
U S E R  G U I D E

How to use PakkaLead
The real estate CRM for agents and agencies.

Step-by-step guides with screenshots from the app.

Online version: pakkalead.in/help · Support: support@pakkalead.in
Screenshots use a demo workspace - all names and numbers are fictional.
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W H Y  A G E N T S  C H O O S E  PA K K A L E A D  ·  1  O F  3 3

One-click WhatsApp messages
Ready-written WhatsApp messages for every lead, at the right moment. Check it, tap Send - done.

1 Your messages are written for you

After a call with a new lead, PakkaLead writes the Welcome message

1  with your name and company already in it. Days later it lines up

the next one - a Site visit push, a weekly follow-up, a thank-you after
a visit.

Open WhatsApp from Quick actions on the home screen. Everything
Ready to send is at the top.

Tap Send 2  and WhatsApp opens with the message typed - just

press send. Edit 3  changes the words first; Skip drops it.

Coming up 4  shows what is scheduled next and when.

WhatsApp follow-ups ready to send

1

23

4



2 Make the messages sound like you

Tap the settings icon on that screen to open Message templates.
Each message can be edited once and is used for every lead from
then on.

Placeholders such as {{leadName}}, {{agentName}} and {{orgName}}
are filled in automatically for each lead.

WhatsApp message templates

G O O D  T O  K N O W

Messages go from your own WhatsApp, so customers see your number and reply to you directly.

A lead who has gone quiet keeps getting a gentle weekly nudge until they reply or you close the
lead.



W H Y  A G E N T S  C H O O S E  PA K K A L E A D  ·  2  O F  3 3

Follow-up reminders and alerts
PakkaLead tells you who to call before a lead goes cold - you never have to remember.

1 Reminders on your phone

You get a notification before every follow-up and site visit, and the moment a lead is assigned to
you.

Hot lead going cold warns you when a hot lead hasn't been contacted for 48 hours, so you can call
before they move on.

Turn on Phone calendar in Settings and your follow-ups and visits also appear in your phone's
calendar - alerts arrive even when PakkaLead is closed.

2 Every update in one place

The bell on the home screen lists your updates: new and won deals,
accepted connections, assigned leads and more. Tap one to open it.

On the home screen, Today's Agenda and the Follow-ups card
show what is due today and what is overdue.

Notifications

G O O D  T O  K N O W

See Follow-ups (pakkalead.in/help/follow-ups) to schedule and complete them.



W H Y  A G E N T S  C H O O S E  PA K K A L E A D  ·  3  O F  3 3

Register a lead with the builder and share projects in
one tap
Send your customer the projects that fit them, and register the lead with each builder's channel-
partner desk at the same time - so the commission is yours.

1 Pick the projects

Open the lead and tap Send project link in Project links.

Tap Pick, tick the projects 1  that match your customer and tap

Done 2 .

Pick projects for the customer

1
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2 Register with the builder

Keep Register … with the builder ticked 1 . PakkaLead emails each

builder's CP desk with the customer's details from your company
mailbox and records the claim - proof that you brought this
customer.

Choose whether to Show prices 2  on the customer's page, then

tap Create link & register 3 .

Register the lead with the builder

3 Share with the customer in one tap

You get one link to a clean page with only the projects you picked.
Tap WhatsApp 1  to send it to your customer, or Copy link 2 .

The builder card 3  shows the registration. If a builder has no email

saved, it is recorded and you can send it yourself with the WhatsApp
or Email buttons there.

Links expire on their own after the days you choose.

Share the project link with the
customer

1

2

3
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G O O D  T O  K N O W

Connect your company mailbox once in Profile → Email so registrations go out from your own
address.

Each builder's desk is saved once under Builders; every project of that builder uses it.



G E T T I N G  S TA R T E D  ·  4  O F  3 3

Install and sign in
Sign in with your phone number and a code sent on WhatsApp. There is no password.

1 Enter your phone number

Install PakkaLead from Google Play and open it. After the welcome
slides you reach the sign-in screen.

Type your 10-digit mobile number 1 . Change the country code

only if your number is not Indian.

