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Introduction

The object of this manual is to provide you with navigational support, to invite your
clients to the portal and communicate with them directly from the client record
within 360 Lifecycle.

This manual will show you how to invite your clients to the portal, send specific
‘Actions’ and identify how further information can be carried across to their portal
account allowing clients to view their full financial portfolio. Once your client has
registered to the portal, this guide will show you how you can communicate with
your client quickly and securely through sending specific Actions, messages,
sharing documentation and portfolio updates.

Getting Started

Please note that to access the ‘Client Portal’ section of a case record within 360
Lifecycle you will need to speak to your Account Manager to obtain and fill out a
‘Client portal request’ form. This form gets passed over to the 2" Line Technical
Support to action the set up. Once the setup is completed, you will then require
the ‘MFC User’ role which can be added against your staff member record.

Accessing the Portal

Begin by double clicking on the Office or Advisor icon which should be located on
your desktop.

Your login page should now open, like this one:

S * | (Please note: this manual is based around logging
into and using 360 Lifecycle ‘Office’).

360

office You will now be able to enter the username and
password supplied to you.

360 Office
Version: 5.13.252524 Cancel

© 360 Dot Net Ltd 2007 - 2025
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Inviting Clients to the Portal

Click on ‘Case Search’ within 360 Office or click on ‘View Case’ on 360 Advisor, it
will open the case for client with all sale details as shown below:

Home Tools Accounts Maintenance

=@ .

New Case
New/Save Printing
‘3‘ Case Search o X
¥
g Search Clear
8
@
g._ General Details A 2 -
cmem
Surname
& Polcy Detais ~
» Forename Ao
n
fgv Phone Number
w Email
DOB ] Property Detals A
Branch v
Case ID

Please confirm with the client that the mobile number & email address is correct
to utilise full functions of Client Portal. You must enter the client email & mobile
number for the invite to be successful.

David Viressell [y en e eS|

Mr John Smith (01-3an-01) |East Link
ﬁ_ I | Meridian Business Park |i. i i 'J
| |Leicester

- |LE15 XU o
[0 Client Portal | -
T portito [ et Do | P v | Gt Grtumonces |
! T Client Details = C,nntactnelauls
! Properties, Savings, Investmants and Parsons Client Type |Retail Client % Home Q wurk Q
Protech e . - i - —
i Imnw“‘ i e |Mr Mobile| 07737 310835 ] RS Ema|I| david: k.com | =
Financial Commitments Farename ;_‘Ichn [F] Client has no Email Address
and OtharCar —
Middle Names | —Additi fi Son—
£ ﬂa\m:l < E L . dditional Information _
John Smith (17/04/2020) Sumame S"“H" Occupation | NINumber | |
D08, | I-u Saws [ -] Income | £0.00 ©
Sex l ] Smoker |Unknown +| Dependants | 03]

|| Remove Duplicatesy 12 Potential duplicate records found forJohn |y #dd Client | - Remove Client

[ Fulliame Home Phone Work Phone 4 | Mobile Phone:

m-a——-

Clicking on ‘Client Portal’ will bring up a screen like the below, and from there you

can invite the client(s) to the portal:
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&l case - 4077031

@

AN =

Create Action  Send Message

Trvite Client

Updste Client

Timeline View

. Assets
! Propertes, Savings, Investments and Persons

Protection
& Life, Income and B&C
#%. Financial Commitments
Mangagesand Other Commements
| @ David's Estate Agents

~/ John Semith (17/04/2020)

No Actions Were Found

To first send a portal invitation click on ‘Invite Client’. You will have the option to
include documents as part of the invite (assuming documents are already

uploaded against the case).

Send Documents?

Yes Cancel

o Do you wish to include documents in the invite?

Where documents are already
attached the
record you can select which
document(s) to include with the
invitation.

against case

Invite Complete

o |nvite was successful

QK

You will receive a message showing the invitation
has been successful. If for any reason the invite is
unsuccessful, please check that the clients email &
mobile are correctly recorded.

