retail

Correct as of 17/05/18 _ ‘ ‘
o Drefreshmgly simple multichannel

Managing Customer Data in Connect

This is a guide on how to manage customer’s personal data within Connect. (Please note: any customers
shown in the screenshots within this document are for documentation purposes and are not real customers
or addresses).

Contents:

1. Object to processing
Archiving old accounts
Removing customer data

Consent statements

vk W

Filtering & reporting on consent preferences
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Object to Processing

H=

If a customer wishes to object to processing Customers
1 | then either open the CLU on the till or open
the customer’s window in the back office.
B G E=H F=8 5
W A A 0 Name Post Cade Biometric
County Email Account Ref
Marketing Opt-in | [All]  ~ Source | [All] » Gender | [All] -
DOE between |17/05/1918 | v and 17052018 |
Account Status | [ Hide account details ] | v
. . Customer Type | [ All] v
Double click the customer that would like to
Consent Accept | [ All] -
. . ,
object to processing. You don't need to scroll (o Taq ite Selecte] &
Name Telephone Mabile Address Line 1
H Abbey Batey 04177 671 770 286 Runnymede Way A
2 down the list here you could search at the top e BC7ElZ e
. . . . Abbey Brotherston 05957 621 548 910 Parkside Road
of this window for name, email or anyth|ng Abbey Campbel 08020 296 404 721 Rostherne Way
Abbey Crawford 03501 383 778 08484 616 252
Abbey Curnow 02538 241 835 182 Sunrise Way
relevant to that customer. abbey Goddard e 925 Lomesmater Road
Abbey Gudgeon 08242 702 728 967 Burnet Lane
Abbey Hill 04981 824 687 114 Rostherne Lane
Abbey Jenkins 04125 170 725 75 Glanrafon Road v
Row 2 of 4412
Export Customer Mabile Numbers Export to Connect Email Marketing Activity
P
olliEa]a
MName Abbey Brotherston @ Accourt Details
|Loyaky ID Credt Limk (£) Total Spand: £0.00
Account Ref Terms (days) [Account Bdmer: £0.00
Type General Public v Discount (%) Lovalty Paints: 0
VAT Cod= Ti - Standard Rate VAT v
VAT Exempt
VAT Number @ website Access

This should bring up the customers details.
Underneath the 'VAT Number' field, you
should see a tick box titled '‘Object to
Processing'. Simply click this box.

Object to Processing [
Consent
Sage Ref

07 Billng Address

Alistair Merry

910 Parkside Road, Strathnaver, Tonbridge, Cambridgeshire, KQ32 ...

Tel: 05957 821 548

7] Default Delivery Address

[Same as biling address]

Email Address +y.brotherston@hotmai-106. com
Passward

Accessto Websie | Ful Access v

@ Demographics

Marketing Opt-in ~
Marketing Source: v
Gender v
Date of Birth 31/12/0002 v

You will receive a confirmation message to say
that the customer will no longer be available
for processing in Connect or on an integrated
IR website.

Confirm customer objection

x

'9' Please be aware that by continuing this customer will no longer be available for processing in Connect or on your website/s

Cancel

Click the save icon at the top of the window
(you should notice this is now illuminated)
and click the cross in the top right hand corner
to close the window.
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Result: This customer will no longer be able to login to an integrated IR website, and if the customer tries

to re-register with the same email address on the website they won't be able to as they have objected

from processing. The customer will also be excluded from any customer reports and the CLU. If a

customer changes their mind about objecting to processing you would need re-create the customer.

Archiving old accounts

We can also archive old customer
accounts/data after a set retention period.
This can be changed to whichever period you
wish.

The first thing you will want to do is go to the
back office and click 'Tools' up at the top of
this screen.

