USER MANUAL
Lead Pool & Lead Rotation
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What is Lead Pool?
The Lead Pool feature allows Managers and Admins to add existing leads to a common pool, which can
be viewed by other agents, and if they find the leads requirements fit the property that they have, they
can assign leads from the common pool of leads to themselves.
The feature is highly customizable, allowing you to decide whether Agents should have access to this
pool, and even to limit the number of leads from the Lead Pool that can be assigned in a day.

Why use Lead Pool?
The Lead pool feature increases efficiency in the lead conversion process, ensuring that leads that are
moving slowly or ineffectively are being attended to by other agents who may stand a better chance of
converting that lead.

Enabling the Lead Pool
This feature can be enabled from the Admin > Profile > then select Leads t ab.
● Set the ‘Lead Pool’ setting to ‘Enabled’.
● Set the ‘Lead Pool for Agents’ t o ‘Enabled Without Contact Details’
● Set the ‘Lead Pool Limit (Per Day)’ to any number that suits your needs

You can further customize the functionality of this feature by choosing to allow Agents to view the Lead
Pool. Doing so allows them to assign themselves any leads from the Lead Pool. If it is preferred that
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Agents are not able to view the contact details for leads in the Lead Pool, simply select ‘Enabled without
Contact Details’. This will ensure that they are able to view the contact details only once they have
assigned the lead to themselves.
Another setting that can help restrict usage of the Lead Pool is the Lead Pool Limit. This limits the
number of leads agents can assign to themselves from the lead pool each day. Set it to 0 for unlimited
usage. The recommended setting is 5 or less based on the lead volume received. Higher limits can be
used based on your company's strategy.

📌 Lead Pool
This setting enables the Lead Pool feature. This feature allows admins and managers to move a lead into the
lead pool so that it can be reassigned to other agents.

📌 Lead Pool for Agents
This allows agents to access the lead pool. Agents will be able to assign leads to themselves from the lead
pool. If this setting is disabled, only managers and admins will have access to the Lead Pool setting to be
enabled.

📌 Lead Pool Limit (Per Day)
This limits no. of leads agents can assign from lead pool per day, if the Lead Pool for Agents setting is enabled.
Use 0 for unlimited. The recommended setting is 5 or less based on the lead volume received into your
company. Higher limits can be used based on your company’s strategy.

Please note that the ‘Lead Pool’ setting needs to be enabled
for the other related settings (Lead Pool for Agents and
Lead Pool Limit) to be functional.
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Moving Leads to the Lead Pool
Manual Process:
Admin and Manager users can add Leads to the Lead Pool manually by selecting the lead they need to
add, and clicking on the blue ‘Move To Lead Pool’ button on the top right of the leads screen.
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Automation Process:
Alternatively it is also possible to automate the addition of leads to the Lead Pool. This can be achieved
using ‘Automations’, as illustrated in the example below.

Scenario
Your company requires all leads that have had no progress for two days to be added to the Lead Pool, so that
other agents can accept and work on them, making the lead conversion process more efficient.

Setup
First, ensure all the required settings are enabled. In this case, Lead Pool and Lead Pool for Agents should
both be enabled.
Now, automation needs to be created from Admin > Automations. Navigate to the Advanced Automations
tab to get started.
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Click on ‘New Automation’ and follow the below steps to configure the automation:
● Set a simple, self explanatory name for the new rule, e.g. ‘Move leads not updated for 2 days to
Lead Pool’
● Select ‘Leads’ as the module
● Set Status to ‘Active’ so that the automation starts working once you save it

●
●

Set the trigger to ‘is not Updated’ and trigger timing to ‘2 days’
Set the field to ‘Sub Status’, operator to ‘Contains’ and value to ‘Not yet contacted’ - this will ensure
that all leads whose Sub Status has not been updated from ‘Not yet contacted’ for two days, will
trigger the automation

●
●
●

Select the action timing as ‘Immediately’
Set Action 1 to ‘Update Record’
Set field as ‘Lead Pool’, and change to as ‘Yes’

