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Mentor Portal Instructions 

The Mentor Portal allows you to securely log your activity hours (including mentoring hours and group 

activities) from your mobile phone, iPad, or PC.   You can also view your activity history and the basic 

information about your match(es). 

To get started, you will receive an email with a link that you can click on to get your personal Mentor 

Portal account set-up. 

You do not need to create or remember an additional username and password in order to access the 

Mentor Portal; you can simply login using your existing Google, Yahoo, Microsoft, Facebook, Twitter, or 

LinkedIn account. 
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Get Connected to the Mentor Portal 

1. You must first be invited to the Mentor Portal by your mentoring organization.  When you 

receive the Mentor Portal invite email, click on the link. 

2. You will be directed to a webpage to sign in.  Choose the web account you would like to use to 

sign in to the Mentor Portal.   

Note: If you would like to associate more than one account, you will need to complete these 

steps with the first account, and then follow them again to associate the second account, 

beginning with clicking on the link sent to you in the Mentor Portal invite email. 

   

 

3. Follow the prompts to allow the sign in.  Below you will find a sample of signing in using Google.  

Your personal account information is protected—you are simply using your existing web 

account as a secure and convenient way to connect to the Mentor Portal. 
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4. Once the first login is completed, you are notified with this: 

 

 

5. After your login has been established, you can return to Mentorportal.net anytime to sign in 

and enter your activity hours.  We advise adding Mentorportal.net to your bookmarks or 

favorites. 
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Return to the Mentor Portal 

1. If you are already logged in to your Google, Yahoo, Microsoft, Facebook, Twitter, or LinkedIn 

account when you return to mentorportal.net, you will see that the Mentor Portal recognizes 

you, and you can simply click once to sign in. 

 

 

2. If you aren’t logged in to your Google, Yahoo, Microsoft, Facebook, Twitter, or LinkedIn account 

when you return to mentorportal.net, be sure to choose the web account you originally used to 

sign in. 
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Add Activity Time 

The Mentor Portal allows you to log the time you spend with your mentee.   

1. Sign-in to your Mentor Portal account.  

2. Click on the “Add Time” tab. 

3. If you have more than one match, select the appropriate match from the “My Match:” drop 

down box located above the “Add Time” tab. See “Multiple Matches in the Mentor Portal” in 

this document for more information. 

4. Enter the date of the activity in the format mm/dd/yyyy or select the date by click on the 

calendar icon at the end of the field. 

5. Enter the time the activity began (an approximate time is fine). 

6. Enter the total number of hours.  You can also enter partial hours like 2.5. 

7. Select the type from the list (Mentoring Hours or Group Activity). 

8. Select the appropriate activity category (optional). 

9. Enter any notes you would like to share about the activity (optional). 

10. Click “Submit.”  The hours will now show in your “Time Log.” 
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Add Activity Time (Computer View) 
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Add Activity Time (Phone View) 
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Multiple Matches in the Mentor Portal 

If you have more than one match, you can select the appropriate match from the “My Match:” drop 

down box located above the “Match Details” and “Add Time” tabs. 

Multiple Matches (Computer View) 

 

Multiple Matches (Phone View) 
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View Messages 

When you login to the Mentor Portal, you will see any messages that have been sent to you. 

View Messages (Computer View) 
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View Messages (Phone View) 
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View Match Details 

Click on the “Match Details” tab to view basic information about your match(es) and mentee(s).   

If you have more than one match, you can select the appropriate match from the “My Match:” drop 

down box located above the “Match Details” tab. See “Multiple Matches in the Mentor Portal” in this 

document for more information. 

View Match Details (Computer View) 
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View Match Details (Phone View) 
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View Your Activity History (Time Log) 

Click on the “Time Log” tab to see the hours you have entered to-date. 

View Your Activity History (Computer View) 
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View Your Activity History (Phone View) 

 

 

 

 


