this is where there is a group of
companies with similar names, for example, Sprogget & Sylvester — Wealth and Sprogget &
Sylvester — Mortgages might want to share a single Sprogget & Sylvester Portal.

If this describes your business, please click here to jump to your instructions.
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Setup Path 1 - Simple One Brand set up

DETAILED PORTAL CONFIGURATION

Set up a portal

Firstly, log into 360 Lifecycle — Office and go to the maintenance tab. From the compliance
menu there is a new item named “Privacy Portal Configuration”. Clicking this will show
another menu item name “Portal Setup”.

You will be presented with the screen shown in Figure 1.

. . 3 ” x
Choose Single Brand Portal and click “OK”.
You will be presentEd with the fO"OWing pOI’tal Single Brand Portal Every Brand will be assigned to one Portal
set up screen:
Portal Per Brand Each Brand will be assigned to its own Portal
Advanced Configure each Portal individually
Cancel

Portal Setup

=

Add  Save All Delete

* Mew Portal

Title | I

Short Name | |

Brands
¥ Sprogget & Sylvester

URL | htips: f{dientportaltest. 360lifecyde. co. uk/ |

PortalLogo | ‘| Upload

Portal Theme | v| Show Theme
Additional Information Links

Title | |

URL | |

[Title URL

Figure 1- Portal Setup - Helper
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Enter the title of your portal. Typically, this will be your company name.

Now choose a Short Name, this is a small piece of text that is included in the URL of the portal.
This allows the system to display the correct branding for your business. As it also forms part
of the URL your clients can have more confidence that they are going to the correct place.

Next choose a portal logo. This will normally be the same one you use to display on Reports.
Should you need to upload a different Logo you can do so here.

Your portal comes preconfigured with a number default themes or styles. Choose a theme
that most closely matches your brand image and one where your logo does not clash with
the colour scheme. There is a preview button here so you can have some idea what each
theme and colour scheme look like. Don’t worry you can always come and change this later
if you need to.

Your screen should now look something like this.

gl

=

=

Add SaveAll Delete

*Sprogget and Sylvester

Title |Sprogget and Sylvester

Brands

Short Name |sands
v Sprogget & Sylvester

PortalLogo |L0G0-jl39 v| | Upload

URL | https: //dientportaltest. 360lifecyde. co.ukfsands |
|
|

Portal Theme |Flatly - | | show Theme

Additional Information Links
Title | |

URL | |

[Title URL

Figure 3-Portal Setup Complete

Hit the Save button and you are done. You can now close this screen.

Configure your consent questions

A new series of menu items will have now been added to the menu to allow you to further

customise the portal you just configured.
Click the “Portal Content” menu item.
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Best Practice Manager
Competency Levels

Marketing Permissions

| Privacy Portal Configuration Py Portal Setup

| Portal Content | Sprogget and Sylvester »

Email Template - Advisor Request

Email Template - Bulk Request

Figure 4- New Portal Menu

You will be presented with the following screen.
Go ahead and enter an introduction. Again, don’t worry if you don’t get this right first time,
you can always come back and change it later.

[ portal Content - Sprogget and Sylvester

[ sercs
- @

Save | Preview

Introduction
As you are no doubt aware Data Privacy Laws in the UK and Europe are being radically overhauled. This is why you will have had a flurry of emails in recent weeks asking you to

confirm your consent to remain on various mailing lists.

The following section outlines our Data Processing activies, basically, how we use your data to help provide you with advice and other services.

Please review the items below and in each instance, confirm whether or not you are happy for us to proceed.

Additional Information Links

Title |
URL | |
Add Remaove
[Title URL ]

Figure 5- Enter Website Introduction

Now go to the second page titled “Questions” and click the Add button on the toolbar.
Go ahead and type in the details of the consent question you wish to ask of your clients and
click save. At this point your screen should look something like this....



[® portal Content. - Sprogget and Sylvester

wHEX 9

Add Save Delete | Preview

[Title

L Title
L
*Monthly Newsletter [Monthly Newsletter
v Explanation
We would like to send you a regular monthly newsletter. We pride ourselves on making this both
informative and relevant.

Typically this will indude details of
Spedial Offers
Exdusive Deals
Housing Market Information
and much more

Show Consequences?
OYes (@No
Marketing Permissions

Link to Marketing Permissions? (0 Yes @ No

Figure 6-First Consent Question

At this point you can click the Save button to confirm your changes.

To see your new portal website for the first time, click the preview button. The system will
launch your browser and show you a preview of your website exactly how your client will see
it when they log in.

It should go without saying that this is example text only, it has not been checked for
compliance and is only there to make it easier for us to explain the set-up process.



In our example the preview currently looks like this:

e - =«
| Client Portal - Sprogget = X
C () | @ Secure | https://clientportaltest.360lifecycle.co.uk/sands/Permission/Preview g o ’ﬂ « O
Sprogget and Sylvester
D

Introduction

As you are no doubt aware Data Privacy Laws in the UK and Europe are being radically overhauled. This is why
you will have had a flurry of emails in recent weeks asking you to confirm your consent to remain on various
mailing lists.

