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How to Process a Sale at CoachVille
Step-by-Step For Agency Coaches

BACKGROUND

When an Agency Coach has a player that is ready to purchase services, the agency coach can
send the player the purchase link to pay for the purchase themselves. In order for the link to
work, the player must login to CoachVille first. Or, the Agency Coach can process the sale on
behalf of the player.

There are two ways the Agency Coach can process the sale on behalf of the player.

1. Coach Already Created Account on Behalf of a Player: If the Agency Coach previously
created an account on behalf of the player, they already have the player’s login and password.
They can login as the player and process the sale assuming they have gathered the necessary
billing and credit card information. They use the same steps as a player as outlined in “How to
Pay with a Purchase Link” starting on pagel2.

2. Player Already Has an Existing Account: If the player already has an existing account, and
the Agency Coach does not have the login and password, the Agency Coach can login as
themselves and use their admin access to search for the player, and then login as the player
using the steps that follow.

STEP-BY-STEP: AGENCY COACH PROCESSES PAYMENT
FOR PLAYER

Follow these steps to process a sale on behalf of a player if they already have an existing
account, and you do not have their login and password information.

Administrative access must be active, so you will first login as yourself. Next, you will login as
your player. These steps assume that the player already has an account created at
CoachVille, and the coach has been granted Administrative access.
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How to Process a Sale at CoachVille - For Agency Coaches

1. Open a browser window. Chrome or Mozilla Firefox are preferred.

2. Inthe browser address bar type www.coachville.com.
3. Click Member Login.

cREMARKABLE COACH TRAINING I ™

Home & MemberLogin Join CV  Connect Certification

Classes -~ # Blog -~ Agency

s 24/7: 866-548-6516 : The Next Semester Starts on April 7th & 8th 2015

Click Member Login

Great Coaching Will
Transo

paching; i

Figure 1 Click Member Login.

4. Under CV Members Login Here, enter your email address and password.
5. Click Login.

c real coaching. pure fun, I ™

CV Members Login Here

Username or Ermail

|- |F0rg ot your password?

Set Up Your CoachVille Ac| Enter your email address and
password. Then click Login.

Password |

ﬁ 5% (N Speed UP your new member proc
to your FaceBook gecount

Figure 2 Enter your email address and password

After logging in, your administrative access is active, and enables you to use the CoachVille
user lookup function to login as the player.

6. Click the CoachVille User Lookup link below, or copy and paste the link in a new
browser tab:

https://www.coachville.com/acs-admin/users/
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How to Process a Sale at CoachVille - For Agency Coaches

CoachVille.c

7. Inthe Quick search text box, enter the player’'s email address, and then click Find User.
real coaching. pure fun.

S, pa G
* % Enter the player's email address
Home Register | and then click Find User.

* Quick search: Find User
¢ Find all users needing approval
s Add

Figure 3 Quick Search

8. Click the desired search result. In this example, we are logging in as Mary Thomas.

CoachVille.com

c real coaching. pure fun.I ™
& 2

@90 e a

Home Ragister Programs Calandar Groups Games Badg

for name or email matching "mkt@anytimeflx.com”

Click the desired
search resuit.

Show | Hide unapproved users.

® Mary Thomas (mkb@anytimefix.com)

Figure 4 Search Results
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How to Process a Sale at CoachVille - For Agency Coaches

9. A user information page displays. Scroll to the very last item on the page under

Administrative Actions and click login as this user.

