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WV eMentoring Overview

WV eMertoring is an online career education program that connects-weaitld working professionals

with high school students via th&V eMentoring/Veb site. Students learn about careers, thafy
eMentorQa LINE F ShamsdlvadfirouglysRuctured curriculumTo implement this program, the
facilitator must understand the delicacy of the studem¥ eMentorrelationship. Commitment to this
program by both the facilitator and the student is an importgatt to a successful implementation.

This manual will offr suggestions and provide step by step guidance so you and your students get the
most out ofWV eMentoring

Student and WV eMentor Goals

WV eMentorings a program that assists students in making gestondary and career decisions, while
communicating vth a working professionalThe student goal is to complete all ten careetivitiesin
order to print their career documents they can incorporate into their career portfolio. The student is
also expected to communicate freely and consistently with tiéi eMentorweekly, between
structured completions of activities.

Student Population

TheWYV eMentoringorogram is for students in gradesl2. The program is being implemented in
various classroom settings, including High School 101, Advisor/Advisdermtidh classes. The
students must have access to a computer at least once a week in order to effectively implement the
program.

Time Commitment

TheWV eMentoringorogram is an 11 week commitment for both students and mentors. The student
and WV eMentoare expected to complete 10 online career activities, one activity per week. The
activity can be completed within one class period. Although there are only 10 career activities, the first
week the students will be busy creating their accounts, complétieg profile and choosing thelvVv
eMentor. The next 10 weeks, the student will compl#teir career activities.

Note: After a student completes an activity in class, they are prevented from moving on to the next
activity for 1 day. Arrangements carbe made if a class wishes to participate more than once a week.

Safe and Secure Communication

TheWV eMentoringcommunication between the student anV eMentoris safe and secure!
Students can only send messages to théW eMentorand vice versa. It impossible for them to
communicate with anyone else through the system.

The system also contains a filtering process that blocks communications that may include particular
inappropriate phrases, phone numbers or email addresses.WiWieMentoringstaff will be notified to
review the messages. After reviewing the information, staff will contact the facilitator and ask to either
approve or disapprove of the message.
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The classroom facilitator has full rights to review every incoming and outgoing ematlittenssends
and receives.
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The Ten Career Activities

1. New Thinking about Career Success

2. Preparation for Careers

3. Abilities and Aptitudes

4. Personal Interests

5. Career Clusters and Pathways

6. Non Traditional Workplace Roles

7. Experiencing Careers While Still in School

8. Selecting your Career Goal

9. Post Secondary Education Choice

10. Ending the Relationship

Introducing WV eMentor ing to your Students

Taking the time to explain WV eMeniogto your students is important. This will prepare them for the
commitment that is required of this program and introduces the concept of communicating with a
professional outside of school.

When introducing the program to the students, it is necessamyémtion the importance of having an
WV eMentor TheWV eMentorhas more life experience than the student, in regards to training and
education, job skills, communication, and workplace experience. Help them understand the value in
chatting with someonen the workforce. It is an opportunity for them to research potential places of
employment, internship experience, and/or job shadow days.

They need to understand that they are communicating with a working professional. They should
approach this opportuity as if they were communicating with a boss or colleague.

WV eMentos are volunteers and they are volunteering their free time to help your students think about
careers and their postecondary endeavors.

WV eMentos should be respected. Just as any otperson, anVV eMentordeserves the utmost
respect from the student. If the student is falling behind with activities or absent, they should notify

theirwVeMentori KNRdzZaK (GKS aeadsSyQa YvYSaal3asS o621 NROD ¢t KS
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exact career field they want, th&/V eMentorhas workplace experience and may know someone or
work closely with someone in that particular field.

Most importantly, thestudent should use this opportunity to practice their professional writing and
grammar skills.
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Technical Requirements

Internet Connection

A highspeedinternet connection is required. Thiesponsivenessf the program depends on the
amount of bandwidththat is available, taking consideration other traffic that may already exist on the
connection. T1, cable modem, or DSL connection is preferred.

