Program Coordinator User Guide (Enterprise)

This guide will show you how to make
the most out of your new program.

t will highlight key features and
processes to help you drive mentoring
forward and, in doing so, change some
ives for the better!

oooooooooooooo
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Getting Started

(Getting started

Define the why for your program R

The first step to building your mentoring program
is getting clear on your program objectives and

vision of success. With that clarity, you will be able COMPANY LO G 0

to create a Signup form that will help you achieve I

your goals. The Signup form is what will be used to Welcome to Your Mentoring
recruit Participants, make up their profiles and program}

inform the matching process, so should provide a g our gt sy o rogss o
detailed picture of your mentors and mentees. EESEIENY | o alk rrenEOrinE

You may have a clear vision of yourself as Mentor or a Mentee
It's easy to get started  but often people have things they can teach as well as areas
couple of pages, and )  ripe for development.

success.
If you fall into this category select both below.

Mentorloop will provide you with a series of Wi role bt describes you?

Need a helping hand |

questions designed to achieve this by encouraging roeranaren o b
reflection on professional skills and future goals. S o

Read the Mentorloop Té
Yes | have read and

How would you prefer to be mentored?
B —]

InPerson  Online  Don't Mind

Working with an onboarding specialist, you can
build on these questions to guide your people’s
profiles in a specific direction, or create data points
for matching or reporting that are unique to your
program.

Q Mentorloop Staff v

Sharing your Signup form ﬁ @ nentorlonp

Once complete, you can invite Participants to o -
register for the program quickly and easily by pppgm a
sharing your unique Signup form link, which can o
be found in the middle dropdown menu on the re—
top navigation bar of your Dashboard, or from ettt gl -
your Program settings.

" | % Proviow saiatcn 5;1!%2?;

complete
From Program settings you can also turn off the | & e [
Active toggle to close registrations for your .
mentoring program.  prosramprtte |
Signup form @ copylink @ Preview @ Active

This is your unique signup link that will let people signup to your program. Only share it with people you want to join the program. Each
successful signup will count towards your total user count.



https://helphub.mentorloop.com/hc/en-us/articles/4929724067343

Getting started

Marketing & recruitment

Before you start inviting Participants to join your program, you may need to do some program
promotion to find those people in the first place, and get them excited to sign up. That can sound
daunting, but don't worry, we're here to help! Here are some of our top tips to marketing your
program:

e Use assets you have in place already to shout about your program - emails, internal
intranets, Slack, your website etc.

e Plan a launch event or mentoring session to kickstart interest, give people a chance to find
out more and get a head start on connecting your mentors and mentees.

e Identify your Mentoring Champions and ask them to share their experiences with
mentoring to help bring to life the value of your program.

We've put together an entire guide on how to effectively market your program and recruit
Participants, which you can download here!

ot | OGO

Introducing Your Mentoring Program

=

It's time to connect!

y

We have all benefitted from someone showing us the ropes, giving
us a push, or sponsoring us for a new opportunity.

These connections don't always come naturally and we want to
change that.

That's why we're ing a prog , designed to
help support your career development.
Getting Started: v
Program r .
Marketing & \ "

Recruitment

What's the time commitment?

We would encourage you to engage in 6-8 sessions (these sessions
need not be in person) to allow time to build and maintain a trusted
relationship. Some goals may take only a few conversations while
others may turn into an ongoing relationship.

You are receiving this email because you opted in on our website.

Unsubscribe


https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf
https://mentorloop.com/blog/mentoring-champion/
https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf
https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf
https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf

Managing Signups

The Signups page

As your people begin signing up, they will appear
on the Signups page. The green bar on this page
tells you t how far in the registration process
people are, and what point they got up to before
dropping off. This helps you keep track of those
who may have started signing up but, for some
reason, have not completed registering. You may
want to reach out to these people to offer support
and see if they still want to join the program.

Once the form is completed in full and they have
verified their emails, they will become a Participant
and appear on the Participants page.

Remember that everyone will need to verify their
email address to complete registration. So if
someone’s bar is fully green but they remain on
the Signups page, this means that they have
completed the form but have not yet
authenticated their account.

Loop introduction message

On joining the program, all Participants will have
access to a 1:1 Loop with you as the Program
Coordinator.

