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You Also MAY NOT Give Away,  

Sell or Share the Content Herein 
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http://www.EasyCoachPro.com , you have a pirated copy. 
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ALL RIGHTS RESERVED. No part of this report may be reproduced or transmitted in any form whatsoever, 
electronic, or mechanical, including photocopying, recording, or by any informational storage or retrieval 
system without express written, dated and signed permission from the author. 
 
 
DISCLAIMER AND/OR LEGAL NOTICES: 
 
The information presented herein represents the view of the author as of the date of publication. Because of 
the rate with which conditions change, the author reserves the right to alter and update his opinion based on 
the new conditions. The report is for informational purposes only. While every attempt has been made to 
verify the information provided in this report, neither the author nor his affiliates/partners assume any 
responsibility for errors, inaccuracies or omissions. Any slights of people or organizations are unintentional. If 
advice concerning legal or related matters is needed, the services of a fully qualified professional should be 
sought. This report is not intended for use as a source of legal or accounting advice. You should be aware of 
any laws which govern business transactions or other business practices in your country and state. Any 
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Introduction  
 

Upon installing the Easy Coach Pro script, using the features to run your own 
highly profitable coaching program is an easy process. 
 
This user manual is divided into two distinct parts: 
 
Î Part 01:  The Admin Message Zone 
Î Part 02:  The Client Message Zone 

 
In the first part you will see screenshots and usage instructions for the admin zone 
where YOU will spend your time interacting with your clients.  In the second part 
you will see screenshots and usage instructions for the client (AKA “member”) 
zone where your clients will spend time interacting with you. 
 
Let’s begin... 
 
 

Important Note...

Your signup page for members to join your coaching site upon 
completion of their payment will be located at … 
 

http://yoursite.com/index.php?cmd=signup  
(Where “yoursite” is replaced with your actual domain name) 

 

Your login page for members to access the coaching area will be 
located at … 
 

http://yoursite.com/index.php?cmd=login   
(Where “yoursite” is replaced with your actual domain name) 

 

You may create a meta refresh or cloaked link at your option such as 
http://yoursite.com/signup.html and http://yoursite.com/login.html . 
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Part 01:  The Admin Message Zone 
 

Unless you changed something during installation, your admin login page will be 
located at http://www.yoursite.com/admin.php where “yoursite” is replaced with 
the actual domain name of your website.   
 
When you arrive at the admin login page, you will see something similar to this… 
 

 
 

Notice in the upper right hand corner the text “Admin Control Panel”.  This will 
always appear when you are working within the admin zone, along with the date. 
 
To enter the admin zone, enter your login and password.  By default, these are – 
 

Î Login:   admin 
Î Password:   pass 

 
Upon typing these into the appropriate boxes, click the LOGIN button to enter the 
admin zone. 
 
Note:  The login and password are case sensitive.  You may change these from 
within the settings area of the admin zone, which we will discuss later in this 
manual.  It is recommended that you change these IMMEDIATELY. 
 
Upon entering the admin zone, you will arrive at this home page... 
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From this home portal page of the admin zone, you may click on any of the links 
to manage various features of the coaching script.   
 

Note:  Clicking on the HOME link from any page within the admin 
zone will always bring you back to this page. 

 
Let’s take a look at each of these areas of the admin zone… 
 
By clicking on the MEMBERS link you will arrive at a page which lists all of your 
current coaching clients... 

 

 
 

Note:  The details of my existing clients have been blackened out for privacy. 
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On this MEMBERS page you will see the nickname (AKA “login”), first name, last 
name, email address and last login date for each of your clients. 
 
You will also be able to conduct five “Actions” (Chat, Messages, Uploads, Edit, 
Delete) from this page.  We will discuss each of these next. 
 
But first, I want to point out two things from the above screenshot. 
 

1) Enable / Disable Function.  In the column listed as E/D (Which stands for 
“enable” and “disable”) you have the ability to enable a client who has 
renewed their coaching or disable a client who has terminated their coaching 
by simply clicking on the red or green button in the E/D column located next 
to the client’s information.  A GREEN light indicates the client is “enabled” or 
active.  A RED light indicates the client is “disabled” or inactive. 
 

2) New Message Alert.  Notice also in the forth member’s details, there is a 
notation:  “1 New”.  This indicates the client has posted one new message 
that has not been read by the administrator.  Anytime a member posts a 
message this notice will be listed next to their nickname to alert you to read 
their post.  If no new message alert is indicated, then nothing has been 
submitted by the member that you haven’t already ready.   

 
Let’s explore each of the five ACTIONS you can take from within this member 
page.   
 
