View & Manage Inquiries

Mentors/Youth Communication

Mentors

When a potential Mentor applies to a program, they will receive the following email from
communications@mentoringcanada.ca:

Thank you for contacting Second Test Program| Y

communications@mentoringcanada.ca
To Systems Tests

@ If there are problems with how this message is displayed, click here to view

a web browser,

Program name

Dear Myriam

Thank you for your interest in becoming a mentor with
You should receive a follow-up email from them directly. Please be advised that
many programs are small and volunteer-run, so we thank you for your patience as
you wait for a response from the program.

In the meantime, we invite you to take the next step in your mentoring journey and
take our free, Online Mentor Orientation.

Our orientation covers the basics of mentoring. We discuss:

» The importance of mentoring
= The role of the mentor

=\What kind of support you can expect from your mentoring program
=How to build a positive mentoring relationship

There are five modules in the Orientation which takes about an hour to complete,
and you will receive a Ceriificate of Completion at the end.

You can also sign up for our newsletter and keep up to date about emerging

mentoring research, news, and how you can help grow the mentoring movement
across Canada.

Thank you again for taking the first step in your mentoring journey!

As stated in the email communication, the mentors can click the Online Mentor Orientation to start.

Youth

When a youth (Mentee) applies to a program, they will receive the following email from
communications@mentoringcanada.ca:


mailto:communications@mentoringcanada.ca
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mailto:communications@mentoringcanada.ca

Thank you for contacting Second
Test Program!

Dear Ledan,

Thank you for your interest in becoming a mentee with Second Test Program

You should receive a follow-up email from us shortly. We appreciate you
taking your first step in your mentoring journeyl

Program Administrators Communication

The program administrator will receive the following email from communications@mentoringcanada.ca:

Mary Doe has applied to Test 2 {

St ’ S|4
communications@mentoringcanada.ca *
To Systems Tests

'E' If there are problems with how this message is displayed, dick here to view it in a web browser,

New Application for Test 2

Mary Doe has applied as a mentee to Test 2.

To contact them back, please reply directly to this email, or use the link below
to send and email.

Send an email to this contact

Replying to Program Inquiries

There are two ways the program administrator can reply to contact the inquirer:

1. Click Reply on the email *Recommended Method*
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Leidan test has applied to Read and Learn
— . t Repl; <) Reply All Fi d -
communlcatlons@mentormgcamada.ca ﬁ@ eJ i 2uiEomes
To Systems Tests - Thu 2021-12-16 3:04 Al

(1) there are problems with how this message is displayed, click here to view it in a web browser.

New Application for Read and Learn

Leidan test has applied as a mentor to 'Read and Learn'.

Vs WO WL WY V. 7% v

To contact them back, please reply directly to this email by hitting the reply
button or click on the link below to send an email.
P il tgethis gagtact

1.1 When clicking on Reply you will notice a string of letters and numbers appears (called relay email link)
instead of the sender's email address. This is intentional and serves as a middleman that connect the email
responses to the inquiry list on the Connector.

>
Send To "' cbe70b37-5e89-11ec-Bee5-0626fTbed6] e@relay.mentor-canada.dev

Cc

ystems.tests@mentoringcanada.ca

Subject  RE: Leidan test has applied to Read and Leam

1.2 It will update the inquiry status from "Un-Contacted" to "Contacted" once you have responded to the inquiry.

e W WPy

Inquiries

Inquiries (1)

Program First Name Last Name Role Status Created +

Read and Learn Leidan test Mentor Uncontacted 13 minutes ago

A A/ N,

. . 3 (
—— Inquiries ]
Inquiries (1) a g

Program First Name Last Name Role Status

Read and Learn Leidan test Mentor Contacted 14 minutes ago

1.3 When the program administrator clicks on an individual inquiry, they are provided with additional information
given by the inquirer based on their contacted/uncontacted status. When an Inquirer’s status is "Uncontacted",
the inquirer’'s email and phone number remain hidden.
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I
Myriam Test f
Mentor
Program Second Test Program Robert
Inquiry Date 2021-12-15 15h54
Status Uncontacted
Relay Email fdd088If-5dfa-11ec-8ee5-0626f7bed6le@relay.mentor-canada.dev (
Email (
Phone J
Voice Calls Yes (
SMS Messages Yes
How Did You Hear About Us?
\,\WMMM

1.4 Once the inquirer has been contacted via email by responding to the email, their status moves to
"Contacted" and the hidden information is made visible to the program administrator.