The following section outlines our Data Processing activies, basically, how we use your data to help provide you
with advice and other services.

Please review the items below and in each instance, confirm whether or not you are happy for us to proceed.

We would like to send you a regular monthly newsletter. We pride ourselves on making this both informative and relevant.

Typically this will include details of
Special Offers
Exclusive Deals
Housing Market Information
and much more

| am happy for you to use my data for the above purpose. Yes ® No

Update my preferences

3600otnet

Figure 7- Website Preview

This is a good time to check a few things. It's better to check now than to find out it looks
awful after you have invited thousands of clients to confirm their consent.

o Does the introductory paragraph look ok on the web page?

o Does your logo look ok or does it need resizing?

e Have you chosen a suitable theme?
If you spot anything on the page that needs tweaking then simply go back through these
instructions and change anything that needs changing.
Should you wish to add further consent questions you can do this now. You can also choose
to display an additional message that will be shown to your client if they refuse consent.
You can see how this looks in the configuration screen below.
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rtal Content - Sprogast and Sylvester

vt
©HX o
Add

Save Delete | Preview

[Title @ Title

Monthly Newsletter

—— | Additional Product Offers
Additional Product Offers A4 Explanation
We would like to send you targeted offers for simple products that don't require advice.
For example
Quote for Pet Insurance

Seasonal quotes for Travel Insurance
Over 50s Funeral Plans

Show Consequences?

@) Yes O No

We really try our best to make sure that you only receive offers and quotes that are relevant to you
and your family. You could be missing out!

Marketing Permissions

Linkto Marketing Permissions? (O Yes (@ No

Figure 8-Additional Question & Consequences

Hitting the save button followed by the preview button will allow you to review your changes

at any point. In the preview, this 2" question now looks like this when you answer no to the
consent question.

Additional Product Offers

We would like to send you targeted offers for simple products that don't require advice.

For example

Quote for Pet Insurance

Seasonal quotes for Travel Insurance
Over 50s Funeral Plans

| am happy for you to use my data for the above purpose. Yes ' No ®

‘We really try our best to make sure that you only recelve offers and quotes that are relevant to you and your family. You could be missing out!

Figure 9-Consequences

Once you have set up all your consent questions you can move onto the next step.
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Add Links to Additional Documents

If you wish to add additional documents to the privacy portal you can do this here otherwise
move onto the next step.

Examples of document links you may wish to add

e Privacy Notice

o Data Retention Paolicy

e Standard Terms of Business

¢ Company Brochure

e Link to your Website
If you are still in the portal content screen return to page one. Otherwise re-open the screen
as shown in Figure 4.

In turn enter a title for each document and a URL pointing to the location then click the add

button.
After adding all your links to relevant documents your portal setup screen should look

something like this.

(™ Portal Content - Sprogget and Sylvester

= @

Save | Preview

Introduction
As you are no doubt aware Data Privacy Laws in the UK and Europe are being radically overhauled. This is why you will have had a flurry of emails in recent weeks asking you to confirm
your consent to remain on various mailing lists,

The following section outlines our Data Processing activies, basically, how we use your data to help provide you with advice and other services,

Please review the items below and in each instance, confirm whether or not you are happy for us to proceed.

Additional Information Links

Title | |

URL | |
Add - Remove

[Title URL ]

Full Privacy Motice http:/fwww .sproggetandsylvester. com fprivacynotice. htm

Data Retention Policy http: /fwww.sproggetandsylvester.com/d. tentionpalicy.htm

Standard Terms of Business http:/fwww . sproggetandsylvester.com,tob.htm

About Our Services http:/fwww . sproggetandsylvester. com /brochure. pdf

Qur Website http:/fwww . sproggetandsylvester.com

Figure 10-Additional Links

Once you are happy, click save and then you can check all is well by clicking the preview

button.
You will see a new section has been added to the bottom of the privacy portal with your links
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displayed.

Additional Information

For further details, please see the below links

Title URL

Our Website htt

About Our Services htt rochure.pdf

Data Retention Policy http: n/dataretentionpolicy.htm

Standard Terms of Business

=
=

ob.htm

Full Privacy NMotice acynotice.htm

F
=

Figure 11-Additional Links — Preview

Now is a good time to check that all the links work and point to the correct document.
Proceed to the next step once you are happy.

Configure email templates

Best Practice Manager
Competency Levels

Marketing Permissicns

Privacy Portal Configuration L Portal Setup

Portal Content | Sprogget and Sylvester »

Email Template - Advisor Request

Email Template - Bulk Request

Figure 12-Email Template Menu

These two menu items allow you to configure your templates for sending the portal links to
your client. The procedure for both single and bulk requests is identical, however bulk
requests have a smaller number of merge fields available.

Single client requests

This template is used when email your clients on a singular basis from the case record. Click
the menu item to launch the template editor.

