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Welcome to the Prophet 2004 (v1.5) User Guide 
Prophet 2004 is the powerful, easy to use contact management solution built into Outlook. This guide is 
designed to help you achieve three objectives with the Prophet 2004. 
 

• Install and set-up, including the one-click merge of your current Outlook contacts with Prophet. 
 

• Help you become comfortable performing basic tasks in Prophet such as adding new contacts, 
managing tasks and opportunities, sending group emails, creating reports and customizing fields. 
 

• Answer specific questions and provide additional help resources. 

Thank you for choosing Prophet 2004.  Please do not hesitate to contact us with any questions or issues 
not covered in this guide. 
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Part One -- Outlook, Contact Management and YOU! 

What is Prophet 2004? 
Prophet transforms Outlook from a Personal Information Manager (PIM) into a full featured contact 
management solution. We do this by adding critical business relationship management features such as 
account level relationships, sales pipeline stages, opportunity reporting and task management while 
retaining the familiar Outlook interface. 
 

What Does “Built into Outlook” Mean and Why is it Good? 
Other contact management software such as ACT! and GoldMine are separate applications from 
Outlook. This requires a user to either abandon Outlook all together, flip back and forth between the two 
applications or to constantly synch and integrate the two applications in order to communicate within their 
company and then manage their contacts with clients and prospects. 
 
Avidian Technologies is an expert in Outlook and Exchange development. We have taken this expertise 
to create a contact management system that is much more powerful than Outlook by itself, but leverages 
the core features of Outlook to make managing the sales process much easier than working with a 
separate application. We do this by working at the object level within Outlook 2000 and 2002 instead of 
just superficially swapping data between two applications.  
 
Built into Outlook is good because you can now manage your sales opportunities with the same 
application you manage your internal company communications. Outlook serves as the central platform 
for managing your sales process and reporting as well as your day to day company meetings and emails. 
 

Top Six Reasons Prophet 2004 will Help Your Business 
1. You will generate more business and keep customers happier. The less time you spend 

doing chores like finding the right attachment or email, building reports for your boss or learning 
software – the more time you have to generate revenue! 

 
2. You will be more organized. By keeping all of your emails, scheduling and tasks in the same 

application – it is easy to find the information you need to make that call or generate that report. 
 

3. You will have a better process for managing contacts and sales opportunities. By using an 
established process for tracking opportunities including why sales were won or lost, you will be 
more effective in moving people through the pipeline to the conclusion. 

 
4. You can create personalized group emails with a few clicks. Send a promotion or new 

product announcement to a group of prospects and/or clients using their individual names in the 
salutation with just a few clicks. 

 
5. Automate reporting for your boss.  Instead of re-building that Excel Spreadsheet every week to 

send to the boss, print out one of our pre-developed reports or customize your own to print out 
anytime you like. Saves time, looks good. 
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6. Centralize your data. With the Prophet Server Edition you can store all your data on a central 
server that your team can synchronize while offline. 
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Part Two – Installation and Set-Up 
 
System Requirements for Prophet 2004 

 
Pentium 233 (MHz) or higher processor 
128 MB RAM or higher  
400 MB of available hard disk space 
Microsoft Windows 2000 Professional/Server, Windows XP Home/Professional 
Microsoft Outlook 2000, XP/2002 
 

Installing Prophet 2004: 
 
Note: Make sure that the user account has administrative privileges to install software 
 
1. Close all Anti-Virus and other active applications including Microsoft Outlook. 
2. Run the file ProphetSetup.exe to start installation or insert the installation CD. 
3. Follow the instructions during the install process including entering your personal serial number 
received during the purchase. 
4. Reboot your machine 
5. Launch Microsoft Outlook 
6. Select the Outlook Mailbox where Prophet will be installed – usually, this is the personal folders 
mailbox. A new folder in this mailbox will be created titled “Avidian Prophet” – You’re done! 
 
 
Installing Prophet 2004 Server Edition: 
 
Note: Make sure that the user account has administrative privileges to install software.  The server 
computer should have a Microsoft Outlook Profile setup. 
 
1. Close all Anti-Virus and other active applications including Microsoft Outlook. 
2. Run the file ProphetServerSetup.exe to start installation or insert the installation CD. 
3. Follow the instructions during the install process including entering your personal serial number 
received during the purchase. 
4. Reboot your machine 
5. Launch Microsoft Outlook 
6. Select the Outlook Mailbox where Prophet will be installed – usually, this is the personal folders 
mailbox. A new folder in this mailbox will get created titled “Avidian Prophet” – You’re done! 
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Merging Outlook Contacts with Prophet 2004: 
Now that Prophet 2004 is installed, please click on the Avidian Prophet folder in your mailbox. This list 
can be shown by clicking on View > Folder List. If you use the Outlook Bar, first click on Avidian (at the 
bottom of the toolbar) and then Avidian Prophet. 
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igure 1 

mportant! Clicking on Avidian Prophet for the first time will merge the Outlook contact 
nformation in the current mailbox with Prophet 2004. This will take between 2 and 10 

inutes depending on the number of contacts and the speed of you computer. For 
xample, a P3 800 with 2,000 contacts will take approximately 2 minutes. 
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Part Three – Prophet 2004 Overview 
Integrated into Outlook, Prophet 2004 includes seven applications: 
 
 

1. Prophet Today – A summary of tasks and appointments due today, plus, in Outlook XP, all 
expired tasks and appointments with their reminders still set. 

 
2. Prophet Contact Manager – Creates an easy to use relational database within Outlook allowing 

users to access and manage critical information at the customer and company level such as 
sales notes, telephone conversations, e-mail correspondence, sales opportunities, account 
history and contacts. 

 
3. Prophet Opportunity Manager – A summary of all sales opportunities, which can be filtered by 

either sales status or company. 
 

4. Prophet Import and Export Wizard – A step-by-step dialog to import or export custom 
configurations to Product Groups/Products and Opportunity fields in the Opportunity window, or to 
import or export custom report formats.  

 
5. Prophet Reports – Thirty-two pre-formatted reports are included with Prophet in addition to the 

Report Wizard for creating your own customized report documents, the Report Designer for 
graphic design modifications to custom reports, and the Report Administrator which enables 
reports to be saved in Adobe Acrobat (PDF), Word (TXT or RTF), HTML, Excel (XLS) or TIFF file 
formats. 

 
6. Prophet Administrator – Allows you to customize product groups, products/services, sales 

stages, opportunity definitions and terms to match your business.  In addition you can backup and 
restore Prophet Data. 

 
7. Prophet Server Edition –Installed on a server computer that allows your company to centralize 

the storage of all Prophet Data onto a single computer.   
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Part Four – Prophet Today 
 
Prophet Today can be accessed by either clicking on the Avidian Prophet folder in the Outlook Folder list 
or by clicking on the Avidian shortcut group under Outlook shortcuts and then clicking on the Avidian 
Prophet icon. 
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imilar to Outlook Today, Prophet Today will list all tasks and appointments due today, and if you are 
sing Outlook XP, any past-due tasks or appointments with their reminders still active. Highlight the 
pecific item and click the Open Outlook Item button to view all item details. If the task or appointment is 
ssociated with an opportunity by having been created via the Opportunity window, Prophet Today 
rovides the additional functionality to let you easily view the sales opportunity associated with the item 
y clicking the Open Opportunity button. Everything you need to do today to further your sales 
pportunities is all in one place. 
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Figure 3 

 
The default sort order for all items is by the Company column. If this does not best serve your needs, sort 
all items by double-clicking on any of the column labels. Click that column label again to sort in reverse 
order. Instead of scrolling through long lists of items, organize your responsibilities by sorting in the most 
meaningful way to you.  
 
Right-Click Menu 

Right-click in the Prophet Today List View and you can:  
• open a highlighted opportunity 
• open a highlighted Outlook item 
• dismiss an item 
• delete an opportunity or Outlook item 
• refresh the List View after making changes to opportunities or Outlook items in the List View. 

 

Highlight and click  
Open Opportunity to view the 
Opportunity details 

Highlight and click 
Open Outlook Item to view 
appointment or task details 
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Part Five -- Prophet Contact Manager 
The Prophet Contact Manager can be displayed by either expanding the Avidian Prophet folder in the 
Outlook Folder List and clicking on the Contact Manager subfolder, or by clicking on the Avidian shortcut 
group under Outlook shortcuts, and then clicking on the Contact Manager icon.  
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Contact Manager is divided into three main areas – The Toolbar, the List View Window and the 
Prophet Data Window. 
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ure 5 

 

 

uick Tip: To quickly go to a specific contact, use the keyboard and type in the first few 
etters of the contact’s name. 

uick Tip: You can sort the contacts by first name/last name in either ascending or 
escending order by using the right mouse context menu.   