The portal invite will be date & time stamped against the case record as an action.
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x
'ﬁ Case ID - 4077031 ﬁ = & é\)
_1.“__—: Create Action  Send Message  Inwite Client  Update Client Timeline View
T Portfolic

Invite Sent - Mr John Smith
Sent by David Wressell on 19/11/2020 14:29

| r— Aassels
! Properes, Savings, Imvestments and Pensons
Protechon
Life, Income and B&C
| %, Fimancial Commitments
1] Montgages and Other Commarments
B David's Estate Agents
& John Smith {17/04/2020)

The client will receive an email with the portal hyperlink included, and an activation

code by SMS to their mobile number. The invite will last 7 days but can be resent
from the 360 case record at any time.

B Messages 1 min

A
360 Portal
Dear John, David Wressell has provided
you with access to 360 Portal, your unique
verification code to register is: 368742.
MARK AS READ
Version 1 Page 6 of 28 [Public]
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The hyperlink within the email will direct the client to your portal registration site
where the activation code sent by SMS can be entered to register.

Dear John,

David Wressell has provided you with access to 360 Portal. To accept this invitation,
please follow the link below.

John Smith's invitation to 360 Portal

360 Portal allows you to perform Actions to help process your current application
more efficiently.

If you have any questions about 360 Portal or this invitation - please contact David
Wressell by replying to this e-mail.

Please note that for security reasons, this invitation will expire within 7 days.
Kind regards

360 Portal team

To unsubscribe from these notifications, visit 360 Portal

John, welcome to the 360 Portal!

To securely access the 360 Portal, enter the verification code provided by David Wressell. Once verified, please enter an appropriate password 1o

generate your scoount

Register Once logged in, you can:

The client is asked to enter their email address and choose a password to create a
portal account.

John, welcome to the 360 Portal!

To securely a

generate you,

360 Portal, enter the verification code provided by David Wressell, Once verified, please enter an aporapriate password ta

Register

To finish the registration process, please choose & password for your 360 Portal account
Email david360lc@outlook.com

Password seeseees

oK

Confirm Password sseseee
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Once logged in the client will then be able to access some of portal features. They
can view their Actions, Messages, Budget Planner and Documents, as well having
access to contact their adviser, amend their portal account settings and choose to
Upgrade (see Portal Upgrade section).

Welcome Jack

Getting the most from your portal...

. ' l Send and receive documents and messages. Advance any pending

applications and keep your budget planner up to date Through 'Actions”.

Contact Adviser Account Settings

Upload Document Actlons

When selecting the ‘Message’ tab, they can view any messages and choose to
delete or reply. As below, a message is automatically included as part of the portal
invitation:

[rcios [oocunens
Messages > Welcome to 360 Portal m

56547

From: Dhaneer Popat (Accourt Manager Demo) D845 6592 360
Date: 19 December 2016 15:51

Dear Jack,

360 Portal allows you and Dhaneer Popat to process applications faster by removing unnecessary paperwork
and hassle of sending sensitive materials via post through Actions. In additlon, you have access to:

Your Personal Digital Vault

Allows you to receive and store any file safely and securely.

Flexible Messaging

Find, contact or Skype your Financial Adviser on the go or arrange for them to contact you directly.
Security

Peace of mind that 360 Portal uses the same high-level encryption and security measures used by your bank
and other financial institutions.

If you have any questions about 360 Portal, please do not hesitate to contact me.

Sending an Action

Clicking on ‘Create Action’ will give you the ability to send specific actions into the
Portal for the client to complete - all of which is fully audited against the 360 case
record.
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X
ﬁ Case ID - 4077031 gﬁ m‘ & /ﬁ"\B
- | =
- — Create Action  Send Message  Invite Client  Update Client Timeline View
- Portiolio Invite Sent - Mr John Smith )
Assels Sent by David Wressell on 19/11/2020 14:29 =
! ! Propertes, Savings, Imvestmentzand Persor=
Pratection

# Life, Income and B&C
5. Financial Commatments
=] Mogeges and Other Commitmants
-£. David's Estale Agents
T John Smih (17/04/2020)

Add Mew Case Action

Action Details

Action Details

\ihat item do the actions relate to?

By when should the dlisnt complets the sctions?
1200772017

Recipient

Mr Jack Jones - Awaiting User Registration
Invite sent on 05/07/2017 is awaiting user registration

Sender

From

Select the chent who will receive and have to complete the actions.

