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About this document.

Objective.

The objective of document is to provide assistance to users regarding
the installation and use of the Coaching Log™ database. To this end,
graphical representations of all steps are presented with supporting

textual instructions.

Layout.

The information in this document includes links giving the reader the

possibility to go directly to areas of interest.

Getting the most from this document.

To get the most from this document, it is suggested you read through it
first and get acquainted with the layout and behaviour of the links. This
will assist you to easily manage the installation and launch and to find

your way round more easily regarding data entry.
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Installation

Locate the folder in which you save the downloaded setup executable.

Note: If you are installing from CD, locate setup.exe on the CD. All other instructions are the
same.

7 D:\Documents and Settings\Les\My Downloads\Pure Coaching g@
File Edit ‘iew Favorites Tools  Help "f

eEack - _/I lﬁ /-_-\J Search ‘H—i‘ Falders |'$ Lj‘} x n v

Faolders b Marme Size | Type

3 Wisual Studio Projects 2y “isetup exe 60,139 KB  Application
= vj My Compuker %

= S BOOT (C:)

I3 Documentation
|5 Documents and Settings
I lotus
I MR
| Program Files
|5y RECYCLER
|5 System Yolume Information
I3 urils
I3 WINDOWS
= G DATA (D)
= IC5) Documents and Settings
= 5 Les
|5 My Databases
I My Documents
=) My Download Files
= ) My Downloads
I3 e-mail attachments & MET files
|2 Pure Coaching
= 125 My InstalShield DevStudio Projects

E Ea-:klf o [v] a i 2

Double click the icon adjacent to the filename.

This will launch the InstallShield wizard that will guide you through the installation.

-

-

InstallShield Wizard

Coaching Log Setup iz preparing the InztallShield “wizard, which wil
@ guide you through the program zetup proceszs. Please wait,
1]

Configuring Yindows [netaller

(FinnnEEESEEEEEEE A EEEEEEEEEEE Cancel




NET" Framework
Coaching Log™ requires Microsoft® .NET" 1.1 Framework.

If this is not already installed on your machine you will see this dialog box.

InstallShield

‘?/ Zoaching Log optionally uses the Microsoft (R JMET 1.1 Framework, Would wvou like to install it now?

.\‘_-
| Yes L}\J I Mo

Click Yes.

When you see this dialog box

‘j,_’i‘;'Micrnsnft HMET Framework 1.1 Setup g =

.- b [ License Agreement

M |Er050ft - & copyr of this license is available for printing at
hittpfizo microsoftcomfwlind?TinkId=12283 )
e SUPPLEMENTAL END TISEE.

[ | LICENSE AGEEEMERNT FOER
MTOROSOET SOFTW ARE

| have read, understood and agree to the terms of the
End Uzer License Agreement and zo signify by clicking
"| agree" and proceeding to use thiz product.

I () | agree

(| do not agree

click I agree and then click Install.

Once .NET™ installation is complete you will see this dialog box.

5! Microsoft .NET Framework 1.1 Setup g ml|| X

Installation of Microzoft MET Framework 1.1 i= complete.

Click OK.




Coaching Log™

This takes you to the second part of the installation, the installation of the Coaching Log™

application itself.

The next dialog bow you will see is this one.

Coaching Log - InstallShield Wizard X

>

Welcome to the InstallShield Wizard for Coaching Log
i ' The InztallShield® \izard will ingtall Coaching Log on your computer. To continue, click Mest.

InstallShield et > 1 Cancel

Click Next.



The next dialog box is the License Agreement.

Please read this carefully and only proceed if you accept.

vEnach'ing Log - InstallShield Wizard "

Licenze Agreement

Fleaze read the following icense agreement carefully.

e PAGE DOWHN key to see the rest of the agreement.

Coaching Log Databaze . 1.1 December 2004,
Copyright [C] 2004 Leszlie Posner
Al Rights Rezerved

EMD-USER LICENSE AGREEMEMNT "ELILA"
IMPORTANT - FLEASE READ &LL THE AGREEMEMT CAREFUILLY.

THIS EULA IS & LEGAL AGREEMENT BET'WEEN ¥0U ["OU" OF "LICEMSEE"] AND
LESLIE POSMER FOR THE 50FTWARE PRODLUCT IDEWNTIFIED &BONWE 'WHICH
INCLUDES COMFUTER SOFTWARE AMD ASSOCIATED MEDIA AND DOCUMEMTATION
[COLLECTMELY "LICENSED SOFT'WARE™). BY OPENING THE SOFT'W:ARE
FACKAGIMG, OR INSTALLING, ACCESSIMNG OR UTILEZING THE LICEMSED SOFTWARE.
0L AGREE TO BE BOUND B THE TERMS OF THIS EULA. [FY0OU DO MOT AGREE
"ITH THE TERMS OF THIS ELLA, PROMPTLY RETURM THE UMUSED LICEMSED
SOFTWARE TO THE PLACE FROM WHICH YOLU OBTAIMED IT FOR A BREFUMD.

the termz of the F? |f pou zelect Ma, the setup will

Having read the license agreement thoroughly, and only if you accept, click Yes.



The next dialog box is for you to enter your personal details

Note: In order the Next button is activated directly upon entry of the User Name a dash *-* has
been entered by default in the Company Name field. This can be overwritten if you wish to enter

your company name.

You can install Coaching Log™ for use by all users or only yourself.

Note: Any user wishing to use Coaching Log™ must have a user account type of Computer
administrator. This application will not function with Limited user account types.

If in doubt, check your account type via Control Panel User Accounts.

Coaching Log - InstallShield Wizard ﬁ
Customer Information

Fleaze enter your information.

Uzer Marne:

Lezslie Posner

Compary MName:

Fure Eu:nan::hig

Inztall thiz application for:

9 Anpone who uzes thiz computer [all uzers)

W Onlyforme [ ]

ImeraliShield ' " 1 Cancel |

When you have entered your details and selected the user click Next.



This dialog box shows you the destination folder in which the application will be installed and

allows you to choose another folder if you so wish.

Note: The destination folder displayed initially depends on the configuration of your system and

may be different from the example below.

If you are happy with the current destination folder click Next, otherwise click Browse to

select the folder in which you wish to install Coaching Log™.

Once you have selected a folder, this will be displayed in the Destination Folder window.

Coaching Log - InstallShield Wizard ﬁ
Chooze Destination Locahion

Select folder where setup will inztall files.

Setup will inztall Coaching Log in-the following folder.

ztall to this folder, click Mest. To install to a different folder, click Browse and zelect another

Destination Folder
(E:"-.F‘n:ngrarn re Coaching'




This dialog box allows you to review the details you entered previously.

If you are happy with these details click Next, otherwise click Back and correct as required.

Coaching Log - InstallShield Wizard E
Start Copying Files

He things before copying files.

Current Settings:

Uzer Infarmation;

Lezlie Posner
Pure Coaching

Setup Type:
Typical
Destination Directon:

C:AProgram FilezhPure Coaching',

I Cancel ;




Installation starts and you will see this dialog box with the progress bar indicating the progress of
the various stages.

Coaching Log - InstallShield Wizard X

Setup Status

Coaching Log is configuring your new software installation.
Searching for inztalled applications

>

|

InetaliShield




When the installation is complete, if it is the first time you have installed Coaching Log™ on your
machine, you will see this dialog box.

‘Coaching Log - InstallShield Wizard

b U

InstallShid ‘ cgack || Finish | cancel

Select when you wish to restart your computer and click Finish.



If you have previously installed Coaching Log™ on your machine you will see this dialog box.

Coaching Log - InstallShield Wizard

L 4

]

ImeraliShield

Click Finish.

InstallShield Wizard Complete

Setup has finizhed instaling Coaching Log on pour computer.
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Launching the Application

After installation, Coaching Log™ can be launched via Start/All Programs.

[

. Internet J My Documents
Internet Explorer

F G .
[« E-mail i } My Pictures
Outlook Express 5 windows Catalog

‘ Windows Update

“ 5M Explorer i
@ Accessaries 3
® Windows Media Plays | [T Games b
rﬁi Pure I::':"E":I-'ir“;l 'E I::|:|E||:|'IiF|I;| Ll:n;] 1.1
~hashingLogFt @) Snaglt3z ¢ User Manual

@ Skartup k
@ Windows Movie Maks

& Internet Explarer
: W MSH Explarer
| Tour Windows xP
ﬁl Cutlook Express
& | Files and Setkings Tr I_; Femote Assiskance
0 izard
&) windows Media Player

Mﬁmgrm m 3 Windows Messenger

E Log Off E‘] Turn OFf Computer

The first thing the application does as it starts is to fill the datasets from the database.

During this time you will see this dialog box.

Starting up ...

% Loading datazetz, pleaze wai.
Curmency




Start Screen

Once the datasets have been filled, the application is ready for use and you will see this panel.

S - B

PURE

C O A C H I

BRINGING POTENTIAL TO LIFE
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Finding Your Way Round

Main Toolbar

All areas of the application are accessed via the mail toolbar icons.

J'ﬁ Coaching Log E]@

File Edit Database Help
G 6 EE D@

Moving your mouse over the icons will open a tool tip showing the name of the panel that will be

opened when clicking the icon.

From left to right these are:

R/
A X4

Sessions
Training
People/Prospects
Companies
Projects

Lists

My Details
Countries

Reports
Help

e

*¢

e

*¢

e

*¢

e

*¢

e

*¢

e

*

e

*

e

*

R/
A X4

There are three icons with a downward pointing arrow to their right: Sessions, People and Reports.

