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FLeaTS  
 
FLeaTS consists of several components including: 
 

1. Client Relationship Management (CRM) 
2. Commission management and financial forecasting 
3. Sales and lead management and tracking 
4. Loan matching and comparison software 

 
This manual is designed to provide you with an overview of the workings of the 
software and a guide as to how to get the best out of it.  FLeaTS, if used to its 
maximum will provide you with tools that will help you to improve your business. 
 

Installing FLeaTS 
 
Once you have been provided with your user ID and password you can install FLeaTS 
onto your computer.  There is no limit to the number of computers you can install the 
system on; however, if using multiple computers you will need to ensure that you 
‘Exchange’ your data both before leaving one computer and again before starting 
work on another. 
 
You can install the system from the following website: 
 
http://www.echoice.com.au/fleats 
 
Full instructions for the installation are contained on the web page. 
 
You can also install the add-on link to the Pisces online lodgement system from this 
page.  However, prior to doing so you should ensure that you have the necessary 
permission to do so and also that you are aware of the ongoing costs associated with 
this facility (if any). 
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Where to get help 
 
A complete manual for both FLeaTS and Pisces Electronic Lodgement is available for 
download from the Firstfolio website at: 
 
http://www.firstfolio.com.au/partnering-services/bloom 
 
 
Additional assistance is available from: 
 
For installation problems:   
 

• John Nielsen on 1300 883480 
 
For help with system use: 
 

• Email: fleats.support@firstfolio.com.au 
• Broker Help Line: 1300 883480 

• System “Bug Button”  from within FLeaTS 
• Pisces Help: 1300 135 970 (For online lodgements only.  For issues relating to 

accessing Pisces from FLeaTS please use one of the above contacts.) 
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Logging on and changing your password 
 

 
 

Note: If you are working offline you need to click the  button 
instead of the Exchange button. 
 
Tip: 3 unsuccessful attempts to log in will cause your access to be frozen.  If this 
occurs you need to contact your administrator to unlock your account.  
 

Enter ID and password 
then click the Exchange 
button.  Note: these are 
case sensitive 

Passwords are 
changed by 
clicking here 

Do not clear 
cache unless 
instructed. 
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When logging on at a clients home it is preferable to also enter that customer’s lead 

number and click on .  By doing this you avoid displaying your 
entire client listing.  The only customer displayed will be the one you have selected. 
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Once logged on, a dialog box will be displayed showing a history of the most recent 
Exchanges.  Additionally, this dialog box will provide an alert if any Comparison 
Rate Schedules have been updated. 
 
Click the Close button to exit the Dialog box. 
 

Creating a new client 
 

 
 
 
 
 
 

 
 
 
 
 
Simply enter the information as per the fields then click Create New Lead and then 
Exchange.  You can then start working on the new lead. 
 
Tip 1: You can also create a new lead from a “Lead Prospect”.  This will be dealt 
with under the section for Calculators and Loan Matching. 
 
Tip 2: Selecting “Referred (Associate) or Direct Writer under Lead Source will reveal 
the correct commission structure for that deal. 
 
Tip 3: You can select non-home loan products such as deposit bonds, insurance etc 
from the Product Type drop down menu. 
 

Click here 

1.  Enter correct lead source 
and if a referrer deal enter the 
membership number (same 
numbering as in the old 
system).  

2. Enter appropriate lead state.  
Note: If loan has already 
settled select “Settled by 
lender” to claim commission. 

3. Commission structure and 
splits shown here.  Please 
ensure that the commission 
and any splits shown are 
correct.  If these appear to be 
incorrect you should contact 
Firstfolio Commissions Dept. 

Click to add more applicants 
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Creating a new record for a returning client 
 
When an existing client returns for another loan you can create a new record from the 
previously settled one. 
 

1. Click on the  icon to access the Settled and dead lead archives then enter the 
appropriate search information to locate the client’s record.  This can be name, 
tracking ID etc. 

2. Highlight the appropriate client’s record 

3. Click on the  icon in the left margin (not the one at the top of the page) 
4. This will take you to the same client set-up screen and all information will be 

copied from the previous record. 
5. Ensure that you amend any changes if necessary. 
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Your client list 
 

 
 
This is the main screen and contains a listing of all your active clients and their 
current status. 
 

Opening, editing and updating a client record 
 
Select your client from the list and double click to open the record. 
 
