WELCOME TO LIFE COACH HUB!
TURBO-CHARGE YOUR COACHING!

Streamline your coaching, earn a passive revenue and get new clients. It’s all possible with the Life Coach Hub online coaching
system. This tutorial will take you on a tour of the system and all the ways it can help take your coaching business to the next
leve! Work through each step and it will be marked as Done. Don’t miss out—make sure you get all the items on your Action
List ticked off to skyrocket your career.

ACTION LIST
STEP 1. CREATE AN AWESOME PROFILE

To get listed in the directory, all you need to do is fill in your profile information. Make sure to give an original, compelling
description of yourself and how you like to coach, and upload a professional photo. Create your profile by clicking Profile &

Settings.

STEP 2. CUSTOMIZING YOUR PERSONAL WEBSITE

Now it’s time to personalize your very own storefront and subdomain! This is where your clients will login to access their
coaching plans and coaching tools, and access products and services. This is also where you’ll have your own gorgeous
coaching shop for people to buy your coaching and courses, and pay for your services.

Customize your personal website by clicking on Customize My System.

STEP 3. ADD TO YOUR COACHING CATALOG

To get paid securely by clients when they contact you, add your coaching offerings and packages to your catalog.

Once you’ve set up your coaching for sale, you can use a whole range of online coaching tools and scheduling. You’ll also be
able to invite your current clients to coach with you, and start to get verified coaching hours showing up on your profile.

When adding to your coaching catalog, consider setting up a course in order to deliver your coaching content effortlessly, or
do group coaching. You can list other items in your shop for sale too, such as digital products and services.

Add items to your catalog by clicking on Sell Your Coaching.

STEP 4. ADD YOUR PAYMENT DETAILS TO GET PAID SECURELY

To make sure you paid securely and on time by your paying clients, set up your PayPal details and Business information. Just
click on Settings under Profile & Settings and then select Payment Settings.

STEP 5. START GETTING CLIENTS

Now it’s time to start getting clients!

1. To get more attention on your profile, start racking up verified coaching hours. Coaches with verified coaching hours get
60% more inquiries. It’s easy. Just invite your existing clients (either pro bono or paying), and schedule your appointments
with them using the system.

2. Ask current and past clients to leave you reviews. Coaches with reviews for their coaching and services receive 45% more
profile views.
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STEP 6. MANAGE YOUR COACHING TO WIN BACK TIME AND
INCREASE CLIENT SATISFACTION

Use a whole range of cool coaching tools with your clients. This will allow you to set-and-forget all sorts of elements of your
coaching, winning you back tons of time. You'll also help your clients reach their goals faster, and increase their satisfaction
with the added perceived value of the interactive features you provide them. All these tools are at your command, and can be
reused multiple times in our coaching, saving you needless repetition:

1. Welcome package: Get important information about your client’s coaching goals, and have them sign their
agreement.

2. Coaching plans: Structure each session with purpose and direction and make sure your client remembers each
appointment.

Journals: Get your clients to reflect on their personal issues, using a proven coaching method.
Goals: Help your clients set, track and reach their goals

Homework and action items: Get your clients to take action!

Assessments and forms: Assess areas of strength and weakness, and deliver customized forms.

Resources: Create or upload additional documents and files for your clients’ access.
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Feedback surveys: Get ongoing feedback about your coaching by assigning surveys.

Follow this link to read our tutorial about the coaching tools available to you.

STEP 7. CREATE SET-AND-FORGET COURSES, AND GROUP COACHING

Expand your coaching repertoire and earn more money by increasing your offerings. You can create content delivery courses
that deliver material automatically, saving you time and hassle, while also integrating cool interactive coaching tools. You can
also offer group coaching, reaching more people in the same time frame.

Follow this link to read our tutorial about how courses work.

STEP 8. REACH A WIDER AUDIENCE BY SUBMITTING ORIGINAL
ARTICLES, TIPS AND VIDEOS

A great way to reach potential clients is to have us publish your original articles, tips and videos. These contain a link to your
profile, as well as your Contact Me and Request a Free Consultation buttons. We aim to provide high quality, unique content,
so feel free to submit content that has not and won’t be published anywhere else online. Submit an article, tip or video by
clicking on Market Yourself.
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TEST DRIVE A DEMO

Want to see an example coach and client account, all set up? Test drive our DEMO:
COACH LOGIN PAGE:

https://www.lif hh m nts/login

EMAIL- democoach@lifecoachhub.com

PASSWORD- democoach

CLIENT LOGIN PAGE:

https://d h.lif hhut Nogi

EMAIL- democlient@lifecoachhub.com

PASSWORD- democlient
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STEP 1: GET LISTED IN THE DIRECTORY

Start getting new clients by creating a directory listing. Your profile in the directory is the best way to get known and start
attracting clients. Create your listing now or skip this step and do it later from the Profile link under Profile & settings in your
dashboard.

CREATE A DIRECTORY LISTING NOW

INSTRUCTIONS FOR CREATING YOUR PROFILE

To get listed in the directory, all you need to do is fill in your profile information. Select Profile from the Profile & Settings
drop-down in your main dashboard menu.

PACFILE & SETTINGS

On the Profile page, there are two tabs. Make sure to complete the information on both tabs, and be as complete as possible
in your responses to help you attract clients.

FRIUFILE
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Searchable Information Tab

The searchable information tab asks for the information prospective clients will be searching for from the Find a Coach
directory page.

Where it says Types of Offerings, tick each relevant box and then fill in a short description explaining the types of offerings of
that variety that you provide.

Private coaching is regular one-on-one coaching that can take place over the phone or in person, which you can administer
from Coaching management in your dashboard.

Online coaching takes place completely online and is easy to administer using the coaching tools in Coaching management.

Short courses or group coaching can be run as either group coaching sessions with group coaching calls, or courses that
deliver information in modules at pre-scheduled times. Expand your repertoire by offering group coaching to reach a greater
number of people, or information products in the form of courses.

Ongoing training refers to training you might offer that lasts a significant amount of time and might confer some type of
credential upon completion. For instance, you might offer coach training or business training.

Description Tab

The description tab asks for information that will complete your profile page, and allow clients to get a sense of who you are,
what your background is, and how you coach. Make sure to fill this information in as fully as possible to give a good sense of
who you are to prospective clients.
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OPTIMIZE YOUR MARKETING

The section Optimize your Marketing at the bottom of the Description tab is important to complete as it will allow us to bring
more traffic and potential clients your way.

This section helps us to link your profile on Life Coach Hub and all articles and tips you post, directly to your Google + profile,
validating your contributions. Google will position you higher in the search engine results if you do this, allowing you to reach
more people.

Just follow the easy steps laid out in this section to link your Google + profile and optimize your marketing.

VIEWING YOUR PROFILE
You can view your profile by clicking the View Coach Profile link on the left hand side menu.

PEQOFILE

Sezrcnable
information
Cescript cn

View coach profile
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STEP 2: CUSTOMIZING YOUR PERSONAL WEBSITE
GET SET UP: WEBSITE SETTINGS

Now it’s time to personalize your very own storefront and subdomain! This is where your clients will login to access their
coaching plans and coaching tools, and access products and services. This is also where you’ll have your own gorgeous
coaching shop for people to buy your coaching and courses, and pay for your services.

CUSTOMIZE YOUR SUBDOMAIN NOW
CHOSING A SUBDOMAIN AND LINKING TO YOUR WEBSITE

You should already have chosen your subdomain name when you registered. You can see it and edit it if you like under
Website settings. After you press Save, a link will appear where you can visit the subdomain (don’t worry you can customize
your design and content in the next steps!).

WEBSITE SETTINGS
Choore a subcoman rars far ycur 2d2, “or exemple chrsulvan. ifaconchitut comor

Suboomain name:

darsse MHz2cuechiul o n

Save Ve site:  rlarkss ecnzchit com

Under this, you can enter your current website URL if you have one, which will link from your new subdomain.

Then you can enter your contact information for the footer of your subdomain pages.

LINKING FROM YOUR WEBSITE TO YOUR SUBDOMAIN

If you already have a website, you’ll want to add links to your subdomain, to let your clients login to their dashboard, and to
link to your Shop. After you choose your subdomain, these will be entered automatically. Just copy and paste and place one
or more links in the HTML somewhere prominent on your site. If are able to create new tabs, you could make the tab a link to
each page, and name one Shop and the other Login. You can also give the direct link to any client if you would like.

Logim: Fpnctte nae e aw kb aneulog 3
Welcome: FAps e atese Hecaack b aoeulog 1
Shop: hizpa s¢zlarase. Ifaccacht.ao.com logir!shea

CONTACT ME AND REQUEST A FREE CONSULTATION BUTTONS

If you'd like to have prominent buttons for visitors to contact you and request a free consultation, you can choose to show
them here. It’s easy to update this information at any time, for instance if you go on holiday.
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https://www.lifecoachhub.com/users/dashboard_account_system_settings

SOCIAL LINKS

Cut and paste the URLs from your social media pages in this area if you’d like them to appear on your subdomain.
CUSTOMIZE YOUR LOOK AND FEEL: WEBSITE DESIGN

Now you get to upload your logo and choose colors to match your brand!.

UPLOAD YOUR LOGO

Here is where you can customize your business presence! The logo you upload here will appear as the header of all public
pages on your site, as well as the logged in area. It will also show at the top of your invoices, and appear at the top of emails
and notifications to your clients for things like journals, goals, and appointments.

Your logo will be resized to be a maximum height of 60px and width of 240px to look great on your website and
correspondence :) You'll be able to preview how it looks in the next step, Website Content, when we do the Live Preview
(super fun!)

WEBSITE DESIGN

Choose a color scheme for your site. You can choose a main color, secondary color and highlight. You’ll be able to preview
how it looks in the next step, Website Content, when we do the Live Preview (very cool!)

WRRSITE NESIGY

Nan Seconcary Hohioht

Save

TELL YOUR OWN STORY: WEBSITE CONTENT

Now’s the time you get to edit text and images on your site to make it your own.

You'll automatically get a login page where clients can register and access your online coaching system. You can also choose
which additional pages you’d like to include on your mini-site.

LOGIN PAGE

Your clients will login to their online coaching system from this page, download any product or service materials, make
appointments and communicate with you.
META INFORMATION

You can choose the meta title and description for your page, to optimize it for SEO and user friendliness. The title and
description will show up when people search on Google,so you’ll want to make them clear and enticing.

LIVE EDIT FOR LOGIN PAGE

To change the text on this page, we’ve designed an intuitive system where you can preview the page and edit it by clicking on
text.

1. Click on the button Preview and edit page.
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2. You’ll be taken to a new tab where you will see the page as it will appear on your subdomain.

3. When you hover your cursor around the page, you'll see the text become highlighted. Click on any highlighted text to edit
it.

WELCOME PAGE
If you don’t have a website, and even if you do, feel free to add a beautiful, responsive Welcome page to your subdomain.

YES OR NO
Click Yes if you'd like to add this page and No if you don't.
WELCOME TAB

There will be a tab in your subdomain for each page (apart from the Login page, which is a link on the top right). You can
choose a name for this tab here.

META INFORMATION

As for the login page, you can choose the meta title and description of the page, which will show up in Google searches. This
should be descriptive, concise and interesting.

TESTIMONIALS

You can choose to display testimonials on this page. Choose either Yes or No.

1. If you choose YES, then you can write here the title, author and text of your testimonial.
2. Press Save.
3. To add another testimonial, just click Add additional testimonial

LIVE EDIT FOR WELCOME PAGE

To change the text and images on this page, we’ve designed an intuitive system where you can preview the page and edit it
by clicking on text and images.

1. Click on the button Preview and edit page.

LVE EDT FOR WELCOME PAGE
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2. You’ll be taken to a new tab where you will see the page as it will appear on your subdomain.

3. When you hover your cursor around the page, you'll see text and images become highlighted. Click on any highlighted text
to edit it. Click on the highlighted images to change them.

COACHING SHOP, FEES AND PAYMENTS
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Create your own Personal Shop, and list the items and offerings in your catalog (you’ll add items to your catalog in the next
step of this tutorial). You can also allow clients to make payments directly to you if you have arranged for them to be an
ongoing client, or pay in some other way. This page also lets you describe your fee structure here to new clients.

YES OR NO
Click Yes if you'd like to add this page and No if you don’t.
TAB TITLE

There will be a tab in your subdomain for each page (apart from the Login page, which is a link on the top right). You can
choose a name for this tab here.

META INFORMATION

As for the other pages, you can choose the meta title and description of the page, which will show up in Google searches.
This should be descriptive, concise and interesting.

MAKE A PAYMENT

If you'd like to let clients pay you for your services without having to purchase something from your shop, you can do so. Add
the section “Make a Payment.” Clients will fill in an amount to pay, and be redirected to Pay Pal where they can pay you
directly.

LIVE EDIT FOR COACHING SHOP, FEES AND PAYMENTS

To change the text on this page, we’ve designed an intuitive system where you can preview the page and edit it by clicking on
the text.

Don’t see any Shop items listed? Don’t worry, you just need to add some from to your catalog (next step in the tutorial we’ll
cover how to do this).

A note about images — Because the shop item images are automatically propagated by your catalog listings, you’ll need to
change these directly when you create or edit your catalog.

CUSTOMIZE YOUR SUBDOMAIN NOW

STEP 3: LIST YOUR COACHING, COURSES,
PRODUCTS & SERVICES
A) CREATE A COACHING OFFERING

Take advantage of dynamic coaching tools such as journaling, assessments, goals and coaching plans, as well as automatic
administrative functions. List coaching offerings that you would like to offer, such as “Three months of wellness coaching with
Coach Claire.”

After purchasing one of your offerings, clients will gain access to their personal dashboard where they can interact with you.
You will be able to offer value-added coaching using a range of tools, send automatic invoices, and more.

CREATE A COACHING OFFERING NOW

www.lifecoachhub.com
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INSTRUCTIONS FOR CREATING A COACHING OFFERING

List your coaching offerings now or skip this step and do it later from the Catalog link under the Billing & Shop drop-down in
your dashboard menu bar. Select the link “Add new coaching” from the left hand menu.

Gelalcs
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CONDUCT AND ADMINISTER YOUR COACHING EASILY

Your dashboard allows you to administer all aspects of your coaching, as well as create a rich and powerful coaching
experience for your clients.

Make appointments with your clients and schedule your regular coaching times together.
Welcome your clients to coaching with your welcome package.
Automatically send out and receive Coaching plans.

Use a wide range of coaching tools including homework, journaling, goal-tracking, assessments, resources and feedback
surveys.

Offer online and group coaching.

Learn about all these aspects of coaching in the Coaching tutorial.
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B) CREATE A COURSE

As well as coaching, you can offer self-contained courses. These are a great way to deliver group coaching at a lower price
point and reach more clients. Courses are also perfect for delivering targeted training in your areas of expertise. Courses
appeal to a wide variety of people and can be a good way of interesting people in an ongoing coaching relationship with you.

After purchasing your course, clients will gain access to their personal dashboard where they can interact wtih you and your
course content. List courses that you would like to offer, such as “Getting the most from your relationships.” You will be able
to upload the actual course content later from the Coaching and course management menu in your dashboard.

CREATE A COURSE NOW

INSTRUCTIONS FOR CREATING A COURSE

List your courses now or skip this step and do it later from the Catalog link under the Billing & Shop drop-down in your
dashboard menu bar. Select the link “Add new coaching” from the left hand menu.

\r 1A XInine

OFFER GROUP COACHING, COURSES, INFORMATION PRODUCTS
AND TRAINING

Your dashboard allows you the flexibility to create and offer a range of group coaching experiences for sale.

Offer group coaching to appeal to more people.

Create courses with automatically delivered modules in a range of areas.

Earn a passive income stream with information products.

Offer coach training or other forms of training.

Learn about offering courses in the Course tutorial.

11
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C) LIST YOUR PRODUCTS

Offer complementary digital products to help people get more out of life, such as e-books or audio recordings. After
purchasing your digital product, clients will be able to automatically download it. List products that you would like to offer,
such as “Weight loss hypnosis.mp3.” You can edit this information at any time from your dashboard.

CREATE A PRODUCT NOW

INSTRUCTIONS FOR CREATING A PRODUCT

List your products now or skip this step and do it later from the Catalog link under the Billing & Shop drop-down in your
dashboard menu bar. Select the link “Add new coaching” from the left hand menu.