Action #1:  Manage Messages.  The first that I want to address is to MANAGE 
MESSAGES.  By clicking on the MESSAGES link you will arrive at a page like this… 
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On this page you will find all of the correspondence between you and that specific 
client. These will appear with the latest message listed at the top of the page.  
Notice that a date stamp is visible as well as the author’s name. 
 
There are three icons associated with each posted message… 
 

1) Visibility Button.  The first icon is a round button which will either be 
GREEN or RED.  A green button indicates the posted message is visible to 
the client.  A red button indicates the posted message is NOT visible to the 
client.  You may change the visibility by clicking on this button.   
 

2) Edit Text File.  By clicking on this icon you can edit the text of the posted 
message. 
 

3) Deletion X.  This icon allows you to permanently delete the posted message 
from the site.  If you click this icon a warning will appear asking you to 
confirm that you do wish to remove the post. 

 
To post a new message (either an original message or a reply to an existing 
message) click on the NEW MESSAGE link.  When you do so this window will 
appear... 
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After typing your message into the box, click on the SAVE button to post it to both 
the admin and client zones.  You may then click on the TO MESSAGES link to 
return to the message center.  
 
Action #2:  Uploads.  Another feature is the UPLOADS option.  By clicking on 
this link, you will arrive at a page which lists any files uploaded by you or the 
client… 

 

 
 

Notice the entries for each file:  uploaded by, title, filename, filesize, filetype and 
the date it was uploaded.   
 
Additionally, there are three “Actions” you can take with each file… 
 

1) Download.  By clicking on this you will be able to download the file to your 
computer for viewing and editing. 
 

2) Edit.  By clicking on this you will be able to adjust the TITLE and / or choose 
a different file to replace the existing one (I.E.  A modified file). 
 

3) Delete.  By clicking on this you will be able to permanently remove the file 
from the site.  Again, a warning will appear asking you to confirm your intent 
to delete the file. 

 
Notice the link for a NEW UPLOAD. 
 
When you click on this link you will arrive at a page similar to this... 
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Enter a TITLE into the appropriate box and then click on the BROWSE button.  This 
will launch a window which shows the contents of your computer.  Identify the 
appropriate file you wish to upload and click on the OPEN button.  
 
Once these have been completed, click on the SAVE button to upload the file to 
the site.  You may return to the uploads page by clicking on the TO UPLOADS link. 
 
That brings us up to the third action which is… 
 
Action #3:  Live Chat.  By clicking on the CHAT link you will enter into a private 
chat room with your site where you can interact with a client “live” in “real time”. 
 
You will need to inform your client of the time to meet in this chat room, and the 
client will need to click on the CHAT link from within the member zone to enter the 
room with you. 
 
When you click on the CHAT link you will arrive at a page similar to this one... 
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Note:  This chat window will load in a separate browser window.  You may need to 
allow “popups” for the window will appear.  Adjust your security settings and / or 
turn off popup blockers if the window does not appear. 
 
Notice that there is a list of those who are in the chat room (In this case 
“membernaire” and “admin”) along with a time and date stamp of the time the 
respective users entered the chat room. 
 
By typing your comments into the TEXT box and hitting the ENTER button, your 
text will appear in the chat box for each other to read. 
 
To leave the chat room, simply click on the X in the upper right hand corner to 
close the window. 
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Action #4:  Edit Member Information.  By clicking on the EDIT link, you will 
arrive at a page similar to this… 

 

 
 

You may manually change all details for the member, including:  nickname, first 
name, last name, email address, and password.   
 
When you have made any changes, click on the SAVE button to finalize the edit. 
 
Action #5:  Delete Member.  You may permanently remove any client from your 
coaching center by clicking on the DELETE link.  A warning will appear asking you 
to confirm your intent to delete the member. 
 
Once the member is permanently deleted it is irreversible.  All messages, uploads 
and other information related to that member will be removed and you will NOT be 
able to recover this data. 

 
You may also manually add new members to the coaching system by clicking on 
the NEW MEMBER link.  In doing so, you will arrive at a page similar to this one... 
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Simply enter in the details related to the new member and click on the SAVE 
button.  The new member will immediately be added to the coaching system. 
 
The CONTENT MANAGEMENT link will allow you to change the look of these 
pages… 
 

1) The Client Home Page.  You have the ability to update the main page 
clients see when they login at anytime by making changes within the admin 
area. This will automatically change the main page for ALL coaching clients. 
(Example: If you are sick and cannot do coaching that day, instead of 
posting this to each individual board, you can post it to ALL boards 
simultaneously.) 
 