Tap SEND OTP 2 . A 6-digit code arrives on WhatsApp from the

PakkaLead business number.

If your company has already added you to its team, just sign in with
that number - you land in the team straight away. Only use Joining a
team? Enter invite code 3  if your admin gave you a code.

Sign-in screen with phone number
field

1
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2 Enter the code

Type the 6-digit code from WhatsApp into the boxes 1  and tap

VERIFY OTP 2 .

The code is valid for 10 minutes. If it does not arrive, wait for the timer
and request a new one.

Code entry screen

G O O D  T O  K N O W

Signing in on a new phone moves your account there - your leads are stored in your account, not
on the phone.

1

2



G E T T I N G  S TA R T E D  ·  5  O F  3 3

Complete your profile
New accounts fill in a short profile before they start. Every field except email is required.

1 Fill in your details

Add a photo 1  (optional) so other agents recognise you.

Fill in Full Name, Company, City, Experience and a one-line Bio.
Email is optional.

Tap SAVE & CONTINUE 2 .

Profile setup form

1

2



2 If a field is missing

Missing fields are outlined in red with a short message underneath.
Fill them in and save again.

You can change any of these later from Profile → Edit profile.

Profile setup showing required-field
errors



G E T T I N G  S TA R T E D  ·  6  O F  3 3

Allow reminders, contacts and calendar
Three optional permissions that let PakkaLead remind you and save you typing.

1 Set up your day

Follow-up reminders 1  -

notifications before each follow-up and
site visit, and when a lead is assigned to
you.

Your contacts 2  - pick a lead or

teammate straight from your address
book.

Phone calendar - puts follow-ups and
site visits in your phone's calendar, so
alerts arrive even when PakkaLead is
closed.

Tap Allow next to each one, then
Continue 3 . Each item you allow turns

green.

Set up your day permissions screen All three permissions allowed

G O O D  T O  K N O W

Skipped one? Turn it on later from Profile → Settings.

1

2
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G E T T I N G  S TA R T E D  ·  7  O F  3 3

Turn on the after-call popup
After every call PakkaLead offers to save the number as a lead, or to add a note to an existing lead.

1 Allow PakkaLead to appear after calls

On Enable Call Popup, tap Open
Settings 1 . Android opens Display
over other apps - find PakkaLead and
switch it on, then come back.

Recommended: Set PakkaLead as your
Caller ID app 2  keeps the popup

working on phones that close
background apps (Redmi, Vivo and
others).

Call popup setup screen Phone calls ready confirmation

1

2



2 Allow the call log

When you reach the home screen, PakkaLead explains how it uses
your call log before Android asks. Read it, then tap Allow 1 .

Calls with numbers that are already your leads are logged in that
lead's history. Calls with any other number stay on your phone. Call
audio is never recorded.

You can tap No thanks and keep using PakkaLead - you just won't get
the popup.

Call log explanation dialog

G O O D  T O  K N O W

WhatsApp calls can show the popup too: tap Enable WhatsApp Detection on the same screen
and allow notification access.

1



Y O U R  D AY  ·  8  O F  3 3

The home screen
Today's work at a glance, shortcuts to everything, and your business numbers.

1 Today

The three cards 1  show follow-ups due (with how many are

overdue), today's site visits and your hot leads. Tap a card to open
the list.

Today's Agenda 2  summarises what to do next. The bell 3  holds

your notifications.

Home screen

1

2
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2 Quick actions and your business

Quick actions 1  jump straight to

adding a deal or follow-up, site visits,
pending work, the WhatsApp queue
and the pipeline board.

Under Your Business, admins and
managers can switch 2  between their

own numbers, one teammate's, or the
whole team.

Pipeline Value and Expected
Commission 3  add up all your deals.

Tap them to open Deals and
Commissions.

Quick actions and business stats Inventory, projects and team on the
home screen

1

2

3
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Follow-ups
Schedule calls, WhatsApps, emails and meetings, and mark them done.

1 See what's due

Open Pending from the home screen.
The summary 1  counts pending,

overdue, today and done.

Switch between Today, Overdue,
Upcoming and All 2 . Tap a follow-up

3  to see it.