In the example of the People icon the main icon and downward pointing arrow have separate

functions, with the main icon taking you to the People panel and the downward pointing arrow

taking you to the Prospects data grid. %

Prospects [}
In the example of the other two icons: Sessions and Reports, the main icon has no function and

the downward pointing arrow opens a drop down menu from which you can select your choice.

=] N
$p -8 & -
'S Sessions  #
Coaching 3 Az Coach Training *
Supervision Wk Az Coachee ICF L4
Menkaring P )
Invoices F
Options

Note: The Sessions menu and Reports menu options regarding Supervision and Mentoring and
Reports menu options regarding Company, Client and Contact invoices and are not implemented

in this version.

13



Main Menu
The main menu is where you find the following:

File Save and Exit.

) Coac hing Log E]@\

File%Edit Database Help
S5k e~
HMEEDS

Save saves any changes made to existing records in panels or data grids and any new records

Save Crl+5
Exit

created via Edit Insert New Record.

Exit exits the application, as does clicking the red button with the white cross at the top right of the

main frame.

On exiting the application you will see this dialog box.

-

Coaching Log X

9 -
h__./ Close application:

Yes | Mo |

Clicking No will return you to the application. Hitting Enter is the same as clicking No.

Clicking Yes will close the application.

If there are any unsaved changes you will see a dialog box similar to this.

F |

Coaching Log

Ll
_y You have unsaved changes to Coachee sessions, Do you wank ko save them now?

Yes Mo ‘

Click Yes to save the changes and exit. Hitting Enter is the same as clicking Yes.

Click no to discard the changes and exit.

14



Edit Undo Unsaved Changes, Insert New Record and Delete Current Record.

Undo Unsaved Changes cancels all changes that have not yet been saved to the database.

<&l Coaching Log. mEX

File Edit Datsbase Help

da Unsaved Ch | e
|'ﬂ Undo Unsaved Changes [}E_Ctr+2 >| .‘ EEI

Insert

Delete L4

Insert New Record creates a new record in the People, Companies, Projects or Countries panels.

=8 Coaching Log. M= x]
File Eﬂl; Database Help

\‘? 7 Undo Unsaved Changes Chrl+2 E @—h -| .
| Insert IE Mew Record M

-

Delete Current Record deletes the current record from the People, Companies, Projects or
Countries panels.

<&l Coaching Log M=)

File Edit Database Help

k7 Undo Unsaved Changes Chrl+Z I "al

Insert

Note: If you create or delete a record in error you can roll back by clicking Undo Unsaved Changes

as long as the changes have not been saved.

15



Database Backup and Restore.

% Coac hing Log

BEx]

File Edit Database[}\)Help

G5

[# Restore

Backup makes a backup copy of the current working database to the location you select via this

dialog box.

On clicking Database Backup you will see a dialog box similar to this.

-

Database Backup

Bx]

7

Save im; | 3 Backup "'rl ] ¥ B~
\ o4 My Recent Documents M
[} Desktop
‘_mﬁ- =
by O k
ty Recent = My Eu:u:umten :
Documents 4 My Computer
- < BOOT (C)
@ o DATA (D)
I Docurnents and Settings
Desktop ) Les

[ My D atabases

" Backup
My Documents & MemoryStick [E]
. s DVD-RW Dirive [F2]
._-)'15 &2 Shared Documents
3 =) My Documents
by Computer % My Network Places
<
Py Metwork.  File name: |E|:ua|:hingL|:|g.de:u ﬂ Save |
Flaces

Save as ype: | D atabasze [mdb) j Cancel |

You navigate to the location in which you wish to save the backup copy via the Save in window.

It is recommended that you store the backup copy of your working database in a folder that

is not a sub folder of the folders created by the application during installation, as these

folders will be removed during de-installation or re-installation hence you will lose your

database backup.

The File name is already set to CoachingLog.mdb. You can alter the file name if you wish so you

can save different versions of the database, say by date, or if you are working with different

databases for different activities.

The File type is set to

Database (.mdb) and should not be altered.

When you are happy with the settings click Save.

16



If the file name you have set for the backup does not exist in the location you have specified then

the backup will be saved and you will see this dialog box

-

Backup Database

\E) Database backup complete

If the file name you have set for the backup already exists in the location you have specified then

you will see a dialog box similar to this

Backup Database

"j CiiDocuments and SettingsiLesiiy DocumentsiMy Databases 20024 Coachinglogl Backup)Coachinglog.mdb exists.
L

Are you sure wau wank ko overwrite ity
Yes ‘ Mo |

If you a sure that you want to overwrite the existing file click Yes. Otherwise click No and go back

to repeat the process.

Clicking Yes will replace the existing file with a copy of the current working database.

When the backup is complete you will see this dialog box

e o

Backup Database

\IJ) Database backup complete

Click OK.

17



Restore restores a previously made backup copy of the database to the location of the current

working database.

You may wish to restore the database if, for example, you have inadvertently deleted a record and

want to roll back or if you are working with different databases for different activities.

On clicking Database Restore you will see a dialog box similar to this.

-

Database Restore

Bx]

6

by Recent
D ocuments

ty Documents

|
1
by Computer

3
fdy M etk
Flaces

Save jn; | 3 Backup

:‘% & B cf B
Lo

L.Ei' My Recent Documents
[ Desktop
[ My Documents
_é by Computer
e BOOT [C]
g DATA D)
I Documents and Settings

I Les
) My Databazes

I Pur

& MemonStick (E:)
s DVD-RW Dirive [F2)
() Shared Documents

=) My Documnents
& My Nebwark Places

File narme: |E|:ua|:hingL|:|g.de:u

Save as type: |Data|:uase [ k]

=
-

Save |
Cancel |

Navigate to the location in which the backup copy you wish to restore is stored via the Save in

window.

Note: This is correct. Although you are restoring (saving) the database to the current working

database location, the process uses a dialog box where we don’t have control over the labels.

CoachingLod.mdb is already entered in the File name window.

18



If you have saved different versions of the database with different file names as suggested
previously, click on the file you wish to restore and the file name will be plugged into the File name

window.

Note: Although you may select a file name to be restored that is other than CoachingLog.mdb, the
name given to the database restored to the working database location will be CoachingLog.mdb,

as this is the only one recognised by the application.

When you are happy with the settings click Save.

You will then see this dialog box

P

Restore Database

' "_v. ou are about ko replace your working database with a backup copy. Are wou sure wou want ko proceed?
L

o ]

If you are sure you wish to proceed, click Yes, otherwise click No.

If you click Yes you will see this dialog box

I 5, 1

Restore Database

L "_-. CProgram FilesiPure CoachinglDatabaselCoachinglog.mdb exists, Are you sure you want bo overwrite it?
*

o | ]

If you are sure you want to replace the current database click Yes, otherwise click no.

If you click Yes the current working database will be replaced by the database you selected and

you will see this dialog box as the datasets are filled

e |

Restoring Database ...

% Loading datasets, please wait.
Repartdptionz

Once the datasets are filled you will see the start screen and the application is ready for use.

19



Help Contents and Index and About.

) Coac hing Log E]@\

File Edit Database | Help

@ = ﬁﬁ . é@ Contents and Index Fl } @

& about

Contents and Index launches Help and displays the Contents and Index tabs.

About displays this dialog box giving information about the application

-

=l About Coaching Log ...

@ Coaching Log O atabase
Build 1.4.2410.24333

Copyright € 2004 - 2006 Lezlie Posner. All nights reserved.

Pure Coaching Coaching Log: Wersion 1.4

file: /#¢C: /Pragram Files/Pure Coaching/Coachinglog. exe

Click OK or click the red square with the white cross in the top right corner to close.

Greyed out menu items. Depending upon where you are in the application certain menu items

may be greyed out indicating they are not available from that area.

20



Entering Data

Coaching Log™ ships with several dummy records already entered into the database so you can
see what is entered where and generate examples of reports as you find your way round

immediately after installation.

When you are ready to enter your own information you can either change the information already

entered in the dummy records, or delete them and enter your own from scratch.

Here we will walk you through the key areas for data entry.

People

All personal information regarding the people with whom you work, be they coachees, coaches,
clients, prospects, associates, referral partners etc., is entered via the People panel, as are any
confidentiality references and the selection of which of the ICF credentialing reports: Client Hours

and Letters of Reference, if any, in which you want this person’s details to appear.

<8l Coaching Log mEx|

File Edit [atabase Help

S - il

Title: Mr. - Firgt I ame: IFirStName'I Laszt Mame: |LastN ame1 Suffis; Iﬁ
Address
Address 1: I.-'-‘«ddresﬂ Tel1: ITeIepthe

Address 2: I Tel 2: I

Tiawrs: Town Faw:

City: City E-mail 1: Emaildddress =N
zZIP: [ Emailz | =
State: I Wwieb 1: I il
Count:  [UNITED KINGDOM - web2 | el

Company

Marne: I LI Dept: I

Additional Information

Relation: IEDachee ﬂ B'day: I Mates:
Conhidentialty

Reference: |EI¢1EID'I ]

ICF Reports

Client Hours:
Letterz Of Reference:

[
W

2 | <2 | ¢ 1af 4 e I

21



You can enter as much information as you want but the minimum information you must enter is

Title, Country and Relationship.

There are certain fields with and arrow ! to the right. Clicking in the field or this arrow will present
you with a drop down list from which you can choose the value you want to enter in the field.

Note: In the case you cannot find a suitable entry in the list, you can add your own entries to the

drop down list.

There are no default selections for Title and Relation so you must choose these from the drop

down lists displayed when you click in the field or on the arrow.

For the country, unless you choose otherwise the first country on the list, AFGHANISTAN, will be

entered by default.

Note: Where you wish to enter the name of the company a person works for, the company
information must first be entered via the Companies panel and the record saved before you can

make a selection from the drop down list.

