Cycle Training Database

A bespoke Microsoft Access database offering a complete solution to the management
of a complex programme of cycle training. Features include:

14

Client booking system

information to trainees and client organisations,

including automatic generation of confirmation

Instructor booking system, with features for monitoring the training and

development of your instructor body. Includes a Conflict Calculator to eliminate
the possibility of double bookings, and automatic emails to instructors.

Budget management system, offering detailed reporting for funders, and

invoicing of paying clients. Capable of handling matched funding.

Underlying double-entry accounting system enabling the tracking of all costs,

calculating payments for instructors, including mileage payments

Developed for Cycle Training UK (London), Britain’s leading supplier of cycle training, it
is licensed for sale to other cycle training organisations, and is now also in use by:

¢ Luton City Council
¢ Bike for Life (Brighton)

¢+ Royal Borough of Kingston
¢ Sandwell Primary Care Trust

...and others.
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[ Cycle Training Database - [Sessions list]
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Sat 12/12/98 0000
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Mo of instructors 1 Ext Observer Instructors | Conflicts | Sessions
Offers [id

7 Pass [dfg, g fd
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instructor Position

Payment Feedback
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Date and duration
Wed 2810/03 13.00
Thu 301003 08:30
Tha 301003 10:00
Thu 301003 11:00
Thu 301003 11:00
Thu 301003 11:00
Tha 301003 12:00
Th 301003 12:00
Thu 301003 12:00
Thu 301003 16:00
Fri 31003 08:30
Fri 31003 11:00
Fri 311003 11:30
Fri 311008 12:00
Fri 31003 12:00
Fri 31003 12:30
Fri 311003 14:00
Sat 0111103 08:30
Sat 0141403 10:00
Sat 0141403 10:00
Sat 0111103 10:00

saleot

Selact

St

seleat

Seleot

Selact

St

Refresh st
Instiuctors
Course or trainee
3 Rose Bow 3
2 Sandy Paimer
1 Tiywe Khamslo
2 Hilary Newiss
2 Fatima Priest
1 Sandra Teacher
4 Cornexions North Landon §
4 Angell Town 1
4 Connexions North Longion 6
1 Janewarren
85 Camden HCP 1
4 Parents Week 3
2 Francisco Serrano
4 Connexdons North Longon &
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1 Catherine Charles-ilzon
1.5 Tim Carrington
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2 flice Martin
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For more information please contact
Simeon Bamford on 07941 054837 sim@sim.me.uk
Demonstrations can be arranged in London or Edinburgh
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Further details

Enter details of trainees, the sessions they are taking, the instructors who are running

the sessions, and financial details, all in the same easy-to-use screen:

Cycle Training Database - [Trainees]
J File Edit %ew Insert Format Records Tools Window Help

= E
== x|

- ESRY iRy v @ sil YET M x| B e B,

= Search by:  First name p
Mew b
Trainees o T3 Mou aree |
Entered by [SAB hd #ddress] | 32 Carden Road What type(s) of training are they interested in?
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First name  [Mr Fake] et Beginner
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Date+duration | Sat 12/12/98 00: DDl 1 Moaof traineesl 1/ Poss |dfg, trg, fd= Offers |fd:-c..
Child'z name(z] |0onald Seszion notez nstructor Position Payment Feedback Assessment .
CE Sites I Peckham Rye Common, 4 fake lezzon zo f5] jLead d £12.00 j
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Use a similar interface for group courses, for schools and other organisations:

Cycle Training Database - [Courses]
J File Edit Wiew Insert Format Records Tools window Help
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Entered by

Search by:
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Basics | Finance | Booking | Contacts |
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Start date

HERY Ve o|@ 22 Za v s x|

-

() .