Dial up connections may be used, but a kégleed connection is recommended. The Education Alliance
is notresponsible for the quality of the Internet connection especially with-aahccess.

Adobe Flash Player

Adobe Flash version It higher is required. If the correct version of Flash is not available on the

computer being used to access the site,ameSsags Af £ 06S RAALIX I @SR AYRAOIGAY
Adobe Flash Player must be updated to a current version. Adobe Flash Player is a free download and

can be found athttp://get.adobe.com/flashplayer/

System Requirements
TheWV eMentoringWeb site runs on a JavaScript platforidiake sure that théatest version is
installed Older operating systems (Windows 98/2000) may need to be ugddate

It is recommendd that there be at least 512 M& RAM per compier; 1 GB of RAM is ideal. The
program is best viewed using Mozilla Firefox, Internet Explorer, Chrome and Safari foil Meges.
browsers are all available as free downloads.

Technical Requirementswww.wvementoring.org
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Teacher Code Request
Creatingyour teacher account is the first step to gettj started. The Education Alliancél\lwave your
school name and address information alreahfered into the system. email will be sent to you

providing you with a special 16 digit registration code and instructions on hda@gmyour registration
process.

Once you have received your 16 digit registration cdogw these steps:
1. Go towww.wwWWV eMentoing.org

2. Click the link thateads"Register withWV eMentoring

3. Enter your 16 digit access codimcuding thehypheng G KSy Of A 01 awS3IA A

New user registration

© Mentor registration.
Mentor Sign Up

© For others use the provided code here.

Enter your 16 digit code (include hyphens).
6379-6A46-4916-0000

Register

Teacher Code Requdstvww.wvementoring.org


http://www.wvementoring.org/

4. Enter in the following information.

A WARNING!

= You have 30 minutes to complete this form.
= If you want to cancel this process press "Cancel” button. If you fail to do so your code will be locked for 30 minutes and you will not be
able to use the code in this period of time.

Cancel

User info.
First name: *
Last name: *
Middle name:
Email {Login ID): * Check login
Password: *

Confirm password: *

Work Phone: * ( ) - Ext:
Alternate Phone: ( )

Submit

Note: Make sureyour passwordconforms to the guidelines listed below:

£ Please check the following errors:

* Your Password must have between 6 and 15 chars.

* |nvalid Password format.
Password MUST contain at least 2 characters and 2 numbers.
Password must have between B and 15 chars.

After you clickx { dzo Yo wiilEautomatically be signed in and taken to your class list. Yaune mill
be listed at the top with your school name in parenthesis.

Scott Williamson (Nursing School Academy)

| Refresh Classes | | Create Class | @ No classes found!

In the next section we will discuss how to set up your class and generate access codes for your students
to register with thewV eMentoringsystem.

Teacher Code Requdstvww.wvementoring.org




Setting up Classes

As a teacheryou will need to setup your class or classde the WV eMentoringsystem If you are
continuing from the previous registration section and are still logged intdiveeMentoringsystem,
proceed to item 3, otherwise, you will need to perform steps @l ario get logged back into the system.

1. Go towww.wwWVV eMentoing.org

2. Enter your Login ID and Password

3. Tocreatea new class, clickthie/ NB I i Buttonf | & & ¢

Scott Williamson (Nursing School Academy)

| Refresh Classes | | Create Class | @ No classes found!

Setting up Class¢svww.wvementoring.org
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4. A popup window will appear. Enter in théass name and any comments about your class|,

thenclick thea / NB I (i Buttonf | & & ¢

Create New Class

Class Name

Comments

English 101

English 101

Create Class

X

5. Yourclass name will be listemhd new options will appear.

Scott Williamson (Nursing School Academy) Vﬁﬁ Help? 3 6 Logout.
My Classes
(Refresh tlasses | | Create Class, | a [V] Auto close other dasses

Class Profile

Class Roster

Create
Student
Access Codes

Class Name

Date Created

Last Updated

Number of students in class
Number of unused codes

Notes:

Edit Class W

English 101

11/17/2010 8:51:45 AM

0

0

English 101

Sdting up Classeswww.wvementoring.org



6. Now you need to create access codes for your stusleatthey mayselfregister themselves
with the WV eMentoringd @ 4 i S Y @ /I ftAO01 GKS &/ NBIFGS {GdzRSy
Scott Williamson (Nursing School Academy) (_teed Help2 | [ togout |
My Classes
| Refresh classes | | createclass | (1) (7] Auto dose sthar dasses
(-mgshrr

WI Create codes | | Pt Welcome Pages, J( Who Registered? ]

CODE Date Created In Use Delete Code

Class Profile

Class Roster

Create
Student
Access Codes

7./t A0l 2y KB &/ NE&I HiBy o

8. A popup window will appear, type in the number of students in your ciawsthenclick on the
d w9l ¢9 /buttbrd 6 { v €

Create Codes X

Nurnber of Code(s): [ 20|

| CREATE CODE(s) |

9. You will beriformed that yourcodes have been created. f A & @@z O2y (i Ay dzSo

oot Date (reated in Use Deldete (ode

446 -ADA0- 43440244 1/17/72010 %1095 AM w0 DELETE CODY
44:2412-40A4 ‘ 11/17/201 $153 AM 0 DELETE CODE
D2 TEE4- 4994 “ 11/17/2010 9109153 AM o DELETE CODY
1) AM 0 DELETE CODE
() aM > DELETE CODY
SRAL-B92 20 code(s) created; 11/17/201 $153 AM B DELETE CODE
DA4L-FRAD-41EF- 9441 “ 111772010 10953 AM ™ DELETE CODE

FBCH F-AFLD-9FT79 11/17/201 $153 AM > DELETE CODE -
S4AD - SEAC 420A-A%IS 11/17/2010 109153 AM R DELETE CODY
M-1075-41CE- 920 11/17/201 $:153 AM R DELETE CODE
2003-4461-4002 ’ 11/17/2010 9109153 AM R DELETE CODY
aaz g 13/37/201 $153 AM » DELETE CODE

SA4A-GEN 4RV AL 13/17/72010 %0953 aM R DELETE CODE »

Setting up Class¢svww.wvementoring.org



10. With yourstudent codes generategouneed to print the welcome pages and distribute them
G2 e2dz2NJ addzRSydGao /| tA01 2y GKS at NAyd 2Sf0O2YS

| Refresh 1 L Create codes J L Print Welcome Pages J L Who Registered? j 20 Code(s)
CODE Date Created In Use Delete Code

0446-A040-4566-826A 11/17/2010 9:09:53 AM % DELETE CODE =
8844-3412-4DA6-8784 11/17/2010 9:09:53 AM % DELETE CODE
0SB2-7EE4-4896-8C69 11/17/2010 9:09:53 AM % DELETE CODE
60FD-0DD32-420D-BRBA 11/17/2010 9:09:53 AM % DELETE CODE
86D0-266E-43A3-B313 11/17/2010 9:09:53 AM 8 DELETE CODE -
EDES-ACD3-4BAE-BS28 11/17/2010 9:09:53 AM % DELETE CODE
BB41-FBAD-41EF-9641 11/17/2010 9:09:53 AM % DELETE CODE
F8C9-380F-4F19-9F79 11/17/2010 9:09:53 AM & DELETE CODE -’
44A0-564C-42BA-AS3S 11/17/2010 9:09:53 AM & DELETE CODE
C79E-1D75-4ECE-93BC 11/17/2010 9:09:53 AM & DELETE CODE
2B85-6E61-40D1-8C3B 11/17/2010 9:09:53 AM % DELETE CODE
BABD-59D3-4429-8C09% 11/17/2010 9:09:53 AM g DELETE CODE
S44A-6696-4B59-A910 11/17/2010 9:09:53 AM % DELETE CODE z

Setting up Class¢svww.wvementoring.org



11. A new bowser window/tab Wil appear containing the student access codes @gistration
directions for each student (20 in our exampl@¥int these pages and distributene sheet to
each studenbn thefirst day WV eMentoringis implemented inyour clas$ The students need
to record their LoginID and Password on these sheets when they begin theegstfation
process.These sheets do not need to be turned back into you.

