G Prophet User Guide

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.

e 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.

e 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.



C:’)\Prophet’”

User Guide Contents

WELCOME TO THE PROPHET 2004 (V1.5) USER GUIDE

User Guide Contents

Part One -- Outlook, Contact Management and YOU!

What is Prophet 20047

What Does “Built into Outlook” Mean and Why is it Good?
Top Six Reasons Prophet 2004 will Help Your Business

Part Two — Installation and Set-Up
Installing Prophet 2004

Merging Outlook Contacts with Prophet 2004:

Part Three — Prophet 2004 Overview

Part Four — Prophet Today
Right-Click Menu

Part Five -- Prophet Contact Manager
The Prophet Contact Manager Toolbar
Right-Click Menu
The Prophet List View Window
Sorting the Contact List Window
The Prophet Data Window

Part Six — Opportunity Manager
The Prophet Opportunity Manager Toolbar
Right-Click Menu

Part Seven — Import and Export Wizard

Part Eight -- Prophet Reports
The Reports Administrator Toolbar
The Reports Drop-down List and Filters
The Reports View window

Part Nine -- Prophet Administrator
General Tab.
Product Groups/Products Tab
Opportunity Window Tab
Prophet Data Tab.

Part Ten -- Managing Contacts and Companies

Finding a Contact or Company

Adding New Contacts with Prophet or Outlook

2

User Guide

b A (8]

N &

11
13
22
22
23
23

30
32
33

33

35
36
38
40

41
41
42
42
42

42
43
44



8\ Prophet User Guide

Adding a New Company 45
Deleting a Contact or Company with Prophet 46
Editing Contact and Company Information with Prophet 47
Organizing Contacts and Companies 48

Part Eleven -- Creating and Searching Outlook Emails, Appointments, Tasks and

Searching for Attachments 50
Creating Emails for a Contact or Company 50
Send a standard Outlook email from Prophet 2004: 50
Sending a group email using the Prophet Group Email Wizard. 51
Sending an Email to a Category of Contacts 51
Searching Emails Sent to a Specific Contact or Company 52
Creating Appointments for a Contact or Company 53
Creating an Appointment in Contact Manager 53
Creating an Appointment in the Company Window 53
Searching Appointments for a Specific Contact or Company 54
Creating a Task for a Contact or Company 54
Tasks created in Contact Manager 54
Tasks created in the Company Window 56
Searching Tasks Associated with A Specific Contact or Company Contact. 56
Searching Attached Files for a contact or company quickly and easily. 57
Part Twelve -- Managing Opportunities 58
Creating Opportunities 58
Creating an Opportunity for a Contact or Company 58
Right-click menu 58
Editing an Opportunity for a Contact or Company 60
Deleting an Opportunity for a Contact or Company 60
Searching Opportunities 60
Displaying Opportunities in Opportunity Manager 60
Displaying Opportunities for a Contact or Company in Contact Manager 60
Displaying Opportunities associated with Tasks or Appointments in Prophet
Today 60
Creating Opportunity Emails, Appointments and Tasks and Attaching Files 60
Searching Opportunity Emails, Appointments, Tasks and Attached Files 61
Emailing Opportunity Data to Other Prophet Users 61
Part Thirteen — Creating Reports for Fun and Prophet 61
Generating Standard (Included) Reports 62
Creating Customized Reports using the Report Wizard 63
Customizing Reports with The Report Designer 66
Part Fourteen — Customizing Prophet 2004 with Prophet Administrator 67
Customizing Product Groups and Products 67
Changing the Sales Cycle and Opportunity Tab 68
Part Fifteen — Prophet Server Edition 69

Configuring Products/Services and Opportunity Templates on the Prophet Server 69
3



C”\ Prophet User Guide

Part Sixteen —Customer Support and Contact Options 69
Customer Service 70
Product Support 70
Outlook and Exchange Professional Services 70

Part One -- Outlook, Contact Management and YOU!
What is Prophet 20047

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.

+ B_aAwvidian Clients
+-%F1 B_Personal

% Calendar
% Calendari
€ Contacts Outlook Shortcuks
% OldContacts Deleted Items
2 west coast My Sharkcuks
(J Deleted Items (24) Cither Shorbouts
Bk Drafts (2)
T Inbox Avidian
23 Journal
Mokes My Shicrbouks @
t@ Cukbo L y
%[ Sent Items (3] Avidian Prophet
0 Tasks
Figure 1

Important! Clicking on Avidian Prophet for the first time will merge the Outlook contact
information in the current mailbox with Prophet 2004. This will take between 2 and 10
minutes depending on the number of contacts and the speed of you computer. For
example, 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.

Folder Lisk x| | b
= Tasks

+-51 B_awidian Clients ‘g

+-51 B_Personal Mokes
% Calendar
% Calendarl
= @ Conkacks
§% OldContacts Deleted Items
% west coast
(7 Deleted Items (24) Cther Shortouts
¢} Drafts (2) -
& Inhio fvidian

Q?S Journal
Motes My Shortcuts @
¥ Cutbox :

£/ Sent Items (3)

@_} Tasks

Cuatlook Shortcuts
My Shiorkouks

Avwidian Prophet

Figure 2

Similar to Outlook Today, Prophet Today will list all tasks and appointments due today, and if you are
using Outlook XP, any past-due tasks or appointments with their reminders still active. Highlight the
specific item and click the Open Outlook Item button to view all item details. If the task or appointment is
associated with an opportunity by having been created via the Opportunity window, Prophet Today
provides the additional functionality to let you easily view the sales opportunity associated with the item
by clicking the Open Opportunity button. Everything you need to do today to further your sales
opportunities is all in one place.
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Refine detailz on &rroyo contract
Meet with Scott to review final ...
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Review featureshenefits of Pro...