Toolbar 

Prophet 
Data 
Window 
 

List  
View 
Window
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The Prophet Contact Manager Toolbar  
The Prophet Toolbar is the primary method for adding contacts, tasks, appointments and opportunities to 
Outlook as well as controlling the way your contacts show up in the Prophet list view window.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
Figure 6 

 
The View drop-down list allows you to select the type of data displayed in the Contact Manager List 
View window. A Contacts List View, a Companies List View, a Contacts with Opportunities List View, or a 
Companies with Opportunities List View can be displayed. Click on the toolbar View drop-down list arrow 
to the right of the View button; choose which selection you want displayed in the list view.  
 

List View Window 
By Contact, 
Company,  
Contacts with 
Opportunities, or 
Companies with 
Opportunities 

Create a New 
Opportunity, 
Opportunity with 
Contact/Company, 
Contact, or 
Company  

Select the Folders or 
Categories 
from Outlook for the 
View List 

Send an email or 
group email to a 
contact or company 

Create a New
Appointment 
for a contact or 
company 

Create a New
Task with all the 
details, including 
assigning the 
task to someone

Create Reports 
opportunity 
information 
summaries 

Get Help on 
Prophet 
features

Customize Prophet 
including managing 
product lines and re-
synching data
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Figure 7 

 
 
 
 
The Folder button on the Toolbar menu allows you to display the List View based on selected Outlook 
folders and Categories. By default, the Outlook Contacts folder is checked and will display in the list view. 
Outlook subfolders must be checked independently.  If you are connected to an exchange server you can 
also elect to display all the contact folders from the Public Folders by checking the “Show Public Folders” 

Quick Tip: Clicking on the View button will display the Contacts List View in one easy 
step. 
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checkbox. This may take a few minutes depending on how many folders are in the Exchange Public 
Folders. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 8 
 
 
In Outlook, you can view contacts from only one folder at a time; to select contacts from multiple folders, 
contacts in Outlook must be assigned to Categories, which will then display contacts from multiple folders. 
In Prophet, you have the choice of viewing a list of all contacts from one or more folders in the view list, or 
by filtering that list by selecting one or more Categories. Clicking on the Folders toolbar button will open 
the Folders window with the Folders tab displayed by default. Note the Contacts folder is checked but any 
other Outlook folders you’ve created are not. Every List View displayed in Prophet is determined by the 
Folders and Categories checked here. Click the Category tab to view the category selected. No category 
is checked by default, which means that all contacts in the checked folders will be displayed regardless of 
the Category(s) they belong to. Checking a category will restrict the contacts displayed in the list view to 
those in the checked folders who are members of the category(s) checked. You can check multiple 
categories, just as you can check multiple folders. Categories are filters that help you pinpoint only those 
contacts you wish to view.  
 
 

 

NOTE: With the Server Edition installed, Prophet clients will also be able to see ALL the contact data 
from the server, not just contacts from their own Outlook Profile.  This can be turn ON/OFF by the 
Prophet administrator. 
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Figure 9 
 
In combination, the functionality of the View toolbar and the Folder toolbar selections enables you to 
customize a list view of contacts, companies, contacts with opportunities, or companies with opportunities 
from one or more folders and restrict it by category! You have the power to control the list of items you 
wish to see. 
 

 
 
 
The New drop-down list allows you to add: 
 

• a new Prophet Opportunity 
• a new Prophet Opportunity with Contact/Company based on a highlighted name(s) in the List 

View 
• a new Outlook Contact 
• a new Company 

 

Quick Tip:  If you don’t see the data in a Prophet List View that you are expecting, check the 
Folders and Categories to verify which ones are checked. 
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 Click on the toolbar drop-down list arrow to the right of the New button; choose which new 
window you want displayed. 
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igure 10 

f you wish to populate a new Opportunity window with information from an existing contact or company 
ame in the list view, highlight one company, or one or more contacts or distribution list names and select 
ew>Opportunity with Contact/Company. Multiple contacts can be selected by holding down the Shift or 
ontrol key while clicking on the contact names. The contact names selected will be populated in the new 
pportunity window under the Contacts tab. 

f a company name was selected from the Company list view, the company’s name will be populated in 
he new Opportunity window in the Company… dialog box and additional company information will be 
opulated under the Company Information tab. Use of this feature saves time and reduces data entry 
rrors. 

 

he Email drop-down list allows you to send a standard email or a group email to: 
• one or more contacts highlighted in the Contact List View 
• one or more distribution lists or contacts highlighted in the Contacts List View 
• one or more companies highlighted in the Company List View 
• all of the contacts associated with an Opportunity highlighted in the List View 
 
 

Quick Tip: Clicking on the New button will display a blank Opportunity window. 
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Figure 11 

 
Standard email. This will be a bulk mailing of a single, generic Outlook email, populating all 
highlighted recipients email addresses in the To…field. To select multiple contact or company 
name(s) from a list view, hold down the Shift or Control key while clicking the names. Click the 
Email drop-down list arrow to the right of the Email button and click on Email. A standard Outlook 
email window will open with the highlighted names populated in the To… field.  
 
 
Group email. Prophet 2004 provides a custom option with Group Email: multiple contacts or 
companies can be selected in Group Email that will send a separate email to each recipient with 
a choice of personalized salutations. You achieve the appearance of individualized email 
messages with the minimal effort of composing a single message.  
 
Creating a Group Email with the Group Email Wizard: 
 

1. Select multiple contacts or company names from a list view, holding down the Shift or 
Control key while clicking the names. Click the Email drop-down list arrow to the right of 
the Email button and click on Group Email. The Group Email Wizard will open with the 
highlighted names populated in the Recipients tab.  
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Figure 12 

 
2. You can further refine the email recipients list: if you wish to remove any of the current 

recipients, highlight the name and click on the Remove button.; if you wish to add 
additional recipients from your Outlook contacts, click the Add Recipient button. The Add 
dialog window will open, displaying contacts on the right-hand list view from the folders 
checked on the left. Check the folders you wish to display a list of contacts, and check 
the additional names you want added as recipients. Click OK or Cancel to close Add 
window. 

 
 

3. Clicking the Next button will take you to the Message tab. From this tab, select the type of 
email you would like to send out.  Either a rich email with HTML, images, personal 
signatures or a text-based email with a personal salutation. If sending out a rich email, 
click the “Open Email” button and compose your email.  When complete click the “Send” 
button on the bottom of the window and that’s it!   

 
For the text-based email, you may enter a subject heading in the Subject text box and the 
message in the large text box below. The message may be entered in one of the following 3 
ways: key-in text, paste text from the clipboard, or copy the contents of a file using the Browse 
button at the upper-right.  
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Click the Browse button and a browser will open for you to enter the path and filename. Clicking 
Open will enter the contents of the file in the message text box, it will not append the file as an 
attachment—that can be done on the Optional tab. 
 

 
 

Figure 13 
 

4. Clicking the Next button will take you to the Optional tab. If you check the “Include Salutation” 
box, you can then choose from 9 salutations, ranging from casual to formal. Using a first 
name or last name will address the message exactly as you entered the contact’s name in 
the Outlook contacts record. You may also attach files to your email message. Click the Add 
button and a browser will open to allow you to search for the file path. Attached files may also 
be removed from your email by highlighting the filename and clicking Delete. 
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Figure 14 
 

5. You can preview what the customized email message will look like by clicking the Next 
button or clicking the Preview tab. The recipients you selected will be in the To… field 
and the message with the customized salutation is displayed. Any modifications to the 
message need to be made in the Message window. Click the Send button and you are 
done! 
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Figure 15 
 
 
The Appointment button adds an Outlook appointment to your calendar for the contact(s) or company 
contacts highlighted in the List View, populating the Contacts field with the contacts’ names in the 
Appointment window. In the list view, highlight one or more names and click the Appointment button, 
opening the Appointment window. The Appointment window Contacts field will be populated with the 
highlighted names. Complete the other Appointment fields, click Save and Close, and it will be added to 
your Outlook calendar. 
 