The E-mail and Web fields have buttons to their right. Clicking the button to the right of the E-mail
field will launch your default e-mail client and plug the address from the E-mail field into the To:

field of the new e-mail.

Clicking the button to the right of the Web field will launch your default web browser and take you
to the URL entered in the Web field.

22



Companies

This is where you enter all information regarding any companies your coachees, coaches, clients,
associates etc. work for, your own company details and also the details of any training providers
you wish to record details of your training with.
[ Coaching Log mEX]
File Edit [atabase Help

=
%6 % BETHO

;
Companies

Name and Addiess
Mamne: IF'ure Coaching [CH] Tel 1: i+44 7974 145656

Address 1 IEase Postale Tel 2 I

Address 2 I Fax1: I

T o I Fax e I

Ciky: ISt. Sulpice E-mail 1: iinfu@F‘ure-Enaching.cum =
ZIP: 025 E-mail2 | =
State: I “eb 1 Iwww.F‘ure-EDaching.cum i
Courtry: | SWITZERLAND | web2 | il

Additional Informabon

Reqg Mo: I3521 [CH) Taw Mo i228 BE7 Training Provider. [

Motes:

2 | <2 | ¢ 1af 4 e I

The minimum information you must enter is Country and, unless you choose otherwise, the first
country on the list, AFGHANISTAN, will be entered by default.

The Country field has an arrow ~lto the right. Clicking in the field or this arrow will present you

with a drop down list from which you can choose the country name you want to enter in the field.

The E-mail and Web fields have buttons to their right. Clicking the button to the right of the E-mail
field will launch your default e-mail client and plug the address from the E-mail field into the To:
field of the new e-mail. Clicking the button to the right of the Web field will launch your default web

browser and take you to the URL entered in the Web field.

23



My Details
This is where you enter all information regarding yourself.

The information in the lower ‘Company’ section of the panel is plugged in when you select your

company name from the drop down list and save the record.

Note: Before you can select a company name from the drop down list you must first enter the

information via the Companies panel and save the record.

You can enter as many of these records as you desire, for example, if you have different

companies or one company with a number of office locations.

The information you enter here will appear on report headers, dependant upon your selection of

the various report options.

<8l Coaching Log mEX|

SON 1 ISR Y=t
My Details

My Details

Perzonal
Title: Mr. - First M ame; ILes Lazt Mame: |F'usner Suffis; |I‘-1.-'1'n. vI
Address Telephone, Fax. e-mail and web
Address 10 | Tell:  |+44 7974 145656
Address 2: I Tel 2: I
Town: I Fax:
Ciby: I E-mail 1: les. posnen@ds pipes. com
ZIP: | E-mail 2 |
State: I Web 1: |www.|espusner.cnm
Country:  |UMITED KINGDOM -l Weh 2 |
M arme: IF'ure Coaching [LIE) ;I Reg Mo Tar Mo
Telephone, Fax, e-mail and web

Addrezz 1 PO Box 349 Tel1: +44 774 145656
Address 2 Tel 2:
Town: Fau:
Clity: Bury E-mail1:  info@Pure-Coaching com
ZIF; BLT Sl E-mail 2;
State: Web 1: v, Pure-Coaching. com
Country: LIMITED KINGDOM wieb 2:

k| <] 2otz 5|
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Prospects

This is where you can record your activities with any prospects prior to them signing up as a
coachee, client etc. or, in the case you are selecting a coach, prior to you signing up with them.

The information in the top section of the panel is display only and comes from the information you

entered in the People panel where you set the relation as Prospect.

In this example there is only one record but where there are several records (Prospects) you select

the record (Prospect) you wish to enter information for by using the navigation buttons at the
bottom of the panel. I« | <«<| <] 10of1 2

Once you have navigated to the record for which you want to enter activity details, this information
is entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

rwgmﬁ?ﬁﬂﬁ'gr gl \EL m‘

File Edit Database Help

Sy -6 -

= Firsttame3 Lasttame3

Telephone, Fax and e-mail Other Information

Tel: Compary:

Fau: Department:

E-mail: =N | Relation: | Prospect i I
Activibes

Contact Date. Contact Type  Detail Mext Action Action Date . Notes
02/04/2004| E-mail “Web enguiny for free gezgion Suggest dates 02/04/2004
05/04/2004| Telephone Free session Send offer 06/04/2004
06/04/2004| E-mail Offer sent Awalt response 093/04,/2004

2 | << | < 1af 1 e s
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Sessions And Invoices

Sessions As Coach

This is where you can record the details of all the sessions you have with your coachees.

The information in the top section of the panel is display only and comes from the information you

entered in the People panel where you set the relation as Coachee.

To select the record (Coachee) you wish to enter information for use the navigation buttons at the
bottom of the panel. Kk |« ] <] 1af2 ]| 2|

Once you have selected the record for which you want to enter session details, this information is
entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

@l Coaching Log AEX)

Fil= Edit Database Help
G0 & B% ED@

Coachee Sessions and Invoices

kr. FirstM ame] LaztM amel

Telephone, Fax and e-mail Other Information
Tel Telephone Corpar:

Fau: Department:

E-mal.  Emailldddress =7 I Birthday:

Sessions and Invoices

|nvoices | Irvoice Motes

G essinns
Coachee Sessions

Date | min . Type Rate. Inwoice Ta: Invoice Mo . Notes Proiect.
» 12/04/2004|30 Telephone Complirmentary
19/04/2004| 45 Telephone Paid LaztMamel Il
26/04,/2004| 45 Telephone Paid LaztMamel I
03/05/2004) 45 Telephone Faid Lasttame1 I
10/05/2004) 45 Telephone Faid Lasttame1 I
07/07/2004| 60O Telephone Faid LaztMame1 I

2 | << | < 1of 2 e s
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Coachee Invoices

This is where you can record the details of the invoices you raise for the sessions you have with

your coachees.

The information in the top section of the panel is display only and comes from the information you

entered in the People panel where you set the relation as Coachee.

To select the record (Coachee) you wish to enter information for use the navigation buttons at the
bottom of the panel. Ik |« ] <] 1afz ]| 5]

Once you have selected the record for which you want to enter invoice details, this information is
entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

< Coaching Log. M=)

Fil= Edit Database Help
S50 S-S EmD@ &

Coachee Sessions and Invoices

kr. FirstM ame] LaztM amel

Telephone, Fax and e-mail Other Information
Tel Telephone Corpar:

Fau: Department:

E-mal.  Emailldddress =7 I Birthday:

Sessions and Invoices

. % of Sessions. Type Cumency | Amount Tems. Sent
» [l 4| Telephone GBF 320.00( 1750 ] 100 14/05/2004
[ 1| Telephone GBF 100.00( 1750 [ 10]  09/07/2004

2 | << | < 1of 2 e s
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Sessions As Coachee

This is where you can record the details of all the sessions you have with your coaches.

The information in the top section of the panel is display only and comes from the information you

entered in the People panel where you set the relation as Coach.

To select the record (Coach) you wish to enter information for use the navigation buttons at the

bottom of the panel. |« | «<] <] 1af 1 > | oes] sl

Once you have selected the record for which you want to enter session details, this information is
entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

# Coaching Log mER]
File Edit Database Help

oo e % BE D@
Sssions]
Coach Sessions and Invoices

rz. First ame2 LaztM ame2

Telephone. Fax. e-mail and web
Tel Carmpary:

Faw Department:

E-mail: = Birthday:

Seszion: and Invoices

| Sezsion Notes Irvoices | Ireeoice MNotes

Date . min . Type Rate Irwoiced by: Irvoice Now . Notes Project
» 03032004 48| Face to face Paid L azth ame? Coachl
05/04/2004 45|Face to face Paid L aztM ame? Coach

| << | < 1af 1 b I
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Coach Invoices

This is where you can record the details of the invoices you receive for the sessions you have with

your coaches.

The information in the top section of the panel is display only and comes from the information you

entered in the People panel where you set the relation as Coach.

To select the record (Coach) you wish to enter information for use the navigation buttons at the

bottom of the panel. |« |« <] 10af 1 >|as] sl

Once you have selected the record for which you want to enter invoice details, this information is
entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

“# Conching Log mE]

File Edit [atabase Help
-6 % - BRE5D@

Coach Sessions and Invoices

bdrs. Firzth ame? L azth ame?

Telephone. Fax, e-mail and web
Tel Corpar:

Fau: Department:

E-rnail: = Birthday:

Sessions and Invoices

Coach Invoices

Ref.No. .| #of Sessions. Type Currency Amount | Tas%. Taxlncl | Received . Paid FRer

» Coachl 2|Face to face GEF 20000 1750 [v 08/03/2004)  08/03/2004

2 | << | < 1af 1 e s
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Training/CPD

This is where you can record the details of all the training and CPD you undertake.

The information in the top section of the panel is display only and comes from the information you

entered in the Companies panel where you checked the Training Provider checkbox.

To select the record (Training Provider) you wish to enter information for use the navigation
buttons at the bottom of the panel. k|« | <] 1eof2 | ] 51|

Once you have selected the record for which you want to enter session details, this information is
entered directly into the data grid in the lower half of the panel and is covered in the Data Grids

section.

<&l Coaching Log. M=)

File Edit [atabase Help

s BEEDe

Training and CPD
Name and Address
Training Provider 1 Tel 1
Addrezs1 Tel 2:

Fax:
City E-mail: =)
UMITED KIMGDOM Wwieh: i

Detailz and Qualifications

Training and Development

Name Tvpe StatDate . EndDate | #ofHrs.. #ofDays. Credis . Qualfica
P Cousel Ful Tirme 03/04/2004]  04/04/2004 2.00 Certficat
Course 2 Part Time 06/03/2004] DB/09/2004) 400
oy

2 | << | ¢ 1af 2 e I
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Projects

This is where you can record the details of any specific projects you may wish to associate any

sessions with in order to add more detail to your records should you wish.