Meeting with company brokerst...
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2417 Staffing

Three Tree Paoint Fin...
Seahurst Capital, Inc.

AOC
Admiral Mottgage

Carol Jenzen
Scott Fuller
Adriznne Love
Clark Campbel
Rodger Patton
Michasl A Melzon

realty office with 25 brokersfazs. .

nesy product line

Financial Advisors

custom development of Prophet
Construction trace sales
brokers in 7 offices

Highlight and click Highlight and click

Open Opportunity to view the Open Outlook Item to view

Opportunity details appointment or task details

245
v
Open Opportunity Open Cutlook tem |
| Subject | Campany Cortact Cpportunity Description e DatedTime

Prepare demo for Admiral Mortg...  Admiral Mortgage Michael & Kelson brokers in 7 offices 050172003
Prepare all documents for meeti...  AO0C Rodger Patton Construction trade sales 08i01,/20035
Review contract detailz prior to ... Arroyo Beach Realty Carol Jensen resalty office with 25 brokersfass... 054012003
Follawe-up after meeting with pr...  Seahurst Capital, Inc. Clark Campbel custom development of Prophet 050172003

03012003 1:30:00 P
05012003 11:00:00 Ak
030172003 11:30:00 PM
03012003 4,00:00 P
03012003 5:00:00 Ah
030172003 2:00:00 Ah

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.

10



@\Prophet""2004

A More Profitable Outlook.

Part Five -- Prophet Contact Manager

User Guide

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.

Cutlaak Shartcuks

2

Cutlook Today

Figure 4
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Contact Manager is divided into three main areas — The Toolbar, the List View Window and the
Prophet Data Window.

&]View - @Folder New - | FEmail - EAppointment Task ﬂ Reports E Tools - gHelp - | _IF_,rori)het
Aaron Howard AlbertJong Army Vernetti Antonio Martinez 133 ™ oolbar
Adam Brotman Alhert Ting Amy Wahlbarg Ariff Gulamani
Adam Sherr Albert Weinstein Andrew Hunt Asian Bistro ad
Adrienne Love Alhert Yeung Andy Cheng Assunta Mg ah
Agnes Leung Alex Bogaard Andy Dale Avidian .

Agus Pangestu Alexa Zhang Andy Ho Barbara Ryan-Galpin m L|St
Alan Cheng Alisan Henry Andy Liu Barney Groten 7 :
Alan Dunphy Allan Muchmare Anh Luu Barry Trailer J VI_eW
Alan Ethart Allisa Hui Ann Mo Ben Chen rt Window
Alan G Cheng Amy Schoonover Anna Mak Ben Elgin e
< ¥
General lOpportun'rties ] Etnails ] Calendar ] Tasks ] Attachments <
Mame: | Company: | j Open
Job Title: | Department: |
Address: Businezs Phone: |
Business Fax: |
Home Phane: | Prophet
City: [ Makile: [ Data
State: | Email: | j WindOW
ZIP Code: | Wik Page: |
Country: | Categories: |
Mates:
242 Contacts
Figure S

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

Quick Tip: To quickly go to a specific contact, use the keyboard and type in the first few
letters of the contact’s name.
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A More Profitable Outlook

The Prophet Contact Manager Toolbar

User Guide

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.

&View - @Folder New * | [E]Email - EAppointment Taszk i Repart= E Toolz - EHelp -
R
List View Window greatg a Ft\lew Create a New Create Reports Get Help on
By Contact, pportunity, Appointment )
Opportunity with opportunity Prophet
Company, Pp Y for a contact or information features
Contacts with Contact/Company, company summaries
Opportunities, or Contact, or
Companies with Company Customize Prophet
Opportunities including managing
Create a New product lines and re-
Select the Folders or Send an email or Task with all the svnchina data
Categories group email to a details, including
from Outlook for the contact or company  assigning the
View List task to someone

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.

<

u-2

Eoview - &@IFoider  Ehew - [JEmal - [S)Appontment  ([FTask | [l Reports | MaTools | PHep - |
Contact Admiral Mortgage Anderson Hay & Grain Ca,, In... Banner Bank ﬂ
Advantage Development Co, AOC Banner Internatior
Contacks with Opportunities Advent Asia Limited Argosy Cruises Barito Group ﬂ
Companies with Opportunities Alasika Premium Beverage &B... Arroyo Beach Realty barmesandnaoble.q ﬂ
FECTTEVET Alaska Trawl Fisheries, Inc. Arthritis Foundation WARK . Bay Mortgane
Ahsco Alarms, Inc. Albers Seafoods Arthur Andersen BDO Seidman, LL ﬂ
ACT Connection Inc. Allegis Communications Asian Pacific Travel BECU M
Adhesive Media Alistate ATET Wiraless Ben Bridge
Adinfonitum Incorporated Alpha Graphlcs Avidian Technologies Biz¥change ﬂ
Adjusters International Co. AMEZON.Ccom Bank of America Bjorklund Consult J

>

Figure 7

step.

Quick Tip: Clicking on the View button will display the Contacts List View in one easy

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”

13
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checkbox. This may take a few minutes depending on how many folders are in the Exchange Public
Folders.

@roders x|
Choose where the list of contacts and companies
zhould come from. In addition you can select

Outlook Categories to fiter the list.
Cancel

| Category I
Select the folders to retrieve the contact data from.
[T Showe Public Folders

=-[J45 Mailbo: - Tim Mouyen
. O contacts
=-[J4% Perzonal Folders
Elﬁ Contacts
[ Addtional Cortacts

..... Dﬂ Al Contacts

[ Marketing Contacts

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.