2 Click 'Configure’.

Tools Window Help
Active Stock

CrloShiftsS

Channel Centre  CtrtoShitt-W |
Supphiers CuleShiftsV
Discounts CurlShift+D
Statt CurlShift+T
Statf Role CuleShiftR
Customers CtrloShift+C
Options CtrloShift+0
Tags CulShift+G
¥ ShowTags

Defivery Schedule CtrlsShift Ul

Flight Deck CirloShiftoF
Tl Readings  Curl+Shift+R
To Do List
Configure
System Options
Expand the folder titled 'Global Till referens oo | o Tocaors
Preferences', within this you should see 'Keep [
customer detail in number of months', click on 51 Global Til Preferences | Keep customer detaiin rumber of morth
- @ Allow Exporting Customer Vouchers 54.00
H -..@ Allow Opsrator Ta Price Products Fram BlackBe
th Is. @ Aufo A;ply Pack Size for Stack Transfer Reque
@ Despatch Over Counter Part Payments
- @ Enable Channel Options Price Adj
.. ® Enter Yes IF Company is non TAX Registered
@ Hide Purchase Order Goods-In All Button
. . . . @ Keep customer detail in number of month
3 On the rlght Slde Of the WlndOW yOU Wl” nOW o @ Ma;mumParcantageDiscuunt
. - @ PO Suggest Treat Minus Stock Level As Zera
see a number, the default value is 84 months © Save Pet Medication Dl
@ Show Apply Loyalty Voucher Button
= hav h [
(7 years). 0 Chon Lo oy ot ok
@ Show Vat Exemption Line for Vat Exempt Custi
. @ Sort Bin Location Code on Purchase Order Doc
You can change this to the number of months e Sort By Catogory om Prchane Order Do B
. < >
you like to keep customer data for.
Cancel
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Click ‘OK’ and you should be returned to the
main back office screen again.

[ x|

Click ‘Customers’.

8=

In the customer’s window at the top, you will
now see a small recycle bin icon with a
warning sign on it.

Cusktomers
<=/ Customer [E=H =S
U = B A O Name Post Code Biometric
County Email Account Ref
Marketing Opt-in | [AI] Source | [Al] | » Gender | [All] v

DOBbetween |17/05/1918 | v | and 17/05/2018 | v

Account Status | [ Hide account details ] |
Customer Type | [Al] v

Consent Accept | [ All] v

[No Tag Filter Selected] &

6 Name Telephone Mobile Address Line 1
Abbey Batey 04177 671 770 286 Runnymede Way ~
Abbey Baxter 02939 551 323 388 Crossways
Abbey Brotherston 05987 821 548 910 Parkside Road
H H H ! Abbey Campbel 08020 296 404 721 Rostherne Way
If you hover over this, it will say 'Remove all P BB e
. . 1 . . Abbey Curnow 02538 241 835 182 Sunrise Way
historical customers'. Click this. abbey Goddard e $28 Loweswster Road
Abbey Gudgeon 08242 702 728 967 Burnet Lane
Abbey Hill 04981 824 687 114 Rostherne Lane
Abbey Jenkins 04125 170 725 75 Glanrafon Road v
( : T - o ‘ >
Row 2 of 4412
Export Customer Mobile Numbers Expert ko Connect Email Marketing Activity
This will brlng up a confirmation page to | Confirm Custemer Removal x

confirm that you want to remove/archive all
the customers outside of the retention period.

Simply click '/Remove' if you want to proceed.

This will remove all customers outside of your data retention period.

Cancel

This will bring up another confirmation page
with a list of customers that will be affected.

Again if you are happy to proceed simply click
‘Remove’.

@

Cukomer Name

Abbey Batey
IAbbey Baxter
labbey Brotherston
labbey Campbel
Abbey Crawford
Iabbey Curnow
Abbey Goddard
abbey Gudgeon
Aty Hil
Abbey Jenkins
Iabbey Kennedy
IAbbey Kramer
Abbey Lamond
IAbbey Mackiey
Abbey Manks
abbey Manks
\Abbey Manze
Abbey Mendoza
abbey Mendoza
IAbbey Quity
lAbbey Regan
Inbbey Sinclair
IAbbey Stainer
Iabbey Turner
IAbbey Walsh
Abbey White
labbey white
IAbbie Fanton
IAbbie Gown
|Abbie Heaman

\Abbie Jarvis

Remove Cancel
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Results: All the customers outside of your set retention period's data will be scrambled. They will no
longer show in the CLU or customer reports. If you bring up a transaction for these customers then their
details will also be scrambled on these.

