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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

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 U A NN

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.
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.

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
3
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and Sprogget & Sylvester — Mortgages might want to share a single Sprogget &
Sylvester Portal.

Detailed portal configuration

Setup Path 1 - Simple one brand set up

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.

. . x
Choose Single Brand Portal and click
“OK". You will be presented with the () Single Brand Portal Every Brand will be assigned to one Portal
following portal set up screen:
() Portal Per Brand Each Brand will be assigned to its own Portal

() Advanced Configure each Portal individually

Cancel

Figure 1- Portal Setup - Helper

Portal Setup

=

Add SaveAll Delete

*MNew Portal

Title

Short Name |

Brands
v/ Sprogget & Sylvester

PortalLogo | v| | Upload

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

Portal Theme | v| | Show Theme
Additional Information Links

Title | |

URL | |

Figure 2 — Portal setup
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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
soyou 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.

QX

Add  SaveAll Delete

| * 5progget and Sylvests
Title |5|:u'cgget and Sylvester
Short Name |sar1ds | Brands
i & Sylvester
URL |https:Hdienh:ioriﬁltest.SGUIiFecyde.co.ukfsands |
PortalLogo |LUGO-jDQ v| |, Upload ,|
Portal Theme |F|BHY v| |,5how Theme ,|
Additional Information Links
Title | |
URL | |
Add Remaove

Figure 3-Portal Setup Complete

Hit the Save button and you are done. You can now close this screen.
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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.
Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration P Portal Setup

Portal Content | Sprogget and Sylvester » |

Email Temnplate - Advisor Request

Email Temnplate - Bulk Request

Figure 4- New Portal Menu
You will be presented with the following screen.

Goahead and enter anintroduction. Again, don't worry if you don't get thisright
first time, you can always come back and change it later.

= - = X

| ‘Seth'ngs |M
o

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 | |

Figure 5 - Enter Website Introduction
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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

=

Questions ]

WHX 9

A

Add  Save Delete | Preview
|r'l'|ﬂe P Title
BT [

e
7 BExplanation

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
Spedal Offers
Exdusive Deals
Housing Market Information
and much more

Show Consequences?
() Yes @ No
Marketing Permissions

Link to Marketing Permissions? () 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
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In our example the preview currently looks like this:

Introduction

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

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 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

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.

e Doesthe introductory paragraph look ok on the web page?
e Doesyour 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.
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You can see how this looks in the configuration screen below.

F® Portal Content - Sprogoet and Sylvester

[ uests |
W HX Q
Add  Save Delete | Preview

:"nt]e @ Title

M-o_nﬂ"lly Newsletter | Additional Product Offers

Additional Product Offers ¥ Bxplanation

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

For example
Quote for Pet Insurance
Seasonal quates 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 guotes that are relevant to you
and your family. You could be missing out!

Link to Marketing Permissions? () 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

I 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 receive 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

e Data Retention Policy

e Standard Terms of Business
e Company Brochure

e Linktoyour 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.

as - =X
| settings |w
Y

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 wil 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 | |
Remove |

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

Data Retention Policy http: ffwww.sproggetandsylvester.com/dataretentionpolicy.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

10
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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.

Additional Information

For further details, please see the below links

Title URL
Our Website httpe/fwww.spro

About Our Services

htty m/brochure.pdf
Data Retention Policy http: m/dataretentionpolicy.htm
Standard Terms of Business http: m/tob.htm

Full Privacy Notice

{privacynotice.htm

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.

11
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Configure email templates

Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration * Portal Setup

Portal Content | Sprogget and Sylvester

Ernail Template - Advisor Request

Ernail 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.

12
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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 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.

13
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Set up path 2 - Simple multi brand setup

How to set up a Privacy Portal

Firstly, log into 360 Lifecycle — Office and go

to the maintenance tab. From the ©) Single Brand Portal Every Brand will be assigned to one Portal
compliance menu there is a new item
named “privacy Portal Conﬁguration". ©) Portal Per Brand Each Brand will be assigned to its own Portal
Clicking this will show another menu item . _ o
h , ) Advanced Configure each Portal individually
name “Portal Setup”.
OK, g Cancel g

You will be presented with the screen
shown in Figure 13.

