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Introduction 

Welcome to Life Professional’s Lead Management System (LMS) 

The LMS makes it easier for you to work and convert your leads. This web-based software allows you to 
access your leads across devices — anywhere, anytime. 
 
The LMS will help you: 
 

• Focus on selling 
• Get organized 
• Save time and effort 
• Close deals faster 
• Increase sales 

 
The LMS is designed to be simple and intuitive. Within minutes of signing on you will be able to start 
working your leads and building your pipeline. 
 
The LMS enables you to: 
 

• Search and sort leads 
• View the lead details and the original lead card 
• Set and update lead statuses to keep track of your sales progress 
• Save notes within the lead details 
• Print lead images 
• Export lead data to an Excel spreadsheet 
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Quick Start Guide 

1.   Logging in for the First Time 

Your LMS administrator will set you up in the system when you first order leads. Once completed, you 
will receive an email from LMS SYSTEM with a link to finish your account setup. Clicking on this link will 
validate your email and ask you to change your password (the system creates a secure temporary 
password when a new account is created). The link expires in 24 hours, so you need to respond quickly. 
This email may end up in your junk/spam filter, so remember to check there. Once you have completed 
setting up your account, you will be able to log in and access your leads anytime at 
https://lifp.mylms.com using your email and password. 
 

1. Click on the link in the email to complete activation. 
2. Your email will prepopulate in the form with the email used by your LMS administrator to setup 

your account. If you need to change or update this email for any reason, you will need to 
contact your LMS administrator. 

3. You will be asked to enter and confirm a new password. Password requirements are listed 
below the confirm password field. All password requirements must be met.  As each 
requirement is met, the text will turn green and the item will receive a check mark. 

4. Once all requirements are met, click submit to finish activation.  
5. You will see a confirmation message and a button to take you back to the login screen where 

you can now access your leads anytime using the email and password for your account. 
 
 

2.   Get to Know the Homepage 
 

 
Figure 1.  Homepage View 
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a.  The Lead Grid 

The Lead Grid displays your leads on the homepage of the Lead Management System. You can search to 
find specific leads you want to see and customize the grid to display the information you find most 
helpful. The grid shows 25 leads per page but can be updated to show 50 or 100 leads per page as well. 
The default view of the Lead Grid includes:  
 

• Lead ID 
• Lead Date 
• First Name 
• Last Name 

• Address 
• City 
• State 
• Zip 

• County 
• Phone 

 
You can also reorder the columns of the grid by dragging and dropping the columns to suit your 
preferences (See Section 11 - Reorder the Columns in the Lead Grid), or sort the data in the Lead Grid 
columns in ascending or descending order (See Section 12 - Sort the Columns in the Lead Grid). As you 
make changes to the lead grid, they are automatically saved so that the grid always displays your data 
the way you want to see it. 
 
 

b.  Tiles 

The colorful squares that make up the dashboard at the top of the homepage are called tiles. Currently, 
the dashboard features tiles for: 
 

• Total Leads 
• New Leads 
• Appointments Set 
• Sold Leads 

 
The tiles will update with new numbers when new leads are added or when you change a lead’s status. 
 
 

c.  Left Nav 

You can use the sidebar under the logo on the left side of the homepage to navigate the LMS.  Clicking 
on “Leads” will always take you back to the homepage and your Lead Grid.  
 
Under the “Reports” section, there are some basic reports you can run to see the counts of leads by 
certain criteria. You can choose to see: 
 

• Leads by Geography 
• Leads by Agent 
• New Leads by Agent 
 

We will offer more reporting functionality as the system evolves. For now, the Advanced Search and 
Query features offer more report functionality. 
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d.  Advanced Search 

When you click on the Advanced Search bar you can search your leads by: 
 

• Lead Details – search for leads by status or by consumer name and address  
• Project Details – search for leads within a particular mailing/project code, mail card, etc. 
• Geographics – search for leads by state, county, zip code, etc. 
• Demographics – search for leads by gender or age (data must have been entered in the 

database from the lead card by you for this to work) 
 
For searches you will do frequently, you can save and name it as a query so you can easily recall it as a 
report (See Section 13 - Create and Save Queries Using Advanced Search).    
 