-

Thank you for participating in the WV eMentoring Program.

Your New Student Access Code is:

0446-a040-4566-826a

Existing users -- If you already have a W eldentoring Login ID and Password
follow these steps to access the program:

1. Go to http:/swww.wvementoring, org,
2. Enter wour WV elentoring Login ID and Password to access your home
page.

New users -- To register wath WY elentonng and access your program follow
these steps:

1. Go to http://www wvementoring. org.

2. Chck the link that says "new user registration”, enter the 16 digit access code
above (nclude hyphens),

3. Follow the instructions to complete your registration.

4 Record your login I and password here, DO WNOT uze the 16 digit code
as your login ID or Password.

LoginT

Fassword:

Setting up Class¢svww.wvementoring.org



Find out which Students Registered
After students begin registing, the program will display a check mark next to each code that a student
has used to register with. The program will display the number of students who have not registered yet.

In the figure below, we started with 20 students, there is one checlkraad the number of codes has

changed

(vEngtshror ]
LW[ Create codes | | Print Welcome Pages | | Who Registered? |

Class Profile

Class Roster

Create
Student
Access Codes

to 19.

CODE
‘8844'3412'4DA6-8784
05B2-7EE4-4896-8C69
60FD-0DD9-420D-BBSA
86D0-266E-43A3-B313
EDES-ACD3-4BAE-BB28
BB41-FRBAD-41EF-9641

F8C9-380F-4F19-9F79

44A0-564C-42BA-AS3S

C79E-1D75-4ECE-93BC

2B85-6E61-40D1-3C3B

BA8D-59D3-4429-8C09

544A-6696-4B59-A910

3725-45F9-44E3-BAST

I Date Created
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM
11/17/2010 9:09:53 AM

11/17/2010 9:09:53 AM

In Use

8

BBRYBRYBRBR

19 code(s)

Delete Code

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

DELETE CODE

[

[«]

There are two ways to view, by student name, those students that have registered.

1./

t A0

listed.

wSIAAaGSNBRKE

odzii2y @

¢tKS ylYSa

m m Print 1 users(s)‘

¥ | First Name Last Name ' poB | Login ID Password
Class Profile t
Johnny Little

3/15/1993 12:00:00 AM jl@ymail.com johnnygs

Class Roster ‘

Create
Student \
Access Codes

¢
(@
=z
903
o

<
M
O
>
O

—
(et
sy
u»
Q

To get back to the previtza & odzid2y o
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2. ,2dz Y& Ffta2 OfAO0] 2y
(vEngehror )
V M [ Print J l Add/Remove Students J

1 - students
) Last Name First Name
Class Profile

| poB l Login ID l P
Little

Johnny

3/15/1993 12:00:00 AM il@ymail.com

Class Roster

|

Create
Student
Access Codes

TIP: Click on thimdividual column headers to sort information in ascending/descending order.
Multiple column sorting is not available.

Setting up Class¢svww.wvementoring.org
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Your WV eMentoring Class Roster

This specific functionalitynly works if you are trying to add a student to your class roster that has
already registered in theVV eMentoringsystem at your school, otherwise, you will need to create
another student access code for this dant (please refer to Step 61 Setting up Classes section).

Adding a Student to your Class Roster

z

1. CNRY GKS a/ftrFraa w2a0SNE OSNIAOFE dFrox Of A0

M |_Print | | Add/Remove Students | 1 - students
Last Name | First Name DOB | Login 10 | Password
Class Profile | — = iy
Little Johnny 3/15/1993 12:00:00 AM jl@ymnail.com johnnyss
Class Roster
Create ‘
Student
Access Codes ‘ ‘

2. Your current students will be listed on the rigiand side.

Class Roster ‘ ‘
— ||

Create |

Student |

Access Codes ‘ ‘
\

Class Profile | Rediststonvear: (- || [ save changes |
Last Name | First Name poB | | Last Name First Name | poB
| | Little Johnny 3/15/1993 12:00:00 AM

Setting up Class¢svww.wvementoring.org
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3. Click m the dropdown menu to find theyear the student was registered in tNéV eMentoring

system.

