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The purpose of this User Guide is to provide users with guidance on how to create and manage leads.  
The guide has been split into a number of sections for ease of reference: 
 
· Creating a Lead 
· Importing Leads 
· Managing Leads 
· Completing a Lead – Not Proceeding 
· Re-opening an Abandoned Lead 
· Completing a Lead – Converting to Client 
· Lead reporting 
· Deleting a Lead 
 
Creating a Lead 
 
From the Start Page  click on Create New Client.  Alternatively, you can click on New Client  within the 
‘Browse’ window on the left hand side  
 

 
 
This will open up the following screen where basic client details can be entered. 
 

 
 
· Applicant details  - enter the first and (if required) second applicants name 
· Initial Product Required  – select Mortgage or GI/Protection which will set the relevant fact find within 

the Fact Find screen.  If left blank the fact find can be set manually later 
· Business Source  – select the appropriate source of business which can used for Management 

Information purposes in the Reports  area. 
· Code/Ref  – a reference can be entered for internal use.  This can be left blank. 
· Data Protection – select whether the client wishes to opt in or out of receiving future mailings from 

the Key.  This can be left blank and completed on a following screen 
· Create as Lead  – select Yes to create the applicant as a Lead 
· Introducer  – click on Search  to record an Introducer against the client record.  This information can 

be used for Management Information purposes in the Reports  area.  This can be left blank or 
completed in a later screen 
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Once the initial page has been completed click on Create Client.   
 
The Client Contacts > Main Details  page will then be displayed where additional details can be entered.  
 

 
 
Once the Main Details tab has been completed as required click on the Additional Information  tab 
where additional information can be entered. 
 

 
 
Note:  There are no mandatory fields on these screens and any information not available can be 
completed at a later date via the Client > Contact  screen. 
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Once the Additional Information  tab has been completed click on the Lead Details  tab and fill in any 
relevant details on the Information  tab.  NB: any information entered onto this screen will b e 
automatically transferred to the Fact Find when the  applicant is converted to a Client. 
 

 
 
Next click on the Lead Management  tab where additional details can be entered 
 

 
 
· Lead Status  – This will default to Lead Received  but can be amended throughout the lead 

management process 
· Initial Contact Made  - this is the date that the client was first contacted whether by phone, email or 

face to face.  When converted to a client this date will appear on the front of the Fact Find 
· Create New Task  – this allows a task to be created for the client which can be reviewed in the 

Admin > Task/Diary area



4 v3.6 Jun 11 

 
· Lead Cost details  – this allows additional details of the lead cost and any refunds to be recorded as 

seen in the screen below 
 

 
 
· Worklist  – this will display a Worklist if one has been created in the Setup > Workflow  area.  For 

guidance on creating Worklists refer to the separate guide How to Create Your Own Worklists   
· Convert to Client  – click on this button to convert the Lead to a Client (see separate section below) 
 
 
Importing Leads 
 
As well as the manual input process detailed above it is also possible to import multiple leads using the 
Client Search > Import  function.  A new data destination of “Leads” has been added to facilitate this 
process.  Once imported the Leads can be managed via the Client area. 
 
For further details on the importing of Leads please refer to the separate user guide Importing of 
Clients, Contacts & Leads  which can be found at http://www.thekey.uk.com/sesame_thekey.aspx  
 
 
Managing Leads 
 
Once manually input or imported the Lead can be managed through the Client > Contact > Lead Details 
> Lead Management  tab.  Firstly locate the specific lead as follows: 
 
Click on the Client  option and select Type = Leads . 
To view open Leads select Sales Process = Open. 
To select Leads which have been marked as Not Proceeding select Sales Process = Abandoned 
To select all Leads select Sales Process = ALL 
 
Highlight the required Lead then click on Open Client 
 

 
 
Once opened click on the Lead Details  tab and Lead Management .  The Lead Status  can be updated 
manually as the lead progresses or can be updated through the use of the Worklist (where a worklist has 
been created within your firm).
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The Create New Task  button can be used to create a Task which can be reviewed in the Admin > 
Diary/Tasks  area 
 
 
Completing a Lead – Not Proceeding 
 
In the event that a Lead is not due to proceed to Client stage the Lead Status  can be updated within the 
Lead Management  tab.  Select an appropriate “Not Proceeding” status then Exit. 
 

