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If	your	program	operates	in	cycles	and	experiences	inactive	periods	or	the	conclusion	of	mentoring	relationships,	it	is
crucial	to	understand	the	process	of	pausing	the	program	on	the	virtual	mentoring	platform.	Pausing	the	program
effectively	restricts	mentors	and	mentees	from	accessing	the	platform	during	periods	when	program	staff	are
unavailable	to	support	members	and	monitor	activities.

In	this	article,	we	will	explore	three	distinct	methods	to	appropriately	conclude	a	program	cycle	on	the	virtual
mentoring	platform,	ensuring	a	smooth	transition	and	maintaining	a	supportive	environment	for	all	program
participants.

Considerations	for	the	Methods:

The	methods	presented	in	this	article	are	designed	to	address	specific	considerations	when	ending	a	program	cycle	on
the	virtual	mentoring	platform.	These	considerations	include:

1.	 The	program	requires	a	full	members'	refresh.
2.	 The	program	would	like	to	retain	some	program	members	and	their	existing	data.
3.	 The	program	would	like	a	full	members'	refresh	but	also	needs	a	quick	re-onboarding	method	for	returning

program	members.

1.0	Deactivate	all	users

Deactivating	your	program	members	will	prevent	them	from	accessing	the	virtual	platform.

1.1	Click	the	"Admin"	tab	on	the	left-hand	side	of	the	page	to	access	the	administrator	dashboard.

1.2	Click	on	the	 Members 	tile	located	on	the	second	row	of	the	administrator	dashboard.

Ending	a	Program	Cycle

Context

1-	Full	Members'	Refresh

Definition:	A	full	members'	refresh	refers	to	a	process	in	which	all	current	program	members	are	permanently
removed	from	the	virtual	mentoring	platform.	This	action	not	only	deletes	the	user	accounts	but	also	erases	all
associated	data	linked	to	their	mentoring	relationships	and	platform	activities.	This	includes	any	accessed
resources,	completed	courses	and	events,	survey	and	evaluation	responses,	and	other	relevant	data.	By
implementing	a	full	members'	refresh,	the	program	essentially	starts	anew,	wiping	the	slate	clean	and	creating	a
fresh	environment	for	the	next	program	cycle.	This	approach	is	useful	when	there	is	a	need	to	completely	reset
the	platform,	removing	all	traces	of	previous	program	participants	and	their	corresponding	data.

Steps:
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1.3	Identify	the	"Is	Active"	column	positioned	to	the	right	of	each	member's	name.	

1.3.1	Uncheck	the	box	under	the	"Is	Active"	column	for	each	member	you	wish	to	deactivate.

1.4	Click	the	"Admin"	tab	on	the	left	side	of	the	page	to	access	the	administrator	dashboard.

1.5	From	the	administrator	dashboard,	navigate	to	the	"Profiles	&	Feedback"	tile	located	on	the	third	row,	and
click	on	"Manage	Content"	to	access	the	corresponding	section.	

Once	the	"Is	Active"	box	is	unchecked,	the	program	members	will	be	deactivated	immediately.	This	action
prevents	them	from	further	accessing	the	platform,	effectively	restricting	their	connection	from	this	point
forward.	There	is	no	need	to	save	the	changes	separately;	the	deactivation	takes	effect	instantly	upon
unchecking	the	box.
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1.5.1	A	new	dialog	box	will	appear.	Expand	the	selections	by	clicking	on	"Profiles"	and	subsequently
choose	"Deactivate	Members".

1.6	Download	the	mass	deactivation	template	by	clicking		 Download	Sample .

1.6.1	Open	the	downloaded	template,	and	enter	the	email	addresses	of	the	program	members	you	wish	to
deactivate.	Ensure	that	the	email	addresses	are	entered	accurately,	following	the	format	specified	in	the
template.
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1.6.2	Save	the	completed	template	to	your	computer.

1.7	Click		 Choose	File 	to	browse	your	computer	and	select	the	completed	template	that	you	saved	in	the
previous	step.

1.8	Click	 Deactivate 	to	initiate	the	mass	deactivation	process.	This	action	will	deactivate	all	program	members
listed	in	the	template	simultaneously.
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2.0	Export	all	Reports

To	ensure	a	comprehensive	record	of	the	ending	cycle,	it	is	advisable	to	run	and	export	all	available	reports.	These
reports	contain	valuable	data	that	can	be	utilized	for	future	reference	and	analysis.

2.1	Learn	How	to	Generate	Reports:	Refer	to	the	article	Generate	Reports	to	access	detailed	instructions	on
running	reports.	This	article	also	provides	insights	into	the	various	types	of	reports	available,	enabling	you	to
make	informed	decisions	about	which	reports	are	relevant	to	your	program's	needs.

