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1.0 Introduction 

 

This plugin enables us to track customer interests, pair agents with specific 

clients, and provide thorough lead analysis and reporting.  

We can efficiently identify preferences, assign dedicated agents, and gain 

insights through analysis tools. Additionally, it records customer lead status 

(e.g., 'Arrange Demo,' 'Demo,' 'Quote,' 'Successful'), ensuring precise 

tracking of interactions and progress across stages. 
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2.0 Installing the Plug-In 
 

1. Go to Tools > Plug-In Manager  

2. Click on the “Install” button.  

3. Browse for the related .app file (LeadManagement)  

4. A new window will prompt with some basic information of this plug-in.  

5. Click on the “Install” button again to proceed.   

6. A confirmation message will be prompted after that.  

7. Click “Yes” to confirm the installation.   

8. A success message will appear after the plug-in is installed correctly.  
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3.0 Assign Access Rights 
 

1. Go to General Maintenance > Access Right Maintenance  

2. Locate the “SL Plug-In” and click on the "+" icon next to it.  

3. Locate the “LeadManagement” and click on the "+" icon next to it.  

4. Click on “LeadManagement” and proceed by clicking “Set Group Access Rights”.  

5. In the pop-up window, navigate to “Admin”. (Example)  

6. Change the “Don’t change” status to “Add”.  

7. Click on “OK” to save changes.  

8. Click on “Yes” to apply the Access Right to the rest of the sub commands.  
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4.0 Lead Status Maintenance 
1. Go to Lead and press Lead Status Maintenance 

2. Click the “NEW” button 

3. Fill in the information 

4. Press the “OK” button 

NOTE: Lead Status that created can be use in the Lead List Entry 

NOTE: Lead Status that created can be categorized under Lead Stage 
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5.0 Lead Stage Maintenance 
1. Go to Lead and press Lead Stage Maintenance 

2. Click the “NEW” button 

3. Fill in the Information 

4. Press the “OK” button 

(NOTE: Lead Stage can be use to categorized when Lead Status create) 
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6.0 Lead Source Maintenance 
1. Go to Lead and press Lead Source Maintenance 

2. Press “New” button to create new Lead Source 

3. Fill in the Lead Source and Description and press “OK” button 

4. Press the Referral that create just now and Click the “Details” Button 

5. Then will pop-out a window, click the “NEW” button to create the details for the referral 

person. 

6. Fill in the information and click “OK” 

(NOTE: Step 4-6 is to create the details person who referral) 
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7.0 Sales Agent Maintenance 
1. Go to General Maintenance and press Sales Agent Maintenance 

2. Click on the “New” Button 

3. Fill in the Information and Click “OK” Button 
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8.0 Filter Sales Agent Maintenance 
(Below will explain first how to create new user and explain how to use Filter Sales Agent 

Maintenance) 

 

1. Go to General Maintenance and press User Maintenance (Create User) 

2. Click the “NEW” Button 

3. Fill in the information 

4. Press “+” button at the User Group 

5. Choose Admins 

6. Click the “SAVE” Button 

 
 

 

 

7. Go to Lead and press Filter Sales Agent Maintenance 

8. Press the user that created and press “Edit” button 
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9. Tick the sales agent that you allow the user to check  

(Note: User that I create just now is ‘Michael’, I have tick Jack, so Michael can only view 

Jack Sales Agent) 

10. Click the “SAVE” button 
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8.1 Login In the new User and setup the filter 
Now Login in the new user account that created just now 

1. Type the User ID and password and Login 

2. Go to General Maintenance and press Access Right Maintenance 

3. Click “+” on the SL Plug-In 

4. Click “+” on the Lead Management 

5. Click on the SL Plug-In and press “Set Group Access Rights” button 

6. Press the user that created and ‘Select’ change to add 

7. Press “OK” button 

8. Press Yes when the pop out message “Apply this setting to all sub commands?” 

9. Click the row “View All Sales Agent” and untick the users that you created (for my user 

that create just now is Michael) 
10. Click “Apply” 
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9.0 Lead List Entry / Lead Maintenance 
 

1. Go to Lead and press Lead List Entry 

2. Click the “NEW” Button 

3. Fill in the information (For example Lead Source is Referral, Source Detail can choose 

people that you create) 

4. Right Click on the Completion Task and Press “Add” 

5. Fill in the information 

6. Press “SAVE” Button 

(NOTE: At the Completion Task, the Lead Status that created can be Add) 
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9.1 Post To Debtor 
If Debtor Code is not Information, need “Post To Debtor” 

1. Click the Lead Maintenance that created and click the “VIEW” Button 

2. Click the “Post To Debtor” and fill in the information 

3. Click the “SAVE” Button and click “Refresh” button to refresh it 
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10.0 Reassign Agent 
1. Go Lead and press Lead List Entry 

2. Choose the Lead Maintenance that created and press “View” Button 

3. Press the “Reassign Agent” Button 

4. At the Sales Agent Column choose the new agent that want to assign  

(Example: another agent created is WEIJIA) 

(7.0 has teaching how to create new agent) 

5. Click the “SAVE” Button 
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11.0 Pay Commission 
1. Go Lead and press Lead List Entry 

2. Choose the Lead List Entry /Lead Maintenance that created and press “Pay Commission” 

Button 

 (Note: if commission already paid) 

3. Tick the Pay Column and Press “OK” button 
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12.0 Dashboard 
1. Go to Lead and press Dashboard 

2. Report will show out 
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13.0 Multi-Dimensional Lead Analysis 
1. Go to Lead and press Multi-Dimensional Lead Analysis 

2. Can drag the column customize 

3. Press the “Inquiry” button 

 


