Meeting Type Settings

o Context

e Configure Meeting Type Permissions

* Video Conferencing Meetings

* Phone Call Meetings

e In-Person Meetings

o Connect your Microsoft TEAMS Account

Context

Program administrators have the ability to configure different meeting type permissions from the dashboard.

The different meeting type are:

s Video conferencing
e Phone Calls
¢ In-Person

When program authorization is granted for any of the mentioned meeting types, mentors and mentees gain the ability
to choose them from the "Schedule Meeting" widget while scheduling their meetings.

Schedule Meeting

Duration Mentor/Mentee Meeting Type
30 minutes e Ann Test (Mentee) v Video Conferencing G
Video Conferencing
Phone Call
Location L In-Person
‘httpstﬂmentorc|ty.comfcrgan|zat|onsf724fgroupsﬂ 114/call/?type=Conversation m

Date Time Slot
Please select a date
December 2022 »
1 Evening Slots

Mo Tu We Th Fr  Sa Su
1 2 3 4

567“91011

12 13 14 15 16 17 18

19 20 21 2 23 24 25

26 27 28 29 30 3

o Note: The default meeting type setting for any new program is "video conferencing". Other meeting types can
be added by a program administrator at any time.

1 - Configure Meeting Type Permissions

1.0 Access your administrator's dashboard by clicking on the "Admin" tab on the left-hand side of the page.
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1.1 Click on the "Edit Settings" option found under the "Organization Profile" tile in the first row of the admin
dashboard.
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1.2 Click the "Organization Switches" tab to bring up the meeting type permissions.

“Z Organization Switches
ﬂf Meeting Types
L
' Allow for video conferencing
-

Allow for calling a mabile or landline phone number

Profile

Allow for in-person meetings

Colours & Style
Members Settings B9
Organization Switches

Manage Administrators

T O VO OOV VOV OOV OOV IO YVY

1.3 To grant meeting permissions, simply click the toggle button next to the desired option. The button will
display a check mark and change color once enabled. Conversely, to disable a meeting type, click the toggle
again until an X sign appears and the button turns grey.

Organization Switches
Meeting Types

Allow for video conferencing

Allow for calling a mobile or landline phone number

|

Allow for in-person meetings

IMPORTANT: Enabling phone call meeting types will give mentor and mentee the visibility to each
B other's phone number. If your program does not allow sharing of this personal information, do not
enable phone call meeting types.

2 - Video Conferencing Meetings

2.0 When a video call meeting is booked, the system generates a unique clickable meeting link on the invitation.
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Schedule Meeting

Duration Mentor/Mentee Meeting Type
p? '

| |
30 minutes v Nicholas Johnson (M‘eqt@g at v Video Conferendng v

'

Location

|htt psi//mentorcity.com/organizations/724/groups/26096/call/7type=Conversation

Date Time Slot
Please select a date
December 2022 »
10 Morning Slots

Mo Tu We Th Fr Sa su

7:00AM 7:30AM 8:00AM
1 2 3 4
5 6 7 8 9 10 1 8:30AM 9:00AM 9:30AM
12 13 14 15 16 17 18 10:00AM 10:30AM 11:00AM

19 20 21 22 23 n 25

26 27 28 29 30 3

12 Afternoon Slots

2 Evening Slots

Send Request

2.1 The video call meeting link is sent to the mentoring match with the meeting invitation email and is also
available from the Dashboard if the program provides an "Upcoming Meetings" widget.

Email Notification
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Mentoring Meeting Invitation

You have been invited to a Mentoring Meeting from Luca Smith:

« Day: Saturday, December 24, 2022
« Time: 11:30 AM

« Location: hitps://mentorcity.com/organizations/72 4/groups/26096/call/?
type=Conversation

+ Accept
+ Decline

For further assistance, please email systems tests@mentoringcanada.ca
To login, please visit https://fementor. mentoringcanada.ca/en/sign_in

Powered by:

You have received this email from Menior Canada Training Environment because
i i i i onito,

Dashboard - Upcoming Meetings Widget
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Complete your profile.
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Upcoming 1 Meeting

Edit View vie N,
Scheduled Meetings
\%‘} 1 @ 0 ® 0 Upcoming Meetings | Past Meetings
Connections Events — Courses Date & Time Mentor/Mentee
December 24, 2022 11:30AM Nicholas Johnson
(Mentee)
Resources (7) Upcoming Meetings (1) Goals (0) TG
hi ‘mentorcity.com/organizations/724/groups/26096/call”?
Mentoring during the Pandemic Nicholas Johnson Set a new Goa! type=Conversation (2]
B Rt 2 20 120 4 Add to Calendar | Add Meeting Notes | Cancel Meeting | Reschedule
Mentor Logbook -
Transitioning from High School to College 2" Go To Dashboard

3 - Phone Call Meetings

& Note: This new meeting feature allows youth in rural areas to connect with a mentor without requiring high-
speed internet.

IMPORTANT: Enabling phone call meeting types will give mentor and mentee the visibility to each
@ other's phone number. If your program does not allow sharing of this personal information, do not
enable phone call meeting types.

3.0 When a program enables the phone call meeting type , a "Phone Number" field is automatically added to the
profile of your program members.

P {

Basic Information Employment Competencies

Profile Picture

Choose File

First Name Last Name
Nicholas Johnson
" Phone Number 1 *Time Zone
(GMT-07:00) Mountain Time (US & Canada) v |
Languages
x English

L it w

3.1 Ensure to communicate this to program members so they can add their phone number to their profile. This
can be a mobile phone number or a landline number.

3.1.1 You can communicate this information using the announcement feature and/or by sending a mass
email communication through the platform.
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Profile Picture

Choose File

First Name Last Name

Nicholas. Johnson

Phone Number * Time Zone
ME-TTT-7777 | (GMT-07:00) Mountain Time (US & Canada) -]
Languages

= English

i
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Important: Mentorships will not be able to proceed with the phone call meeting unless they enter their phone
number on their profile.

3.2 When booking a meeting, mentors and mentees must use the "Meeting Type" drop-down field to select the

phone call meeting type. This will auto populate their mentoring match phone number into the meeting location
field.

Schedule Meeting

Duration Mentor/Mentee Meeting Type
30 minutes ~ Nicholas Johnson (Mentee) A Video Conferencing A
Video Conferencing
Phone Call
Location | In-Person ]

‘https:ffmentorcwty.com!crgan\za(\on5/724fgmupsfz6095fcaw?type=Conversation

Date Time Slot

Please select a date
December 2022 »

3 Afternoon Slots
Mo Tu We Th Fr sa su 8 Evening Slots
1 2 3 4

5 6 7 s“m 1

12 13 14 15 16 17 18

19 20 21 22 23 24 25 Schedule Meeting

26 27 28 29 30 AN

Duration Mentor/Mentee Meeting Type
30 minutes ~ Nicholas Johnson (Mentee) A Phone Call ~
s?® 4
= e ®
Location 2 el
T —® ™| [L.ica Srith wil call Nicholas Johnson at 4167777777 ‘

DA

3.3 The meeting instructions are then sent to the mentoring match with the meeting invitation email and are
also available from the Dashboard if the program provides an "Upcoming Meetings" widget.

Email Notification
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Mentoring Meeting Invitation

You have been invited to a Mentoring Meeting from Luca Smith:

= Day: Thursday, January 05, 2023
= Time: 05:30 PM

ocation: Ca will call Nicholas Johnson a &
= Accept
= Decline

For further assistance, please email systems.tests{@mentoringcanada.ca

To login, please visit hitps://fementor. mentoringcanada.calen/sign_in

You have received this email from Mentor Canads Training Environment because Powered by:

you have an account with us. This e-mail address is not monitored and messages i\fiemor(: ity
received cannot be responded fo. To change your notification seffings, please click

here. If you would prefer not fo participate in owr mentoring programs, please click

here fo deactivafe your Sccount.

Dashboard - Upcoming Meetings Widget

Profile Schedule Meetings (7) Sponsors Welcome to the program!

/

:f\ ‘_/j: % @

Upcoming 3 Meetings

\ Complete your profile.

100% Complete

Edit View View New CLICK HERE TO START

’@"} 1 - = 1 - m Date & Time Mentor/Mentee
January 5, 2023 5:30PM Luca Smith (Mentor)

Connections Events

Location
(_ Luca Smith will call Nicholas Johnson at — 4167777777 €21
Resources (5) Upcoming Meetings (3) Goals (0) ‘ Add to Calendar | Add Meeting Notes | Cancel Meeting | Reschedule
¢
Transitioning from High School to College Luca Smith Setznew G?' Go To Dashboard
December 9, 2022 4:00PM ‘
Resource Guide for Young Leaders &
Luca Smith &
Resource Guide for Mentors Decmier 2 2172 11300M ..
Luca Smith
January 5, 2023 5: 3&12\*
¥ " There are no goals available at the moment.
Viewsll =

View all =

Making the Call

3.4 To initiate the phone call from the virtual mentoring platform, mentoring relationships can follow the steps
below based on the type of device they are using.

Desktop

3.4.1 From the Dashboard, click "View All' from the "Upcoming Meetings" widget.

Li ] Note: The available widgets and their location depends on each program customization.
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Profile schedule Meetings (7) Join Meeting Welcome to the program!

Complete your profile.

oo

Your upcoming call is scheduled to startin:

0d 4h 14m 26s

A Upcoming 3 Meetings
100% Complete s & e

Edit View View New Join CLICK HERE TO START

@ ] iy 0 =) 0 o
=
Connections Events —_— Courses Groups
Resources (7) Upcoming Meetings (3) Goals (0) Relationship =
Mentoring during the Pandemic Nicholas Johnson Set a new Goal +
December 9, 2022 £:00PM
Mentor Logbook

Nicholas Johnson
Transitioning from High School to College et e 2 22 AN
Micholas Johnson
January 5, 2023 5:30PM

There are no goals available at the moment.
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3.4.2 When clicking the "Upcoming Meetings" widget, a new window comes up with the meeting details.
The meeting organizer must click the phone number listed under the "Location" section to initiate the call.

Scheduled Meetings

Upcoming Meetings | Past Meetings

Date & Time Mentor/Mentee
December 9, 2022 4:00PM Micholas Johnson

(Mentee)
Location

Luca Smith will call Nicholas Johnson at - 41677777 fa

Add to Calendar | Add Meeting Notes | Caficel Meeting | Reschedule

O I

3.4.3 After the meeting organizer clicks the phone number, they will be invited to pick an app to conduct
the phone call. If they do not have an account with any of those apps they will have to create an account.
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Xy
Select an app to open this 'tel’ link

Suggested apps
Make a call from
Google Chrome

i
New
Microsoft Edge
New
Microsoft Teams
New
People
New
Phone Link
New
Skype
New
Skype for Business
New
Skype for Business
New

o Note: Alternatively, the meeting organizer can simply dial the number from their mobile/landline phone after
viewing the phone number from the meeting details.

[/ Pickanapp

To send a number from here to your Android phone,
sign in to Chrome on both devices.

¢ 0o

@@ O Wk

Mobil
3.4.4 On the mobile app, the meeting organizer would follow the same steps indicated in steps 3.4.1-
3.4.2

3.4.5 When clicking the phone number in the meeting invitation, the app will display the phone number at

the bottom of the screen.

3.4.5.1 Click the number to proceed with the phone call.

3 <) )
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Scheduled Meetings

Upcoming Meetings | Past Meetings

Date & Time Mentor/Mentee
December 9, 2022 Nicholas Johnson
4:00PM (Mentee)
Location

Luca Smith will call Nicholas Johnson at
- 467777777 )

Add k Cancel Reschedule

jar | Meeting | Meeting

Notes
Date & Time Mentor/Mentee
December 24, 2022 Nicholas Johnson
11:30AM (Mentee)
Location

https://mentorcity.com/organizations/724/groups/260
type=Conversation

Add Cancel Reschedule
jar | Meeting | Meeting
Notes
Date & Time Mentor/Mentee

January 5, 2023 5:30PM  Nicholas Johnson
(Mentee)

Location

< Back
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Scheduled Meetings

g ing: Past

Date & Time Mentor/Mentee
December 9, 2022 Nicholas johnson

400PM Mentee)

Location
Luca Smith will call Nichelas Johnsen at
- A6TTTTITT

Add Cancel Reschedule
jar | Meeting | Meeting
Notes

Date & Time Mentor/Mentee
December 24, 2022 Nicholas johaison

11:30AM (Mentee

Location
g oreity com/rga TEAlgrevps26l
type=Comversation €8]

Add Cancel | Reschedule
far | Meeting | Meeting

Notes

Call (416) 777-7777

Cancel

Important: When a mentor or mentee changes their phone number from their profile after a phone call meeting
has been scheduled, the phone number will not be updated on the meeting invitation. The mentor or

mentee must advise their mentoring match of the new phone number by sending them a message before the
meeting.