Add new coachirg
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CREATE AND SELL DIGITAL PRODUCTS

You can sell anything that doesn’t require shipping. So feel free to upload mp3 recordings, e-books, and so on. These will help

you earn a passive income while at the same time introducing clients to what you have to offer. Customers will be able to
quickly and conveniently download your products from our secure servers, so all you have to do is upload your file. You can
even upload multiple files and we will bundle these for you, if you want to sell a package.

www.lifecoachhub.com
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D) LIST YOUR SERVICES

Offer other services to help people get more out of life, such as tickets to events or workshops, or speaking fees. List services
that you would like to offer, such as “Breaking through to your dreams workshop” or “One hour speaking fee.” You can edit
this information at any time from your dashboard.

CREATE A SERVICE NOW

INSTRUCTIONS FOR CREATING A SERVICE LISTING

List your services now or skip this step and do it later from the Catalog link under the Billing & Shop drop-down in your
dashboard menu bar. Select the link “Add new coaching” from the left hand menu.
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SELL SERVICES

Offer for sale tickets to live events and workshops, list your speaking fee, or offer any other service. As confirmation of the
service, upload tickets, a brochure, or even a simple message. Your customers will be able to download this information from
our servers once they have purchased your service.

13
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STEP 4: SET UP YOUR ACCOUNT TO RECEIVE
PAYMENT

To receive payment for your coaching, courses, products and services, you will need a PayPal account with the same email
address as your Life Coach Hub account. You also need to fill in your business address as this will appear at the top of your
client invoices.

After completing these two simple steps, your catalog items will be available for purchase, and income from sales of your
coaching, courses, products and services will be automatically transferred into your account.

Your coaching, courses, products and services will not be listed or be available for sale until you complete this information, so

that we can be sure you get paid immediately for your work.

You can set up this information now, or input it later from the Settings link under the Profile & Settings drop-down.

SET UP YOUR ACCOUNT TO RECEIVE PAYMENT

INTRUCTIONS FOR SETTING UP YOUR ACCOUNT TO RECEIVE
PAYMENT

To set up your account to receive payment, all you need to do is follow two simple steps on the Payment Settings page. To
access the Payment Settings page, select the Settings link from the Profile & Settings drop-down. Then click on the Payment
Settings tab.

PROFLE & SETTMGS

PROFLE

SETTINGS

ACCOUNT SEITINGS PAYMENT SETTINGS COACHNG SETTIMS

Inputting your Business Information

The top box on the page will allow you to enter your business information. Just click the Edit link, and then enter your
business address. If you have a company name, you can also enter this here.

Inputting your PayPal account details
Next, you need to enter your PayPal details. Choose one of the two options offered under the heading “Receive Payment.”

1. If your PayPal account matches the email associated with your Life Coach Hub account, choose option 1. Then click
the Activate button. Once you do so, you're set to go! Payment from sales of your coaching, courses, products and
services will be transferred directly to your PayPal account.

2. If your PayPal account does not match the email associated with your Life Coach Hub account, choose option 2.
a. Fill out your first name, last name and email EXACTLY as they appear on your PayPal account.
b. Re-enter your Life Coach Hub password.

c. Then click the Activate button. Once you do so, you're set to go! Payment from sales of your coaching,
courses, products and services will be transferred directly to your PayPal account.

www.lifecoachhub.com
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IMPORTANT NOTE: If you have a PayPal account from outside of the United States, make sure your account is set up to
receive payments in US Dollars. This is because all payments from Life Coach Hub will be made to you in US Dollars and if your
account is set to block foreign currency, it is possible payments will not be input into your account. You will need to login to
your PayPal account and click on the "Profile" link. Then click on "Payments Receiving Preferences." Set the first option for
"Block payments sent to me in a currency | do not hold" to "No" and save.

HOW ARE MY INVOICES SENT?

Invoices are sent automatically when a customer or client orders anything from your shop. This includes invoices for any
coaching.

You can view, download, print or resend your invoices by accessing Invoices from the Billing & Shop drop-down menu. Select
View/resend invoices from the left hand menu under Client invoices.

Cliget invpines

Viewfraspud | voloes

Leserhesse ad loge

Click on any invoice number to view it. Or click on the re-send link to send another copy of the invoice to your client (they will
already have received one automatically upon purchase).

Crdor number Omee of order Inwoioe number Name To! Action

000606-C3C 26 Nov 2iiz 30-0C3C Leena Arge $2C034- Hersered
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STEP 5 : START GETTING NEW CLIENTS
HOW DO | GET MORE NEW CLIENTS?

Set yourself up to start getting more new clients.

1. Make sure you create an amazing profile with a stand-out photograph.

2. Start to schedule your appointments using the intuitive Life Coach Hub system, so that your coaching hours appear
on your profile, in the directory, and push you to the front of client searches. Each client can also give you a
recommendation, hugely valuable in potential clients' eyes.

3. Ask your past and current clients to leave reviews for you.

4. Get your name out there and position yourself as an expert by submitting articles, tips, and videos and sharing these
on social media.

1. CREATE AN AMAZING PROFILE

The secret to getting clients online is to write a profile that stands out.
a) Make it original

If you have your profile listed in other directories, make sure that the one you write for your Life Coach Hub profile is unique.
This will help you stand out in searches, greatly increasing your chances of being found.

b) Make it compelling

Make your profile rich, compelling and true to your own voice.

c) Upload a professional high quality photo

An image is worth a thousand words. It is 100% worth it to invest in a high quality studio photograph for your profile picture.
A snapshot just won't cut it in the eyes of clients. Make sure your image shows you looking professional and at your best.
Coaches with professional photos get 40% more inquiries.

2. SCHEDULE YOUR APPOINTMENTS USING OUR ONLINE COACHING
SYSTEM

Verified coaching hours are the key to getting new clients.

Every time you schedule with a client through our online coaching system, whether it's for private coaching, online coaching,
or the courses you run, your coaching hours add up. Your coaching hours will show up on your profile, in the general
directory, and the niche directory pages. It is also a very common search filter applied by clients when sorting through
coaches.

Coaches with verified coaching hours get 60% more inquiries.

a) Add your clients

Just login and send an invitation to your current clients from your dashboard, where it says "Add your clients to start coaching
together using your online coaching platform!".

If you want your clients to pay, choose the first option from the drop down "Who do you want to invite?", and they'll
be given an invitation to buy one of your coaching offerings.

If you don't want them to pay, choose the second option and they'll get a link that will automatically register them
for one of your coaching offerings.

16
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b) Start scheduling your appointments

Then start scheduling your appointments! Schedule single or multiple appointments from the Appointments tab in your
Calendar. This will automatically populate you and your client's Private Coaching pages, and send out your coaching plans and
follow ups automatically.

After your appointments take place, you'll see your coaching hours start racking up, and you'll get a lot more attention on
your profile.

And of course you will be able to keep track of client notes, automatically send coaching plans, and use other coaching tools
with each client you make an appointment with.

Any current client can also offer you a recommendation, which also looks fantastic on your profile, and is another way
potential clients can filter coaches to find the best.

3. ASK YOUR PAST AND CURRENT CLIENTS TO LEAVE YOU REVIEWS

Prospective clients love to hear what other people have to say about you and what they have achieved by coaching with you.
This helps them connect with you and feel you can help them with similar issues in their own lives.

Just give your current and past clients your profile URL and ask them to leave you a review. It will only take a minute, and will
seriously boost your profile, helping you attract new clients.

Nowadays people are very used to leaving reviews online for services they recommend, so don't be shy. They don't have to
sign up, so it's a quick and easy process. Not only will potential clients be much more inclined to make contact, but your
profile will show up higher in the directory the more reviews you have!

4. SUBMIT VIDEOS, ARTICLES AND TIPS TO POSITION YOURSELF AS
AN EXPERT

One of the best ways to attract clients is by submitting guest articles, videos and tips to position yourself as an expert in your
niche.
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STEP 6: GET STARTED MANAGING YOUR COACHING
A step by step tutorial

Coaching is enjoyable and easy using your dashboard’s coaching tools and features. This tutorial will guide you through the
main features of the system so you can get started right away!

What this tutorial covers: Steps in your coaching journey

Here’s what happens when a client starts their coaching journey with you.

A. THE WELCOME PACKAGE

Once they have purchased coaching and become your client, they will receive your welcome package and agreement and fill
in their personal information form and coaching information form. The coaching information form allows you to get an
overview of the areas of strength and challenge for your client, to allow you to focus your coaching. You can customize both
personal and coaching information forms. After your client submits the forms from their welcome package, you will be able to
access their personal and coaching information at any time for easy reference from the Client Portrait tab of Client
Management.

B. MAKING APPOINTMENTS

To make appointments with your clients, just create a new appointment from your Calendar. You can make either one-off or
repeating appointments. You can also change times later if they don't suit you. Either you or your client can cancel an
appointment. Both you and client will be alerted to your upcoming appointments, and any changes or cancellations.

C. COACHING PLANS

Your client will submit a coaching plan before each of your sessions together and a follow-up after. These allow you to keep
your coaching targeted and on track. You can add comments, and your client can comment in response. Before your session
you can take notes to prepare yourself and remind yourself of your client's focus and goals. During your session you can take
notes and assign coaching tools. You can also send a session summary to your client with the click of a button.

D. GETTING TO KNOW AND USE COACHING TOOLS

You can make use of a range of coaching tools to help your clients reach success faster and get more from the coaching
process. Try assigning journal topics, homework, goals, assessments and resources. Each coaching tool allows you to
motivate, focus and progress your clients more efficiently and effectively. Monitor your coaching by creating customized
feedback surveys, helping you keep your coaching right on track.

E. ONLINE COACHING

It’s easy to engage in online coaching using the dashboard tools.

F. GROUP COACHING

You can add group coaching to your repertoire to expand your client base and service offerings.
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Coaching management on your dashboard

The Client and Coaching Management link in your dashboard is where you will go to administer your coaching (under the
Manage Clients & Courses drop down menu). When you click the link, you will see all your clients listed on the left hand side
of the screen. Clicking on a client name will expand the list so you can administer their settings, make appointments, and
assign coaching tools such as goals and journaling.
[ o Gac

NANGSIMENT

A ——
W |

If you don’t see any clients listed here yet, all you need to do is add your current clients! Click "Add new client" on the left
hand menu of this page, or use the link on the Welcome page of your dashboard. In the meantime, you can easily create and
manage coaching tools from the Coaching and Course Tools link in the Coaching & Course drop down menu.

- COUNEE TOIE
COUAeE TOOLE
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A. THE WELCOME PACKAGE
WHAT IS A WELCOME PACKAGE?

Welcome your clients to coaching with your welcome package, which will be sent out automatically after a client purchases
coaching with you. Your welcome package will contain a welcome letter, a personal information form, a coaching information
form and a coaching agreement. You can also add any of your other assessments or resources. You can customize your
welcome package however you'd like.

The coaching information form allows you to get an overview of the areas of strength and challenge for your client, to let you
focus your coaching. You can customize both personal and coaching information forms.

HOW DO | USE AND CUSTOMIZE MY WELCOME PACKAGE?

It’s easy to edit any part of your welcome package. Just access Coaching and Course Tools, located under the Manage Clients
& Coaching drop-down in your dashboard menu. Then choose Welcome Package Forms from the left hand menu.

WASAND L COUREES  EFERTAC

SO0 195 RS VAT
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Customizing your welcome package

1. You can edit your welcome package in two ways.

a. You can edit the default welcome package. This is the package that is sent out by default if you haven’t
specified anything else to take place.

DEFAULT WELCOME PACKAGES

b. Alternatively you can change the welcome package for specific offerings, for instance by customizing the
welcome letter or including different questions on the coaching information form. Click on the offering
name in the area called Customized Welcome Packages at the bottom of the page, and the list of items in
your welcome package will drop down.

CUSTOMIZED WELCOME PACKAGES

2. To customize the welcome package, click on the item you wish to edit. The current version will drop down. Click Edit
to edit the item.

20

www.lifecoachhub.com



O The welcome letter and coaching agreement will reveal a WYSIWYG box where you can add formatting to

your letter and change the text.

WELCOME LETTER

COACHING AGREEMENT

The personal information form and coaching information form will reveal a list of questions and question
types. By clicking Edit you can change the question and/or select a new question type. To delete the
question, just erase all the text in the text box. You can also add additional questions.

PERSONAL INFORMATION FORM

-1
Home phane Vo't s s
Work phoss Shint arawey
CelV modie phone Fint arG v
t Skype name hort argwer
Strees Adcress ot acgew

O To add additional forms or resources, click the drop-down menu, next to Additional Form or Resource.
Check the boxes of all items you want included. You can create additional assessments and resources from

the Assessments and Resources page in Coaching and Course Tools.

ADDITIONAL FORM OR RESQURCE Schecr

ABSOSHTIONS N0 PC SO S

Viewing completed forms from your welcome package

The information your client submits on the personal information form and coaching information form will be visible

1.
from the client’s Portrait page in Coaching management. Click on your client’s name to expand the drop-down menu

and then select Client portrait.
= Active clisnts

- Emma Yatscn
Cliant settings

Cligntportat
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2. Your client’s personal information will appear on the tab marked Personal information. If this information changes
during your coaching relationship (for instance if they move or change their number), you can easily edit the
information by clicking Edit details.

PERSONAL INFORMATION  COACHING INFORMATION

3. Your client’s coaching information will appear on the tab marked Coaching information.

PERSONAL INFORMATION  COACHING INFORMATION

4. Answers to any other assessments will be visible to you in the Assessments and Resources page of Coaching
Management for that client.

COACONG K COURSEE  DeoeRy OowT Howawors and 1isks

Assassments and
MEDITCeS

Faradhack
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B. MAKING APPOINTMENTS
MAKING AN APPOINTMENT

Your online coaching platform allows you easy and intuitive scheduling of all your coaching appointments and alerts. You can
add either one-off or recurring appointments. You can add a new appointment from either the View Calendar tab or the

Appointments tab in the Calendar.

Making an appointment
1. Onthe View Calendar page, press New Appointment. On the Appointments tab, press Make an Appointment. A

window will pop open.

VIEW CALENDAR APPOINTMENTS

VIEW CALEMDAR APPON
& Today's agpo-rtmants

© New rhvenl  Avalabl M
agpee ' ex

Make an 2pponYrenL

2. Choose the client you want to make the appointment with from drop-down list.
Vith ~Seloct- -
3. Choose the starting time, finishing time and date from the list.
IErok®suny o9 2 (e 2 lam oz ognotweha (w2 @ 2 AN on

4. Choose whether this is a single appointment or if it will occur repeatedly (every day, every week, every two weeks,
once a month or every two months). If it repeats, then select the ending date.

Itw!loen.e (3 Concly @ Rupsdudly
(= Ewrydsy () Ewerwoek () Evarybwcweses () Cowmamonh () Every we manlis
urel -

Where your appointments will show up after you schedule them

1. You can see your appointments on two pages of your Calender. On the View Calendar page, all appointments will be
listed (select Day, Week or Month view). They will also be listed on the Appointments page. From here, it’s easy to

Change or Cancel any appointment.
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2. Inthe Appointments and Coaching Progess page of Coaching Management, your scheduled coaching day and time
will populate the list of appointments. You can check here to view your client’s Coaching Plans when they are

complete, plan your sessions and send session notes.
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3.  From their Coaching Pad, your client will see their upcoming sessions in a number of places.

a. Your client will be alerted to their next appointment in the top section of their Coaching Pad. They will also

receive an email alert.

lﬁ:ﬁ.’ MNAXTGADCIOEAT &9 ShH 202 B S84
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b. Your client will be able to see a list of their coaching sessions and the status of their Coaching plans in the
Coaching Appointments tab of their Coaching Pad.

1 Upcaming snd ezt npparmimeris
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d. Alsoin this tab, your client will be able to view and post their Coaching plans, take notes and create action
items, by selecting the relevant appointment date from the drop-down menu.

YIEEW AMD POS™ COACHING PUANS AVD PROGRESSRIPORTS
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CHANGING OR CANCELING AN APPOINTMENT

You can change or cancel any appointment.

Changing an appointment

1. Onthe Appointments tab, click Change next to the appointment you would like to change.
JEWCALENDAR  APPIINTUENTS  COURSE SESSOMS  TODO

Date Tiee Duwtion Clant Arbiar

2. Select the new start time, end time and/or date.

Cancelling an appointment
1. Onthe Appointments tab, click Cancel next to the appointment you would like to cancel.

Duto Time Duration Clent Aclon

| Sep 2012 S0 Bomntes ANosanira Lviug

2. Confirm the cancellation.
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SETTING ASIDE AVAILABLE BLOCKS OF TIME

Available blocks of time are times that you have set aside when you are free to see clients, even if these times have not been
booked with appointments. There are two reasons to set aside available blocks of time. First, prospective clients can book a
free initial consultation with you during these times, which is a great way to get new clients. Secondly, your clients can change
an appointment if the time not longer suits them, and move it to one of your available times.