 
The Task button adds an Outlook Task to your Tasks List for the contacts’ names highlighted in the List 
View, populating the Contacts field in the Tasks window with the contacts’ names. . In the list view, 
highlight one or more names and click the Task button, opening the Task window. The Task window 
Contacts field will be populated with the highlighted names. Complete the other Task fields, click Save 
and Close, and it will be added to your Task list. 
 
 
The Reports button launches the Report Administrator. Standard reports can be run, custom reports can 
be created in the Reports Wizard, graphics modifications can be made to custom reports in the Reports 
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Designer, and other computer’s shared data can be remotely viewed in Data Sharing. More details on all 
these aspects of Reports will be covered in the complete Creating Reports for Fun and Prophet section later. 
 
 
The Tools drop-down list allows you to launch the Prophet Administrator to configure the data sharing 
options, open the Prophet Administrator to the Group Products/Products configuration tab, open the 
Prophet Administrator to the Opportunity Window configuration tab, open the Prophet Administrator to 
backup and restore the Prophet database, launch the Import and Export Wizard utility, Re-synch Data 
between Outlook and Prophet, or Transfer Prophet data to the Prophet Server or send Prophet data to 
other Prophet users via email.  
 
 

 

 
Figure 16 
 
 
The Help drop-down list accesses the Avidian Prophet 2004 Help files, the Help About page, a referral 
email template, and the Prophet User Guide. 
 
 
Right-Click Menu 
Right-click in the Contact Manager List View and you can open a highlighted contact, add a new 
opportunity with contact, add a new opportunity, open a new email message, send a group email, create 
a new appointment, create a new task, delete a highlighted contact, refresh the List View, or sort the 
contact names. 
 

The Prophet List View Window 
The Prophet List View Window displays contacts, distribution lists, companies, contacts with opportunities 
associated with them, or companies with opportunities associated with them. The list displayed in the List 
View Window can be changed by using the View drop-down button on the Toolbar. The List View Window 
is also the primary way of finding and deleting contacts and company– more on this in the section 
Managing Contacts and Companies. 
 
List views are ordered alphabetically, and can be navigated using 
 

• the scroll bar at the bottom of the window 
• the letter buttons at the right-hand side of the window 

Quick Tip: Moving contacts between folders in Outlook requires re-synching data in order for 
Prophet to display the changes.  To resync the data, click the arrow next to the Tools button 
and select resync. 
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• by highlighting any name in the list view and then keying the first letters of the name your are 
searching.  

 
If you need to highlight multiple names, hold down the Control key and scroll between names using the 
scroll bar at the bottom. 
 
 
 
 
Contact List View (default view) 
 

 
 
Company List View 
 

 
Figure 17 
 

Sorting the Contact List Window 
The Contact List View window can be sorted by first name, last name in either ascending or descending 
order.   Right-click on any contact name and select the “Sort by First Name or Sort by Last Name” 
options.  This setting will be saved as your sort preference and will be used every time you open the 
Contact Manager until it is changed. 
 

The Prophet Data Window 
 
The Prophet Data Window displays all of the information regarding a contact or company including 
opportunities, emails, appointments, tasks, and attachments. In addition, you can open contacts and 
companies from this area of Prophet. 

 



  User GuideUser GuideUser GuideUser Guide 

 24

 

 

 

Figure 18 

 
The Prophet Data Window introduces six new tabs for managing your relationships. 

General – The General tab displays all critical contact information for a selected contact or company. 
You can quickly view companies or contacts without opening and closing the contact or company 
windows. The General tab is different when viewing a contact vs. a company: 

 A Contact’s General tab. The fields on this tab are the same data that appears on the Outlook 
Contact General tab. Clicking on the Open button on the right-hand side will open the Outlook 
Contact window to make any modifications to the contact’s data. The text in these fields is displayed 
in blue text as a visual indicator that the fields are view-only. The Prophet Data View General tab has 
a drop-down arrow adjacent to the company name because Prophet allows contacts to be associated 
with more than one company. 

 A Company’s General tab. These fields are the same as the Prophet Company window General 
tab. Clicking the Open button on the right-hand side will open the Outlook Company window to make 
any modifications to the company’s data. The text in these fields is displayed with blue text as a visual 
indicator that the fields are view-only. The Company General tab displays the company name and 
company ID, and follows with data in sub-tab groupings. The General tab has company contact data; 
the Details tab has shipping account and address data; a Notes tab provides a text box for making 
notes; and the Categories tab lists all categories the company belongs to. The Company Contacts tab 
lists all contacts that have been added to this company, and the Company Account Reps tab displays 
any contacts added as Account Reps. 

Figure 15 

 

Each tab displays specific information related 
to a contact or company 

Open and edit the 
contact or company 
details from here 
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Figure 19 

All the following Data View tabs are the same for either a contact or a company.  

Opportunities – The Opportunities tab allows the user to track sales opportunities and history at the 
company or contact level. By highlighting a name in the list view and clicking the Display button, all 
opportunities associated with that name will be displayed. A maximum of 15 opportunities is the 
default, but you can enter any quantity in the Number to Retrieve box. You can search for 
opportunities associated with the highlighted contact name, company name, contact with 
opportunities or company with opportunities 
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Figure 20 

 
Email – The Email tab organizes all e-mail correspondence related to the contact(s) or company contacts, 
searching for each contact name in the folders you have selected. Highlight a contact or company name 
in the list view. Select a Filter Period of the last 30-, 60-, 90-day or no date limit period. Check the folders 
to search in the Search from Folders window. This could include multiple mailbox or .PST folders, or 
archived mail folders also. Enter a maximum quantity to return in the Number to Retrieve box, and then 
click Display. The Display button will change to a Stop button—this is a visual indicator that Prophet is still 
searching for all emails, and you can either Stop the search or continue with another task. The button will 
change back to a Display button when the search has finished. The order of the email records can be 
sorted by double-clicking on any of the column labels. A single click will reverse the order in that column. 
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Calendar – The Calendar tab shows the scheduled meetings related to the selected contact(s) or 
company for any date range. Highlight a contact or company name in the list view. Select a beginning 
search date on the first calendar and an end search date on the second calendar, or check Show All 
Appointments if you wish to browse all appointments. Enter a quantity in the Number to Retrieve box 
and click the Display button. The Display button will change to a Stop button as long as Prophet is 
searching. The appointments search results can be sorted by double-clicking on any of the column 
labels, or reverse the order by single clicking again. Double click on a specific appointment and it will 
open in the Outlook appointment window. 

 

Figure 22 

 

Tasks – The Tasks tab creates a single view for all tasks and opportunities associated with the 
selected contact(s) or company. By highlighting a name in the list view and clicking the Display 
button, all tasks associated with that name will be displayed. A maximum of 15 opportunities is the 
default, but you can enter any quantity between 1 and 999 in the Number to Retrieve box. Select a 
Filter Period value of 30-, 60-, 90-days or All. Click on the Display button to activate the search.  
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Figure 23 

 

Attachments - Prophet combs through all e-mails, appointments, tasks and company or contact 
notes to list any attachments associated with the selected contact or company. Highlight a contact or 
company name in the list view. Select a Filter Period for  the last 30-, 60-, 90-day or no date limit 
period. Check the folders to search in the Search from Folders window. This could include multiple 
mailbox or .PST folders, or archived mail folders also. Enter a maximum quantity to return in the 
Number to Retrieve box, and then click Display. The Display button will change to a Stop button—this 
is a visual indicator that Prophet is still searching for all emails, and you can either Stop the search or 
continue with another task. The button will change back to a Display button when the search has 
finished. The order of the attachment records can be sorted by double-clicking on any of the column 
labels. A single click will reverse the order in that column. 
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Figure 24 
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Part Six – Opportunity Manager 
 

The Prophet Opportunity Manager can be displayed by either expanding the Avidian Prophet folder in 
the Outlook Folder list and clicking on the Opportunity Manager subfolder, or by clicking on the Avidian 
shortcut group under Outlook shortcuts, and then clicking on the Opportunity Manager icon.  

 

 

 

Figure 25 

 Open Avidian Shortcuts, Click on 
Opportunity Manager icon. 

 
In Outlook Folders List, click on Avidian 
Prophet folder, then click on Opportunity 
Manager. 



  User GuideUser GuideUser GuideUser Guide 

 31

The Opportunity Manager is used to track sales opportunities and history at the company or contact level. 
Change the opportunity view by selecting Status or Company filters. A summary of each sales opportunity 
is listed in order by company.  