2.2	Organize	Exported	Report	Files:	Upon	exporting	the	reports,	it	is	essential	to	save	the	files	in	an	organized
manner.	We	recommend	structuring	the	file	storage	based	on	the	program	and	year.	This	practice	ensures	ease
of	access	and	facilitates	efficient	retrieval	when	referring	back	to	specific	reports	in	the	future.

3.0	Members'	Deletion

The	final	step	involves	deleting	all	program	members.	While	they	have	already	been	made	inactive	and	can	no	longer
access	the	platform,	it	is	considered	a	best	practice	to	completely	remove	them	from	the	platform	in	preparation	for
the	new	cohort.	By	deleting	the	members,	you	ensure	a	fresh	start	and	avoid	clutter	in	the	platform's	display	and
reporting	functionalities.

Deleting	the	program	members	will:

Prevents	the	platform	from	showing	inactive	members	and	relationships	alongside	the	new	active	ones	in	the
members	and	relationships	sections.	This	ensures	a	clear	and	uncluttered	view,	focusing	solely	on	the	current
active	members	and	their	relationships.
Optimizes	future	reporting.	By	removing	them,	you	avoid	including	outdated	data	in	reports	alongside	active
members	and	relationships.

It	is	recommended	to	save	the	reports	in	a	folder	labelled	with	the	cohort’s	program	and	year	for	easy	retrieval
of	past	data	E.g.:	{	insert	program	name}	2021/2022.
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3.1	Follow	the	instructions	in	this	article	How	to	permanently	delete	members	to	permanently	delete	all
members	ahead	of	the	new	cohort.

1.0	Deactivate	all	users.

1.1	Please	refer	to	the	steps	in	the	previous	section	above.

2.0	End	all	mentoring	relationships

Doing	this	ensures	that	mentoring	relationships	are	"reset"	for	returning	program	members.

2.1	Follow	the	instructions	in	this	article	End	mentoring	relationships	to	learn	how	to	end	them	all
simultaneously.		

3.0	Reports

To	ensure	a	comprehensive	record	of	the	ending	cycle,	it	is	advisable	to	run	and	export	all	available	reports.	These
reports	contain	valuable	data	that	can	be	utilized	for	future	reference	and	analysis.

3.1	Learn	How	to	Generate	Reports:	Refer	to	the	article	Generate	Reports	to	access	detailed	instructions	on
running	reports.	This	article	also	provides	insights	into	the	various	types	of	reports	available,	enabling	you	to
make	informed	decisions	about	which	reports	are	relevant	to	your	program's	needs.

3.2	Organize	Exported	Report	Files:	Upon	exporting	the	reports,	it	is	essential	to	save	the	files	in	an	organized
manner.	We	recommend	structuring	the	file	storage	based	on	the	program	and	year.	This	practice	ensures	ease
of	access	and	facilitates	efficient	retrieval	when	referring	back	to	specific	reports	in	the	future.

4.0	Member	Deletion

The	next	step	consist	of	deleting	program	members	that	will	not	be	returning.

4.1	Follow	the	instructions	in	this	article	How	to	permanently	delete	members	to	permanently	delete	all
members	ahead	of	the	new	cohort.

5.0	Reactivate	existing	program	members

When	preparing	for	the	start	of	a	new	cohort,	in	addition	to	onboarding	new	members,	there	are	essential	steps	to
take,	including	the	reactivation	of	returning	members.	To	accomplish	this,	follow	the	instructions	below:

5.1	Re-activate	returning	members	by	accessing	the	administrator	dashboard	and	clicking	on	the	"Admin"	tab
located	on	the	left-hand	side	of	the	page.

Do	not	include	the	names	of	Administrator(s)	otherwise	their	profiles	will	also	be	permanently
deleted.

2	-	Retaining	some	Program	Members	and	their	Data

Definition:	Retaining	some	program	members	and	their	data	involves	a	process	where	certain	members	are
permanently	deleted	if	they	will	not	be	returning,	while	returning	program	members	are	placed	in	an	inactive
status	until	the	start	of	a	new	program	cycle.	It	is	important	to	note	that	all	existing	data	associated	with
the	returning	members,	including	their	completed	mentoring	relationships,	will	continue	to	be
captured	in	future	reports	and	remain	accessible	on	the	members	&	relationships	pages.

Steps:

It	is	recommended	to	save	the	reports	in	a	folder	labelled	with	the	cohort’s	program	and	year	for	easy	retrieval
of	past	data	E.g.:	{	insert	program	name}	2021/2022.

