
 

 

Hints and Tips 
 
 
 
 
 
 
 



 

Dear Customer, 

We all know that keeping on top of your recall list can be a challenge at times! This issue of óHints 

and Tipsô will help you check your recall list and prioritise your tasks, before booking that summer 

holiday! Weôve provided a step-by-step guide to checking both your own recall list, and the lists of 

colleagues... 

Remember - these are your Hints and Tips, please let us know if you want us to cover any specific 

features of ProspectSoft CRM in future issues. Should you have any further questions, comments or 

feedback please contact one of our team members at 01494 486304 or email 

marketing@prospectsoft.com. 

 

Every Success, 

Team ProspectSoft 

T: 01494 486300 

F: 01494 486399 
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Tip 1: Checking your Recall List  

 

 

 

 

      

 

 

Step 2: Select the relevant 

file. For example: Selecting 

NXT7DAYS.TXT will inform 

you about your recalls for 

the next 7 days (as shown 

below), similarly selecting 

TOMORROW.TXT will 

inform you about your 

recalls for tomorrow. If 

you do not see any of the 

.TXT Files, please browse 

to C:\Program 

Files\ProspectSoft\Prospect

Soft CRM 5\Queries. 

 

You will be greeted with the 

óLoad a queryô window.  

Your Recall list for the next seven 

days. 

Step 1: Click on Recall List 



 

Tip 2: #ÈÅÃËÉÎÇ ÏÔÈÅÒ ÐÅÏÐÌÅȭÓ 2ÅÃÁÌÌ ÌÉÓÔ 

To check a colleagueôs Recall list, all you need to know is their Username . 

 

 
 

 

 

 

Step 1: Click on Recall List 

Step 2: CANCEL óLoad a 

Queryô Window 

You will now see the 

óRecall Listô window as 

shown below 

Step 1: 

Insert the 

username of 

the person 

you wish to 

check the 

recall list 

for. 

Step 2:  

Insert the date 

for which you 

wish to check 

the recall for, 

leaving it blank 

will inform you 

of all the recalls 

for the person. 

Step 3:  

Click óRunô to 

view the Recall 

List. 

 



 

 

Thank you for Reading  

 

We are confident that this monthôs Hints and Tips will have enhanced your ProspectSoft CRM product 

knowledge. For any suggestions, comments or feedback email marketing@prospectsoft.com or speak 

to one of our team members on 01494 486304 

 

Every Success, 

 

Team ProspectSoft 

T: 01494 486300 

F: 01494 486399 
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