Again, the customer will not be able to login on an integrated IR website. They will however, be able to
re-register with the same email address should they wish to.

Removing Customer Data

If for any reason you need to remove a =
customer or multiple customer’s personal o=
data from Connect then you can do so by Customers
1 | following these steps.

Firstly go to the back office and click the
‘Customers' button at the top.

B i o[
L A A0 Nams Post Code Biometric
County Email Account Ref
Simply highlight the customer(s) you Wish to Marketing Optin | [AI]| v | Source [AI]] % | Gender | [Al] v
. DOB between |17/05/1918 | v | and [17/05/2018 | v
remove. If you hold ctrl and click the B 5o s 1 ]
customers, this will allow you to highlight Cusomer Type (W] [ v
. . . Consent Accept | [ All] v
multiple rows. You can also use shift and click o Tearr et
2 to highlight a range of customers as well. ane Telptone _ |Mobde AddessLne 1
Abbey Batey 04177 671 770 286 Runnymede Way ~
Abbey Baxter 02933 551 323 388 Crossways
Abbey Brotherston 05987 821 548 910 Parkside Road
Abbey Campbell 08020 296 404 721 Rostherne Way
Abbey Crawford 03501 383778 08484 616 252
. . Abbey Curnow 02538 241 835 182 Sunrise Way
Then click the icon at the top that shows by Goddrd 03395 772 500 25 Lowcsmater Road
. . Abbey Gudgeaon 08242 702 728 967 Burnet Lane
Customers with a red cross through it. Abbey Hil 04981 824 687 114 Rostherne Lane
Abbey Jenkins 04125170725 75 Glanrafon Road v
@ ) T T >
Row 2 of 4412
Export Customer Mabile Numbers Export ko Connect Email Marketing Activity
Confirm Customer Removal it

A confirmation message will now come up.

This will remove the customer's details.

If you are happy to proceed, simply press
'Remove’.

Cancel

At this point you may also receive a message
informing you that Connect is unable to
. . ‘e‘ Cannot remove the following custemers as they have transactions within the retention period set in the back office configuration.
4 remove certain customers if they have ,
Abbie Gidney,Abbie Herrera
transactions within your retention period that
you have set in the back office.

Intelligent Retail Limited, Consort House, 42 Bone Lane, Newbury, RG14 5RD
Tel: 0845 680 0126 Support: 0845 680 0127 Fax: 0845 680 0128
Web: www.intelligentretail.co.uk E-mail: enquiries@intelligentretail.co.uk
Registered Company: 5191397

Page 50f 10




CL/v1.1

Correct as of 17/05/18

Result: All the customers outside of the set retention period's data will be scrambled. They will no longer
show in the CLU or customer reports. If you bring up a transaction for these customers then their details

will also be scrambled.

Again, the customer will not be able to login to an integrated IR website. Though they will be able to re-

register with the same email address.

Tip: The difference between deleting customers and archiving customers is that archiving deletes all
customers outside of your retention period where as deleting allows you to delete customers by selecting

them.

Consent Statements

To create consent statements for your stores
or for your integrated IR website then you can
do so by following these steps:

Firstly, go to the back office and in the top
navigation bar click 'File".

Then click 'Customer Consent'.

File Edt Tooks Window Help

Ll Hew

Clase
Clase AN

B Pertom backy

3
¥

-
&

Pertan
Run Maintenance Script
Import.

Price Changer

Puschase Ordes

Print
Print Report
Prink Labels

Print PoS Cards
Prink Sheet Labels

Bt

ClsT.
el
ek

CtrieB.

Ctriet

P
Cerlsk
sl
ey
Ctriet

To create a new consent statement, click the
new icon at the top left of the 'Consent
Statements' window.

If you wish to remove a consent statement
then you can click the bin icon next to the new
icon (please note that you cannot delete a
statement once it is set to live).

