Reviewing Leads:
1. Once you are logged in, click on the “Leads” tab in the upper left hand corner of your

screen
2. Automatically only leads in which you can still respond to are displayed. You can
filter your leads by the following:
a. Status
i. New —lead is not lost or definite and the response date has not past
ii. Pending —lead is not lost or definite but the response date has past
iii. Closed/Won — leads turned definite where your property was chosen
iv. Closed/Lost — leads turned definite where your property was not
chosen OR the lead was turned to lost business
v. Closed/TBD - leads turned definite but the client has not chosen a
hotel
b. Groups (meeting or tour)
c. Whether you have responded or not
d. Search for leads by Organization or Lead or Lead ID, once your search term is
entered, press tab on the keyboard and the results will be filtered
3. You are able to sort your list of leads by clicking on any of the column headers (i.e.
Meeting Name, Organization, etc)
4. If you select “New” under the “Status” drop-down, it will show only the leads that
you are still able to respond to
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