 

 

 

 

 

Figure 26 

The default list is filtered by Active status for All companies. Change the filtering to any of the five 
opportunity status’ or all status’ by selecting from the By Status drop-down list, and to any single company 
or all companies in the By Company drop-down list. Click Display to display the newly filtered opportunity 
view. Opportunities can be sorted by any of the column labels by clicking on the label, and that column’s 
order by clicking again on that column label. 

 

Filter opportunities by 
Status 

Filter opportunities by Company 
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The Prophet Opportunity Manager Toolbar  

The Prophet Toolbar is the primary method for adding contacts, companies and opportunities to Outlook 
as well as accessing useful tools 

 

The New drop-down list enables you to add a new opportunity, contact, or company. Clicking on the 
New button will open a New Opportunity window. 

 

 

 

 

Note: With the Prophet Server edition, users are also able to see ALL opportunities from the 
server. 
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Figure 27 

 

The Reports button launches the Report Administrator. Standard reports can be run, custom reports can 
be created in the Reports Wizard, graphics modifications can be made to custom reports in the Reports 
Designer, and other computer’s shared data can be remotely viewed in Data Sharing. More details on all 
these aspects of Reports will be covered in a complete section later. 

 

The Tools drop-down list launches the Prophet Administrator, opens the Prophet Administrator to the 
Group Products/Products configuration tab, opens the Prophet Administrator to the Opportunity Window 
configuration tab, and launches the Import and Export Wizard utility. Clicking on the Tools button will 
open the Prophet Administrator directly. 

 

 

 

Figure 28 

 

The Help drop-down list accesses the Avidian Prophet 2004 Help files, the Help About page, a 
referral email template and the Prophet User Guide. 

 

Right-Click Menu 
Right-click in the Opportunity Manager List View and you can add a new opportunity, contact or company; 
delete a highlighted opportunity; open a highlighted opportunity; or refresh the List View to reflect 
changes. Most of your time will be spent in the Opportunity List View as you manage your sales 
opportunities throughout the work day. Make use of the right-click menus to speed your work. 
 
 

Part Seven – Import and Export Wizard 
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The Import and Export Wizard is accessed via the Tools toolbar drop-down list in the Contact Manager or  
the Opportunity Manager. This utility allows you to import or export custom Opportunity window 
configurations or import or export custom report templates.  
 
Click on the Tools toolbar drop-down arrow and select Import and Export Wizard.  
 

 
Figure 29 
 

• Choose the Export Configuration Data option if you want to export your current Prophet 
Opportunity, Opportunity Type and/or Product, Product Groups configuration data to a reloadable 
configuration file. 
 
This can be done to store a back-up copy of you current configurations, or to export your 
configurations to another Prophet user in your organization.  
 
In the Configuration Export window, verify the export file name and location at which it will be 
stored. Check whether you want to export either the Opportunity template settings and/or the 
Product and Product Group settings.  
 
Click Export and Finish. 
 
 

• Choose the Import Prophet Configuration Data option if you want to import new Opportunity 
template settings and/or the Product and Product Group settings to replace the current ones. This 
option would be used if you are restoring your previous configurations from a backup file, or are 
importing new configurations to standardize your Opportunity window with other Prophet users in 
your organization.  
 
In Step #1 of the Configuration Import window, select the path to the import file using the 
Browse… button.  
 
In Step #2, check either the Opportunity Template settings or the Product and Product Group 
settings to import.  
 
Step #3, if checked, will make a copy of your current settings and store that file for future backup 
needs. Click Import and Finish. 
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• Choose the Export Prophet Report option if you want to export a report template. You may have 
created a custom report in the Report Wizard and Report Designer that would be helpful to other 
members in your organization. This option allows you to share the custom report template—but 
not your data—with others. If you want to share your data in a report format with others, refer to 
the Save toolbar button in the Prophet Reports Administrator.  
 
In the Export Report window, select the Report Category and the Report Name from the drop-
down lists. Type in or use the Browse button to specify the file path.  
 
Click Export and Finish. 
 
 

• Choose the Import Prophet Report option if you want to import a report template.  
 
In the Import Report window, use the Browse… button to select the path and filename.  
 
Click Import and Finish. 

 

 
 

Part Eight -- Prophet Reports 
 
Thirty-two pre-formatted reports are included with Prophet in addition to the Report Wizard for creating 
your own customized report documents, the Report Designer for graphic design modifications to custom 
reports, and the Report Administrator which enables reports to be saved in Adobe Acrobat (PDF), Word 
(TXT or RTF), HTML, Excel (XLS) or TIFF file formats. 
 
The Prophet Reports can be accessed by the Reports button in either the Contact Manager or the 
Opportunity Manager toolbar The Reports button will launch the Report Administrator --the interface for 
creating or viewing reports 
 
 

 
 

Figure 30 

Note: With the Prophet Server edition, once you have completed adding in the 
products/services and have done any customization, then export the configuration and email 
or send it out to all the users.  Once the Prophet users receive the configuration file, have 
them use the import/export wizard to import the configuration into their database.  This will 
ensure that the server and Prophet clients have the same configuration. 
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The Reports window is divided into three main areas – The Toolbar, the Reports drop-down list and 
filters, and the Reports View Window. 
 
 
 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
Figure 31 

 

The Reports Administrator Toolbar  
 
The Reports Toolbar is the primary method for filtering and viewing local or remote opportunity data in 
standard or custom reports. 
 
 

 

Reports 
drop-down 
list and 
filters 

Reports  
toolbar 

Reports View window 
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Figure 32 

 
The View Report button allows you to view the data for the report name you have selected with any data 
filters you have applied. The button is greyed-out until you have made your selections. 
 
 
The Save button allows you to save reports in Adobe Acrobat (PDF), Word (TXT or RTF), HTML, Excel 
(XLS) or TIFF file formats. This enables you to export your report data to share with others or modify in 
other programs. 
 
 
The Wizard button allows you to create custom reports based on the standard report formats.  
 

• Click on the Reports Wizard button to launch the New Report Wizard Step 1 of 3 dialog.  
 

• Select a Report Category from the drop-down list to base your custom report on.  
 

• Enter a report name, which must be unique.  
 

• Clicking Next will open the New Report Wizard Step 2 of 3 dialog. Enter a report title. You may 
use a few or all of the data fields in your report by highlighting them and moving them with the 
arrow to the Report Fields window. The order the fields appear in the Report Fields window 
determines the placement from left to right on your report. Reorder the fields by highlight a field 
and moving it with the up or down arrows.  
 

• You can view the layout of the report by clicking the Preview button. A Preview Report window 
opens and it can be enlarged to view the layout of your report.  
 

• Close the Preview window, and make any modifications to the report by adding or deleting report 
fields or changing the report title on Step 2 of 3, or click Back to change the report name or 
category in Step 1 or 3.  
 

• If you are satisfied, click Next to open Step 3 of 3. Some report categories have fields that can be 
summed; if your report category does, you can select field(s) and move them with the arrow to 
the Summary Fields window.  
 

• You can still go back to previous Steps and modify your report, or click Finish. A dialog will ask if 
you want to open your report in the Designer for additional modifications, which is discussed next. 
 

 
 

View Report 
 

Run Report 
Wizard 
To create 
custom reports 

Save Report 
In multiple file formats 

Design a Report  

Toggle 
Screens 
filters or full-
screen 

Edit or delete 
custom report 
names  

Display other 
Prophet users’ 
data in your 
reports 

Get Help on 
Prophet 
features 
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The Designer button allows you to launch the Report Designer, a graphic design program which enables 
you to make layout changes to custom reports. 
 
 
The Toggle Screen button allows you to change the design window to the full width of the screen, hiding 
the report name selection and filters sections. Click the Toggle Screen button again to restore the report 
name and filters sections. 
 
 
The Edit drop-down list allows you to make changes to report names in the Report Name window: you 
can rename a custom report or delete a custom report. Standard reports cannot be renamed or deleted. 
 
 
The Data Sharing button allows you to turn on or off data sharing for display in reports. To activate this 
feature, you must first enable data sharing in the Prophet Administrator, General Tab by checking the 
“Connect to other computers to retrieve Prophet data. View Prophet data from the following computers” 
checkbox. The Data Sharing button in the Reports Administrator then allows you to turn on or off the 
display of remote computer data in your reports. You might want to view or print a report first with only 
your computer’s data, then check Data Sharing and view or print the same report with multiple computers’ 
data. This feature allows you to report your opportunity data alone, or your opportunity data combined 
with other members of your sales team. 
 
 
The Help drop-down list allows you to view Help files for Prophet and the Reports Administrator, the 
About Prophet 2004 and the Prophet User Guide. 
 
