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Getting Started
Dashboard
This is the 10Eighty application dashboard. This page allows users to edit their profile, schedule meetings, 
set their availability and join pre-booked meetings.

The dashboard also displays events, connections, courses, resources and meetings, all accessible on 
one page.

It also includes goals, which users can set after their meetings with their coach.



How to Update your Profile
Profile Information
Here you can add your own 
information, such as a profile 
photo, your email, phone 
number, location, gender 
and time zone. Further 
to this, you can edit your 
employment history, so that 
coaches can see your work 
experience.

The summary allows users to 
provide a brief background 
of their experiences for 
coaches to see. Furthermore, 
the anticipated job search 
allows coachees to assist 
their coaches in what they 
would like to improve upon. 
The CV upload is used to 
provide a quick access 
function for coaches to 
access and analyse a 
clients CV.



How to Set your 
Meeting Availability
Sync your calendar
The sync calendar function allows users to 
sync their Outlook or Gmail calendar to the app.

If you are already signed in on an Outlook or Gmail 
account and want to sync a different calendar, open 
an incognito/private browser. You will be asked to 
sign into the account when you click on the Outlook 
or Gmail icon.

Once your calendar has synced successfully, it 
will appear under the meetings availability tab.



2. Input availability/working hours
On the dashboard, you will see a pen marker, allowing you to edit your availability.

This will take you to the calendar, where you can 
input your weekly availability. For example, if you are 
unavailable on Saturday, you can click unavailable. 
Additionally, if you are only available between 1pm-
5pm on Monday, then you can add that. Also ensure 
you put your correct time zone.

Completing this stage is important when booking 
meetings on the app.



How to Book Meetings
There are two main ways to book a meeting on the coaching platform. You can book a meeting through 
the dashboard and on the coaching page. 

Even though you can only sync a Gmail or Outlook calendar, you can add meetings to various calendars 
such as Yahoo and iCal. Adding a meeting to your calendar will be discussed at the end.

Note: Please check with your coach before you book a meeting through their calendar. Some coaches 
may not have synced their calendar to the platform.

1. Dashboard
On the dashboard click ‘New’

Creating a new meeting will pull up this window. You can change the duration, pick your coach and pick 
the meeting type (video, phone or in-person).  

Furthermore, the platform will only show the times you and your coach/coachee are available. For 
example, in the photo below I can see that Michael has two morning and eight afternoon slots.



It is important to note that the location 
link can be changed. If the meeting is 
happening on Zoom, Teams or even 
face-to-face then you can enter those 
details into the location box.

Once you have sent the meeting invite, 
the coach will be notified via email, 
please see below:

The coach or coachee can then either accept or decline 
the invitation. If you click accept on the email, you will be 
redirected to the following page.



You will now be able to add the meeting invite to the following calendars: Google, Yahoo!, Office 365, iCal 
and Outlook.

Once you have clicked on your preferred calendar, then the selected calendar meeting template will 
open. This will say “Mentoring Meeting”, please change to “Coaching Meeting”. Check the date and time 
and click “Save and Close”.

Alternatively you can accept the meeting invite on the coaching platform.

On the dashboard, please click on ‘View’.



Once you click accept, you will 
be requested to add it to your 
calendar. If you click decline, 
the meeting will be removed. 
Alternatively, if you click 
reschedule, you will be requested 
to suggest another date from the 
calendar below.

You will then be able to view your 
upcoming meetings and either 
accept, decline or reschedule.



Viewing the Calendar
You cannot view your own personal calendar on the app currently. However, you can view your coaches 
calendar on each mentoring page

1. Viewing your coaches calendar
First click on ‘Book Meeting’ within the connections tab on the dashboard.

You will then be able to view your coaches diary/calendar. 



Picking your Coach
The matchmaking process at 10Eighty is completed in house by our team experts. However, the option to 
choose your coach by the app if you wish to browse, can be completed by following these steps.

1. How to pick your coach
This process will follow going onto the coaches page on your dashboard. 

You will then be greeted with the fantastic coaches we offer here at 10Eighty. You can individually click on 
each potential coach to read their summary and get a feel for whether they will suit your coaching needs.



You can view the coaches summary, their 
coaching styles and their coaching style overview.

Once you have found your ideal coach, you 
can send an invitation to begin your coaching 
relationship. These initial sessions are designed to 
establish your needs, what you are looking for within 
your coaching sessions and how your new coach 
will benefit you.

Once you are ready to send the invitation, it will look 
something like this.



Then you can establish your first coach connection, which will show up in your connections tab. From there 
you can view your coaches profile and message them directly.

From this point onwards, your coaching journey will begin. 



If you’d like to chat to one of 
our friendly team about how 
we can support you, please 
feel free to contact us.
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