Myriam Test

Mentor

Program Second Test Program Robert

Status Contacted

Relay Email 107f36b1-5dda-Nec-8ee5-0626f7bed6le@relay.mentor-canada.dev

Email test22-mentori@mentoringcanada ca

Phone 5145555555

Inquiry Date 2021-12-15 12h06 {
(
d
?

Voice Calls

SMS Messages Yes
How Did You Hear About Us? Ontario Mentoring Coalition

How Did You Hear About Us? - Other

A Please note that you can not manage email replies or view email communications from the Inquiry tab. The
Inquiry tab is simply to keep track of the program inquiries and their statuses.

2. Click "Send an email to this contact".

New Application for test5

Michele M has applied as a mentor to 'testd".

To contact them back, please reply directly to this email, or use the link below
to send and email.

Send an email to this contact ) i eec———

When you click on the "Send an email to this contact" option, one of the following scenarios will occur:

1. If you have a configured desktop email application, it will open a new email reply with the relay email link
automatically populated in the "to" field.
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OR

2. If you don't have a configured desktop email application, you will be prompted to set up one before you can send a
reply. If you require assistance in completing this task, we recommend reaching out to your organization's technical

support team. They will be able to provide the necessary guidance and support.

Add an account

Qutlook.com

Outlook.com, Live.com, Hotmail, MSN

|:I Office 365
Office 365, Exchange

Google

iCloud

Other account
POP, IMAP

Advanced setup

Viewing Program Inquiries

1. To view program inquiries, after login into the Mentor Connector click on the "Inquiries" tab.

Dashboard

Inquiries

Programs

Organizations

o St o

JaneDoe  Francais

1.1 The program administrators can only see inquiries from programs they manage.

Inquiries

Inquiries (2179)

\fﬂz\?hd Test Program Robert

1.1.1 The list has 6 columns which display:

Program name
Inquirers' name,

Inquirers' last name,

Inquirers' role,

Status of the Inquiry

Date the Inquiry was sent.

[ Program First Name Last Name Role Status Created ]
Read and Learn Leidan test Mentor Contacted 24 minutes ago
Second Test Program Robert Myriam Test Mentor Uncontacted About 18 hours ago
paused submission test test test Mentor Uncontacted About 21 hours ago
Second Test Program Robert Ledan Test Mentee Uncontacted About 21 hours ago
Second Test Program Robert Myriam Test Mentor Contacted About 21 hours ago
Second Test Program Robert Terry Test Mentee Contacted About 21 hours ago

michele Mentor Contacted About 22 hours ago
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1.2 Inquiries can be filtered to narrow down the list, using the filter function on the right side of the page.

Filter Saved Filters é

i

Date Filter Saved Filters (

[™) select Dates...
Date

[™ Select Dates.

Relationships

Relationships

Role
Role
Status Mentor or Mentee
Mentor
Lead
Contact

Clear Filter

1.3 Program administrators also have the ability to export the inquiry list as a CVS file.

Inquiries

Inquiries (5)
Program First Name Last Name Role Status Created -~
Test2 Joe Test Mentor Uncontacted 11 minutes ago
Test2 Kathleen Test Mentor Uncontacted 37 minutes ago
Test 2 Kathleen Doe Mentor Uncontacted About 2 hours ago
Test2 Kathleen Doe Mentor Uncentacted About 2 hours ago
Test2 Kathleen Doe Mentor Uncontacted About 3 hours ago

Export this table

9

@ inquiries.csv
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