On behalf of:

Brand:

Back lext

Caneel

Version 1
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Within Action Details you can first
state which section of the case record
the action relates to, when the action
should be completed by, which client it
needs to be sent to (if multiple clients
exist), who the action is from, if it is on
behalf of someone else and select the
applicable branding (if multiple brands
are present on your 360 database).
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Add New Case Action
Additional Information
Client fact find cannot be sent to a sale or case

Guide: To Dur Services

Please select a file to send do:? Lietime-Mongages-1.pdf

Requited By: | 12072017 G5
Terms of Business
Please select a file to serd'-do':_e L PP - e ey
Required By: | 12072017  [i3)
]
Required By: | 12072017 G5

Selecting ‘Next’ will then allow you to
pick a group or individual actions you
would like to send to the client into their
portal. Grouped actions are shown in
bold (e.g. as per the Pre-appointment
Pack.)

When selecting ‘Next’ the Additional Information page may allow you to select
the appropriate document relevant to the action (as there may be multiple
document versions related to one action) and amend the ‘Required by’ date of

individual action.

Add New Case Action

Summary
These actions retate fo:

(=) Guide To Our Services

Additional Instructions:
Additonal instruchions can be entered

ifetime-Mortgages- 1 pdf Required by: 120772017

) -
{#) Terms of Business

Addstional Instructions:

Business docx Required by: 1210772017

| Back |[ SendMow | [ Cancel |

Version 1
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Within the Summary page you can
insert an action heading and additional
instructions can be added through free
text, if required.

When choosing ‘Send Now' you will
then see each Action that has been sent
into the Client Portal.
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EEEEDR oo mn

16 Case 10 - 407031

- e e e

Sent to Mr John Smith
Psquestis by [iwid Wressel on 19
Fnquired By 261072020

enuest: Proof of 1L

Sent to W John Smith

Rsguesti ry Civid Wrassed on 19
Poagured by 261172000

1100 1434

HPE 1434

Sent to M John Smith
Rsguissti by [urvid Wisssssl 60 19,
Rgured By 26/1072000

R st- Proof of addre
Sent to Mr Jshn

smith
Ruguistis try Cavid Wressel on 19,
Ragured by 261100

100 1434

L0 1434

Sent to Mr John Smith
Ruguestes by [uvid Wiessel on 19,
Ragured by 26/1172000

{17000 1434

et by D Wressell o 19/11/2000 14:2%

Portal View (Actions)

Posting Actions into the Client Portal will send an automatic email and SMS

message to the client alerting them that an action requiring attention has been

sent.

Dear John,

B Messages 17 min ago

360 Portal

Hi John,You have 2 action(s) waiting for
you from David Wressell . on 360 Portal. To
view these, visit portal.360lifecycle.co.uk/?
messagelLogld=d82a2643-f527-433a-bf27-9

96f0ed44eal?

MARK AS READ

You have 2 action(s) from David Wressell. By viewing and processing these Actions
on 360 Portal, you can help your adviser process your application more efficiently.

View your actions

If you have any questions about 360 Portal or this message - please contact David
Wressell by replying to this e-mail.

Kind regards

360 Portal team

To unsubscribe from these notifications, visit 360 Portal

When the client next logs into the portal, they will immediately be directed to any

outstanding actions. If needed, they can close this screen and click on the ‘Actions’

tab at a later point, to again see any outstanding actions.

Version 1
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Actions

Tto3of3

v Document Upload Required By: 15/10/2025

From Callum Bennett-Morgan.

Upload -.

sendpocuments

v ]G - Upload new Doc Required By: 15/10/2025

From Callum Bennett-Morgan.

]G - Upload new Doc

Uploaded Documents m V‘
Send Documents Send to Adviser
y E x j fdsafsd X
~ Document Upload v

Completed On: 09/10/2025

1t030f3

Depending on the action type, the client will either ‘Download’ or ‘Upload’ the
required documents. If the adviser has requested it, the client can choose ‘Send
Acknowledgement’ to confirm they've received the document.

If the action type is to upload a document, a pop-up Mmessage will appear from the
client’s view, prompting them to press ‘Send to Adviser’:

One more step required

Your upload has completed. When you have uploaded all requested documents you need to click the "Send To
Adviser" button to share with your adviser.

o

Version 1 Page 12 of 28 [Public]
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Actions

Tto3af3

v Document Upload Required By: 15/10/2025

From Callum Bennett-Morgan.

