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How to Request a Meeting  
with Your Coach 

 

 

Step 1  
Requesting a meeting with your coach is a very easy process.   

It all starts by clicking on the Calendar.  
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Step 2 
Once the calendar appears, click on blue “Request a meeting” button. 

 

Step 3 
The next page to appear is the bookings page.   

Click on the blue “+New ” button to make a request. 
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Step 4 
Complete the form and click the green “Pick a spot” button in order to see 
your coach’s availability. 
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The next screen shows your coach's availability.  Hover over an item, to 
see available meeting times. Click an item to select your preferred spot. 
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Step 5 
The date and start time is automatically filled in (from step 4). Choose the 
meeting duration and click the blue “Save” button. 

 

Once you click save, your request is sent to your coach and your meeting 
request appears on screen.  Keep in mind, at this point, it is still a request.  
Your coach will contact you to confirm your appointment. 

 