1. Atthe top of the View Calendar tab, click the button “Available block of time”

VIEW CALENDAF APFOINTMENTS GOVASFE SEG3

Kow 2200 “merl e |9b|¢ acckctime =rrt

2. Choose the start time, finish time and date from the list.

d Ve o sam at o =S e s M 3 adhnal o 32 o 3 M s o |

3. Choose whether this block of available time is a single occurrence or if it will occur repeatedly (every day, every
week, every two weeks, once a month or every two months). If it repeats, then select the ending date.
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C. COACHING PLANS
WHY SHOULD | USE COACHING PLANS WITH MY CLIENTS?

When you're coaching your clients, you want to set goals, keep your client focused, demonstrate the power of coaching, and
track progress. Using coaching plans with your clients help you to do all of these things.

1. The Coaching Plan. By completing a coaching plan before a session, your client will be able to talk about their
accomplishments and challenges since your last appointment together, and their priorities for the coming session.
This lets you focus in very directly during your coaching session on the areas that need work, letting you keep your
coaching sharp and to the point. Coaching plans are the best tool for keeping your coaching sessions on track,
keeping the big picture in mind, and keeping your clients motivated and moving toward their goals.

2. The Follow-up. After your session together, by completing a Follow-up, your client will be able to commit in writing
to the goals and action items you have discussed together. This keeps them on track and motivated to succeed. Pair
your client's Follow-up with goals, homework assignments, and journaling that you assign for the client to follow
through on these commitments. In their follow-up, clients can also ask any questions they may have that weren't
addressed, and give you valuable feedback about the session. You can also ask your client to reflect on their greatest
insight from your session. This allows them to continually see the power of coaching in their lives.

You can comment on any of your client's responses to both the plan and follow-up to keep coaching alive, interactive and
dynamic.

For online coaching, the process is similar. Your online coaching clients will submit Coaching Progress Reports at agreed upon
intervals, answering the same types of focusing questions. Since there are no coaching calls in between reports, Coaching
plasn are even more central to your coaching together. You can comment on your client's answers and they can comment
back, allowing for a deep online interactive presence in their lives. Gear the assignment of your other coaching tools to your
client's answers.

Rather than depending on the cumbersome process of email, the Coaching management area of your dashboard and your
client's Coaching Pad will make the process of submitting, reading and commenting on their Coaching plans flow seamlessly.
You can of course customize the coaching plan your clients will receive on their dashboard in any way you want, according to
your own coaching preferences.

HOW DO | USE COACHING PLANS WITH MY CLIENTS?

Using Coaching Plans for Private coaching

1. Click on your client's name under Coaching management to reveal the drop-down list. Click on Private, under

Appointments and coaching progress.
COATNG ECOSES  EXPERTCONT
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The list of your appointments with your client will show up, based on the appointments you have made together. If
you don't have any appointments yet, click the button "Make an appointment."

e e Wi on snne ~Nron

22 Nay 208 100 MW UMt
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The status column will display whether or not the Coaching plan and Follow-up have been completed by your client.

Click on the link "Coaching plan and follow-up." It will drop down to reveal the following:

O The Plan for the upcoming session. This shows the questions from your coaching plan, and your client's
answers. You can comment on any answer and receive comments back from your client. Just click the

Comment link

D06 AM 8w
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0 Underneath the Coaching plan is an area called My Plan and Private Notes from the Session, which we
discuss below.

O At the bottom is the Follow-up from the session. This shows the questions from your Coaching plan Follow-
up and your client's answers. Again, you can comment on any answer, and your client can comment back.

FOLLOW-UP FROM THE SESSION

Using Coaching Plans for Online coaching

1.

Click on your client's name under Coaching management to reveal the drop-down list. Click on Online, under
Appointments and coaching progress.

DFIW;‘Z:WU DXPUAT CONTH
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The list of your online sessions with your client will show up, based on your regularly scheduled coaching progress
report dates. The way online coaching works is that rather than having live sessions (either over the phone or in
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person), your client will have specific times for reporting about their progress. You can then coach them online by
responding directly to their coaching progress report, as well as assigning other coaching tools.

Offering name Date progroess due Status

Salmon's ondew coaching LA,
0% dn 2092

Saman's Onkew QoM
D8 Jun 2012

Click "Edit progress report days" to change the regular days your client should be reporting on their coaching
progress.

PEIATE CORGHING ONLINE COACHING

B0 Ectocgrrctiotdsys  Edesscch mgpkr

3. The status column will indicate whether or not the Coaching progress report has been completed by your client.

4. Click on the link Client progress. It will drop down to reveal the folowing:

O The Plan for this progress period. This shows the questions from your Coaching progress report plan, and

your client's answers. You can comment on any answer and receive comments back from your client. Just
click the Comments link

Offering name Cate progress doe Status

ANSION 'S 1088 MENSgOME oS ofline 19 Sep 2012 P compieec on !

PLAN FOR THIS PROGRESS PERICD

What have been your acoom

0 Underneath the Coaching progress report is an area called Private notes. This is where you can take notes
about this progress period, which will be saved for your future reference

PRIVATE NOTES
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HOW DO | USE COACHING NOTES WITH MY CLIENTS?

Most coaches like to take notes before, during and after their coaching to keep their clients on track, and to keep themselves
focussed. Your system allows you to do this effortlessly. Having online records of your coaching also allows you to search
easily through your notes at any time to remember key moments in your client's coaching journey.

My Plan and Private Notes from the Session

Under your client's Preparation for the Upcoming Session, you'll see a section called My Plan and Private Notes from the
Session. This is divided into three sections:

1. Preparation for our session. In this section you can write your client's current focus, goals and possible obstacles
they may encounter. Doing so you'll be able to refresh your memory and stay on top of your client's progress.

2. Session. Here you can take your own private notes during the session, and take note of any action items the client
has committed to.

3. Take aways. You can jot down here your client's key insights from the session, You can also make a plan for any
coaching tools you'd like to assign or plan the next session.

Prefill function

To make it easier for you and cut down on your typing, we've created a feature where, for every session after the first, you
can choose to prefill all fields with your notes from the previous session. You can of course edit these freely, but this could
save you from tedious cut and pasting, or having two browser windows open while you review last session's notes.

Just click the button "Prefill" at the top of the section.

Post Session Summary and Coaching Tools For Client

We have made it super easy to assign tools and send a session summary to your clients.

Assign coaching tools. To assign a coaching tool, such as journaling, action items, goals or an assessment, just click
the drop-down menu under Assign coaching tools, and choose as many tools as you would like to assign. The list of
assigned tools will appear underneath.

Create a new tool to assign. To create a new tool to assign, select the type of tool you'd like from the drop down
menu. You'll be taken to the page in a new tab to create your tool. You can assign it from that page, or return to the
Appointments and Coaching Notes page.

Send a summary of your session. To send a summary of your session, type your notes in the empty box and then
click the button "Send to my client."

HOW DO | CUSTOMIZE MY COACHING PLANS?

You can easily customize the Coaching plan for both your Private and Online coaching.

1. Click on Coaching and Course Tools under the Coaching & Courses drop-down on your dashboard menu. Select
Coaching plans from the left hand menu.

CMCEA EOMIRE]  RANET SOATRE

Welcome package forms
CORLHAE MUSEELEN
COURSE WARNAVER] Coashing plans
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30

www.lifecoachhub.com



2. Click View/edit Coaching plan next to Private Coaching or Online Coaching. Then click Edit. You can change any
questions by changing to text. To delete a question, just erase the text. Press Add additional question to insert
another question. Press Save coaching plan to Save.
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ONLINE COACHING PLAN  » wiew s oot cior

PRIVATE COACHING PLAK * Wiow ! ok ol

Man for the upcoming sssxion ‘ [ =1
VTR SO0 OO 308 0000 LAWY S O K 3 ian?
Vilad meevw tear yuur S e ged Mrow it led weaese

Vol aved sre Bee o 122 00 v 0w reod sarsion?

Fali p fram the

Vol are pop prv e ol cur oae eaedseY

N e 200 20800 e e okl cur ot s on?
Vel s bear puur gy, aeadr. (ioe oo ssses?
Copos tase Aty soeaizom adier oor asma e

o pnn raen avy i anct the ravslon?

PRIVATE COACHING PLAN * Vow ok piar

Plan for the upcoming session

What have oeen your accomplisheresls siece our fast session?
What hane 2000 your challarges Since our last session™

SRt e b yeu se e oo oo o oo et e

Y p—

www.lifecoachhub.com



D. GETTING TO KNOW AND USE COACHING TOOLS
WHAT KIND OF COACHING TOOLS ARE AVAILABLE FOR ME TO USE?

The best part about your coaching software is the wide variety of tools and forms that you can use in your coaching practice.
These help you to be more effective in your coaching, and allow you to stay more organized as your practice grows. You and
your coaching business have access to the following great coaching tools:

i. JOURNALING. Journaling allows you to assign thought-provoking topics for your clients to write about. Journaling has been
shown to be effective in a number of regards, including providing focus, improving health, and reaching goals more quickly.
You can assign journal topics, see how your client responds, and leave comments.

ii. GOAL-TRACKING. Help your clients reach their goals faster. Chart and measure their progress toward success using the
goals tool. Your client can give you regular progress reports towards their goals, and read your comments, keeping them
motivated and on track.

iii. ACTION ITEMS. Ask your client to take action by assigning specific, measurable tasks. Relate these to the coaching work
you are doing together. Your clients will report on their progress, creating entries you can view and comment on.

iv. ASSESSMENTS AND FORMS. Create your own assessments and forms to gather information about where your clients are
and where they would like to be. Assessments take a reading of the current terrain—where your clients are at right now. They
also allow you to plot a clear plan of action in your coaching to see where your clients want to be and how you can help them
get there.

v. RESOURCES. You may have additional information you want to pass onto your clients. You can do this easily from your
dashboard. Collect and keep track of the extra resources you send out regularly in one easy location. You can upload any kind
of document, and you can even create resources yourself from scratch. Then just assign them to the clients you want, when
the time is right.

vi. FEEDBACK SURVEYS. Gather immediate feedback on what is working and what needs improvement in your coaching so
you can adjust accordingly, and keep your client on the path to success. You can tailor individual surveys on all the criteria
that are important to you, and re-use these multiple times.
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i. JOURNALING
WHY USE JOURNALING IN MY COACHING?

Journaling allows you to assign thought-provoking topics for your clients to write about. Journaling has been shown to be
effective in a number of regards, including providing focus, improving health, and reaching goals more quickly.

HOW DO | USE JOURNALING?

It's easy to pass the benefits of journaling on to your clients in a way that is easy for you to administer and respond to. To use
journaling with your clients, all you need to do is create a journal topic and assign it to your client. Your client will be able to
post entries that are private or share them with you. You will be able to comment on any entries. Your client can have as
many journal topics going at one time as you like, and continue to write on them for as long as they choose.

Creating Journal topics

1.  You can create journal topics in one of two ways

a. If you already have coaching clients registered, you can go A R
directly to Client and Coaching Management (under O MANRGEVN
TCALONG AND COURGR TO0LY

Manage Clients & Coaching in your dashboard drop-down
menu). Here you will see a list of your Active clients,
Inactive clients and Prospects. Clicking on any name will
drop down a range of tools, including Journal.

Click on Journal topics. From this window, you can create
and assign journal topics.

b. Oryou can create journal topics from Coaching and COMCHING AND
Course Tools (also located under Coaching and COURSE TOOLS

Courses). Just click on Journal topics in the left hand DRSO
panel o

(SerNG D CORE YO8

2. No matter which page you choose, there will be a button in the main box saying "Add journal topic." Click this button
and an area will drop down where you can create your journal topic.

JOURNAL TOPICS

1 {'}» + Add joumal pe

phaSSre,
4
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Choose a title and write a description. This is what your client will see when responding to the journal, so explain
clearly what you would like the client to accomplish with this topic. You can also choose to group your journal topics
into categories for your own private use. You can create additional categories at any time by typing into the field
marked Category.
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3. All your journal topics created for either coaching or courses will be listed in the table so that you can easily assign
them to multiple clients and courses. You can sort these to display in any way you like.

Editing Journal topics

1. You can edit your journal topics by clicking the link View/edit journal topic then selecting Edit. After making your
changes, you have two options. If you select Edit all instances of topic, then everywhere you have already assigned
the topic, the changes will show up (so use this with caution as it may be confusing if the changes are not minor). If
you choose Save a new version of the topic, your edits will create a new version of the topic.

Title Category
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Assigning Journal topics

1. You can assign a journal topic from the Coaching Management page. Just click on the client's name you want to
assign the topic to from the list of your clients on the left-hand side of the page, and then select Journal topics from
the drop-down menu.
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2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
client will be able to see your journal topic.
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You can also assign journal topics (and any other tools) from the Appointments and Coaching Notes page, under the entry for
that appointment. You can do this during your coaching sessions to really streamline the process, and keep you on top of your
client's progress.
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What does my client see from their dashboard?

1.

Your client will be able to read your journal topic and create entries from the Coaching Pad in their dashboard. They
can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting,
you will be able to see they wrote and entry but not read it.
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How do | read and respond to client journals?

1.

Check your Progress Stream. Click on the big green button on your
welcome page, or on "Progress Stream" under Coaching and Client
Management in the main menu. Here you can see a snapshot of your
client's progress, to easily keep track, measure responsiveness, and
comment effortlessly. You can also filter easily by client, course, tool O NATAG LA L A GA NG
type or topic title, so that you can hone in more directly on client MARAGT TOUIRSTS AAD BN IPS
progress on a particular issue. You can also search for all entries

related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!
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Click comment below any journal entry to leave a STEEN

comment. Clients can comment back, and this way you o o s s ST s T T T
can have a productive coaching exchange even between e e
sessions (and this is a perfect way to conduct online
coaching).
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2. You can also read your client's journal entries from the Client Journal tab under Journal in Coaching Management
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To comment, just click the Comment link. Clients can comment back, and this way you can have a productive
coaching exchange even between sessions (and this is a perfect way to conduct online coaching).
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ii. GOALS
WHY USE GOALS IN MY COACHING?

Coaching is all about helping your clients close the gap between where they are and where they want to be. Setting goals and
charting progress toward these goals is crucial in order to help your clients know what they want, to create the motivation to
achieve their aims, and to create a clear, actionable path to get there.

HOW DO | USE GOALS?

Goal tracking is easy and enjoyable. Either you or your client can set goals. If you want to set a goal, all you need to do is
create a goal and assign it to your client . Your client will be able to post reports about their progress towards their goals
(either private or shared). You will be able to comment on any entries. Your client can have as many goals going at one time as
you like, and continue to work towards them for as long as they choose. You can set milestones, a target date and a reward if

you like.
Creating Goals
1. Once you have a coaching client registered, access Client and Coaching Management (under Manage Clients &
Coaching from the drop-down menu). Here you will see a list of your Active clients, Inactive clients and Prospects.
Clicking on any name will drop down a range of tools, including Goals. From this window, you can create and assign
goals.
TG BAEV YT
R U L
JIROANE V8 CRSNE TLY
2. Click on the button at the top that says "Create a goal." An area will drop down where you can create your new goal
for this client.
oS
:‘_‘ﬁ & lrde apen P4 neti enovrs
Choose a title and write a description. -
You can provide a target date if you want, or choose to make this an
Ongoing goal. You can also add a reward that you encourage your
client to enjoy when they complete their goal.
If the goal is fairly large, you might want to provide milestones along
the way with optional target dates for these as well. These should be
arranged in chronological order leading up to the goal target date.
You can add as many milestones as you like—simply click Add Mistns 1 sl
additional milestone. z e
A& S Ol
Saw roe gl Cancel
Editing Goals

You can edit your goals by clicking the link View/edit goal then selecting Edit. After making your changes, click Save.
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Assigning Goals

Goals are specific to your individual client, so they won't show up in any of your other coaching or courses. In the column

marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your client will be able to see
your goal.

= Title Target Date Assign Date
I>: ARCOMA TR 0 tara it » L
rohus Assign
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You can also assign goals (and any other tools) from the Appointments and Coaching Notes page, under the entry for that

appointment. You can do this during your coaching sessions to really streamline the process, and keep you on top of your
client's progress.
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What does my client see from their dashboard?

1. Your client will be able to read your goal and create progress reports from the Coaching Pad in their dashboard. They
can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting,
you will be able to see they wrote and entry but not read it.
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2. Your client can also create their own goal. If they do so, these goals will also show up in the Goals page of your
Coaching management for this client.

How do | read and respond to goal progress reports?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any goal progress report to leave a comment. Clients can comment back, and this way you can
have a productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).
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2. You can also read your client's progress reports toward their goal from the same page where you created the goal
(the Goals page in Coaching management).