Upload - .

sendDacumene

v ]G - Upload new Doc Required By; 15/10/2025

From Callum Bennett-Morgan.
1G - Upload new Doc
Uploaded Documents Upload

Send Documents

&?E * &'h:isahd a

 Document Upload

Complered On: 091042025

1to3af3

Within the portal completed Actions are displayed GREEN.

| o) e (x|

il oo o -} o £ G
I | e e O e Tt i
T rantiim

— Coempilstad: Gudde To Our Serdoss - Lifetime-Mortgagis- | pdl

Sk 5 Jah b

n""“" Rl by SO0 Liwiniow o DN MAT 1LY

" T Cormgieted iy W Back Jves o EERZHLT B3 13

e bemagmmymin E
Wi
et Acoephind Irvile - My Dk boness
O DRSARENF 13

im0

Rapaest: 10 - W
Tt S My Ich e

sl Ty S0e Loviidy 40 3500 AT 1R
ity RLACRILT

Recpost: Terms. of Butineds - Terms of Busiiss doo
daw g W Lk

Engurmbed by Sl vy on SWOTIEAT 15012
Erguerd by | LATFIT

nEals LEa

The completed action will also be displayed as GREEN within the 360 case record.

If you choose to ‘Cancel’ the Action from within the 360 case record then this will
turn grey and be removed from the portal. You also can manually ‘Complete’ any
outstanding Actions, for example if the client sent a requested document via an

Version 1 Page 13 of 28 [Public]
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alternative method. Again, completing any outstanding Actions will remove this
from the Portal.

| voozad 03 Jores (x|

BB Cee - 7m0z P G
r 2 i
Update Client  Reset Password | Timedine View

Completed: Guide To Our Services - Lifetime-Mortgages-1. pdf
Sent b Mr Jadk Jones
ested by Scoft Loveday on 05/07/2017 15112
Completed by Mr Jack Jones on 05/07/2017 15:15
=
=
View

Client Accepted Invite - Mr Jack Jones
On 05/07/2017 15:15

Request: Terms of Business - Terms of Business_docx
Sond to Mr Jack Jones

Requested by Scott Laveday on 05/07/2017 15:12

Cancelled by Scokt Loveday on 05/07/2017 15:16

Request: 1D - 1D

Sent to Mr lack Jones

Requested by Scott Loveday on (/072017 15:12
Fequired by 12/07/2017

Complete Ca

| Request: Gulde To Our Senvices - Lifetme-Mortnages-1.pdf

Actions displayed as RED, mean they are overdue.

]| oaisere x|

1“
g .ﬁ Case D - 2189251
:
)
= Request: ID - ID
E a Protec Sent to Mr Charles Seinls
= s Requested by Dhan Deme 1 on 05/04/2047 16:45
H Financil Commaments Required by 12/04/2017
B Complete  Cancel

W achised Sde (306502017

| P A Requect: Barrowing to Buy - barrowing to remortgage.doo
B trodce (2803120 17) Sent o Mr Charles Seinla

Fequested by Dhan Dama 1 on 05/04/2017 156:45

Required by 12704/2017

Complcte  Cance

Request: Terms of Business - Terms of Business.docx
Sent Lo Mr Charles Seinka

Requested by Ohan Dama 1 on 06/04/2017 16:45

Required by 12/04/2017

Complete Ca

Request; Guide To Qur Services - Lifetime-Mortgages-1.pdf
Sant to Mr Charles Seinla

Requested by Dhan Dema 1 on 05/04/2017 16:45

Required by 12/04/2017

Complele Cancel

Key Colours for Actions

e Blue: the action is still outstanding but has not reached overdue stage.

e Grey: the action has been manually cancelled and therefore the client does
not need to complete the action.

e Green:the action has been completed either by the client or the adviser has
manually chosen to ‘complete’ the action.

e Red: the action is outstanding and overdue.

Version 1 Page 14 of 28 [Public]
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Different Views

Timeline view: This will show all contact in terms of invites, actions and
messages. (All dated and time stamped, with most recent displayed at the
top.)

Outstanding Actions: This will show all blue actions.

Overdue Actions: This will show all red actions.

Completed Actions: This will show all green actions.

