User Guide.

A step-by-step guide to using this mentoring
platform.
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Introduction.

This mentoring platform, powered by Pushfar, is designed to help individuals with
mentoring, and through this, career progression. The platform has a wealth of tools to
help you to find a suitable mentoring match, manage your mentoring relationships,
schedule goals, track your progress, and ultimately navigate through mentoring most
effectively.

When you sign up, you will have the option to register as either a mentor, a mentee, or
both. Don't worry—after you've registered you can update your mentoring preferences at
any stage. As well as mentoring, we will also help you to connect with like-minded and
recommended networking professionals.

An accompanying app is also available on both iOS and Android. Scan or click the QR
code below to download.

Android:



https://play.google.com/store/apps/details?id=com.pushfar.app&hl=en_GB&gl=US
https://apps.apple.com/us/app/pushfar-the-mentor-network/id1456356147
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Registerin g your
account (step 1 & 2).

The registration process consists of just two steps.

Step 1 asks for some essential details to create a profile, such as your name, email,
password (unless you're using Single Sign-On), location, and your mentor preference to
be either a mentor, a mentee, or both. There are a few additional questions in step 1 too,
to

Step 2 of registration asks you about your mentoring preferences:

As a mentor:

® Your experience and how you can support mentees—sell your experience!
® Whether you would prefer to mentor in-person or virtually.

®* How many mentees's you're willing to have.

¢ Specific areas where you are confident you can offer support.

As a mentee:
* What you are looking for from a mentor—the more information the better!
® Specific areas in which you are seeking support.

After you have completed both stages of registration, you will either receive a holding
confirmation page if your organisation has set up manual approvals or a list of
recommended mentoring matches. If you have selected to be both a mentor and a
mentee, you will have two tabs that you can toggle between to see both recommended
match lists.



Navigating

The platform is designed to streamline the mentoring process and allow you to manage your
mentoring relationships and career progression effectively. The main aspects and elements of our

platform to note include the navigation bar (located on the top of the screen on desktop and at the
bottom of the screen on mobile) and the side menu on mobile.
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Home:

This is where you can view your mentoring relationships, see any upcoming mentoring
meetings and view updates about your career progression process.

Your Profile:

This is where you can see details that others will see about you, such as your current
and previous roles.

Your Messsages:

This is where you can view messaging threads between other members on the platform,
including your mentors and mentees.

Your Reports:

The reports page provides you with insights into how proactive you are being in your
career progression and mentoring activities.

Notifications:
Your notifications page is where you can view updates relating to mentoring requests,

mentoring meetings and updates to conversations.

Resources:

This page may not always be visible. It is defined by your organisation. If visible and
enabled, you can access guidelines and mentoring resources here.

Settings:

The settings page is where you can update your preferences around privacy,
notifications and account controls.

Logout:

To log out of your account, simply click on the logout icon.



user guide.

Mentor matching is based on a wide range of data sets, our algorithms take into account
the following when recommended suitable mentoring matches:

® Availability of mentors

e Location of mentors and mentees

¢ Organizations of mentors and mentees

® Universities or colleges of mentors and mentees
® Profile and mentoring preference keywords

® Mentoring areas of help

Our algorithms also look at existing mentor matching data to improve upon matches and our
development team release updates frequently to further improve our matching.
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Finding a mentoring
match.

Once you have completed the registration process and entered your mentoring preferences, you
will see a suggested list of the most suitable mentoring matches for you. If you have selected to
be both a mentor and mentee, you will have two tabs that you can jump between. Otherwise, you
will simply see one list.
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*continued on next page*



Within this suggested list of matches, you can review what they are either looking for from
a mentor, or what they can offer as a mentor. You can also see each individual’s job title,
location and profile picture (if they have added one). On the right-hand side of each
suggested match, you will see three options:

View:
This takes you to the individual's profile

¢ Request:
This is to request them as a Mentor! It will take you to a final confirmation page where you

can set expectations, such as the length of the relationship and frequency of mentoring
meetings.

[ ]
Dismiss:
This removes the suggested mentor match from your recommended list. The individuals’
you dismiss will not be notified.
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Requesting a mentor
or mentee.

Once you have found a suitable mentor or mentee, you can click on the 'Request'
button. Within the request page, you can then set expectations.

Length of mentorship:
This is the length of time you would like the mentoring relationship to last

Frequency of meetings:
This is where you can define how frequently you would like to schedule mentoring meetings.
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Responding to a
Ging
mentoring request.

If you receive a mentoring request, either from someone requesting you as their mentor or mentee,
you will receive an email notification alerting you accordingly. You can respond to this request from
the homepage. When you login, you will see this request both on your homepage on the left-hand
side and within the notifications page.

You have the option to accept or decline these requests and can review the expectations being set
here, with regards to mentoring relationship length and meeting frequency. If you have questions
upfront, you can click on the individual’s profile picture and send them a direct message. It’'s far
better to address these queries in advance of accepting a mentoring request.

Don’t forget - mentoring requests automatically expire if they go unanswered for 14 days.
During this time, we will send the requested individual an initial notification and two
reminder communications about this. If a request expires, the individual who made the
request will then be notified and can request someone else accordingly.
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If you feel you are unsuitable or that the mentoring relationship is not right, you can
decline the request. When declining a request, you will have the option to let the
individual know why you have declined their request. It is far better to decline a request
than accept the wrong request.



Managing your
mentoring relationships.

When you are in an active mentoring relationship, you will always see either your mentor,
mentee or both, on the homepage. Here you can view a few overarching details about the
mentoring relationship and can send them a message and schedule a meeting quickly. If you
click on the ‘View Details’ button, you will open your mentor management panel and a
comprehensive overview of the mentoring relationship.
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Within the mentoring management panel, you will have a list of goals that either you have set, if
you are the mentee, or that your mentee has set, if you are the mentor. You will also be able to
view how many meetings you have had, the date of your last meeting, any upcoming meetings
and by pressing on the ‘three dots’ in the “Your Next Meeting’ panel you can view past meetings
and their agendas too.
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Sched
meetmg.

To schedule a new mentoring meeting, simply click on the ‘Schedule a Meeting’ bar at the
bottom of the screen. This will open a dialogue box where you can select a date, time, time zone
and mentoring meeting length. You can also add your notes and agenda here. As is best
practice with mentoring, we would recommend meetings and mentoring agendas are scheduled
and led by the mentee for the most part.
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If your admin has integrated your calendar system, you will see some suggested times listed to
select from which both parties are showing are available. You can integrate your meetings with
Microsoft Teams or Zoom if you would prefer, or we do have the Pushfar video calling application
within the platform. Once you have chosen a time and sent this through to your mentor/mentee -
they will have received a notification of this request and have the option to accept or decline the
request and propose a new time also. They would also receive an email notification with a link
that takes them to the site. Once the meeting has been confirmed, users will receive an email
confirming this and a link where you can add it to your calendar.



Every user has their own profile page which you can edit, connect your professional social
media accounts (such as Twitter/LinkedIn) along with information about themselves,
professional experience, and what they are looking for in a mentor/mentee.

Users cannot view other people's mentoring relationships, this is only viewable by the
administrator.

You can also send a message to a user through the profile page by clicking the orange
message button on the right.

On your own profile, you can see how many points you have earned through engaging with the
platform, and your point history.
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You can edit your profile information any time by clicking the ‘Edit Profile’ button on the right-hand
side of your profile page.
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Once you click ‘Edit Profile’, you can amend all personal details such as name, company, city,
industry, along with your professional experience, profile photo, objectives, and ‘About You’
section. You can also link your Linkedin, Twitter, Facebook and YouTube accounts.



13

Mentoring
settings.

You can update these anytime on the homepage, by clicking ‘Mentoring Preferences’ on the left-
hand side. This will enable you to adjust whether you would like to be a mentor/mentee, and your
matching categories.

Please note - you may not be able to adjust this depending on if this has been set at admin
level, please contact your administrator for further details.
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Goal
setting.

You can add goals through the platform on the home page, you will see the goals box on the right
side of the page.

Your Goals o Add Goal

Prepare D&l Agenda Outline

G:i T omoenon ﬂ Menior Goa ‘f Ehit

Review Internal Job Opportunities

(O 8Mar2022 () Private Goal g Edit

Re-Write Linkedin Prafile
@ AH Mar X022 a HMentor Goa f c

Attend a Networking Event

@ 30 Ape 2022 u Private Goal  g* Edit

You can click on the ‘+ Add’ button to add a goal. You can choose whether this goal is viewable
only to you, or also to your Mentor.