 

The Reports Drop-down List and Filters 
 
Reports are grouped in 7 Categories; you must select one in the Choose Report Category drop-down list. 
A report name can then be selected from the Choose Report Name drop-down list. Filters allow you to 
fine-tune the data displayed in a report, and based on the report you selected, applicable filter options will 
be displayed. A report can be viewed without setting any Filter options—the default values will be used, or 
you can narrow the report specifically to your needs. The following three filters may apply: 
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Figure 33 
 
Date. The Date filter lets you filter by Period or date range. You can filter by Period, selecting from 
standard date periods in the drop-down list, or type in a different value. You can also filter by Start and 
End Date, such as the 1st of the month to the 31st, or a quarterly date range. Select the Start Date and 
End Date from the drop-down calendars. 
 
 
Accounts. The Accounts filter allows you to filter on Company Name or Account Rep, or both. Choose 
Company Name in the Select Records For drop-down list and a list of companies will appear in the 
window below. Highlight a company and move the name into the bottom window using the arrows. Add as 
many Company Names or Account Reps in this manner, and your report will filter only those you 
selected.  
 
 
Criteria. The Criteria filter lets you specify what revenue amount you want to base your report on. You 
might want to determine who the greatest sale performers are in your group by checking the Sales 

Select a report category and 
a report name 

Select optional filters to fine-
tune your report results 
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Revenue box under Select Records For, and then in the Sales Revenue section, select “greater than or 
equal to” and a dollar amount. 
 
 
Click the View Report button on the toolbar to display the filtered report results. 
 
 

The Reports View window 
 
The Reports View window is where the report results are displayed. If there is no data which meets the 
criteria of the report, the window will be gray and a status message is displayed at the bottom of the 
Report Administrator, below the Reports View Window scroll bar, that states, “There is currently no 
information to compose the report as requested”. Change your selections and View again. 
 
A second row of toolbar buttons pertains to the Data window: 
 
 

 
 

 

 
 
 

 

 

 

 

Figure 34 

 
 
Print.  Print the report for a hard copy. 
 
Find.  Search the report data for a word or phrase. Helpful in lengthy reports, the report will open to the 
page with the first instance of the word or phrase highlighted in light gray text. 
 
View Single Page/Multiple Page. View the overall layout and look of the report. 
 
Zoom In/Out. Helpful for viewing small, dense text. 
 
Next Page/Previous Page. Scroll between report pages. 
 
Current Page in Sequence.  If the report is lengthy, you may want to restrict the report filters. 
 
Backward/Forward. Scroll between pages previously displayed. 
 

Print report 

Find a word or 
phrase 

Single or 
Multiple page 
view  

Zoom In/Out 

Next Page, 
Previous 
Page 

Current 
Page in 
Sequence 
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Part Nine -- Prophet Administrator 
 
The Prophet Administrator is launched from the Tools toolbar drop-down list in the Contact Manager and 
Opportunity Manager. This utility is used for configuring what is displayed in Prophet, and is divided into 
three sections: 
 

 
Figure 35 

General Tab. 
 

• Configure your username in Prophet, which is used as the default Account Rep in sales 
opportunities you create. 
 

• Configure the location of Import and Export files created by the Import/Export Wizard. 
 

• Prophet Data Sharing settings 
o Use Peer to Peer- Allow other users to access your Opportunity data, either Read Only 

Access, or Read and Write Access. 
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o Use Peer to Peer-Browse and select the remote computers from which you want to view 
Prophet data. 

o Use a Central Server- Connect your Prophet to a central Prophet Server (requires 
Prophet Server software).  This will allow you to save all opportunity data, both locally 
and to the central server. 
 

 

Product Groups/Products Tab 
 
The Product Groups and Products that can be added to your Opportunities can be configured to your 
industry’s terminology and company’s product line. Create a Product Group and add new Products to it, 
or modify existing Product Group or Product names and details. Highlight a specific product group name 
and you can edit or delete it. The products associated with that product group are also displayed. 
Highlight a product name and you can edit or delete that product. For further details, see Part Fourteen—
Customizing Prophet 2004 with Prophet Administrator. 
 
 

Opportunity Window Tab 
 
The Opportunity window fields and drop-down lists on the Opportunity General Tab can also be 
customized to your industry and company terminology needs. Eleven Opportunity sales fields exist, and 
each can be modified or different values added to their drop-down lists. Highlight an Opportunity Field 
and either edit it or highlight one of its drop-down values to edit, add or delete.   You can also customize 
any for the 84 additional user-defined fields and make them visible vs invisible. 
 
For further details, see Part Fourteen—Customizing Prophet 2004 with Prophet Administrator. 
 

Prophet Data Tab. 
 
This tab can be used to backup and restore your Prophet database.  We recommend that you backup 
your database on a frequent basis.  You can ONLY restore the Prophet database on the same computer 
that it was originally backup on.   In addition to backing up your Prophet data, you should also backup 
your Outlook data.  Check the Outlook help on steps to do this. 
 

 
 

Part Ten -- Managing Contacts and Companies 
 
Part Ten of the User Guide will cover the basics of adding, editing, deleting contacts and companies in 
Prophet. These basic tasks are central to effective contact management and are made simple in Outlook. 
 

Note: With the Prophet Server edition, you can set the delete permissions and the show 
ALL contact/companies permissions from the Prophet Data Tab. 
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Finding a Contact or Company  
 
There are several ways to find a contact with the Avidian Prophet Folder: 
 

• Use the Outlook find function. By typing in the contact or company name and hitting enter, the 
contact card will pop-up in a new window.  
 

• Use the Prophet List Window by typing in the first few letters of the contact or company quickly. 
This will bring you to the first contact in the List Window that matches the letters you keyed in. 
 

• Use the Prophet List Window by clicking one of the alpha/numeric buttons on the right. This will 
bring you to the first contact in the List Window that starts with the first number or letter on the 
button. 
 

 
These same features will work for finding a company, however, you should use the View drop-down on 
the toolbar to change the List View Window to display companies instead of contacts. 
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Outlook Find Function 
Type in the contact or 
company and hit “enter” 

List View Window Buttons
Click on the button that contains 
the first letter of the first name of 
the contact or company. 

Prophet List View Window
Type in the first letter of the 
contact or company. 
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ure 36 

ding New Contacts with Prophet or Outlook 

ding a new contact is easy with Prophet – here are three ways: 

1. Click on the drop-down arrow next to the New button on the Prophet Toolbar and select contact. 
 

2. Click on contacts in the Outlook folder list > click on new in the Outlook Toolbar. 
 

3. Click on New in the Outlook Toolbar > contacts 
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Entering a value in the Contacts Company field will either add the new contact name to the existing 
company’s Contacts list, or create a new company record by that name with the new contact name as a 
company contact.  
 
 

 
 
 

 
Figure 37 

 

Adding a New Company  
 
Prophet 2004 adds a new general information window for company names. In this window, you can enter 
several relationships including account reps, associated contacts, mailing address, shipping address, 
your own account number, notes, category and what level of company contact this is (low, medium, top, 
or key). 
 
Simply click on the New drop-down arrow on the Prophet Toolbar and select Company. 
 
 

Prophet Toolbar
Add a new contact, 
opportunity or company  

Outlook Toolbar 
Add a new contact using the 
New drop-down button.

Folder List 
Add a new contact 
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Figure 38 

 
On the Company Contacts tab, existing contact records from any Contacts fo
contact may be designated as the Primary Contact. Make sure that all compa
checked, not just the new name(s) you are adding.  
 
Similarly, account reps assigned to this company from your organization can
Reps tab. The simplest way to do this is to create a Contacts folder in the Ou
organization’s Account Reps. Create a contact for each account rep and stor
folder. You can now easily add account reps assigned to a specific company
contacts were added. 
 
On the Details Tab, a company shipping address can be entered; the Notes 
specific company; and the Categories tab associates the company with one 
 

Deleting a Contact or Company with Prophet 
 
For deleting contacts, do the following: 
 

1. Make sure the List View Window is in contact view (not company vie
 

2. Find and highlight the contact you wish to delete 
 

Each tab allows you to 
add specific information 
about the account 
including: 
-Primary address 
-Shipping address 
-Contact list 
-Account rep list 
-Account level 
-Category to place account 
lders can be added, and one 
ny contact names are 

 be specified on the Account 
tlook Folder List for your 
e them in your Account Reps 
 the same way company 

tab stores notes about the 
or more categories. 

w),  

Once a company is 
entered, all of the 
associated information 
will show up in the same 
screen. 
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3. Right click the contact you wish to delete and select the Delete Contact menu item. 
 