Messages: This will show all messages sent and received via the Portal.
Invites: This will show all client invites (usually only one invite will be sent at
the beginning of the process).

Portfolio Shares: This will show any portfolio updates into the Portal or 360
case record (the Portal will need to be upgraded for this to be applicable -
see ‘Portal Upgrade’ section).

Document Shares: This will show all documents shared via the Portal.

Sending a Message

Paste

Version 1

From Scott Loveday
- | G Behalf of
Send
Ta

Subject

This is whese you Mestage goetu..

Sending a message into the portal

Sagoa L 12 Mae == 7
sz 2 & i
B U

______

[
Attach File | High Importance

can simply be done by choosing
‘Send Message’ and will bring up the
box like this.

You can attach documents if you

Mr Jack Jones

Subject Here

wish.

You do not have the ability to cancel
a message once it has been sent, as

you can with an action.

Page 15 of 28 [Public]

[09/10/2025]



(] 0.
ISMS-SD27-A05-12-01-Procedure

° .
Information Classification Procedure > 360 IlfeCyCIe

Portal View (Messages)

x
Cose 15 - 2306103 ﬁ | ' a7 fams ]

- N | o 'suivene e

T Portfoio

LB kv Subject Here

gy i Senl 1o M Jack Jors

I ‘Sent by Scott Loveday on 05/03/2017 15:20
=

- e i This = whers you message G06s...—..

(£ wortgage Revewins07/20AT) Vi ey

Completed: Guide To Our Services - Lifetime-Mortgages-1.pdi
Gel te M Jack Jongs

Raquested by Sooft Loveday on 05/07/2017 15:12

Compheted by Mr Jack Jones on 05/07/2017 15:15

iy

On 0S/07/2017 15:15

Request: Terms of Business - Terms of Business. docx

Sent to M Jack Jonss %
Pequsted by Solt Leveday o 05/07/2017 15:12 |‘ =
Cangeiled by Sooft Loveday on 05/07/2017 15:16

Client Accepted Invite - Mr Jack Junes ‘

The client can view the message from the ‘Messages’ tab in the portal.

M eS S a g e S Conta ott Lovec count Manager Demao )
Subject From Date
“ Subject Here 05/07/2017
Scott Loved
| w BB subject Here A 05/07/2017
~ Welcome to 360 Portal 05/07/2017
- v i Scott Loveday
i i e e Account Manager Demo (0845 6592 360) SIcE

Tto2ef2

The client will have the option to reply and see that the message has been
successfully sent.

M essages Contact Sc count Manager Demo )

Sent
Your message to Scott Loveday has been sent.

Subject From Date
w Re: Subject Here 05/07/2017
S e | T You 05/07/2017
Faal to: Scort Loveday (Account Manager Demo )
| W i SubjectHere S e 05/07/2017
Version 1 Page 16 of 28 [Public]
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Any messages sent from the portal are shown in 360 Lifecycle and where you will
be able to ‘View’ or ‘Reply’ to the latest message.

Create Acwon  Sand Message & Clier Update

f
gV

g

Resat Password Timeline View

Re: Subject Here

Sent 1o Scott Loveday

Sent by Jack Jones on 05/07/2017 15:26
This is the reply sent from client partal

[A

Subject Here

Sent to Jack Jones

Sent by Scott Loveday on 05/07/2017 15:20
Thits s where you message goes.......

View Reph

Completed: Guide To Our Services - Lifetime-Mortgages-1. pdf
Sent to Mr Jack Jones

Reguested by Scott Lovaday an 05072017 15:12

Complebed by Mr Tack Jones on 05/07/2017 15:15

(=]

View

Portal Upgrade

The client can upgrade their portal by selecting the ‘Free Upgrade’.

Free Upgrade

By upgrading, you'll have access to the portfolio that provides a clear summary of your finandal Why u pgrade?
situation, including your total net worth; regular property valuations (if applicable); and tools such
as the Wealth Projector where you can see how your portfolio can grow through to retirement. + Advance your application quickly

* Securely send and receive documents
* Review and update your budget planner

* Receive regular messages about your
application

Your Portfolio

Complete your portfolio to see all of your products in one easy financial summary and gain access to tools such as the Wealth Projector where you can
see how your portfolio can grow through to retirement.