They will all receive an automatic welcome
message which you can customise via your
Program settings to include information relevant to
your particular program, such as what to expect
and next steps.

Getting Started

® (X Q searchLloop

Filter

CUUPET NUNTUPEISKI

Hi Taylor,

Welcome to Mentorloop!

I'm your mentoring Program Coordinator. I'm your first point of
call should you have any queries regarding matching with a
mentor/mentee, or anything generally about the mentoring pro-
gram.

This is what a 'Loop' looks like, what we call the connection
between people on Mentorloop. Loops are great as a journal for
documenting your mentoring relationship, and provide a rich re-
source to refer back to as you meet and discuss new things to
work towards.

You can write notes, or click the + symbol to setup a calendar
event, set a task, or share a file.

Try writing a message below - What are you most looking forward
to getting out of our mentoring program?
Sep 4, 2020, 14:48 -



https://helphub.mentorloop.com/hc/en-us/articles/4929723848591-Verifying-your-email
https://helphub.mentorloop.com/hc/en-us/articles/4929723848591-Verifying-your-email

The Participants page

Managing Participants

The Participants page is from where you can manage your
mentors and mentees on an individual and bulk level.

Selecting one of your mentors or mentees from the list
brings up a summary of the person’s Loops, Group Loops,
Goals and Milestones activity in one, easy-to-manage
location. From here you can also view their profile,
message them directly or manage their Self match
availability.

You can segment your Participants using the handy filters
at the top of the list and apply tags to easily manage
specific groups of people/cohorts. The Participants page is
also form where you can remove and re-add people
from/to your program.

Bulk actions & messages

You can also carry out a series of bulk actions using the
icons that appear at the top of the Participants page:

Send bulk messages
Schedule meetings

Tag Participants

Add people to Group Loops
Remove people

In particular, our experience across our many mentoring
programs has taught us that the most successful
mentoring programs check in at least once a month with
all their participants to "beat the drum of mentoring". You
can do this by sending Bulk Messages at a regular
cadence.

Getting Started

Natalie Schmitt
naae o R -----
nat@kristin-pro-test-2.com
Participant activity Profile
+ Add tag

/' Notes

Add some notes.

@ Loops as mentor
No loops as a Mentor yet
@ Loopsas mentee
Abby Hyatt ul7,2022
Aidan Smitham Oct18, 2022
G Groups
Human Centered Jun 24,2022
@ Milestones
Completed the milestone: First meeting’ Dec1,2022
Completed the milestone: ‘Matching’ Nov7,2022
Completed the milestone: ‘Getting started" Jul7,2022
= Goals
Alibero niil est facilis. (] by Sep 25,2022
22 Availability
| Unavailable
© Dangerzone
Summary of participants
|
Status: Active @ ( Search or filter... v

©O P e o &= 1

Participant Signed up
Natalie Schmitt
Either Jun 24,2022
Addison Glover
Mentor Jun 24,2022
Dylan Schuster
g Either Jun 24,2022
Ca Aidan Smitham
< Mentor Jun 24, 2022
George Kulas
@ Mentee Jun 24, 2022
E Angelina Bayer
e Either Jun 24,2022
Cody Hilpert
. o Jun 24, 2022


https://helphub.mentorloop.com/hc/en-us/articles/4929723227919
https://helphub.mentorloop.com/hc/en-us/articles/4929778145167
https://helphub.mentorloop.com/hc/en-us/articles/4929689235983
https://helphub.mentorloop.com/hc/en-us/articles/4929768505359-Sending-monthly-bulk-messages
https://helphub.mentorloop.com/hc/en-us/articles/4929768505359-Sending-monthly-bulk-messages
https://helphub.mentorloop.com/hc/en-us/articles/4929768505359-Sending-monthly-bulk-messages

PC Dashboard

Your Dashboard

The PC (Program Coordinator) Dashboard is the home of your mentoring program. It helps you
you focus on the five key indicators of successful mentoring programs:

Participants
Matching
Milestones
Sentiment
Highlights

It helps you understand the health of your mentoring program in real time, with actionable data
charts and mentoring stories from real Participants, and gives you a clear view of your overall
Mentoring Quality Score (MQS), where your participants are on their mentoring journey
(Milestones) and how you're tracking towards your recruitment targets.