14
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Folders ~Category

Select the categories to fiter the contact list.

=k
Competition
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[ Holicdsry
[] Holiday Cards
[7] Hot Cortacts
[ Iess
[ Irternational
[] Key Customer
[ Miscelaneous —
[] Per=onal
[] Phone Calls
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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.

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.

The New drop-down list allows you to add:

e anew Prophet Opportunity

e anew Prophet Opportunity with Contact/Company based on a highlighted name(s) in the List
View

e anew Outlook Contact

e anew Company

15
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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.

Eoview - | @JFoider

ElMew |« FEEmail

- E Appointment

B Report= | (el Tools

- gHelp -
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FastWater Heater Mew Conkact IBACOS, Inc. ]
Firmani & Associates Mew Comparny 1814 iSight
First Choice Health Metwore FES IBW Global Services JLM Fartners
Focus OMR Gold Harbor Commodities Inc. ifive Brands John L Scott
Farbar Inc. Goldwell Jewwelry, Inc. Infospace K2 Corporatian
Fortune Graup Grait Technaologies, LLG Infrastrux Kaset Brand
Foster and Co, Greater China Industries Innovative Solutions, Inc. Kidder Mathews &
Frank Russell Company Harris Group Inc. INS Kinko's

& LY

Figure 10

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

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

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

The 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

16
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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.

17



{5 Prophet 2004

Select recipients to send thiz message to.
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Steve Walzh infog@marketcounsel ory  (253) 875-0347 hi:
Tim Mguyen timni@avidian.com (2067 77 2-63500 11624 SE Sth Street 5. A
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Tari Halic torin@avidian.com 7215 14th Avenue SV,

Cancel | = Back et = | Send |

Figure 12

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.

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.

18
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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.

o]

Recipients | Messag :l Optional | F‘reviewl

Thiz zection allowws you to zend a rich email with images, signatures, or a HTML based email.

' Send an email with images ar ktml.

Step #1: Click the Open Email button.  This will open an Outlook emsil message. Open Emsil |
Step #2: Createfvrite the email you would like to send.

Step #3: send the email from Outlook .

Step #4: Click the Send button below, to send this email to the other recipients.

Enter the mezsage that you would like to send tothese recipients. Click the
Browese button to search for a saved message or cut and paste vour message.

" =end = text based email. Browwse... |

Subject:

Cancel = Back [ext = | =end I

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.

19
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E Group Email Wizard — IEI Ill
Recipients I Meszage Optionsl |F'review |
¥ Include Salutation NOTE: The salutation option only applies to text based emails.
IDear [FirztMarme], j

hMessage Impotance

% pormal
" High
Loy

Add mezsage attachments Acld Remove |

File Mame |
CATempividian zcreen shot 2.doc

Cancel = Back et = Send

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!

20
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o]

Recipients I Meszage I Optionzl  Preview I

Thiz previewy displays howe the email will look when sent individually to all the recipients.

T

Subject:  |Prophet 2004

Impartance: IN.;.rma|

Dear David,

“ou might be interested in checking out Prophet 2004, Prophet transforms Outlook into & posveerful sales
management solution. This reliable and affordable zoldion enables you to automate your sales, marketing
and customer interactions all within Outlook .

Prophet alzo makes it easy for you to centralize all your customer information wwith only one application
[Dutlook’) and to share important data with wour team.

To find out more, please visit their webszite at www avidian.com.

Cancel = Back | [ext = I =end

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.

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.

—
m\-’iew v| @Fnlder |New v| E=)Email - EAppoirrtment Task | ﬂRepnrts | ETDDIS I-l gHelp -

ABC Hi-Tech Widgets vidian Technologies: Brand Digital Prophet Administrator i|
Acadia Consulting Baldwin Resource Group, Inc, Brandrud Configure Products m
AdCaomplete Baltzer Associates Browet & Haley Configure Opportunity Window il
ADP Banner Bank Buildia Import and Export Wizard il
Adwent Asia Limited Basiz Technologies Bysinger Inc Resync Data 3
Alki Mortgage Bellewue Chamber of Cammerce Byte Farm, The ll
Allstate Bird Construction CAERE Transfer Data *lig ll
Ametican Telephone Technolag... Birmingham Thaorsan & Barnett... Cedar Crestac  Receive Daka 1
Anderson Bluejack Chin Campany Computer Sto F_TI
At Andersan Boeing Compary, The Christensen O'Cannor Johnson... Cannect PR iI
1] | |

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

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

Glen Broderick Harlan Baurmn Jackie Lyons 153
Golf Courses Hartley & Patty Lesser Jaimie Bsales
Gordon Mandt Heather Fitzpatrick Jaimie Lawrence a-d
Greg Gottesman Heather Peterson Jakaoh Dryrbe o
Greg Lanier Herb Lewy James Owenhby
Greqg Latimer Hiroshi Yamada James Tuverson m
Gregd Dawson Hugh Bowen LIulgTe} e
Gretchen Modler lgar Jamie Cook
Hal wweiland Ingrid Pelzer Jan Drago (i
Haley Gordley, Tina, kyle, R Jack Feuer Janice Grissom Scott oy

< >

Company List View

247 Adknowledoe Atlas DMT Bell Fontaing Partners| o4
3Carm Corporation Adobe ATT Wireless Bell South
30FX AdRelevance Avenue A Berkeley Studios ﬂ
ALR Partners Adscope Avidian Technologies Berkely Systemns ﬂ
Accolade Alaska Airlines Pyzenberyg BestBuy
Action Half-Life Alex & Brown B Squared Beyond Interactive M
Action Warld; Inside Games, .. Alki Metwarks Bahbage's, ETC. Big Bang Idea Engined M
Activate All State Insurance Baden Birthearys
Activizion AlIRecipes.com Bhifm Creative Black Box Press/Gamg ﬂ
Adhesive Media AMaZon.com BDA Blizzard e