To get you started you can copy and paste the following template. We fully expect that you
will change the wording to suit your business and brand as well as adding any further
information you deem necessary.

Additional merge fields are available from the right click menu.



@Portal.Logo
Dear @Client.FullName
As you may be aware there are a number of imminent amendments to UK and EU data
protection regulation. The GDPR (General Data Protection Review) gives you more control

over who has your data and what it is used for.

Therefore, we ask that you visit our privacy portal where we explain our data processes and
ask you to state whether you are happy for us to continue doing this.

Our privacy portal can be found at @Portal.ClientUrl
Many Thanks

@System.LoggedOnUserName

Bulk Client Requests

This template is used when you email your clients, masse from the bulk consent request
tool.

Repeat the previous procedure for the bulk template. In this example we are able to use
exactly the same text in both templates. However, take care to make sure you don’t use
merge fields that are not available for the bulk template.

10
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Setup Path 2 - Simple Multi Brand Setup x

{7 Single Brand Portal Every Brand will be assigned to one Portal

How to set up a Privacy Portal

(©) Portal Per Brand Each Brand will be assigned to its own Portal
Firstly, log into 360 Lifecycle — Office and go to _
the maintenance tab. From the compliance menu | “"%"= R b
there is a new item named “Privacy Portal |
Cancel

Configuration”. Clicking this will show another
menu item name “Portal Setup”.

You will be presented with the screen shown in  Figure 133- Portal Setup - Helper
Figure 13.

Choose the option “Portal Per Brand” and click

“‘OK”.

You will be presented with the following portal set up screen:

=S| o | | ron = J Income Protection » General +
- e g S A= AR e e 5
| | . | ' Pensions ~ | & Clients ~ |
New Case || Branches Diary  Staff Brands || Introducers Negotiators || Mortgages B &C Life Insurance &8 User Access Groups || m 4
J Views Members . v v Investments ~ & Compliance ~
2
< Client Merge Too ‘ Portal Setup (% X
*
4 = X
8 Add  SaveAll Delete
§
5 N —— ]
* Jerome Holmes Title ‘Gilt Edges
*Perky Pensions 3
Short Name ‘ | e
v/ GiltEdges
URL lhtu:s://dientportaltest.360Iifecyde.co.uk/ I
PortalLogo l v‘ ‘ Upload
Portal Theme l ~ | |.show Theme. |

Additional Information Links

Title | |

URL | |

[Title URL

Figure 14- Portal Setup

Enter the title of your portal. Typically, this will be your company name.

Now choose a Short Name, this is a small piece of text that is included in the URL of the portal.
This allows the system to display the correct branding for your business. As it also forms part
of the URL, your clients can have more confidence that they are going to the correct place.
Next, choose a portal logo. This will normally be the same one you use to display on Reports.
Should you need to upload a different Logo you can do so here.

11
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Your portal comes preconfigured with a number default themes or styles. Choose a theme
that most closely matches your brand image and one where your logo does not clash with
the colour scheme. There is a preview button here so you can have some idea what each
theme and colour scheme look like. Don’t worry you can always come and change this later
if you need to.

Your screen should now look something like this:

T ) ron = ion + || | 2
@ I ) l'!'l a B = = % ﬁ "("‘I'| Income Protecton + | e panager || S General
- - I “ ‘ - e Pensions ~ 4w Clients ~
New Case Save '»:7"1', Branches \[f)uleavrv‘g M:rt:bf:r 2 Brands || Introducers Negotiators Mort?ages B?C Life [nsvurance Tverineris e &4 User Access Groups & Comphance =
| Portal setup [ x
»
o H X
% | Add  SaveAll Delete
@
S N —
* Jerome Holmes Title [Gi[t Edges
*Perky Pensions
Short Name [GEdQES | Brands
V| Gilt Edges
URL | https://cientportaltest. 360ifecyde. co.uk/GEdges |
PortalLogo |Flower.jpg -| | upload |
Portal Theme lFIadv v‘ |:Show Theme |
Additional Information Links
Title | |
URL | |
Title URL )

Figure 15-Portal Setup Complete
Hit the Save button and you are done. You can now close this screen.
Configure your consent questions

A new series of menu items will have now been added to the menu to allow you to further
customise the portal you just configured. Click the “Portal Content” menu item.

12
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Best Practice Manager

Competency Levels
Marketing Permissions
Privacy Portal Configuration > Portal Setup
~ GiltEdges Yo Portal Content
Jerome Holmes  » Email Template - Advisor Request
Perky Pensions  » Email Template - Bulk Request

Figure 16- New Portal Menu

You will be presented with the following screen.
Go ahead and enter an introduction. Again, don’t worry if you don’t get this right first time,
you can always come back and change it later.

| s WEEEEEN

&)

Preview

Introdection

As you are no doudt aware Data Privacy Laws in the UK and Europe &re beng radically overhauled. This = why you wil have had a furry of emals n recent weeks asking you to
confirm your consent to reman on vanous maling ksts.