Figure 13- Portal Setup - Helper

Choose the option “Portal Per Brand” and
click “OK".

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

Home Tools Accounts

- g E e

(V)

Branches Diary Staff Brands || Introducers Megotiators ||Mortgages B &C  Life Insurance . 3
Views  Members - - - Investments = + Compliance -

el fSave | Enfitie . External Detail SPOC I Other fa

El

% m\ i e Protection v || = s marisger || #Bh Gemesal

Pensions - e Clients +
& User Access Groups

‘.l

New Case Save sh

Add Save All Delete

Laueag ase;

* Jerome Holmes Title ‘Gi\t Edges
= perky Pensions

Short Name ‘ | Brands
i

URL ‘ https://dientpor taltest. 360ifecyde. co.uk/ |

PortalLogo ‘ '| ‘. Upload ||
Portal Theme ‘ '| ‘,Shnw‘rheme ||
Additional Information Links.
Title | |
URL | |
|

| Tite 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
14
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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:

3 | ° | o [ Il || ) v
W .' ) i a m |gas L-\u“ % #l\ A | Income Frotection 2. SPOC Manager % General
" - LY * A 5 et Pensions ~ e Clients =
Mew Caze “ave Branches Diary Staff Brands || Introducers Megotiators || Mortgages B &C  Life Insurance & User Access Groups || m i
= Views Members - ] = Investments - & Compliance -
& EEEEE, |
° EE
O fdd Save All Delete
4
= | |=GitEdges -
* Jerome Holmes Title |G|It Edges
* Perky Pensions
Short Name |GEdges | ?rkands
v Gilt Edges ]
URL |ht'tps:ﬁdienmcrmlbest.BGOIifEcyde.co.ukaEdges |
PortalLogo |Flower.ipg -] [ Upload |
Portal Theme |F|Eﬂ¥' - ‘ |. 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.

15
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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.

Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration k: Portal Setup
I .G_i.IE_EEi_g_E_E L3 | 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 anintroduction. Again, don't worry if you don't get this right
first time, you can always come back and change it later.

| .:"'\ I
L@ =
Prediews

Inbrodection

Ag you ane o doubst aware Dals Privacy Laws in the UK and Burgoe oce beng radcally crverhauled. This 5 why oo will Binve hued 8 ey of emals in recent wesks asking you (o
conferm your consent b resan en vanous madng st

The folowing secton ouines cur Davts Processng ectvies, bescally, how we use your data bo help provide you with advios and other services,

Please review e ilems below and in each instance, confins whe ther or ot you are happy for us 1o proceed,

Addporal Trdfprmanon Lines

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...

16
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e

 Title Lt B
* Monthly Newsiotier > | Mentfily Mewsietaer
I Explanation

| Wi ol Bios b 2ol o & reguiar monthly meveslelter, We pride oursshies on malang this bath
| nformative and relevant.

| Typicaly this vl incude detads of
Spedial Offers
Exdusive Deals
Housng Market Information
and mudh mone

Show Consequences?
CiYes (WMo

Marketing Parmessons
Linkto Marketing Permissions?  (JYes (@) 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.

In our example the preview currently looks like this:

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

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

Update my preferences

Figure 19- Website Preview

17
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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.

e Doesthe introductory paragraph look ok on the web page?
e 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...

Tools Accounts Maintenance

— | ] ron R | J Income Protection || || 8 General -
I IR D
- | A d Pensions - & Clients ~
New Case Save Refresh ||Branches Diary Staff  Brands || Introducers Negotiators || Mortgages B &C  Life Insurance & User Access Groups || m _
Case Views Members - - 2 Investments - & Compliance -
&
. [ Portal Content - Perky Pensions 'X] x
f’? | Questions |
= A
g i
Y = X
o
g Add  Save Delete | Preview
Title oy Tt
| Monthly Newsletter — |Addiﬁcnal 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 guotes for Travel Insurance
Over 50s Funeral Plans

Show Consequences?