The project names entered here can be selected from the drop down list that appears when you

click in the Project cell in the Sessions As Coach and Sessions As Coachee data grids.

You select the record (Project) you wish to enter information for by using the navigation buttons at

the bottom of the panel. | | «<| <] 1af1 s |oee] sl

(=@ Coaching Loz SR
File Edit Database Help
-6 8 B %5550 &

Project Detalils

il

él

IF'rDieu:t 1

Additional Information

Mates: Project 1 info

2 | << | < 1af 1 >|>>|>I|
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Drop Down Lists

This is where you can enter any details you wish to see in the drop down lists that appear when

you click the =/ buttons on the various panels.

Note: To ensure database integrity, it is only possible to add new entries to the lists. It is not
possible to alter or delete any entry so, if you make an error, it is not possible to correct it after it

has been saved.

In view of this, it is recommended that you make a backup copy of your database before
adding any entries to these lists. In the event you make a mistake you can roll back simply by

restoring the database.

To enter data you simply click in the cell in the list in which you want the new data to appear, enter

the data and save the record.

mEx]

%) Coaching Log
File Edit Database Help

S 68 &% -BEED
DropDown Lists Edi

[ Rates | Relationship
-]
13 Telephone 3 Paid 3 Coaches 13 M.
Face to face Pro Bono Coach bz,
Group | Complirnentary Supervizee 5N
E-mnail * Supervisar Mizs
Or-line Mentes Or.
Wiorkzhop hentor Prof.
* Bd Cliert -] Sir Bd
raining Types
L3 Full Tirme 3 ECI EUR B
Part Time EMCC GBF BA [Hons]
Conespondence | ICF 5D BSc
Conference * CHF BSc [Hons)
F.eunote Speach A0 b,
Plenam Sezzion M0 el
Teleclass B4 HED Rd PHD -]
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Countries

This panel is primarily for reference and covers, amongst others, the ISO currency codes and

international dialing codes.

If you wish to add to or alter any of the records you can simply by entering the new information and

saving the record.

You select the record (Country) you wish to view information for by using the navigation buttons at

the bottom of the panel. |« | «| <] 1of 231 || o |
«# Coaching Log /oS

File Edit Database Help
Sl & EE 2D@ &

Countries

Country: [AFGHANISTAN
150 Country Codes
2 Character 150 code: I.-'l'd:_ 150 Curreticy Code: AFM
3 Character 50 code: AFG IS0 Currency Mo IF
IS0 Country Mumber: |4_ Currency: |.-'1'n.fghani
Web
International Dialing Code: Igg_ [&MA Country Level Darnair: I_

[ | << ] <] 1of 23 e s
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Data Grids

On the Prospects, Coachee Sessions And Invoices, Coach Sessions And Invoices and Training

and CPD panels, in order to display the details regarding activities with a prospect, sessions and
invoices for a coachee or coach and training/CPD with a training provider in an ‘at a glance’

format, data grids have been used and appear in the lower half of the various panels.

The layout of the data grid is similar to that of a spreadsheet as it is comprised of columns and

rows, with each row corresponding to a record in the database.

Entering Data

In order to maintain database integrity a number of the cells in the data grids present the user with
calendars or drop down lists from which to select the desired value, similarly to that described

previously.

With all data grids you can modify the data already entered by clicking on a cell in an existing row
and either select a new value from the calendar or drop down list, or enter the new value directly
where the cell allows it e.g. session duration, invoice reference number (Ref. No.:), fee and tax
amounts, invoice terms, notes etc., or you can create a new record by clicking in a cell in the blank

row at the bottom of the data grid.
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Date Cells

Clicking in any date cell will open a pop-up calendar.

You select the date in the calendar by clicking on it and can scroll through the months by clicking

the arrow buttons at the left and right sides of the calendar header. You can scroll quickly through

years by clicking the buttons that appear when clicking on the year in the calendar header.

En ='p,( b |

Once you click on the date in the calendar, the calendar will disappear and the date will be

plugged into the cell you clicked on that opened the calendar.

Note: There are some date cells that stay blank once the calendar disappears. The date selected

is actually plugged into the cell and will be displayed when you move to the next cell.

Wﬂnﬁﬁ?ﬁgﬁ Log

mEx]

File Edit Database Help

S - liB

Mr. Firstlamel Lazth amel

Tel Telephone
Fau:
E-mnal:  Emailtddress

Seszion: and Invoices

Telephone, Fax and e-mail

| Session Maotes

Coachee Seszions

Invoices

L —

Date L min. .| Type Rat
12/04/2004|30 Telephone Corr
13/04/2004| 45 Telephone Paic
26/04,/2004| 45 Telephone Paic
03/05/2004) 45 Telephone Pair
10/05/2004| 45 Telephone Paic
07/07/2004| B0 Telephone Paic
12/08/2004|60 Telephone Paic

% -@EE DS

Coachee Sessions and Invoices

| Irwoice Motes

Other Information

Carmpar:
Department:
Birthdan:

Mon Tue ‘Wed Thu Fri Sat Sun

27028 29 0 1 2 3

4 5 E 7 8 9 10 It
11 12 13 14 15 16 17 I
1% 19 20 21 22 dEm 24 I
QA 27 48 M ;o A Il
1 2 3 4 L B [ [
— 3 Today: 23/10/2004 [Fed

[z | <«

<

1af 2

e I
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Drop Down List Cells

These cells are those where you enter repetitive data e.g. session Type, fee Rate, Currency etc. or

where you are required to select from a drop down list of previously entered data e.g. Invoice No.

Clicking in any of these cells for the first time will display an empty drop down list box with an

arrow button to its right, as shown below.

If the drop down list has been displayed previously, the drop down list box will display the first

value in the drop down list.

‘o) Coaching Log

File Edit Database Help

S - liB

Mr. Firstlamel Lazth amel

Tel Telephone
Fau:
E-mnal:  Emailtddress

Seszion: and Invoices

Telephone, Fax and e-mail

ion Motes

i} '.'.:.-: Tz | ik Bs N
Coachee Seszions

% @EEbO

Coachee Sessions and Invoices

Carmpar:
Department:

gl Birthday:

Other Information

Date . min. | Type Fiate Invaice Ta: Invoice Mo . Motes Froject

12/04/2004|30 Telephone Complirmentary

13/04/2004| 45 Telephone Paid LaztM amel I
26042004 45 Telephone Faid Lasttame1 I
03/05/2004) 45 Telephone Faid Lazttame1 I
10/05/2004| 45 Telephone Paid LaztM amel Il
07/07/2004| B0 Telephone Paid LaztM amel I
12/08/2004|60 Telephone Paid LaztM amel Ired

4] < 1of 2 B
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To select the value to be plugged into the cell, click the arrow button to display the drop down list

box and click on the value in the list you want plugged into the cell.
The drop down list will disappear leaving the drop down list box with the selected value displayed.

The drop down list box will disappear and the selected value will be plugged into the cell when you

move to the next cell.

@l Coaching Log. Joed

$p -0 6 R R D @ E

Coachee Sessions and Invoices

bdr. Firsthlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephane Company:

Fau: Department:

E-mal:.  Emaldddress =N I Birthday:

Sesszsions and Invoices

|nvoices | Irvoice Motes

Coachee Sezszions

Date | min. . | Type Rate Inwaice To: Invoice Mo . Motes Project
19/04/2004| 45 Telephone Paid LaztM amel Il
26/04/2004| 45 Telephone Paid LaztM amel Il
03/05/2004| 45 Telephone Paid LaztMamel I
10/05/2004| 45 Telephone Paid LaztM amel Il
070742004 60 Telephone Faid Lasttame1 I
12/08/2004)| 60O Telephone Faid LaztMame1 lFed
Complirmentary
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Invoice To: and Invoiced By: Cells

These cells appear in the Coachee Sessions and Invoices and Coach Sessions and Invoices data
grids and operate similarly to the drop down list cells described earlier in as much as you are
required to select the information to be plugged into the cell rather than entering it manually.

The difference with these cells is that they first ask whether you are invoicing or being invoiced by
a company and, as a result of your response, require you to select the company or person you are

invoicing or being invoiced by from the presented company or people records.

Here we will look at the operation of the Invoice To: cell in the Coachee Sessions and Invoices

data grid.

Clicking in this cell presents you with this dialog box.

F -

Invoice To:
Ll
\!}) Invaice Campany'?
Yes | Mo [_: | Cancel |
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Clicking No takes you to this panel.

@l Coaching Log. [REX]

-6 & B 2D@ @ e
People

Title: bdr. - Firzt M arne: IFirStName'I Lazt Mame: |LastName1 Suffis; I vI
Address Telephone, Fax. e-mail and web

Address 1: I.-'-‘«ddresﬂ Tel1: Telephone

Address 2 I Tel 2

Towr: Town Fau:

City: City E-mail 1: Emaildddress =N
ZIP: | E-mail 2 | =
State: I wieb 1 I =B
Country:  [UNITED KINGDOM | Web2 | il
Company

Marne: I LI Dept: I

Additional Informabion

R elatian: IEDachee LI B'day: I Motes:

Confidentiality

Reference: |DdDD'I al

ICF Reports
Client Hours: "2
Letters Of Reference: "2

I<|<<|<| 1of 4 >|>>|>I|

Navigate to the record for the person you are raising the invoice for via the navigation buttons at
the bottom of the panel and then click OK.