The following section cutines our Data Processing activies, bascally, how we use your Gata to help provide you with advice and other services,

Flease review the items below and n each nstance, confirm whether or not you are happy for Us 1o proceed,

Addtional Information Links

Ttle

Figure 17- Enter Website Introduction
Now go to the second page titled “Questions” and click the Add button on the toolbar.

Go ahead and type in the details of the consent question you wish to ask of your clients and
click save. At this point your screen should look something like this...

13
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EEEN Questons |
VHX &

Add Save Delete Preview

.r.ﬁe o Title
* Monthly Newsietter [Monthiy Newsletter
v Explanation

[We would ke to sand you a reguiar monthly newsletter, We pride oursaives on making this both
nformative and refevant.

Typcally this will ncdude detals of
Special Offers
Exclusive Deals
Housing Market Information
and much more
Show Consequences?

OYes @No

Marketing Permessions
Linkto Marketing Permissions? (OYes @ No

Figure 18-First Consent Question

At this point you can click the Save button to confirm your changes.

To see your new portal website for the first time, click the preview button. The system will
launch your browser and show you a preview of your website exactly how your client will see
it when they log in.

It should go without saying that this is example text only, it has not been checked for
compliance and is only there to make it easier for us to explain the set-up process.

14



In our example the preview currently looks like this:

Perky Pensions

Introduction

As you are no doubt aware data privacy laws in the UK and Europe are being radically overhauled. This is why you will have had a flurry of
emails in recent weeks asking you to confirm your consent to remain on various mailing lists.

The following section outlines our Data Processing activities, basically, how we use your data to help provide you with advise and other
services.

Please review the items below and in each instance, confirm whether or not you are happy for us to proceed.

Monthly Newsletter

‘We would like to send you a regular monthly newsletter. We pride ourselves on making this both informative and relevant.
Typically this will include the details of:

Special Offers

Exclusive Deals

Housing Market Information
and much more

|
‘ 1 am happy for you to use my data for the above purpose. Yes @ No O

Update my preferences

3600ofmet

Figure 19- Website Preview

This is a good time to check a few things. It's better to check now than to find out it looks
awful

after you have invited thousands of clients to confirm their consent.
¢ Does the introductory paragraph look ok on the web page?
o Does your logo look ok or does it need resizing?
¢ Have you chosen a suitable theme?

If you spot anything on the page that needs tweaking then simply go back through these
instructions and change anything that needs changing.

Should you wish to add further consent questions you can do this now. You can also choose

to display an additional message that will be shown to your client if they refuse consent.
You can see how this looks in the configuration screen...

15



Home Tools Accounts Maintenance
(PR ‘ ~o ron = | Income Protection « || B General -
h—JH-\.)I'A'I;dDJ‘- B 4 Sl
U Pensions ~ & Clients ~
NewCase Save R Branches Diar Staff Brands ||Introducers Negotiators || Mortgages B &C Life Insurance &
View! Members - = = Investments ~ e S Compliance ~
ew/Sa btes xterns SPOC g K
’ Portal Content - Perky Pensions X \l X
0 ] oo |
o
&
Q= X Q
o
3 Add  Save Delete | Preview
I | b
i Title ‘3 oy TIt]E‘ :
| Monthly Newsletter [ |Addmona| Product Offers
! |
| Additional Product Offers I Y Eglenation
We would like to send you targeted offers for simple products that don't require advice.
For example:
Quote for Pet Insurance
Seasonal quotes for Travel Insurance
Over 50s Funeral Plans
Show Consequences?
@ Yes QO No
We really try our best to make sure that you only receive offers and quotes taht are relevant to you and your family. You could be
missing out!
Marketing Permissions
Link to Marketing Permissions? (O Yes @ No

Figure 20-Additional Question & Consequences

Hitting the save button followed by the preview button will allow you to review your changes
at any point. In the preview, this 2" question now looks like this when you answer no to the
consent question.

Additional Product Offers

We would like to send you targeted offers for simple products that don't require advice.
For example:
Quote for Pet Insurance

Seasonal quotes for Travel Insurance
Over 50s Funeral Plans

| am happy for you to use my data for the above purpose. Yes O No O

We really try our best to make sure that you only receive offers and quotes taht are relevant to you and your family. You could be missing out!

Figure 21-Consequences

Once you have set up all your consent questions you can move onto the next step.
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Add Links to Additional Documents

If you wish to add additional documents to the privacy portal, you can do this here, otherwise
move onto the next step.
Examples of document links you may wish to add

e Privacy Notice

¢ Data Retention Policy

e Standard Terms of Business

o Company Brochure

e Link to your Website
In turn enter a title for each document and a URL pointing to the location then click the add
button.
After adding all your links to relevant documents your portal setup screen should look
something like this:

el Ceisors |

=
Save  Preview
troduction

AS you ire 1o ot aware Data Privacy Laws in the LK and Eurcpe ore Deng radicaly overhauled, This is wity you will have had & flurry of emals in recent weeks asking you 10 conérm
your Consent 1o reman on viricus maling Ists,

The following section outines our Data Processing activies, bascally, how we use your data to help provide you with advice and other services.

