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Introduction

The object of this manual is to provide you with the necessary
navigational support in order for you to invite your clients

to the portal and communicate with them directly from the
client record within the HLP CRM.

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 HLP CRM you will require the ‘MFC’ role
which can be added against your staff member record (This
is obtained via HLPartnership). An email address will also be
required and added to your staff member record if there isn’t
one already.

The following process assumes you have an internet
connection. Begin by double clicking on the Office OR
Adviser lcon which should be located on your Desktop.

Your login page should now open, similar to this one. *This
manual is based around logging into and using 360 Lifecycle
‘Office’™

360 Lifecycle - Office

User name
: [
LPartnership
P: d
Ofﬁce SSSWOr
5.13.17257.1

' Login Cancel
e
B

T e Copyright © 360 Dotnet Ltd 2007 - 2017

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




Invite Client to the Portal

Click on *Case Search’ within HLP CRM Office or click on Please confirm with the client the mobile number & email
‘View Case’ on HLP CRM Adviser, it will open up the case for address is correct (Located in Case ID) in order to utilise
client with all sale details as shown below: full functions of Client Portal. You must have entered the
client email address & mobile number for the invite to be
successful.
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Invite Client to the Portal

By clicking on “Client Portal’ this will bring up the screen
similar to the one below and from where you can invite the

client(s) to the portal:
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To first send a portal invitation click on ‘Invite’. You have
the option to include documents as part of the invite as well
(Assuming documents are already uploaded against the case).

Send Documents? ﬂ

o Do you wish to include documents in the invite?

e [ e || e

Where documents are already attached against the case
record you have the ability to select which document(s) to
include with the invitation.

Please select the dot to send | x |
1
[7] DRIVE 2017 - Life Policy despatch (03/02/2017) -
[~] DRIVE 2017 - Remortgage appointment (13/01/2017) E
[F] DRIVE 2017 - Life Policy despatch (13/01/2017)
[F'] DRIVE 2017 - Remortgage appointment (13/01/2017)
[F] DRIVE 2017 - Remortgage appointment (13/01/2017)

] Recommendation Report (10/01/2017)

['] Online Fact Find (10/01/2017)
[~ Income Protection Requirement Shortist (10/01/2017)
|1 Income Protection Sourcing Results (10/01/2017) ot
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You will receive a message displayed showing invitation has The portal invite will be date & time stamped against the case
been successful. If for any reason the invite is unsuccessful, record as an Action.
please check that the clients email & mobile are correctly
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Invite Client to the Portal

The client will receive an email with the portal hyperlink
included and also be sent an activation code by SMS to their
mobile number. The invite will last 7 days but can be re-sent
from the 360 case record at any time.

artnership co uk <hip@myfinancecentre coma
ser 17 hars inwited you to join HLP Portal

Tue b
ia

To  lan Merrman

o(_lu(l here to dewnload prctures. To help protect your privacy, Outhook prevented automatic dewnload of some pictures in thes message.

Dear Texry,

DemoUserl7 has provided you with access to HLP Portal. To accept this mvitation,
please follow the hnk below

Temy Test's mvitation to HLP Portal

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

If you have any questions about HLP Portal or thes invitation - please contact
DemoUserl7 by replymg to thas e-mail.

Please note that for secunty reasons, this mnvitation will expire within 7 days.
Kmnd regards
HLP Portal team

Te wmautecie Som theve petiScmion, visit

The hyperlink within the email will direct the client to your
portal registration site where the activation code sent by SMS
can be entered in order to register.

Terry, welcome to the HLP Portal!
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The client is asked to enter their email address and choose a
password in order to create a portal account. Alternatively
if the client holds a Yahoo, Google or Windows Live account
then if preferred they can use this existing account without
creating a portal account.
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Terry, welcome to the HLP Portal!

PEIBL E1er e vr e Cie frinded by Dermisirier 17 DR verend, BAERSE EMET 0% Moy DI iate fastnctl 1

ncians your L Port accomsnt with ane of 2w Tured provadery shown without hang 1o gerency 4 prssword

Register Alternatively

P frvsh the regrratcn grocets, plesus chases 3 passeard for yous WD Sartal scczure

Email an@hipartnership.co.uk
S |
Fassword sssesssssssss 5
| Very Strng

Confirm Password sssssssssssss

g et o o thee prowdars

Once logged in the client will then be able to access some of
portal features. They have the ability to 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).

