
How To Respond To A Lead Notification 
From The Administration 

Step One: Click onto the Admin link in your lead notification email. 

 

Step Two: login to your Admin or alternatively you can go to your Leads tab in the header. In the 

backend of your OnlineXpress website, you can respond to the lead. 

 

 

 

  



Step Three:  In the email editor, you can compose a response to the lead. 

 

When you lead “replies” to your message from the Admin, it will go directly to your work email inbox. 