 

3.   View a Lead 

The Lead Grid on the homepage is where all your leads will populate. To view any lead, follow these 
instructions: 
 

1. From the Lead Grid, click on the button labeled “View” (Figure 2). 
 

 
Figure 2.  Selecting a Lead to View 

 
 

2. You will go to a lead details page which is separated into multiple tabs. The Contact tab is the 
one you are currently viewing and will be colored distinctly from the other tabs to help you 
know which tab you are viewing. To see the details for the Project or Logs click on those tabs 
(Figure 3a).  The Project tab includes data about the specific mailing or mail project such as a 
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unique code identifying that particular mailing. The Logs tab tracks the activity history for each 
lead such as adding/modifying the contact information, updating lead status, etc. 
 
 

4.   View the Lead Card 

On the lead details page, you can view a scanned image of the original lead card. This will allow you to 
see any additional information written on the lead card by the client.  
 

1. From the Lead Grid, click on the button labeled “View”. 
2. Make sure you are in the Contact tab. If you are not, click on the Contact tab (Figure 3a).  
3. Click on the thumbnail image of the card in the upper right corner (Figure 3b). The LMS will 

open a larger image of the card in a new browser tab. 
 

 
Figure 3.  Viewing the Lead Card Image 

 
 

5.   Add or Edit Lead Details   

As you begin working your leads, the prospect may share information that you want to add to the 
system, such as phone number, email address and gender. It is easy to add this information to an 
existing lead. 
 

1. From the Lead Grid, click on the button labeled “View”.  
2. Make sure you are in the Contact tab (If you are not, click on the Contact tab).  You can add data 

to any of the empty fields. You can also edit some of the data in fields that are already filled.  
3. Click “Save” in the upper right corner to save your updates/edits and continue working with this 

lead.  Click “Save & Close” if you are finished updating/editing the lead and want to return to the 
Lead Grid (Figure 3c). 

 

a. 

b. 

c. 
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6.   Add Notes to a Lead 

If you have any notes you would like to add to a lead, you can add them to the notes field located on the 
Contact tab of the Lead Details window. You can use this field to capture notes that help you track 
workflow or information about the client. Some agents use notes to record first impressions, children’s 
names, and callback reminders. 
 

1. From the Lead Grid, click on the button labeled “View”.  
2. Make sure you are in the Contact tab (If you are not, click on the Contact tab).  At the bottom of 

the tab, you will see a large “Notes” field where you can type your notes (Figure 4a). 
3. Click “Save” in the upper right corner to save your notes and continue working with this lead.  

Click “Save & Close” to exit the Lead Details window and return to the Lead Grid.  Click “Exit” to 
exit the lead details and return to the Lead Grid. (Figure 4b) 

 

 
Figure 4.  Adding Notes to a Lead 

 
 

7.   Update the Status of a Lead 

When your manager or admin adds leads to the system, the leads are marked as “New.” To help keep 
your leads organized it is best to always update the leads’ statuses from New as you work them. As you 
continue to work the leads, you should update their status from “Working” to “Called”, “Appointment 
Set”, and finally “Sold” so that the leads in the “New” status are truly new. Your pipeline projections are 
only as good as your data, so it is important to keep this data current!  
 

1. From the Lead Grid, click on the button labeled “View”.  
2. In the upper right of the Contact tab, you will see a field labeled “Status.”  To update the status 

of the lead, simply click on the down arrow in this field. 
3. Scroll through the list of status options to choose the appropriate one (Figure 5a). 

a. 

b. 
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4. Click “Save” in the upper right corner to save the lead status and continue working with this 
lead. Click “Save & Close” to exit the Lead Details window and return to the Lead Grid. (Figure 
5b). 

 

 
Figure 5.  Changing the Status of a Lead 

 
 

8.   View New Leads Using Search 

You can use the Advanced Search function to view just your new leads. When leads are uploaded into 
the system, they are designated as “New” until you change them to another status (See Section 7 – 
Update the Status of a Lead). If you do not change the statuses of your leads they will always be 
considered “New”. 
 

1. From the Lead Grid, click on “Advanced Search” (Figure 6).  
2. Click on the “Lead Details” (Figure 7a). 
3. Click on the “Status” dropdown menu and select “New” (Figure 7b). 
4. Click on the “Run Search” button at the bottom of the advanced search area (Figure 7c).  
5. The lead grid will update to show you just the leads that match your search criteria (Figure 8). 

 

a. 

b. 
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Figure 6.  Performing an Advanced Search Query 

 
 

 
Figure 7.  Running the Search Query with Selected Variables 

 
 
 

c. 

b. 

a. 
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9.   Print Lead Images 

1. From the Lead Grid you can select the leads you want to print. To select a lead, click on the 
empty check box in the far-left column (Figure 9a).  