 
 
This will automatically update the Lead to “Abandoned ”.  To view Leads that have been abandoned 
navigate to the Client > Client Search screen and filter as follows: 
 
Type = Leads . 
Sales Process = Abandoned 
Then click on Search 
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Re-opening an Abandoned Lead 
 
Leads that have been Abandoned can be reopened.  To reopen the Lead, open the Lead then navigate to 
Client > Admin .   
 

 
 
Click on the Open button and a message box will be displayed.  Click OK to confirm that you wish to start 
a new sale and the Lead will be amended to an Open Lead 
 

 
 
The Lead Status will need to be amended to reflect the current position.  To update the Lead Status  
navigate to the Client > Contact > Lead Details > Lead Management  tab and select the appropriate 
status from the drop-down list. 
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Completing a Lead - Converting to Client 
 
To convert a Lead to a Client open the Lead and navigate to the Client > Contact > Lead Details > Lead 
Management  tab.  Click on the button Convert to Client> . 
 

 
 
A warning message will be displayed.  Click Yes and the Lead will be converted to a Client.   
 

 
 
Any mandatory fields not completed as part of the lead creation will be highlighted and will need to be 
completed before proceeding e.g. address, postcode, date of birth, service provided. 
 

 
 
Complete any missing information and when finished click on Exit  to save the information and return to 
the main Client screen. 
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Click on Fact Find,  which will display the Fact Find Summary screen for the newly created client where 
the fact find can be started.  Any data entered through the Lead creation process will be pre-populated 
into the Fact Find.  A client note will be recorded to show the date and time the Lead was converted to a 
client. 
 

 
 
Lead Reporting 
 
There are two ways to produce Management Information on Leads that have been created within the 
Key: 
 
· Reports > New Business > Lead Report 
· Reports > Queries > Leads 
 
· Reports > New Business > Lead Report 
 
A standard report entitled Lead Report  has been created within the Reports > New Business  area. 
 

 
 
Select an appropriate date range and the Adviser(s) required and then click on Open in Excel . 
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The Excel report details all Leads that have created on the Key showing the Adviser, the date the lead 
was added, the current status of the lead and, where the lead has been converted to a client, the 
timescale to conversion. 
 

 
 
 
· Reports > Queries > Leads 
 
The Reports > Queries  function provides more flexibility to report on Leads and allows additional fields 
to be selected to appear within an Excel report. 
 
Click on Reports  then Queries  and select Leads  as the Query Type .  Select any appropriate filters and 
then Run. 
 

 
 
This will produce a Results Table showing relevant data associated with any leads created which can be 
exported into Excel by using the Export  button.  The Results Table can be customised to add or remove 
columns by clicking on the Click here to customise results  link. 
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Further details on the Reports > Queries  function can be found in the User Guide Query Reporting in 
the Key  which can be found at http://www.thekey.uk.com/sesame_thekey.aspx  
 
 
Deleting a Lead 
 
To prevent deletion of leads in error, a Lead cannot be deleted when it is Open. 
 
To delete a Lead select the required Lead on the Client > Client Search  tab (Type = Leads ) and click 
Delete (NB: Delete permission is required to use this function which is controlled through the Setup > 
Users  area by a firm’s System Administrator).  
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Where the Lead is open the following message will appear: 
 

 
 
Click OK, open the Lead and navigate to the Client > Contact > Lead details > Lead Management  tab.   
 
Select a Lead Status  beginning with Not Proceeding  and click on Exit  to save. 
 

 
 
Once the Lead has been closed return to the Client >-Client Search  screen and select the Delete 
button.  Click OK to confirm deletion of the Lead. 
 

 
 