Q' MNew course
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SEEWH NEW COUrsE
biaged o this ore

Frint pre-courze
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B 1

Start Date 09403405 Course notes, e.g. Max
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Type IRF 3 Dap Caurse | nheeded? Special

Independent course - i.e. we are taking the bookings

arrangements?

r

and payments directly
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12 trainees to be picked from pear 5. Two form entry. ﬂ
Lunch from 1215 -13.15.
Flenty of payarounds 20 no need to stop for break in morning.
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See all sessions coming up in chronological order.
Use this screen to check that all work is allocated:

Cycle Training Database - [Sessions list] MmEE
J File Edit Y“iew Insert Format Records Tools Window Help 18] x|

IB-EaRy |y aes | o|@zizl 2z a7 x| & EE 2.

m I Wiew all Refresh list | New detached sessionl...this button is only for sessions not associated with a course or a trair:l
Instructors | J
i M

Date and duration Course or trainee Cancelled Wherefinst needed/need bike Lead Sup 2
Select Wyigd 2901 0,03 13:00 3 Roze Bowl 3 i Group [~ Dr Bike *outhiSc LEM ANC
Select Thu 30/ 0,03 09:30 2 Sandy Palmer wid Inciiv [ (E
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Selact Fri 3140035 09:30 6.5 Camden HCP 1 Lty Group [T IRR outh I&P nd Thvy nol ChiA ol
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Select Sat 01103 10:000 1.5 Maring Jones (1 N B T T v =
Record: H_l .4_”“ - 1 3 | }Il}*l of 340 ‘l — - — | 0 _’I—I
[Form view S | Y

Easy reference list for your instructors, and their abilities:

H Instructors M=l E3

Instructors 1 2 3 Maint  Spare
Initials Work Home Mobile CB OR JA RR asz cl men Int Ady Pan 2 3
- JaF sy 07337 & e N N N N N
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- - |DHE 5EIS FTIZ e 07941 6 20 T 7 I I (7 (e I
= -|oE M10 24441 07944 (i R (P I e I (S I I
=1 -lEHM ES 2926 07740 o (Sl i W i i M i I
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Manage your contacts - potential clients, funders, suppliers:

Cycle Training Databaze - [Contacts] HEE
J File Edit “iew Insert Format Records Tools Window Help = |ﬁ| |5|
- HERY =@y o @i YE Mxx o Ba B,
Search by Organisation =
CO n taCtS Department 4 5757 GETE it Lty
Main contact x| Spawn new contact Mewy Ernail
Project name =
Ertered by (ft=F8 - viyhat should courses for this organisation ke called? This is usually an abbrevistion of the
izati .
Organization  [Bob's Primary Schoal aroEnisaton nams IHUbS 16/11/04 =
Left mzge to offer course someone will be in
Departmert Type of organisa‘tionISchool - I contact msa.
Main cortact  [Ms Marple Further description
Job title Head teacher
Cther contacts For schools: 2311704
Iﬁ -1 | |left anather mag but apparantly tied up at the
Address, A damsrill Road Ui @ ] | i) mament getting reports out bl the end of the
incl street Borough Lewvisham - I week msza. Can be offered assembly with [ir 3
Area or town  |Loweer Sydenham Age range | day course.
Postoode SEZ6 440 Howy funded Local authority - I
m/ms

Wik G693 5545 For mailouts: Then zomething elze happened ﬂ
Home Addresser)
Mabile Title
Fax 5291 5586 =l
Ermnail Tick here if this is 2 supplier [~

for accounting purposes - an
General info arganisation which invaices

us for their goodsiservices.
|

|The name which will appear on address labels in mailouts, e.g. John Harris would be "Mr John Harris" l_ l_

Generate automatic confirmation letters to schools about courses:

iElj Document] - Microzoft Word [

JEiIe Edit Wiew Insert Format Tools Table Window Help 5'

o J Document 1 i

JBody Text - | Tahoma - 11 =

. 83 Lambeth Walk

N London

T SE11 6DX

N Tel: 020 7582 3535 0 0

o info@cycletraining.co.uk

- www.cycletraining .co.uk

M TRAINING UK|

- Ms Marple

+ Adamsrill Primary

- Adamsrill Road

“ Lower Sydenham

z SEZ6 4A0

o 20,0205

N Dear Ms Warple,

- Thank you for booking us to run some cycle training at your school, This is 10 confirm that we

L will be with you on the following dates |

Z Date and start time Duration | No of instructors Special notes —
- Wed 23 Feb 2005 13:30 2 hours 1 Assembly | Client admin... Twa classroom H

sessions with vear 5.