Class Profile

Class Roster

Create
Student
Access Codes

Registration Year: | 2010-2011 | v

7Save Ehanges

Last Name | First Name
["srmith  silly
1 Flavin Bryant
Sampson Greg

11/8/1988 12:00:00 AM

DOB Last Name First Name

Little Johnny
4/12/1993 12:00:00 AM

8/19/2010 12:00:00 AM

' poB
3/15/1993 12:00:00 AM

4. To add a studensimply click and drag their name to the righdnd side of the screen.
TIP: Hold the CTRL key to select multiple students.

Class Profile

B2zl

Registration Year: | 2010 -2011 | v

Save Changes

poB [ | First Name

Class Roster

Create
Student
Access Codes

Last Name | First Name Last Name | DOB
Smith Billy 11/8/1988 12:00:00 AM Little Johnny 3/15/1993 12:00:00 AM
Flavin Bryant 4/12{1993 12:00:00 AM
Sampson Greg 8/19/2010 12:00:00 AM

5/t A0

Gy 3 68 1 KK Sy

82dz  NB FAYAAKSR

puls
puls

Setting up Class¢svww.wvementoring.org



6. / tAO0] GKS d.1O1¢ odzid2y (G2 NBGdzZNYy G2 &2dzNJ / f 1} &
.

M | print | | Add/Remove Students | 3 - students
- | Last Name | First Name poB | Login ID | Password
Class Profile | |
Little Johnny 3/15/1993 12:00:00 AM jl@yrnail.corn johnnyss
Flavin Bryant 4/12/1993 12:00:00 AM test@tester.com testl2
| sampson Greg 8/19/2010 12:00:00 AM kk@know.com kim888
Class Roster
—
Create
Student
Access Codes
\ /)
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There may be times when a student transfers out of your class and you need to remove them from your

roster.

Removing a Student fr om your Class Roster
1. CNRY GKS a/tl aa

w2aiSNE OSNIUAOI €

irosx Of AOJ

Class Roster

Create
Student
Access Codes

M [ Print J \ Add/Remove Students ] 3 - students
| Last Name | First Name | Login ID | Password
Class Profile !
Little Johnny 3/15/1993 12:00:00 AM jl@yrnail.com johnnyss
Flavin Bryant 4/12/1393 12:00:00 AM test@tester.com test1z
Sampson Greg 5/19/2010 12:00:00 AM kk@know.com kims8s

2. Your current students will be listed on the rigiind side.

Registration Year: | 2010-2011 | v

Class Profile

7§ave Changes

' poB

Class Roster

Create
Student
Access Codes

Last Name ‘ First Name DOB i Last Name | First Name |
‘ Little Johnny 3/15/1993 12:00:00 AM
: Flavin Bryant 4/12/1993 12:00:00 AM
‘ Sampson Greg 8/19/2010 12:00:00 AM

Setting up Class¢svww.wvementoring.org
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3. Toremove a student, simply click and drag their name to thehiafid side of the seen.

| Back 7

Class Profile Registration Year: 2010 - 2011 b, Save Changes
Last Name ‘ First Name DoB ‘ ‘ Last Name First Name | DOB
| Flavin Bryant 4/12/1993 12:00:00 AM Little Johnny 3/15/1993 12:00:00 AM
1 e Sampson Greg 8/19/2010 12:00:00 AM ‘

Class Roster

Create [
Student
Access Codes

4. | £t A0l a{+ @S |/ KFry3dSaé¢ oKSy @&2dz NB FAYAaKSR NBY

5./t A01 GKS 4.1 01¢ odaidi2zy G2 NBOdNY (2 @&2dNI /) a
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