We'll dive deeper into some of the Dashboard widgets as we go through this guide.

@ Mentorloop L2 RedRockMentoring program v © Help  (©) MarieMulier @

T

Program

% Dashboard

¥ Highlights e d k k
% Recommended reading Re ROC
Company
@ signups
2. Participants - —
) Red Rock Mentoring program. Ciseaiear:
% Self match activity
oo Loops
* Sentiment
© Goals Participants © Manage > Matching © Manage >
Matene ° Hurray! you have o A 45unanswered requests
96 Sl 34%

Recent 0ops. 21Mentors | 43mentees | 34 either 43 participants matched

€ Velissakennedy — Participant = Maiched = Tota

@ oeennasanchez
@ weiissakenneay //
i wam w0 wesd wekz  wees  weed  Touwy

@@ oo s oo 2688 s =

Milestones D Semtiment © Manage >


https://helphub.mentorloop.com/hc/en-us/articles/4929777326863-Milestone-FAQS-for-Program-Coordinators

Matching
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Manual matching

Creating a Loop

If you have opted for Manual matching, you will R
be responsible for creating the Loops from
Loops page on the left sidebar.

Summary of loops
i |
To create a Loop and start pairing mentors and
mentees, click the Create button and select
LOO [ Loop Status: 2 selected x ] Search or filter...
IO. 1 Select all
& Active oup Export table Message participants
. . . ¥ Draft

A list of your Participants will appear (remember o Giosedty status
to check what filters may be applied!). Click and Cosedoype  [aroup el
select the Participant you wish to match, then 0 Archived -

0 0 0 Active
click through the potential match options that e y Mentee

appear on the left hand side. You can use the
filters to narrow down your search based on
your chosen criteria, view their profiles side by
side, and see any areas of overlap highlighted in
pink.

Here's a step by step guide on creating Loops.

New match email notification

Once you have created a new Loop, both
individual Participants will be sent a message
notifying them that they have been matched,
and introducing them to their partner. You can
update the content of this message from your
Program settings.

Note that when you create a singular Loop,
you'll also have the opportunity to customise the
message further, or not send it at all.

10


https://helphub.mentorloop.com/hc/en-us/articles/4929691175695-Manual-Matching

Selt matching

Self match activity

9 Megan Skougarevskaya
< ,
Either

If you have Self match enabled for your program, I s relcionship, | want o b the..
mentors and mentees are empowered to find their
. . . Include a message (optional)
owWn matches Mentorloop’s algoﬂthm W||| provlde Feop\earel:norelike\ytorespnndfavaurablyifyouout\\?eyourreasansfortherequest.

them with a set of Recommended matches to help
make the matching process as easy as possible.

Find out more about how Self matching works.
We recommend keeping an eye on the Self match
activity page which can be found on the left side bar
: 1
of your Dashboard to track the status of matching
and identify anyone who may need your help. EEEEEEE (o 5
[ Selectall
For further information on how to get the most out of e .
. .. Declined Respondent Status
this page and help your Participants, check out our Blbstied P
. . [ PCcancelled Mentar
Self match best practice tips. £ Priciontcancels @ tovnveron
[ Auto cancelled
______ TP g nstage pending
r@ s:trsmham e :t‘\ ie Schmitt Matched
Approving Draft Loops
For our Enterprise customers, we also offer
Algorithmic matching, which takes into account your Summryotioops
unique set of matching criteria to provide you with a
set of draft Loops. This matching method saves you B .
time and effort, and provides you with the best
. . Q-8 o ®an
possible set of equitable matches. . —
e®
o ...

You will have a chance to review the draft Loops to
sense check them and make sure you're happy with
them before making them live. Simply navigate to the
Loops page, change the Loop status filter to Draft and
approve the draft Loops either individually or in bulk,
using the icon at the top of the list. R

11


https://helphub.mentorloop.com/hc/en-us/articles/4929750504719-Self-Matching
https://helphub.mentorloop.com/hc/en-us/articles/4929717925775-Self-Match-Best-Practice
https://www.google.com/url?q=https://helphub.mentorloop.com/hc/en-us/articles/4929674126351-How-to-approve-and-dismiss-draft-matches&sa=D&source=editors&ust=1674128075995850&usg=AOvVaw2gv5CIIeraS1TlrLn7Od4u

More on Loops |

Group Loops N

Group Loops are essentially group chats created by you,
the Program Coordinator, where multiple Participants e - -
can connect, ask questions, share insight and tips!