Administrators can view how many goals have been set and marked as complete, but they
will not be able to see the details of the goals set.

*continued on next page*



When you have completed a goal, you would tick the box on the left to green - and this would
mark the goal as completed. You can find completed goals by clicking on the ‘View Completed
Goals’.

Your Goals O Add Goal

Prepare D&l Agenda Outline
(O Tomorrow @ Mentor Goal  g* Edit
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Settings.

Under the platform settings page, you can adjust several features on your platform, including
changing your password, enabling/disabling email and push notifications and the contact details
for our support team. You can also disable the reports/gamification feature.

Please note - this may have already been disabled, please contact your platform
administrator for more details.
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You are also able to block users should the need arise, and in settings, you can unblock
them.

Below is the section where you can change your password - you can find this on the left-
hand side of the screen on the settings page.

Change Your Password

Current Password

[wpe your current passwond
» ]

Mew Passward Repeat Mew Pasaword

Type your new passwon  Re-lype your new passw
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Reports.

On this page, you can view how many points you have earned through engaging with the platform,
alongside a weekly leaderboard.. You can earn points buy engaging in different activities and
actions.
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You can export your goals, completed or outstanding, through this page, along with
viewing who has viewed your profile.

You can see how many points you have earned through certain actions, on the right-hand
side.
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Threads, questions and
conversations.

On the home page under ‘Questions and Conversations’, you can access a Q+A
networking feature between other users, you can start your own thread which other users
can respond to. You are also able to search through the threads if you were looking for a
particular Q+A. Asking questions will earn you points.

You can begin your own thread on the left under ‘Start A Thread’ and view your current
threads on the right-hand side of the page. You can add tags to the questions also.

To engage in a thread, and view the comments, you can click on the title of the thread to
expand all replies. Clicking the green ‘Reply’ button on the right means you will be able to
write a reply.

PUISHEaF

. | Wi -
e — ™ meaen [ =]
B
- —— N Ll
=



N w 2

AV &
B A ‘l‘; . &
| . ~
'JA Sk G4 W
I I am B

By ab e

How can I register?
When first registering, it is advisable to take the same approach as decided within the
organisation that mentors and mentees will take. This could be one of several ways:

e Logging on via Single Sign-On (SSO)
e Being added in through the administration panel
e Registering via the unique organization’s registration URL

How can | log in?
You would log in via the main website, www.pushfar.com. Simply visit the website and enter
your login credentials to access the portal. However, if you have integrated SSO, please use the

login URL that has been set up by your organisation, to access the portal.

Can | change my mind about being a mentor/mentee?
Yes, you can change whether you would like to mentor, be a mentee or both at any time
on the left-hand side of the home page, under Mentoring Preferences.

How do | earn points?

You can earn points by networking, mentoring, attending events, and engaging in
conversations. If you cannot see the points awarded, this may have been disabled by the
administrator within your company.

Who can see my mentor relationship details?

Your company administrator can view the mentorship details, however messaging,
meetings and goals remain private between the mentor and mentee. You can choose to
share your own goals with your mentor or keep this information for yourself.

How do | meet with my mentor?

We have a PushFar video application within the site you can use, or you can also
schedule a meeting with Microsoft Teams or Zoom. If you would prefer in person, you can
mention this in your profile also.



Who can view my messages through the platform?
Your discussions, messages, meeting notes and conversations between mentor/mentee are all
private and confidential, these are not viewable by administrators.

1 am looking for something in particular from a mentor, how can | find someone
who can help?

Using the search feature on the home page, you can look through and search mentors on the
open network of the platform, or limited to within your own company, depending on the
administration permissions.

I am not receiving any emails

If the emails have been enabled within the administrator panel, they may have been blocked by
your organization's Firewall settings, if they are not in the user's junk/spam folder, then you will
need to contact your IT department and ask them to Whitelabel info@pushfar.com.

The PushFar video calling doesn’t seem to be working
This may also be a firewall issue blocking the application if you speak to your organisation's IT
department they should be able to clarify further.


mailto:info@pushfar.com

We’'re here
to help.

If you need support, please email:

support@pushfar.com

Or the STFM administrator
tbrazelton@stfm.org
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