Follow-ups list Overdue follow-ups

1

2

3



2 Complete or change a follow-up

Tap Complete 1  once you have spoken to the lead - you can

record the outcome, and a good outcome moves the lead forward in
the pipeline.

Tap Edit 2  to change the date, time or notes.

Follow-up details with Complete and
Edit

3 Schedule a new follow-up

Tap +, search for the lead 1 , pick the type 2  (Call, WhatsApp,

Email, Meeting), set the date and time 3 , then Schedule Follow-up

4 .

Add follow-up form

1 2

1

2

3
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Y O U R  D AY  ·  1 0  O F  3 3

Site visits
Plan property visits, then record how they went.

1 Upcoming and past visits

Open Site Visits from the home screen.
Upcoming lists scheduled visits; Past
shows completed ones.

Tap a visit 1  to see its details.

Schedule visit 2  adds a new one.

Upcoming site visits Completed site visits

1

2



2 After the visit

Tap Complete 1  and write the client's feedback. The lead moves to

Site Visit Done automatically.

Plans changed? Tap Reschedule 2 .

Site visit details

3 Schedule a visit

Enter the property name and location, pick the date and time, link the
lead and choose who will take the client. Tap Schedule visit.

New site visit form

1 2



L E A D S  ·  1 1  O F  3 3

Find and work your leads
Search, filter, call and WhatsApp your leads.

1 The lead list

Search by name or number 1 . Use the

tabs 2  to show customers, channel

partners or companies.

The filter button 3  narrows the list by

who it's assigned to, customer type and
more.

Each card shows the status, budget,
location and next follow-up. Call 4  or

WhatsApp 5  straight from the card.

Leads list Lead filters

1

2

3

4 5



L E A D S  ·  1 2  O F  3 3

Add a lead
Type the details, or pick the number from your contacts or recent calls.

1 Basic information

On Leads tap + Add. Enter the name 1 .

For the number, type it, pick it from your contacts 2 , or from your

recent calls 3 .

Choose the lead type 4  - Customer, Channel Partner or Company -

and where the lead came from.

Add lead form

1

2 3

4



2 Requirement and assignment

Pick the customer type, property type, budget and preferred
locations. Budgets are in Crores for buyers (0.80 = 80 Lakhs) and per
month for tenants.

Assign the lead to yourself or a teammate, tick Follow-up Required
to schedule the first call, then Save Lead.

Notes can be dictated: tap the microphone in the notes box.

Add lead requirement fields



L E A D S  ·  1 3  O F  3 3

Lead details and status
Everything about a lead in one place, and how to move it through your pipeline.

1 The lead page

At the top: Call, WhatsApp, Follow-up and Share 1 . The pencil 2

edits the lead.

The pipeline bar shows how far the lead has come. Tap Update
Status 3  to move it.

Lead details

1

2

3



2 Update the status

Choose where the lead is now - from New Lead through Site Visit
Done 1  and Negotiation to Closed. The Pipeline board moves with

it.

Update status list

3 Requirements, project links and history

Scroll down for the requirement, Send
project link (send a project's details to
the client), sales tracking, the next
follow-up and the full history of calls
and notes.

Tap Add Note in History to record what
was discussed.

Lead requirements and sales
tracking

Lead follow-up and history

1



L E A D S  ·  1 4  O F  3 3

The after-call popup
Save a caller as a lead, or note what a lead said, the moment a call ends.

1 A call with an existing lead

When a call with one of your leads ends, the popup shows their name
and requirement.

Tap Add Note 1  to record the conversation, or Call 2  to call back.

After-call popup for an existing lead

12



2 A call with a new number

Tap Add Contact 1  to open the Add Lead form with the number

already filled in.

After-call popup for a new number

G O O D  T O  K N O W

No popup? See Turn on the after-call popup (pakkalead.in/help/call-popup-setup).

1



D E A L S  A N D  M O N E Y  ·  1 5  O F  3 3

Deals
Track every deal from ongoing to closed, with its value and commission.

1 Your deals

Open Deals from the Deals card on the home screen. Switch
between Ongoing, Completed and All 1 .

The summary 2  totals the value and commission of the deals listed.

Tap + 3  to add a deal.