Journal
Jourral topics
Client journal
Goals
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3. Your client will update the status and add details of their progress toward their goal from their dashboard. Click
"View goal progress" to review the details your client has provided about their progress, any setbacks they have
encountered, and so on. When they have reached their goal, they can mark it as Achieved, which will be noted in
their progress report, and change the status of the goal.
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4. To comment, just click the Comment link. Clients can comment back, and this way you can have a productive
exchange regarding your clients' goals, keeping them motivated and on track.
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iii. ACTION ITEMS
WHY USE ACTION ITEMS IN MY COACHING?

The key benefit of coaching is in helping clients to create new strategies, behaviors and perspectives. Asking your client to
take action is critical in this process, and creating action items is the perfect way to make taking action concrete for your
client. Once your client commits to taking action during your session together, either you or your client can create that action
item.

Your clients will report on their progress, creating entries you can view and comment on. This creates accountability, giving
clients the push they need to follow through on their commitments and take action towards reaching their goals. Action
items have been shown to improve client commitment to their goals. If clients commit to a task, they will have more of an
investment in their coaching outcomes.

HOW DO | USE ACTION ITEMS?

It's easy to get your clients to follow through on their action steps. All you need to do is create an action item and assign it to
your client. Alternatively, your client can do so from their own Coaching Pad dashboard. Your client will be able to post
reports about their homework progress (either private or shared). You will be able to comment on any entries. Your client can
have as many homework assignments going at one time as you like, and continue to work towards them for as long as they
choose.

Creating Action Items

Go to Client and Coaching Management (under Manage Clients & Coaching from the drop-down menu). Here you will see a
list of your Active clients, Inactive clients and Prospects. Clicking on any name will drop down a range of tools, including
Action Items.

Click on Action items. From this window, you can create and assign action items.

. . . . . . ) HOMZWORK AND ACTION ITEMS
There will be a button in the main box saying "Create action item." Click this

button and an area will drop down where you can create your action item.
+ Cresiln Fornownrk

Choose a title and write a description. This is what your client will see when

responding, so explain clearly what you would like the client to get from

completing the action item. You can also choose to group your action items into categories for your own private use. You can
create additional categories at any time by typing into the field marked Category.
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Similar to goals, action items are unique to each client, so you'll only see the action items for that client on their Action Item
tab.
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Editing Action Items

You can edit your action items by clicking the link View/edit action item then selecting Edit.
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Assigning Action Items

1.

You can assign action items from the Client and
Coaching Management page. Just click on the client's
name you want to assign the action item to from the list
of your clients on the left-hand side of the page, and
then select Action items.
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In the column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
client will be able to see your assignment.
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What does my client see from their dashboard?

Your client will be able to create action items, and respond with progress entries from the Coaching Pad in their dashboard.
They can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting, you
will be able to see they wrote and entry but not read it.
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How do | read and respond to progress reports?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any progress report to leave a comment. Clients can comment back, and this way you can have
a productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).
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2. You can also read your client's progress toward their action item from the Action items page in Client and Coaching
management).

Boals

Homework and action
itams

Asscssments and
resources

3. Your client will update the status and add details of their progress toward their action item from their dashboard.
Click "View progress" to review the details your client has provided about their progress, any setbacks they have
encountered, and so on. When they have completed their action item, they can mark it as Achieved, which will be
noted in their progress report, and change the status of the action item.
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4. To comment, just click the Comment link. Clients can comment back, and this way you can have a productive
exchange regarding your clients' action plans, keeping them motivated and on track.
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iv. ASSESSMENTS AND FORMS
WHY USE ASSESSMENTS IN MY COACHING?

Gather information about where your clients are and where they would like to be. Assessments take a reading of the current
terrain—where your clients are at right now. They also allow you to plot a clear plan of action in your coaching to see where
your clients want to be and how you can help them get there.

You should use forms and assessments throughout your entire coaching relationship. When first getting to know a client,
assessments can be used to plot out a variety of areas, such as a client's values, their goals for the next six months or their
personal mission statement. You can use these to guide your coaching work together.

Along your coaching path, you should continue to administer assessments, targeted towards particular action items. For
instance, if your client is struggling with finding a balance between work and life, you might want to set a Value clarification
assessment to help them figure out where their values lie and if they are aligned with their current lifestyle. If a client is
struggling with stress from having too much to do, you could create a Priorities and Time management assessment which
charts where they spend the majority of their time, and whether it is aligned with their values and priorities.

In essence, the possibilities are endless. Assessments help you and your client pinpoint obstacles, challenges and
opportunities in your client's path towards achieving their goals. Coaching assessments are so valuable because they allow
your client to assess themselves, measure their own progress, and thus become a better partner towards their own success.

Even better, you receive the responses directly in your dashboard. You can easily comment on the assessment to further your
client's coaching work. You also have a permanent electronic archive for easy accessibility, letting you track your client's
changing values and priorities easily.

HOW DO | USE ASSESSMENTS?

You can easily create your own personalized assessements and forms which you can assign to clients . Your client will be able
to post answers to your assessments, and you will be able to comment on their responses.

Creating Assessments and Forms

1. You can create assessments in one of two ways.
s
a. If you already have coaching clients registered, you can T —

go directly to Client and Coaching Management (under ot v
Manage Clients & Coaching from the drop-down menu). St e s
Here you will see a list of your Active clients, Inactive
clients and Prospects. Clicking on any name will drop
down a range of tools.

ACELLERINTE ARG FCNRG nesonsce

Click on Assessments and Resources. From the COAGH NG ASD
o COMSE 0.
Assessments and Forms tab, you can create and assign
Assessments. S s
AL AT N
SRS A RN 9002

b. Oryou can create assessments from Coaching and
Course Tools (under Coaching and Courses). Just click on
Assessments and resources in the left hand panel.
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2. No matter which page you choose, there will be a button in the main box
saying "Create an assessment." Click this button and an area will drop down
where you can create your assessment.

ASSESSMENTS RESOURCES
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Choose a title and write a description. Give any instructions here that your
client will need for responding to the assessment. You can also choose to group your assessments into categories for
your own private use. You can create additional categories at any time by typing into the field marked Category.
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3. Next, create your questions. These can be in the form of Yes/No, short answer, paragraph or multiple choice. If you
choose multiple choice, create each alternative your client can choose from. You can create as many questions as
you like—just click on "Add additional question."
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4. All your assessments created for either coaching or courses will be listed in the table so that you can easily assign
them to multiple clients and courses. You can sort these to display in any way you like.

Editing Assessments and Forms

You can edit your assessments by clicking the link View/

edit assessment then selecting Edit. After making your ey Cstagny o e o
changes, if you select Save edited assessment, the Piiipyead Engleamenn : Doy £ e
assessment will be edited with your changes (this Ib A
option is only available if the assessment hasn't been I i >
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Assigning Assessments and Forms

1. You can assign assessments from the Coaching
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want to assign the assessment to from list of your clients on the left-hand side of the page, and then select
Assessments and resources from the drop-down menu.

2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your

client will be able to see your assessment.

Prortas and Tars Mana gement

Categary Assign Date Status

- J NOT IS Nea

You can also assign assessments (and any other tools) from the Appointments and Coaching Notes page, under the entry for
that appointment. You can do this during your coaching sessions to really streamline the process, and keep you on top of your

client's progress.

What does my client see from their dashboard?

Your client will be able to respond to your
assessments from the Coaching Pad in their

dashboard.

www.lifecoachhub.com

W CORLAING APPOINIMENTS MY JUSNAL  NY GOALS MY HUMEMUHS

Anreanmants | eicireis

MIEWARD COMMETE A2BE22UENTS

Promidensans Torw Ve 3

Statuk: Auberind 20 Sop 126 502 A

1788 SSas s NE vl Dol »C %0 Tk alOUTAN S AU DO LERIN Ndw U genc
AR S e ira A0 AN SA hace | 0 Uz

PRICEUTINS AND TIWE MANAGRMENT

Loat tae 1h nge Boat yau feal are oottt far pau o de daring yaur day

LO08 the Thwe 30 9viBes Lot g wp the prealast prope or <f your Swe

MY ASSCESNONTS
& FESORACES

47



How-+ do | view completed Assessments and Forms?

1.

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any assessment to leave a comment. Clients can comment back, and this way you can have a
productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).

You can also read your client's responses to your

assessments from the same page where you created the :W"*ﬁ““'l‘" ROPTHT O Homswmork s sclion
assessment (the Assessments and resources page in T 2| o
. CLACENG \dada AT | fosresrme s wud
Coaching management). RSN pHELte
mmm’ Frar~ark

Once your client has submitted the assessment, "Client's
responses pending" will change to "View client's responses." Click on this link and the questions and answers to the
assessment will drop down.
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4. To comment, just click the link Comment on client's responses at the bottom of the assessment. Clients can
comment back, and this way you can have a productive exchange regarding your client's self assessment, drawing
out meaning from their responses, and using it to further your client's success towards their goals.

PRIORITIES AND TIME MANAGEMENT
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v. RESOURCES
WHY USE RESOURCES IN MY COACHING?

You may have additional information you want to pass onto your clients. You can do this easily from your dashboard. Collect
and keep track of the extra resources you send out regularly in one easy location. You can upload any kind of document, and
you can even create resources yourself from scratch. Then just assign them to the clients you want, when the time is right.

HOW DO | USE RESOURCES?

You can easily upload documents or create your own resources which you can then assign to clients.

Creating and Uploading Resources

1. You can create resources in one of two ways.

a.

If you already have coaching clients registered,
you can go directly to Client and Coaching
Management (under Manage Clients & Coaching

COAZ ) & (lus s

DOPEAT COaY

Homework arc mclian
: Hoa
COMCHAG VA EEVENT

: Asaesaments and
f'rom the drop .dowr.1 menu). Ht.are yc.>u will see a : . ; Eamdin
list of your Active clients, Inactive clients and COMCHAG A8 03958 TOLE PP
Prospects. Clicking on any name will drop down a
range of tools.
AREERSMENTS AND FORME  RENOUSLES

Click on Assessments and resources. From the
Resources tab, you can create and assign
resources.

Or you can create resources from Coaching and Course Tools (under the Coaching and Courses drop down
in your dashboard menu). Just click on Assessments and resources in the left hand panel, and chose the
Resources tab.

COACHING AND
COURSE TOOLS
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2. No matter which page you choose, there will be a button in the

main box saying "Create or upload a resource." Click this button

ASSESSMENTS RESQURCES

and an area will drop down where you can create your resource.

+ Create erugplead & rescurce
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Choose a title and write a description. You can also choose to group your resources into categories for your own
private use. You can create additional categories at any time by typing into the field marked Category.

3. Next, you can either upload documents or create a resource.

a. Use the WYSIWYG editor to create a new resource in fully formatted HTML that will be available right in
your client's coaching dashboard. Just enter your text in the box as you would if you were creating a text
document. You can choose font styles, sizes, colors and any other features you would with a normal word
processor. You can also add links and insert images. You can even create anchors to link different sections
within the resource. For advanced layout, use block quotes, bullets, indentation and tables. Hover your
mouse over an icon to find out what it does.

CMaLT VOLT IO 5 05 2 YWY SIAWS et

b. Alternatively, you can upload a document to make available to your clients.

OR upload a document below
Docommnt e 5;(?'001C .‘Ik:l' Yo S'2 chosen

4. All your resources created for either coaching or courses will be listed in the table so that you can easily assign them
to multiple clients and courses. You can sort these to display in any way you like.

Editing resources

You can edit your resources by clicking the

link View/edit resource then selecting Edit.

After making your changes, if you select Save @’

edited resource, the resource will be edited G s @

with your changes. If you choose Save new Owaxpron
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Assigning resources

1. You can assign resources from the Coaching Management page.
Just click on the client's name you want to assign the resource to
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from the list of your clients on the left-hand side of the page, and then select Assessments and resources from the
drop-down menu. Select the Resources tab.

2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
client will be able to see your assessment.

L MLF fockerrg Iachriques L= 3 Notegzgned

N ABsign
F VIAR I EC | RECLICH

You can also assign resources (and any other tools) from the Appointments and Coaching Notes page, under the entry for that
appointment. You can do this during your coaching sessions to really streamline the process, and keep you on top of your
client's progress.

What does my client see from their dashboard?

Your client will be able to access your resources from the Coaching Pad in their dashboard. Resources will display in the same
fashion as you see them in your own dashboard window.

PPOINTMENT UNMAL GOAL MY HOMEWOERE & MY ASSESSMENTS
ot e B d — § ACTION ITEMS & RESCURCES

Assessments Resources
VIEWRESOURCES
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vi. FEEDBACK SURVEYS
WHY USE FEEDBACK SURVEYS IN MY COACHING?

Gather immediate feedback on what is working and what needs improvement in your coaching so you can adjust accordingly,
and keep your client on the path to success. You can tailor individual surveys on all the criteria that are important to you, and
re-use these multiple times.

HOW DO | USE FEEDBACK SURVEYS?

You can easily create your own personalized feedback surveys which you can assign to clients. Your client will be able to post
answers to your surveys, and you will be able to comment on their responses.

Creating feedback surveys

1. You can create feedback surveys in one of two ways.

) ) ) COAHAG L COLRSES FXMRY CONT
a. If you already have coaching clients registered, Assessnrntiy ord

you can go directly to Client and Coaching ey ee— fesnur;os
Management (under Manage Clients & O MANCIVENT toerhiek
Coaching from the drop-down menu). Here COAZHMD ANE CORSE TO0LE Invalcas
you will see a list of your Active clients, Inactive
clients and Prospects. Clicking on any name
will drop down a range of tools.

Click on Feedback. From this page you can create and assign feedback surveys.

b. Oryou can create feedback surveys from Coaching and Course Tools (under Coaching and Courses). Just
click on Feedback in the left hand panel.

St - COACHING AND
CTACNG VARALL VAT

COUSE WMWY

COACHIVG AMD COUMER TOCLS

2. No matter which page you choose, there will be a button in the main box saying "Create a survey." Click this button
and an area will drop down where you can create your feedback survey.

FEZDBACK SURVEYS

+ Creaic a survey
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Choose a title and write a description. Give any instructions here that your client will need for responding to the
survey. You can also choose to group your feedback surveys into categories for your own private use. You can create
additional categories at any time by typing into the field marked Category.
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3. Next, create your questions. These can be in the form of Yes/No, short answer, paragraph or multiple choice. If you
choose multiple choice, create each alternative your client can choose from. You can create as many questions as
you like—just click on "Add additional question."
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4. All your feedback surveys created for either coaching or courses will be listed in the table so that you can easily
assign them to multiple clients and courses. You can sort these to display in any way you like.

Editing feedback surveys

1. You can edit your feedback surveys
by clicking the link View/edit survey Mow @i 6o Gerera! feacne:
then selecting Edit. After making ‘ '
your changes, if you select Save

Not assigned

edited survey, the survey will be Hiw o 1357 » o
edited with your changes (this Destrgpoon
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Assigning feedback surveys

1. You can assign feedback surveys from the Coaching
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Management page. Just click on the client's name you want to assign the survey to from list of your clients on the
left-hand side of the page, and then select Feedback from the drop-down menu.

2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
client will be able to see your survey.

Tite Cakegory Aszsign dale Status
1 Hwwad da? CanamlfMatzans "3 Nrlaraiy en
Anzgn

r ViowcCitsa ey

1t

You can also assign surveys (and any other tools) from the Appointments and Coaching Notes page, under the entry for that
appointment. You can do this during your coaching sessions to really streamline the process, and keep you on top of your
client's progress.

What does my client see from their dashboard?
1. Your client will be able to respond to your feedback surveys from the Coaching Pad in their dashboard.

VIEW AND COMPLETE FEEDBACK

Mowr did 1 do? H
Status ©  Bgisulendmd vl

P e in e yonr feseftoses ns bhoas yon s nguending do fae wnceoan am doing egecher

What e you erjoyed aboul our coaching work together”

Whist ‘wauld yeu likg 1o ses diferet fer cur fulure ccaching werk?

S.brk

How do | view completed feedback surveys?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any survey to leave a comment. Clients can comment back, and this way you can have a
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productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).
OR

You can also read your client's responses to your feedback surveys from the same page where you created the
survey (the Feedback page in Coaching management).

Assasame1s ane
resluriee
Feadomck

Fwoices

Once your client has submitted the survey, "Client's responses pending" will change to "View client's responses.
Click on this link and the questions and answers to the survey will drop down.
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4. To comment, just click the link Comment on client's responses at the bottom of the survey.
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E. ONLINE COACHING
WHY SHOULD | OFFER ONLINE COACHING?