Tip 1:  Holding your curser over an icon will open a box explaining what the icon is 
for.  
 
Tip 2: To copy and paste to or from any part of the system use the following key 
strokes: 
 
Copy – Ctrl C 
Paste – Ctrl V 
Cut – Ctrl X 
 
Tip 3: If you are doing a split loan for a client remember to create the split lead in 
FLeaTS.  See item 7 below. 
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Tip:  You should exchange your updates as often as possible to avoid accidental loss 

of work.  To exchange click the  icon.  This will save your work to your own 
computer plus the main server.  At the same time, your system will be updated with 
any changes on the server.   
 

Creating a split lead 

Click on the  icon as per item 7 above and enter the required information 
regarding the loan split.  You will not need to re-enter customer information. 
 
Remember to adjust your loan amounts so all splits add up to the total loan. 

 

Editing Client contact details 
 

Open the client record from the Client List and click the  icon.  This will take 
you to the Edit screen. 
 

1. Select a 
new lead 
status 

2. Select 
the next 
activity 

4. Enter the 
next action 
date 

6. Enter new comments here 

8. All past comments 
listed here. Double 
click to expand. 

3. Click here 
for complete 
lead history 

5. Save & 
Exit to 
Lead List 

7. Create Split lead 

3. Click tab to enter/edit 
documents you’ve verified 
(see section on NCCP), 
lender details or to view 
history. 
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Note: Some fields may be greyed out meaning that you cannot edit them via this 
process.  Changes of this nature need to be made by an administrator.  Contact your 
relevant support officer for assistance in these matters. 
 

Adding additional contacts to a client’s record 
 
You can add additional contact details to a client’s record to enable emails to be sent 
to other related parties such as solicitor, spouse etc.  This record also contains all other 
contact details. 
 

Click the  button on the main client list screen then click the  
button on the next screen. 
 

Post Settlement Address 

Click to add 
additional 
applicants 

Enter post 
settlement address 
here or copy from 
Current address. 



FLeaTS User Manual 
_____________________________________________________________________ 

 
V02022011DH Page 13 © Firstfolio Limited 

 
 
 
When sending emails to the client you can now select additional recipients by ticking 
the boxes to the left of the FLeaTS email screen. 
 

 
 
To access additional contacts information open the client record from the client list 

and click the  icon.  Select the contact and double click to open the details. 
 

Receiving a company generated lead 
 
If you are receiving leads from Firstfolio or eChoice these will be automatically 
placed into your client database.  You will receive an alert via email and/or SMS. 
 

To view the Lead Sheet open the client record from the client list and click the  
icon.  

Click to create a 
new contact. Enter 
details, save and 
then exchange. 

Highlight the 
contact from the list 
then click to edit. 
Save and exchange 
when done. 
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The Lead Sheet 
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Lead statuses 

 
 

Lead status usage 
 
Using the pre-set lead states in the system helps to prioritise your clients as well as 
your follow-up activities. 
 
In the table below is a list of all lead states along with their suggested usage. 
 
1 Lead received The initial lead state for a company generated lead.  These should not 

remain in this state beyond the initial contact.  All new company 
generated and issued leads should be contacted within two hours of 
receipt. 

2 Self built lead 
received 

This is the initial lead state for new clients that you set up in the system. 

3 Contact made “Contact made” should only be used as a transient state after “Lead 
received”.  It is expected that a lead will only remain in this state for up 
to one week except in unusual circumstances.  Examples of when to use 
this state are: customer asks you to call back to make appointment, 
customer says they’ll call you back etc. 

4 Appointment made Expected next state after Lead received (allowing for 2. above) for 
mobile HLMs and possible for phone HLMs.  No lead should remain in 
this state once an appointment (phone or mobile) has been held. 

 
The various lead statuses built into FLeaTS help 
you to prioritise your activities and also provide 
you with a meaningful overview of your portfolio.   
 
The statistics, which are shown at the left side of 
your client list, tell you how many active leads you 
have in your database, how many are overdue for 
action and a break-down summary of the various 
lead statuses. 
 
See Appendix 1 for a list of lead states and their 
recommended usage. 
 
You are able to sort your client list simply by 
clicking on the top of the column you wish to sort 
by. 
 
Alternatively, you can create various views to suit 
your requirements. 
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5 Awaiting customer 
decision 

When a face-to-face or phone appointment has been held but client is 
still in “decision mode”.  Also applies to phone based leads when a 
“sales discussion” has taken place. 