4 - In-Person Meetings

4.0 When booking a meeting, mentor and/or mentee must use the "Meeting Type" drop-down field to select an in-
person meeting type. This will clear the "Location" field so they can enter the physical location for the meeting.

Schedule Meeting

Duration Mentor/Mentee Meeting Type
30 minutes ~ Micholas Johnson (Mentee) ~ n-Person v

Video Conferencing
L 4 Phone Cal

Location L A
‘School Library - John Laurie High School —
Date Time Slot

Please select a date
December 2022 »

3 Afternoon Slots

Mo Tu We Th Fr Sa Su 8 Evening Slots

12 13 14 15 16; - =17 18
19 20 21 22 23 24 25

26 27 28 29 30 N

Cancel Send Request

L i Mimmets, B e AT

4.1 The in-person meeting location is included in the meeting invitation email and is also available from the
Dashboard if the program provides an "Upcoming Meetings" widget.

Email Notification
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Mentoring Meeting Invitation
You have been invited to a Mentoring Meeting from Luca Smith:
« Day: Wednesday, January 11, 2023

« Time: 04:00 PM
« Location: School Library - John Laurie High School

+ Accept
« Decline

For further assistance, please email systems.tests@mentoringcanada.ca
To login, please visit hitps:/fementor mentoringcanada.ca/en/sign_in

You have received this email from Menfor Canada Training Environment because Powered by:
you have an account with us. This e-mail address is nof monitored and messages, MMentorCi ty

Dashboard - Upcoming Meetings Widget

Profile schadule Meetings (3) Join Meeting Welcome to the program!
Complete your profile.

%% Your upcoming call is scheduled to start in:
0d 2h 13m 33s

G

Upcoming 4 Meetings

Edit View View New Join CLICK HERE TO START {

Date & Time Mentor/Mentee
. 1 0 @ January 11, 2023 4:00PM Nicholas Johnson
%&"} asa {Mentee)
Connections = Events - E
Location

School Library - John Laurie High School CE

4 Add to Calendar | Add Mesting Notes | Cancel Mesting | Reschedule
Resources (7) Upcoming Meetings (4) Goals (0) 3 \‘ 2 £

ol
)
L Go To Dashboard
Mentoring during the Pandemic Nichalas Johnson Set & new Gosl! W
December 9, 2022 4:00PM v
Mentor Logbook v
Nicholas Johnson t
= 242022 11-30AM v
Transitioning from High School to College December 24 2022 11 0AM &
v
Nicholas Johnson &

January 5, 2023 5:30PMall 8

; 1 There are no goals available at the moment.
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5 - Connect your Microsoft TEAMS Account

If your organization is on the Microsoft TEAMS environment and would prefer to have your program members using
TEAMS for meetings, you can now connect your TEAMS account to MentorCity.

Important: Depending on your organization security set up, MentorCity's video conferencing may not work with

i Microsoft TEAMS until the organization security/technical support team has whitelisted MentorCity.

5.0 To connect your Microsoft TEAMS account with MentorCity, access your administrator's dashboard by clicking on
the "Admin" tab on the left-hand side of the page.
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5.1 Click on the "Edit Settings" option found under the "Organization Profile" tile in the first row of the admin

dashboard.
Organization Profile Invitation Link (&) Matching (%) Messages (2)
L o) °
MENTOR ‘© s w
: 20% Complete \ . |_|:| Copy link Searches . % New Message
[ View Profile ] l Link info I l Speed Match ] lPrDmoteEvents Collaborate l
. Members @ Relationships E Invitations coq Searches
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5.2 Upon clicking, you will be automatically directed to the "Profile" tab, granting you access to the initial page of
the organization settings configuration.