ComchVilcam Mamber Seorvicss Bachner Pregoam  BheAscmar Wakcome, Mia Turpal [Lagsufl
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Scroll to bottom of page and
click Login as this user
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® Ligar [0: S35TES
:
» Ragitiarion date: Fabruary 19, 2015

= Ragstracion [P 127.000.1 (ocharg)
* Lagt vt Febnary LB, 20050134 PR
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This user is a member of the following groups:
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= Ragebared Usrs {Ramos)
#nd the user m a mambar of thass groups by vitue of baing chadl (s=e sbhove) ar becaues thess proups are components of the groups above,
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* dothm users

= memherendoes

» regeterad usan

* the pubic

SatURH Samminity Members kips

& 30156214 13:34:55: datL AN Co
® 0350014 13:34:53: doti AN Co

Content Falders

» F013-02-15 13:34:45; Content CiERS
* H013-02-19 13;34:4%; Corken BN

Figure 5 User information page

Administrative Actions

& Grant site-wide administration privieges
# Reset this user's password

s lpdate this user's password

& Manage this user's portrait

* | 0qgin as this user

Figure 6 Login as this user link close-up
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How to Process a Sale at CoachVille - For Agency Coaches

You are now logged in as this user (player), and you are viewing the player's My Account

page.

c real coaching. pure fun. I

Home

@900 2

CoachVille.com Member Services Partner Program | My Account Welcome| Mary Thomas|(Logout)

™

EVERYONE PLAYS BETTER WITH A GREAT COACH

8D

Actions

* Change Password

* Change Timezone

* Manage Nofifications
» Edit My Profile

* Search Profiles

Credit Card Information
* Add or Update Credit Card
Points

* Player Points: 0

* Bonus Points: 0

* Total Points: 0

* Available Points: 0
* Point Histol

* Extra Points

Order History
* Mo orders
New Courses

# Click for your classes since July 2005

Partner Program

* How to become a partner (pdf)
* Become a CoachVile partner

Profile Leader Auctions Highlights
Soarch Boards

Figure 7 Player's My Account Page
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How to Process a Sale at CoachVille - For Agency Coaches

10. Copy and paste the product link into the browser address bar and either click the

browser Go arrow (circled in Figure 8) or press ENTER on your computer keyboard.

— —=
\(- \achwille.com/dotlm-ecommerce/ecommerce/purchase?section%5fid=03764688upayment %Sfid=2481 ( > )LQ Search A ¥+ A& @
S S (B

[8) Most Visited || Getting Started | Suggested Sites || Web Slice Gallery

CoachVille.com Member

Coach “
" I1IXEY"

Home Register Programs G P!

ices Partner Program My Account Welcome, Mary Thomas (Logout)

YONE PLAYS BETTER WITH A GREAT COACH

8D e

Member Profile Leader Auctions Highlights
Search Boards

Actions

¢ Change Password

* Change Timezone

* Manage Notifications
 Edit My Profie

® Search Profiles

Once logged in as the player, copy and paste the
product link into the browser address bar and click
the browser GO arrow or press ENTER on your

keyboard.

Credit Card Information
¢ Add or Update Credit Card
Points

® Player Points: 0

* Bonus Points: 0

* Total Points: 0

* Available Points: 0
¢ Point History

* Extra Points

Order History

® 2010747; March 16, 2015
* 3010750; March 16, 2015

New Courses

e Click for your classes since July 2005

Partner Program

* How to become a partner (pdf)
* Become 3 CoachVile partner

Figure 8 Copy product link into address bar

—
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How to Process a Sale at CoachVille - For Agency Coaches

11. An Item Description displays. Click Proceed to Checkout.

My Account Welcome, Mary Thomas {Logout)

CoachVille.com Member Services Partner Program

real coaching. pure fun. ™
co a c h EVERYONE PLAYS BETTER WITH A GREAT COACH
Leader Auctions Highlights

Profile
Boards

Home Register Programs C
Search

for Mary Thomas (if you're not Mary Thormas, dlick here)
Quantity Price/Ttem Action

Ttemn Description
MIA: $0.01

Transformation Intensive Coaching with Deanna Stull 1 Installment Payments | delete
16 April 2015 $0.00

Total 1 $0.01

Proceed to Checkout

® Purchase another Course/Section

Figure 9 Item Description
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How to Process a Sale at CoachVille - For Agency Coaches

12. Enter the player’s Billing Information:
a. First Name

b. Last Name

c. Address

d. City

e. State/Province

f.  Country

Check the box next to Refund Policy

13. Enter the player’s Credit Card Information:
a. Credit Card Number
b. Type (Viss/MC/American Express/Discover/Novus)
c. Expires (Expiration Date)

Q@ -

c real coaching. pure fun, I ™

Home Ragister Programs Calendar Groups Gamas

To complete your order, submit this form, and confirm the information on the following page.
1. Please review your order list for accuracy.

