
Updating Lead Status for Distribution 

Step1: To update your leads as you progress through the booking process, click on the lead 
under the 'Customer Business' section. This will then give you access to the variety of tabs 
to update your lead. 

 

 

Step 2: In addition, you can promptly update the status of your lead by clicking 'New Lead' 
under the Business Details tab. This will give you access to a quick status drop down menu 
(see screenshot below). 

 

 

  



Step 3: Be sure to always click the 'SAVE' button in the top right corner above 'Customer 
Business' after updating your lead. 

 