Ploase review the items below and i each instance, confirm whether or not you are happy for us to proceed.

Addtonal Information Links

Tile

URL

p Remove )

Tide LRL
Rapetse e oot onbaonone

Data Retention Polcy PRtpe/ oevove. sprogoe tandsytvester.com/dataretentonpolcy .him

Standard Terms of Business hetpe/ fovew. sproggetandsytvester.comhob htm

About Our Services hittpe/ wewen. sproggetandsytvester .comtrochure. pof

Our Website ttpe/ fwvwew sprogoetandsylvester.com

Figure 22-Additional Links

Once you are happy, click save and then you can check all is well by clicking the preview
button.

You will see a new section has been added to the bottom of the privacy portal with your links
displayed.

17
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Additional Information

For further details, please see the below links
Title

Our Website

About Our Services

Data Retention Policy

Standard Terms of Business

Full Privacy Notice

Figure 23-Additional Links — Preview

Now is a good time to check that all the links work and point to the correct document.
Proceed to the next step once you are happy.

Configure email templates

Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration 4 Portal Setup

Gilt Edges 4

Jerome Holmes »

Perky Pensions  » | Portal Content

Email Template - Advisor Request
Email Template - Bulk Request

Figure 24-Email Template Menu

These two menu items allow you to configure your templates for sending the portal links to
your client. The procedure for both single and bulk requests is identical, however bulk
requests have a smaller number of merge fields available.

Single client requests

This template is used when email your clients on a singular basis from the case record. Click
the menu item to launch the template editor.

To get you started you can copy and paste the following template. We fully expect that you
will change the wording to suit your business and brand as well as adding any further
information you deem necessary.

Additional merge fields are available from the right click menu.

18
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@Portal.Logo
Dear @Client.FullName
As you may be aware there are a number of imminent amendments to UK and EU data
protection regulation. The GDPR (General Data Protection Review) gives you more control

over who has your data and what it is used for.

Therefore, we ask that you visit our privacy portal where we explain our data processes and
ask you to state whether you are happy for us to continue doing this.

Our privacy portal can be found at @Portal.ClientUrl|
Many Thanks

@System.LoggedOnUserName

Bulk Client Requests

This template is used when email your clients en masse from the bulk consent request tool.
Repeat the previous procedure for the bulk template. In this example we are able to use
exactly the same text in both templates. However, take care to make sure you don’t use
merge fields that are not available for the bulk template.

19
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Firstly, log into 360 Lifecycle — Office and go to

. . () Single Brand Portal E Brand will b igned Portal
the maintenance tab. From the compliance (Y S e ssEanEe e T

menu there is a new item named “Privacy @ Portal Per Brand Each Brand will be assigned to its own Portal
Portal Configuration”. Clicking this will show

another menu item name “Portal Setup”. ©) Advanced Configure each Portal individually

You will be presented with the screen shown in

Figure 25. b Cancel

Choose the option “Advanced”, and click “OK”.
You will be presented with the following portal
set up screen:

Figure 25- Portal Setup - Helper

Home Tools Accounts Maintenance
. =) Fon ros ion - -
Rz . i & (i i mb ’\‘ m e Income Protection = s conc o & General
[ = “ L Pensions ~ | @ Clients ~ |
New Case |Branches Diary  Staff Brands ||Introducers Negotiators || Mortgages B &C Life Insurance & User Access Groups ||
Views Members v - - Investments ~ & Compliance ~ J
[ Portal setup (x| X
» i
o
2
et Add SaveAll Delete
o
&
Co | [ENewPortal
Titte [T |
Short Name [ ‘ Bfa“ds
: |I_ it Edges |
URL | https://dientportaltest. 360lifecycle.co.uk/ \ 7 Jerome Holmes
PortaILogol 'H Upload | | Perky Pensions
Portal Theme [ " \ Show Theme. [

Additional Information Links

Title | \

URL | |

[Title URL

Figure 26- Portal Setup

Now, enter the details required for the portal:

Enter the title of your portal. Typically, this will be your company name. Now choose a Short
Name, this is a small piece of text that is included in the URL of the portal. This allows the
system to display the correct branding for your business. As it also forms part of the URL, your

clients can have more confidence that they are going to the correct place. Next, choose a
portal logo. This will normally be the same one you use to display on Reports. Should you
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need to upload a different Logo you can do so here.
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Your portal comes preconfigured with a number default themes or styles. Choose a theme
that most closely matches your brand image and one where your logo does not clash with
the colour scheme. There is a preview button here so you can have some idea what each
theme and colour scheme look like. Don’t worry you can always come and change this later
if you need to.