Order list
® Quantity 1: Transformation Intensive Coaching with Deanna Stull; MIA $0.01

CoachVille.com Member Services Part

EVERYONE

900290 Q

Badges Mamber

Search

2. Complete this inforrmation.
Billing Information
Firstname(s) = Mary
LastMame *= Thomas
Address = 123 Oak Street
Address line 2
City = New York

Aol [il\;I E::Iru\:-:ditts and Canada residents only y
ZIPjPostal code 94040
Country = LUNITED STATES -
Refund Policy * [} 1 agre= to the terms and conditions of this szl
Credit card information
Credit card number = 4224112333218889

Type ®  VISA -
Expires* 05 ~ 2018 ~

Figure 10 Billing and Credit Card Information
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How to Process a Sale at CoachVille - For Agency Coaches

14. Important: Double-check the accuracy of the information.

15. If everything is accurate, click OK.

16. An order confirmation displays (Figure 11).

17. Confirm that that all information is correct. (If not, see What to do if anything is
incorrect on page 10)

18. If everything is correct, click the Submit button, and go to step 19.

CoachVille.com Member Services Partner Program My Account Welcome, Mary Thomas (Logout)

real coaching. pure fun. ™
co a c h EVERYONE PLAYS BETTER WITH A GREAT COACH

Home Profile Leader Auctions Highlights
Soarnh Boards

Click to send us your order, or click "back” on your browser to make changes.

E-mmail address:
rmkt@anytimeflx.com

Bill to: Mary Thomas
123 Oak Street
New York, NY 84040

exp0218

Courses:

» Participants 1: Transformation Intensive Coaching: Transformation Intensive Coaching with Deanna Stull; MIA: $0.01
Instalment Payments:
- $0.00 on 16 Apri 2015

Subtotal: 50.01
Instalment Subtotal:

(charged on dates listed above) §0.00
Tax: 50.00
TOTAL: $0.01

Paid Via: Credit Card

Click to send us your order, or click "back™ on your browser to make changes.

Figure 11 Order Confirmation Page
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How to Process a Sale at CoachVille - For Agency Coaches

What to do if anything is incorrect

A. Click the browser back arrow (Figure 12) on your browser window until you reach the
Proceed to Checkout page (Figure 13).

B. Click the delete link (Figure 13) to start over. This clears the cache in the shopping cart
and prevents a duplicate order.

C. A message displays “Your Shopping Cart is Empty” (Figure 14). Next re-paste the
purchase link in the browser window and begin again with Step 10 on page 6.

File Edit View History Bookmarks Tools Help

y
J-' Your Shopping Cart x\+

| é https:/fwww.coachville.com,/ dotlrn-ecommerce/ecommerc
L E

|2 Most Visited | | Getting Started | | Suggested Sites | | Web Sli

Figure 12 Browser Back Arrow

CoachVillecom Member Services Partner Froaram My Account Wekcome, Mary Thomas (Logout]

real coaching. pure fun. .
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@902 O® »ruou

Homa Aogister  Programs  Calendar Groupe Gamos Badgues Mambaor Prafile Lmdm Auclions  Highlights

o nstallment Payments || delete
£ April 2015 $0.00

for Mary Thomas (f you're not Mary Thomas, gick hera)

If anything is incorrect an
the conhrmabion page,
use the browser back
bugton until vou reach this

Proceed to Checkout $U 01
page, and chck the

Toem Daseription Quantity Price)term Action
MIA: $0.01

Transformation Intensive Coaching with Deanna Stull 1 Tatallmant Payments || (ohle
16 Aprl 2005 50.00

Totat 1 3001 delate link under the
Proceed o Checkout | Action menu.