You will be returned to the Coachee Sessions and Invoices panel and the person’s last name, as

entered in the Last Name field on the People panel, will be plugged into the Invoice To: cell.
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Clicking Yes on this dialog box
Invoice To: m

L]
\ 1 ) Invoice Company?
Yes L\\S'J Mo I Cancel |

takes you to this panel.

& (i M=)

File Edit [atabase Help

Sy -6 2B T0@

Companies

Name and Addiess
Mamne: IF'ure Coaching [LK] Tel 1: I+44 7974 145656

Address 1: PO Box 349 Tel 2 |

Address 2 I Fax1: I

Town: I Fax I

Ciby: IEur_l,l E-mail 1: IinfD@F‘ure-Euaching.com =N
ZIP: {BL B % E-mail2 | =
State: I “wheb 1: |www.F‘ure-EDaching.cum i
Country:  |UNITED KINGDOM | web2 | Sl

Additional Informabon

Reqg. Mo | Taw Mo | Training Provider, [

Maotes:

k L] <] 3ot5 ool s

Navigate to the record for the company you are raising the invoice for via the navigation buttons at

the bottom of the panel and then click OK.

You will be returned to the Coachee Sessions and Invoices panel and the company’s name, as

entered in the Name field on the Company panel, will be plugged into the Invoice To: cell.
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Invoice No.: Cells

These cells appear in the Coachee Sessions and Invoices and Coach Sessions and Invoices data
grids and operate similarly to the drop down list cells described earlier in as much as you are

required to select the information to be plugged into the cell rather than entering it manually.

The operation of these cells is treated separately here as the values appearing in the drop down
list are the invoice reference numbers you allocate when entering your invoice data described

below.

Entering Invoice Data

Invoice data is entered via the Coachee Invoices or Coach Invoices data grids according whether it
is an invoice you are raising for sessions you have had with your coachee or an invoice you have
received from your coach for sessions you have had with them. The process is identical except for
the name of the invoice date cell that is called Sent for invoices you raise and Received for those

you receive. The process for raising an invoice for a coachee is described below.
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Firstly select the coachee you wish to enter invoice data for by using the navigation buttons at the

bottom of the panel. < | <«<] <] 1ef2 ]| 2l

The minimum amount of data you must enter is:

Ref. No., Type, Currency and the Sent date.

The Ref. No. cell is a text cell where you can enter information directly and the invoice reference

number is any number you wish to assign to your invoice according your internal administration

procedures. Type and Currency values are selected from drop down lists and the Sent date is

selected from a pop-up calendar as described earlier.

# of sessions, Amount, Tax % and Terms are text cells where you can enter information directly.

<&l Coaching Log. mEx]

File Edit Database Help
G- S -@E S0

Coachee Sessions and Invoices

bdr. Firsthlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephane Company:

Fau: Department:

E-mal:.  Emaldddress =N I Birthday:

Sesszsions and Invoices

Coachee Invoices

. # of Sessions. Type Cutency  Amount Tems. Sent
» Il 4| Telephore GEFP 320.00 17.50 [ 100 14/05/2004
[ 1| Telephone GEF 100.00( 1750 F‘- 10{ 09/07/2004

| << | < 1of 2 e I
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Tying The Invoice To Sessions

Once you have entered your invoice data and in order the invoice data will appear in the invoice

report, it is necessary to tie the invoice to at least one session for this coachee.

Here we have created an invoice reference Inv4 for payment in advance for a series of 4

telephone sessions. Payment has not yet been received.

(< Coaching Log

File Edit Database Help

G- SR T2

Coachee Sessions and Invoices

bdr. Firsthlamel Lazth amel

Telephone, Fax and e-mail

Tel Telephane Company:
Fau: Department:
E-mal:.  Emaldddress =N I Birthday:

Sesszsions and Invoices

Coachee Invoices

Other Information

Ref.No. . #of Sessions.| Typ anlnel. | Tems. Sent .

Il 4| Telephane GEF ooo| 17s0| 10/ 07/11/2004

Ire2 1| Telephone GEF 10000 1750 v 10| 09/07/2004

» Irved 4| Telephane GEF 32000 1750 ¥ 5| 05/11/2004
%

| < 1of 2 i S
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To tie this invoice to a session for this coachee, go to the Coachee Sessions data grid by clicking
the Sessions button at the top left of the Coachee Invoices data grid.

<&l Coaching Log. M=)

G- SR T2

Coachee Sessions and Invoices

bdr. Firsthlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephane Company:

Fau: Department:

E-mal:.  Emaldddress =N I Birthday:

Sesszsions and Invoices

Coachee Sezszions

» 12/04/2004|30 Telephone Complimentary
19/04/2004| 45 Telephone Paid LaztM amel Il
26/04/2004| 45 Telephone Paid LaztM amel Il
03/05/2004| 45 Telephone Paid LaztMamel I
10/05/2004| 45 Telephone Paid LaztM amel Il
070742004 60 Telephone Faid Lasttame1 I

| << | < 1of 2 b I

As this invoice is for sessions yet to be delivered it is necessary to enter data for a new session to

tie the invoice to.
The minimum amount of data you must enter is:
Date and Rate (Rate must be Paid).

If the date for the first session of this series of 4 has not yet been fixed simply enter today’s date as

this can be altered later.
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Once you have entered your session information click in the Invoice No. cell and select the
reference number for the invoice you just created from the drop down list.

Now save the record.
This invoice will now appear in the invoice reports for this coachee.

To generate an invoice report see Reports Invoices.

File Edit Database Help

G- S AR ED@ &

Coachee Sessions and Invoices

Mr. Firstlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephone Carmpar:

Fau: Department:

E-mail:  Emailtddress = I Birthdan:

Seszion: and Invoices

Invoices | Irwoice Motes

Coachee Seszions

Date. Jmin | Type FRate Irvoice To: Invoice Mo . Motes Project.
12/04/2004|30 Telephone Complirmentary
13/04/2004| 45 Telephone Paid LaztM amel I
26042004 45 Telephone Faid Lasttame1 I
03/05/2004) 45 Telephone Faid Lazttame1 I
10/05/2004| 45 Telephone Paid LaztM amel Il
07/07/2004| B0 Telephone Paid LaztM amel I
» 05/11/2004 Telephone Paid !ﬁ

2 | <2 | ¢ 1af 2 e I
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Notes
There are several data grids where you will find Notes cells.

These cells display the first couple of words of any notes you make in that record so you can see,

at a glance, where you have made notes.

The notes themselves are entered in a large text field on a separate panel that is accessed either
by clicking in the Notes cell in the data grid or by clicking the Notes button above the data grid to
the left.

Either of these will open a notes field like this.

(=l Coaching Log mE x|

File Edit Database Help
G- S -EE T

Coachee Sessions and Invoices

Mr. Firstlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephone Carmpar:

Fau: Department:

E-mail:  Emailtddress = Birthdan:

Seszion: and Invoices

Invoices

Sezzion Date 12/08,/2004 =]

In the above example, notes for sessions with your coachees, the session date is displayed so you

can be sure you are entering notes for the correct session.

There is a button to the right of the session date that, when clicked, copies the contents of the
notes field to the clipboard, launches your default e-mail client and creates a new mail addressed

to your coachee into which you can simply paste the notes and click send.
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Deleting Rows

To delete a row (record) from the data grid, simply click in the blue oblong to the left of the row you

wish to delete. The row is then highlighted as shown below.

@l Coaching Log. [REX]

File Edit Database Help

G- 5B S50 @

Coachee Sessions and Invoices

Mr. Firstlamel Lazth amel

Telephone, Fax and e-mail Other Information
Tel Telephone Carmpar:

Faw Department:

E-mal:  Emailtddreszs =N I Birthday:

Seszion: and Invoices

|rvoices | Irveoice Motes

Coachee Seszions

Date . min. Type Fiate Iiweice To: Invaice No. . Nates Project.
12/04/2004|30 Telephone Complirmentary
13/04/2004) 45 Telephone Faid Lasttame1 I
26042004 45 Telephone Faid Lasttame1 I
03/05/2004| 45 Telephone Paid LaztM amel I
10/05/2004| 45 Telephone Paid LaztM amel Il
Ty 07/07/200460  |Telephone  |Paid Lastamel Tnv2
:‘ﬁ. kA

| << | < 1of 2 e IS Y

To delete the selected row simply hit the Delete key on your keyboard and the row will be deleted.

Note: The row will only be permanently deleted after you save the record (File Save).

If you delete a row by mistake you can restore it simply by clicking Edit Undo Unsaved Changes

from the main menu, as long as the record has not already been saved.
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Reports

Sessions — By Coachee and All Coachees

You can generate session reports By Coachee, with or without session notes, or for All Coachees.

Both reports can be limited to a date range or left open reporting all session information.

Note: In the example of the By Coachee report, the coachee for whom the report will be generated

is the coachee currently selected in the Coachee Sessions panel.