Online coaching is growing market. Offering online coaching opens up your repertoire and is appealing to a demographic who
wants accountability and motivation but prefers an online engagement style.

Online coaching is a great way to expand your services. You can cater to people who feel they are too busy for live coaching,
like the anonymity, require a lower price point, or simply are more comfortable using computers. You can coach more people
in less time, meaning you can offer your services to a greater range of people.

Online coaching is perfectly suited to your dashboard. The system is set up so that you can assign a range of coaching tools,
receive feedback from your clients, and comment back, engaging in an ongoing and stimulating online coaching process.

HOW DO | CONDUCT COACHING ONLINE?

Online coaching is similar to coaching with live interaction, except everything is done online. So instead of making
appointments to talk to your clients, you set up a regularly scheduled day when they submit a coaching progress report to
you. A coaching progress report is similar to the Coaching Plan and Follow-up that your offline clients complete, and asks your
online clients about their successes, challenges, action items and goals since the last time they reported progress to you. You
can then respond to each answer by clicking Comment.

This is where you can do your coaching work, asking powerful questions and helping to move your client forward towards
their goals. Your client can respond in turn, and you can have a meaningful coaching exchange, completely online.

In between coaching progress days, you can use all the other coaching tools to further their coaching progress. Assign
homework and action items to move your client forward; get your client journaling about issues that come up during your
regular coaching work; assign assessments to take a reading of where they are and where they want to be; set goals in
conjunction with your client to help them reach success; create and make available further resources; request feedback to
calibrate your coaching and target it to what your client needs.

Online coaching is a simple, effective way of helping clients, and is easily administered using your dashboard tools.

HOW DO | OFFER ONLINE COACHING IN MY CATALOG?

It's easy to engage in online coaching with your clients using your dashboard tools.

Creating an online coaching offering

Create an online coaching offering for your catalog. Click
Catalog under the Business & Shop dropdown in your
menu. Then select Add coaching from the left hand panel.
Create your coaching offering as usual, but make sure to
select ONLINE as the type of coaching (under the Settings
heading).

Adding your client's Coaching progress report day in Client settings
1. When your clients sign up with you, you can communicate with them using the Mail system. Set up a schedule for
when and how often you want your client to submit a Coaching Progress report.
O To enter this schedule, open up Coaching management. Then click on the client's name from the drop down
menu on the left hand side and choose Client settings.
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O Scroll down to the Coaching modalities heading. Click the Edit details button.

Then you can select a frequency (how often you want your client to submit their Coaching progress) and the
day it is due. Choose today's date as the Starting from date if your regular day and time starts immediately,
or else schedule it to begin in the future.

Where your online sessions will show up after you schedule your client's regular Coaching
progress day

1. Inthe Appointments and coaching progress page of Coaching management, click the Online coaching tab. Your

regularly scheduled coaching day and time will populate the list of sessions. You can check here to view your client's
Coaching Plans when they are complete.
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2. From the Coaching Appointments tab in their Coaching Pad, your client will see a list of dates when their Coaching
progress is due. Your client can select the relevant date in order to view and post their Coaching progress reports.
Scheduling your regular coaching day and time is important because it allows their coaching progress plans to be
available for them to complete in advance.
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GET STARTED COACHING ONLINE

Use and customize your Coaching progress reports

Review how to use and customize Coaching progress reports for your online clients in the Coaching Plans chapter of this
tutorial.

Make use of all the other coaching tools

Make use of the raft of coaching tools at your disposal to help your clients reach their goals faster. All tools enable rich,
meaning ful interaction which is completely online.

Journaling

Goal setting

Homework and Action items

Assessments and Forms

Resources

Feedback surveys

www.lifecoachhub.com

61


https://www.lifecoachhub.com/coach/welcome/coaching-tools-journaling
https://www.lifecoachhub.com/coach/welcome/coaching-tools-goals
https://www.lifecoachhub.com/coach/welcome/coaching-tools-homework
https://www.lifecoachhub.com/coach/welcome/coaching-tools-assessment-and-forms
https://www.lifecoachhub.com/coach/welcome/coaching-tools-resources
https://www.lifecoachhub.com/coach/welcome/coaching-tools-feedback-surveys

F. GROUP COACHING
WHY SHOULD | OFFER GROUP COACHING?

Group coaching is a terrific way to expand your repertoire and reach more clients. You can coach more people for a lower
price point with group coaching, making it an excellent way to reach those who might find private coaching too costly. You
can also offer online group coaching, which allows you to save even more time.

HOW DO | CREATE A GROUP COACHING OFFERING?

Group coaching works in a similar way to regular coaching, except instead of offering private coaching calls, you can either
offer group coaching calls, or eliminate live interaction in favour of online delivery.

To deliver group coaching using your dashboard, you just need to create a course and use the Course Management system.
Whereas Coaching Management facilitates interaction between you and one other client, Course Management allows you to
interact with multiple clients, to facilitate a group coaching experience.

You can do everything with Course Management that you currently do with Coaching Management, including assigning all the
coaching tools. You can also create HTML rich content called E-Modules that are delivered automatically to your course
members.

Create a course to offer as group coaching
fdd

Rdd rew rogc"ing

Create a course that you can offer as group coaching. Click Catalog under the

Business & Shop dropdown in your menu. Then select Add new course.

hdd rew courze
Plan your coaching calls Sl rwd st
Add the coaching calls that will be included with this group coaching offering. So Add rew soovier for
instance, if your group coaching lasts for three months and you want to have a call
every two weeks, add six coaching calls to the section called Course Content:

Coaching Calls. Each call should have a title and a description.

COURSE TONTENT CORSCHING DALLS
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Then choose your delivery interval. This can either be a regular interval such as weekly, or according to the specific dates you
select.
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If you offer each individual coaching call at more than one time, to suit people’s schedules, select “Manual selection.” Then
you can fill in three alternate times per call next to Date.

Coaching calls :
Coachingoall 1: Tile

Cate

=
% or’

You won’t be able to change the dates of your coaching calls after your group coaching offering starts, but you can post a
Course notice letting everyone know of the change.

Add your coaching call access details

Let your clients know how to access your group coaching calls. There are a variety of services online that will allow you to
make coaching calls or webinars available to a group of people. Convey the details your course members need to access these
calls in one of two ways:

1. If the access details for all your group coaching calls remain the same, you can include these details on the Add
course page in the section called Coaching call procedure. This information is not made public, but will only be
viewable by registered course members.

COHING CALL FRUCEC URE
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2. If the access details change for each call, enter the specific
. . . . . CILASE
details for each call using the Sessions page in Course MANAGELENT
management (after you have created your course). Click on @ Ao o
Course Management, under Courses & Coaching. Click on your e g miin

. YRS WANATAS YT
course name and then select Sessions from the left hand menu. ,
COACHAD AND COURE TOG.S :

a. Click View/edit coaching call under the Session title.
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b. The coaching call details area will drop down. Click the Edit link. You’ll be able to add or edit your Coaching
call number and procedure.
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Add E-modules, if desired

Courses also allow you to offer modular content delivered automatically to your course members. This can be in the form of
web content, audio or video. You might want to use this option, or choose simply to stick with coaching calls. To find out
more, read about Sessions and Creating Course Sessions.

Edit your coaching call information and assign coaching tools

You can use all the regular coaching tools in your group coaching, such as journaling, goal tracking, homework, assessments,
resources and feedback. You just need to assign the tools you want to your coaching call. Or alternatively, you can create E-
modules and assign coaching tools this way.

Adding Coaching tools to Coaching Calls

S Ly S

. . . e b P MINAZEM:EAT
To add coaching tools to your coaching calls, assign specific tools R
for each call using the Sessions page in Course management, #1550 MIBDANE .
after you have created your course. Click on Course CORCIAMAZI AN
L0AD N APE oW 1000

Management, under Courses & Coaching. Click on your course
name and then select Sessions from the left hand menu.

64

www.lifecoachhub.com


https://www.lifecoachhub.com/coach/welcome/course-sessions-e-modules-and-coaching-calls
https://www.lifecoachhub.com/coach/welcome/course-sessions-e-modules-and-coaching-calls-creating-course-sessions
https://www.lifecoachhub.com/coach/welcome/course-tools-journaling
https://www.lifecoachhub.com/coach/welcome/course-tools-goals
https://www.lifecoachhub.com/coach/welcome/course-tools-homework-and-action-items
https://www.lifecoachhub.com/coach/welcome/course-tools-assessments-and-forms
https://www.lifecoachhub.com/coach/welcome/course-tools-resources
https://www.lifecoachhub.com/coach/welcome/course-tools-resources

a. Click the View/edit Coaching call link under the coaching call you'd like to edit.

Swanion Nodmicxll & Seoricn bitle Dwlnomry din
Madz1 Sunng he comeraiin WOCTH1205 0
r Wk s YWeak
2 cxchirqaald Rzainn ssureadsnzhprauss S NCV 2012 1000
r WiwexhCoatingcd

]

b. The coaching call details area will drop down. Click the Edit link. You’ll see a section at the bottom of the drop-down
area where you can select and assign coaching tools. These will become visible and available for your group coaching
clients to respond to as of three days before the coaching call date. Let them know if you want them to start thinking
about the assignments before the call, or if they should wait until after listening to the call to get started responding.

You can make available any of your coaching tools to complement your coaching calls.
0 Include access to additional resources you have created or uploaded.
O Assign an assessment or form to go with this topic.
O Assign action items or homework to allow course members to put the material immediately into practice.
O Assign a course goal to complement the material.
O Suggest your course members journal on a related topic.
0  Get feedback on an aspect of the material or course.

Any of the coaching tools you have created, and any course goals specific to this course, will be available for you to assign to
any coaching call. To create a new item, just follow the directions in the preceding chapters on how to create coaching tools.

I you <hoose 8o 358130 10 0N OF your cumently U DACHd MOSOLISes, SIms oM work 355:0N1Mends, goals, [ounal pics
O SeAIBALR LUMNEYS, BE DA OF TS C-MCOUM SAISCTR 0~ e 181 Y3U €A1 300 &% MAnY AAADI 2 t8ms 83 you IRS By
alifang Adae aaabonal

ROSOUMCOS:  __ corecr ..
FOrme:  __ select -~
Homewcrk: __ coeer -
Goals Selecr
dowrrallople: ol
Foembaok: __ g

Adding Coaching tools to E-Modules

To add coaching tools to your E-Modules instead, assign specific tools for each E-Module using the Sessions page in Course
management. Follow the instructions for assigning coaching tools to coaching calls above but click the link to drop down the
details for each E-Module instead of each coaching call. After you press Edit, you will see a section where you can select and
assign coaching tools.
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INVITE COACHING CLIENTS TO YOUR GROUP COACHING OFFERINGS

Let your coaching clients know about your group coaching and invite them to join. Your group coaching will also be listed on
your Profile and in the Shop.

HOW DO | CONDUCT GROUP COACHING?

Communicate with your clients
Once your group coaching starts, you can coach your clients by communicating in a number of ways:
Hold group coaching calls

Your scheduled group coaching calls will act as a foundation for your group coaching, allowing your clients access to
important personal interaction with you.

Assign and comment on coaching tools

Assign coaching tools such as journaling, homework, goals and assessments, and comment on your clients’ responses. Your
clients can also comment on each others’ responses, allowing for an interactive peer coaching experience.

Post discussion threads

Use the discussion tool to further coaching interaction amongst your clients. You can engage in follow-up discussions around
the topics you are exploring in group coaching calls and assigned coaching tools. You can lead these discussion or let your
clients take the lead.

Post notices

If there are important matters you want to let all your clients become aware of, use the Notices tool to post a course notice.
Create E-Modules

You can also deliver coaching by preparing modular content for your clients to work through, know as E-Modules. This frees
up more of your time. You might even choose to run purely virtual or online group coaching this way.

Read and respond to journal entries, goal progress, homework

progress and assessments

If you have assigned coaching tools to complement your group coaching calls or E-Modules, you
can view your clients’ responses in the Course management page specific to that coaching tool.
View journal entries on the Course Journal page, homework progress on the Homework and
action items page, goal progress on the Goals page, assessment responses on the Assessments
page, and survey responses on the Feedback page. Read more about each coaching tool in the
chapters on Course tools
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HOW DO | PROVIDE A RECORDING OF MY CALLS?

For clients who miss your coaching calls, you can provide a recording for them to access. Just record your coaching call in
audio or video format while you deliver it. After the call is over, an area will appear in the Coaching Call drop down on the
Sessions page for the course, where you can upload an audio recording of the call or link to a video recording on YouTube.
Read the instructions for linking to a YouTube video on the Course Sessions page.

You canupload hers g resording of your call, or link 10 & video racording, for any sourse mambers who missed
the live call

Livsaviloe Tle il youw 50

Viceo file url:

Uploae ar audio § =il yoa wish

Audio lile; [ Chease File ) ho file chosen

Save Cancel

WHAT DO MY GROUP COACHING CLIENTS SEE FROM THEIR
DASHBOARD?

Your group coaching clients will be able to access all their group coaching material with you from their Course Pad. They’ll be

able to see when coaching calls take place, and access coaching tools you have assigned three days before each call.
If you have assigned any coaching tools, your course members can complete these by following the link listed next to each

item. For instance, by following the link next to Journal topic, they will be taken to the Journal page of their Course Pad,
where they can read the topic description, and write and submit their journal entry.
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From their Course Pad, your course members will be able to view your session content. They’ll also be able to watch any
videos and stream any audio you have included.

ACCESS SESSION VATERIAL: EE-MODULES ANDCOACHNG CALLS
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LEARN MORE BY READING ABOUT COURSES

Now you have mastered group coaching, read more about offering courses as a way of expanding your coaching repertoire.
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STEP 7: GET STARTED OFFERING COURSES
A STEP BY STEP TUTORIAL

Offering courses is a breeze using your dashboard's coaching tools and features. This tutorial will guide you through the main
features of the system so you can get started right away!

What this tutorial covers
A, HOW RSES WORK

Courses allow you to offer group coaching, deliver information products, or conduct coach training. The possibilities are
endless. Find out why courses are a great addition to your repertoire, and how they work.

B. COURSE WELCOME MATERIAL

Course members will receive welcome material automatically delivered once they purchase a course from you. You can use
your default course package or customize it for each course.

C. COURSE SESSIONS

The content of your course can consist of coaching calls and/or HTML-rich content known as E-Modules. E-Modules allow you
to embed links to videos and audio, and to easily create HTML pages of information including links and images.

D. NOTICES AND DISCUSSION

You and your course members can carry on lively discussions through the discussion tool .You can also post course notices.

E. GETTING TO KNOW AND USE RSE TOOL

All the coaching tools are also available for your courses. Integrate journaling, homework, goal-tracking and assessments into
your courses to create a rich and interactive coaching experience.

Course management on your dashboard

The Course Management link in your dashboard is where you will go to administer i
your courses and group coaching (under the Coaching & Courses drop down menu).
When you click the link, you will see all your courses listed on the left hand side of

the screen. Clicking on a course name will expand the list so you can administer its ’ COAH NG VANAGENEN" ‘
settings, create session content, post notices and discussion topics, and assign COURS: MA;(QEM

coaching tools such as goals and journaling.

EDADHNS SN0 OOUFSE TOOLS
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If no courses are showing up, create a new one from the Catalog link (under Billing & Shop). Select Add New Course.

Adc
Acd new coaching
Acd ncw course
Acd new product
Acd new service

You can also create and manage many of your coaching tools from the Coaching and Course Tools link in the Coaching &
Course drop down menu.

COACHING % COURSLS CXPERT CONTRI
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A. HOW COURSES WORK
WHY SHOULD | OFFER COURSES?

Group coaching

Courses are a great way to offer your coaching services. You can use them to facilitate group coaching, allowing you to offer
your services to a greater group of people, at a different price point. Group coaching lets you reach a larger audience, and
also allows your course members to interact with each other, creating a rich, dynamic coaching experience for all. Offer group
coaching by creating one or more courses. Your group coaching can take place completely online, or integrate traditional live
interaction through group coaching calls.

Courses as information products

You can also offer courses as a form of information product, allowing you to earn a passive income. Just think of a topic that
you know about, and break it up into several chunks, or “modules.” Create these digital modules, or “E-Modules,” easily from
your dashboard, and choose a schedule for delivery. Now your course is ready to go, and anyone show signs up will
automatically be delivered your content in a modular fashion, along with any coaching tools you have assigned. Offer your
courses sequentially, allowing course members to join when it suits them and work through your material at their own pace.
Feel free to experiment with the range of subject areas available. The possibilities are endless. Publish articles on the same
topics, linking to your course, to be people interested in you and learning more from you.

Coach training

Consider offering training for those wanting to become coaches, or coaches needing to update their skills for accreditation.
You can easily offer courses that will meet the International Coach Federation’s criteria by including live coaching calls.

