
How to Cancel Leads In ACM and Cleanup Your Job Grid 

Please Note:  
• Step 4 is very important to complete the process. 
• You must continue to properly cancel unresponsive, bogus, and all duplicate leads in 

Lead Manager as these will affect your booking ratio if not done.  
• Cancelling these leads in ACM does not impact your booking ratio but it can be done to 

clean up your job grid. 
 

Step 1: Open the lead you want to close. Click to open the Business ID information. 

 

Step 2: On the ‘Business Details’ tab, click on ‘Status’ to open your options. 

 



 

Step 3: Select the status from the dropdown menu and click ‘Save’. 

 

 

Step 4: You must click ‘Save’ again below the Customer Details to complete your status change. 
If you do not save there your change will not be complete. 

THIS STEP IS VERY IMPORTANT TO SAVE YOUR NEW STATUS. 

 

 

 



 

Step 5: Use the tabs to sort your leads by status. 

 