4. Click on yes to confirm the deletion of the contact 
 

If a contact is deleted from Outlook, it will not automatically be deleted from Prophet. Prophet maintains 
relationships between contacts, companies and opportunities that Outlook does not. When you delete a 
contact in Outlook, that contact is moved to the Deleted Items folder. To remove the contact from 
Prophet, you must Empty the Deleted Items Folder, and then delete the contact from Prophet. If you 
delete all contacts from Prophet, the contact will be removed from both Prophet and Outlook in one 
simple step. 
 
 
For deleting a company and all of the associated opportunities (this will NOT delete the contacts 
associated with the Company) do the following: 
 

1. Click on view in the Prophet Toolbar and select Company  
 

2. Find and highlight the Company you wish to delete 
 

3. Right click the Company you wish to delete and select the Delete Company option from the 
menu. 
 

4. Click on yes to confirm the deletion of the Company  
 

Editing Contact and Company Information with Prophet 
 
You have two options for editing contact and company information with Prophet. Here is how to edit a 
contact: 
 

• With contacts showing in the List View Window, find the contact you wish to edit and double click 
on it. The contact card will pop-up and off you go 
 

• With contacts showing in the List View Window, simply select the contact you wish to edit and 
click the Open button in the Prophet Data Window to bring-up the contact card for editing 
 

 
 
Editing a company is exactly the same except the List View Window needs to be showing the companies 
instead of contacts.  
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Figure 39 

 

Organizing Contacts and Companies 
 
Contacts are organized generally in Outlook by placing them in Contact Folders. Outlook has a main 
folder called Contacts, but you have probably created other subfolders, such as West Coast Contacts, 
Personal, Family, etc. In Outlook you click on a folder name to view the contacts contained within. In 
Prophet, you still must click on the folder you wish to view, but you do so by clicking the Contact Manager 
Folder toolbar button, and then selecting one or more folders you want to view. Checking a folder will 
display the contacts associated with that folder and the companies associated with those contacts. The 
folders checked here affects all contact data Prophet displays, and remains in effect until you change the 
folders checked to view. If Prophet isn’t displaying the data you think you should see, verify what folders 
you have checked to display. 
 
Prophet 2004 leverages the Outlook category system to organize contacts but adds the additional 
relationship of the company. With this system you can categorize contacts and companies using the 
same master category list which will help you view contacts as well as send group emails. The screenshot 
below is of the category window for a company. 
 

 

OR, click on the Open 
button to make changes 
to either contacts or 
companies accounts. 

Double-click on the 
contact or company to 
edit. 
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You can view this screen by clicking View > Company Accounts > Edit Button > Categories Tab 
 
 
Figure 40 
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Part Eleven -- Creating and Searching Outlook Emails, Appointments, 
Tasks and Searching for Attachments  
 

Creating Emails for a Contact or Company 
 
Prophet 2004 enhances the Outlook email selection and delivery system by allowing you to insert some 
personalized content with the email as well as allowing you to mail company accounts as a single or 
group email. 
 
 
Send a standard Outlook email from Prophet 2004: 
 

• Select the contact you want to email from the List View Window. 
 

• Click on the email button on the Prophet Toolbar to send an email.  
 
 
  
 

 
 
 

 

 

 

 
Figure 41 

Send Standard Email Send Customized Group Email
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Sending a group email using the Prophet Group Email Wizard. 
 
Prophet 2004 gives you the option of using the Group Email Wizard which allows you 
Insert one of the following salutations along with the message for a personalized email. 
 

<First Name> 
 Hi<First Name> 
 Hello<First Name> 
 To whom it may concern  

Dear <First Name> 
Dear <Last Name> 
Dear <First Name Last Name> 
Dear Sir or Madam 
Ladies and Gentleman 
 

 
Here’s how: 
 

1. Select the contact, distribution list or company. 
 

2. Click on the drop-down button next to Email on the Prophet Toolbar then select Group Email. 
 

3. Edit the contact list to add or delete email recipients > click next 
 

4. Insert the subject line and either the message or browse for a saved message. The saved 
message must be in txt format. Click next 
 

5. Check Include Salutation and select from 9 personalized salutations. Optionally, you can add any 
attachments and set the email priority level. Click next 
 

6. Preview your personalized email and send! 
 
 

Sending an Email to a Category of Contacts 
 
A great feature of Prophet 2004 is the ability to send a group email to a group of contacts that you have 
categorized. For example, if you have 120 contacts categorized as “Business” but want to send a 
personalized email to each one of them – with Prophet 2004 it is easy! Here’s how: 
 

1. On the Prophet Toolbar, click Folders > then the category tab 
 

2. Select the categories you wish to send emails to and click OK. This filters out all other categories, 
and any contacts that don’t have a category set. 
 

3. Highlight the first contact, hold shift and the click on the last contact in the list. This will highlight 
the entire list  

 
4. Click on the drop-down button next to email and then click on Send Group Emails. This loads the 

entire list into the Group Email Wizard. 
 

5. Follow the wizard prompts and you are ready to go! 
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Searching Emails Sent to a Specific Contact or Company  
 
You can find every email sent to a specific contact or every contact associated with a company in a few 
quick clicks with Prophet 2004. This is much faster than using Outlook: 
 

1. Select the contact or company in the List View Window 
 

2. Click on the email tab in the Prophet Data Window 
 

3. Select the folders which you want to search for emails and select the number to display 
 

4. Click display and you are done! 
 
 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
F

  
 
 
 

Highlight the contact you want to see all email and 
attachments for in the List View Window 
52

igure 42 

Click the Display button to show 
some or all of the emails associated 
with this contact. 

Select only the folders you want to 
see information from for the specific 
contact or company. 
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Creating Appointments for a Contact or Company 
 
 
Creating an Appointment in Contact Manager 
 

• In the Contact Manager List View Window, select the contact or company that you want to create 
an appointment for. This information will carry over to the Appointment Window. 
 

• Click on the Appointment button on the Prophet Toolbar. This will pop-up the Outlook 
Appointment Window. 
 

• When adding an appointment by company, the contacts associated with the company transfer 
over to the Appointment Window. 
 

 
 
Figure 43 

 
Creating an Appointment in the Company Window 
 

• In the Company Window, click the Appointment button on the Company Toolbar. This will pop-up 
the Outlook Appointment Window. 
 

• When adding an appointment by company, the contacts associated with the company transfer 
over to the Appointment Window 
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Searching Appointments for a Specific Contact or Company 
You can search for appointments made with a single contact, a group of contacts, or the company 
contacts.  

1. Select the contacts or companies in the List View Window. You can select multiple contacts or 
companies by holding down the Control or Shift key and clicking on the desired names. 

2. Select Show All Appointments if you wish to browse all appointments for the contact names, OR 
3. Select a specific date on the calendar if you know the specific appointment date, OR 
4. Select a range of dates by clicking on the beginning date on the calendar and dragging the cursor 

to the end date or the range. 
5. In the Number to Retrieve, enter a maximum quantity of appointments you want returned 
6. Click Display for the search results. 

 
The Display button will change to a Stop button while Prophet is searching. If you have selected many 
folders or large folders to search, it may take a while to return results. 
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g a Task for a Contact or Company  
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In the Contact Manager List View Window, select the contact or company that you want to create a task 
for. This information will carry over to the task window. 
 
Click on the Task button on the Prophet Toolbar. This will pop-up the Outlook Task Window. 
 
 

 
 
Figure 45 

 
 
Adding a task to a contact will automatically add the task to your to-do list. Prophet 2004 will track tasks 
by contact. 
 
When adding a task to a company, the contacts associated with the company transfer over to the Task 
Window. This is one of the great things about Prophet – the relationship between the contact and the 
company is carried through all opportunities and tasks! 
 

Task Window
-Set start/stop 
dates 
-Set status 
-Set priorities 
-% complete 
-Set reminder date 

Contacts 
Edit or add contacts 
associated with this 
task. 

Task Window Toolbar 

Task Name 

Task notes go 
here 
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Tasks created in the Company Window  
 

• In the Company Window, click the Tasks button on the Company Toolbar. This will pop-up the 
Outlook Task Window. 
 

• When adding an task by company, the contacts associated with the company transfer over to the 
Task Window  

 

Searching Tasks Associated with A Specific Contact or Company Contact. 
You can search for tasks that are associated with specific contacts or company contacts. 