£ > J

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.
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Each tab displays specific information related
to a contact or company

AN
4 N

Figure 15

Genersl |Oppor‘tun'rties I Ermailz I Calendar I Taszks I Attachments I

User Guide

Open and edit the
contact or company
details from here

j Open |

Mame: ITim Mouyen Company: I.&vidian Technologies
Job Title: ICIO Department: I
Address: 11624 SE Sth Street ;I Business Phone: I(ZUEJ FI2-5a00

Suite 102

Busziness Fax: I(ZDEJ E3E-3001

=]  HomePhone: 1425 7957143

City: JEetevue Mobile: |(208) 498-7288
StateProvince: It-"-!'-ﬂx Emzil: Itimn@avidian.com j
FIPiPostal Code: IQSDDS Weh Page: |P‘rl'tp:.f.l\www.avidian.cum
Courtry/Region; |United States of America Categaries: |
Miotes:
5
=l
392 Contacts
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.
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General |Oppnrtunities I Emails I Calendar I Tasks I Attachments

Company kame: |Avidian Technologies Company II [Z995fd0d-e! Cpen |

Genersl |Details I Maotes | Categories I Company Contacts |Cnmpany Account Reps I
Phone: |c206) 772-6500 Primary Cortact. |
Fa: I
Campany Contacts:
Wieh Page: I
Full Mame | Ermail | Buszingzs Phone |
RS, ;ﬂﬁgﬂﬁggrden Place South  [&] David Armistea...  davida@avidia... +1 (877) 254- .
LI James Wong jamesw@avidi...  (2068) 7Y2-6500
. Titn Mguyen timni@avidian....  (208) 772-6500
City: |seattle Tim N-Home timnhm@come... | (206) 77 2-6300
StateProvince: II.-“JA - Wiazhington
ZIPPostal Cade: fa5175
CourtryFegion: IUn'rted States of America

198 Company Accounts

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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General Opportunties lEmaiIS I Calendar] Tasks I Aﬂachmerrts]

Mumber to retrieve |15 Dizplay

hike Johnstone
Mike Johnstone

Arroyo Beach Reatty  Carol Jensen

Arroyo Beach Realty

Caral Jensen

inguiring sbout CRM solut...

Realy office w25 realtors

07 M 872003 3:23:
o7

Company | Contacts | Account Rep | Cescription Modified Date/Time
Arroyo Beach Realty  Carol Jensen ike Johnstone Meny sccount--irterested. . 0EM 272003 11:5...
Arroyo Beach Realty  Carol Jensen Rainer Weitz Additional Prophet seats 070272003 11:5...

346 Company Accounts 4 Opportunitie:

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.

Generall Opportunities  Emails |Calendar | Tazks I Attachments I

Mumber to retrieve | Contact I Falder I Subject I Received I Sent I Size
|1 5 ; James Wong Company E... 262 Zales Thus Far 0103002004 2:57...  01/30/2004 2:57... 4841
James Wong Company E... Strategic Mews: Google face...  0130/2004 120, 01/28/2004120... 113282
Fiter Period James Wong Company E... automated responze 01292004 121, /292004121, 2791
IF‘ast 30 Days ,I James Wiang Company E... RE: Avidian - MNC 0102972004 3:52... 0172972004 9:56... 20316
James Wiang Company E... Link ta CD 01025872004 3:34...  01/728/2004 3:34... 4377
™ Show Public Falders James Wiang Company E... Al zzles calls are going to Da... 0102572004 1:15... 0172872004 1:15... 3751
Search from folders: James Wiang Company E... RE: Job Opening for Senior 5. 0102572004 1222, 01/25/2004 122 16283
: - James Wiang Company E... RE Saszhank Tamhane - Java... 0102572004 10:2...  01/25/2004 10:2... 10585
E?""Elﬁ Mzillac:e - Tim Mo James Waong Company E... | RE Sashank Tamhane - Java... 0102772004 11:2..  01/27/2004 11:2... 8008
E'Dﬁ Personal Folders James viong Campany E... | RE: Final Letter 0102772004 10:3.. 012772004 10:3... 23803
mmﬁ Company Em James Wong Company E...  RE Guickbooks file 0142772004 10:2.. 0172772004 10:2... 10206
H - 4 Drafts James Wong Company E... | RE Partner program 01i27/2004 10:2.. OM/27/2004 10:2.. 7919
- ]9 Hame B James Wiong Company E...  RE Server data sheet 01028/2004 12:2...  01/29/2004 122, 1490583
Eﬁ Inkax I James Wiang Company E...  Hereis my opportunity. Thisi.. 01/29/2004 121,  01/29/2004 121 ... 12082
- OIS Outhox B | Jameswong Company E... P Sashank Tamhane - Jav... 0102772004 619, 01/2772004 619 44180
- 1@ Sert tems
o 1Y Technical Ar
I
|RRR Crrtarts 15 Fmail=
Figure 21
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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 Al
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.