2) The Admin Home Page.  You can also change the appearance of your own 
admin home page.  Give yourself a weekly “to do” list, operation 
instructions, etc. 
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The Content Management area of the admin zone comes with a built-in WYSIWYG 
html.  Changes are made at the site level (nothing to download or do on your 
computer) and changes are immediate upon clicking the SAVE SETTINGS button.  
 
The Content Management area appears like this when you click on the link... 
 

 
 

Note:  This is only the first part of the page.  The actual page contains much more 
information.  The screenshot would take up several pages of this document if I 
included it all!  
 
There is also an OPTIONS link that you can click on in the admin zone.  This will 
take you to a page similar to this... 
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In this area you can make general settings adjustments… 
 

Î Admin name.  The name of the administrator as it appears to all those 
using the coaching system. 
 

Î Admin email.  Where all email notifications are sent that are routed to 
the administrator. 
 

Î Admin password.  This is the password required to login to the admin 
area.  It is strongly recommended that you change this immediately upon 
your initial login. 
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Î Members per page.  The total number of members that will appear on 
each page when viewing members.  I.E.  If you have 20 members and 
select 5 members per page, you will have 4 pages of member listings. 
 

Î Messages per page.  The total number of messages show on a page 
when viewing any member’s messages.  I.E.  If you have 12 messages 
and select 6 messages per page, you will have 2 pages of message 
listings. 
 

Î Upload space.  This is the total amount of space you allow for members 
to use in uploading files.  (Does not include ADMIN uploads.) 
 

Î Chat refresh time.  You can instruct the system how often to refresh 
the chat screen. 
 

Î Welcome Message.  This is the email that is sent to all new members 
upon completing the signup process.  You may edit the subject line and 
the text of the message itself, using personalization variables (see 
below). 
 

Î Forgot Password Message.  This is the email that is sent to any 
member who has requested their login details. You may edit the subject 
line and the text of the message itself, using personalization variables 
(see below). 
 

Î Member Notification Message.  This is the email that is sent to 
members when you have posted a message for them in the members 
area (includes REPLIES to their posted messages).  You may edit the 
subject line and the text of the message itself, using personalization 
variables (see below). 
 

Î Admin Notification Message.  This is the email that is sent to you 
when a member has posted a message for you to read.  You may edit the 
subject line and the text of the message itself, using personalization 
variables (see below). 

 
You may use the following personalization variables to input the member’s specific 
details into the emails that are sent to them… 
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Personalization Variables 
{MEMBERFIRSTNAME} Member's first name 
{MEMBERLASTNAME} Member's last name 
{MEMBERNICKNAME} Member's nick name 

{MEMBEREMAIL} Member's email 
{MEMBERPASSWORD} Member's password 

{MESSAGE} Message 
 

 
The final admin zone function is almost self-explanatory, but I’ll mention it 
anyway. 
 
When you click on LOGOUT, you will be logged out of the admin zone. ☺ 
 
Now, on to the CLIENT MESSAGE ZONE… 
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Part 02:  The Client Message Zone 
 

Many of the functions will be the same, so I won’t explain them again but will refer 
back to earlier instructions where applicable. 
 
The member login page will appear like this… 
 

 
 

Upon entering their login and password, they will arrive at their home page from 
within the member center…  (Forgot password link will trigger login email.) 

 

 
 

Notice in the upper right hand corner that all pages from within the client zone will 
read “Member Control Panel”. 
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From the home page the member can enjoy all client privileges, including message 
management... 

 

 
 

(Notice they do not have the admin actions for message management.) 
 
They can add new messages… 
 

 
 

The process of adding a new message is the same as mentioned earlier from the 
admin side. 
 
Members can also review uploaded files… 
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And, of course, add new uploads… 
 

 
 

Again, the process is the same as from the admin side. 
 
Members may also edit their own personal information by clicking on the 
PERSONAL link. 
 
Upon doing so they will arrive at a page similar to this… 
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Members cannot change their NICKNAME or NAME, but may edit their email 
address and password. 
 
Accessing a LIVE CHAT (as well as entering messages into the text box, exiting the 
chat, etc.) is the same for a member … they simply click on the CHAT link at the 
agreed upon time which will launch a separate window such as this  
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And clicking on the LOGOUT link will log the member out of the client zone. ☺ 

QUESTIONS? 

If you have any questions about the USAGE and OPERATION of the Easy Coach 
Pro script not covered in this user manual, please email me at support@coa-
ching.com  

Note:  Please do NOT send any emails about installation.  As I mentioned on the 
sales page, I do not offer any support for installing the script. 
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