® Purchase anoTher Course/sacmion

Figure 13 delete link on Proceed to Checkout page

CoachVille.com Member Services Partner Program Ry Account Welcome, Mary Thomas (Logout)

real coaching. pure fun. I ™
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Home Register Programs Profile Leader Auctions Highlights
Soarch Boards

for Mary Thomas (if you're not Mary Thomas, click here)

Your Shopping Cart is empty.
® Purchase another Course/Section

Figure 14 Your Shopping Cart is Empty message
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How to Process a Sale at CoachVille - For Agency Coaches

19. After clicking the Submit button, a Thank You for your registration page displays.

CoachVille.com Member Services Partner Program My Account  Welcome, Mary Thamas (Logout)

real coaching. pure fun. - i
co a c h . *"  EVERYONE PLAYS BETTER WITH A GREAT COACH

Homao Raglister Programs  Calendar erpl Gamaos Badges lo'llllbel Profila I.nadu Auctions Highlighis

Thank You for your reglstration!
We look forward Lo your particpation.

Ta find the Ink to your program lock at the above tabs:

My Chesses  far e eleckiss programs

My eCourses: for sef-study programs

My Communities: for on-going discussion | special nterast groups

1 you bt any quiesstions please ket us knows: merbersipport @myodiel com

Play 816!
The CoachVille Tearmn

Figure 15 Thank You for your registration message.

20. Click the Programs button to view newly purchased program.

CoachVille.com Member Services Partner Program My Account Welcome, Mary Thomas (Logout

real coaching. pure fun. ™
coacn EVERYONE PLAYS BETTER WITH A GREAT COACH

Home Prog Games Badges Member Profile Leader Auctions  Highlights
Search Boards

Links to your
@ Prog rams » Memberships, Classes, Events and
Self-Study programs

New purchase displays under
Classes/Events the Programs
* Transformation Intensive Coaching with Deanna Stull g =

Figure 16 New purchase displays under Programs
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How to Process a Sale at CoachVille - For Agency Coaches

HOW TO PAY WITH A PURCHASE LINK

The following steps walk you through how to pay for your purchase with a purchase link

provided by your Agency Coach. It requires that you Login to CoachVille.

Login to CoachVille.com

1. Open a browser window. Chrome or Mozilla Firefox are preferred.

2. Inthe browser address bar type www.coachville.com.
3. Click Member Login.

™

c REMARKABLE COACH TRAINING

# cVHome @ Member Login  Join CV  Connect Certification

Classes # Biog Agency

s 24/7. 866-548-6516 : The Next Semester Starts on April 7th & 8th 2015

Click Member Login

Great Coaching Will
Transo

pachingsA Lj

Figure 17 Click Member Login.

4. Under CV Members Login Here, enter your email address and password (Figure 18).

5. Click Login.
real coaching. pure fun,

Coac

CV Members Login Here

Username or Errail

|- |FDI’!Dt your !ESSWDI’d?

Set Up Your CoachVille Ac| Enter your email address and
Speed UP your new member proc password. Then click Login.

to your FaceBook gecount

E

Password

Figure 18 Enter email address and password
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6. Once logged in, copy and paste the purchase link provided by the Agency Coach into

the browser address bar.

7. Next either click the Go arrow or press ENTER on your computer keyboard (Figure 19).

(- | http:/fwww.coachville.com/dotlm-ecommerce/ecommerce/purchase?sectione5fid=93764688payme - @ LO\ global truth center

[#) Most Visited || Getting Started | | Suggested Sites { | Web Slice Gallery

e & # 9\]
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Home Register Programs Calendar Groups Games Badges Meamber

Search

Profile

Basic Coach Home Help Desk

Coach!/Connect

= Melba Rivara Welcome Coachl...
2 View Profile
) Reguest Chat It is awesome to have you on our team!
3 Great Coaching Will Transform Our World, Our Organizations, Our relationships and  ~
Make the choice to take 2 Our Lives
chance -

So our game is to help become a GREAT Coach.
Alice Taylor We LOVE our game!
2 View Profile
) Reguest Chat Below are links to four major CV Membership benefits:

1) Human RACE Game &

Inspire .. Believe ... Challenge! 2) Life Changing Conversations: Every Friday 1-2PM ET

ﬂ
|
§ Mabel Acosta
& View Profile
& Reguest Chat

Calvin Chen

3} Vast Resource Center - The tools you need to thrive in the world as a Coach.