HOW DO COURSES WORK?

It’s easy to expand your repertoire and offer group coaching, courses or coach training. Just follow these simple steps:

1. Adda course to your catalog.

2. Create the content for your course and schedule your course sessions. If this is group coaching, you might want to
offer group coaching calls. If it’s a self contained course, you can create HTML rich material for your course called E-

Modules that will be delivered to your course members in modules.

3. Invite clients to join your course. Others will find it using in the Shop based on the description you wrote when
creating your course, so make it sound as enticing as possible. When clients buy your course, you’ll be notified. Each
new course member will receive your welcome material and agreement. You can tailor these for each course, or use
your default welcome package.

4. When the course starts, clients will access the course content from their dashboard. E-modules and coaching call
access details will be delivered based on the course schedule.

5. You can assign any other course tools in any of your courses, to create an interactive and dynamic experience for
your clients.

O Course notices

o Course discussion
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O Journal topics

o Homework and action items

O  Goals

O  Assessments

O Resources

o  Feedback
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B. COURSE WELCOME MATERIAL
WHAT IS COURSE WELCOME MATERIAL?

Welcome your course members to each course with welcome material, which will be sent out automatically after a client
purchases a course with you. Course welcome material will contain a welcome letter and a course agreement. You can also
add any of your other assessments or resources. You can send out your default course welcome material, or you can set
individual welcome material for each of your courses.

HOW DO | USE AND CUSTOMIZE MY WELCOME MATERIAL?

It’s easy to edit any part of your course welcome material. Just go to the

Coaching and Course Tools page, located under Coaching & Courses on your i teve ord ";;*nc'_'“m’;“
dashboard menu. Choose Welcome Package Forms from the left hand menu. e

Select the tab called Course Welcome Material. el

TN BT TRy

Customizing your welcome material
1. You can edit your course welcome material in two ways. COMEAM WELOME NCREAE CCARS® W e MATPA &

a. You can edit the default course welcome material. This is the
material that is sent out by default if you haven’t specified anything else to take place.

DEFAULT WELCOME MATERIAL

b. Alternatively you can change the welcome material for each course, for instance by customizing the
welcome letter or including different additional items and resources. Click on the course name and the list
of items in your welcome material will drop down.

CUSTOMIZED WELCOME MATERIAL

2. To customize the welcome material, click on the item you wish to edit. The current version will drop down. Click Edit
to edit the item.

WE_COME LETTER
O  The welcome letter and
agreement will reveal a WYSIWYG ‘ . . : : - A-
box where you can add - T
formatting to your letter and
change the text.
Syve Cancel
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O To add additional assessments or resources, click the Select drop-down menu. Check the boxes of all items
you want included.

ADDITIONAL FORM OR RESOURCE == yelect == s

' S
Asswssmun s and resources

You can create additional assessments and resources from the Assessments and resources page in Coaching
and course tools.

COACHING AND
COURSE ToOLS

Vi rlen mo packege forms
Czaching plans
Jaurnal toplos

Fomawork :ad a¢tlon
fams

Goals

Assessmants & respurces
Feadback surveys
Viewing completed forms from your welcome material

Answers to any extra assessments you included will be visible to you in the Assessments and resources tab of Course
management for that course.
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C. COURSE SESSIONS: E-MODULES AND COACHING
CALLS

i. INTRODUCING COURSE SESSIONS
WHAT ARE COURSE SESSIONS?

Sessions are the heart of your course. Your course will generally be organized around course material delivered in modular
format, a series of scheduled group coaching calls, or or both.

Course content delivered in a modular fashion is organized as a series of electronic modules, or E-Modules. You can
create these from your dashboard, and include text, images, audio and video. You can also assign any of your
coaching tools to go along with each module. E-modules are delivered automatically to your course members based
on the schedule you choose.

Coaching calls can be scheduled as well. Your course members will be alerted when and how to access these calls.
You can assign coaching tools to complement your coaching calls.

WHAT ARE E-MODULES?

E-modules consist of electronic session content that you can make available to your clients from their dashboard. An E-
module can include any or all of the following:

HTML rich content viewable by your course members which can incorporate text, images, tables, links, and anything
else you would include on a webpage.

Uploaded documents and audio recordings.
Embedded videos.

Homework, journal assighments, goals or assessments you have assigned.

Your course members will view the E-Module content from their dashboard on the date it becomes available according to the
schedule you have set.

WHAT ARE COURSE COACHING CALLS?

Courses can incorporate group coaching calls easily. If you are conducting group coaching, you will probably have regular
coaching calls, unless the coaching is completely online. Other types of courses might also include coaching calls, as an
alternate way to deliver course material.

How do | provide access details for coaching calls to my course members?

There are a variety of services online that will allow you to make coaching calls or webinars available to a group of people.
Convey the details your course members need to access these calls in one of two ways:
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1. If the access details for all your group coaching calls remain the same, you can include these details on the Add

course page in the section called Coaching call procedure. This information is not made public, but will only be
viewable by registered course members.

QUFCHING CALL FRUCECURE
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If the access details change for each call, enter the specific details for each call using the Sessions page in Course

management. Click on Course Management, under Courses & Coaching. Click on your course name and then select
Sessions from the left hand menu.
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a. Click View/edit coaching call under the Session title.
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b. The coaching call details area will drop down. Click the button Edit Coaching call. You’ll be able to add or
edit your Coaching call number and procedure.
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HOW DO | CREATE COURSE SESSIONS?

Create your course sessions by following these two simple steps, described in the following two chapters.

1. To create your course sessions, first you will want to decide on a schedule of delivery - how many (if any) E-Modules

you will include, how many (if any) coaching calls, and when they will take place.

2. You'll then create the actual content of the E-Modules, and edit your Coaching calls.
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ii. CREATING A COURSE SCHEDULE

When you first create your course in the Financials and Shop Management section, you’ll decide how many E-Modules and/or
coaching calls you want to include, and when they will be delivered.

jCe—
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Add mew course
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YOUR INTRODUCTORY MODULE

When your course starts, your course members will be able to access all the tabs in their course. So that they are not greeted
by a blank Sessions page, and to welcome them to the course, you’ll create an introductory module. This could be as simple
as a welcome message, or it could be the first module you are delivering, with full content. In the section marked
Introductory Module, just choose a title and write a short description. You'll be able to create the content for this and all
other E-Modules from Course management after the course is created.

SCHEDULING E-MODULES

Add a title and description for each E-Module you are including in the course in the section “Course Content: E-
Modules.” The title and description will show up in the Course description page in the Shop, and also in your course
members’ Course Pad.

COURSE CONTERT: E-MODULES
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Then choose a regular interval for delivery (e.g. weekly) or the specific dates you want.

E-Module delivery: ® FRegular Interval ) Manual Selection

—Select-- -
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SCHEDULING COACHING CALLS

a. Add a title and description for each coaching call you are including in the course in the section “Course Content

Coaching Calls.” The title and description will show up in the Course description page in the shop, and also in your
course members’ Course Pad.
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b. Then choose a regular interval for delivery (e.g. weekly) or the specific dates you want

Coaching call schedule ® Reguler Interval Manucl Sclection

~3zlect—

ar

If you offer each individual coaching call at more than one time, to suit people’s schedules, select “Manual
selection.” Then you can fill in three alternate times per call next to Date.

Coaching calls :

Coachingeall1: T ¢

Jdele
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EDITING YOUR COURSE SCHEDULE LATER

You can edit this schedule later as long as no one has purchased the course.

a. Just select View Courses in Financials and Shop management.
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b. Click on the name of the course.
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c. Then click the Edit button in the top right corner. If the course has not been purchased yet, you will be able to edit
the delivery schedule for E-Modules and coaching calls. Even if it has been purchased, you can still edit the titles and
descriptions for any of your E-Modules or coaching calls.

CATALOB - COURSES:BECOMING A RELATIONSHIF SUPERSTAR

« Back 10 coursas

DETAILS

) o

Course Name : Secoming a Reatl orship Supersar

Nain sakjoot : Se glcashps

You won’t be able to change the dates of your coaching calls after your course starts, but you can post a Course

Notice letting everyone know of the change.

CREATING YOUR COURSE CONTENT

After creating your course schedule, you’ll want to create the actual content of your course, described in the next

chapter.

www.lifecoachhub.com

80


https://www.lifecoachhub.com/coach/welcome/notices-and-discussion
https://www.lifecoachhub.com/coach/welcome/notices-and-discussion
https://www.lifecoachhub.com/coach/welcome/course-sessions-e-modules-and-coaching-calls-creating-course-sessions

iii. CREATING COURSE SESSIONS
CREATE YOUR COURSE SESSIONS

Now that you have decided on your schedule of delivery, you can start creating your session content.
1. You'll create the actual content of your E-Modules.

2. You'll edit your Coaching calls.

CREATING E-MODULE CONTENT

After you decide how many modules you want, you will want to actually create the E-Module content as it will appear for
your course members, including your Introductory Module.

1. Click on Course Management (under Courses & - COURSE
. . COMLHIYA & COIRSES  EXPERTGINT MANAGE MENT
Coaching). Click on your course name and then i
select Sessions from the left hand menu. '
) Cmﬁm] = Acling Coureys
LJALL Nhlln.a.ﬂ.dl AT L ENTCwt g
2. All sessions will be listed in order of delivery. CTMCHINT MR TURAT T T SRS
Coarsasritgs

Click View/edit E-Module to view each E-
Module you have included in the course. Click

Coarsameutels

Raloxs sad dmascn

Edit to create the content. Lot e
Sacsion Moduladcall # Session title S
1 Ireoc acary Walzome T CoT N2 1500
Nodule
PV onbitERecule
2 Podule | Make Sampeas or rac-warmally AWCCTAI20300

‘ ¥\ anSeit el

Public module dosaription and delivery deta s

THEE: LK S0 IS i e Sy on) & wend

Date: SCCCT 2012 C0C

Enoet dosariptiors SING SULFOW yOU COJKC L2 O 1D €t ar 6 "81E8HC OF 6 dIZ3ETCUE SISN W arewar yiu mee:
ANEEW Fota DRIGOE yal cvar Coen yan e v en T alaakg an be MAskr (oo eamanhe W n-wcthel cemmiLn can an

MAKE AN IMPRESSION NON-VERBALLY -

a. The WYSIWYG editor will allow you to create rich content for your course members, similar to a web page.
You can write text, add images, incorporate tables, use bullets and other formatting and add links. Present
your content in an attractive and user friendly manner. How you input it is how your course members will
see it from their own dashboard.
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b. To complement your module content, you can create an unlisted video on YouTube and embed it within
your module. To create an unlisted video on YouTube, follow these instructions provided by YouTube
Support (http://support.google.com/youtube/bin/support.google.com/youtube/bin/answer.py?
hl=en&answer=181547):
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Sign into your YouTube Account

Click on your account name located in the top right of any page. Click on Video Manager from the
expanded menu.

Choose the video you want to edit and click the Edit button below the video thumbnail.
Scroll down to the Basic Info tab and find the Privacy section.
You'll see the option to make the video Public, Unlisted, or Private.

Select Unlisted. Make sure to click the Save Changes button at the bottom of the page

Then just copy the URL that appears in the URL bar of your browser and paste it into the field marked Video
URL in your Course management window.

alala =
e ol e e
- [™ warmwsvalubewer  walciver_Lagdth COFY THS LR
To ez aather nytiar "=yt Al poo el b oo wonrathe Yo ohe 200 e x oo oW 00 s po
e o rzeyg st prasde ©onnnn s b 2 earbses Ve 12
Video URL: PAETE LRLHERE

¢.  You can also complement your content with an audio recording. Just click Choose file next to the field
marked Audio file. Your course members will be able to listen to the audio recording just by clicking Play in
their Course Pad.

Audiofile:  ( Choose Hle.\, No file chosen

d. To build on material you cover in your course, you can employ a range of coaching tools.

Include access to additional resources you have created or uploaded.
Assign an assessment or form to go with this topic.

Assign action items or homework to allow course members to put the material immediately into
practice.

Assign a course goal to complement the material.
Suggest your course members journal on a related topic.

Get feedback on an aspect of the material or course.

Any of the coaching tools you have created, and any course goals specific to this course, will be available for
you to assign to any E-Module. To create a new item, just follow the directions in the following chapters on
how to create coaching tools.
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EDITING COACHING CALL INFORMATION

After you decide how many coaching calls you will be including, edit the information that will display for your course

members.

1. Click on Course Management (under Courses & Coaching). Click on your course name and then select Sessions from

the left hand menu.
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2. All sessions will be listed in order of delivery. Click View/edit Coaching call to edit the coaching call details for each
call, if desired.

L3 Mediie oall ¢ L3 title Dalivery dete
1 Nedde t S0 Mo Cormorsatos 18 OCT 2012 #320
» P
2 Coatring cant Keaigrig your 'eiaiorenp visees 18C0CT2012 L0
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a. The description you filled in when creating your course is automatically entered into the description field,
but you can choose to expand upon this information if you wish.

Dascription:

Inthis cal yeu | learn 2oCJt now sLzcess in our relationships has a lotto ¢o varth what we B nkae
waar W et what we ane ank ag far. We aees T erears the Hohr ¢aluss in cecer re 30T rae vighr

relzhic ships.
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b. If you filled in a coaching call number and procedure when creating your course, this is pre-filled, but you
can edit it or add it if it changes for each call.

TryAda ¥8 nLmhAr i 2 81T Fis eaathing Sl er 300 g I S AR 0RIAEA e A 0 INg 3 fa an TR

Coaahing phanz nunbar’ Skype name.

|

|FICh EEE D510

SraAt vy wducions fac vy cal i Sy avests oode equind

Coaohing <31 prooodurs:

|Znte" tye sezess cece #9182 27 the tone.

c. As with E-Modules, you can make available any of your coaching tools to complement your coaching calls.
These will become visible and available for your course members to respond to as of three days before the
coaching call date. Let them know if you want them to start thinking about the assignments before the call,
or if they should wait until after listening to the call to get started responding.

Include access to additional resources you have created or uploaded.
Assign an assessment or form to go with this topic.

Assign action items or homework to allow course members to put the material immediately into
practice.

Assign a course goal to complement the material.
Suggest your course members journal on a related topic.

Get feedback on an aspect of the material or course.

Any of the coaching tools you have created, and any course goals specific to this course, will be available for
you to assign to any coaching call. Just select it from the drop-down menu. To create a new item, just follow
the directions in the following chapters on how to create coaching tools.
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HOW DO | PROVIDE A RECORDING OF MY CALLS?

For clients who miss your coaching calls, you can provide a recording for them to access. Just record your coaching call in
audio or video format while you deliver it. Then upload an audio recording of the call or link to a video recording on YouTube
in the brown box underneath your call description. Read the instructions for linking to a YouTube video above.
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Videa file URL:
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Audiofla:

| Thaw F - Nc e zhosen

Save

READ AND RESPOND TO JOURNAL ENTRIES, GOAL PROGRESS,

HOMEWORK PROGRESS AND ASSESSMENTS

If you have assigned coaching tools to complement your group coaching calls or E-Modules,
you can view your course members’ responses in the Course management page specific to
that coaching tool. View journal entries on the Course Journal page, homework progress on
the Homework and action items page, goal progress on the Goals page, assessment responses
on the Assessments page, and survey responses on the Feedback page. Read more about
each coaching tool in the chapters on Course tools.
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WHAT DO MY COURSE MEMBERS SEE FROM THEIR DASHBOARD?

From their Course Pad, your course members will be able to view your session content. They’ll also be able to watch any
videos and stream any audio you have included.

A M

If you have assigned any coaching tools, your course members can complete VnAm NS My Sl MELMRT eae weis
these by following the link listed next to each item. For instance, by following
the link next to Journal topic, they will be taken to the Journal page of their SRS SRR NS A AR
Course Pad, where they can read the topic description, and write and submit g b el g e
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D. NOTICES AND DISCUSSION
WHAT ARE NOTICES AND HOW DO | POST ONE?

You might want to send out a notice to your entire course alerting them to a change in the schedule of coaching calls, or
other important information. This is easy to do from your dashboard.

1.

2.

Select Course management from the link under Coaching & Courses in the main dashboard menu. Click on your
course name to reveal the drop-down list and select Notices.
= ACTIVE rTarsas
URIESE
l COMINI N EIVEAT
QUFEL VAL
[ CONCHNS N9 LV TG

Broarss aslliv e s
Lronxe el mix

Kezossard clsauazon

o
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Click the button Create new notice. A pop-up will appear where you can write a subject line and your notice text.
Your notices will appear in the window. Your course members will be alerted to your course notices.
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craste v rescs 40 [ Saarn | 2

Ve TS ety Cainm

Crmngt to cosching ot A4

WHAT IS COURSE DISCUSSION AND HOW DO | USE IT?