General ] Cpportunities ] Emails  Calendar l Tasks ] Attachments ]
Mumber to retrieve |50 Display Contact | Subject Start DatelTime End Date/Time
. James Wang Btelos - James and Soott to meet .. OFAG2003 300000 PR OFA G003 4:50:00 P
[ Show all appointments James Wang PR Meeting - James, St and Mel .. O7HE/2003 7:00:00 0 07/ B/2003 5:00:00 Ap
p » James Wong Brandrud - James to do Prophet & ... 07M5/2003 10:00:00 AW 0741572003 12:00:00 PR
James VWong PR and Marketing Meeting - James. . 07022003 7:00:00 &AM 070272003 5:30:00 A
James WWong CALP Board Mesting - Board mem... 06/ 9720035 6:30:00 PM 061972003 10:00:00 P
James Wong “entus - James to look st demo fr...  06M972003 1:00:00 PR 06,/19/2003 2:00:00 PM
1 z James VWong Jacky ¥i - James to meet to catch . 06M 772003 3:00:00 P 06772003 4:00:00 PM
James VWong GRAIT - James and Timto meet Jo... 0BM7/2003 12:30:00 PR 0O6M 772003 2:30:00 PM
James Wong Dizney - Interviewy Mark McWigain..,  08ME72003 1:00:00 PR 06/16/2003 2:00:00 PM
James VWong ROCH Hike - James and Tyrato stt...  06M 472003 3:00:00 AM 06 472003 2:30:00 PM
James VWong Sales Result - James to meet Eric. .. 06M 372003 10:30:00 AW 06M 372003 12:00:00 P
James VWong Parker Services - James and Timt... 08472003 10:00:00 Ak 080452003 11:00:00 AWM
&= 1
00021 Fr X3 24 25 6
oo @ om X
= Today: THE2003
G670 Contacts 12 Appoirtmernts
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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General ] Opportunities ] Emails ] Calendar Tasks ] Attachments ]
Mumber to retrieve (15 D Fitter Period | Al -
Contact | Subject | Status Priarity Start Date Due Date
James Wang Complete PowerPaoirt presentstion for share...  InProgress Mormal 07 M 72003 OF 2502003
James Wong Take car in for oil change MotStarted Marmal Mane 072302003
James Wang Call back to confirm lunch mtg date. MotStarted Mormal 07 09,2003 071202003
James Wang Reviewy docs for Seahurst Capital order InProgress Mormal 063002003 070202003

G670 Contacts 4 Tasks

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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Generall Oppnrtun'rtiesl Emails I Calendarl Tasks Aftschments |

Mumber to retrieve Contact | Location | Subject Attachment Name
I'IS Tim Mguyen Inkao RE: 40414-5001US500; Draft of .. | “isio-40414-5001 11500 pdf
Tim Mouyen Ik 4044 4-8001 US00: Draft of Dat...  Reviewing Your Patent Application..
Filter Period Tim Mouyen Inkioe 4041 4-30010500; Draft of Dat...  text.DOC
IW Tim Mouyen Inbiox 40414-8001US00; Draft of Dat... | figures pdf
Tim Mguyen Inkbax Py Open Temp to Perm Posttio... | Temp SWE.doc
[~ Show Public Folders Tim Mouyen Ik Py Open Temp to Perm Positio... Temp SWE_LB doc
Szl G e Tim Mauyen Inbox Py Open Temp to lPerm Ppsﬂio... SROBA doc . .
Tim Mouyen Ik ConnectPR would ke to kire w...  CPR Information System overview
E‘Dﬁ Mailkaooe - Tim | Tim Mguyen Sent ktems RE: Whiztler whistler v2 xlz
& J4 Personal Fold Tim Mouyen Sert tems Whiztler whistler xls
----- EE Calendar
- IR Company
8- [ Contacts
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& ]R3 Home
----- B Inbox
----- O Cuthox
----- %@ Sent tem—
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R
388 Contacts 10 Attachmertts

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.

Ouklook Shorkouks | | Folder List x
+ @ Archive Folders

My Shorbcuks
v - @' Cutlook Today - [Personal Folders)

o S_h_mtEUts e gdlanntact Manager In Outlook Folders List, click on Avidian
udlan 2 Opportunity Manager | € Prophet folder, then click on Opportunity
+-5F B_Avidi Manager.
@ + 52 B_Avidian
fvidian Prophet +-%E1 B_Personal
3 Calendar
- @ Conkacks
@ §2 Avidian
Conkack §i OldContacts
Manager §2 Personal
+ (3 Deleted Items (150)
7B} prafts (10
T3 Inbox (3) Open Avidian Shortcuts, Click on
Oppartunity 3 2ol Opportunity Manager icon.
Manager Motes
'@ Cukbox
@ Sent Ikems
@3 Tasks

Figure 25
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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.

Filter opportunities by Filter opportunities by Company
Status

Share Data Mmm =
y Status: IActive X HEI"J(‘Lm‘nrﬁan‘f: I A= j Diyylay

Company | cortacts | Desorpiom—1H0n | ModifMI Stage I Reverie I Account Rep
ABC Hi-Tech Widgets  Mike Smithey Joh...  new product line 172402004 95535 ... Active 4-Presentation 10,000.00 Tim Mouyen
ABC Hi-Tech Widgets  Mike Smithy Joh...  possible re-seller 172402004 9:56:40 ... Active E-Fefine Solution  100,000.00  Tim Mguyen
Chin Company Bob Foo Betty C... | custom software developm... 172402004 9:57:24 . Active 2L ead Cualified  50,000.00 Tirm Mouryven

3 Oppottunities

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

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.

) = Tlewy | - orts |a[;8hareData v| A Tools -| gHelp -

Mew Oppartunity
New Contact ~| By company: [ <ai | Display_|

Mew Company

W | Contacts | Dezcription | Moclified DaterTime | Status | Stage | Revenus | Accourt Rep
ABC Hi-Tech Widgets  Mike Smithy Joh...  newvy product line 172452004 9:55:33 ... Active 4-Presentation 10,000.00 Tim Mauyen
ABC Hi-Tech Widgets  Mike Smithey Joh...  possible re-seller 1/24/2004 9:56:40 ... Active G-Refine Solution  100,000.00 | Tim Meuyen
Chin Company Bob Foo Betty C... | custom software developm... 102472004 9:57:24 . Active 2-Lead Cualified  50,000.00 Tirm Meguyen
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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.