* Consent Statements

ujaj o

Title

=8N~

Istve [Al] | v

Title

(Consent Statement 11
Website Statement 1

/2nd pass consent statement

Local Workflow Test (dit)

(Consent Statement Workflow (Website edired)
(Consent statement web test 2

Live

Sat May 05 14:51:24 BST 2018
Sat May 05 BST 2018
Thu May 10 13:29:23 BST 2018
FriMay 11 14:15:21 BST 2018
FriMay 11 15:02:38 BST 2018
FriMay 11 15:06:20 BST 2018

Row 6 of 6
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After clicking new to create a new consent
statement, you will see a few different areas.
On the right hand side you will see all your
sites including integrated IR websites. Simply
tick any site you want to be able to use these
consent statements.

The title is the name of the statement, and
the description will be what your statement
consists of. You can of course, have multiple
statements for a single site or even for
different sites (website or physical store).

i Edit Consent Statement

Title:

Description

Live N

(===
Please select applicable sites:
Al Sikes
- [#] Jungle Juice2
[ Fuzzy Shark
“.o. [ Iron childrenswear

When you are happy with the statement, click
the 'Live' box (please note you can't change
the title or description after ticking the
statement as live, however you can still
change the sites).

¢ Edit Consent Statement

Title

Description

Live Il

(e [= =
Please select applicable sites:
Al sites

i [#] Jungle Juice2

i [ Puzzy Shark

- [ tron childrenswear

Once you tick the 'Live' box, you will get

Confirm Change

X

Ie_‘ Please note that the title and description for this consent statement cannot be changed once it has been made live.

another confirmation page. If you are ready to —
proceed, simply click 'OK'.
=
To note which statement(s) a customer has c
uskomers

agreed to, close the consent statement(s)
window down and open up the 'Customers'
tab again on the back office.
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=/ Customer

FHE- Y ] Name

County

Marketing Opt-in | [Al]| %
DOB between |17/05/1918 | v

Account Status

[o [ [m
Post Code Biometric
Email Account Ref
Source |[All]| v | Gender [Al] -
and [17/05/2018 | v
[ Hide account details ] | v

Customer Type | [All] ~

Consent Accept | [ All] ~

[No Taq Filter Selected] &

. . . Name Telephone Mobile Address Line 1
Double click on whichever customer you wish
8 lAbbey Batey 04177 671 770 286 Runnymede Way “
H \Abbey Baxter 02939 551 323 388 Crossways
to mark as conse ntlng- [Abbey Brotherston 05987 821 548 910 Parkside Road
|Abbey Campbel 08020 296 404 721 Rostherne Way
lAbbey Cranford 03501383778 08484 616 252
|Abbey Curnow 02538 241 835 182 Suntiss Way
lAbbey Goddard 03398 772 800 928 Loweswater Road
|Abbey Gudgeon 08242 702 728 967 Burnet Lane
lAbbey Hil 04981 824 687 114 Rostherne Lane
(Abbey Jerkins 04125 170725 75 Glanrafon Road -
7( T o >
Row 2 of 4412
Export Customer Mobile Numbers Export to Connect Emai Marksting Activity
>
oA als
B Abbey Bratherston @ Account Details
e Credt Limkt (£) Total Spend: £0.00
Account Ref Terms (days) Account Balance: £0,00
s General Public G Discount (%) Lovaky Points: 0
VAT Code T1 - Standard Rate VAT v
VAT Exempt
VAT Number @ Website Access
Crzenire= (W Emal Address +y.brotherston@hotmail-106.com
Consent Password
. . ' ' - Consent
Click the underlined 'Consent' button. This is ecsstovebste |l s 5
9 Sage Ref
1 : P
below 'Object to Processing'. vt wties @ oemogohis
Aistair Marry FEETErET hd
910 Parkside Road, Strathnaver, Tonbridge, Cambridgeshire, KQ32 .. Marketing Source v
Tel: 05987 821 548 Gender S
Dt of Birth tiziooz | v
0] Default Delivery Address
[same 25 biing address]
i
¥ Customer Consent X

This will bring up the 'Customer Consent'
window. To mark which statements the
customer has agreed to, simply tick them. You
10 | will only see statements relevant to your site
here (please note you can see the description
of each statement by clicking them on the
left).