Select one or more brands that will use this portal. Your screen should now look something
like this:

Home Tools Accounts Maintenance

@ \ ~e = = = " Income Protection ~ General -
| - r!1 o k) ¥ % ’ﬁ ﬁ 11 2, spocanzger | B
o0 J | v & . e Pensions ~ s Clients ~
New Case e F Branches Diary  Staff Brands || Introducers Negotiators ||Mortgages B &C Life Insurance & User Access Groups || m %
Views Members = Z = Investments ~ & Compliance ~
2
| portal setup [x]| x
¥ ‘
o K% =
% Add SaveAll Delete
i
= *Gilt Pensions

Title lGiIt Pensions

Brands

Short Name IGpens

URL ‘htu:s://dienmortalhest.360Iifecyde.co.uk/Gpens

PortalLogo ICDQS-J'DQ

Upload

-/

Portal Theme {Darkly

- ‘ L Show Theme

|
|
|
]

[¥] Gilt Edges
| Jerome Holmes

V| Perky Pensions

Additional Information Links
Title ‘ |

URL | |

[Tite URL

Figure 27-Portal Setup Complete

Hit the Save button and you are done. You can now add other portals (if you have any
unassigned brands) or close this screen.

Configure your consent questions

A new series of menu items will have now been added to the menu to allow you to further
customise the portal you just configured. Click the “Portal Content” menu item.
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Bext Practice Manager
Competency Leveh
Markatng Pemasons

Prrvacy Portel Configurastion » Partal Setup l

GitPercorg » Postd Corcemt
Emal Terrglate - Ahisor Reques

Emad Templste - Bulk Paquest

Figure 28- New Portal Menu

You will be presented with the following screen. Go ahead and enter an introduction. Again,
don’t worry if you don’t get this right first time, you can always come back and change it
later.

[ settrcs WEESEEA
o MRS
sve | Preview

Introdection

As you are no doudt oware Data Privacy Laws in the UK and Europe are beng radicaly overhaued. This i why you wil have had a furry of emals in recent weeks asiing you to
confiem your consent to reman on vanous maling ksts

The folowing section cutines our Data Processing activies, basically, how we use your cata to help provide you with advice and other services,

Flease review the items below and n each nstance, confirm whether or not you are happy for Us o proceed,

Figure 29- Enter Website Introduction
Now go to the second page titled “Questions” and click the Add button on the toolbar.

Go ahead and type in the details of the consent question you wish to ask of your clients and
click save. At this point your screen should look something like this...
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EEEN Questons |
VHX &

Add Save Delete Preview

.r.ﬁe o Title
* Monthly Newsietter [Monthiy Newsletter
v Explanation

[We would ke to sand you a reguiar monthly newsletter, We pride oursaives on making this both
nformative and refevant.

Typcally this will ncdude detals of
Special Offers
Exclusive Deals
Housing Market Information
and much more
Show Consequences?

OYes @No

Marketing Permessions
Linkto Marketing Permissions? (OYes @ No

Figure 30-First Consent Question

At this point you can click the Save button to confirm your changes.

To see your new portal website for the first time, click the preview button. The system will
launch your browser and show you a preview of your website exactly how your client will see
it when they log in.

It should go without saying that this is example text only, it has not been checked for
compliance and is only there to make it easier for us to explain the set-up process.
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In our example the preview currently looks like this:

Gilt Pensions

Introduction

SMS Messages

Are you happy to receive text messages from us?

1 am happy for you to use my data for the above purpose. Yes ® No O

Update my preferences

3600ofret

Figure 31- Website Preview

This is a good time to check a few things. It's better to check now than to find out it looks
awful
after you have invited thousands of clients to confirm their consent.

¢ Does the introductory paragraph look ok on the web page?

o Does your logo look ok or does it need resizing?

¢ Have you chosen a suitable theme?
If you spot anything on the page that needs tweaking then simply go back through these
instructions and change anything that needs changing.
Should you wish to add further consent questions you can do this now. You can also choose
to display an additional message that will be shown to your client if they refuse consent.
You can see how this looks in the configuration screen below:
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Home Tools Accounts Maintenance
(PR ‘ ~o zon = | Income Protection « || B General -
i o RO U e - = =R W [ A~ AR ; & wocmansger | &
S 7 L‘ Pensions ~ ww Clients ~
New Case Save R Branches m Mstaffs Brands || Introducers Negotiators Morhgages BS:C Llfelnf.ranoe Testmer e s &8 User Access Groups 2 Compliance -
ew/Sa btes xternz SPOC g K
’ Portal Content - Perky Pensions l):(\l X
0 ] oo |
o
&
Q= X Q
o
3 Add  Save Delete | Preview
{Tnie | ,@‘ Title

| Additional Product Offers
v Explanation
We would like to send you targeted offers for simple products that don't require advice.

; Monthly Newsletter \
I

| Additional Product Offers

For example:

Quote for Pet Insurance
Seasonal quotes for Travel Insurance
Over 50s Funeral Plans

Show Consequences?

@ Yes QO No

We really try our best to make sure that you only receive offers and quotes taht are relevant to you and your family. You could be
missing out!