4) Great Classes - Mext Coach Training classes start on April 7th & 8th 2015

Play Firstl

coachvilecom mi Pa@ste the purchase link in the browser
address bar and click the GO arrow
(circled) or press the ENTER key on
yoru computer keyboard.

2dbbeads9@

Leader
Boards

CV Membership Home : m

mas (Logout)

COACH

Auctions Highlights

Figure 19 Paste the purchase link in the browser address bar and click the Go arrow or press ENTER
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8. An Item Description displays. Click Proceed to Checkout.

My Account Welcome, Mary Thomas {Logout)

CoachVille.com Member Services Partner Program

real coaching. pure fun. ™
co a c h EVERYONE PLAYS BETTER WITH A GREAT COACH
Leader Auctions Highlights

Profile
Boards

Home Register Programs C
Search

for Mary Thomas (if you're not Mary Thormas, dlick here)
Quantity Price/Ttem Action

Ttemn Description
MIA: $0.01

Transformation Intensive Coaching with Deanna Stull 1 Installment Payments | delete
16 April 2015 $0.00

Total 1 $0.01

Proceed to Checkout

® Purchase another Course/Section

Figure 20 Item Description

Page 14 of 18
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How to Process a Sale at CoachVille - For Agency Coaches

9. Enter your Billing Information:
a. First Name

b. Last Name

c. Address

d. City

e. State/Province

f. Country

Check the box next to Refund Policy

10. Enter your Credit Card Information:
h. Credit Card Number
i. Type (Visa/MC/American Express/Discover/Novus)
j. Expires (Expiration Date)

Q@ -

CoachVille.com Member Services Part

Coach J—
1 XEX X

Home Ragister Programs Calendar Groups Gamas Badges Mambar
Search

To complete your order, submit this form, and confirm the information on the following page.
1. Please review your order list for accuracy.

Order list
® Quantity 1: Transformation Intensive Coaching with Deanna Stull; MIA $0.01

2. Complete this inforrmation.
Billing Information
Firstname(s) = Mary
LastMame *= Thomas
Address = 123 Oak Street
Address line 2

City *  MNew York

statefrovince  E VY YORK M
[1] For United States and Canada residents onky

ZIPjPostal code 94040
Country = LUNITED STATES -
Refund Policy * [} 1 agre= to the terms and conditions of this szl
Credit card information
Credit card number = 4224112333218889

Type ®  VISA -
Expires* 05 ~ 2018 ~

Figure 21 Billing and Credit Card Information
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How to Process a Sale at CoachVille - For Agency Coaches

11. Important: Double check the accuracy of the information.

12. If everything is accurate, click OK.

13. An order confirmation displays (Figure 22).

14. Confirm that that all information is correct. (If not, see What to do if anything is
incorrect on page 17)

15. If everything is correct, click the Submit button, and go to Step 16 on page 18.

CoachVille.com Member Services Partner Program My Account Welcome, Mary Thomas (Logout)

real coaching. pure fun. ™
co a c h EVERYONE PLAYS BETTER WITH A GREAT COACH

Home Profile Leader Auctions Highlights
Soarnh Boards

Click to send us your order, or click "back” on your browser to make changes.

E-mmail address:
rmkt@anytimeflx.com

Bill to: Mary Thomas
123 Oak Street
New York, NY 84040

exp0218

Courses:

» Participants 1: Transformation Intensive Coaching: Transformation Intensive Coaching with Deanna Stull; MIA: $0.01
Instalment Payments:
- $0.00 on 16 Apri 2015

Subtotal: 50.01
Instalment Subtotal:

(charged on dates listed above) §0.00
Tax: 50.00
TOTAL: $0.01

Paid Via: Credit Card

Click to send us your order, or click "back™ on your browser to make changes.

