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CA CloudDesk

Step 1: Login

Log in to your CA CloudDesk account using your credentials.
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Step 2: Open Lead Management

After logging in, scroll to the footer section of the dashboard

and click on Lead Management.
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Step 3: Lead Categories

In the Lead Management section, you will see three lead categories:
o Active Leads
e Cancelled Leads

o Deleted Leads
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Step 4: Add a New Lead

In the Lead Management section, you will see three lead categories: ’
P

Q
e Active Leads \ @

e Cancelled Leads ' 1, w

e Deleted Leads
To create a new lead, click on the “+" (Plus) icon available on the top

right side of the page.
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Step 5: Enter Lead Information

Fill in the required lead details such as:

Name

e Company Name

e Mobile Number

e Email ID
e lLead Status

e Rating

Add Lead
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More Info

Step 6: Additional Information

Click on More Info to add additional details such as:

e Address \
e Service % |

= <
e Country . @
o State . < =
e District
e Pincode

e Description

o Attachments (if required)
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Step 7: Save the Lead

After entering all the necessary information, click Submit to save the lead.

COMPLETED