You and your course members' dashboards include a robust discussion system. You can continue the coaching dialogue online
by leading discussion topics. Your course members can also create their own topics which might focus on aspects of your

course they want to explore further with their course peers.

Select Course management from the link under Coaching &

Courses in the main dashboard menu. Click on your course :

name to reveal the drop-down list and select Discussion.
CADNG VAT
CBsnmIvyY
CADNG ANLCORSL P03
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2. Click the button Start a new topic. A pop-up will appear where you can write a your new topic name.
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3. Your topic will now be listed in the window. Click on the topic title to open up the topic and create a discussion post,

if you want.
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E. GETTING TO KNOW AND USE COURSE TOOLS
WHAT KIND OF COURSE TOOLS ARE AVAILABLE FOR ME TO USE?

You have access to the same great range of coaching tools in your courses as you do for individual coaching. Assign a variety
of these tools to create a value-added, interactive experience for your course members. Your course members can comment
on each other's entries and posts, allowing for a rich coaching conversation that will move them towards their goals that
much more quickly.

Journaling. Journaling allows you to assign thought-provoking topics for your course members to write about. Journaling has
been shown to be effective in a number of regards, including providing focus, improving health, and reaching goals more
quickly. You can assign topics, see how your course members respond, and leave comments.

Goal-tracking. Help your course members reach their goals faster. Chart and measure their progress toward success using the
goals tool. Your course members can give you regular progress reports towards their goals, and read your comments, keeping
them motivated and on track.

Homework and action items. Ask your course members to take action by assigning specific, measurable tasks and homework
assignments. Relate these to your course work. Your course members will report on their homework progress, creating
entries you can view and comment on.

Assessments and forms. Create your own assessments and forms to gather information about where your course members
are and where they would like to be. Assessments take a reading of the current terrain-where your course members are at
right now. They also allow you to plot a clear plan of action in your courses to see where your course members want to be
and how you can help them get there.

Resources. You may have additional information you want to pass onto your course members. You can do this easily from
your dashboard. Collect and keep track of the extra resources you send out regularly in one easy location. You can upload any
kind of document, and you can even create resources yourself from scratch. Then just assign them to the courses you want.

Feedback surveys. Gather immediate feedback on what is working and what needs improvement in your courses so you can
adjust accordingly, and keep your course members on the path to success. You can tailor individual surveys on all the criteria
that are important to you, and re-use these multiple times.

HOW DO | TURN OFF COURSE TOOLS?

You can select which tools to use or hide in each of your courses. Just open Course Management. Select the course you want
and choose Course settings from the left hand menu. Then select the Coaching Tools settings tab.

All available tools will be listed. Just click Edit details to change any settings. If you select "Off" for a tool, then your course
members won't be able to see that tool in their Course Pad (the relevant page will still be visible to you in Course
management).
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i. JOURNALING
WHY USE JOURNALING IN MY COURSES?

Journaling allows you to assign thought-provoking topics for your course members to write about. Journaling has been shown

to be effective in a number of regards, including providing focus, improving

health, and reaching goals more quickly.

HOW DO | USE JOURNALING IN MY COURSES?

It's easy to pass the benefits of journaling on to your course members in a way that is easy for you to administer and respond
to. To use journaling with your course members, all you need to do is create a journal topic and assign it to your course . Your

course members will be able to post entries that are private or share them

with you. You will be able to comment on any

entries, and so will other members of the course, creating a circle of inspiration and support. Your course can have as many

journal topics going at one time as you like.

Creating Journal topics

1. You can create journal topics in one of two ways
= nActive courses
a. Ifyou already have a course created, you can go e LU R A 3s:0ri1g 2 Felatisr 51k
directly to Course Management (under Coaching Sapein
and Courses). Here you will see a list of your Active A Coarss sstllgs
o . | CORGENAWIEENT :

- . e 3 LORred nenios
courses. Clicking on any course name will drop OB M R T ; : ; '
down a range of tools, including Journal. paNoak e LeeieTay
Click on Journal topics. From this page, you can 'j“' %
create and assign journal topics. ORI

Mwrasl lapi
b. Oryou can create journal topics from Coaching and Zovrse oarasl
Course Tools (also located under Coaching and
Courses). Just click on Journal topics in the left hand panel.
- .
COMCHWG B OTURSES EXPERT CONTRA COACHING AND
. COURSE TOCLS
CIURGE MAKAGEVET Wekcome package {orme
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aurell topics
2. No matter which page you choose, there will be a button in the main box saying "Add journal topic." Click this button

and an area will drop down where you can create your journal topic.

JCURNAL TOPIGS

# = Add jourrnal tepit

Choose a title and write a description. This is what your course members will see when responding to the journal, so
explain clearly what you would like them to accomplish with this topic. You can also choose to group your journal
topics into categories for your own private use. You can create additional categories at any time by typing into the

field marked Category.
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3. All your journal topics created for either coaching or courses will be listed in the table so that you can easily assign
them to multiple clients and courses. You can sort these to display in any way you like.

Editing Journal topics

1. You can edit your journal topics by clicking the link View/edit journal topic then selecting Edit. After making your
changes, you have two options. If you select Edit all instances of topic, then everywhere you have already assigned
the topic, the changes will show up (so use this with caution as it may be confusing if the changes are not minor). If
you choose Save a new version of the topic, your edits will create a new version of the topic.
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Assigning Journal topics

1. You can assign a journal topic from the Course Management page. Just click on the course name you want to assign
the topic to from the list of your courses on the left-hand side of the page, and then select Journal topics from the
drop-down menu.
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2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
course members will be able to see your journal topic.
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What do my course members see from their dashboard?

Your course members will be able to read your journal topic and create entries from the Course Pad in their dashboard. They
can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting, you will be
able to see they wrote an entry but not read it.

HOMEWORK &  ASSESSMENIS
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VIEW JOURNAL TOPICE ANDO POSET A NEW JOURMNAL ENTRY
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How do | read and respond to client journals?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any journal entry to leave a comment. Clients can comment back, and this way you can have a
productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).

OR

2. You can also read your course members' journal entries from the Course Journal tab under Journal in Course
Management.
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3. To comment, just click the Comment link. Your client can comment back, and possibly other course members too,
depending on the privacy settings they selected. This allows for an interactive course experience.
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ii. GOALS
WHY USE GOALS IN MY COURSES?

Goals are a great way to get your course members fired up about achieving success, and motivated towards pursuing their
aims. In group coaching, set goals much as you would in individual coaching, to help your clients close the gap between
where they are and where they want to be. In other kinds of courses, goals can be equally helpful in aiding your course
members to know what they want, creating the motivation to achieve their aims, and creating a clear, actionable path to get
there.

HOW DO | USE GOALS IN MY COURSES?

Goal tracking is easy in your courses. If you want to set a goal for your course, all you need to do is create a goal and assign it
to the course. Your course members will be able to post reports about their progress towards their goals (either private or
shared). You will be able to comment on any entries. Your course can have as many goals going at one time as you like. You
can set milestones, a target date and a reward if you like.

Creating Goals

1. Once you have created a course, access Course Management (under Coaching and Courses from the drop-down
menu). Here you will see a list of your courses. Clicking on any name will drop down a range of tools, including
Course goals. From this window, you can create and assign goals.

COACHING 8 COURBES  SXPESRT DONTH
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2. Click on the button at the top that says "Create a goal." An area will drop down where you can create your new goal
for this course.

GOALS

‘ + Cruale o gonl Fol wilif aariores

Choose a title and write a description. You can provide a target date if you want, or choose to make this an Ongoing
goal. You can also add a reward that you encourage your course members to enjoy when they complete their goal. If
the goal is fairly large, you might want to provide milestones along the way with optional target dates for these as
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well. These should be arranged in chronological order leading up to the goal target date. You can add as many
milestones as you like—simply click Add additional milestone.
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Editing Goals

You can edit your goals by clicking the link View/edit goal then selecting Edit. After making your changes, click Save.
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Assigning Goals

Goals are specific to your individual course, so they won't show up in any of your other coaching or courses. In the column
marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your course members will be
able to see your goal.

L Title Target Date Assign Date
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What do course members see from their dashboard?

Your course members will be able to read your goal and create progress reports from the Course Pad in their dashboard. They
can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting, you will be
able to see they wrote and entry but not read it. They might also allow other course members to read and respond to their
progress reports, increasing course interactivity and involvement.
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How do | read and respond to goal progress reports?

1.

Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any goal progress report to leave a comment. Clients can comment back, and this way you can
have a productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).

OR

You can also read your course members' progress reports toward
their goal from the same page where you created the goal (the

Course goals page in Course management).

Your course members will update the
status and add details of their progress
toward their goal from their dashboard.
Click "View goal progress" to review the
details your course members have
provided about their progress, any
setbacks they have encountered, and so
on. When they have reached their goal,
they can mark it as Achieved, which will be
noted in their progress report.

To comment, just click the Comment

link. Clients can comment back, and Barn

this way you can have a productive
exchange regarding your clients' goals,
keeping them motivated and on track.
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iii. HOMEWORK AND ACTION ITEMS
WHY USE HOMEWORK AND ACTION ITEMS IN MY COURSES?

Setting assignments for your course members to complete is a great way to keep them engaged in your course and getting as
much out of it as possible. Help your course members to put into practice the material you are sharing with them by asking
them to take action. Homework helps them create new strategies, behaviors and perspectives.

Your course members will report on their homework progress, creating entries you can view and comment on. This creates
accountability, giving them the push they need to follow through on their commitments and take action towards reaching
their goals. Other course members can also comment, depending on the privacy settings selected by the person posting the
report, allowing for a fruitful and dynamic peer exchange.

HOW DO | USE HOMEWORK AND ACTION ITEMS IN MY COURSES?

It’s easy to get your course members to follow through on their action steps. All you need to do is create a homework
assignment and assign it to your course. Your course members will be able to post reports about their homework progress
(either private or shared). You will be able to comment on any entries. Your course can have as many homework assignments
going at one time as you like.

Creating Homework assignments
1. You can create homework assignments in one of two ways.

a. |If you have already created a course, you can go directly to Course Management (under Coaching and
Courses). Here you will see a list of your courses.

rne 3 v - s
Clicking on any name will drop down a range of (ARG (s DT e 1
Jurnm plee

tools, including Homework.

H . . . AL W AR SR 100 |eoarrs
Click on Homework and action items. From this T g
window, you can create and assign homework. R A .ty

Teonxe prdx

b. Oryou can create homework assignments from Coaching and Course Tools (under Coaching and Courses).
Just click on Homework and action items in the left hand panel.

COACHING AND
COURSE TOOLS
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2. No matter which page you choose, there will be a button in the main box saying "Create homework." Click this
button and an area will drop down where you can create your homework assignment.

AOMEWORK AND ACTION ITEMS

+ Craa® Fromesors

Choose a title and write a description. This is what your course members will see when responding to the
assignment, so explain clearly what you would like them to get from completing the homework. You can also choose
to group your homework into categories for your own private use. You can create additional categories at any time
by typing into the field marked Category.
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3. All your homework assignments created for either coaching or courses will be listed in the table so that you can
easily assign them to multiple clients and courses. You can sort these to display in any way you like.

Editing Homework assignments

You can edit your homework assignments by clicking the link View/edit homework then selecting Edit. After making your
changes, if you select Edit all instances of assignment, then everywhere you have already assigned the topic, the changes will
show up, so use this with caution (as it may be confusing if the changes are not minor). If you choose Save a new version of
the assignment, your edits will create a new version of the topic.
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Assigning Homework assignments

1. You can assign homework from the Coaching Management page. . = v
Just click on the client’s name you want to assign the homework | iieti— & s Ptz
to from the list of your clients on the left-hand side of the page, . 5;5,,‘,;'.,';\,@;. — e
and then select Homework and Action items from the drop- s sy :
down menu. B

2. Inthe column marked Assign Date, click the link Assign or the
calendar icon and select a date. This is the date your client will Sano
be able to see your assignment.
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What does my client see from their dashboard?

Your client will be able to read your homework assignment and create entries from the Coaching Pad in their dashboard. They
can choose which privacy setting and whether to allow comments. If they choose "Only me" as the privacy setting, you will be
able to see they wrote and entry but not read it.

VIEW HOMEWORK ASSGNMENTS AND POST A NEW PROGRESS REPORT
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How do | read and respond to homework progress reports?

1.

Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any progress report to leave a comment. Clients can comment back, and this way you can have
a productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).

OR

You can also read your client’s progress toward their homework from the same page where you created the
homework (the Homework and Action items page in Coaching management).
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Your client will update the status and add details of their progress toward their homework from their dashboard.
Click "View progress" to review the details your client has provided about their progress, any setbacks they have
encountered, and so on. When they have completed their homework, they can mark it as Achieved, which will be
noted in their progress report, and change the status of the homework.
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4. To comment, just click the Comment link. Clients can comment back, and this way you can have a productive
exchange regarding your clients’ action plans, keeping them motivated and on track.
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iv. ASSESSMENTS AND FORMS
WHY USE ASSESSMENTS IN MY COURSES?

You can use assessments in your courses to take a reading of where your course members are at, and unearth areas for
growth and change. Similar to working with someone individually, you can administer assessments over the span your course.

At the start of the course, you can gather information about where your course members are at currently. You can tailor your
course depending on this reading.

Throughout the course, you can administer forms as either a self-assessment tool, or a way for you to deepen your course
work. For instance, in a course on Stress Management, you might want to create and administer a Priorities and Time
management assessment which allows course members to chart where they spend the majority of their time, and whether it
is aligned with their values and priorities. You could then link this to other coaching tools, such as asking them to journal
about what they have discovered, or take action in some way.

Assessments and forms are valuable in running your courses because they allow your course members to assess themselves,
measure their own progress, and thus become a better partner towards their own success.

HOW DO | USE ASSESSMENTS IN MY COURSES?

You can easily create your own personalized assessments and forms which you can assign to courses. Your course members
will be able to post answers to your assessments, and you will be able to comment on their responses.

Creating Assessments

1. You can create assessments in one of two ways.
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2. No matter which page you choose, there will be a button in the main box saying "Create an assessment." Click this
button and an area will drop down where you can create your assessment.

ASSESSMENTS AESOURCES

+ Creste an asaezameant

Choose a title and write a description. Give any instructions here that your course members will need for responding
to the assessment. You can also choose to group your assessments into categories for your own private use. You can
create additional categories at any time by typing into the field marked Category.

Assessmeduie Carwgony 177 el ssilae b oeons)
Lhesenpl on (Fohd sl sedoy Veadyeon e ol wi Yaes, sy Maw g Ve sassasmen )
Cuesion Quagior tp2

Seoa B

Atk o g usim

B0 now oozt Curos

3. Next, create your questions. These can be in the form of Yes/No, short answer, paragraph or multiple choice. If you
choose multiple choice, create each alternative your client can choose from. You can create as many questions as
you like—just click on "Add additional question."
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4. All your assessments created for either coaching or courses will be listed in the table so that you can easily assign
them to multiple clients and courses. You can sort these to display in any way you like.

Editing Assessments

You can edit your assessments by clicking the link View/edit assessment then selecting Edit. After making your changes, if you
select Save edited assessment, the assessment will be edited with your changes (this option is only available if the
assessment hasn't been responded to by anyone yet). If you choose Save new version of assessment, your edits will create a

new version of the assessment.
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Assigning Assessments

1. You can assign assessments from the Course Management page. Just click on the name of the course you want to
assign the assessment to from list of your courses on the left-hand side of the page, and then select Assessments
and resources from the drop-down menu.
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2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
course members will be able to see your assessment.
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What do my course members see from their dashboard?

Your course members will be able to respond to your assessments from the Course Pad in their dashboard.
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How do | view completed Assessments and Forms?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any assessment to leave a comment. Clients can comment back, and this way you can have a
productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).

2. You can also read your course members' responses to your assessments from the same page where you created the
assessment (the Assessments and resources page in Course management).
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3. Once one of your course members has submitted their assessment, "Pending course members' responses" will
change to "View course members' responses." Click on this link and a list of your course members will drop down.
Beside each name will display the date the course member submitted the assessment, or will say "Not completed" if
they haven‘t submitted it yet. Click on a course member's name and the questions and answers to the assessment
will drop down.
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4. You can comment on each course member's responses. Just click the link Comment on client's responses at the
bottom of each assessment.
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v. RESOURCES
WHY USE RESOURCES IN MY COURSES?