= e xR ® MG % 35Chnt-bortilpd R~ WPpoa neme A % (L

BENEEN Actions § Messages | Budget Planner

Welcome Terry
ks

Getting the most from your portal...

Senid il fecenve BoCLEERTS and rassages. Advande dny perding

applications and keep your budget planner up to date Though ‘Actions




Invite Client to the Portal

When selecting the ‘Message’ tab they have the ability to view
any messages and choose delete or reply. As below a message
is automatically included as part of the portal invitation.
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Messages > Welcome to HLP Portal K T

From: DemaUsert? (PDemcy DB456592360

Date: 03 October 2017 11:13

Dear Tery,

HLP Portal allows you and Demollser17 to process applications faster by removing unnecessary paperwork
and hassle of sending sensitive materiaks via post theough Actions. in addition, you have access to:

Your Personal Digital Vault
Allows you to recenve and store any file safely and securely.

Flexible Messaging

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

Security

Peae of mind that HLP Portal uses the same high-level encryption and security measures used by your bank
and other financial institutions.
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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 HLP CRM case record.

DODTMIMT jomes - 360 Ly - Ooice - a x

B ANl o 17 S St
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Trvibe Senk - Mr jack jones =
Sert by Dhasser Pogut a0 15/10/2018 1408

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 HLP CRM database).

Ak Hiarke Cae Action [ x |

Action Details

Action Details
\What item do the actions relate to?
=
By when should the client complete the actions?

10102017 [is]

Recipient
Sebuﬁucﬁeﬂlmwimmdhmwwmwm

[ Mr Terry Test - Registered Portal User v]
Registered Portal User since 03/10/2017

Sender
From:
| DemolUseri7 7
On behalf of:
I 7
Brand:
| HLPDeme -
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Sending an Action

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 would be shown in bold type.
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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.
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Sending an Action

Within the Summary page you have the opportunity to insert
an Action Heading and Additional Instructions can be added

through free text if required:
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When choosing ‘Send Now’ you will then see listed each
Action that has been sent into the client portal.
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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.

Vo v 1 s metng oo yous bom Dasessliuar T on WL Fortsl - Mrssage (+TML) Tm -

W On-Lime Potres.. 4 T Manager Yo - 3 “. r a’}’ Hrind Q
oo . Cageo fno T Dz

T Cramaem W M on -

[romir e Seiect

o b 8 dcaammams] maiting for you o Diemsokdsen 17 oo HLP Portal

Dheas Terry

You bave recened § docementis) from Demoiiver]l 7. You cam secusely view these on
HLP Postal by following the hak bedow

Niew vous decesnenty

1f you have any questions abost HLP Poral e th message - please contect

Demallserl 7 by rephymg b this e-mail

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.

Dear Terry, DemoUser17 has sent you a
message on HLP Portal. To view this, visit
https://hlp.myfinancecentre.com?messag
elLogld=ef4bd4c8-9e34-4b90-baf9-
c2b2a599c276
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Portal View (Actions)

The client when next logging into the portal will immediately
be directed to any outstanding Actions. If needed they can
close this screen and at a later point simply click on the
‘Actions’ tab to again see any outstanding Actions.

=n % - % * B — HUP Pond o BT % R

Actions

Raguired By 10162017

please
Upload - Bacnk Statement
=,
,

Depending on the Action type the client will either
‘Download’ or ‘Upload’ the required documents and ‘Send
Acknowledgment’ or ‘Send’. This will then complete the
outstanding Action.

Br < x i x ,_ %) — PPt Heme R X

& Da ytinancecentracom

Acticns

Pieirse BIOvite the st 3 MO worth of wage S5ps pleate
Uploaded Documents
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4

w Bank Staternents Required (3 manths)

From Demotisert?.
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Portal View (Actions)

Within the portal completed Actions are displayed GREEN. The completed Action will also be displayed as GREEN within

|~ HU Portal: Home 1111 % | o

From DemoUsertT.

Uploaded Documants
Documents Sent

the HLP CRM case record.
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Portal View (Actions)

If you choose to “Cancel’ the Action from within the HLP CRM
case record then this will turn grey and be removed from the
portal. You also have the ability to manually ‘Complete’ any
outstanding Actions, for example if the client sent a requested
document via an alternative method. Again, completing any
outstanding Actions will remove this from the portal.

