Import your Program Policies &
Access the MentorCity Terms of
Use/Privacy Policies
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Before onboarding mentors and mentees onto the virtual mentoring platform, it is important to add your program
policies. These policies, along with the MentorCity Terms of Use and Privacy Policy, will be presented to all new users
during their initial login. New users must carefully review and agree to the program policies and MentorCity terms of
use to ensure compliance and continue using the platform for virtual mentoring.

This training article will guide you through the process of importing program policies and emphasize the importance of
completing this step before onboarding mentors and mentees. By proactively addressing these policies, you can

establish a secure and conducive environment for effective virtual mentoring. Let's explore the necessary steps and
considerations in implementing program policies on the virtual mentoring platform.

Steps
1. Click on the “Admin” tab on the left-hand side of the page.
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2. From the administrator dashboard, navigate to the "Content" tile located on the third row, and click on "Manage
Content" to access the corresponding section.
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2.1 A new dialog box will appear. Click on "Consent Page" within the box.
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3. Click on Add .

Consent Page

If you would like you can add a policy (e.g. Terms of Use, Privacy Policy, etc.) that your members sign off on prior to entering the site. If they do not agree to the policy,
they will not be able to login. You will be able to add a description of the the policy and upload a document that provides more information.
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4. Add your program policies to the body of the "Description" box.

Use the toolbar to
Consent Page bold your text,
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Maorbi porttitor metus gravida tellus consequat tristique. Quisque evismod cursus uma, sit amet placerat dolor viverra sed. Duis interdum metus vitae orci
interdum, in tempor quam pellentesque. Nunc sollicitudin massa dolor, vitae pretium tellus maximus ut. Pellentesque pellentesque eget mauris vitag
malesuada. Nam non egestas augue. Nunc semper urna sapien, eu elementum lacus suscipit vitae. Aenean ante massa, consectetur eget sodales et,
egestas eu nibh. Maecenas sed orci lacus. Curabitur faucibus bibendum porta. Prein quis elit tortor. Thank you

Policy | Choose File

5. You can also add a PDF copy of your policy by clicking on Choose File . This will allow mentors and mentees to
save a copy of your policies.
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Lorem ipsum dolor sit amet, censectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore ef dolore magna aliqua. Quam id leo in vitae. A scelerisque purus semper eget
duis al. Quam adipiscing vitae proin sagitis nisl. Bibendum arcu vitae elementum curabitur vitae nunc sed velit dignissim. Egestas purus viverra accumsan in nisl nisi scelerisque eu
ultrices. Sem viverra aliquet eget it amet. Cras ornare arcu dui vivamus arcu felis bibendum ut. Odio eu feugiat pretium nibh ipsum consequat nisl vel. Grnare massa eget egesias
purus viverra accumsan. Fermentum et sollicitudin ac orci phasellus egestas tellus. Viverra accumsan in nisl nisi scalenisque eu ultrices vitas auctor. Sodales ut eu sem integer vitae
justo eget magna. Mattis pellentesque id nibh tortor id aliquet lectus proin. Netus et malesuada fames ac turpis egestas. Cursus euismod quis viverra nibh cras pulvinar mattis nunc
sed. Lorem dolor sed viverra ipsum nunc aliquet bibendum enim facilisis. Mi tempus imperdiet nulla malesuada pellentesque elit eget gravida. Fermentum dui faucibus in omare
quam viverra orci sagittis eu. Massa tincidunt nunc pulvinar sapien et

Mauris augue neque gravida in fermentum et sollicitudin. Quisque id diam vel quam elementum pulvinar efiam non quam. Commodo quis imperdiet masea tincidunt nune pulvinar
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6. Click Create Company Policy to save your work.
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Lorem ipsum delor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aligua. Quam id leo in vitae. A scelerisque purus semper eget
duis at. Quam adipiscing vitae proin sagitfis nisl. Bibendum arcu vitae elementum curabitur vitae nunc sed velit dignissim. Egestas purus viverra accumsan in nisl nisi scelerisque eu
ultrices. Sem viverra aliquet eget sit amet. Cras ornare arcu dui vivamus arcu felis bibendum ut. Odio eu feugiat pretium nibh ipsum consequat nisl vel. Ornare massa eget egestas
purus viverra accumsan. Fermentum et sollicitudin ac orci phasellus egestas tellus. Viverra accumsan in nisl nisi scelerisque eu ultrices vitae auctor. Sodales ut eu sem integer vitae
Justo eget magna. Mattis pellentesque id nibh tortor id aliquet lectus proin. Netus et malesuada fames ac turpis egestas. Cursus euismod quis viverra nibh cras pulvinar mattis nunc
sed. Lorem doler sed viverra ipsum nunc aliquet bibendum enim facilisis. Mi tempus imperdiet nulla malesuada pellentesgue elit eget gravida. Fermentum dui faucibus in ormare
quam viverra orci sagiftis eu. Massa tincidunt nunc pulvinar sapien et

Mauris augue neque gravida in fermentum et sollicitudin. Quisque id diam vel quam elementum pulvinar etiam non quam. Commedo quis imperdiet massa tincidunt nunc pulvinar
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7. Any new users will land on the program policy page as illustrated below upon their first login.
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Morbi porttitor metus gravida tellus consequat tristique. Quisque euismod cursus urna, sit amet placerat dolor viverra sed. Duis interdum metus vitae orci interdum, in
tempor quam pellentesque. Nunc sollicitudin massa dolor, vitae pretium tellus maximus ut. Pellentesque pellentesque eget mauris vitae malesuada. Nam non egestas augue,

Nunc semper urna sapien, eu elementum lacus suscipit vitae. Aenean ante massa, consectetur eget sodales et, egestas eu nibh. Maecenas sed orci lacus. Curabitur faucibus

bibendum porta. Proin quis elit tortor.

For further information, click here

Decline

Resource:

Discussions Your Program Policies
Link to your Program
Policies PDF
document.

o Please note that if you update the program policies, existing user will also see this the next time they login to
the platform and will have to agree/disagree to the new policy.

8. The MentorCity Terms of Use and Privacy Policies can be access at any time on the platform by clicking the link
below.


https://support.mentoringcanada.ca/uploads/images/gallery/2021-11/image-1638203132045.png
https://support.mentoringcanada.ca/uploads/images/gallery/2021-11/image-1638203407958.png
https://support.mentoringcanada.ca/uploads/images/gallery/2022-02/image-1644347054507.png

25 Dashboard

% Connections

& Groups

Mentors

For optimal user experience, please use Google Chrome or Microsoft Edge

Profile Schedule Meetings Meetings Availability Profile Availability as

Tue
11:00 AM-1000PM > :
@ Mountain Time (US & Canada)

B

At
[mn]
Upcoming 0 Meetings mentor
61% Complete P g 8 Sync Calendar
Edit View View New Edit

Change Settings

240 5 4 11 g% O

Points Connections Courses Groups (

Powered by Connections (4) Active Upcoming Meetings (0) Goals (5)

)

If you have questions or need further support, please contact our Support Team:
o support@mentoringcanada.ca
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