—
Eewme - | i Reports | %Share Data -+ | (4 To
- Prophet Administrator -
By Status: IActlve vl By Comgar Corfigure Producks vI Dizplay |
Caonfigure Opportunity Window
Company Contacts ;mport agd I:xptnrct izard —_— Z{ne I Status I Stage I Rewenue I Accourt Rep
AEIC Hi-Tech Wic ke 5 ssyne Contact/Company Data_ oy 1 lgertification | 5,000.00 | Tim Nauyen
Chin Company Bob ZooMage C... Prophet customtzst 04 224058 PM Active 3-Meed Azzes . 250000 Tirm Mguyen
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.

5} Import and Export Wizard @

Choose an action to perform:

Expiort Prophet Configuration Diata
Impart Prophet Configuration Data
Expart Prophet Report
Import Prophet Report

Description

| Cancel |

A

Figure 29

e 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.

e 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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e 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.

e 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.

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.

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

&‘v‘iew - @Folder New + | [ Email - E.&.ppnirrtment Task& i Reports E)DDB - |§Help -
Aaron Howard Albert Ting Arriy \Wah borg— Ariff Gulamani 122
Adarm Brotman AlhertWeinstein Andrew Hunt Asian Bistro
Adarm Eherr AlbertvYeung Andy CTheng Assunta My ad
Agnes Leung Alex Bogaard Andy Dale A\ridian oh |
Figure 30
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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.
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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.
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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.
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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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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 1% of the month to the 31%, 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
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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:

ﬂVieWRepm @Save awizard $Designer @ToggleScreen I%?Edit - EgDataSharing gHelp -

Choose Report Category = | i2a Print... | &4 | O [ | e @ |EE3 ~|| [ W | o
' ' A A
Print report Single or Next Page, Current

Multiple page Previous Page in
view Page Sequence

Find a word or Zoom In/Out

phrase

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.
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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:

@ Prophet Administrator - |EI Ill
General |F‘roduc1 GroupsProducts | Opportunity Yindowy I Prophet Data |

Pleaze erter the username you wwould like to use while displaying Prophet data.

Username: ITim Mguryen Edit...

Please specity a locstion to store Prophet impott/export files., These files are created when you imgport or
export product groups, products, or the opportunity temgplste to be able to zend to ather Prophet users.

Lacation: C\Program Files\tyidian Technologies'Propheth Browwse... |

Prophet Data Sharing
* Mo Sharing.
" Uze Peer to Peer Shating. This will allowy computers to connect to cther Prophet client computers.

" Use a Central Server to share data. This will allow: &l computers to connect to the same server. (Requires server software.)

Prophet iz not configured for any type of sharing.

Cloze |

Figure 35

General Tab.

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

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

e 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.

Note: With the Prophet Server edition, you can set the delete permissions and the show
ALL contact/companies permissions from the Prophet Data Tab.

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.
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Finding a Contact or Company

There are several ways to find a contact with the Avidian Prophet Folder:

o 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.

e 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.

o 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.

43



{5 Prophet 2004

A More Profitable Outlook

Outlook Find Function
Type in the contact or
company and hit “enter”

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

User Guide

List View Window Buttons
Click on the button that contains
the first letter of the first name of

the contact or company.

& Contact Manager. - Microsoft Qutlojk

Flle Edit Wew Favorites Tools Actions Welp

Elnew - & ZsendReceive

| Folder List x
= @ Outlook Today - [Personal Folder:
=1-%E3 Avidian Prophet
@ Conkack Manager
Qﬁ Opportunity Manager
% Calendar
B Calendar1
=% Contacts
% OldContacts
2 west coast
(3 Deleted Items
4B} Drafts (2)
&2 Inbox
{ﬁ Journal
hotes
@ Outbox
42 Sent Items (3

T Tasks

Figure 36

[>] ot Q) | filesfc \Program FilesiAvidian Technologiesipro -

1&

m\z’lew - @Foldar New ~ | =Email - EAppolmmem Task i Reports E Tools = |§Help
Herb Bridge Ivan Henry Jane Yao Jeff Brooks
Hing Leung Jack Tang Janice & Thomas Brinschwitz Jeff Canin
Halmes Ge Jacky Cheung Janice Lee Jeff Cross
Howard &Vi Mar King James Goldsmith Janice Tung Jeff Fiedler
Howard Bundy James Louie Janis Machala Jeff James
Howie Kraehl James Traner Jasaon Liu Jeff Jordan
Huy Phung Jason Wang JeffRogers
lan Chan Jay Ho Jeff Stice
Irene Bjorklund Jay Prince Jeff Sylvester
Iva Wong Jane McCalmont Jeanne M. Birmingham Jeffuen

<

General WOpponunﬂies | Emailz } Calandar] Tasks ] Attachments

=
=3

AEAN

=
i

hlame: | hiong Companyy: |"\ ¢l j Open
Job Title: | 0 Department: |
Address: Business Phone: |-_3
‘ o Businesz Fax. |‘
Home Phone; | 2
City: [5eat Mokile: [c2
State fiie Etmail: | am ﬂ
7P Code: E=E ek Page |
Zountry: | Categaries: |’ L
Motes:
~
hd
542 Contacts

Adding New Contacts with Prophet or Outlook

Adding 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.

Outlook Toolbar Prophet Toolbar

Add a new contact using the Add a new contact,

New dron-down button. opportunity or company
Folder List

Add a new contact

& Coritact Manager - Mizrosoft Outlook

Fil= Wit Wiew Favorites [Tools Actions Help
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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.
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On the Company Contacts tab, existing contact records from any Contacts folders can be added, and one
contact may be designated as the Primary Contact. Make sure that all company contact names are
checked, not just the new name(s) you are adding.