Create agrouploop

Participants e
Before creating a Group Loop, we advise having a clear
vision defined for the group, that is - the why, the who -
and the what about.
To create a Group Loop, select the Participants you'd like
to join from the Participants page and click the Add to
group loop button at the top of the list. Alternatively, click
the Create button from the Loops page, select Group loop
and follow the instructions that appear or check out this
guide.
Viewing Loop activity

Loop with Abby Hyatt and Natalie Schmitt X

You can view activity within each Loop by navigating to ey
the Loops page, clicking the three dots to the right hand T e
side of an individual Loop and selecting Activity. Netais St crestacta meting
Of course, the contents of the Loop conversations et 2000 1540 et St e amesting
remains confidential, however you will be able to view Nov23,2022, 1524 NotalioSchmit catted
the activity that has taken place, including when the G 202 25 el Sl s
mentor and mentee last chatted in the Loop. s e

12


https://helphub.mentorloop.com/hc/en-us/articles/4929713309711-Group-Loop-FAQs
https://helphub.mentorloop.com/hc/en-us/articles/4929713309711-Group-Loop-FAQs
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Build Momentum & Measure

Driving engagement

Milestones

Milestones ®

The Mentoring milestones track Participants' progress in

mentoring their journey. At each milestone, Participants will be 216
set recommended tasks and actions, making it easy for them to
move along and enjoy a more structured mentoring T e
experience. . 3 ;

S B L
Get an overview of where Participants are in the milestones EE e e e
from your Dashboard, or dive deeper into individuals my s P R —m—

viewing their profile from the Participants page. You can also
filter down the entire list of Participants by Mentoring milestone
to see a breakdown or mentors and mentees at every stage.

Managing Participants

Beyond filtering your Participants to segment your view, the
Participants page is also from where you can carry out a series
of actions to drive program engagement.

You can:

e Message Participants .
e Schedule meetings
° App|y ta gS Status: Active €  Mentoring role: Mentee &
e Remove/Un-remove people
.
e Add Participants to a Group Loop 00voew®
e Make someone Available/Unavailable for mentoring ant i

All of the above actions can be carried on on an individual or
bulk level using the action icons at the top of the Participants
list.

Abigail Littel
Mentee

George Kulas

Mentee Jur

Owen Pouros

Mentee Jur

We recommend regularly checking in with Participants, taking

----__advantage of the bulk actions to save time while keeping
ﬁientoring front of mind and encouraging them through the
I\/Ienté*r\ix\]g milestones.

Ajay Tremblay

Mentee Jur

Benjamin Boyle

Mentee Jur

O D DO

Cameron Feil
\
\
\
\
\

Find out more about how you can maximise your time using
tags, filters and bulk actions.

/ 14


https://helphub.mentorloop.com/hc/en-us/articles/5370057967247-Maximise-Your-Time-Using-Filters-Tags-and-Bulk-Actions
https://helphub.mentorloop.com/hc/en-us/articles/5370057967247-Maximise-Your-Time-Using-Filters-Tags-and-Bulk-Actions

Build Momentum & Measure

Participant feedback

Automated surveys

Mentorloop helps you gather real time insight into
the health of your program by sending out three

types of surveys to Participants at key points in their
mentoring journey:

1. MOS (Mentoring Quality Score) - understand
the satisfaction between the mentor and
mentee. This survey is sent 30 days post
match, and every 90 days after that.

2.  Post-Meeting - get feedback from Participants’
mentoring meetings. This survey is sent after a
mentor or mentee schedules/launches a
meeting within their 1:1 Loop.

3. Close Loop - understand why a mentoring
relationship has come to an end. This survey is
sent when a mentor or mentee opts to ‘Close
Loop' in their 1:1 Loop.