Marketing Permissions
Link to Marketing Permissions? (O Yes @ No

Figure 32-Additional Question & Consequences

Hitting the save button followed by the preview button will allow you to review your changes
at any point. In the preview, this 2" question now looks like this when you answer no to the
consent question.

Additional Product Offers

We would like to send you targeted offers for simple products that don't require advice.
For example:
Quote for Pet Insurance

Seasonal quotes for Travel Insurance
Over 50s Funeral Plans

| am happy for you to use my data for the above purpose. Yes O No O

We really try our best to make sure that you only receive offers and quotes taht are relevant to you and your family. You could be missing out!

Figure 33-Consequences

Once you have set up all your consent questions you can move onto the next step.
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Add Links to Additional Documents

If you wish to add additional documents to the privacy portal, you can do this here otherwise
move onto the next step.

Examples of document links you may wish to add
e Privacy Notice
¢ Data Retention Policy
e Standard Terms of Business
o Company Brochure
e Link to your Website
In turn enter a title for each document and a URL pointing to the location then click the add

button. After adding all your links to relevant documents your portal setup screen should look
something like this:

e WA
-~ IS
Save  Preview
Htroduction

As you e 1o Goubt aware Data Privacy Laws in the LK and Eurcpe ore beng radaaly overhauied, This is whty you wil have had o flurry of emals in recent weeks asking you 10 conérm
your Consent 1o reman on viricus maling Ists,

The following section outines our Data Processing activies, bascaly, how we use your data to help provide you with advice and other services.

Ploase review the items below and n each nstance, confrm whether o not you are happy for us 1o proceed.

Addtonal Information Lnks

Title

URL

b Remove

Tite WRL
Rrmctoss e omrninieie amiscnoxe v

Data Retention Polcy PRtpef oevove. sprogoe tandsyivester.com/dataretentonpolcy him

Standard Terms of Business htpe/favew. sprogpetandsytvester.comtob hitm

About Our Services hittpe/ wewen. sproggetandsytvester.comtvochure. pof

Our Website tpef fwvew sprogoetandsylvester .com

Figure 34-Additional Links

Once you are happy, click save and then you can check all is well by clicking the preview
button. You will see a new section has been added to the bottom of the privacy portal with
your links displayed.
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Additional Information

For further details, please see the below links
Title

Our Website

About Our Services

Data Retention Policy

Standard Terms of Business

Full Privacy Notice

Figure 35-Additional Links — Preview

Now is a good time to check that all the links work and point to the correct document.
Proceed to the next step once you are happy.

Configure email templates

Test Manager
Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration » Portal Setup

Gilt Pensions » | Portal Content

Email Template - Advisor Request

Email Template - Bulk Request

Figure 36-Email Template Menu

These two menu items allow you to configure your templates for sending the portal links to
your client. The procedure for both single and bulk requests is identical, however bulk
requests have a smaller number of merge fields available.

Single client requests

This template is used when email your clients on a singular basis from the case record. Click
the menu item to launch the template editor.

To get you started you can copy and paste the following template. We fully expect that you
will change the wording to suit your business and brand as well as adding any further
information you deem necessary.

Additional merge fields are available from the right click menu.
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@Portal.Logo
Dear @Client.FullName
As you may be aware there are a number of imminent amendments to UK and EU data
protection regulation. The GDPR (General Data Protection Review) gives you more control

over who has your data and what it is used for.

Therefore, we ask that you visit our privacy portal where we explain our data processes and
ask you to state whether you are happy for us to continue doing this.

Our privacy portal can be found at @Portal.ClientUrl|
Many Thanks

@System.LoggedOnUserName

Bulk Client Requests

This template is used when email your clients en masse from the bulk consent request tool.
Repeat the previous procedure for the bulk template. In this example we are able to use
exactly the same text in both templates. However, take care to make sure you don’t use
merge fields that are not available for the bulk template.
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CLIENT MERGE TOOL

In 360 Office — Tools, there is a “Client Merge Tool”. This feature can be used to ensure that
“Privacy” portals are not sent to the same client more than once if they are on multiple case
records.

By clicking on this, you should see a similar screen to the one demonstrated below:

Home Accounts Maintenance Windows
7. New Case £¢ m X Case Delete Tool M - Import Leads i &% User Settings
e | o &, Client Merge Tool 7 Compliance Search | || & Change Password

Tasks Admin Bulk Notes | Case Merge Marketing || Performance Compliance Document Pay
Pipeline Tool —s Bulk ConsentRequests || Tgols ~ | Explorer Manager Performance Report | Library ‘ v Q) Reset Preferences

e | i [ | E

9 | client Merge Tool |X | x
= Filters Matching Fields
E: Company [l Companies - | (® Forename, Surname, DOB and Email
& E— — :
g-.’ ServicingAdvisor | All Advisors v| O foieians Sans sl it
¥ —_— ) (O Email Only
Surname Starts With | (Leave blank for all)
Search
Forename Surname DOB Email Matches  Process

