
Step 1:  On the left side, click
“Manage Leads”.  All purchased

leads will appear.

Step 2:  There are different
filters you can select to view

your leads.

Step 3:  Click the drop down to
change the status of the lead.
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Step 4:  We encourage you to do
a disposition on all of your

leads!

Step 5:  To view a lead, click
“Template”.

Step 6:  You are able to view or
print the lead.
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Step 7:  If you submit a policy on
the lead, you will need to change
the lead status to “SOLD”.  This
is very important to make sure

the lead doesn't get resold. 

Step 8:   You will need to submit
the policy number and carrier.  
The policy and carrier must be
recorded for the lead to not be

resold.

Step 9:  Once all information is
entered, click “Save”.
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