6 Not ready yet Only applies when a customer will not or cannot proceed for a period 
greater than 60 days. 

7 Awaiting documents A loan application has been completed with the customer but we are 
awaiting some or all supporting documents.  For a phone appointment 
the product and lender has been chosen but we are awaiting receipt of 
the signed application and supporting documents.  Leads will remain in 
this state until the signed application and supporting documentation has 
been received and submitted to the lender.  Alternatively, the next states 
would be: 

• Not ready yet – customer has delayed or cannot proceed for 
more than 60 days 

• Lead dead – Customer has decided not to proceed.  Full details 
required in FLeaTS. 

 
8 Pre-application 

submitted 
Self-explanatory.  You should move all Pre-approvals into this state 
as soon as they are submitted. 

9 Pre-application 
approved 

Self-explanatory.  You should move all Per-approvals into this state 
as soon as they are conditionally approved. 

10 Full application 
submitted 

Self-explanatory.  You should move all full-approvals into this state 
as soon as they are submitted. 

11 Full application 
approved 

Self-explanatory.  You should move all Full-approvals into this state 
as soon as they are unconditionally approved. 

12 Settled Self-explanatory.  Please move all settled loans into this state as soon 
as you have confirmed that settlement has occurred.  Also, please 
ensure that you have the loan amount entered correctly as these 
activities will help to ensure that commissions are paid correctly 
and on time. 

13 Lead dead Self-explanatory.  All leads to be made Dead must be moved to Inactive 
Lead Candidate for RM action/approval. 

 

Create a custom view 
 
Creating a custom view allows you to select the information you like to see.  It may 
be that you prefer to group one or more lead statuses into one view or you might 
prefer to change the information you see in the client list. 
 

 
 
To create your custom view, click on the Change view settings button. 
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This button 
enables you to 
select the lead 
statuses that 
will be shown 
in this view. 
 
You need to 
give the view a 
name and then 
you can save 
the view. 

This button 
enables you to 
select the 
information that 
you see in the 
client list. 

When you have created your preferred views they can 
be selected by clicking on the appropriate button.  
These are located at the bottom left of the Client List. 
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Sending an email from FLeaTS 
 
FLeaTS has the ability to send emails, either to individual clients or to a group of 
clients.  The advantage of emailing from FLeaTS is that all your outbound emails are 
recorded in the client history. 
 
Note: FLeaTS cannot receive emails.  Replies to your FLeaTS emails will go to your 
normal email address and can the copied and pasted into FLeaTS.   

Sending an email to a single client 
 
You can highlight the client in the client list or open the client record and then click 

the  icon. 
 

 
 
1. You do not need to type the salutation as this is already set up in the client record.  

In the example above the salutation is “Hi Allan”.  This can be overtyped if you 
like.  Similarly, your email signature is also pre-coded into the email. 

2. If you have created multiple contacts for this client you can select which contacts 
to send the email to by clicking the appropriate ones on the left side of the screen. 

3. When you have finished the email click “Save for Exchange”.  The email will not 
be sent until next time you Exchange your data. 

4. Attachments can be added to the email by clicking the Add Attachment button and 
following the directions. 

Type your email here 
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5. A copy of the email can be sent to your email Inbox by ticking the box next to the 
Subject line. 

6. If you need to exit the email prior to completing it you can save it by clicking 
Save as Draft. 

 

Sending an email to a group of clients 
 
To send an email to multiple clients you highlight the clients in the client list and then 

click the  icon. Clients are highlighted by clicking on the first one and then, 
while holding down the Shift key use the down arrow until you have highlighted all 
the clients to receive the email. 
 

 
 
Click “Yes” to the Dialog box shown. 
 
You can then follow the steps outlined for sending a single email. 
 
Note: Each recipient will only see their own email address.  No information about 
other recipients is sent. 
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Creating standard email templates 
 
The FLeaTS email system enables you to create standard emails for marketing, client 
follow-up etc. 
 

 
 
Instructions are in the image above. 
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Sending a standard email 
 

 
 
 
1. Click on the Select template drop down. 
2. Select your template 
3. Click the arrow to bring up the selected email. 
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To send the email, click the Save for exchange button.  Remember, the email will not 
be sent until you Exchange. 
 