Deals list

1

2

3



2 A deal

The deal page shows the value, commission and percentage, the
client, and key dates. Update Status marks it completed or lost - the
lead's status follows.

Deal details



D E A L S  A N D  M O N E Y  ·  1 6  O F  3 3

Commissions and payments
See what you've earned and record commission as it is paid.

1 Your commissions

Tap Expected Commission on the home screen. You see the total

1 , what has been received and what is pending 2 .

Tap a deal 3  to record a payment. Add commission 4  adds a new

deal with its commission %. The chart icon 5  opens analytics.

Commissions list

1

2

3

4
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2 Record a payment

Enter the amount received 1  (it starts with what is still pending), the

date, and how it was paid 2  - UPI, bank transfer, cheque or cash.

Add a reference such as the UTR if you like.

Tap Record payment 3 . Entered something wrong? Delete the

payment with the bin icon 4 .

To change the commission amount itself, tap Edit deal &
commission % 5 .

Record a commission payment

3 Analytics

Expected commission, deals closed, average deal value, conversion
rate and a month-by-month breakdown.

Commission analytics

1

2

3

4

5



G O O D  T O  K N O W

Only the agent who owns a deal can record its payments. Managers see them read-only.



P R O P E R T I E S  ·  1 7  O F  3 3

Inventory
Your own listings - for sale and for rent - in one place.

1 Browse your listings

Open Inventory from the home screen. Filter by property type 1

and status 2 . The table icon 3  switches to a spreadsheet view.

Listings marked Lead capture come from your seller and landlord
leads.

Tap the button 4  to add a listing.

Inventory list

1

2
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2 A listing

See the price, size, details and commission sharing. Edit, change the
Status (sold, reserved, delisted) or Delete at the bottom.

Listing details

3 Add a listing

Choose For sale or For rent, then the location, property type,
configuration, approvals, unit details and price. Share with other
agents makes it visible in the Market.

Add to inventory form



P R O P E R T I E S  ·  1 8  O F  3 3

Projects and builders
Builder projects you sell, with configurations, prices and the builder's lead-registration desk.

1 Projects

Open Projects from the home screen.
Search by project, builder or locality, or
filter by type.

Tap a project for its configurations and
prices, details, amenities, contact and
how to register a lead with the builder.

Projects list Project details



2 Builders

The people icon on Projects opens Builders. Each builder keeps its
channel-partner desk contact and registration process; its projects
use them unless a project overrides them.

Builders list



G R O W  Y O U R  N E T W O R K  ·  1 9  O F  3 3

The Market
Post what your clients need or what you have to sell, and find matches with other agents.

1 My Posts and Feed

My Posts 1  shows your requirements

and properties, with how many matches
each has 2 . Feed shows posts from

other agents.

Tap Post 3  to add one.

Market - my posts Market feed

1

2
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2 Post a customer or a property

Choose I have a customer 1  to find

properties for them, or I have a
property 2  to find buyers or tenants.

Fill in what they want (or what you have)
and post. Matching posts appear as
matches.

What do you have? Customer requirement form

1

2



G R O W  Y O U R  N E T W O R K  ·  2 0  O F  3 3

Network and chat
Connect with other agents, share leads and message them.

1 Your network

Network shows your connections, requests you've sent and leads
shared with you 1 . People you may know suggests agents who

work your areas - tap Connect to send a request 2 .

The people icon 3  opens My Network.

Network

1

2
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2 Connections and requests

Connections, Requests (people asking
to connect with you) and Sent (your
requests waiting for a reply).

Tap Message 1  to chat with a

connection, or open their profile.

My network Agent profile

3 Chat

Chat lists your conversations. Tap New to message a connection, or
Find Connections if you have none yet.

Messages

1



Y O U R  A C C O U N T  ·  2 1  O F  3 3

Add team members ADMINS

Bring your agents into your workspace. Their leads sync to you automatically.

1 Team members

Open Profile → Team Members. Tap the add icon 1  to add

someone, or the QR icon 2  to create an invite code. Use the pencil

3  to change a member's role.