Please double check your rules before activating them. Once you’re sure about the rules, click Save
Automation, and it is now in effect!
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Automation Update
Under the ‘Criteria’ for Automation, we added ‘Business Hours’ and ‘Business Days’ as new time triggers.
Under these new conditions, your new Lead will not be moved automatically to the Lead Pool after a
number of business hours/days settings.
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What is Lead Rotation?
Lead rotation simplifies the lead assignment process by using a hassle-free queue system. This queue
can be as open-ended or restrictive as is required. It is configured as per agents specializations, allowing
Managers and Admins to decide which Agents are eligible to join the queue for a given lead, based on the
lead type and requirements such as location and even price range.

Why use Lead Pool?
Lead Rotation allows for new leads to be assigned to agents on a fair rotation system. For both manually
entered auto-imported leads, the lead rotation system will suggest the next eligible agent in the queue.
Lead rotation can further be configured through lead rotation settings on the User screen (for example
to specify agents who specialize in leasing or sales).

Enabling the Lead Rotation
Using a Manager access, click Admin > Profile > then select Leads tab.
● Set the ‘Lead Rotation’ to ‘Enabled’
● Set the ‘Auto Lead Rotation’ to ‘ Enabled’
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📌 Lead Rotation
This allows for new leads to be assigned to the agent on a fair rotation system. For manually entered leads,
the lead rotation will suggest the next eligible agent on queue. Lead rotation can further be configured
through lead rotation settings on the user screen. For example, to specify agents who specialise in leasing or
sales.

📌 Auto-Lead Rotation
This setting will apply to the lead rotation system to auto-imported leads such that auto-imported leads are
assigned to the next eligible agent in the queue. This setting needs Lead Rotation Settings to be enabled.

How to Configure the Lead Rotation Eligibility for Agents?

Once the Lead Rotation is enabled, a queue is set up for your leads.
● Using a Manager access, click Admin > Users.
● Scroll down to the Lead Rotations Tab next to Current Users.
Opening up the tab will display a list of your users, with a series of fields that allow you to configure their
eligibility in the Lead Rotation queue. Have a look at the examples below to better understand how you
can use this feature best for your requirements.

Scenario A
Hamad AlZoebi is a manager who needs to be eligible for all leads in the queue, with no restrictions on lead
type, price or location requirements.
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Scenario A Setup
●
●

Select Hamad AlZoebi in the Lead Rotation Settings user list by selecting the radio button next to
his name.
Make sure all the setting fields are empty, then click the blue Save Changes button.

Scenario B
Rick Sanchez is an Agent who only works with Sales listings (both commercial and residential) in the price
range of AED 2,000,000 - 5,000,000 and in Dubai Marina, JBR and Jumeirah Lakes Towers.

Scenario B Setup
●
●
●
●
●

Select Rick Sanchez and check only the Sale criteria.
Set the minimum price as 2,000,000 and maximum price as AED 5,000,000.
Under the Commercial/Residential table, make sure it is empty.
Click on the search icon in the row to add the locations required.
Click the blue Save Changes button. What this does is ensures that Rick Sanchez is eligible for all
leads that meet the specified criteria.
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Checking the Lead Rotation Queue
Once all your users' Lead Rotation requirements are set up, you can now start assigning leads and watch
the Lead Rotation system in action! When creating a lead from the Leads screen, you’ll now see that
Agent 1 defaults to an Auto Select option.

To see what the queue looks like:
● First, ensure that you’ve filled in the property requirements, either by selecting a listing, or by
simply adding the lead’s requirements.
● Once property requirements have been entered, click on the blue target icon in the Agent 1
dropdown.
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●
●

A pop-up displaying the next eligible agent appears, also showing the current queue of agents
for this lead.
Once the lead is saved, the next lead to be created will get assigned to the next agent in queue,
provided the lead requirements meet their Lead Rotation settings. You can always manually
select which agent in the list needs to be assigned the lead.

If you need any assistance with using these features please contact our support team on:
support@propspace.com or call +971 4 420 1044.
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