Tip: Standard emails can also be sent to multiple clients by following the instructions 
under that heading. 
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Sending an appointment email 
 
FLeaTS enables you to set an appointment date and time and send a confirming email 
within the same action.  The email will also ask that the client have the appropriate 
paperwork available.  These are auto selected based on the loan and client type, 
however, documents not required can be deselected by un-ticking the box. 
 
To create an appointment email, select the client from the client list or open the client 

record and click the  icon from the left margin. 
 

 
 
1. Click on the date field and then select date and time of the appointment. 
2. Type the appointment location into the Location field. 
 

Type any additional 
comments here. 

Select the 
loan/client type. 

Un-tick any 
documentation not 
required. 



FLeaTS User Manual 
_____________________________________________________________________ 

 
V02022011DH Page 24 © Firstfolio Limited 

Reassigning a lead 
 
If you are an administration person for a group of brokers you may have a need to 
reassign leads to loan writers within your group. 
 
To reassign a lead/client, highlight the client or open the client record and click on the 

 icon.  This will open the reassignment facility shown below. 

 
1. Enter a comment in the “New comments” field. 
2. Select the appropriate Team. Your options in this regard will be limited. 
3. Select the loan writer from the drop down box “Select HLM”. 
4. Click Submit 
5. Exchange data. 
 

Deactivating a lead 
 
When a client tells you they no longer want to proceed with you, you can deactivate 

(or make Dead) the lead by clicking on the  icon and completing the required 
details in the next screen.   
 
Note:  Deactivated leads can be reactivated at any time. 
 
 
 



FLeaTS User Manual 
_____________________________________________________________________ 

 
V02022011DH Page 25 © Firstfolio Limited 

Reactivating a lead 

If you need to reactivate a Dead lead you can do this by clicking the  icon.   
 

 

 
Note: This area of FLeaTS also contains all your settled loans. 

Enter information in 
any of the fields and 
click the search 
button. 

Select the lead you wish to reactivate 

then click on the  icon.  The lead 
will then be placed back in your active 
client list. 

Click here if you wish to 
create a new lead from a 
previously settled lead. 
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Searching for policy, forms and lender information 

BloomSEARCH 
 
BloomSEARCH is a search engine within FLeaTS that provides the ability to search 
and download all lender documents, calculators, policy updates and loan information.  
All lender changes are uploaded to BloomSEARCH within 24 hours of notification 
(most with 4 hours). 
 
In addition to new updates received, all historical information is retained and remains 
available to view, save or print. 

To access BloomSEARCH, click the  icon from within FLeaTS. 
 

 
 
 
 
Tips: 
 
1. Do not make your search too narrow (e.g. 52 Hectares). Just “hectares” will give 

better results as it is unlikely that any lender policy refers directly to 52 hectares. 
2. Searching on say, ANZ, will give results on all matters relating to ANZ whereas 

“discharge ANZ” will provide results relating to ANZ discharge policy, 
procedures, forms etc. 
 

Enter your search 
terms here just like 
Google or any other 
search engine. 
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Example of a search on “ANZ” 
 

 
 
 
Example of a search on “ANZ LVR policy” 
 

 
 
 
Note: All documents are date stamped.  You can use your scroll bar to scroll through 
all documents, select what you want and print or save. 
 

Simply click 
on the item 
you wish to 
view to open, 
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Invoicing and financial 
 
The system produces your invoice automatically based on loans that you have moved 
into the “Settled” status. All information shown in the draft invoice is determined by 
the information you have entered into the system including loan amounts, lender, 
settlement date etc.  Incorrect entry of any of any information could cause 
inaccuracies in the Draft Invoice.   
 
1. Draft Invoice shows loans settled but not yet processed by “accounts”. 
2. Final Invoice is available after payments have been made and includes full details 

of those payments. 
3. Forecast Earnings will display your expected income by month based on the data 

you have entered such as loan amounts, settlement dates, lender etc. 
4. Tax Year to Date earnings shows payments that you have received during the 

current and past financial years. 
 

 
1 2 3 4 

 

Claiming your commissions 
 
Note: If your client’s loan settled before claiming your commission please refer 
to “Creating a new client” on page 7. 

By changing an existing client status to “Settled by Lender” your lead is now in a 
condition to enable payment of commissions. You don’t need to do anything else. 

 

 

Change lead status 
to Settled by 
Lender 

Enter Settlement date, 
loan product and bank 
reference numbers 