2. To choose all leads on the page, select the empty check box in the header row (Figure 9b).  This 
will select all 25, 50 or 100 leads on the current page depending on how many rows you have 
your grid set to show. 

 

 
Figure 9.  Selecting Singular or Multiple Leads 
 
 

 

a. 

b. 

Figure 8.  Results from the Search Query 
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3. If there are multiple pages of leads, you can click “All Pages” when it appears next to the check 
box (Figure 10). This will select all leads in your leads grid and may take a while to load, 
depending on how many leads are selected.  

 

 
Figure 10.  Selecting Multiple Pages of Leads 

 
 

4. If you selected the wrong rows, you can uncheck the box to remove it from the selection or you 
can start over by clicking on the button that reads “Clear Selected” located to the right of the 
“Load Selected” button. The lead grid will remember the leads you have selected until you 
uncheck the box or hit the “Clear Selected” button. This means you build the list you want by 
using multiple searches to easily locate the leads you are looking for. 

5. To load the leads to print, click on the button that reads “Load Selected”.  The number located in 
this button will tell you how many leads you currently have selected in your queue. (Figure 11). 

 

 
Figure 11.  Loading or Clearing the Selected Leads 
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6. Once you click the “Load Selected” button all of the leads you have currently selected will be 
loaded into the grid, and a “Bulk Actions” menu will appear (Figure 12). 

7. To print your leads, click on the words “Print Leads” under the Print/Export section.   
 

 
 

 
8. You have two layout choices for printing leads: printing 1 lead per page or 3 leads per page. 

Select the layout you prefer from the dropdown menu (Figure 13a). 
9. By default, the system will create a dummy image file for any leads that do not have an image. 

You can deselect this option by clicking on the checkmark if you prefer not to create a dummy 
image for those leads (Figure 13b). 

10. Click the button labeled “Print/Create PDF” (Figure 13c). 
11. To exit without printing and return to the bulk actions, simply click the “Exit” button (Figure 

13d). 
 

 
Figure 13.  Selecting Printing Options 
 

 
12. Once you click on “Print/Create PDF”, you should then see a pop-up success message confirming 

your leads have been sent to the print queue.  
 

Figure 12.  Printing Leads 

 

 

b. 

a. 

` ` 

c. 

` ` 

d. 
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 Figure 14.  Success Message after Printing 

 
13. Once the PDF has been processed and your leads are ready to print, you will receive an email 

with a link to download your PDF. The download link is good for 7 days so remember to 
download and print your leads before the link expires or you will need to create a new PDF to 
print them again. You will usually receive your email within a few minutes of your request; 
however, if there are many other print requests ahead of you in the print queue it may take a 
little longer. If you do not see the email, remember to check your junk/spam folder.  
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ADVANCED FEATURES 

10.   Add Data Fields to the Lead Grid View 

You can customize the Lead Grid to your preferences. For instance, you might want to include phone 
numbers or project codes. 
 

1. From the Lead Grid, click on the three dots in the column header of any column (Figure 15a).   
2. A dropdown menu will appear. Click on “Columns” (Figure 15b). 

 

 
Figure 15.  Selecting a Column’s Preferences  

 
3. A flyout menu will appear. The fields with a check mark next to them that already appear in your 

Lead Grid. Select any data fields you would like to add to the Lead Grid by clicking on the empty 
box next to it. (Figure 16) 

 

a. b. 
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Figure 16.  Modifying the Columns that are Shown and Hidden 

 
4. Deselect any fields you would like to remove by clicking on the check mark (leaving the box next 

to the field name empty). 
5. Simply click anywhere on the Lead Grid to exit this flyout menu.  

 
As you make changes to the lead grid, they are automatically saved so that the grid always displays your 
data the way you want to see it. 
 
 

11.   Reorder the Columns in the Lead Grid 

Reordering the columns in the Lead Grid is simple and can save you time by putting the most important 
information up front. For instance, if you are making phone calls, you might want the phone number in 
the column after the name. And if you are making in-person visits, you may want county and address in 
the first few columns. 
 