P

‘&) Coaching Log

M= %]

File Edit

Databaze Help

G- S B% D@

L8 With Motes

Sessions R By Coachee

Coachee Sessions and InERE TS
ICF » By Coach

Al Coaches

5| Invoices ¥

Mrz. CoacheeFirstiame CoacheelastMame ptiors ,

Telephone, Fax and e-mail Uther In
Tel: CoacheeTell Company:
Faw CoacheeF ax Departmet
E-mall:  CoacheeEmaill = I Birthday:

Sezzion: and Invoices

| |r| |||| |-”||h-

|r| |||| i =k

|- || 4] ”llh-

Bv Supervises

all Supetvisees

Ew Supervisor

All Supervisors

By Mentees
All Mentees
Bvw Mentar

Al Menkars

Without Motes

J
Euachee Sessmm

Flate Invoice Ta: Invoice Ma: | Mates Project
» 12#08.-"2005 45 Telephu:une Paid Coacheel azth ame CE 01 | Test note 1
13/08/2005| 45 Telephone Faid Coacheel asth ame CETrnw01| Test note 2
26/08/2005| 45 Telephone Paid Coacheel astM ame CETlrwe01
02/09/2005| 45 Telephone Paid Coacheel astM ame CETlree01
03/09/2005 45 Telephone Paid Coacheel astM ame CETlrm02
1640942005 4 Telephone Faid Coacheelasth ame CE w03

< Taf 3 >
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Date Range

On selecting the report type: By Coachee or All Coachees, you will see this dialog box

[ - 1

By Coachee Sessions Report X

:.‘.’/I Do you want bo select a dake range?

]

Clicking Yes will display a panel with two calendars from which you select the start and end dates

for the report, in this example 19/4/2004 to 10/5/2004.

r"'ﬁ Coaching Log E]

File £dt Database Help

SR TN

Mon Tue Wed Thu Fri Sat Sun Mu:un Tue Wed Thu Sat Sun
i I 11 2 3 4 ; 728 A0 2
] B 7 g 9 10 1N 3 4 5 E 7 8 9
12 13 14 15 18 17 18 A= 11 12 13 14 15 16
e 20 21 22 23 024 025 17 18 19 20 21 22 23
2B 27 28 29 30 1 2 02 2 28 29 3
: | ; 7 ] : H I ‘ ;
= A Today: 22/10/2004 — aToday: 22/10/2004

ﬁ[?\sl

You set the date in each calendar by clicking on it and can scroll through the months by clicking
the arrow buttons at the left and right sides of the calendar header. You can scroll quickly through

years by clicking the buttons that appear when clicking on the year in the calendar header.

En ='p,( b |
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When you have selected the dates click OK.

The report is generated.

The layout of the names and addresses in both the header and detail sections of the report are

customisable via Report Options. This will be covered separately later as will Page Navigation,

Print, Refresh, Export, Togdle Group Tree, Zoom and Search Text.

<&l Coaching Log. M=)

File £di Database Help

'Q ﬁ % - IE@\I.\

TP x&E&i ]

tainF eport |

Coachee Sessions Report Les Posner MA
Pure Coaching (LK)
PO Box 349
Bury BLY 8WU
UNITED KINGDOM

. Firsttamel LastNamel
Address|

Town

City

LIMITED KINGDOM

Date Type Rate Duration {min.)
19 0/ 2004 Telephone Paid 45
26:044 200 Telephone Paid 45
O3/05,/ 2004 Telephone Paid 45
1005, 2004 Telephone Paid 45
Total {hrs.) 300 i
|~/
£ il |\ﬂ
ICurrent Fage Mao: 1 |T|:|ta| Fage Mo: 1 |2cu:um Factar: Page “Width
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No Date Range

On selecting the report type: By Coachee or All Coachees, you will see a dialog box asking you if

you wish to select a date range.

-

By Coachee Sescions Report >

\:{’) Do you want ko select a dake range?

Yes | Mo [: |

Clicking No will generate the report directly.

The layout of the names and addresses in both the header and detail sections of the report are

customisable via Report Options. This will be covered separately later as will Page Navigation,

Print, Refresh, Export, Toggle Group Tree, Zoom and Search Text.

- -
) Coac hing Log E]
File | Datal:uase Help
@ ﬁ si % . !‘3-- 1'. &
b ainA epaort l
Coachee Sessions Report Les Posner MA |~
Pure Coaching (UK)
IPC) Box 349
Bury BLY 8W1J
LNITED KIMGDHIM
Mir. Firstamel LastMamel
Addressl
Town
City
UNITED KINGDOM
Date Type Rate Duration {min.)
12,0 20004 Telephone Complimentary 30
1 O 2004 Telephone Paid 45
2000k 2R Telephone Paid 45
(305, 20004 Telephone Paid 45
10520004 Telephone Paid 45
D707 20004 Telephone Paid il
Total (hrs.) 4.50 [ {
< ! 111} !! >|
Current Page Mo: 1 Total Fage Mo: 1 | |Zoom Factor: Page ‘Width
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Sessions — By Coach and All Coaches

You can generate session reports By Coach or for All Coaches. Similar to the Coachee reports,

both reports can be limited to a date range or left open reporting all session information.

Note: In the example of the By Coach report, the coach for whom the report will be generated is

the coach currently selected in the Coach Sessions and Invoices panel.

Selecting a Date Range or No Date Range for the report is the same as described in Sessions —

By Coachee and All Coachees.

<& Coaching Log

File Edit Database Help

S - il

bdrz. Firzth amez LaztM amez2

Tel
Fau:
E-mail:

Coach Seszions

Telephone, Fax, e-mail and web

% @EEmD@

Coach Sessions and Invo

|nvoices

E

Sessions and Invoices

| Irvoice Motes

Sessions F By Coachee

Training k Al Coachees

ICF r By Coach
All Coaches

E Inwvoices  #
Options ~ *
Compary:

Departmer
Birthday:

Ew Supervises

all Supetvisees
Ew Supetvisar

All Supervisors
Ev Mentes

All Mentess

Ew Menkor

All Mentars

Date . min . Type Irvvoiced by: o: . Notes
» 08/03/2004 45|Face to face Paid LaztM ame2 nach]
05/04/2004 45|Face to face Paid LaztMame2 Coachl

] o<

1of 1 b 2
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Training

You can generate reports detailing the training you have taken and the cost of that training.

You control the content of the reports by selecting which details you wish to appear by checking or

un-checking the In Report? checkbox in the Training and CPD panel data grid.

File Edit Database Help

-6 S -B% 2D
Training and CPD

Mame and Address

Sessions

Training r

|§J Personal CPD
gh Personal CPD Cost

ICF r

E G- [ ax, e-mail and web

Training Provider 1 Options
Address] =
Fax:
City E-mail: =
UNITED KINGDOM wieh: i

Detailz and Qualifications

Training and Development

- EndDate .| #ofHrs. | #of Days| Credits .| Qualication ‘Aceredited by: In Feport?
04 04/04/2004 2.00 Certficate v

> 04 06/05/2004 100 r
04 06/05/2004] 400 v

2 | <2 | ¢ 1af 2 e I
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Personal CPD

This report lists the training you have taken grouped by training provider and then by date.

It provides details of the number of hours or days of each course, workshop or teleclass etc., the

totals by training provider and what qualifications were granted.

b
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File £dt Database Help

- ﬁ % - I!!g\l.

H A HVEXSE & =

td ainF epart |

Personal Continual Professional Development Report Les Pasner MA
Pure Coaching (LK)
10 Box 349
Burv BLY W1
UNITED KINGDOM

Programme Mame by Training Provider Start/End Dates t# of Hours  # of Days. Qualification

Training Provider 1

Cowrrse | 03042004 04T 2004 20 Certificate
Course 3 AR 2004 D0 2004 4.00
Total Days 4.00 20
Training Provider 2
Course | 05072004 001002004 200
Total Days 200
Grand Totals 4.00 1.0 &]
o . |m
ICurrent Fage Mo: 1 |Tnta| Fage Mo: 1 Zoom Factor: Page “Width
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Personal CPD Cost

This report lists the training you have taken grouped by training provider and then by date.

It provides details of the cost of each course, workshop or teleclass etc., currency and totals by

training provider.

b
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S - il &

HAr HEXxXSEH &=

td ainF epart |

Personal CPD Cost Report

I!!g\l.

Programme Name (by Training Provider)  Start/End Dates

Les Posner MA

Pure Coaching (LK)
PO Box 349

Burv BLY W1
UNITED KINGDOM

Curreney  Amount

Training Provider 1

Course |

Course 2

Training Provider 2

Corse |

03042004 040 2004
DR0%2004  DA/OSZ004

05072004 09 10C2004

GEP
GBP
Total

UsD

Total

RS0
75.00

925.00

250000

2,500.00

ICurrent Fage Mo: 1

|Tnta| Page Mo: 1

Zoom Factor: Page “Width
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ICF Credentialing Reports

You can simply and easily generate reports detailing the sessions you have had with your
coachees and the letters of reference you have received from them in the format required by ICF

for their credentialing process.

You control the content of the reports by selecting which coachee’s details you wish to appear by
checking or un-checking the relevant checkboxes at the bottom of the People panel.

@ Conching Log. M=)

File Edit Database Help

Gy 68 5B = SD @

Sessions

Training k

ICF ]

Client Hours

[2] Letters of reference

Inwvoices

Title: kdr. - Firgt M amme: IFirstNamnﬂ Options |LastName1 Suffix: Iﬁ
Addrezs Telephone, Fax, e-mail and web

Address 1: |.-'-‘-.u:|u:|resa1 Tel1: |Te|ephu:une

Address 2 I Tel 2 I

T Town Fau:

City: City E-mail 1: Emailtddress gl
ZIP: | Emal2 | =]
State: I Wik 1: I il
County:  [UNITED KINGDOM = web2 | ot

Company

M arne: I LI [ept: I

Additional Information

Fielation: | Coachee ;I B'day: | Mates:
Confidentialty

Reference: |EI4EID1 al

ICF Heports
Client Haours: v
Letters Of Reference: v

| << | < 1of 4 >|>>|>I|
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Client Hours

This report lists the names, start and end dates of the sessions, the number of hours of coaching,

both paid and pro-bono, and contact information (Phone/email) for the coachees you selected.