(@) Yes () 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? () 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.

18
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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.

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

e Data Retention Policy

e Standard Terms of Business
¢ Company Brochure

¢ Link toyour 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:

19
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[ setengs. | EEEEEEH
= IR
fve  Preview

Istrpduction

A you ire e dobt wane Dids Privacy L in the LE and Europe ot berg radealy sverhauled, Thes i whny you il hinve had o furry of emads in recent weekd asking you 1o sordrm
o G 1o feman on visricus malng et

The follosang section outines our Tats Frooessng actaes, bascaly, how we use your data to help provvide yvou with advice and other services.

PsEsE Fevirs The itemg belew and n each inafence, condem whether or Pl you B Ry for s 0 proceed.

Aacicitonal Information Links

Title

LURL

]

Tt LEL

Ciain R benbon Poloy Pt f Feevev . sproapge bandyhester. com idabare tenBonpoboy him

Standard Tenms of Business Pt ffrevens sprogoe tandsyhvester.com b s

Aot O Services ittpe fFewrns spreoge tandsyhvester oom brochure. pol§

Cur Website et f Fevven  Sprospe tandsyhvester .oom

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.

Additional Information

For further details, please see the below links

Title URL
Our Website

om

About Our Services om/brochure.pdf

Data Retention Policy om/dataretentionpolicy.htm

Standard Terms of Business .com/tob.htm

Full Privacy Motice r.com/privacynotice.htm

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.

20
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Configure email templates

Best Practice Manager
Competency Levels

Marketing Permissions

Privacy Portal Configuration ko Portal Setup

Gilt Edges 4

Jerome Holmes

Perky Pensions  » Portal Content

Email Template - Advisor Reguest

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.

21
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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.ClientUr|
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.

22
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Setup Path 3 - Advanced setup procedure

How to set up a privacy 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”. © Portal Per Brand Each Brand will be assigned to its own Portal
Clicking this will show another menu
item name “Portal Setup”.

(©) Single Brand Portal Every Brand will be assigned to one Portal

) Advanced Configure each Portal individually

- Cancel 4

You will be presented with the screen
shown in Figure 25.

Choose the option “Advanced” and click “OK”". Figure 25- Portal Setup
Help

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

Home Tools Accounts Maintenance

=" vl ~e = = | .. Income Protection = || General =
= 1 e = = TR W AR AR % socvmager | B
’ o Pensions = e Clients ~
Mew Case Save Hefiesh || Branches Diary Staff  Brands || Introducers Negotiators || Mortgages B &C  Life Insurance i User Access Groups || m 5
Views Members - - 2 Investments - & Compliance -

&
| portal sewp x| %
| |

& | \.,,.) H x |
| Add  SaveAll Delete |
*New Portal —
Title
short Name | | E_r_ands -
\” | Gilt Edges -
URL |htu:ls:Hd\enmortaltest.é’.ﬁnllfecyde.cn.uk,.f | [F] Jerome Holmes
il :
partaloas | '| |‘ Upload I| 7] Perky Pensions
Portal Theme | v| |.Sh0wTheme ,|

Additional Information Links

Title | |

URL | |

Figure 26 — Portal Set up
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 need to upload a different logo you can
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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.

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

f Ml I I Ml M
I i FO ﬁ = i ' Income Protection - || . | General -
nq iy T 0 . -
R H J i I - o | Y ﬁ i . SO
! \ Pensions - e Clients -
Mew Case = Branches Diary smff Brands I.mmducers MNegotiators Mortgages B 8 C Life Insurance & User Access Groups || a
ions Merhers Investments - o Compliance ~
&
| | Portal Setup || ®
I 1
| |
\6) H X |
| Add SaveAll Delete |
= Gilt Pensions =
Title |G\It Pensions
Short Name |GDEHS ‘ Br_ands
[¥] GiltEdges
URL |hth:ls:,Hdientportalhest.360IiFecyde.co.uk{Gpens ‘ [F Jerome Holmes
= || Perky Pensions
PartalLoga |coos.pg -] [ Upload ] 1M
Portal Theme |Dark|\,' v| |.Shcw Theme-“
Additional Information Links
Title | |
URL | |
[Titie | 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.
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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.