N Wed 09 Mar 2005 10:15 2 hours z Bike checks and Control skills with & E
= trainees, B
S EEE 3

JD[awv[%Coj AutoShapes » ™ w ] O 4|&'£'£'E E.ev
[Page 1 Sec 1 Yz [se9em  Ln1s col 41 | [REC [tRE [E4T [oVR [Engish(Uk [ C3F




Generate automatic email confirmation or letters to individual trainees:

2 Confirmation of lesson - Meszage [Rich Text] - Unicode [UTF-8)

JEiIe Edit Wiew Insert Format Tools Actions Help

|=send | @ % 2@ 0] 4[| EJonons.. | @ 7

To... ||nnhndy@nuwhere.cnm
ce. ]

Subjeck: |CnnFirmatiun of lesson

Arial - i

—
4

Dear Mr Fake, -
Thank you for booking a cycling lesson with us for your childfchildren Jake and Zak. Please take
time to read the following instructions. If there is anything you are unclear an please phone me on
020 7582 3535, Please do not email urgent questionsfinformation.

The lesson will take place on 12 December 2005 starting at 12:30 and lasting 1.5 hours,

Your instructor will be Simeon Bamford,

The instructor will meet you at Selsdon Recreation Ground, Selsdon, CR2

WWe will supply a bike for you. We understand that your height is 410.

The lesson will cost £30.00. Please nav the instructor on the dav. by cash. or by cheoue made Ll

Generate automatic emails to your instructors giving details of sessions:

B Details of coming session! - Message [Rich Text] - Unicode [UTF-8)

JEiIe Edit Wiew Inserk Format Tools Actions Help

|[1=isend | @ 5 @01 4| ¥ | EJomons.. | B) 2

To... ||sim@sim.me.uk
ce. |]

Subject: IDetails of coming session!

&rial - &2

—
4

Dear Simeon Bamford, -
Here are the details of a session you're booked up for:

The lesson will take place on 12 Decernber 2005 at 12:30 and lasting 1.5 hours.

The trainee's name is Mr Fake Trainee. Actually it's for their child{ren): Jake and Zak —
The total expected number of trainees is: 1

The lead instructor will be Simeon Bamford, home phone: 0131 554 7482, mobile: 07941 054 537

ou will meet the trainee at Selsdon Recreation Ground, Selsdon CR2
Motes on the location: Huge basketball court onrec, rarely in use

The trainee's nhone numbers: Ll




Take feedback from your instructors session by session:

Cycle Training Database - [Instructors] HEE
J File Edit View Insert Format Records Tools Window Help ;lili”

- B SRy sl o @2z %h v M Ba- 0.

SearchISAB 'I Offers | Detailed account | Account by monthl Payl [uze with caution] | Statement | M ew instluctorl

Generall Trairing Sessions | Oitker Labourl DtherTransactionsl

Enter admin for this course I Enter purchase for this session I Enter incident for this se=sion | Refresh I All sessions coming up I Trainee feedback I
[rate and duration Session booking notes
Mon 12412708 UU:UDI 1

EES IMr Fake Trainee

Course or trainee notes Session notes

Cancel, rescheduls | Edit
OF $Pawn nEw zez210n | |For screeshot ﬂ

Cancellzd date

Type of session |Indiv | Reason

Tupe of courzse - I | h LI

Humber of trainees 1 Level at start  |1.a0 | Trainee
Individuals Mo Bike [ Covered by end -] feedback

ids' Who Position Feedback
g ”amesl‘]ake Basic Admin Mil's Other Pay

| v

V= @ie 3000 My fsap - [Lead =] Excellent session. Got him riding in 20 mins. Spert the rest of the time
Cazh taken £0.00 1200 250 2.00 15 50 riling him on better braking and steering.
Chegue(s] taken £0.00 ITrairing .
Budget Credit card £0.00 ¥ d J
[Ealing 20045 Individuals J .00
Funder paid I £30.00 [Trairing® d
Localionl

Selsdon Recreation Ground

Selsdon |cR2
Huge basketball court on rec, rarely
in use =

Form View T

Track all other payments and expenses for your instructors,
then print them statements of account:

Cycle Training Database - [Statement for an instructor]
J B File Edit Wew Tools Window Help =1&] 5'|

M-S O 0@ o - dse | W-

Simeon Bamford
1F 2 6 Trafa gar Street

EH6 4DH
Between 171102 and 1/1/03

Sales to instructor

Date

28 Jul ey
ZEM002

Dezcription
Sale of goods: Madison
Sale of goods: Madison

Tatal Salesto instructor for Simeon Bamford

Salay

Date
200502
ooz
0802
0702
30802
300902
N MO0Z

Description

Labour: S4B Salary
Labour: $4B salary
Labour: $4B salary
Labour: 548 Salary
Labour: S4B Salary
Labour: S4B Salary
Labour: S48 Salary

Aummnamnt
(FEAE5)
(935.25)
(S57.02)
(925,557

1 251867
104396
(935,667

Total Salary for Simeon Bamford

Purchases for company

Date
0402
05,0402
1204002
150402

Description

Purchase: Train to Briztol to meet Ccle I est
Purchase: labals

Purchas e: stationeny

Purchas e: stationery

(£5,724 79)

Aummnamnt

»

|Ready

rrrr-rrrr1-



The Budget Viewer calculates running totals for monies allocated and spent on
budgets and sub-budgets, allowing you to drill down into the details of each course or
session.

Cycle Training Database - [Budget Yiewer] M= E
J File Edit ‘iew Insert Format Records Tools Window Help ;lill”
=N A A=A Al e =R =
- Add/edit budgets | Mew invoice | Total alocated £48,13057
Budget Viewer s Tedimaiced [ T 95523
Difference £9.176.248

Budget IEaIing 2003-4 -I

| Eoursesl Sessionsl Additional Eostsl Invoicesl Heportsl

Select all | Check individual lesson payments |
| Type MHame Budget Total spent -from this budget Courses spent Sessions SpE &
P || Select |Super  Ealing 2003-4 ££9,700.00 1727799 E17.2F7.99 £15,365.00 £230.0
Select |Sub Ealing 2003-4 Bicycle Support Team £15.,000.00 £6.358.14 £6.358.14 £2670.00 E277.2
| Celect [Sub E aling 2003-4 Bicycle Support Team Duterli £330.00 F£300.00 #150.00 £300.00
| Select [Sub Ealing 2003-4 Bicycle Support Team Park F £6,000.00 £2,640.00 £2.640.00 £2.640.00
| Select [Sub Ealing 2003-4 Bicycle Support Team S outh. £330.00 £330.00 £230.00 £330.00
| Select [5ub Ealing 2003-4 Dormers Wells £1.,000.00 £0.00 £0.00
|| Select [Sub  |Ealing 2003-4 Elthome Park: £1.,000.00 £51.94 £51.94
| Select [Sub |Ealing 20034 Indiv £2,500.00 £2032250 £20,322.50 £18,726.5
|| Select [Sub  |Ealing 2003-4 Mount Camel £1,100.00 £1.100.00 £550.00 £1,100.00
| | Select [Sub |Ealing 2003-4 Notting Hill and Ealing High £1.100.00 £1.100.00 £550.00 £1.100.00
Total amount spent from thiz budget [group) IW‘ =

N | e
Formien [t 1

Then you can get a range of budget reports for each budget or sub-budget:

Cycle Training Database - [rpt_BudgetGroupaAllocatedwithS ubBudgets : Report] HEE
J B File Edit Wew Tools Window Help ;lill”

¥-5 oce@@ » - Ba- Q.

Close |F -

Budget report

For:  Ealing 2004-5 Individuals

Courses

Course nama Start dote End date

Southall Skhe 2 ATOF 04 260704
Daklands & 100105 020205
Blair Peach Primany 2 2001035 Oz0205
St Mades (Ealing) & 210105 OOz i05

Total

Individual lessons

Date Trainee name
050404 R oz anna Eliot
040404 Jeanette Abraham
10,0404 Ann i allace
120404 Lynette Edwards £5250

Page: || e lm] 4] | >
Ready rrrr-rrrr-




Generate automatic invoices to clients:

Document? - Microzoft Word [_[7]

J Eile Edit W¥iew Insert Format Tools Table ‘Window Help 5'
J Mormal - Arial -1 = o J Document 2 o]
e

910 1l 121 1300 1de o151 AR N

I . 83 Lambeth Walk
Lond
nVO I Ce SE 1|?Inﬁ[?;
Tel: 020 7582 3535
info@cycletraining.co.uk ﬂ

waww.cycletraining.co.uk YCLE
[ TRAINING UK

Flubba dub cc
;o Mr Smith,
11 Bar Room Bar
Southwark
SE11 4RH
20002105
Invoice no: 1088

Re your purchage omder no; FG45453

|
£ 1330

Payment now due, by chegue, made payable to "Cycle Training Uk, Lid", and sent to the

JD[awv[%Coj Autoshapes - > w [ O 4‘|@"£v&vE E.m,
[Page 1 Sec 1 11 |at10ecm tn1e col t [REC [tRe E¢T [0VE [Enagishiuk | CEK

Log all other expenses and transactions in the integrated double-entry accounting
system. This can form the basis of your annual accounts, or department’s accounts.

Cycle Training Database - [Transactions List]
J File Edit iew Insert Format Records Tools Window Help _|5||5|

[N NET A R e A N AN S | YA e =R R
' Transactions List | ——==_| e H.
Show all transactions Insteuctor [ -]
Date for runining halance:l— Showy all transactions for this: Traines ;l
Running balancs: l:l m' Supplier ;I
Cliert |
Date Description Amount Credit Account Debit Account
Salect 20011102 Docket: MW Addizon 1 £26.00 Emplayee: ki Labour: Sessionsl
Salect 2111102 Docket: b Sutton LEA 1 £24 00 Emplayee: ki Labour: Sessionsl
Select 22M 1002 Docket: MAY St Marks (Ealing) 2 £30.,00 Employes: M Lakour, Sessionsl
Select 231102 Docket: MAW Rockingham Estate 1 £36 .00 Employes: MW Labour: Sessional
Select 2411102 Cash taken: MW Marcia Thomas £25.00 Traines: Marcia Thomas Employee: MxWY
Select 2411102 Docket: WA Marcia Thomas £14 50 Emploves: hxy Labour: Sessional _I
Selact 24111102 Docket: MW Denize Springer £10.00 Emplovyee: MWxyy Labour: Sessional
Salect 2511102 Sale of goods: Madizon £1.34 Sales to Employees Employee: ey
Salect 271102 Purchasze: Teas & Coffees £3.10 Employee: MxW Refreshments
Select 271002 Docket: MAW Addizon 1 £26.00 Employes: M Lakour, Sessionsl
Select 28M 1102 Docket: MAW Sutton LEA 1 £24 .00 Employes: MW Lakour;, Sessional
Select 29M 1102 Docket: MY St Marks (Ealing) 2 £30.00 Employes: kx Labour: Sessional
Select 3041102 Labour: M Road survey for Rockingham E £12.00 Emploves: hx Labour: Admin
Selact 350011402 Docket: MXW Rockingham Estate 1 £36.00 Employee: WXy Labour: Sessional
Falect 0171 2002 Docket: WA Rachel Higgs £24 00 Emplayee: ki Labour: Sessional
Salect 0171 2002 Docket: AN Marcia Thomas £14 50 Emplayee: ki Labour: Sessionsl
Select 03 2002 Pay Mark Wahighaim £610.41 Bank Ernployee: MEW
Select 05M 2002 Docket: MAW Sutton LEA 1 £26.00 Employes: MW Lakour;, Sessional
Select 06M 2002 Docket: MY St Marks (Ealing) 2 £30.00 Employes: MW Labour: Sessional
Select 07 2102 Docket: MW Rockingham Estate 1 £36.00 Emploves: hx Labour: Sessional
Selact 05/ 2002 Docket: MW Christine Evans £24 00 Emplovee: WXy Labour: Sessional ﬂ
Farm Wigw I_I_I_I_I_WI_I_