Add any properties to receive regular free property valuations that update your total net worth Add
Mortgages
Add any mortgages to see how you liabilities are balanced against your assets. m

This means they will have further tabs to select from such as My Wealth, Portfolio
& Concierge and with a range of additional portal tools available. On upgrading,
this will display any portfolio items from within the 360 case record and allow future
portfolio changes to be shared between the Client Portal and 360 case record (or
vice versa).

Version 1 Page 17 of 28 [Public]
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Free Upgrade Complete
Getting the most from your portal...
I' . & . The 360 Portal
The 360 Portal places your financial data in a safe and secure
Contact Adviser My Wealth environment. Using the 'Actions’ tab will help Dhaneer Popat process

any applications faster with minimum fuss. The 'My Wealth' tab allows

you to review and update your total net worth.

"

Account Settings Add Portfolio ltem

Update Client

**This is applicable where the client has upgraded their portal account viathe ‘Free
Upgrade’.

The Update Client option allows changes to the Portfolio items in a 360 case
record to be shared directly into the Client Portal. The portfolio section of a 360 case
record will hold existing Assets, Protection & Liabilities for a client, through either
business you have completed or other existing arrangements. Recording the
information within the 360 FactFind will automatically update the portfolio section.
However, you can also manually add and amend portfolio items from the case
record. For further information on how to amend or add items in the Portfolio
Manager section of a case record, please refer to the 360 Advisor manual or contact
the 360 Support Team.

When choosing to ‘Update Client’ please note that any changes within the
portfolio section of the case record will automatically be taken through to the
portal for the client to then be able to accept or reject. This information will also
impact the portal balance sheet & net worth. It is strongly recommended you
check the information on the case record is correct, including the items showing
in the Portfolio Manager section before choosing ‘Update Client’.

Once you are happy with the portfolio information showing and any changes
made, select the ‘Update Client’ option. This will automatically send an email and
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text notification to the client regarding changes made to the Portal portfolio,
prompting them to access the Portal to view the amendments and where they can
then choose to accept or reject any changes.

| 0002308103 Jores (x|

Case D - 2302103 Iin i T

o ﬁ f,‘)ﬁi‘ m ""“I'\L I
A N | . e .k s s
o - T Porifolic

[ gp— Re: Subject Here

| i Sent to Sott Loveday

& £ sromcion Sent by Jack Jones on 05/07/2017 15:26

| *~{§§ Pnand Commiments This is the reply sent from client portal

1M Adwised Sale fa5/07/2017)

L% koot noad, sz ina Chd s

() Mortgage Revien{15/07/2017)

Subject Here
Sent to Jack Jones
Sent by Scott Lovedsy on 05/07/2017 15:20

Thiis & where you message goes........

Completed: Guide To Our Services - Lifetime-Mortgages-1.pdf
Sent to Mr Jack Jones

Requested by Scott Loveday an 05/07/2017 15:12

Completed by Mr Tack Jones an 05/07/2017 15:15

ae_"

View

Processing Portfolio Updates from the Portal

When your client sends you a message from within the Portal; has made relevant
portfolio changes post upgrade; uploaded documents directly into the
‘Documents’ section or chose to ‘Update Advisor’, you will receive a notification
within 360 Lifecycle as shown below:

I———— This notification can be seen within 360 Lifecycle's
... -...

g

Office and Advisor. An adviser can have a default

MyFinancecentre | Launch Advisor administrator set within 360, so that a notification can
Updates (1) ~ System

‘ool Show Updates
Refresh MFC Updates

be picked up and processed by either, ensuring a
quick response to your client if necessary.

Once you have clicked onto the notification, this will take you directly into the client
record and into the Client Portal screen to view the updates received.
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Reset Password

If required, you have the ability for a portal account password to be reset. When
choosing ‘Reset Password’ an email will be sent to the client with a hyperlink to
reset their portal password. A text message will also be sent with a verification code
so the password can be changed.

Password reset request Complete >

o Password reset request was successful

System Maintenance: Create a New Action

*Please note — you may may require the ‘System Admin’ Role to access Case

actions/Case Action Groups*

To create new Case Actions that can be sent into the portal, you simply need to go
to 360 Office and click Maintenance, General and ‘Case Actions’ (please note that
this is permission based and generally your system administrator will perform).