Hast Pracuce Mansger
ampatency Leaah
Maikwing Pemasomn

Puvvacy Partsl Confgureten ¥ i Partsl Saiug i

— =
Gt Fereang » Pt Corben)
el Termglaes « Sphicar Redpaedr

Empd Terng late - Bl Bagquect

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.

Predigss

Introduiction

Ag you are nd dout pwane Dala Privacy Laws n the LK &nd Eungoe &ce beng radcally drverhauied. This 5 why yoo will Binve Fied & ey of emals in nedent wesks asking you 1o
confirm your consent b resmain on vanous maling lsts

The flowing secton cutires cur Dats Proceseng activies, Bescaly, bow we use your cats to help provde you weth advice and other servces,

Pleate reaes the (tems Below and i each Fstance, confrm whether or na b vou afe Rapgy B LS 10 redeed,

Addvoral Indormabon Links

TRl

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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Title

| Monthly Newsletter

Explanation

| e would Be fo sand you & reguiar monthly newsletter, We pride oursshves on makeng this bath
| nformatiee and relevant.

Typicaly this vwil ncdude detads of
Spedial Offers
Exclusive Deals
Housing Market Information
and much mone
Show Consequences?

Cives (@ No
Markstng Parmssond
Linkto Masketing Permissions? (i¥es (@) 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

Are you happy to receive text messages from us?

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

Update my preferences

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.

e Doestheintroductory paragraph look ok on the web page?
e 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.
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You can see how this looks in the configuration screen below:

fresh || Branches Diary

Maintenance

e Lo B

Staff
Views Members

Brands || Introducers Megotiators || Mortgages B &C  Life Insurance
- - - Investments -

xtema

N A= AR T i L
Pensions -

+.360 lifecycle

‘_Gar\adv-
& Clients -

5 Compliance -

&5 User Access Groups

l Portal Content - Perky Pensions | >_( I}

A oo |

W e X <

oieag asen :‘a

Add  Save Delete | Preview
::—'I'lﬂe
E Monthly Newsletter

| Additional Product Offers

o

Title

| Additional Product Offers

Explanation

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

Seazonal quotes for Travel Insurance
Over 50s Funeral Plans

Show Conseguences?

(@) Yes (O No

missing out!

‘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

Marketing Permissions

Linkto Marketing Permissions? () 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

For example:

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

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

| 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

e Data Retention Policy

e Standard Terms of Business
e Company Brochure

e Linktoyour Website

Inturn 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:

| setengs |EIEEEEN
=y
Sarve

Preview

Ietraduction

Al you &E fed ol srevdne Didls Privacy Livia i the LE and Eurdpe o' Do rloaly svarhauled, Tha i wlvy youd will linog had o furry’ of emal in reoie! wiskd saking il 15 ooedrm
o Conment b reman on virous malng st

The follomang section outines our Data Processing actvies, bascally, how we use your data o help provide you with advice and other services.

Please review the ite=s belew and in eachiingfiance, confirm wiether or molt you are Rapdy for us 1o proceed.

Addtons [nformption Lnks

Tale

Pt L2718

Ittt Spreoe tandeyivester comiprvacynatios i

it ereeie SR capge bands phvester com datare teriongably him
Pt v spropoe tandsyhvestercom fobuUhtes

it B spregge tandsyhvester oom v ochure. pof

bty v sprogoe tandsyhvester.com

Dt R ber ko Poloy
Standard Terms of Business
Abeish Our Services

Cur Website

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 r 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.
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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 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

Deduplicating clients

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:

