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SECTION 
ONE

Lion Desk App



Welcome Screen!

•Contacts 
•Tasks 
•Alerts



If you tap on the three lines 
located in the top left 
corner of the app….

The menu will appear which shows 
you different places that you can go 
within the app.  To return to the home 
screen tap on “Welcome”.









Remember the color codes 
for our “Hotness” levels.  

Pink = Influential



When you tap on a contact 
it will open the contact 

profile.

Hotness Level 
appears top right.

All contact 
information appears 

in the body of the 
contact.

There is a 
navigation bar at 
the top of the 
contact to access 
different areas of 
the contact.





Activity in 
the app is the 
same as the 
“Contact 
Activity 

Timeline” on 
the computer.



Tasks in the 
app is the 

same as the 
“Tasks” box 

on the 
computer.



You can change a “Hotness” level by 
tapping the current hotness.  A drop 
down will appear with our different 

choices.

Make sure that you do not select “Not 
Hotness”.  All of our contacts must 

have a hotness level.



To add 
activities or 
tasks to a 

contact, tap 
on the +.











If you click the “arrow” next to a 
phone number of a contact, you will 

receive the notification that there will 
be an incoming call.

Your phone will begin to ring, 
receiving a call from a similar 

number to this one.

You will want to answer the call.  It 
will say “Press 1 to be connected”, if 

you press 1, your call will be 
connected to the client.



Under “Activity” you will see that a 
log of the call has been recorded in 
both the app and on the desktop 

version below.



Selecting the 
phone icon will 

also allow you to 
call a contact 

directly without 
making the call 

through the Lion 
Desk system.  This 
just means that a 
log of the call will 

not be created.



It is the same concept 
for emails.  If you send 
an email from the app 
by selecting the arrow, 
the email will be sent 
through the Lion Desk 
system and a log will 

be added to the 
“Contact Activity 

Timeline”.



Normal email 
through gmail.



SECTION 
TWO:
Plans and Campaigns



A plan in Lion Desk is a checklist of events and tasks that need to be 
completed in order to reach a certain goal. 

That goal may be taking a property from “Coming Soon” to "Active 
Listing” or “Accepted Offer” to “Closing Day”.

Through trial and error, the team already has plans in place to reach 
these goals.  Lion Desk allows us to apply those plans in a way 

where admin. and agents can see who has done what without having 
to check emails or make phone calls.

WHAT IS A PLAN?



WHAT IS A PLAN?
➤ PLANS = CHECKLISTS 

➤ A plan contains a series of “tasks” that will occur on a specified date 
or time.  These “tasks” could be a reminder of the effective date of a 
contract, a reminder that your inspection deadline is approaching, a 
reminder to pick up a closing gift, or a reminder to call and check in 
with a lender. 

➤ All “tasks” in a plan that require your attention on any given day will 
be emailed to you around 5:30 a.m. from Lion Desk.  They will also 
appear on your dashboard as “Current Tasks Due”.  Some tasks will 
be assigned to agents and some will be assigned to Ginger or Cheri.   

➤ All reminders for tasks can be adjusted.  You can choose between 
receiving an email, text message, or phone call at a certain day/time 
to be reminded of the specific task. 



OUR PLANS
➤ Listing Plans - Ginger Plans 

➤ Pre-Listing 

➤ Coming Soon 

➤ New Listing 

➤ Active Listing 

➤ Closing Plans - Cheri/Shelly Plans  

➤ Buyer Closing Plan 

➤ Seller Closing Plan 

➤ Post Closing Plan



Where do I find the Plans?

Plans can be found under the Properties tab.

Lion Desk is very organized and on the left hand 
side of the screen, you can navigate anywhere you 

need to go.  If you feel lost, in the program just 
remember that everything you need is on the left 

hand side of the screen.



The “Properties” tab will take you directly to the “Property Manager”.  This is where all of our 
active listings and active contacts are stored.  Ginger or Shelly will create the property for you and 
attach it to your contact when a new listing or new contact is submitted.  They will then apply the 

appropriate “Plan” to the property.

We will be sharing our transaction follow up plans with all of you this coming week.



All plans are listed here. To view the 
tasks in a plan, simply click “Tasks”.

When you click “Tasks”, the plan will 
appear to the right with all of the 

“Tasks” in the plan.

To review plan tasks for our already create plans.  Click “Transaction Follow Up Plans”.



How do I apply a Plan?

When you click on the “Properties” tab, this page will appear.  All of the 
properties are listed once added by Ginger or Cheri.  To start a plan, click “Add 
Transaction Plan”.  All of the Plans will appear and you can choose the correct 

one.



How do I apply a Plan?

Step 1: You will need 
to input a start and end 
date for the plan.  
These dates will usually 
be the effective date 
and the closing date. 

Step 2: You will then select 
the client associated with the 
property.

Step 3: Then select the 
appropriate plan.

Step 4: Then select “Start 
Plan”

Congratulations!  You’ve applied a plan!  Now, you will want to review 
the dates and alerts associated with the plan to make sure that everything 

is correct. 



When a Plan is applied….
This screen will appear and you will see all of the “tasks”.

The due date 
and due time 
of each task. 

A description of the task.
The contact that 

the task applies to.

Clicking the green pencil allows you to edit the details of a task.

Assigned to shows who on the 
Thorn Collection the task is 

assigned to.



A campaign is a series of automated marketing efforts that will help you 
stay in touch with past and current clients.  

Campaigns are structured so that agents are reminded on a certain day/
time that they need to follow up with leads or past clients.  

Those efforts could be a sequence of phone calls, text messages, 
handwritten notes, pop-by’s, or Thorn Collection marketing mail out’s.   

WHAT IS A CAMPAIGN?



WHAT IS A CAMPAIGN?
Example

➤ Automatically Sent Email -Super Bowl Trivia Email - February 1st at 8:00 
a.m.

➤ Agent Reminder -Follow Up Call, “Were you able to use those tips at your 
Super Bowl Party?  How is your new house?  I’d love to stop by and say hello!” - 

February 5th at 8:00 a.m.

➤ Agent Reminder -Pop By Time!  Bring your clients Forget Me Not Seeds to 
Celebrate Spring.  Pop-By Tags are attached to this reminder. - March 1st at 

8:00 a.m.

➤ Agent Reminder -Thorn Reports were mailed this month.  Reach out to clients 
who might be interested in the statistics - April 1st at 8:00 a.m.

➤ Agent Reminder -Send Handwritten Happy New Year Note - January 3rd at 
8:00 a.m.



WHAT IS A CAMPAIGN?



WHAT IS A CAMPAIGN?
Template 
Emails

Scheduled 
Delivery

Personalized 
by Agents



WHAT IS A CAMPAIGN?
Templates 
for hand 
written 
notes.



WHAT IS A CAMPAIGN?
Easy to find 
scripts for 

making 
calls to 
clients.



WHAT IS A CAMPAIGN?

Copy of email 
that was sent.

Confirmation 
of receipt. 

Also shows 
date/time 
opened!

When agents are able to see that a client has received and opened their email, it gives the agent 
another opportunity to reach out with a text or phone call to say “Hey! Did you see that great 

recipe I sent you?  Those brownies would be perfect for your next book club meeting!”



Questions, Suggestions, Concerns
Agent Name:



Questions, Suggestions, Concerns
Agent Name:


