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Thank you for your interest in Microsale’s C.H.A.T Counselling System for Private
Practice Counsellors.

Please find below instructions for downloading the setup file that will install the latest
version of the software onto your computer, and also some useful information about
the program.

(A) To download and install the trial program:

Go into the following web page link.  http://www.microsalenz.com/search.htm

Then choose,
o Microsale C.H.A.T Counselling Program School Demo

Save the setup file to your desktop (or any folder you wish) and run it (by double-clicking on it) to
automatically install the program. Just click on OK or Next when prompted during installation.
If there are any hassles at all please give me a call on 03 467 2888 or 027 4861444

Start the Microsale C.H.A.T Counselling System from the

icon created on your desktop Bl EEX
Microsalew
The Main Menu screen will appear.

7 [lensellingpmgraml

You can view (and print if you wish) the latest manual that explains the
features of the program in detail by clicking PDF here.
o Click on Counselling Program to run the program.
o Rebuild Indexes is a program that prevents errors building
data files, so run at least once a week.
o Copyfiles automates the Copying of your data to a USB or other
backup drive.
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Getting Started Guide :

On starting the program from the Main Menu the first screen that will appear is the Main Consultation
Screen (See page 3). From here you can access all the features of the program. On First use though you
should click on the SETUP button on the top of this form to add your Business Details (School Address etc)
and set up the program the way you want it.

Step @ Set up Business Details :
From this screen you may add your address, Password, counsellor details, Appointment Diary setup etc.



http://www.microsalenz.com/setupdemos.exe
http://www.microsalenz.com/search.htm
http://www.microsaleNZ.com/
mailto:donald@microsaleNZ.com

Business Details Screen:
Use the Tab or Enter key on your keyboard key to move between fields or just click on the field you want

to change using the mouse. To password protect the program you must enter a password here. You also
adapt the program to suit your own needs by adjusting the Headings (Field Names). eg Change Heading 2
from Score to Classification or whatever you want.

Setup Form

Business Detail Consultations | Reports |

Main Business Detail * o | =2 |

MICROSALE NZ Alternate Headings

CLIENT MAME |Students

Must be “Clients” or “Students”

Donald Logie

9a Wales St

HEADINGL  |T&rm
Alimit of 4 - (for Reports)

HEADING2  |Whanau

=g Cansuitation Length, Houss or Whanau

Dunedin

donald@microsalenz.com

vvaw.microsalenz.com HEADING3 Year Level

03 467 2888 HEADING4  |Consultation Type

These Field Heading s can
be changed.

HEADING& ISuh Classification

Click here once you have
entered your Password to
Save it permanently..

Counsellor Name + | = Finish Hour 17
}|Donald Logie Appointment Diary Name Display Order
IDonaId 1

ﬂ- LClose |

Step ® Set up Records for drop-down boxes




| &l Business Detail E3 Consultations @ Reports g &I
Consultation Type Term (maoxaf4) Whanau Year Level Ethnicity
| el =]"] I Y R R T 1 | <[ #|=| ] | <] o=
[community 43 im I’l Maori Hill |’l i1 A i|NZEuropean |’l
|Parents Term2 Sth DN |‘r‘12 |NZ Maori
|Persc-na| Term3 i Roslyn |‘r'13 |Samoan 3
ﬂRelationshrps I |Term4 Maorth DN =|Staff I |Coo|-< Island Mz
v —
|Staff Tongan
|Stud\_u' Niuean
|Super\.'|'5|'on e Z - Tokelauan R
b bt b —
Add or Edit Records here for
adding to Consultations.
Other Issues
Classification sub Classification |~ #|=]"]
| |||+ =] af| | | > o] | =] | mAttendance Officer Referral Iﬁ
Fone | s Consultation Type Selected :
Yp b |Fami|y Meeting
M abuse
i Anger y Sub Type | e |Fv1eet|'ng‘.'.f|'th Nurse L
Anxiety : sexual |I‘u1eet|'ng'.'.p'|'th Police
_Attendance issues _Physical
— Salf B Meeting with Truancy Officer
Behaviour referrals -
B Bullying Meeting with Whanau Leaders
a4 b |Nurse Referral
b
Microsale NZ j‘L Close

Step ® Add/Edit Student Information

C.H.A.T Software v2011-4

w Consultations I

% seeup |

=@ Reports |

Students | </ »|»|# Field to Search [last Name = Main Menu 2|
Mo of 180 Search |
[YSTETETEY students List |
Gender
B | [ponald |Logie ~ Female| ||LzstName First Name Mabile
Holkenbrink. Ermily
D.0.B ~07-2001 - -E Ia 1
— — Houshion 2 Hides the Screen — (similar
T - I C —(simi
Addiesst | |93 Wales St Last Consult D (Howard Pirpi = LI
~ Siman to the minimise button)
Addiess2 | |Dunedin 13-10-2010 En
| |a Georgina
Town/City | | |Jamieson red
Jopson
Cell —
Ghone | ‘ | |Kaa Sha)
Email | | |keen Eraiden
— - - - I Keimy Charley
Ethnicity |NZ Eurcpean j I “Other", specify Ko Daricle
Time | j Liezhout Josh
Nt ; Do | ]
| |Lembardi Natazha
|| Longshaw Kagre Click + to add a new student,
|| Lyall Sarah
| |MacDonald Cameran = to delete.
| |MacPhersan Aleizha
| |Mason Nick
I Matchesan Ashley
M cirth Ayl
Client Filter 1 (e 2L
ﬂ | |McFarlane Blake
I McGregor Brittany
 Save Client Filker 2 [ cechnis Dani|
ﬂ | |Makenzie Tegan
L Mclead April v
A >
Jdohn Paul Il High School j'Linl

Step @ Consultations




C.H.A.T Software v2011-4

oK Setup |

|Z@ Reports |

Students Search Donald Logle
LOGIE Jawalez 5t, Dunedin

ra| «|p || S| Age:D

Consultations: 3

Click on the + to start a
new consultation.

|Fiona 12 1 '

Lo
9 3
8 4
765

= v 4
e

Consultations l
| e[ m| =] + @
13-10-2010 [+ [1ul-sep

Jltation Type

|Maor| Hill
Erhrm ity

“ 2 @

_.

All Motes for : Donald Logie

18-08-2010 Behaviour

Had a good catch up today - more settled and
comfortable with the environment

|Re|atiohships Z European

& d about what being friends means
\d appreciates janet because sheis
honest but sensitive and helps

|Classroom programmes

=0 =

Parents

talked about what being
Donald appreciates janet
helps students when they
agreed to atlk about hting

nes means

use she is caring, h t but sensitive

hey get upset

Using these buttons you can add Notes
for later retrieval . Makes the Notes
area larger, etc.

Hides sensitive
information

o Save

Print all Notes
for a Student.

See Other Issues (to
add to notes)

Microsale NZ

| Exit

Please give me a call with any queries, I'm very happy to help.

Regards, Donald, Microsale NZ

See the manual for more detail.