Do	not	include	the	names	of	the	returning	Members	and	Administrator(s)	that	will	be	a	part	of	the
new	cohort.
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5.1.1	Click	on	the	 Members 	tile	located	on	the	second	row	of	the	administrator	dashboard.

5.1.2		Identify	the	"Is	Active"	column	positioned	to	the	right	of	each	member's	name.	

5.1.3	Check	the	box	under	the	"Is	Active"	column	to	the	right	of	the	name	list	to	activate	each	returning
member.

5.2	Inform	returning	members	to	update	their	user	profiles	ahead	of	the	new	cohort.

3	-	Full	Members'	Refresh	and	Quick	Re-Onboarding	for	Returning
Members

Definition:	The	process	of	a	full	members'	refresh	and	quick	re-onboarding	for	returning	members	involves
permanently	deleting	all	program	members,	including	those	who	will	be	returning	for	the	next	cycle.	As	a	result,
all	existing	data	associated	with	the	returning	members	and	their	mentoring	relationships	will	no	longer	be
captured	in	reports	or	accessible	on	the	members	&	relationships	pages.	However,	in	this	scenario,	a	program
administrator	takes	the	initiative	to	safeguard	the	profile	information	of	returning	members.	This	information	is
saved	for	a	quick	re-import	at	the	beginning	of	the	new	cycle.	This	approach	eliminates	the	need	for	returning
members	to	re-enter	profile	details	they	have	already	provided	in	the	previous	cycle.	Instead,	they	can	start	the
new	cycle	with	a	fresh	set	of	data	while	benefiting	from	the	convenience	of	their	previous	profile	information
being	readily	available.

Steps:
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1.0	Deactivate	all	users.

1.1	Please	refer	to	the	steps	in	the	previous	section	above.

2.0	Export	all	Reports

To	ensure	a	comprehensive	record	of	the	ending	cycle,	it	is	advisable	to	run	and	export	all	available	reports.	These
reports	contain	valuable	data	that	can	be	utilized	for	future	reference	and	analysis.

2.1	Learn	How	to	Generate	Reports:	Refer	to	the	article	Generate	Reports	to	access	detailed	instructions	on
running	reports.	This	article	also	provides	insights	into	the	various	types	of	reports	available,	enabling	you	to
make	informed	decisions	about	which	reports	are	relevant	to	your	program's	needs.

2.2	Organize	Exported	Report	Files:	Upon	exporting	the	reports,	it	is	essential	to	save	the	files	in	an	organized
manner.	We	recommend	structuring	the	file	storage	based	on	the	program	and	year.	This	practice	ensures	ease
of	access	and	facilitates	efficient	retrieval	when	referring	back	to	specific	reports	in	the	future.

3.0	Member	Deletion

The	final	step	involves	deleting	all	program	members.	While	they	have	already	been	made	inactive	and	can	no	longer
access	the	platform,	it	is	considered	a	best	practice	to	completely	remove	them	from	the	platform	in	preparation	for
the	new	cohort.	By	deleting	the	members,	you	ensure	a	fresh	start	and	avoid	clutter	in	the	platform's	display	and
reporting	functionalities.

Deleting	the	program	members	will:

Prevents	the	platform	from	showing	inactive	members	and	relationships	alongside	the	new	active	ones	in	the
members	and	relationships	sections.	This	ensures	a	clear	and	uncluttered	view,	focusing	solely	on	the	current
active	members	and	their	relationships.
Optimizes	future	reporting.	By	removing	them,	you	avoid	including	outdated	data	in	reports	alongside	active
members	and	relationships.

3.1	Follow	the	instructions	in	this	article	How	to	permanently	delete	members	to	permanently	delete	all
members	ahead	of	the	new	cohort.

4.0	Re-onboard	Returning	Members

4.1	Duplicate	the	saved	Member’s	Report	file.	To	do	so,	use	the	"Save	As"	option	in	your	Excel	worksheet.

4.2	Highlight	the	members	to	be	re-onboarded	and	delete	the	others.

It	is	recommended	to	save	the	reports	in	a	folder	labelled	with	the	cohort’s	program	and	year	for	easy	retrieval
of	past	data	E.g.:	{	insert	program	name}	2021/2022.

Do	not	include	the	names	of	the	Administrator(s)	otherwise	they	will	also	be	permanently	deleted.
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4.3	Highlight	the	columns	with	the	relevant	profile	fields	and	custom	fields	data	to	be	re-imported,	then	delete
the	irrelevant	columns.	

4.3.1	Don't	forget	to	save	your	updates.

4.4	Follow	the	instructions	provided	in	the	 Member	Import	tool 	and	re-upload	the	returning	members’	data.

4.5	Inform	returning	members	to	update	their	user	profiles	ahead	of	the	new	cohort.
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