1. Select the contacts or company names in the List View Window. You can select multiple contacts 
or companies by holding down the Control or Shift key and clicking on the desired names. 

2. Select a Filter Period: past due tasks can be searched in 30-, 60-, 90-day periods, and future 
tasks are included in the All period. 

3. Enter a maximum number of tasks to return in the search in Number to Retrieve. 
4. Click Display for the results. 

 
The Display button will change to a Stop button while Prophet is searching. If you have selected many 
folders or large folders to search, it may take a while to return results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 46 

Select a Filter Period for 
either past tasks, or All, 
which includes past and 
future tasks. 

Enter a maximum 
number of tasks to 
return in the search. 
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Searching Attached Files for a contact or company quickly and easily. 
 
Attached files can be searched for a contact or company contact in emails, calendar appointments, tasks, 
or contact records. 
 

1. Select the contact or company in the Contact Manager List View Window. You can select multiple 
contacts or companies by holding down the Control or Shift key and clicking on the desired 
names. 

2. In Search from Folders, check the folders you want to search for the attachments. 
3. In the Filter Period box, select a search period of the past 30-,60-,90-days, or All which includes 

future dates for appointments or tasks. 
4. Enter a number of items in Number to Retrieve, then click Display. 

 
 
The Display button will change to a Stop button while Prophet is searching. If you have selected many 
folders or large folders to search, it may take a while to return results.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
 

Figure

 
 

57

 47 

Check the folders you want 
searched for attached files. 

Select a Filter Period and Number to 
Retrieve. 
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Part Twelve -- Managing Opportunities 
 

Creating Opportunities 
 
 
Prophet 2004 organizes all of your Outlook information around your opportunities. The Opportunity 
Window creates relationships between the account reps, companies and the company contacts, the 
specific details of the opportunity, and all the activities associated with managing the sale. The 
Opportunity Window is your single source for viewing the company and contact data, the specific 
products of interest, the changing sales stages, and the ongoing emails, appointments, tasks and 
documents needed for you to close that sale. 
 
 

Creating an Opportunity for a Contact or Company  
 
Creating and managing opportunities is the critical element for following an effective sales process. By 
using Prophet 2004 to create, edit and manage opportunities for a contact or company, all of the data you 
need to stay organized with your relationship management will be at your fingertips. 
 
Creating an opportunity attached to a contact or company is simple – here’s how: 
 
- Find and highlight either the contact or company in the Prophet List Window. 

 
- On the Prophet Toolbar click New > Opportunity with Contact/Company. 

 
- Once you have entered all the desired information, click on Save and Close or Save and New. 

 
 
 
 
 
 
 
 
 
 
 
 
Figure 48 

 
Right-click menu 
 

• In Contact Manager, highlight a contact name or company name in the List View, Right-click>select New 
Opportunity with Contact from the menu. 

• In Opportunity Manager, Right-click in the List View>click New Opportunity 
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Figure 49 
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 five opportunity tabs are at the heart of tracking 

Key information on the sales type, stage, priority, lead source, etc. These fields are 
le with the Prophet Administrator utility (more about this in section eight). 

ty Contacts – Which contacts are associated with this company or opportunity. 

ty Account Reps – Who is on this opportunity from your team. 

Services – Which product groups, products or services does the opportunity relate to? These 
ll customizable with Prophet Administrator. 

Information – A summary of specific company information. 

ed Tabs – 3 User-defined tabs are available for you to customize.   

Opportunity Tab 
Notes & History 

Added notes are retained in 
activity history 
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Editing an Opportunity for a Contact or Company 
 
You have two options for editing an Opportunity with Prophet: 
 

1. In Opportunity Manager, highlight the opportunity you wish to edit and double click on it. The 
Opportunity Window will pop-up and you can edit any of the fields. 
 

 
2. In Contact Manager, highlight a contact name, a company name, a contact with opportunities, or 

a company with opportunities, click the Opportunities tab, click Display to view all opportunities 
associated with that name, double-click the specific opportunity you want to edit. The Opportunity 
Window will pop-up and you can edit any of the fields. 
 
 

Deleting an Opportunity for a Contact or Company 
 
For deleting an Opportunity in Opportunity Manager, Right-click the opportunity and select Delete from 
the menu. 
 
For deleting an Opportunity in Contact Manger, highlight a name in the List View, on the Opportunities tab 
click Display, Right-click the opportunity and select Delete from the menu. 
 
 

Searching Opportunities 
 
Displaying Opportunities in Opportunity Manager 
Opportunity Manager is your summary of all opportunities. There are two filters for you to control the 
opportunities you view. Set By Status and By Company filters to All and you will view all opportunities, 
active and non-active. Set one or both filters to other settings and you will view a more narrowly defined 
list of opportunities. Double-click on any of the opportunities to view opportunity details. 
 
 
Displaying Opportunities for a Contact or Company in Contact Manager 
In Contact Manager, click on the View toolbar button and select either Contacts with Opportunities or 
Companies with Opportunities. In the List View, highlight a name, select the Opportunities tab and click 
Display. All opportunities associated with that name will be displayed. 
 
 
Displaying Opportunities associated with Tasks or Appointments in Prophet Today 
Prophet Today lists all of the Outlook items due today that are associated with your opportunities. To view 
the associated opportunity, highlight the Outlook item and click the Open Opportunity button. 
 

Creating Opportunity Emails, Appointments and Tasks and Attaching Files 
 
In addition to the new functions of the company window and the opportunity window, Prophet 2004 
incorporates the function of the Opportunity Email, Opportunity Appointment, Opportunity Tasks, and 
Opportunity File attachments. This enables you to use functions in Outlook and link them to a specific 
opportunity.  
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Creating emails, appointments or tasks in Outlook only links those functions to the contacts you enter; 
Prophet gives you the option of linking them to a specific opportunity. In an open opportunity, the 
Opportunity Toolbar has Email, Appointment and Task buttons that will create Outlook functions linked to 
the specific opportunity.  
 
You can send general emails or setup general appointments with contacts or companies and also create 
Opportunity Emails, Opportunity Appointments or Opportunity Tasks for the same contacts or companies 
that are associated with a specific opportunity. Files can also be linked to an Opportunity. A sales 
agreement, and order form, or any other type of file can be attached to an opportunity for documentation 
purposes, or just to have them handy. 
 

Searching Opportunity Emails, Appointments, Tasks and Attached Files 
 
Opportunity Emails, Opportunity Appointments, Opportunity Tasks and Opportunity File Attachments can 
all be viewed in the Opportunity under each tab. Enter a maximum quantity you want returned, and click 
Display. Only those items associated with this opportunity will be displayed. To see all email, 
appointments, tasks or attachments associated with a contact or company, open Contact Manager, select 
the name, and search under the corresponding tab. (See Finding Emails, Attachments and Appointments 
for a Contact or Company Quickly and Easily.) 

 

Emailing Opportunity Data to Other Prophet Users 
 
You can email an entire Opportunity(s) to other Prophet users. Select the Opportunity(s) from Contact 
Manager or Opportunity Manager and right-mouse and select “Transfer Data”  “Send Data via Email”.  
This will create an email with the data saved as an attachment.     
 
To receive an email with an Opportunity attachment, open the email and save the attachment to any 
folder.  Then go to Opportunity Manager right mouse click on “Receive Data” click the “Browse” button 
and locate the attachment that was just saved. Now click receive and the opportunity will be saved to your 
Opportunity Manager. 
 

 

 
 

Part Thirteen – Creating Reports for Fun and Prophet 
 
 
Prophet 2004 provides 33 standard sales and contact tracking reports in addition to the tools to customize 
your own reports. You can reach Prophet Reports by clicking on the Reports button in the Prophet 
Toolbar. 

NOTE: If you send someone an Opportunity and they modify it and send it back to you, 
once you decided to save it back to your computer, it WILL overwrite the opportunity data 
with the new data. 

NOTE: You will not see the attachment in the email item, but the Opportunity attachment 
will be sent in the email.  Multiple Opportunities will all be sent in a single attachment. 
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Figure 50 

Generating Standard (Included) Reports 
 
The 7 standard reports categories that are included with Prophet 2004 are: 
 
Account Sales 
Four reports filtered by date periods, summing revenue and recurring revenue for won opportunities. 
  
Company 
Three reports, listing either company, company account rep(this is not the account rep in an opportunity 
window, rather, an account rep assigned in the company window) or company contact data. 
 