B & &> FIm

Creste Acbon  Send Message - Updste Clhent  Reset Password Timatne view

Completed: Guide to our Services - Guide of our Services.doox
Sd!lniipdlhnu

IRequested by Dhaneer Papat on 19/10/2016 15:15
‘Completed by Mr jack jones on 19/10/2016 15:26

g

Completed: Mortgage Factsheet - borrowing to buy.docx

mnwnﬁm
Requested by Popat on £9/10/2016 15:15
‘Completed by Mr jack jones on 19/10/2016 15:22

8]

Request: Proof of Address - Proof of Address
s-:mwm:m-

Reguested by Dhaneer Popat on 19/10/2016 15:1%
Cancaiad by Dhanwer Popat on 20/10/2016 12:03

Request: Mortgage Factshest - borrowing to buy.doox
S-whrnl*)m- = - 4=
by Ohaneer Popat on 19/10/2016 1515 ‘_v|

Compited by o 120 s o 19/ 1012016 1653 e

Actions displayed as Red mean they are overdue.

Create Action  Send Mesmage o0 Updute Chent  Reset Password | Teneine Ve

Request: Proof of 1.D - Proof of 1.0u I_
Sant 1o Mr fack Jones T

FRegquested by Dhaneer Popat on 20/10/2016 12:05

Fegured by 20/10/2018

Cangiste Ganced

Completed: Guide to our Services - Guide of our Services, docx
Seme 1o Mr

Pogat on 19/10/2016 15:15
Completed by M Jack Jones oa 15/10/2016 15:26

Completed: Mortgage Factsheet - borrowing to buy.docx
Sent to Mr Jack jones

Fequested by Dhaseer Fooat on 18102016 15:15
Completesd by Mr Jack Jons on 19/10/2016 15:22

g

e

Request: Proof of Addness - Proof of Address
Sent 1o Mr jack jomes

Feguested by Dhanear Pooat on 1vnmau 13 15
Cancelled by Dhanesr Papat en 20/10/20

\—




h

HLPartnership

. ii_]‘

Key Colours for Actions

Blue - The Action is still Outstanding but has not reached
overdue stage.

Grey - The Action has been manually Cancelled and
therefore the Client does not need to complete the Action.
Green - The Action has been Completed either by the client
or the Adviser has manually chosen to ‘Complete’ on the
Action.

Red - The Action is Outstanding and Overdue.

Different Views

Timeline View - This will show each and every contact in
terms of Invites, Actions and Messages, all date 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.
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Sending a Message

Sending a message into the portal can simply be done by
choosing ‘Send Message’ and will bring up the box similar to
the below. You have the ability again to state who it's From, if
it’'s On Behalf of anyone, who it’s To and the Subject. You can
also attach documents if you wish.
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You do not have the ability to cancel a message once it has
been sent as you can with an Action.
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Portal View (Messages)

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

e O T (Y
Messages | ottt 200 |

Subject From Date
~ Random Discussion o017
Demolisert?
| w Bl random Discussion o2
~ Weicorne 1o HLP Portal 0371072017
Oematisert?
owvoaon?

I I a Wi o 3 L il e

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

= X Xim

Messages
Messages | coxcsaosnousertzpernen) |

Date

Subject From

~ Re: Random Discussion 03/10/2017

o~ Dertctiuert?
W g Rendem Dacumuen Wity
v Welcome to HLP Portal aeno?
Dersciiuert?
L

-
’v\-ﬁ IR o PO DRS4S T

Vo 2ats
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Portal View (Messages)

Any messages sent from the portal are shown in the HLP
CRM and where you will be able to ‘View’ or ‘Reply’ to the

latest message.
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Portal Upgrade

The client has the ability to upgrade their portal by selecting
the ‘Free Upgrade’.

T —— - omm
8 & ADR =

= 7
I ! Terry Test [USRRUBRRSORN Contact DemcUser17

Free Upgrade =
i e i ittt W L
ks

it Pipainh Croierine mihere pins £an e Rew poss Ptk £an T thrsugh £ resremer. DY TURITR——

& Securety serd and receve documenns

® B and updne pous butget planes

o Favee cegiar meisges s s
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Your Portfolio

Cammelete oo povtboles i see o of your Srodudss i e ey Rl ey B i BeE5 10 ook aach i e Wiralth, T yecsas et you o
S0 Pava ot s a0 o ST 5 et et

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 HLP CRM case
record and allow future Portfolio changes to be shared
between the client portal and HLP CRM case record (or vice
versa).