1. From the Lead Grid, click and hold the cursor on the title of the column you would like to move. 
(Figure 17) 

2. Drag your cursor toward the desired location and release the cursor when you have the column 
over the new position where you would like it to be located. (Figure 18) 
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Figure 17.  Reordering Lead Grid 

 

 
 

 

 
Figure 19.  Lead Grid View after Reordering Columns 

  

Figure 18.  Moving Selected Column 

Phone is now before Address 
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12. Sort the Column Data in the Lead Grid 

You can sort the data in your lead grid to allow you to see your older leads first so you can work them 
before they become stale, or to view leads by county so you can plan in-person meetings. 
 

1. From the Lead Grid, click on the three dots in the column header of the data you would like to 
sort.   

2. A dropdown menu will appear. From the dropdown menu, choose whether to sort the data by 
ascending or descending order. (Figure 20) 

 

 
Figure 20.  Selecting a Columns’ Preferences 

 
 

13.   Create and Save Queries Using Advanced Search 

The Advanced Search features enables you to search your leads and create and save reports or queries. 
The search fields are broken into four categories. 
 

• Lead Details: You can search by lead details such as a lead’s Last Name, Scan Code or Status. 
Searching by lead status can be particularly helpful. If you wanted to see all the leads you 
have scheduled appointments with, for instance, you would search for “Appointment Set.” 
Remember: keeping your lead statuses up-to-date is extremely important. If the data is 
inaccurate, your search results will be inaccurate. The better you are about updating lead 
data, the more robust your searches and reports will be. 

• Project Details: You can search by project details such as Program Type (Final Expense, 
Mortgage Protection, etc.), Lead Type (Direct Mail, Digital, etc.), and Lead Date.  

• Geographics: You can search by geographic data including state, county, city, and zip code. 
This might come in handy if you wanted to run a report for a certain zip code where you 
already have an appointment scheduled. You could use that report to work those leads first 
in the hopes of scheduling more appointments while you are in the area.  
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o Note: In order to choose a county, you must first choose a state. 
o Note: You can search for multiple states and counties at once. 

• Demographics: You can search by demographic data such as gender or age if you have 
added this information to the database yourself (Remember: This information is not 
included for new leads so you have to collect it from the lead card or by personally speaking 
with the lead and add the new data into the database fields). 

a.  Create a Query 

1. To search your leads, start in the Lead Grid. Click on “Advanced Search” to open up the search 
categories. (Figure 21) 
 

 
Figure 21.  Performing an Advanced Search Query 

 
2. Click on the category of the criteria you want to search: Lead Details, Project Details, 

Geographics or Demographics. For example, if you want to see all of your leads from the state of 
Alabama, click on “Geographics”. (Figure 22a) 

3. Choose the field for the criteria you are searching for. For the Alabama example, you would click 
on the State field and choose Alabama from the dropdown menu (Figure 22b).  

4. Click the “Run Search” button (Figure 22c).  
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Figure 22.  Selecting Query Parameters 

 
5. The search results will appear in the Lead Grid below the search box below (Figure 23a). 
6. If you make a mistake or need to start over, click the “Clear Search” button located to the right 

of the “Run Search” button (Figure 23b). 
 

 
Figure 23.  Results from a Query 

 
 
 

 
 

b. 

c. 

b. 

a. 

 

a. 
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b.  Save a Query 

After running a search, you can save that search as a query. This saves time and effort. For example, 
rather than searching for new leads every time you open the system, you can create and save the search 
for new leads as a query and then run that query whenever you want to see new leads. 
 

1. After running a search, click on the words “Save Query” (Figure 24). 
 

 
Figure 24.  Saving a Query After Selecting Desired Parameters 

 
2. You will see a new dialog box with a blank under “Query Title.” Type in a name for your query in 

that space and click the button “Save as New” to save the query. (ex: Alabama Leads) (Figure 
25).  

 

 
  Figure 25.  Naming a Query 
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c.  Load a Query 

Once you have created and saved a query, you can load or run that query, simply by choosing it from a 
dropdown menu.  
 

1. Click on “Load Query” in the upper right corner (Figure 26). 
 

 
Figure 26.  Loading a Query 

 
2. Click on the dropdown menu that appeared above “Load Query” and choose the name of the 

query you want to load (example: Alabama Leads). Once your query has been loaded the name 
will appear in the header of the Advanced Search. (Figure 27). 
 

 
 Figure 27.  Selecting a Previously Saved Query 
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3. Selecting a query will automatically apply the saved filters and run a search to update the lead 
grid. The results from your query will appear in the Lead Grid below the search box (Figure 28). 