You may have additional information you want to pass onto your course members that isn’t included in any of your E-

Modules. You can do this easily from your dashboard. Collect and keep track of the extra resources you send out regularly in
one easy location. You can upload any kind of document, and you can even create resources yourself from scratch. Then just
assign them to the courses you want.

HOW DO | USE RESOURCES IN MY COURSES?

You can easily upload documents or create your own resources which you can then assign to courses.

Creating and Uploading Resources

1.

You can create resources in one of two ways.

oA | LOXECS

a. If you have already created a course, you can go
directly to Course Management (under Coaching

j . RN WA R L
and Courses). Here you will see a list of your | raserwusReT

courses. Clicking on any name will drop down a

’ LAV D LOXEL TIRS

range of tools.
Click on Assessments and resources. From the
Resources tab, you can create and assign resources.

CNIEe ATeo0 BB ome

b. Oryou can create resources from
Coaching and Course Tools (under the
Coaching and Courses drop down in your
dashboard menu). Just click on
Assessments and resources in the left
panel, and chose the Resources tab.

ANIOT WA
Ry - ULEIAL g 4
LRI AT D 00 |

No matter which page you choose, there will be a
in the main box saying “Create or upload a

Ik are atien
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COACHING AND

resource.” Click this button and an area will drop down where you can create your resource.
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Choose a title and write a description. You can also choose to group your resources into categories for your own
private use. You can create additional categories at any time by typing into the field marked Category.

ARSI 6 Gy (70 1NAT Al i oYer's)

Desor 2.0 (200 8 oveveloe detyour el wlh s excfeiny e resoures |

3. Next, you can either upload documents or create a resource.

a. Use the WYSIWYG editor to create a new resource in fully formatted HTML that will be available right in
your course members’ dashboard. Just enter your text in the box as you would if you were creating a text
document. You can choose font styles, sizes, colors and any other features you would with a normal word
processor. You can also add links and insert images. You can even create anchors to link different sections
within the resource. For advanced layout, use block quotes, bullets, indentation and tables. Hover your
mouse over an icon to find out what it does.

Croate your meoerce using the MYSIWYG ecicr

b. Alternatively, you can upload a document to make available to your course members.

OR upload a document below

4 T .
Document file : { Choose File ) No file chosen

4. All your resources created for either coaching or courses will be listed in the table so that you can easily assign them
to multiple clients and courses. You can sort these to display in any way you like.
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Editing resources

You can edit your resources by clicking the link View/edit resource then selecting Edit. After making your changes, if you
select Save edited resource, the resource will be edited with your changes. If you choose Save new version of resource, your
edits will create a new version of the resource.
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Assigning resources

1. You can assign resources from the Course Management
page. Just click on the course name you want to assign the
resource to from the list of your courses on the left-hand
side of the page, and then select Assessments and resources
from the drop-down menu. Select the Resources tab.
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2. Inthe column marked Assign Date, click the link Assign or
the calendar icon and select a date. This is the date your course members will be able to see your assessment.

NIP Avchaning wcariques NLP J Notassgres

What do course members see from their dashboard?

Your course members will be able to access your resources from the Course Pad in their dashboard.

MONEWONS & ACGLESSRINTS
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Assemments | Resources
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vi. FEEDBACK SURVEYS
WHY USE FEEDBACK SURVEYS IN MY COURSES?

Create and tailor feedback surveys for your courses so you can find out what is working and what needs improvement. You
can make surveys as broad or as specific as you require to get the feedback you need to make your courses successful. You
can tailor your surveys on all the criteria that are important to you, and re-use these multiple times.

HOW DO | USE FEEDBACK SURVEYS?

You can easily create your own personalized feedback surveys which you can assign to courses . Your client will be able to post
answers to your surveys, and you will be able to comment on their responses.

Crating feedback surveys
1. You can create feedback surveys in one of two ways.
a. If you have already created a course, you can go directly to Course Management (under Coaching and

Courses). Here you will see a list of your courses. Clicking on any name will drop down a range of tools. Click
on Feedback. From this page you can create and assign feedback surveys.
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b. Oryou can create feedback surveys from Coaching and Course Tools (under Coaching and Courses). Just
click on Feedback in the left hand panel.

; - CCACHING AND

NG MM CENTST
€3 WANFUAT
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Warome oaxkage loem:
Craehing plare
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e

2. No matter which page you choose, there will be a button in the main box saying "Create a survey." Click this button
and an area will drop down where you can create your feedback survey.

F-EDEAGK ELURV-YS

& Cwaasivay

Choose a title and write a description. Give any instructions here that your course members will need for responding
to the survey. You can also choose to group your feedback surveys into categories for your own private use. You can
create additional categories at any time by typing into the field marked Category.
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3. Next, create your questions. These can be in the form of Yes/No, short answer, paragraph or multiple choice. If you
choose multiple choice, create each alternative your course members can choose from. You can create as many
questions as you like-just click on "Add additional question."

Omsrce 1 Cuszian nee
el fhvo
Short Jnswer
Aud aad i doral cuestan Faragraph

Meltipk S ice

4. All your feedback surveys created for either coaching or courses will be listed in the table so that you can easily
assign them to multiple clients and courses. You can sort these to display in any way you like.

Editing feedback surveys

1. You can edit your feedback surveys by clicking the link View/edit survey then selecting Edit. After making your
changes, if you select
Save edited survey, the

. . M <cwaidlco? 2cnea ‘codzack (o | Not sk “od
survey will be edited
. . Arxgn

with your changes (this ‘ v Ve owd Laresy »
option is only available if
the survey hasn't been How did 1 do? » =
responded to by anyone Doz
yet). If you choose Save Id ka2 ko 920 pour k2CdD2ok on how you are cazend ng ko e wark we are coltg wosth:
new version of survey,

. . 1. What have you enjoyed 2 tout cur 0oaohirg work topather? Laragvon
your edits will create a

7 Wharwould pau 1ka o sas citfenam 1o our furs coaching work? ParavEm

new version of the
survey.

Assigning feedback surveys

1. You can assign feedback surveys from the Course Management page. Just click on the course member's name you
want to assign the survey to from list of your course members on the left-hand side of the page, and then select
Feedback from the drop-down menu.
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2. Inthe column marked Assign Date, click the link Assign or the calendar icon and select a date. This is the date your
course members will be able to see your survey.

Tize Category Aszign date Status

dewdalon? Geanea Pebans () R B ST

Aol t

)

1. Your course members will be able to respond to your feedback surveys from the Course Pad in their dashboard.

b Vew edlsuney

What do course members see from their dashboard?

VIEW AND COMPLETE FEEDEACK
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How do | view completed feedback surveys?

1. Check your Progress Stream. Click on the big green button on your welcome page, or on "Progress Stream" under
Coaching and Client Management in the main menu. Here you can see a snapshot of your client's progress, to easily
keep track, measure responsiveness, and comment effortlessly. You can also filter easily by client, course, tool type
or topic title, so that you can hone in more directly on client progress on a particular issue. You can also search for all
entries related to a specific keyword - a truly useful tool to stay engaged and on track in your client's journey!

Click comment below any survey to leave a comment. Clients can comment back, and this way you can have a
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productive coaching exchange even between sessions (and this is a perfect way to conduct online coaching).
OR

2. You can also read your course members' responses to your feedback surveys from the same page where you created
the survey (the Feedback page in Course management).

CONC-M0 & COURGSS BYMFRT OOWT Assessmets and
rsnntens
Faoonnck
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3. Once one of your course members has submitted their survey, "Pending course members' responses" will change to
"View course members' responses." Click on this link and a list of your course members will drop down. Beside each
name will display the date the course member submitted the survey, or will say "Not completed" if they haven‘t
submitted it yet. Click on a course member's name and the questions and answers to the survey will drop down.
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4. You can comment on each course member's responses. To comment, just click the link Comment on client's
responses at the bottom of the survey.

B Fawarye s ik noe ey - 17 Nowenoaer 2212 Ir PFregras

b Ve fenll sy v VInw aruse mamhers Isannses

= Aloxandra Livinia Nrverban 17 5012 300 AM
=i

Whai have you enjoyed sbout the course so far?

I real y love he E-Nodules. The cordert is so inferesling, e corpemenis oar e coschirg calls
pafaclly. I'r ylso warirg 8 ol from curg eling the wey guraly, like cams ng end homesors.
Kuep ap e good wook!

Whai would you like lo s=e done differenlly in fulure course sessions?
T waakd lowe Lo be chelenged o bE mare i oar guals, Olhe- then Ll il's gong yraal!

Gemmey o0 dinnls wsaneses

+ Emma Watsan et Campiared

Movornoor 12 2012 U500 °M

What have you enjoyed aboul the coursa so far?

I rraly howa tha E-Mocaas. Tha comtant Is sa Irtamesting, arc eoenlamants our l'aa caaching calls
pafantly. I'n aza lesming a lnt from aemnbning the assignments, (ke jomaling 2o bamevark.
Kaep ap 1w goodd woes!

What would you like to soe done differantly in future course seasions?
I waul lowe to be ahallanged £ 21 mom in aa- gaals. (ihe bar that, Es gaing pet!

ﬂ Write 3 ZC¥ 420C...

&‘m W 5 1:'.‘

117

www.lifecoachhub.com



Step 8 : MARKET YOURSELF BY POSTING AN
ARTICLEORATIP
HOW CAN | MARKET MYSELF TO REACH NEW CLIENTS?

What’s the best way to be perceived as an expert in your niche? Write about what you know! The more you can showcase
your coaching expertise, the better you are positioned to gain new clients. Write articles and quick tips to demonstrate your
expertise within your niche areas and gain a following. All expert contributions are linked to your profile and optimized for
search engine visibility.

You'll also earn a higher a Life Coach Hub rating by writing articles and tips, boosting your visibility and attracting more
clients.

SUBMIT AN ARTICLE OR ATIP

WRITING POPULAR ARTICLES

How do | write popular and relevant articles to help show off my coaching expertise?

Articles on Life Coach Hub are all about giving clients and prospective clients a feel for what coaching is by providing them
with coaching tips and coaching action items to work on. There are a number of coaching categories you can write about,
depending on your niche areas of specialty, in both business and personal coaching.

Here are some tips to making your articles highly readable and shareable. The more visits you get and links you receive to
your articles, the more visible and credible you will appear as a coach. This will allow you to attract a following and build your
client base for your various products and services.

Articles have the general spirit of being "coaching tips from an expert coach."

Choose a great, snappy title that makes people want to read more.
* It'sagood idea to use headings and bullet points in your articles. This makes them more readable and interesting.
®  Choose topics people really want to read about, share, and link to, and make the articles lively and catchy.

® It’s great to show coaching "in action" by incorporating coaching questions within your writing, and asking your
readers to take action. Think of writing as though you were speaking directly to your clients—what would you say to
them?

®  End your articles by asking your readers a powerful question, or asking them to commit to an action step. This allows
prospective clients to see how coaching can help create motivation and accountability in their lives. Encourage them
to report on their experiences in the comments section, and then comment back, creating a coaching dialogue that
can easily turn into a purchase of coaching with you or commitment to try out a free initial consultation.

Gaining a following

Your articles will be listed in your Article Summary page, linked to your profile. This is your own personal blog space. Think
about crafting series of articles that generate a following for people interested in your particular niche areas.

®  Each coaching category you write about (for instance stress management or work/life balance) is like a blog category
within your blog. Feel free to write on a very specific topic that can be categorized according to these coaching
niches. So for instance in NLP, EFT and hypnotherapy, topics could be articles such as "How building rapport can help
you land that next job" or "Seven steps to mirroring." The more concrete and specific you can be in the coaching
advice you give, and the topic you choose, the more your readers will respond.

®  Aseries within a coaching niche category can also be a great way of gaining a following. For instance, you might
write a series on stress management techniques, or tips for busy working mothers, and so on.
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Articles such as "10 easy ways to help you [fill in the blank]" and "Top 10 [blank]" are always well liked. Using a hook
such as a popular celebrity or trending event which then moves into a related coaching tip can be very shareable and
linkable. Predictions and trends are fun (e.g. What’s hot and what’s not for [fill in the blank] for 2013).

To build a following, it’s a great idea to link to any other articles you have written for this site within your article.

WRITING GREAT TIPS
What are Quick Tips?

Sometimes your readers don’t have time to read a full article, but want a quick coaching tip for inspiration. Quick tips are
short, insightful coaching tips that help readers out with a quick issue. As with articles, choose a great title that makes people
want to read your tip.

SUBMITTING ARTICLES

To submit an article, choose Articles from the drop-down menu under Expert contributions.

EXPERT COMTR ALTIONS

|
ARTIOLES i
QUCK TIFS i

1. Select the Submit an Article tab.

VIEW ARTICLES SUBMIT AN ARTICLE

O Enter your article title. Aim for something catchy but also descriptive.

O  Enter a short summary. This will appear on the listings page, so make it punchy so people want to click
through to read your article.

O  Enter your article text. You can cut and paste from another document if you wish. It’s a good idea to include
headings to break up your content. If you do this, highlight the heading and select H1 so that it’s identified
correctly. Feel free to use bullets and numbering throughout, to make your article easy to read. The content
of your article should be original content not appearing on other sites online.

O Select the category for your article. This is the broad niche coaching area your article belongs to.

O  Write a few tags. These are short keywords that capture main ideas, people, places or things in your article.
For instance, if you write an article giving tips for women balancing their careers and home life for the
category work/life balance, your tags might be: women, career, children, working mothers.

2. You can either save your article as a Draft and come back to it to work on later, your you can select Submit.

Submi: a=icle Savzas Jrzft
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3. View your submission or your draft from the View Articles tab.
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O Your articles will be listed by title. Click the article title to edit a draft or view your submission.

O In the column marked Views/status, you’ll be able to see if your article is in draft form, or if it has been
submitted. Once it has been moderated and published, you’ll see the number of views for each article
appearing in this column. If for some reason your article is marked as Declined, read over the Article
submission section in the Terms of Use. Feel free to edit and resubmit your article.

O After your article is published, in the column marked Action you’ll see a link called Share. Click Share to
share your Article on social networking sites, another great way to gain exposure and referrals

SUBMITTING QUICK TIPS

To submit a tip, choose Quick Tips from the drop-down menu under Expert contributions.

EXFERT CONTRISUTIONS BUS

ARTICLES
QUICK TIPS

1. Select the Submit a Quick Tip tab.

VIZW QUICK TIFS SUEMIT A QUICK TIP

O Enter your tip title. Aim for something catchy but also descriptive.

O Enter a short summary. This will appear on the listings page, so make it punchy so people want to click
through to read your tip.

O Enter your tip text. You can cut and paste from another document if you wish. Feel free to use bullets and
paragraphs, to make your tip easy to read. The content of your tip should be original content not appearing
on other sites online.

O  Select the category for your tip. This is the broad niche coaching area your tip belongs to.
O Write a few tags. These are short keywords that capture main ideas, people, places or things in your tip.

2. You can either save your tip as a Draft and come back to it to work on later, your you can select Submit.

Submitaticie Sava 3¢ Drat
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3. View your submission or your .draft from the View Quick Tips tab.

VIFW QUICK TIP3 SUBNIT & QUICK TIF
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o Your tips will be listed by title. Click the tip title to edit a draft or view your submission.

o Inthe column marked Views/status, you’ll be able to see if your tip is in draft form, or if it has been
submitted. Once it has been moderated and published, you'll see the number of views for each tip
appearing in this column. If for some reason your tip is marked as Declined, read over the Tip submission
section in the Terms of Use. Feel free to edit and resubmit your article.

O After your tip is published, in the column marked Action you’ll see a link called Share. Click Share to share
your Tip on social networking sites, another great way to gain exposure and referrals

INCREASE YOUR VISIBILITY IN THE DIRECTORY

The more articles and tips you contribute, the higher you will feature in our directory, so that's yet another way creating
content will help you attract more clients!

Please remember that this content needs to be 100% original, not published elsewhere, even on your blog. (Why? Search
engines impose penalties for duplicate content — articles appearing one more than one website. But feel free to rewrite your
other pieces, using the same ideas. It's just the expression that needs to be unique.) Our website is designed to provide fresh,
unique content to readers, while demonstrating your talents to wide array of potential new clients.

SHARE YOUR CONTENT TO PROMOTE YOURSELF

Make sure to Share your new content on Facebook, Twitter, and your other social media and social bookmarking sites. You
can click the Share icon on the article or tip page itself, or the Share link in your Expert Contributions Dashboard.

If you haven't already done so, linking your Google Plus profile to your Life Coach Hub profile will let your articles really stand
out in search results when potential clients are looking for the solutions you offer! Just follow the instructions on the
Description tab of your Profile page. Drop us a line if you have any questions!

Don't forget to add a link on your website to your profile page and your articles and tips.
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