Tools Accounts Maintenance

v
£ New Case %al—'&t = —m X CaseDeleteTool | il :ﬁ: 'ria | Import Leads B Usersetings |
| C ! = o - o & e o =
= Ssve : - = £ Client Merge Tool Compliance Search 8 Change Password
= Tasks Admin Bulk Notes | Case Mer: Marketing || Performance  Compliance
&) Refresh Cass Pipeline Tool — _4 Bulk ConsentRequests || Toglg = Explorer  Manager Performance Report &) Reset Preferences
s e e N — &
19 | Client Merge Tool (% s
LV
e Filters Matching Fields
ﬁ Company |AII Companies - ‘ (®) Forename, Surname, DOB and Email
@
@
' F S d DOB
'%:i ServicingAdvisar |AII Advisors - ‘ () Farenates Sumarmean
() Email Only
Surname Starts With l:l ({Leave blank for all)
Search | | GlEsr
Forename Surname DOB Email Matches  Process

Figure 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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Tools Accounts Maintenance Windows

ey X Case Delete Tool it | " A Importleads Il Il | @ User Settings
A 0 Y

T | o
-, P —- . I
= 4~ Client Merge Tool Compliance Search 8 Change Password
Tasks Admin  Bulk Notes | Case Merge Marketing || Performance Compliance Document Pay
Pipeline ool s Bulk Consent Requests || Tools = Explorer Manager Performance Report Library - W) ResetPreferences
- i “Admin Tot Management Tools Do . ttings’ &
% [ Client Merge Tool x] X
o
Hh
a Company | All Companies - |
@
8
a ServicingAdwisor ‘ Advisars > |
5
Surname Starts With {Leave blank far all)
SEar] Clear
Forename Surname DOB Email Matches  Process

01/01/1571 m.thyme.

Figure 38- Matching clients

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

Client Deduplication

Client Deduplication Tool Step 107 3

‘We have found a number of potential duplicate records.

Two client records have the same Forename, Surname, DOB and Email Address,
Mo client records have the same Forename, Surname and DOB.

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

Bad ' Next 1

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 Email Home Work Mabile Merge
woor [T RO ----n
1003602 Mark Thyme 01/01/1971 m. 1.’rw1'ne 07&7676..
1003601 Mark Thyme 01011971 m.thyme... 0767676, .. t_f_}

Skip I 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:

J Client Details 1 : Cantact History Do ents ST ATR Quesbonnaires -r:u:-n'u'r:'g..'aru:ing
Client Details
Client Type |Retail Client - Home | A3 work] I
Title |Mi55 "| Mol:ﬂ'le| |‘;‘ Email|support@36ﬂﬁfecyde.co.uk HE]

Forename |Chloe Client has no Email Address

|
Middle Mames | | Additional Information
Surname |5miﬂ’1 | Occupation | | NI Number| |
0.0.B. | m Status | v| Income| £0.00 :|
S | v| Smoker |Unlmown -.-| Dependants
1Potential duplicate records found for Chloe l, Add Client -|J I' ‘Remove Cﬁent::#

FuIIName | |Age | Home Phone ' Wnrk Fhone Moblle Fhone | Email | _‘I

;
T I O O T

Data Privacy Settings
),:-—R.move Duplicates ||J I;-ﬁewEdtPe;rn'ﬁssims d I,Fﬂuacy Portal R;emestql

Figure 42- Case Record Deduplication
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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.

Tools Accounts Maintenance Windows
= @ = [Fam Loy o+ =
h H J'i1 a IA‘GJ .mg “l‘ :; m i Income Protecion « | a cooe oo & General
) L ; | ] == Pensions - | || e Clienits =
Mew Case . Branches Diary  Staff Brands || Introducers Negotiators ||Mortgages B &C  Life Insurance & User Access Groups || a %
Views  Members - - ¥ Investments ~ & Compliance ~

&
[ Marketing Permissions | % ‘ X

‘EMS Comms

W HX

Description | 5MS Comms

Campaign Manager Options

[@] Auto-add as filter in Campaign Manager

(9]
2
5
2
et
7
o
a
5
o
5
&
a
&

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
guestion:

m@ﬂ'—ml Portal Content - Gilt Pensions |3 3
@l Questions |

OHX %

Add  Save Delete | Preview

[Title Py Title
* M3 Messages 5MS Messages
v Explanation

Are you happy to receive text messages from us?

Show Consequences?
() Yes (®) No
Marketing Permissions

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

Figure 44- Marketing Permission
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