 

 
Figure 28.  Results from Loaded Query 

 
 

14.   Updating Bulk Data 

The Bulk Actions feature allows you to update a bunch of leads all at once. As you can imagine, this 
saves a lot of time and effort. If you want to update or export data, you need to use the Bulk Action 
feature. 
 

a.  Change Lead Status: Bulk Update 

This is a helpful function that allows you to update the status of many leads at once. 
  

1. From the Lead Grid, select the rows of data you want to update. To select a row, click on the 
empty check box in the far-left column. (Figure 29a) 

2. To choose all rows on the page, select the empty check box in the header row. (Figure 29b) 
 

 
Figure 29.  Selecting Singular or Multiple Leads 

 

 

Select All 

a. 

b. 
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3. To load the leads to edit, click on the button that reads “Load Selected”. (Figure 30a) 
4. If you selected the wrong rows, you can uncheck the box to remove it from the selection or you 

can start over by clicking the button that reads “Clear Selected” located to the right of the “Load 
Selected” button.  

5. Once you click the “Load Selected” button, only the leads you have selected will be loaded in the 
grid, and a “Bulk Actions” menu will appear. 

6. To change the status of multiple leads, click on “Change Status” under the “Update” section. 
(Figure 30b) 
 

 
Figure 30.  Loading Bulk Selected and Changing the Status of Multiple Leads 

  
7. Choose a new status from the dropdown menu. (Figure 31a) 
8. Click the button labeled “Next”. (Figure 31b) 
9. The system will ask you to confirm this status update. If everything looks good, click the button 

labeled “Finish Change Status”. (Figure 31c) 
10. If something looks wrong or you have made a mistake, simple click the “Exit” button. (Figure 

31d) 
 

 

a. 

b. 

 
 

a. 

 

  

b. c. 

d. 

Figure 31.  Selecting New Lead Status 
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b.   Export Lead Data:  Bulk Update 

Leads will export in the same order as they appear in the Lead Grid. Before you export the leads make 
sure the appropriate columns are visible and in the order you would like them exported. (See Section 11 
- Reorder the Columns in the Lead Grid and Section 12 - Sort the Columns in the Lead Grid). 
 

1. From the Lead Grid, select the rows of data you want to update. To select a row, click on the 
empty check box in the far-left column. (Figure 32a) 

2. To choose all rows on the page, select the empty check box in the header row. (Figure 32b) 
 

  
 

 
3. To load the leads to edit, click on the button that reads “Load Selected”. (Figure 33a) 
4. If you selected the wrong rows, you can uncheck the box to remove it from the selection or you 

can start over by clicking the button that reads “Clear Selected” located to the right of the “Load 
Selected” button.  

5. Once you click the “Load Selected” button only the leads you have selected will be loaded in the 
grid, and a “Bulk Actions” menu will appear. 

6. To export the selected leads, click on “Export Data” under the “Print/Export” section. Your 
download will begin automatically. (Figure 33b) 
 

 

Figure 32.  Selecting Singular or Multiple Leads 

 

Select All 

 

a. 

b. 
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Figure 33.  Loading Bulk Selected and Exporting Lead Data 

 
 

15.   Reset Your Password 

It is easy to reset your password if you forget it or want to update it for security reasons.  
 

1. Go to the LMS homepage: https://lifp.mylms.com.  
2. Click on the words “Forgot your password?” in the lower right corner (Figure 34). 

 

 
 Figure 34.  Account Login Screen 

 
3. You will be redirected to a form to request a password reset. Type the email address associated 

with your account in the email field and click submit (Figure 35). 
 

 

 

b. 

 

a. 
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 Figure 35.  Password Reset Screen 

 
4. Once submitted if the email entered matches an account you will receive an email from LMS 

SYSTEM with a link to complete your password reset request. The password reset email is sent 
out immediately, so check your inbox for the email. If you do not see the email in your inbox, 
check your junk/spam folder. 

5. To complete your password reset click on the link in the email. The link will expire in 24 hours, 
so if you do not complete your password reset before then you will have to submit a new 
password reset request. 

6. Your email will prepopulate in the password reset form with the email associated to your 
account. If you need to change or update this email for any reason, you will need to contact 
your LMS administrator. 

7. You will be asked to enter and confirm a new password. Password requirements are listed 
below the confirm password field. All password requirements must be met.  As each 
requirement is met, the text will turn green and the item will receive a check mark. 

8. Once all requirements are met, click submit to finish activation.  
9. You will see a confirmation message and a button to return to the login screen where you can 

now access your leads using your new password for your account. 


