TPTracker® communications
This user-guide covers features of TPTracker which help users
comply with GDPR regulations when sending ‘Marketing
communications’ or ‘Communications for legitimate business
purposes’.
Summary
Fields are available in ‘Communication preferences’ for holding information on
each person:
(a) Their preferred method for receiving communications from you and
whether there are any methods they specifically do not want you to use.
(b) Whether they have consented to receive marketing communications and
how/when they gave that consent, or withdrew it.
When you create a communication in TPTracker, you will be asked to select
whether it is a ‘Marketing communication’ or not. If not, then TPTracker will treat
it as a ‘Legitimate business communication’ as defined by the GDPR regulations.
If you define your communication as a ‘Marketing communication’, TPTracker will
only allow you to select recipients from those who have positively given their
consent.
In the case of ‘Marketing’ emails or text messages, these will then automatically
include an ‘Unsubscribe’ option in each message which links to the ‘Consented to
receive marketing communications’ field in the recipient’s personal details.
For ‘Non-marketing’ communications, TPTracker will allow you to select recipients,
regardless of whether they have positively given their consent or not. In this case
emails or text messages will not include an ‘Unsubscribe’ option.
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1. Consent to receive marketing communications
Go to ‘Profiles > People > View > Profile > Contact preferences’
Note that these fields may be populated automatically from your housing management database, in
which case they would be greyed out and cannot be edited in TPTracker.
The fields are also linked to the ‘Unsubscribe’ option included in ‘Marketing’ Emails and SMS messages
sent from TPTracker, and will be automatically updated if the recipient clicks this option.
1.1. Default - Consent not given

If someone has neither given, nor withdrawn their consent to receive marketing communications,
then TPTracker will treat them as not having given their consent.
On screen:
The ‘Consent given to receive marketing communications’ field will be unticked.
The ‘How given/withdrawn’ field will show ‘Consent not given by default’.
The ‘Date given/withdrawn’ field will show today’s date.
Where this data is included in any reports or Excel downloads from TPTracker:
The ‘Consent given to receive marketing communications’ field will show ‘Not consented’.
The ‘How given/withdrawn’ field will be blank.
The ‘Date given/withdrawn’ field will be blank.
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1.2. Consent given

Response to email sent

If someone has given their consent to receive marketing communications, then these fields can be
edited to record this.
On screen:
The ‘Consent given to receive marketing communications’ field can be ticked.
The ‘How given/withdrawn’ field will show whatever was previously entered and should now be
over-written to record how they gave their consent.
The ‘Date given/withdrawn’ field will show today’s date or whatever was previously recorded,
but should now be edited to show the date they gave their consent.
Click the green ‘Save Changes’ button to amend the record.
Where this data is included in any reports or Excel downloads from TPTracker:
The ‘Consent given to receive marketing communications’ field will show ‘Consented’.
The ‘How given/withdrawn’ field will show the text you entered.
The ‘Date given/withdrawn’ field will show the date you entered.
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1.3. Consent withdrawn

If someone withdraws their consent to receive marketing communications, whether they had
previously given their consent or not, then these fields can be edited to record this.
On screen:
The ‘Consent given to receive marketing communications’ field can be unticked (if previously
ticked) or left unticked (if previously showing default settings).
The ‘How given/withdrawn’ field can be over-written to record how they withdrew their consent.
The ‘Date given/withdrawn’ field can be edited to show the date they withdrew their consent.
Click the green ‘Save Changes’ button to amend the record.
Where this data is included in any reports or Excel downloads from TPTracker:
The ‘Consent given to receive marketing communications’ field will show ‘Not consented’.
The ‘How given/withdrawn’ field will show the text you entered.
The ‘Date given/withdrawn’ field will show the date you entered.
If someone clicks the ‘Unsubscribe’ link in a ‘Marketing’ Email or SMS message sent from TPTracker,
then these fields will be automatically updated to show ‘Consent withdrawn’.
In this case, the ‘How given/withdrawn’ field will show the communication reference of the message
to which they unsubscribed.
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2. Sending communications from TPTracker
2.1. Emails
Go to ‘Communications > Email’

When creating an email through TPTracker it will by default be classified as ‘This is a marketing
communication’.
This will mean TPTracker prevents selection of people who have not consented to receive such
communications and that an ‘Unsubscribe’ option will be automatically included in the email
communication.
If you change this default setting by unticking ‘This is a marketing communication’, then the
communication created will be treated as for your ‘Legitimate business interests’.
Nobody will then be filtered out on the basis of whether they have given, not given or withdrawn
their consent to receive marketing communications, but other communication preference filters will
still apply.
An ‘Unsubscribe’ facility will not be included in the communication.

2.2. Text messages
Go to ‘Communications > Text/SMS’

When creating a Text/SMS message through TPTracker it will by default be classified as ‘This is a
marketing communication’.
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This will mean TPTracker prevents selection of people who have not consented to receive such
communications and that an ‘Unsubscribe’ option will be automatically included in the SMS
communication.
If you change this default setting by unticking ‘This is a marketing communication’, then the
communication created will be treated as for your ‘Legitimate business interests’.
Nobody will then be filtered out on the basis of whether they have given, not given or withdrawn
their consent to receive marketing communications, but other communication preference filters will
still apply.
An ‘Unsubscribe’ facility will not be included in the communication.

2.3. Letters
Go to ‘Communications > Mailing’

When creating a postal communication through TPTracker it will by default be classified as ‘This is a
marketing communication’.
This will mean TPTracker prevents selection of people who have not consented to receive such
communications.
If you change this default setting by unticking ‘This is a marketing communication’, then the
communication created will be treated as for your ‘Legitimate business interests’.
Nobody will then be filtered out on the basis of whether they have given, not given or withdrawn
their consent to receive marketing communications, but other communication preference filters will
still apply.

2.4.Including ‘Unsubscribe’ in communications
TPTracker will automatically include an ‘Unsubscribe’ option in ‘Marketing’ emails and texts sent from
TPTracker.
Clicking ‘Unsubscribe’ in an email or SMS message will send a signal back to TPTracker which will then
automatically:
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Untick the ‘Consented to receive marketing communications’ field for that person and record the
date and communication reference;


Send an email alert with the person’s personal details to a nominated email address, plus up to
two cc email addresses. These email addresses can be set up using the screen below:

2.5.Including links to ‘Privacy policy’ and/or ‘Contact us’ in communications
Go to ‘Communications > Setup > Message defaults’.
Hyperlinked text can be included in the body of an email or text message, and also in the signatures
or footers of an email by preparing the text, including the hyperlinks, in ‘Word’ and copying/pasting it
into the ‘Message defaults’ screen as required.
This facility can be used to add links to your organisation’s ‘Privacy policy’ or ‘Contact us’ pages in
your website, if you wish.
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