(5]

2nd pass consent statement
Consent Statement 11

Local Workflon Test (et

ooo

Make Live - Pop up should read: Title: Confirm Change -
Body: Please note that the title and description for this
cansent statement cannot be changed once it has been
made ve - Buttons: OK / Cancel

Click the save button at the top of the

11 window.
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On integrated IR websites, you will also see
some changes for managing consent.

You will find that once your website has been
upgraded and logged in that under the
account page there is now a 'Permissions'
button, click this.

12

My Account

This will show you all of the consent
statements you have created for the website
under the 'Website Permissions' header. The
part in bold is the title of the statement and
the part below this is the description.
Customers can tick and untick this as they
wish to update their consent preferences.

13

If the customer has consented to any other
consent statements in a store, these will show
under 'Other Permissions' (please note the
customer can untick these here but will not be
able to re-tick them on the same page as
these are in-store statements).

Website permissions

|i Website Consent Statement
&l This is a Consent Statement for the Website

Other permissions

Please be aware that if you remove your consent for the following permissions
you will net be able to re-accept via this page.

|_| Site 1 Statement
&l I'm a new live statement

At the checkout, you will also see at the
bottom of the 'Secure Checkout' page another
area where customers can consent to these
statements whilst checking out. By default,
these will be unticked (please note we can't
change this to be automatically ticked).

14

Your permissions

|_‘ Website Consent Statement
2l This is a Consent Statement for the Website

=n

Filtering & reporting on consent preferences

1 Go to the back office and click 'Customers'.

=

Cusktomers
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You will see at the top of the customer
window multiple different filters. One of
which is 'Consent Accept'. If you click the
drop-down and select a statement, you can
filter on this to see which customers have
consented to that statement.

= Customer [=[2 =
w2 A0 Name Post Code Biometric
County Email Account Ref
Marketing Opt-in | [Al] | Source [Al]|v | Gender [Al] -
DOB between [17/05/1918 | v | and [17/05/2018 | %
Account Status | [ Hide account detais ] | v
Customer Type | [All] v
Consent Accept | [ All] ~
[No Taq Filter Selected] &
Name Telephone Mobile Address Line 1
Abbey Batey 04177 671 770 286 Runnymede Way ~

Abbey Baxter
|Abbey Brotherston
Abbey Campbell
Abbey Crawford
\Abbey Curnow
Abbey Goddard

02939 551 323
05987 821 548
08020 296 404
03501 383 778
02538 241 835
03398 772 800

388 Crossways
910 Parksids Road
721 Rostherne Way
08484 616 252
182 Sunrise Way
928 Loweswater Road

If you click the PDF icon at the top of this

\Abbey Gudgeon 08242 702 728 967 Burnet Lane

\Abbey Hill 04981 824 687 114 Rostherne Lane

\Abbey Jenkins 04125170 725 75 Glanrafon Road v

7( T o b4

Row 2 of 4412

Export Customer Mabils Numbers Export to Connect Email Marksting Activity
|

Report Submission Options X

Include: (@) All visible rows () Only selected roms

Tags:  [No Tag Filter Selected]

Which Report?

Customer Consent v

Which Date Period?

. . . . . (Z) This Fin Year (®) This Manth (") Today
1 1 1 1
window or go to 'File' and 'Print Report', it will O Last Fi Year O Last Month O vesterday
open up the 'Report Submission Options' (O Specific Date Rangs. .
window. Which Sort Order?
Customer Name w
Show First 0= rows only (0= All)
[ Copy repart content to dipboard
Labels r;_\} Report... Spreadshest... Close
Report Submission x

Select the 'Customer Consent' in the 'Which
Report?' drop down. This will allow you to run
a report on customer consent preferences.

Your report has been submitted and will open shortly.

You may continue to use Connect while you wait.

The report will show the 'Customer Name',
'Consent Title', 'Consent Given Date' and
'Consent Remove Date' headers and details.

Customer Consent
01/05/2018 00:00 to 31/05/2018 23:59
Ordered by Customer Name
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