Track the progress of your instructors as you train them:

Cycle Training Database - [Instructors] HEE
J File Edit View Insert Format Records Tools Window Help ;lili”

|- deRy iRy olalsizlza v n)x|EBa- 0.

SearcthM 'I Offers | Detailed account | Account by monthl Payl [uze with caution] | Statement | M ew instluctorl

General  Training | Sessions | Other Labour | Other Transactions |

Select [ Sat 184104030900 B Mark de Pina Perou ;l Commerts Good. Meeds chasing for feedback. Mentor .
First Aid training
Support 5 Inztructor Training
First Aid Start: End: Level Advanced = |
Select | Sun 19/10/03 15:00 1.5 Marcus taok £30 cash and will deduct this ;:2;'223 e iif;f?;iirgng:ﬂapasfr:z;m: :ntf;ﬂign
Lead Indiv cut to one hour cos Jessie was getting tired.
Indiv Level 1A Start: 1.a0 End:  1.a2
select | Thu 23/10/03 0300 2 4 mileage
Noel Park 1 Gamet
Support 1 Group ¥ Inclividusl Level 1
Group Level 2 Start: 205 End: 207 v Incividusl Level 2 ¥ Group On Road
Select | 5at 08/11/02714:30 2 Went wyell in general. Meeded time to settle V' Individual Level 3 J& IV Paired Riding

inta lezzon. Didn't do written assessment.

Patricia Britain Took bit ton long checking level.

¥ Classroom

Lead Indiv| Assezsment could have taken place on road. ¥ Mertring
Indiv Level 2 Stat|  2.00 End| 300 M Asssmbly
Select | Sun 08/02/04 1400 2 the maney far this needs to be logged as nan-
Jane Newman . Eisc,ls_clloe?al labour and allocated to the report ™ Maintenance Advanced
Obiserver | Indi [ Maintenance Intermediate [~ sparez
Stark: 1.b0 Etd: _I
T T T r—— al [~ Spared

Form View I [ ]

Monitor your work levels:

Cycle Training Database - [frm_Work_Chart : Form]
J File Edit “iew Insert Format Records Tools Window Help _|ﬁ||5|

@) .

B -

HEeRV | saes|o|e2lzlze v|aox|EEa-

work levels by day and type | g Rosd survey £ Clisnt sdmin

O Mentoring
a0 O Instructor Training
O Incli
80 — | Group
A O Azzembly ! Client admin
0
G0
=0
b o
40 I
30
20
10
0 I nn I | | I I | I | | 0

16405105

11404105 7
18404105 7
25004105 1
02405105 1
0905105 7

1440305
21003805
250305 7
0440405

202105
250205
0703105 7

Form View I [ ]

And many, many other features!