Similarly, account reps assigned to this company from your organization can be specified on the Account
Reps tab. The simplest way to do this is to create a Contacts folder in the Outlook Folder List for your
organization’s Account Reps. Create a contact for each account rep and store them in your Account Reps
folder. You can now easily add account reps assigned to a specific company the same way company
contacts were added.

On the Details Tab, a company shipping address can be entered; the Notes tab stores notes about the
specific company; and the Categories tab associates the company with one or more categories.

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 view),

2. Find and highlight the contact you wish to delete
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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 ltems 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:

e 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

o 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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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.
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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:

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

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

Send Standard Email Send Customized Group Email

&]View - @Folder New\ [ Email - EAppoirﬂme;( Task ﬂ Reports E Tools = EHelp -

Gary Datling Gl Email Herb Bridoe Ivan Henry
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Genji Shiga Hamilton McCulloh Howrard Bundy James Louie

Geoffrey Hudson Heather MacDonald Howie kroehl James Traner m
George Chau Heather Zhou Huy Phung James Wang e
George Jakotich Helen Chung lan Chan James YWong

Gerrie Cheah Henry Lin Irene Bjarklund Jan Sprake rt
Glen Dea Henry Tang Iva Wong Jane McCalmont v
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Figure 41

50



G Prophet User Guide

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.

2.

3.

4.

Select the contact, distribution list or company.
Click on the drop-down button next to Email on the Prophet Toolbar then select Group Email.
Edit the contact list to add or delete email recipients > click next

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

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

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.

2.

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

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.

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

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.

Follow the wizard prompts and you are ready to go!
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Searching Emails Sent to a Specific Contact or Company

User Guide

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!

Highlight the contact you want to see all email and
attachments for in the List View Window
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Figure 42
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Creating Appointments for a Contact or Company

Creating an Appointment in Contact Manager

¢ Inthe 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.

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

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

i Sales Meeting - Appointment

File Edit ‘Wiew Insert Format  Tools  Actions  Help
Esaveandclose & (] 43 Recurrence...  ¢F Invite Attendees... ! § ¥ @,

Appointment ] Scheduling ]

Subject: |Sales Meeting
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Endtme:  |Fri7/18/2003 R E R
-\@ W Reminder: |15 minutes lJ @ Show time as: |l Busy x| Label: [[] Mone =]

Bring all docurnents.

Conkacks. .. |Ian Chan; James Wong; Tim Mouyen Categories. .. | Private |
.
Figure 43

Creating an Appointment in the Company Window

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

e 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.

User Guide

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.

3. Select a specific date on the calendar if you know the specific appointment date, OR

4.

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.

Select Show All Appointments if you wish to browse all appointments for the contact names, OR

Select a range of dates by clicking on the beginning date on the calendar and dragging the cursor

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.

4
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Figure 44

16 Appointments

Creating a Task for a Contact or Company

Tasks created in Contact Manager
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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.

Follow up with, John Taylor, to disucss Prophet for, his sales reps. -- James Wong - Task A Task Name

Fle Edit Yiew Insert Format Tools Actions Help

uﬁaveandclose LA ! [m % Recurrence. . @AssignTask % E X -~ @. ‘ - Task Window Toolbar

Task w Details ]

Subject: ]Follow up with John Tavlor to disucss Praphet for bis sales reps, -- James \Wong

E Dusdats:  |Wed 4/7/2004 | EI Statusy Mot Started Ed

p— -

Start date:  |wed 7)30/2003 j Priotity: |Mormal ~ w| % Complete: |0% :I Task Window
= -Set start/stop
@ V¥ Remindst: ‘Wed 4/712004 Lj |8:DD Al j ﬁl Owner: |James ‘Wong dates

Scheduled with: James Wong -Set status

Qwner: James YWong -Set priorities
Status: Not Started -% complete
-Set reminder date

Task notes go

here
| Contacts
Edit or add contacts
associated with this
| fPike Jobmstore 4/ Categories... | [ACT! To-do mrivate [~ | task.

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!
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Tasks created in the Company Window

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

o 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.

&View - §dFalder | ElMew  + | FEEmail - EAppoirftmen’c @) Task | FReports | e Tools - |§Help -

Aaron Howard AlbertJong Ay Yernetti Antonio Martinez 122
Adarm Bratman Alber Ting Army WWahlbarg Ariff Gulamani
Adam Sherr AlberYWeinstein Andrevw Hurt Agian Bistro gy
Adrienne Love AlbertYeung Andy Cheng Assunta Mg ah
Agnes Leung Alex Bogaard Andy Dale A\ridian
Agus Pangestu Alexa Zhang Andy Ha Barbara Ryan-Galpin o
Alan Cheng Alison Henry Andy Liu Barney Groten e
Alan Dunphy Allan Muchmore Anh Luu Barry Trailer
Alan Erhart Allisa Hui Ann Moe Ben Chen Gt
Alan G Cheng Arny Schoonower Anna Mak Ben Elgin e
< >
General | Opportunities ] Emailz ] Calendar  Tasks lAﬂachmerﬂs l
Murmber to retrieve [15 Fitter Period |Past B0 Days -
Contact Subject | Status Priarity Start Date Due Date
Adrienne Love Feviewy 3TP Financial requirement spec MotStarted Mormal 07 A 712003 07172003
Adrienne Love Followy-up with phone call to Adrienne st 3TP ... Waiting Martnal 0701 72003 07022003
Enter a maximum Select a Filter Period for
number of tasks to either past tasks, or All,
return in the search. which includes past and
future tasks.
542 Contacts 2 Taszks
Figure 46
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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. Inthe 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.

