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Introduction

Dear Customer,

We hope that everything isgoing well for your business and that 2007 has been a
successful and profitable year so far.

Gl rmb_weéq aml esswherereperypne is busyochakimg gacgets or resolving
customer queries we appreciateit can be difficult to take the time out to learn new
methods and pocesses.

We are constantly looking at ways to improveour product experienceto help you get
the most from your system

To help you achieve thiswe are happy to present the first issue oHints and TipsThis
first issueis primarily aimed at showing you some simple ways to make ProspectSoft
work better for you every day. Our 1ébest, 10-second tips include topics foenhancing
your search caphility, and fast, easyto-implement ways of finding information in your
system.

Hints and Tips will be publised every monthas a wayto help you get the most from
ProspectSoft CRMNVe hope that these tips are useful and effective in yousveryday
business, and we look forwardo your feedback. If you have any suggestions for future
topics you would like to see overed, email your ideas tomarketing@prospectsoft.com

Every Success,

Team ProspectSaft

Sales: 01494 895 533

Support: 01494 895 544

Marketing: 01494 895 558
Professional Service€1494 895 559
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Tipl: Setting up favouritereports and
searches

Make sure
that List and
This will provide easy access to your frequently required reports and searches. Tab bars are
switched on
Step 1 1
File Edit View Tools Admin Window Help
T 5 ST 2 ] v
| & - - 6 & | € 03
MNew Record Divizionz Companicz  Divizionz Contactz 7R¢c:|ll lizt ) Calendar Lizt Bar Tab Bar ” i Cloze &ll Hel?Epii |
|2 .8 x B o KB p ST 4 b
| Print Print Preview Cut Copy Pazste Undo Find Sort Filter Firzt Prior Mext Lazt

\ ProspectSoft CRM

Searches and Reports b4
# | ProspectSoft CRM

@ __/ My Favourites

[+ |/ My Reports
Companies [# || Professional Services

i

Nivisinns

Mncl EKw Pc
folder and subsequent
folders. Just Drag and
Dropyour most
frequently used reports
iNOEKw D_t ms

Step 2

ProspectSoft CRM - DRC on Demo
File Edit View Tools Admin Window Help

9 (=] =] S G t =
J - & . & B m ¢ 2 1 7| You can also drag and
MNew Record Divizionz Companiez  Divizions Contactz  Recalllizt Calendar Lizt Bar, Tab Bar Duplicat

&, I4 drop frequently used
Fiter First searches from the

ENpmgncar Qn
folder.

@ B8 X 8 F 2

‘ Print Print Preview ut Copy Paste Undo Find
R

‘ ProspectSoft CRM ‘ 'Searches and Reports
[# 7 ProspectSoft CRM

@ = ! My Favourites

# 8% Contacts

Companie @ |2 Sales Ledgers
& # 99 Business Summary
%’ [# ) Divisions not Contal
. [# 9 Staff Calls in a Peri
Dhvisions # ) Staff Calls by User

# | My Reports

[# | Security Systems

@ # ¥ Contacts at Division]

Contacts

A

=/
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Step 3

® ProspectSoft CRM - PRK working online

File Edit Wiew Tools Admin  Window  Help

E: o} s} - = n , ]
5 ISR s g @ 9 ol b B 3
MNew Record Diviziens Companies  Divisions  Contacts  Recalllist  Calendar Lizt Ear Tab Ear Duplicate  Close Al Help Topics

2 B x B & K L2 = & K 4 » M

Print Print Preview Cut Copy Pazte Undo Find Zort Filter Firzt Prior Mext

Lazt

Prospectaoft CRM Searches and Reports w
| ProspectSoft CRM

1-:[‘ = || My Favaourites
& Conkacts Without Recalls

Companies

| Professional Services

B

Observe the new changes
in the List and Tab bars.

Divisions

8

Enjoyeasy navigation to
your most frequently
required reports.

Contacts

&

Sales Leads

Problems

-

b

Quokes & Orders

™ T
My Favourites
o —

AdVanced Jearch

Adrmin Feports

Contact Reports
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Tip 2: Simple Sort

This feature will enable you to sort any list, by any column in the ProspectSoft CRM either in
ascending or descending order.