These details are sorted by date (ascending).

b

<& Coaching Log

File £dt Database Help

'Qﬁ

td ainF epart |

I!!g\l.

H A HVEXSE & =

ICF Client-Coaching Hours Report

Les Posner MA

Pure Coaching (LK)
PO Box 349

Burv BLY W1
UNITED KINGDOM

Client Name(s) Start/End Date Hours  Pro-Bono Contact Information: Phone/email
Hrs.
Mr. F. LusiMume | 107042004 0072004 400 000 Telephwmne Email Address
Ms, F, Last™ummed 04082004 25082004 3.00 .00 Telephome Email Address
Total Hours Submitied 7.0 L1

ICurrent Fage Mo: 1

|Tnta| Page Mo: 1

Zoom Factor: Page “Width
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Letters of Reference

This report lists the names, contact information (Phone/email) and start and end dates of the

sessions for the coachees you selected.

These details are sorted by date (ascending).

b

File £dt Database Help

S - il &

td ainF epart |

I!!g\l.

HAr HEXxXSEH &=

ICF Client Letters Of Reference Report

Les Posner MA

Pure Coaching (UK}
PO Box 349

Bury BLY W11
UNITED KINGDOM

Client Name(s) Contact Phone # Email Address Dates Coached
Mr. F. LastMName | Telephone Ematl Address 19042004 DT07:2004
M, F, Lasi™Niume Telephoms: Ermail Address DR 2004 25082004

ICurrent Fage Mo: 1

|Tnta| Page Mo: 1

Zoom Factor: Page “Width
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Invoices

You can generate Single invoices to send to your coachee’s or you can generate Summary reports

of the invoices you have raised By Coachee or for All Coachees.

Note: In the example of the Single invoice and Summary By Coachee, the coachee for whom the
invoice/report will be generated is the coachee currently selected in the Coachee Sessions and

Invoices panel.

In the example of the Summary reports, both reports can be limited to a date range or left open

reporting all raised invoices.

< Coaching Log. M=)

File Edit [atabase Help
-6 S EEED @
Sessions #

Coachee Sessions and |InBRELI

ICF r

Inwvoices P Coachee L4 Single _

By Coachee

tr. Firsthlamel Lazth amel Company  # Surnmary

Clienk r all Coachees

Telephone, Fax and e-mail

Tel Telephone Compargy: Cantack ¢
Fau: Department:

E-mal.  Emailldddress =7 I Birthday:

Sessions and Invoices

Irvoice Motes

b’ 4 | -
Coachee Invoices

Ref.Mo. . #of Sessions. Type Cumency | Amount .| Taw%.| Taxlncl | Tems. Sent . Received
» [l 4| Telephone GBF 320.00( 1750 ] 100 14/05/2004
[ 1| Telephone GBF 100.00( 1750 g 10]  09/07/2004
) [Fred 1| Telephone GBF 100.00( 1750 [v 10]  18/08/2004
*

2 | << | < 1of 2 e s
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Single

When generating a single coachee invoice you will be requested to select the invoice date via this

panel.

This date is the date corresponding to the date you entered in the Sent cell on the Coachee

Sessions and Invoices panel Coachee Invoices data grid.

In this example, 14/5/2004 corresponding to the Sent date for Inv1l as shown above.

'ﬁ Coaching Log

l=Joes

File | Databaze Help

SN

SelectInvoice Date

ton Tue Wed Thu Frn Sat

Sun

T
3 4 5 B 7 8
1 11 12 13 4@ 15
17 18 19 20 21 22
24 2% 26 ¥ 2 29
31 -
T Today: 22/10/2004

ﬁ[?\sl

2
3
16
23
30

You set the date in the calendar by clicking on it and can scroll through the months by clicking the

arrow buttons at the left and right sides of the calendar header. You can scroll quickly through

years by clicking the buttons that appear when clicking on the year in the calendar header.

EN =‘|§ B
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When you have selected the date click OK.

The invoice is generated.

The layout of the names and addresses in both the header and detail sections of the report are

customisable via Report Options. This will be covered separately later as will Page Navigation,

Print, Refresh, Export, Togdle Group Tree, Zoom and Search Text.

- -,
&) Coac hing Log E]@
File Database  Help
- .
) = %
- il & - =3
“ &G &= Q- dh
tainF eport l
\F]
[
Invoice Les Posner MA
Pure Coaching {LIK)
IPCy Box 349
Bury BLY £W1)
UNITED KINGDOM
Mr. Firstiame! LastMamel
Addressl|
Towm
City
LINITED KINGDORM
Reference Invoice Date Session Detail |(.'urrem:}' | Fee |'I'nx% Tax | Imel? | Tutal
Tawl 1405 2004 4 Telephone GBr 320,00 | 17.50 56,00 N 37600
Invoice Fees Invoice Tax Invoice Toial
320,00 56.00 3T6.00
]
< |
Current Fage Mao: 1 [Tatal Page Mo; 1 |Zoom Factor: Page ‘Width
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Summary — By Coachee And All Coachees

When generating a summary of the invoices you have raised either By Coachee or All Coachees,

in this example By Coachee, you will see this dialog box

f= = ]

By Coachee Invoice Summary Report |~

:\?/I Do wou wank ko select a date range?

TN -

Clicking Yes will display a panel with two calendars from which you select the start and end dates
for the report, in this example 1/5/2004 to 31/7/2004.

o
%l Coac hing Log

M=%

File £dt Database Help

N T

Mu:un Tue Wed Thu Fri Sat Sun

% B oD@ &

Mu:un Tue Wed Thu Fri Sat Sun

E 2 : a0 . 2
3 4 5 B 7 B 1
011 12 13 14 15 18
17 18 19 20 21 22 23
24 25 26 27 28 23 0
1 5
=y Today: 2211072004

28 Y 2 3 4
5 & 7 & 8 1m0 M
12 13 14 15 16 17 18
19 20 A1 2 23 M4 25
26 2.'-" 28 2!3 30 A

E:Tuday 2271072004

ﬁ[%
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You set the date in each calendar by clicking on it and can scroll through the months by clicking

the arrow buttons at the left and right sides of the calendar header. You can scroll quickly through

years by clicking the buttons that appear when clicking on the year in the calendar header.

En =‘\ > |

When you have selected the dates click OK.

The summary invoice report is generated.

The layout of the names and addresses in both the header and detail sections of the report are

customisable via Report Options. This will be covered separately later as will Page Navigation,

Print, Refresh, Export, Togdgle Group Tree, Zoom and Search Text.

'ﬁ Coaching Log

l=/oes

"y

@ﬁ

b ainA epaort l

File | Datal:uase Help

gﬁ %l‘.

N x & B &= R

[nvoice Summary

Les Posner MA

Pure Coaching {UK)

PO Box 349

Bury BLY 8W1)
[INITED KIMGDOM

br. FirstName! LastNamel
Adddress|

Town

City

UINITED KINGDOM

Reference Inveice Date Session Detail |(.'urrem:}' | Fee |'I'nx"r-’n Tax | Inel? | Tuial
Tnvl | 4052004 4 Telephone B 320,000 | 1750 56,00 N 176,00
low2 0907/ 2004 1 Telephone GREP Loo. | 17.50 17.50 Y IR

£

| lnvoice Fees

Invoice Tax

Invoice Total

420.00

73.50

47600

[ o

Current Page Mo: 1

Total Fage Mo: 1

| |Zoom Factor: Page ‘Width
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No Date Range

When generating a summary of the invoices you have raised for a coachee you will see this dialog
box

[ 1

By Coachee Invoice Summary Report

\:{’) Do you want ko select a dake range?

Yes || Mo [ |

Clicking No will generate the report directly.

r"ﬁ Coaching Log E]

File | Databaze Help

@ﬁu%-

“ G B &= QM

b ainF eport l

Invoice Summary Les Posner MA Ead
Pure Coaching (LK)
PO Box 349
Bury BLY 5W1J
LINITED KINGDOM

bdr. FirstName! LastNamel
Adddress|

Towm

City

LINITED KINGDOM

Reference Invaice Drate Session Detail |L’urrefm:}' | Fee |'I'nx% Tax | Inel? | Total
Tawl | 4052004 4 Telephone GBr 32000 | 17.50 56.00 N 376.00
Inw2 0807, 2004 | Telephone GHEP Loo.0 | 17.50 17.50 Y 1O
Inwvd | B0 2004 | Telephone GEe 100,000 | 17.50 17.50 ' 1 000
Invoice Fees Invoice Tax Invoice Toial
520,00 91.00 576,00 .
[w]
< ! 111} 'I }l
Current Page No: 1 Total Page Mo: 1 I |Zaam Factor: Page Width
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Report Panel Buttons

Page Navigation

In the case you generated a report with several pages, you can navigate through the pages by

clicking the buttons at the top left of the report panel.

'ﬁ Coaching Log

M= X

File ¢ Database  Help

S -5 5 - B e 1'. 1]
R NS =
MainHEpD‘E%m‘

Coachee Sessions Report Les Posner MA
Pure Coaching (LTK)
PO Box 349
Bury BLS 8W1J
UNITED KINGDOM

bdr. FirstMamel LastNamel
Address|

Town

City

LINITED KINGDOM

Date Type Rate Duration {min.)
120 20004 Telephone Complimentary 30
10 O 20004 Telephone Paid 45
200 0 200 Telephone Paid 45
(03005, 2004 Telephone Paid 45
10005/ 2004 Telephone [Paid 45
D707 2004 Telephone [*aid il [+ i
<l |2
Current Page No: 1 Total Page Mo: 2 I |Zaam Factor: Page Width

Clicking the Goto Page button [=] opens this dialog box

Goto Page
Pleaze zpecify the page number:
10 oK
Cancel

Enter the number of the page you want to navigate to and click OK.
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Print

You can print your report simply by clicking the Print button.