&I\fiew v| @Folder | New v| F]Email - EAppoin’[merﬂ Task | iReports | ETDUIS v| EHelp b

ARATEAD
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Steve Walsh Sun Choy Tim Mielander Todd Melson

1 | »
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Tim Mauyen o SO 40444 OO04UICON Deadt ot imieanas 4o LS00 pdf
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IPast 30 Davs vI Tim Mguyen .
Tim Mouyen Retrieve.
[ Showe Public Folders

Search from folders:

& %@ Personal Fold Check the folders you want

i R Agdian P searched for attached files.
- )R Calendar

-] Company
& Cortacts
- 1§ Drafts

& R Home

- [F1%R Inbox

- 1% Outhac:

- IR Sent ftem:
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Figure -,
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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.

&View - @Folder New - | [)Email - EAppoin’[merﬂ Task ﬂ Reports E Toolz = gHelp -
Gloria Waoo Mew Opporkunity lvan Henry Jane Yan 123
Greg Forrest Mew Opportunity with Contact/Company Jack Tang Janice & Thomas Brinschwitz
Gredy Berretta Mew Contact Jacky Cheung Janice Lee =
Gwen Anderson Mew Comparry James Goldsmith Janice Tung oh
Harnilton McCullah HOowarEunay James Louie Janis machala
Heather MacDaonald Haowie Kroehl James Traner Jason Liu o
Heather Zhou Huy Phung James YWang Jason¥Wong -
Helen Chung lan Chan James YWaong Jay Ho
Henry Lin Irene Bjorklund Jan Sprake Jay Prince Gt
Henry Tang Iva Wang Jane McCalmont Jeanne M. Birmingham e
< >

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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@ Opportunity - |EI |£|
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Figure 49

Using the five opportunity tabs are at the heart of tracking

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

Opportunity Contacts — Which contacts are associated with this company or opportunity.

Opportunity Account Reps — Who is on this opportunity from your team.

Products/Services — Which product groups, products or services does the opportunity relate to? These
items are all customizable with Prophet Administrator.

Company Information — A summary of specific company information.

User-Defined Tabs — 3 User-defined tabs are available for you to customize.
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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.

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.

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.

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.
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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.
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Products
A list of all the products that you have defined in Prophet.

Won Loss

User Guide

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.

EZ New Report Wizard Step 1 of 3

The “wizard will gquide you to create a zimple report. Prezs Cancel i pou
want bo go back to Prophet. Select @ Repaort Category and Enter a Report e
Mare to complete thiz step.

Choose Report Category ¢
Fipeline Farecast j

Enter Report Mame:

|Eales Faorecast

DEVELSDPED BY:
Avidian Technologies”

Mest > Cancel

Figure 51
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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.

B2 New Report Wizard 5tep 2 of 3

FEX

Thiz ztep guides vou to gelect the fields for your new report.
A
< Enter a name for
Feport Title : Huly Sales Forecast this report
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Description Descriptian arrows.
Recur Fi_exfenue M Salez Priority %+
e Fevens Setvcs Tope T Highlight fields and
Sales Source IUpdated D ate arrange the order
Sales Stage Sales Revenue ¥ with the up and
Sales Type Recur Reverue — down arrows
Service Type
|Jpdated D ate
[v Usze Chart
Prewview ¢ Back Mexst » Finish Cancel

Figure 52
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Step 3 of the Report Wizard allows you to add sums to appropriate fields:

E2X

EZ New Report Wizard Step 3 of 3

Awailable Surnmary Field(z]

Thiz step guides you to select summary fields in pour report. Only numeric
fields are availiable for summary fields since they will be summed.
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Preview
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Figure 53
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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.
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Figure 54

Printing and Saving Reports

Once 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.

Add, edit or delete product groups

E Prophet Administrator - |E| Iil

Genergl  Product GroupsProducts | CIpporturity Window | Prophet Data |

Click the "Add" button tosdd & nesy groug. Product Group Properties
Click "Edit" to madify an existing groug.
Choosze "Delete” to remdfse & group.

Marme: IServices

Dezcriptian: IConsurting Services

Add Group Edit Group | Delete |

= Produc’r Groups

M crvices Products Add Praduct | Edit Product | Delete |
‘- Softvware Products

. 4
Product Mame J,Des{ipﬁun I Frice I Quartity I Lizer Defined I

Service 1 custom descrigt... 1.00 10 other information
fce 2 product descrip...  2.00 B ather infarmati...

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

Figure 55
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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.

Change the field
E Prophet Administrator — |EI |i|
General I Product GroupsiFroducts  Opportunity Window | Prophet Data |
Click "Edit" to modify an exfsting opportunity Opportunity Properties
(IeTEL Field Mame: ISaIes Stage
Edit Field | Field Type: IDer Doven Biox
= Spportunity Fields :
- Est. Cloze Date Oppartunity Drop Down Yalues Add Value Eait Value Delete |
- Reazan I
- Recur Revenue alug Name
1-ldentification

- Reep Prokahility
- Sales Priority
- Zales Revenue
- Dales Source

Sales Stage
- Zales Status
- Sales Type
- Service Type
[ Uger Tak 1

[+ User Tab 2

[+ User Tab 3

2-Lead Gualified
3-Meed Assessment
4-Presentation
S-Proposal

G-Refine Solution
7-Contract

g-Cloged

\

Add, delete or edit the
elements within an
opportunity field. In this
example, you can change|the
names of the different stalfes
of the sales cycle to fit yolur
needs.

Cloze |

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.
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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
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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
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