
 

Salesgenie Team Edition – Quick Start Guide

Choose your database. Once your account has been activated, you can start creating lead lists. Begin by 
logging into your Salesgenie Team account. This will take you to the home screen with your available databases. 
Click on “Build a List” next to the database you’d like to select.

Refine your list. From here, you’ll want to use the left-hand column to add your selection criteria. If you are 
searching for businesses, you will have dozens of selections relating to industry, business size, and geography. If 
you’re looking for consumers, you will have selections related to geography, demographics, housing, and more.  

Run your search. After you make each selection, click “Run Search” to update the count. Do NOT click the 
“Back” button or you will lose your changes and you will have to start a new search. Each time you update your 
selections, you’ll see the updated number of available records along with a lead preview.
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Build List of LeadsStep 1:
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Save your list. Once you’ve narrowed your search, it’s time to save your list.  
Click the “Save List” button near the top menu. We recommend that you choose  
a name that is somewhat descriptive of the list’s selection criteria/geography.  

Please note: The save feature in Salesgenie Team works differently than in the  
standard edition. Once you save your list and assign leads, making edits to
the list is not recommended. Although you are able to edit the list, any activity associated with records that 
that falling outside of the new list criteria will be lost. You do have the ability to filter criteria within a list without 
losing any activity or notes. 

Click the “Assign” button. A pop-up screen will appear and you can choose  
which leads you’d like to assign.  

Choose the split type.  The second drop-down menu gives you the  
option to choose how the leads will be split amongst your team members.  
Lists can be assigned using one of four methods: 

•  Custom lets you to choose exactly how many leads are assigned to each rep

•  Fixed assigns a set amount to each selected rep

•  Even distributes all leads within a list equally across  
the selected reps

•  Single assignment allows you to assign leads one  
at a time

Choose the reps. From your list of sales reps,  check 
the box next to the rep(s) you’d like to assign leads 
to. Next to their each name, the “Assign: ##” shows 
you how many new leads they’ll receive. The far-right 
column will display the number of “open” leads for 
each rep. If this is the first time assigning leads, the 
number will be 0.

Add a message. Below the “Assign Leads” box,  
you have the option to “Add a Message.” If you 
choose this option, each rep with assigned leads  
will receive the message with each assigned lead.

Assign Leads Step 2:
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View summary information. Now that the leads are assigned, you can see a summary of the list along 
with lead assignments and activity. This icon        indicates that a lead has been assigned. If you hover over the 
icon, you’ll see the name of the assigned rep. A blue dot to the left of the lead indicates that the lead does not 
have any activity.

Access detailed reports. For more detailed reporting, click the “Home” button in the upper-left corner.  
From the home page, scroll down below your available databases. Here, you’ll see three grouped columns:  
Your Lists, Assigned Leads, and Team Status.

Your Lists – For detailed lead reporting, choose a list under “Your Lists” and click the grey triangle  
on the left. 

This will expand to show you each rep and their progress on the assigned leads. If you click  
on the progress bar, you’ll see a graph with a detailed lead progress report for that rep.

Track Progress & SuccessStep 3:
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Assigned Leads – This section shows you how many leads are assigned specifically to you.

Team Status  – Here, you’ll see an activity summary by rep with details on the number of leads worked  
and follow-ups set for today, the last seven days, or the last 30 days.  

Track Progress & Success (continued)Step 3:

We’re Here to Help. Call your Salesgenie account manager at 877.708.3844.