- - F |
= 3
o ﬂ @ -" W _~—.';jJ
nager User Access | General| Clents Compliance  Custom
Groups v " d Reports

[EESREERE — ‘. Appointment Types
Event Types
Lead Types
Lead Sources
Payrnent Frequency
Cace Actions
Case Action Groups

Ubgemfual Links

Standard Letters

Mail Merge Templates

Creating a new action will allow you to pick an ‘Action Type' (whether you would
like a client to Read and Acknowledge, Upload Document of Type or Download,
Sign and Return). Relevant brand logos can then be selected along with a title and
description which will be displayed in the Portal.
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Depending on which ‘Action Type’' selected when creating a new action, you will
get the option for ‘Case Document’ or ‘Standard Document’.

Case Document: This option will provide a drop-down when sending the action, to
select the document from the Case Record.

Standard Document: This is a document you upload to the action.

Case Action Definitions

Borrowing to Buy
iCheckmyfile - CreditReport e |
file - Credit Report Upload

ree 1 Brand | 360Lifecyde

Credit Report
Credit Report Test
DPN

Fact Find PDF

Fee A

Fee Agr
Guide To O

ervices

Health Questionnaire Document Selection
DD

IDD - £399

CheckmyfileLink.pdf Ipload
Latest Payslip
Mortgage Statement s
P60
Proof of address

Proof of ID

jation Report
ent

System Maintenance: Creating an Action Group

You can create a group of actions which will collate and create several Actions at
the same time. For example, a Pre-Appointment Pack could hold multiple
documents you would like the client to upload or download and acknowledge.

In order to create new Case Action Groups that can be sent into the portal, you
simply need to go to 360 Office and click Maintenance, General and ‘Case Action
Groups’ (please note that this is permission based and generally your system
administrator will perform).

You will have the ability to put various existing Actions under one Action Group and
Relevant Brand logos can then be selected along with a Description which will be
displayed in the portal.
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| Case Action Group Definitions ||

Action Definibons
| Buy to Let Pack | x
Pre-Appointment Pack ‘) H
First Time Buyer Pack Action Group
Recommendation Pack T
Description |Buy to Let Pack
Arand | 360 Dotnet
Actions
Available Included
3 months Paysips Guide To Our Services
Borrowing to Buy Proof of address
Client Agreement Proof of ID
Complete Fact Find Terms of Business

Fact Find PDF

Guide To Our Services

Mortgage Statement

Proof of address > I Up
Proof of ID

Recommendation Repart << | Down
Tax Overview '

Terms of Business

Your lustration

Default Message Templates Appendix

The following provides a listing of automatic messages generated by the Client
Portal platform for standard communications.

New User Registered

Used when a new invitation is generated by the portal, exposing Actions, Messages,
Documents, and the budget planner.

Example email
Dear Jack,

360 Demo has provided you with access to 360 Portal. To accept this invitation,
please follow the link below.

Jack Jones invitation to 360 Portal

360 Portal allows you to perform Actions to help process your current application
more efficiently.

If you have any questions about 360 Portal or this invitation - please contact 360
Demo by replying to this e-mail.

Please note that for security reasons, this invitation will expire within 7 days.

Kind regards,
360 Portal Team
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Example SMS

Dear Jack, 360 Demo has provided you with access to 360 Portal, your unique
verification code to register is: 1234567

Consumer Action Notification

Generated when actions have been created in 360 and pushed to the portal.
Example Email

Dear Jack,

You have 3 action(s) from 360 Demo. By viewing and processing these Actions on
360 Portal, you can help your adviser process your application more efficiently.

View your actions

If you have any questions about 360 Portal or this message - please contact 360
Demo by replying to this e-mail.

Kind regards,
360 Portal

Example SMS

Dear Jack, you have 3 action(s) waiting for you from 360 Demo on 360 Portal. To
view these, visit portal.360lifecycle.co.uk

Document Notification

Generated when document(s) have been sent to the client from 360.
Example Email

Dear Jack,

You have received 2 document(s) from 360 Portal. You can securely view these on
360 Portal by following the link below.