%ure 37-Client Merge

Here, potential ‘Matching Fields’ can be selected such as cases with clients who have
the same ‘Forename, Surname, DOB and Email Address’, along with some filtering options
which can be used to narrow-down clients for a particular “Company”, “Servicing advisor” and
“Surname.” Once these options have been applied, click the “search” button, and this will
feature a list of clients with matching case records, similar to Figure 38.
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| Y Cete b
« : y e
Merge Marketing || Performance Compliance
@ Refresh Case Pipeline s Buk Consent Requests Tmh"\g Explorer  Manager Q) Reset Preferences
New /Save Amir Toolke T mEnT v a
a) Client Merge Tool [X] 4 box
L
OF :
= Filters Matching Fields
ﬁ Company |AJ! Companies - | Forename, Surname, DOB and Email
73
& Forename, Surname and DOB
é ServicingAdvisor IAII Advisors v I SIS SETIETESh ‘
i Email Only

Surname Starts With (Leave blank for all)

[ Search Clear

Forename Surname: DOB Email Matches  Process
01/01/1971

Figure 38- Matching clients

Now, if you click the “Process” button, this will bring up the Deduplication Wizard:

Client Deduplication

Client Deduplication Tool Step 10f 3

We have found a number of potential duplicate records.

Two client records have the same Forename, Surname, DOB and Email Address.
No client records have the same Forename, Surname and DOB.

One further record has the same email address but does not appear to be the same person.

o Back d k Next 14

Figure 39- Deduplication Wizard
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Press “Next” and now is the option to select which records you would like to “Merge” and
which record you want to “Keep” the details of.

Client Deduplication

Client Deduplication Tool

Step 2 of 3
'Case 1d Forename | Surname DOB Email Home Work Mabile Merge Keep
oveos [ G ----n
1003602 Mark Thyme 01/01/1971 m. 1.’r|w11e 07a7a7e..
1003601 Mark Thyme 01/01/1971 m.thyme... 07a7a7s... E}
- Cancel-my Skip

- Back 1 Mext
Figure 40- Keep / Merge details

Once the details have been selected, the ‘Dedupe’ option will now be available.

Client Deduplication

Client Deduplication Tool Step 3 of 3

Three clients will be merged together.

The data for the client attached to Case ID 1003601 will remain and this client will be attached to the following cases:

1003504 - Marcus Thyme - 01/01/1981
1003502 - Mark Thyme - 01/01/1971

- Cancsl -y Skip

Figure 41- Dedupe Confirmation
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When opening a case record, you can easily confirm whether this client is duplicated elsewhere
across the system; this can be identified by the warning sign next to the email address at the
bottom of the Client Details tab. On this tab, you can also deduplicate on a case by case basis
selecting “Remove Duplicates” as shown below:

MECLECEY Cose Detais | Contact History | Documents | Reviews | ATR Questionnaires | Conveyanang

Client Details
Client Type |Retail Client -
Title |Miss v

=
Forename |Chloe

Middle Names

Surname | Smith

D.0B. | |
Sex | v

1 Potential duplicate records found for Chloe

FullName Age Home Phone

Data Privacy Settings
|t - Remove Duplicates

Contact Details

Home |

Mobile|

‘i N

e ‘
2 work|

| &) Email[support@3soifecyde.co.uk |||

Additional Information

Client has no Email Address

Occupation ‘

Status

Smoker ‘Unkno'. n

Work Phone

Figure 42- Case Record Deduplication

MARKETING

Under the Compliance tab in Maintenance, ‘Marketing Permissions’ can be set, which will
add the defined permission into Campaign Manager. If you choose to select “Auto-add as
filter in Campaign Manager”, the permission will automatically be added to the Query Builder
section in Campaign Manager each time you open the module.
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[ ~o (=] & ol .yl Income Protection - || | & General - |
i = RO ) T M A= AL i M

V) & Clients ~

New Case Save R 1 || Branches \%:v); M:nt?bzrs Brands || Introducers Negotiators Morh?ages Bajc LifeInsvurance Tvestmenios 24 User Access Groups Sl
ey Fritities X
%] x
)
v HX
% Description ISMS Comms
Campaign Manager Options
E [¥] Auto-add as filter in Campaign Manager
Figure 43- Marketing Permissions
When defining ‘Questions’ in the content section during the portal setup, responses can be
traced in Campaign Manager if the ‘link to Marketing Permissions?’ section has been
selected as ‘Yes’ as show below. Marketing Permissions will be applied provided the client
answers ‘Yes’ to the relevant question:
Marke Portal Content - Gilt Pensions |5|] 3

bl Xy

Add  Save Delete | Preview

[Title o Tt
*5MS Messages |5|'“'|5 Messages
{} Explanation

Are you happy to receive text messages from us?

Show Conseguences?
() Yes ®) No
Marketing Permissions

Link to Marketing Permissions? (@) Yes O No

Figure 44- Marketing Permissions
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