Team members

12

3



2 Add a member

Choose them from your contacts 1  or type their number 2 , and

pick a role 3 : Sales Executive, Sales Manager or Admin.

Tap Add 4 . They get a WhatsApp with the app link. When they sign

in with that number they are in your team - no code needed - and
their leads and follow-ups appear in yours.

Add team member

G O O D  T O  K N O W

Admins see everyone's leads, managers see their team's, and sales executives see their own.

1

2

3
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Y O U R  A C C O U N T  ·  2 2  O F  3 3

Use PakkaLead on your computer
Open your leads, inventory and projects as editable sheets on a big screen.

1 Connect with a QR code

On your computer, open pakkalead.in and choose to sign in. A QR
code appears.

On your phone open Profile → PakkaLead Web and point the camera
at the code. Your computer signs in to your account.

PakkaLead Web scanner

G O O D  T O  K N O W

Then see the web dashboard (pakkalead.in/help/web-dashboard) and the other guides under
PakkaLead on your computer.



Y O U R  A C C O U N T  ·  2 3  O F  3 3

Profile, settings and help
Edit your details, change settings, and contact support.

1 Profile

Profile shows your details and plan. The pencil 1  edits your profile;

the gear 2  opens Settings.

Profile

1 2



2 Settings

Dark mode, the phone calendar, saving leads to your phone's
contacts, team and pipeline settings, and the call popup. Delete
Account at the bottom removes your account and data.

Settings

3 Help and About

Help & Support emails our team and
links to the privacy policy, terms and
data deletion. About shows your app
version.

Help and support About



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 4  O F  3 3

Sign in on the web
Open pakkalead.in on any computer and sign in with your phone - no password.

1 Scan the QR code

On your computer open pakkalead.in and click Sign in. A QR code appears 1 .

On your phone open PakkaLead, tap Profile → PakkaLead Web and point the camera at the code

2 . The computer signs in straight away.

Web sign-in with QR code

1

2



2 Or use your phone number

No phone nearby? Click Sign in with phone number instead, type your number 1  and click Send
code 2 . Enter the code that arrives on WhatsApp.

Web sign-in with phone number

G O O D  T O  K N O W

Everything you do on the web is the same account as your phone - leads, follow-ups and deals
appear in both.

1

2



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 5  O F  3 3

The web dashboard
Your day, your numbers and your whole team on one big screen.

1 Today and your business

The cards at the top 1  show follow-ups due, site visits and hot leads. Quick actions 2  add a

lead, follow-up or site visit in one click.

Your Business 3  shows leads, deals, pipeline value and expected commission. Click a card to

open the list behind it.

Use the search box 4  (or press ⌘K / Ctrl+K) to find any lead from any page.

Web dashboard

1
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2 Team pipeline and lead sources

Leads by owner & stage shows where each teammate's leads are, with Needs attention 1

flagging missed follow-ups.

Leads by source shows which portals and ads bring you the most leads; Today's agenda lists the
next calls.

Leads by owner and stage

Leads by source and today's agenda

1



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 6  O F  3 3

Leads on the web
Your leads as a spreadsheet you can edit, filter and export.

1 The leads sheet

The counters 1  switch between all leads, customers, channel partners and companies. Filter by

assignee, type, status and location 2 .

Columns with a pencil 3  can be edited right in the sheet - double-click a cell. Open sheet 4

opens a full-screen sheet; Export downloads to Excel.

Add lead 5  opens the new-lead form. Click a name to open the lead.

Leads sheet

1

2

3
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2 Do everything from the ⋯ menu

Every row has a ⋯ button in the Action column 1 . One click gives you:

View lead and Edit lead 2 ; Add note and Schedule follow-up 3 ; Share lead with a connected

agent and Reassign it to a teammate 4 .

Call, Send message, Send project link (share projects and register with the builder in one step),
WhatsApp and Copy number 5  - all without opening the lead.

Mark as Lost 6  closes a lead that won't buy.

Lead actions menu

1

2

3

4

5
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3 A lead

See the requirement, budget and call history. WhatsApp or call 1  straight from the page, add

notes in History, and click Edit 2  to change anything.

