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Introduction  

 
 

Dear Customer, 
 
We hope that everything is going well for your business, and that 2007 has been a 
successful and profitable year so far. 
 
Gl rmb_wĕq amlrcknmp_pw `sqglcqqes, where everyone is busy chasing targets or resolving 
customer queries, we appreciate it can be difficult to take the time out to learn new 
methods and processes. 
 
We are constantly looking at ways to improve our product experience, to help you get 
the most from your system. 
 
To help you achieve this, we are happy to present the first issue of Hints and Tips. This 
first issue is primarily aimed at showing you some simple ways to make ProspectSoft 
work better for you every day. Our 10-best, 10-second tips include topics for enhancing 
your search capability, and fast, easy-to-implement ways of finding information in your 
system. 
 
Hints and Tips will be published every month as a way to help you get the most from 
ProspectSoft CRM. We hope that these tips are useful and effective in your everyday 
business, and we look forward to your feedback. If you have any suggestions for future 
topics you would like to see covered, email your ideas to marketing@prospectsoft.com.  
 
 
 
Every Success, 
 
 
Team ProspectSoft. 
 
Sales:  01494 895 533 
Support: 01494 895 544 
Marketing: 01494 895 558 
Professional Services: 01494 895 559 

mailto:marketing@prospectsoft.com
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Tip1: Setting up favourite reports and 
searches 

 
This will provide easy access to your frequently required reports and searches. 
 
 
Step 1 
 

 
 
 
 
 
Step 2 
 

 
 
 

Make sure 
that List and 
Tab bars are 
switched on. 

1 

Mncl ĔKw Pcnmprqĕ 
folder and subsequent 
folders. Just Drag and 
Drop your most 
frequently used reports 
into ĔKw D_tmspgrcqĕ, 
You can also drag and 
drop frequently used 
searches from the 
ĔNpmqncarQmdr APKĕ 
folder. 
 

2 
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Step 3 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                          
 

 

Observe the new changes 
in the List and Tab bars. 
 
Enjoy easy navigation to 
your most frequently 
required reports. 

3 
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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.  
 
Step 1: 
 

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

 
 

 

 
 

 

Click on any column title, 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. 
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Tip 3: Find  

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: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the 
ėDglbĘ gaml. 
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Step 2:  
 

 
 
 
 
Step 3:  
 

 
 
 
 

In the Find window, select 
the column (from the drop 
down list) on which you want 
to perform a search.  
 

 

2 

Type your keyword for the search 
here and click on Find Next. This will 
enable you to search any character in 
any column. You can click find next 
again to move through multiple 
instances of your keyword. 
 
 

3 
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4. Scroll buttons after drill down : 

Scroll any list without closing and re-opening windows.  
 
Step 1:  
 

 
 
 
 

 
 
 
 
 
 
 
 

Open any required list of 
records. 

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


