
The BasicsThe BasicsThe Basics



Today we are going to 
talk about:

• Updating your profile
• Adding and updating users
• Adding and updating news
• Managing mentees
• Managing mentors
• Managing matches
• Assigning matches
• Creating reports
• Reminders
• The amazing help button!



To learn today we will
• Be using the MentorPRO dummy site
• Be looking at both the administrator 

and coordinator sites
• Be using dummy data…or making real 

data dummy data =)



Updating Your Profile

Click here to view and 
change your personal 
profile



Updating Profile



Saving Your Data

Always remember to hit to save 
button!!!



Who can see this 
information?

• Mentor Michigan can see the profile information 
of both the program administrator and program 
coordinator

• The program administrator can see the profile 
information for other program coordinators

• Program coordinators can see only their own 
information



Adding/Updating Users
Only the 

program 
administrator 
and Mentor 
Michigan can 

do this

Click here to:

•Add new user

•Update existing user

•Run user report





Saving Your Data

Always remember to hit to save 
button!!!



Adding and Updating 
NewsOnly the 

program 
administrator 
and Mentor 
Michigan can 

do this

Click here to add or 
update 
program/organization 
news



What is News for?
• A program administrator can publish news that 

they want to share with their program 
coordinators

• Mentor Michigan can publish news that they want 
to share with programs using MentorPRO

• MENTOR can publish information that they want 
to share with Mentor Michigan and programs that 
are using MentorPRO 



News Continued…



News

When you log onto your account, this is what 
a news update will look like. It will appear on 

your home page.



Saving Your Data

Always remember to hit to save 
button!!!



Adding and Updating 
ProgramsOnly the 

program 
administrator 
and Mentor 
Michigan can 

do this

Click here to 
add/update a mentoring 
program…this is a very 
important section!



Adding/Updating Programs 
– The Nitty Gritty

These are very important to your set up



Why the Program 
Section is Important

1. This is where you define what your screening 
process is 

ex. In terms of types of background checks, training 
required, etc

2. This is where you define your matching criteria

3. This is where you define your contact 
requirements for your program coordinators



Managing Your Mentees
Click here to do any of the 
following:

•Add mentee

•Update mentee

•View Screening Process of 
mentees

•Update mentee only 
activities

•Run mentee reports



Pay very close attention to what you enter 
here!!! VERY CLOSE ATTENTION

Once you enter and 
save the application 
start date, you cannot 
change the information. 
If you enter the wrong 
date, you must contact 
MENTOR and they will 
have to change it for 
you



Mentee Information 
Cont.

These are the most 
important sections…after 
contact information of 
course!



Saving Your Data

Always remember to hit to save 
button!!!



Managing Your Mentors
Click here to do any of the 
following:

•Add mentor

•Update mentor

•View Screening Process of 
mentor

•Update mentor only 
activities

•Run mentor reports



Adding a Mentee

Pay very close attention to what you enter 
here!!! VERY CLOSE ATTENTION

Once you enter and 
save the application 
start date, you cannot 
change the information. 
If you enter the wrong 
date, you must contact 
MENTOR and they will 
have to change it for 
you



Mentor Information 
Cont.

These are the most 
important sections…after 
contact information of 
course!



Saving Your Data

Always remember to hit to save 
button!!!



Managing Matches

Click here to do the 
following;

•Make a match

•Manage a match

•Run match reports



Managing a Match



This is one of the 
best parts of 
managing a 
match…right now 
is a good time to 
listen carefully



Match Supervision Cont.

This is also a great 
feature! When you 
enter the date of next 
contact, it will pop up 
in your reminders 
section. 

We will talk about 
reminders in a minute



Saving Your Data

Always remember to hit to save 
button!!!



Assigning a Match

Click here to 
assign a match 
to a program 
coordinator



Important Facts About 
Assigning Matches

• Matches can only be assigned to program 
coordinators who have access to the program 

• Both the administrator and coordinator can assign 
matches 

• An administrator cannot be assigned a match but 
they can see all the data for all program and 
matches as well as enter data for matches



Running Reports

Click here to run pre-
designed reports



Running Reports Cont.
• To see all the reports you can run, you must log 

onto your account…the dummy account is lacking 
in this area

• You can also run ad hoc reports in which you 
choose what information you want to see reported 
on

• Always remember, the more information that you 
enter, the more comprehensive your reports will 
be



Bulk Uploads

Do you need to use this feature? If 
the answer is yes, I will put you in 

contact with Kim Jessop from 
MENTOR and she can run you 

through this process



Reminders!!!

This is the reminders 
box that the program 
administrator will see



Reminders Cont.

This is the reminders 
box that the program 
coordinators will see



The Help Button

This is your best friend…let’s 
give it a try



When You Are Done…