Figure 22 Order Confirmation Page
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What to do if anything is incorrect

A. Click the browser back arrow (Figure 23) on your browser window until you reach the
Proceed to Checkout page (Figure 24).

B. Click the delete link (Figure 24) to start over. This clears the cache in the shopping cart
and prevents a duplicate order.

C. A message displays “Your Shopping Cart is Empty” (Figure 25). Next re-paste the
purchase link in the browser window and begin again with Step 6 on page 13.

File Edit View History Bookmarks Tools Help

y
J-' Your Shopping Cart x\+

| é https:/fwww.coachville.com,/ dotlrn-ecommerce/ecommerc
L E

|2 Most Visited | | Getting Started | | Suggested Sites | | Web Sli

Figure 23 Browser Back Arrow

CoachVillecom Member Services Partner Froaram My Account Wekcome, Mary Thomas (Logout]

real coaching. pure fun. .
coa c I . EVERYONE PLAYS BETTER WITH A GREAT COACH ice/Ttem Action

@902 O® »ruou

Homa Aogister  Programs  Calendar Groupe Gamos Badgues Mambaor Prafile Lmdm Auclions  Highlights

o nstallment Payments || delete
£ April 2015 $0.00

for Mary Thomas (f you're not Mary Thomas, gick hera)

If anything is incorrect an
the conhrmabion page,
use the browser back
bugton until vou reach this

Proceed to Checkout $U 01
page, and chck the

Toem Daseription Quantity Price)term Action
MIA: $0.01

Transformation Intensive Coaching with Deanna Stull 1 Tatallmant Payments || (ohle
16 Aprl 2005 50.00

Totat 1 3001 delate link under the
Proceed o Checkout | Action menu.

® Purchase anoTher Course/sacmion

Figure 24 delete link on Proceed to Checkout page

CoachVille.com Member Services Partner Program Ry Account Welcome, Mary Thomas (Logout)

real coaching. pure fun. I ™
coa c EVERYONE PLAYS BETTER WITH A GREAT COACH

Home Register Programs Profile Leader Auctions Highlights
Soarch Boards

for Mary Thomas (if you're not Mary Thomas, click here)

Your Shopping Cart is empty.
® Purchase another Course/Section

Figure 25 Your Shopping Cart is Empty message
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How to Process a Sale at CoachVille - For Agency Coaches

16. After clicking the Submit button, a Thank You for your registration page displays.

CoachVille.com Member Services Partner Program My Account  Welcome, Mary Thamas (Logout)

real coaching. pure fun. - i
co a c h . *"  EVERYONE PLAYS BETTER WITH A GREAT COACH

Homao Raglister Programs  Calendar erpl Gamaos Badges lo'llllbel Profila I.nadu Auctions Highlighis

Thank You for your reglstration!
We look forward Lo your particpation.

Ta find the Ink to your program lock at the above tabs:

My Chesses  far e eleckiss programs

My eCourses: for sef-study programs

My Communities: for on-going discussion | special nterast groups

1 you bt any quiesstions please ket us knows: merbersipport @myodiel com

Play 816!
The CoachVille Tearmn

Figure 26 Thank You for your registration message.

CoachVille.com Member Services Partner Program My A it Wel Mary Thomas (Logout)

17. Click the Programs button to view newly purchased program.
real coaching. pure fun.

Coach
dovevresseaade@®

Home Pr Calend Games Badges Member Profile Leader Auctions Highlights
Search Boards

™

EVERYONE PLAYS BETTER WITH A GREAT COACH

Links to your

@ Prog rams » Memberships, Classes, Events and
Self-Study programs

New purchase displays under
Classes/Events the Programs
* Transformation Intensive Coaching with Deznna Stull g -

Figure 27 New purchase displays under Programs
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