Contacts 
A report listing basic contact data for all Outlook contacts. 
  
Opportunities 
Four reports listing all your sales opportunities and their sales revenue, and one report listing the Notes 
for each opportunity. 
  
Pipeline Forecast 
This is the report your boss wants to see. Eight reports display how many accounts and how much 
projected revenue is at each stage of the sales process that you have defined. It includes a graphical 
display of the flow. 

 

Select report template 
from standard reports 
or custom creations 

Toggle Screen 
expands or 
contracts Report 
View WindowView the report selected in 

the Report Filter Toolbar

Report Filter 
Toolbar 
-Select report 
template 
-Sort by17 variables 
-Select date 
-Select accounts 
-Select sales or 
recurring revenue 
range 

Report View Window 
allows  you to preview the 
report before printing, 
saving or exporting 
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Products 
A list of all the products that you have defined in Prophet. 
 
Won Loss 
Eight reports, filtered by date periods, displaying which accounts have been won or lost and why. It is 
great for improving your sales process. 
 

Creating Customized Reports using the Report Wizard 
 
Prophet 2004 comes with a report wizard that gives you the power to design your own report. Here’s how: 
 

1) Click on Reports in the Prophet Toolbar 
 

2) Click on the Wizard button on the Reports toolbar 
 

3) Follow the Report Wizard instructions to build a new report template – you can filter and sort data 
within your new template once it is built. 
 

 
 

 
Figure 51 
 

Select a default  
source for data 

Enter the name you 
want the report 
template to have.  
 
You will be able to 
apply filters once 
the template is built.
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Step 2 of the Report Wizard lets you select which fields you choose for your report as well as the order of 
the fields in the report.  

 
 
 
 
 
 
 

Figure 52 

Enter a name for 
this report 

Highlight fields and 
move with the 
arrows.  
 
Highlight fields and 
arrange the order 
with the up and 
down arrows 
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       Step 3 of the Report Wizard allows you to add sums to appropriate fields: 
 
 

 
Figure 53 

Highlight and move 
the fields you want 
summed with the 
arrows 
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Customizing Reports with The Report Designer 
 
The Designer lets you make graphic design changes to your custom reports. Change spacing, fonts, add 
lines or graphical elements. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

F

 

P
 
O
 

With the Report Designer 
you can: 
- Add a chart 
- Move fields around 
- Insert your logo 
- Group and summarize data
- Add lines and shapes 
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igure 54 

rinting and Saving Reports 

nce you have selected the report type, dates and filters you want you can either: 

• Print the report by clicking on the Print button on the Reports Toolbar 
 

• Save the report in one of the following formats for sharing, posting or emailing by clicking on the 
Save button on the reports toolbar: 
 

• PDF – Adobe Acrobat Format. Great for keeping formatting and sharing online. 
 

• HTML – Create a web page that you can post on the intranet for your boss. 
 

• XLS – Save the report as an excel file to crunch a few more numbers or merge with other reports 
and analysis. 
 

• TXT or RTF – TXT files are for importing into spreadsheet or database applications. RTF files are 
standard text files for using with word, and are easy to email. 
 

• TIFF – A graphic format used for placing in other documents or posting online. 
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Part Fourteen – Customizing Prophet 2004 with Prophet Administrator 
 
Prophet Administrator is the utility that allows you to customize the sales stages, product groups, product 
descriptions and the opportunity window labels.  On the Prophet Server Edition, you can set the delete 
permissions and the View All Contacts permissions. 
 
To start Prophet Administrator -> click on the Tools button on the Prophet Toolbar 
 

Customizing Product Groups and Products 
 
This tab allows you to add new product groups, edit or delete a current group. You can also add products 
to specific groups with price, quantity and a field that you can define for your own purposes. See figure 
55. 

  
Figure 55 

Add, edit or delete product groups 

To add, delete or edit 
specific products: 
-Select the product group 
-Select the product to edit 
or delete and click here 
-Click the Add Product 
button to add new 

You can also double click on 
the products in this view to edit
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Changing the Sales Cycle and Opportunity Tab 
 
The opportunity tab is the heart of the sales process tracking process. This tab needs to be both a 
structured process and a system that is relevant to you. By customizing this tab, you bend Prophet to 
your way of talking and thinking within a structured process. 
 
 

 
 
Figure 56 

 

 
 
 

Note: If the Prophet client is connected to a Prophet Server, users are not able to configure 
products groups/products or opportunity tab. All configuration needs to be done on the 
Prophet Server.  Once the configuration is complete on the Prophet Server, use the 
Import/Export wizard to create the configuration file and update all the Prophet clients.

 

Change the field 

Add, delete or edit the 
elements within an 
opportunity field. In this 
example, you can change the 
names of the different stages 
of the sales cycle to fit your 
needs. 
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Part Fifteen – Prophet Server Edition 
The Prophet Server Edition is the answer to a central storage.  Once installed on your network the entire 
sales team can save their opportunities to the server.  In addition, all opportunities are automatically 
saved on the local computer so you can take it offline.  From the Opportunity Manager you have the 
ability to view ALL the opportunities in your organization by checking the “View Server Data” checkbox.  
Other Prophet users do not need to be connected to the network for you to view their data since the data 
is stored on the Prophet Server. 
 
Configure any Prophet client to connect to a Prophet Server by opening Prophet Administrator and on the 
General tab, select “Use a central server to share data”.  Then select the Prophet Server and your done!  
From here forward your opportunity data will also be saved to the Prophet Server.  You can save other 
users opportunity data to your own computer by opening the opportunity and select one of the save 
options (i.e. Save and Close, Save and New, or Save). 
 
Administrators have the ability to control the delete permissions of server data.  This is done from the 
Prophet Data tab of Prophet Administrator.  The choices are either: “Allow users to delete…” or “Do not 
allow users to delete…”.  If “Allow users to delete…” is selected, users can delete data off the server.  If 
“Do not allow users to delete…” is selected, users are not allowed to delete data from the server.  
However users can always delete data from their own computers, regardless of this setting.  
Administrators can go to the Prophet Server computer and delete any data, regardless of the setting. 
 
When users are offline (not connected to the Prophet Server), data is stored on their local computer.  
When they reconnect online then all the updated and new data will automatically re-sync with the Prophet 
Server. 
 
If an Exchange Server is available, the Prophet Server installation will create four new folders in the 
Public folder hierarchy (Avidian Prophet, Opportunity Calendar, Opportunity Emails, and Opportunity 
Tasks).  When you create an Opportunity email/calendar/task Prophet will save that item in your Outlook 
data store and in the Public folder in one of the folders mentioned above.  This way other Prophet users 
can view those Opportunity emails/calendar/tasks. 

Configuring Products/Services and Opportunity Templates on the Prophet 
Server 
 
Configuration for company products/service and/or the Opportunity template are managed in Prophet 
Administrator (see Prophet Administrator section).  Once configuration is complete all clients will need to 
be updated with this data.  To update them, use the Prophet Import/Export wizard to save the 
configuration to a file and either email the file or save it to a network file share.  On each Prophet Client, 
use the Import/Export wizard to import the products/services and Opportunity data.  This will update all 
Prophet clients with the server configuration data. 

 

Part Sixteen –Customer Support and Contact Options 
Thank you for buying Prophet 2004. In addition to the User Guide, Prophet provides online Help files, and 
an extensive series of Flash based tutorials, FAQ’s, and Quick Tips at www.avidian.com/community 
 
 
  

http://www.avidian.com/community
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Customer Service 
Avidian Customer Service representatives can help you with non-technical issues, including answering 
pre-sales questions, checking the status of your order, registering your software, updating your contact 
information, or ordering a disk.  
 
E-mail: info@avidian.com 
Phone: 1-877-Avidian (1-877-284-3426) 
Hours: Mon - Fri, 9 am to 6 pm Pacific Time  
  

Product Support 
 
If you have technical questions or issues with Prophet 2004 or other Avidian products, please contact us 
at the following:  
 
E-mail: support@avidian.com  
Phone: 1-877-Avidian (1-877-284-3426) 
Hours: Mon - Fri, 9 am to 6 pm Pacific Time  
  

Outlook and Exchange Professional Services 
If you are looking for customized solutions for your Outlook and Exchange infrastructure, Avidian 
Technologies has experts ready to help. Please jamesw@avidian.com 

mailto:info@avidian.com?subject=Question from Prophet Beta Help File
mailto:jamesw@avidian.com
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