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Joining Mentorship as a First-time/New User
1. When you first login, you will see the following screen:
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Government
—_— f —

A Saskatchewan

‘Government of Saskatchewan

Corporate Mentorship Program

Step 2: Create Profile

Create Account Create Profile Edit Competencies Program Consideration Finish

Personal Information

Age Range H [Please select ~
Gender | Flease Select: |+ | *

Current Position ‘

Location | Please Select 2

Work/ Career Accomplishments To-date a

Other Post.Secondary Education [H

Corporate Values

2. Fill out that page to the best of your ability. Please ensure to answer all fields.

3. For allfields below the "Corporate Values" banner at the bottom of the screenshot, make sure they are
filled out. These fields help the Talent team with the matching process.

4. The next step is "Competencies". These are helpful to fill out, but do not impact matching at this time. They
can be useful during the partnership process.

5. Inthe final step, you select the programs you wish to be a part of. You will want to select the current

program/year.

Step 4: Program Consideration

- - - .
Create Account Create Profile Edit Competencies Program Consideration Finish
Please select the role(s), if applicable, within the program you would like 1o participate in

2018 Corporate Mentorship Program

EAJoin as a mentor in this program
E#lJain as a mentee in this program

2019 Corporate Mentorship Program

ElJoin as a mentor in this program
FJoin as a mentee in this program

2020 Corporate Mentorship Program (NOT YET OPEN)

EAJain a5 a menter in this program
EAlJain as a mentes in this prograrm

6. The final step will ask you to click the "Finish Registration". Do so, and you should be presented with the user
console.
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Joining a New Program as an Existing User

1. Login to Mentorship. The first screen you see should be your User Console.

Government

2 = tm;'- Corporate Mentorship Program
askatchewan

USER CONSOLE MEN

Curreea (1] Pad (1)

Dalivery Partner: 2019 Comporate Mentorship Program

o Audd A File

Description Dratar Actions

i® 2015 Coeporate Memtorship

Pragram

2. Click the "Modify" button, as highlighted above. You should see the below screen.

Program Participation

Please select the role(s), if applicable, within the program you would like to participate in.

2018 Corporate Mentorship Program

[Join as a mentor in this program.
1Join as a mentee in this program.

2019 Corporate Mentorship Program

E1Join as a mentor in this program.

[JJain as a mentee in this program.

2020 Corporate Mentorship Program (NOT YET OPEN)

1Join as a mentor in this program.
1Join as a mentee in this program.

TEST PROGRAM - Do Not Use

E1Join as a mentor in this program.
Jain as a mentee in this program.

Reevaluate Eligibility * Cancel

3. Look for the most recent program, in this example being the 2020 program. Use the checkboxes, highlighted
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in red, to join as either a mentee or mentor, or both.
a. If you do not see the program, click the "Reevaluate Eligibility *" button, highlighted in blue.
4. After clicking the checkmarks, click "Save", also highlighted in red.

Editing Your Profile as an Existing User

NOTE: Do not skip this section. It is important to make sure your profile is up to date, to assist Talent team with
the matching process.

1. Click "Edit Profile" on the User Console, highlighted in red below.

Government
of
M Saskatchewan

Corporate Méhial;'ship Program

USER CONSOLE MENTORING BLOG CORPORATE MENTORSHIP PROGRAM CALENDAR

My Current Partnerships Currme (1] Pat {1

Started: 14 November 2

Delivery Partner: 2019 Corporate Mentorship Pragram

YGRAM - Do

R

o Madd A File

Actions

2. On the right hand side, you will see multiple headings. The important 4 headings are: Personal Information,
Corporate Values, Leadership Competencies, and Diversity Information.

3. Each field in each category is clickable for editing. Please select a value for each field. An example is
provided below.

Personal Information

Age Range

Under 30 years of age

Gender Male
Current Position n/a
Location Please Select

Work/ Career Accomplishments To-

date

Other Post-Secondary Education n/a
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4. In the first image, you click on the value for the field to open a popup. The field for Age Range is
highlighted.

5. Inthe second image, you use the highlighted drop down to select a value for the field, and the
highlighted "Save" button to save the value into the field.

6. Repeat for every value in the 4 categories.

7. Each value saves independently, so you may leave and return to this page at any time. There is no
overall save button.
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Troubleshooting

1. If you encounter trouble with joining a program as a mentor and/or mentee, make sure your account is
'active' as a mentor/mentee.

2. To check this, go to the Edit Profile section, as detailed in the Editing Your Profile section.

3. On the left hand side, look for the following:

USER CONSOLE MENT(

MAIN PAGE

Profile Completion Tips

'::}' Uplead your profile picture
E:}‘ Fill in your information

E:}‘ Fill out your Bio

Mentoring Status

« Available for mentoring as a

mentor and/or mentee

4. If the text "Become Inactive" instead says "Become Active", click "Become Active".
5. You will return to your User Console, and should be able to join and leave any programs as a mentor
and/or mentee.
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