“ Organization Profile Settings
% >4
&? N inEnglish In French
._“
EFEI?E & e Program Name Program Name
v Mentor Canada Training Environment } Mentor Canada Environnement de Formation ]
&
&
- Email From Name Email From Name
[ . {_Mentor Canada } [_ ]
Profile
~ Email from address Phone
Colours & Style ﬁoRep\y @mentorcity.com } F-soo-zﬁa-gw 33 ext. 58 ]
Members Settings
Crganization Switches Create new Invitation link ] Hide French O
Manage Administrators
Please note that your old invitation link will be deactivated
Connect your Microsoft Teams Account

5.3 Click Connect your Microsoft Teams Account located at the bottom left of this page.
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Organization Profile Settings

In English In French
Program Mame Program Name
ﬁdentor Canada Training Environment ] ﬁﬂentor Canada Environnement de Formation ]

Email From Name

Email From Mame

F\Aentor Canada ] ]

Phone

@mentorcity.com ] [_1-800-263-91 33 ext. 58 ]

Email from address

MNoReply

Create new Invitation link [] Hide French []

Please note that your old invitation link will be deactivated.

‘ Connect your Microsoft Teams Account

(5]
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5.4 You may need an administrator access to connect Microsoft TEAMS to MentorCity. If it is the case, the below
message will appear and you will need to contact your technical support team to help you with the set up.

Need admin approval

www.mentorcity.com

needs permission to access resources in your
organization that only an admin can grant. Please
ask an admin to grant permission to this app before
you can use it

If you cannot get in touch
with your technical
Return to the application without granting consent support team right away,
click this option to return
to the platform.

Have an admin account? Sign in with that accounﬂ

5.5 If no administrator access is required, simply follow the instructions on screen to complete the set up.

5.6 Once completed, you will be brought back to the Organization Switches page and a message appears letting
you know the set up is successful.

5.7 When booking a meeting, mentors and mentees must use the "Meeting Type" drop-down field to select the
TEAMS meeting type. This will auto populate a TEAMS meeting link into the meeting location field.
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Schedule Meeting

Duration Mentor/Mentee Meeting Type

30 minutes 4 Brian Anderson (Mentee) v Microsoft Teams v

Date Time Slot
Please select a date

January 12, 2023 12:00AM Brian Anderson (Mentee)

Location
21 Morning Slots

Reminder Should be on 7 jan 2023 [7a)
Mo Tu We Th Fr  Sa Su

26 27 28 29 30 31 d

10 Afternoon Slots Add to Calendar | Add Meeting Notes | Cancel Meeting | Reschedule

2 3 4 5 6 7 8 1:00PM 1:30PM

Date & Time Mentor/Mentee
January 13, 2023 6:00AM Jeff SS (Mentor)
9 10 1 12 E 14 15 2:30PM 3:00PM
Location
16 17 18 19 20 21 22 4:00PM 4:30PM

https://mentorcity.com/organizations/163/groups/62/call/?type=Conversation
23 24 25 26 27 28 29

Add to Calendar | Add Meeting Notes | Cancel Meeting | Reschedule
30 31 1 2 3 4 s
10 Evening Slots. Da“\e & Time Mentor/Mentee
Janua\'y 13, 2023 5:30PM Brian Anderson (Mentee)

>
\WM S

https://teams.microsoft.com/l/meetup-
join/19%3ameeting_ZjUxZWIzNTAtN2I0ZCOON2Q 1LTIkOTctZTQ1YzcyNzI5SMDc1%40t!
context=9%7b%22Tid%22%3a%22df1c01aa-ee0a-45f0-b8b7-
008f268988d%22%2¢%220id%22%3a%229ab101 f47987(7426dra62d7653ae(690(7g
=

Add to Calendar | Add Meeting Notes | Cancel Meeting | Reschedule

Go To Dashboard
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° If you have questions or need further support, please contact our Support Team:
support@mentoringcanada.ca

ORevision #52
*Created Thu, Dec 8, 2022 8:41 PM by Michele Mantero
7 Updated Tue, Sep 19, 2023 9:51 PM by Michele Mantero
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