The report will be printed to the printer that is set as the default printer.

™y

File £dt Database Help

S -
H x%@h

4 4 »
. |Prink Rpu:urt L

Coachee Sessions Report

% EHEEmD@

Q- 4

Les Posner MA

Pure Coaching (LK)
POy Box 349

Bury BLY 5W1J
TNITED KINGDOM

bdr. FirstMamel LastNamel
Address|

Town

City

LIMITED KINGDOM

[ate

Type

Rate

Duration {min.)

127064/ 2004
1904 2004
20706/ 2004
(0505, 2004
D05 200
OO 2004

Telephone
Telephone

Telephone

Telephone
Telephone

Telephone

Complimentary
Paid
Paid
Paid
Paid
Paid

a0
45
45
43
45
fil)

ICurrent Page Mo: 1

|T|:|tal Page Mo: 1+

Zoom Factor: Page “Width
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Refresh
All reports are generated dynamically from data saved in the database.

If the data in a report is not what you require you can simply return to the relevant section, alter the

data, save the record and regenerate the report.

Refresh is intended to be used to regenerate the report by refreshing it to reflect the new
information in the database. However, as the reports in Coaching Log™ rely on various

parameters for generation, refresh will ask the user to supply these parameters.

As these parameters are not something the user has knowledge of, it is recommended you do not

use Refresh but regenerate the report from the reports menu.

In the case you do click the Refresh button you will see a dialog box similar to this.

-~ =

Enter Parameter Values

Y'ou can provide a zingle walue for this parameter.
Enter the walue you want ba include,

STD

Digorete values " Ll

‘ | Mest » | Cancel ﬂ

If you see this dialog box click Cancel.
You will return to the report panel but the report will now be blank.
Regenerate the report from the Reports menu.
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Export

Reports can be exported as documents of various formats:
« Adobe Acrobat (*.pdf)
% Microsoft Excel (*.xls)
% Microsoft Word (*.doc)

« Rich Text Format (*.rtf)

in order they can be utilised by other applications, for example incorporating into a larger Word

document or e-mailing as an attachment.

To export a report click the Export Report button.

- ..
8 Coac hing Log E]
File ¢ Database  Help
Gem ] -
: = B
- il & - B =
a4 M X & [ = Q-
b ainF epart l
Export Repoart
|
fm]
Coachee Sessions Report Les Posner MA
Pure Coaching (LTK)
PPCY Box 349
Bury BLS 8W1J
INITED KINGDHIM
tlr, Firsthamel LastMamel
Mddressl
Town
City
LINITED KINGDORM
Date Type Rate Duration {min.)
120 20004 Telephone Complimentary 30
10 O 20004 Telephone Paid 45
200 0 200 Telephone Paid 45
(03005, 2004 Telephone Paid 45
10005/ 2004 Telephone [Paid 45
07072004 Telephone [*aid il (v ]
.< ! 1] !:_> !
Current Page No: 1 Total FPage Mo: 1+ I |Zaam Factor: Page Width
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You will then see this dialog box.

=

-

Export Report

P M

kM ainRepart ]

B

Save in: ] ) Reports

¥ & ®cFE-

£ |

}’.-
K9
My Recent
Co Documents
@)
Dezktop
My Documents
M. E "II
Add G
;:r::: My Computer
LN —
.
by Metwark 1M_I,I Feport L] Save |
Places
Saveastype:  |Adobe Acrobat [* pdf] :& Cancel ]
: B dnbe Acrobat o) " '
AT T M bicrosoft Evcel [*.=lz]
19y 08 2000 Teleph{ Microsaft Ward [*.dog]
Rich Test Format [*.rtf]
20,0 2004 Telephone Paid 45
0305/ 2004 Telephone Paid 45
1005/ 2004 Telephone Paid 45
0707/ 2004 Telephone Paid [al]

.Current Fage Mo: 1

1. Navigate to the folder to which you wish to export the report via the Save In window.

|Tatal Page Mo: 1+

foom Factor: Page Width

2. Enter the name you wish to give the report in the File Name window.

3. Select the type of file you wish the report to be exported as from the drop down list in the

Save as type window (Adobe Acrobat (*.pdf) is the default selection) and click Save.

When the export has been completed you will see this dialog box.

Export Report

=,

\lj) Export completed,
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Toggle Group Tree

When working with reports that have multiple pages, clicking this button opens a panel to the left of
the main panel that contains a tree structure of all the report group headers.

You can navigate through the report by clicking on the various group headers in this panel in the

same way as you would navigate through a PDF document via the bookmarks.

When clicking a header in the group tree panel, the relevant page is displayed in the main panel

and the selected group header is highlighted with a red box.
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8 Coac hing Log E]@
File | Databaze Help
HH L ==+
2 BEa @
SEN 1=
M4y MR XEE &R KM
O gLastName1 b ainFepart l Toitals roup Tres
D La ] [ |
[
Coachee Sessions Report Les Pasner A
Pure Coaching IUK )
[0 Brow 544
Bury BLY XWLI
UNITED RINGLHEIM
M Fursidomed Lasthame4
Adress]
(]
Ciry
SWITZEELAND
Dale Type Raile Daraiien | min.)
TR T4 ledephom: Faid 45
1108204 Telephone Praid 45
R O I Tc'lcphnm_— Praid 45
230ET004 Telephons Paid 45
Tostal {lirs.) 3w
Garame Total (hrsb HE0
™
< I
Current Page Mo: 2 [Total Page Ma: 2 |Zoom Factor: Page ‘Width
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Zoom

The default zoom of the reports is Page Width.

Other zoom settings can be selected from the drop down list displayed when clicking the down

arrow to the right of the main Zoom button.

The zoom setting will return to default on regeneration of the report or generation of a different

report.
- -
) Coac hing Log E]
File | Database Help
= B
T il R R D
! gt =23 =)
M4 r V[ XS & = QQM
Page Width
Whole Page
|
400%: —_—
300%
Coachee Sessions Repor)  zo0% Les Posner MA
1509 Pure Coaching {LIK)
2 PO Box 349
100%: Bury BLY 8W1J
To2% INITED KINGDOM
0% E
25%
Cuskamize, .,
M. FirstMamed LastNamed
Adress|
Town
City
SWITZERLAND
[ate Type Rate Duration {min.)
(44008, 2004 Telephone Paid 45
110 2004 Telephone Paid 45
1RO 200 Telephone Paid 45
25708, 20064 Telephone Paid 45
Total (hrs.) 3.00
(e
4 L 11 !:_} !
Current Fage Mo: 2 ETu:utal Fage Mo: 2 I |Zoom Factor: Page ‘Width
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Search Text

This feature, as the name suggests, allows you to search the report for specific text.

File £dii Database Help

-0 &-BEEDS
M 4 VREXERED&= Q-
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Coachee Sessions Report Les Posner MA
Pure Coaching (LK)
0 Box 349
Bury BLY 8W1J
UNITED KINGDOM

M. FirstMamed LastNamed

Adress|
Town
City
SWITZERLAND
Date Type Rate Duration {min.)
(/0 2004 Telephone Paid 45
117082004 Telephone Paid 45
180 20004 Telephone Paid 45
25082004 Telephone Paid 45
Total (hrs.) 300
_ . LS
< 1 |2
ICurrent Fage Mo: 2 |Tu:uta| Page Mo: 2 |20|:|rr'| Factor: Page “Width
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Clicking the Search Text button displays the Search Text dialog box.

Enter the text you wish to search for and click Find Next.

If the text you specified is found in the report it is highlighted with a red box.

Clicking Find Next again will find the next occurrence of the specified text in the report.

% 1
M4 F [ XS &= Q) -
I ainB epart ]
[ |
Coachee Sessions Reporti Les Posner MA
Pure Coaching {LIK)
POy Box 349
Bury BLS 8W1J
LINITED KINCGDOMN
- - =
Search Text
Find what:
Ms. FirstNamed LastMam ]Telephune Erd Nt
Audress|
Town
City Cahicel ‘
SWITZERLAND
[ate Type Rate Duration (min.)
(/D 2004 I'clephone Paid 45
11/ 200 Telephone Paid 45
180 2000 Telephone Paid 45
25082004 Telephone Paid 45
Total {hrs.) 3.00
v 1
% [
(Current Page Mao: 2 . .Tc:tal Fage Mo: 2 . |Zoom Factor: Page Width
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Report Options

The format of the names and addresses in both the report header and detail sections can be

customised via the report options.

These options are set or un-set by checking and un-checking the relevant checkboxes.

Note: When you change an option setting it will take effect the next time you generate a report.

All option settings are saved so, once set, they stay set until you change them.

Each option is described individually below.

Title on Report

This option controls whether the title appears before the name either in the header or in the detail

section.

In this example the title appears in the detail section but not the header.
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Address on Report

Whether the address appears in the header or detail section of the report is controlled in the same
way as is the title. In this example it appears in both.
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Address on Report — Client Ref. only (Confidentiality)

Selecting the option Client Ref. only replaces the name and address in the detail section with the

client reference you entered in the People panel for confidentiality on printed reports.
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Zip before City

This controls whether the postal (ZIP) code appears before or after the city in the addresses either

in the header or detail sections.

This allows you to correctly display/print addresses where the postal (ZIP) code appears after the

city, e.g. UK or before the city e.g. Switzerland.
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Country on Report

This option controls whether the country appears in the addresses in either the header or detail

section of the report.

In this example it appears in both.
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My Name on Report

This controls whether your name appears above your address in the header section of the report.

In this example it does.
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