= % L. X %7 - b L
€08 =

Welcome Terry

Getting the most from your portal...

The HLP Portal

The HLF Portal places your financlsl data in & safe and secure

envIrommeD. Using the Actions” tat will help DemoUser] 7 process aoy

applications faster with minimem fiss. The My Wealth' tab slows you to

review and update your tatal net worth.
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Update Client
This is applicable where the client has upgraded their portal Once you are happy with the Portfolio information showing
account via the ‘Free Upgrade’. and any changes made then select the ‘Update Client’
option. This will automatically send an email and text
The Update Client option allows changes to the Portfolio notification to the client regarding changes made to the
items in a HLP CRM case record to be shared directly into the portal Portfolio, prompting them to access the portal to view
client portal including documents as selected. The Portfolio the amendments and where they can then choose to Accept
section of a HLP CRM case record will hold existing Assets, or Reject any changes.

Protection & Liabilities for a client, through either business
you have completed or other existing arrangements.
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Recording the information within HLP CRM Factfind will

automatically update the Portfolio section however you can [ — S & | |2 e
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" s Re:: Random Discussion

manually add and amend Portfolio items from the case record 5l A R
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also. For further information on how to amend or add items
in the Portfolio Manager section of a case record please refer
to the HLP CRM Advisor manual or contact the 360 Support
Team.
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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’.
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Processing Portfolio Updates from the Portal

When your client sends you a message from within the portal,
has either made any relevant Portfolio changes post upgrade
or uploaded any documents directly into the Documents
section and chooses to ‘Update Adviser’ you will receive a
notification within the HLP CRM as shown below:
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This notification can be seen within HLP CRM Office and
Advisor. An adviser can have a default administrator set
within HLP CRM in order that a notification can be picked
up and processed by either the Administrator or the Adviser,
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.

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 b4

o Password reset request was successful
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System Maintenance - Create a hew Action

In order to create new Case Actions that can be sent into Creating a new Action will allow you to pick an Action Type
the portal, you simply need to go to HLP CRM Office and (whether you would like a client to Read and Acknowledge,
click Maintenance, General and ‘Case Actions’ (please note Upload Document of Type or Download, Sign and Return).
that this is permission based and generally your system Relevant Brand logos can then be selected along with a Title
administrator will perform). and Description which will be displayed in the portal.
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A brand new action can be created by clicking the icon with
the white cross on the green circle and a new template is
simply created.
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System Maintenance - Create an Action Group

You have the ability to 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 HLP CRM Office and
click Maintenance, General and ‘Case Action Groups’ (please
note that this is permission based and generally your system
administrator will perform).
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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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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

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

Example SMS

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

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

SMS Content

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

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

Dear Jack,

View your documents

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

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

Message Notification
Used for messages that have been generated by the advisor into the portal.
Example Email

Dear Jack,

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

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

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.

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 Portall Visit portal.360lifecycle.co.uk to continue.
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Default Message Templates Appendix

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 re-plying 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
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Default Message Templates Appendix

Reset Password (Trusted Provider)

Password reset request generated by the consumer, but the portal recognises the client has used a trusted provider
(i.e. Google, Yahoo, Outlook) and informs them of that user.

Example Email

Dear Jack,

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

Your 360 Portal account was created using your Windows Live account.

Please use the link below then log onto 360 Portal using your Windows Live account.

If you have forgotten your Windows Live password then please reset this directly with Windows Live.

360 Portal

Kind regards
360 Portal
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Default Message Templates Appendix

Reset Password (Portal)

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

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 unigue verification code to reset your password is: 1234567.
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Default Message Templates Appendix

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

NewUserRegistered

R

ConsumerActionNotification

DocumentNotification

MessageNotification

SN IS |S
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Invitation Reminder {6 days after
initial invite

Outstanding Action Reminder (1
day before any outstanding
actions are required)

PortfolioChangeNotification

ResetPassword

* Used to send validation codes as part of the two method authentication
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CONTACT:
The Partner Support Team

Email: support@hlpartnership.co.uk
Office: 01903 602 664

01118 v1.0