Your average scores and overall MQS will appear
automatically on your Dashboard, which helps you
focus on the most important measurements of
program success.

oo

Hi Mona ¢ J

It's been a couple of weeks since you matched with Mittie Kulas, and we
would love to know how your mentoring is progressing with them.

This feedback will be shared with the mentoring program coordinator to help
them improve the mentoring program.

How satisfied are you with your mentoring relationship?
d B0 B0 B0 K
Very dissatisfied Very satisfied

This email was sent to you because you're a registered user of Mentorloop. The services and
websites are subject to our Terms of Use and Privacy Policy © 2020 Pty Ltd.

00

We can see that you've just had a meeting with Mary, would you mind telling
us how it went?

Hi Tara,

This feedback will be shared with the mentoring program coordinator to help
them improve the mentoring program.

My meeting with Mary was...

We did not have a meeting

’ Bad

Great

For more granular information, navigate to the left sidebar and click on Sentiment. From here
you can filter the feedback, for example you can narrow down your view to only 5 star

ratings to help you identify your mentoring champions!

Find out more about Mentorloop's surveys and the Sentiment page.

Product Tour
Signups Participants My Match activity Loops Sentiment Goals Settings Admin Matching Recruitment form schema Exports @ Review this feature
o Sentiment summary Mentoring quality score: 165 ® Close loop survey: 11 ® Post-meeting survey: 69
~o — ]
= ~
Revi cl Filters v
N o car | | Filers
N
Sa Search or filter.
A
N
AY
\\ Export table Bulk actions Copy link Learn more about this 1-300f 245 ¥
\
\
\ Participant Date - @ Survey type Rating Comment
\ -
\
Phoenix Wisozk * K Kk kT
N l oenix Wisoz Oct 21,2021 BecLBisdke Close loop survey S
\ Mentor Mentee
\
! Sarah Fa i Ik
1 " Y Oct 21,2021 Benjamin Walker Mentoring quality score 'SR
1 Mentor Mentee
1
1 Phoenix Fay
. b Fay Oct 21,2021 OscarWalken Mentoring quality score L2 222 Voluptatem aliquam ullam vel.
1 Mentor Mentee
1
1 ;
than S: Post-meeting surve)
1 Jonzthan Sauer Oct 21,2021 Jade Koss ost-meeting survey Bk ok Odio ipsum corporis ab minima d.
I Mentor Mentee In-person meeting
!
’

15


https://helphub.mentorloop.com/hc/en-us/articles/4929672788751-The-what-and-when-of-Mentorloop-s-Participant-surveys-
https://helphub.mentorloop.com/hc/en-us/articles/4929687644431-Sentiment-Dashboard-FAQs

Build Momentum & Measure

Working with Mentorloop

Mentoring reviews

As part of the Enterprise package, you will have regular check ins
with your Mentorloop Account Manager, who will work with you
to help you stay on track to achieving your objectives, and
provide expert insight into ensuring success for your program.

Participants over time

Beyond this, at a certain point in your program, you will also be
provided with an in-depth Mentoring program review, which
dives deep into the health of your program. The contents of this
IS unique to your program, however will typically include:

May 21 May 28 Jun4 Jun Jun18 Today

MQS over time

e Review of objectives

e Accomplishments to date

0 b : : i
May 21 May 28 Jun4 Jun1 Jun18 Today

Matching over time

e Feedback and statistics from Participant surveys

= In1-1loops == Ingroup loops Recommended min (70%)

e Program configuration health

e Recommendations

May 21 May 28 Jun4 Juntl Jun18 Today

e Product roadmap

Your Account Manager will talk you through the report and work
with you to ensure we're working together in the best way
possible in order to drive your program to lasting success.

DownloadablePDF T T 77~

You can also download a PDF report of your program health at
any point from your Dashboard.

\\\\\ @ Manage >
Expdr\ting data /\ 2draft matches awaiting
\\ approval

N \ . L. . tﬁanage draft matches >
Should you require additional data reporting, please use the t1oops e
export buttons throughout your program. You can also filter your Sl S

information first and then download program data on that
specific group of Participants or Loops.