Lead details on the web

1

2



4 Add a lead

Pick the lead type 1  and source, then fill in the name, phone, customer type, property type,

budget and locations. Budgets are in Crores - 0.80 means 80 Lakhs.

New lead form on the web

1



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 7  O F  3 3

The pipeline board
Every lead as a card in its stage - drag to move it forward.

1 Move leads through your stages

Each column 1  is a stage with its lead count and value. Drag a card 2  to another column to

change its status - the lead's profile updates too.

Filter to hot, warm or cold leads 3 , or to one teammate. New lead 4  adds a card.

Pipeline board

1

2

3
4



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 8  O F  3 3

Follow-ups and site visits on the web
Clear your calls for the day and plan visits from your desk.

1 Follow-ups

Calls and Messages 1  split phone follow-ups from WhatsApp ones. The chips 2  jump to

overdue, today, tomorrow and this week.

Click Complete 3  when done. New follow-up 4  schedules another.

Follow-ups on the web

1

2

3

4



2 Site visits

Upcoming and Past visits, each linked to its lead. Schedule visit 1  plans a new one.

Site visits on the web

1



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  2 9  O F  3 3

Inventory, projects and builders on the web
Manage listings and builder projects as sheets, and import them from Excel.

1 Inventory

Import from Excel 1  brings in a whole listing sheet at once; Add manually 2  adds one property.

Double-click a cell 3  to edit it. Use the header arrows to sort and filter, and drag a header to

reorder columns.

Inventory sheet

1
2

3



2 The ⋯ menu on each property

Click ⋯ 1  at the end of a row: View property or Edit property 2 , Call owner, WhatsApp or

Copy number 3 , and Mark as Sold or Delete 4 .

Inventory actions menu

1

2

3

4



3 Projects and builders

Projects Data lists every builder project with prices, configurations and sizes. Click a project name

1  for its full brief. Bulk add 2  imports many at once.

Builders keeps each builder's channel-partner desk - contact, email and how to register a lead.

Projects sheet

Builders

1

2



4 Open a project and share it

Click a project's name to open its brief - price range, size, blocks, possession, RERA number and
every configuration. Edit 1  or delete it from the top.

To send projects to a customer, open the customer's lead and choose Send project link from the
⋯ menu. Pick the projects, keep Register with the builder ticked, and share the link on WhatsApp -
see Register a lead with the builder (pakkalead.in/help/builder-registration).

Project brief

1



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  3 0  O F  3 3

Deals and commissions on the web
Track deal value and commission, and see what's still to be paid.

1 Deals

Totals at the top, then Ongoing, Completed and All 1 . New deal 2  records a deal with its value

and commission %.

Deals on the web

1

2



2 Commissions

Total, received and pending commission. Each row shows how much of that deal's commission has
come in 1  and what is still due. Filter by status 2 .

Commissions on the web

1

2



PA K K A L E A D  O N  Y O U R  C O M P U T E R  ·  3 1  O F  3 3

Your team on the web ADMINS

See who reports to whom and add teammates.

1 Team members

Invite by phone 1  adds a teammate - they get a WhatsApp with the app link. Generate invite
code 2  makes a code instead.

Tree view 3  shows who reports to whom: managers see the leads, calls and deals of everyone

under them.

Team members on the web
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Connect your lead sources ADMINS

Bring leads in automatically from Facebook, Instagram, Google Ads, portals and your website.

1 Pick a source

Meta Lead Ads 1  - Facebook and Instagram lead forms. Google Ads 2  - lead form assets on

your campaigns.

Portal Emails 3  - forward 99acres, MagicBricks and Housing enquiry emails. Webhook 4  -

website forms, Zapier, Make and others.

Every lead arrives tagged with its source, so the dashboard can show which channel works best.

Lead sources
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Marketplace and settings on the web
Post customers and properties, and set up your workspace.

1 Marketplace

I have a customer 1  finds properties for a client; I have a property 2  finds buyers or tenants.

My Posts, Feed and Saved 3  switch the view.

Marketplace on the web
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2 Settings

Workspace 1  is the company name your leads see in WhatsApp messages. Appearance 2

switches light or dark. Email connects the mailbox builder registrations are sent from.

Settings on the web
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