File Edt View Tools Admin ‘Window Help

3 . & - 0 i [ q - i [ (] L 2
NewRecord | Do Compane:  Cigions  Contts  Recdlit ol Lt TobBu  Dupicte  Cloce Al HelpTopics

=) B % 8] & B L2 = & [« 4 [ bl

Print Print Provicw Cut Copy Paste Unde Find Fort Filter First Frior Pext Last

ProspectSoft CRM Searches and Reports

| ProspectSoft CRM
My Favourites

My Reports
Security Systems

5

Companies
Livision MNarme

A B Holdings PLC
Ace Haldings Plc Aie Electrical Supplies Ltd Unit 3 St William Strest

T

Divisions cus A B Holdings PLC Applied Studios Lkd 7 - 10 Long Drive Chriskchurch Busines Basingstoke Harr
cus A B Holdings PLC Astra Communications Ltd 00 3§ 4555 767 4<5669 Routes des CretParis 55598
m RET Brawns PLC Browns Cabling Services Lkd 01494 684700 Parkway Industrial Pa Parkway Road High Wycombe Bucl
RET Browns PLC Browns Distribution Centre (101204987123 1 -6 Andover Road  Ferndown Bournemouth Do
aiizdis RET Browins PLC Browns Distribution Centre (01473 $55455  Ransome Industrial EsNacton Road Ipswich Suff
I RET Browns PLC Browns Facility Managment LO207 244 5555 145 Marylebone SquaMarylebone Lane  London
EIQ cus Cobra Cabling Lkd Cobra Cabling Lkd 01296 6§1121 5 Bridge Street Wendover Buckinghamshire:

Sales Leads cus 25 Security Ltd 5 Security Lkd 0121 5446633 3 Heron Square Birmingharn ‘West Midlands
SUP Data Cable Management LtcData Cable Management Lkd 01223 458798 Stara House Globe Road Cambridge Carr
EJIQ RET Davis and Sutton Electrical LDavis and Sutton Electrical LID1223 789821 The Cld Post Office Combs Lane Cambridge
cus Ace Haldings Plc Electrical Warehouse Ltd 01202555888  The Globe Trading Est Glebe Road Poole Dot
Froblems RET Electronics Warld Lkd Electronics World Lkd 01223 25893  The Science Park Bristol Road Cambridge Car
=) ] Fibretech Limited Fibretech Limited Fibretech House Lowiry Way Ipswich Suff
o RET Coles Office Supplies Ltd  Forest Security Alarms Limite 01256 774771 45 Lime Tree Place  Basingstoke Harmpshire
Quates & Orders cus Fulzman Communications Lin Fulzman Communications Lim 01245 557397 56 - 58 George Street Chelmsford Essex
SUP ialobal alarms Lid Global Alarms Ltd 01779654398\  Graphics House Cock Road wWallasey Che
o SUP Goodman Engineers Limited Goodman Engineers Limited 01764 369741 12-14 The Old Cattle |5taines Middlesex
RET Hall Street Lighting Ltd Hall Street Lighting Lkd 0118 936 5645 | Imperial House 9 Daklands Park Wokingham Bert
Documents SUP Installation Experts Limited Installstion Experts Limited 01202 456632 | 56 Church Street 0ld Christchurch RoBournemauth

cus Justin Time Electrical Lkd  Just in Time Electrical Led 01923 636272 \Birch Grange Church Road ‘Watfard

cus Linkon Alarm Distribution PLCKivwi Alarm Distribution Lkd - 0064 12131231 {-10 Greenslade StrecAuckland

cus Linton Alarm Distribution PLCLinton Alarm Distribution 00 27 11 467 D87 \56 Kyalami BoulewardKyalami Business PatBox 1819 Joh.
Ccus Maple Interior Designs LimitzMaple Interior Designs Limite 0161 522 3855 23 - 24 Foster Stree Manchester Lar

e [, Pl

)

Sales | adnare

My Favourites

B N R N S N e B B B B TN I N R N S R N VR N R S ¥

Click on any columtitle, for example company
name, division name etc. Clicking it once will sort
it in ascending order whereas clicking it twice will
sort it in descending order.

NB. This functionality is available on any of the ProspectSoft columns, including lists in tabs
or reports.
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Tip 3: Find

ProspectSoft CRM Version 5 customer Relationship Management

This will enable you to find a string contained in any column already loaded from the database
and displayed in the current window (to load different records from the database use the

refresh button or open a new search window).

Step 1:

] ProspectSoft CRM - DRC on Demo C“Ck Onthe
File Edit view Tools Aadmin  ‘Window Help e D g I b . E g
S . ® . B @ @ 1 =
MewRecord  Divisions Companies  Divisions  Contacts ListBar  TabBar  Duplicate  Close All  Help Topics
= B X H & B & I« 4 b bl
Print Print Presiew Cut Copy Paste Undd Filter First Priar Mext Last
ProspectSaoft CRM | | Searches and Reports
|_) ProspectSoft CRM N
@ ! My Favourites ) )
) My Reparts sg Contact Selection List
=S | Security Systems Title Forename SUFMame
ol A
%' £ Fulzman Communication Mr ] Booth
Divisions 2 Olympia Exhibition ServiMr ] Booth
Z Ace Electrical Supplies LMy il Brecker Managi
g; Z Browns Distribution Cen Mr a Britrer Manage
Z Hall Street Lighting Ltd My James Brown Purcha:
Contacts 2 ilobal Alarms Lkd Mr M Cohen Control
- Z Faorest Security Alarms LMy P Coles Chief E
E:!Q Z Electronics World Led M3 K Dermak Buyer
Sales Leads Z Browns Cabling ServicesMs M Durie Directo
) Z Goodman Engineets Limikr H Field Contral
E!Q Z Foresk Security Alarms LMy 3 Franks Syskem
Z Installation Experts LimilMiss ] French Managi
Prablems Z Juskin Time Electrical LMy M French Sales I
= Z Justin Time Electrical LbMr ] Gibson Managi
e £ Astra Communications L Mr Pierre Giscard Directo
Cuotes & Orders Z Browns Dist.ributiol.w CenlMr 4 Gooding M.anage
Z Maple Interior Designs LMrs 3 Gordon Finance
[~n Z Browns Cabling ServicesMr n} Gordanstan Directa
Z Installation Experts LimilMiss L Greater Purcha:
Dinrments Z Olvmbia Exhibition Servi by C Gretham Sales I¥
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Step 2:
) Prosp 0 - DRC on Demo . .
In the Find window, select
9 . @ . 6 & m @ 2 1 N B the co[umn (fromthe drop
Mew Recard Divizions Companicz  Divizsionz Contacz Rizcall list Calendar Lizt Bar Tab Ear Dwplicats Cla: dOWn Ilst) On Wthh you Want
5B X n @ 5 L = 8 ' to perform a search.
Print Print Preview Cut Copy Paste Unda Find Fart Filtar

Findwhere | o e v | | Find Mext ontact Selection List
s
Find what Division Mame = sion hame Title: Farenarne SUFTIEmE
Title f fif Black
w
Search phgensme TR Cammunicatian My ] Baoth
Exhibition Serwi My il Bioath
Z hoe Electrical Supplies LIky il Brecker
gz Z Browns Distribution Cen fr 1 Britner
Z Hall Street Lighting Lkd  Tar lames Brown
Contacts Z Global Alarms Ltd Ty M Cohen
= 7 Forest Security Alarms LMr P Coles
E,Ql Z Electronics World Ltd s K Dermaot
Sales Leads Z Browns Cabling Servicesis | Diurie
) Z Goodman Engineets Limikr H Field
Elsh Z Forest Security Alarms Lir = Franks
7 Installation Experts LimilMiss 1 French
Problems 2 Just in Time Electrical LM M French
= Z Just in Time Electrical Lkr il Gibson
o Z Askra Communications L M Pierre Giscard
Ouokes & Orders Z Browns Diskribution Cen Mr [ Gaoading
Step 3:
(£) Prospe 0 RM - DRC on Demo

Type your keyword fotthe search
here and click on Find Next. This will
=% " enable you to search any character in
b i . .
any column.You can dtk find next

3 . & . n & m @ 2 3 i = 2)
LieSar

Mew Recard Divizions Companiezs  Divizsions Contacts Recall list Calendar Tab Bar Duplicate

B @ ® ﬁj E 5 J' )] Py E'

Print Print Preview Cut Copy Paste Unda Find Fort Filter

i ® Find clection again to move through multiple
Find where | Division hame %] [Frdnext | fontact Selection List instances of your keyWO rd.
Find what | s | [ Cancel ] sion Marne Title Faren

A Marketing Manat
Search ["IMatch Case Communication Mr il Booth Financial Direcko
Exhibition ServiMr il Booth et
Z Ace Electrical Supplies LIMr hl EBrecker Managing Direct
gg Z Browns Distribution Cen Mr a Britner Manager
Z Hall Street Lighting Ltd  Fr James Brown Purchasing Manz
Contacts 7 Global Alarms Ltd I M Cohen Controller
= Z Forest Security Alarms LMy P Coles Chief Executive
E:!Q Z Electronics World Lkd — Ms K Dermnot Buvyer
Sales Leads Z Browns Cabling ServicesMs i Diurie Directar
Z Goodman Engineers Limifr H Field Controller
E!Q Z Forest Security Alarms LMr 5 Franks Systems Purcha:
Z Installation Experts Limiliss i French Managing Direck:
Problems Z Justin Time Electrical Lbirr il French Sales Manager
= 2 Justin Time Electrical LbiMr hl Gibson Managing Direct
o Z #Astra Communications L Mr Pierre Giscard Directar
Quotes & Orders Z Browns Dist.ributiol.ﬂ CenMr K Gooding I\"!anager .
Z Maple Interior Designs LMrs R Gardan Finance Coordin.
h Z Browns Cabling Servicesir a} Gordonston Directar
Z Installation Experts LimilMiss L Greater Purchasing Direc
Docurnents Z  Olympia Exhibition Servi Mr C Gretham Sales Manager
o 7 linkan dlarm Niskribiar M R Heldina Sales Mirackar
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4. Scrol buttons after drill down :

Scroll any list without closing and re-opening windows.

Step 1:

www.prospectsoft.com

Open any required lisbf
records.

Double click on any record. This
will drill down to the relevant
company details.