View your documents

If you have any questions about 360 Portal or this message - please contact 360
Demo by replying to this e-mail.
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Kind regards,
360 Portal

Example SMS

Dear Jack, 360 Demo has sent you 1 document(s) on 360 Portal. To view these, visit
portal.360lifecyle.co.uk

Message Notification

Used for messages that have been generated by the adviser into the Portal.
Example Email

Dear Jack,

You have received a message from 360 Demo. You can securely view this on 360
Portal by following the link below.

360Portal

If you have any questions about 360 Portal or this message - please contact 360
Demo by replying to this e-mail.

Kind regards,
360 Portal

Example SMS

Dear Jack, 360 Demo has you a message on 360 Portal. To view this, visit
portal.360lifecycle.co.uk

Invitation Reminder

Sent one day before the 7-day (notional) expiry period elapses.
Example Email

Dear Jack,

Your access to 360 Portal is due to expire within the next 24 hours. 360 Portal
allows you to perform Actions to enable 360 Demo to continue with your
application.
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Jack Jones invitation to 360 Portal

If you have any questions about 360 Portal or this message - please contact 360
Demo by replying to this e-mail.

Kind regards,
360 Portal

Example SMS

Dear Jack, you only have 24hrs left to access 360 Portal! Visit
portal.360lifecycle.co.uk to continue.

Outstanding Actions Reminder

Sent one day before any outstanding actions are required by the adviser.
Example Email

Dear Jack,

You have 1 action(s) outstanding from 360 Demo. Processing these action(s) will
enable 360 Demo to continue with your application.

360 Portal

If you have any questions about 360 Portal or this message — you can contact 360
Demo by replying to this e-mail.

Kind regards,
360 Portal

Example SMS

Dear Jack, you have 1 action(s) outstanding on the 360 Portal from 360 Demo. To
complete these, visit portal.360lifecycle.co.uk

Reset Password (Portal)

Password reset request generated by the consumer where they've used the Portal
Account authentication method.

Example Email
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Dear Jack,

You are receiving this message because a password reset was requested on 360
Portal.

If you requested this then please reset your password by clicking the link below.
Reset your password

Kind regards,
360 Portal

Example SMS

Dear Jack, your unique verification code to reset your password is: 1234567.

Portfolio Change Notification

Generated if an applicable change has been made to the consumers’ 360 portfolio
record and shared via ‘Update Client’. Note portfolio changes will only be visible if
the client has chosen to ‘Upgrade’.

Example Email
Dear Jack,

360 Demo has made changes to your portfolio. You can view and accept or reject
these changes on 360 Portal to keep your financial summary up to date by
following the link below.

360 Portal

If you have any questions about 360 Portal or this message - please contact 360
Demo by replying to this e-mail.

Kind regards,
360 Portal

SMS Content

Dear Jack, 360 Demo has made changes to your 360 Portal portfolio. To view these,
visit portal.360lifecycle.co.uk

Message Type “Email _ sMs |
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New User Registered v vox
Consumer Action v v
Notification

Document Notification v v
Message Notification v v
Invitation Reminder (6 v v
days after initial invite

Outstanding Action v v

Reminder (1 day before any
outstanding actions are required)

Portfolio Change v v
Notification
Reset Password v v *

* Used to send validation codes as part of the two-method authentication

Client Portal Reports

Client Portal reports can be found in 360 Lifecycle Office and are located
within the 'Reports' on the left-hand side of your screen.

These can be accessed by clicking on the 'Reports' tab and scrolling down
to 'Client Contact Reports'

r
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=
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=
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=
(=}
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e

The following reports are available:

||_:| Client Contact Reports

|:| Actions Qutstanding
|:| Actions Overdue
|:| Actions Received

----- [ Actions Sent

e Actions Outstanding: This provides you with a list of actions within the
Client Portal which have been sent but not yet completed. Includes overdue
and non-overdue actions.
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e Actions Overdue: This provides you with a list of actions within the Client
Portal which have been sent but not yet been completed and the ‘required
by’ date has passed.

e Actions Received: This provides you with a list of actions within the Client
Portal which have been sent and completed either by the Client, or the
Adviser has clicked the ‘Complete’ option within a 360 Lifecycle case record.

e Actions Sent: This provides you with a list of actions within the Client Portal
which have been sent regardless if they are overdue, completed or

cancelled.

Information Classification Procedure

Document Classification Public

Document Ref ISMS-SD27-A05-12-01

Version 1

Dated 09 October 2025
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