1
’l
1
X 16

’
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https://helphub.mentorloop.com/hc/en-us/articles/4929723865359-How-to-export-data-from-your-program
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Grow

Suggest a mentor/mentee

Mentors and Mentees can submit a referral of a friend to
you as the Program Coordinator. This is a great way for
your program to grow organically! When you notice these
referrals come through, you can invite participants
straight into the program by sending the registration link
with one click. See here for more info.

There is also another feature in which you as the
Program Coordinator can invite new participants directly
from your dashboard. See here for more info.

Participants can suggest a friend three ways:

1. Straight from their dashboard

2. Atthe end of the registration process

3. If self-matching is enabled, they can suggest a
mentor/mentee from the Find a match page under
Matching on the left sidebar

Program promotion

There are many strategies for growing your program,
such as a relaunch, mentoring event, mentoring
champions and more. But a simple way to start
promoting your program is via existing communication
channels within your organisation.

Remember, we've got an in-depth guide to marketing
your program and recruiting Participants. It's full of
helpful tips, real-life examples and handy templates
ready for you to use.

Download+your guide here! And check out the Help Hub
for more recruitment tips and tricks.

Suggest a mentor or mentee

Do you know someone who would make a perfect mentor or
mentee? Suggest them to your program coordinator.

Email address

Getting Started:

Program
Marketing &
Recruitment

18


https://helphub.mentorloop.com/hc/en-us/articles/4929670917007-Refer-A-Friend
https://helphub.mentorloop.com/hc/en-us/articles/4929711053071-How-to-invite-participants-to-your-program
https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf
https://helphub.mentorloop.com/hc/en-us
https://mentorloop.com/wp-content/uploads/2021/09/Getting-Started-Program-Marketing-and-Recruitment.pdf
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Support & Other

Support Hi Tara W

How can we help? Ask us almost

anything.

Customer Success support

Start a conversation

Your mentors and mentees will have access to the ((a Ondwy
Customer Success team via a support widget if they run —

. . ) > Send us a message
into any technical problems. We also offer mentoring

advice to help guide our mentors and mentees through Sesllxesnaiion

their mentoring journey.

Find your answer now

Search our articles

Mentorloop Nudges

Mentorloop will send communications throughout the
first six months of the mentoring journey which includes
tips and tricks to keep the momentum going. ey
Maintaining

Mentorloop offers the ability to customise these
momentum for

communications to reflect your organisation/community

tone of voice and branding at an additional cost. Feel free
to reach out to your Account Manager if you would like Lets gettot.
further information.

better mentoring

Hi Asher.

It's okay to feel a bit nervous before your first mentoring meeting—that's

In the meantime’ find out more about Nudgesl totally normel. But 2s with anything, the best way to get rid of nerves is to

prepare!

That's why we've created this awesome first meeting checklist.

First Meeting Checklist:

1. Set expectations on how often you'll connect: We've put
together a mentoring agreement template to help you kick things
off.

The Help Hub, Academy and blog

agenda prior to catching up.

3. Show you care: Take an interest in your mentor's day and offer

You and your Participants also have access to the sopotihace o st o o gt om
Mentorloop Help Hub, which provides advice including

how to use the platform and how to navigate your

mentoring relationship.

The Help Hub is also home to the Academy, which helps
mentors and mentees be great in their role and get the
most out of the program.

How can we help?

‘~\\ o o - =2 —
helpyou run a great program, as well as your Participants . %
to be great mentors and mentees. It covers a range of !
topics including advice for mentors and mentees, MentorssnaMentses Progeam Conrnatos

e T B Empowering you to manage your mentoring program

employee engégement and diversity and inclusion.

\
\

\
\
1
1
1
1
1
1
1
1
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https://helphub.mentorloop.com/hc/en-us/articles/4929750363023-What-are-Nudges-
https://helphub.mentorloop.com/hc/en-us
https://helphub.mentorloop.com/hc/en-us
https://helphub.mentorloop.com/hc/en-us/sections/4929737170319-Academy
https://mentorloop.com/blog/

Support & Other

FAQS

Getting Started

How to Whitelist Mentorloop

How to preview sign up form

How to close a sign up form

Mentoring Champions

Mentorloop Blog

Program Coordinator Welcome Message

Participant Management
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How to edit and remove tags

How to export data
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