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WV eMentoring  Overview  
WV eMentoring is an online career education program that connects real-world working professionals 

with high school students via the WV eMentoring Web site.  Students learn about careers, their WV 

eMentorΩǎ ǇǊƻŦŜǎǎƛƻƴ ŀƴŘ themselves through structured curriculum.  To implement this program, the 

facilitator must understand the delicacy of the student/WV eMentor relationship.  Commitment to this 

program by both the facilitator and the student is an important part to a successful implementation.  

This manual will offer suggestions and provide step by step guidance so you and your students get the 

most out of WV eMentoring. 

Student and WV eMentor  Goals 
WV eMentoring is a program that assists students in making post-secondary and career decisions, while 

communicating with a working professional.  The student goal is to complete all ten career activities in 

order to print their career documents they can incorporate into their career portfolio.  The student is 

also expected to communicate freely and consistently with their WV eMentor weekly, between 

structured completions of activities. 

Student Population  
The WV eMentoring program is for students in grades 8-12.  The program is being implemented in 

various classroom settings, including High School 101, Advisor/Advisee and  English classes.  The 

students must have access to a computer at least once a week in order to effectively implement the 

program. 

Time Commitment  
The WV eMentoring program is an 11 week commitment for both students and mentors.  The student 

and WV eMentor are 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, completing their profile and choosing their WV 

eMentor.  The next 10 weeks, the student will complete their 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 can be made if a class wishes to participate more than once a week. 

Safe and Secure Communication 
The WV eMentoring communication between the student and WV eMentor is safe and secure!  

Students can only send messages to their WV eMentor and vice versa.  It is 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.  The WV eMentoring staff 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 email the student sends 

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 eMentoring to 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 necessary to mention the importance of having an 

WV eMentor.  The WV eMentor has 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 someone in 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 opportunity as if they were communicating with a boss or colleague. 

WV eMentors are volunteers and they are volunteering their free time to help your students think about 

careers and their post-secondary endeavors. 

WV eMentors should be respected.  Just as any other person, an WV eMentor deserves the utmost 

respect from the student.  If the student is falling behind with activities or absent, they should notify 

their WV eMentor ǘƘǊƻǳƎƘ ǘƘŜ ǎȅǎǘŜƳΩǎ ƳŜǎǎŀƎŜ ōƻŀǊŘΦ  ¢ƘŜ ǎǘǳŘŜƴǘ ǎƘƻǳƭŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ǇǊƻƎǊŀƳΦ 
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You never kƴƻǿ ǿƘƻ ȅƻǳǊ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ ƳŀǘŎƘŜŘ ǘƻΗ  9ǾŜƴ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ WV eMentor is not in the 

exact career field they want, the WV eMentor has workplace experience and may know someone or 

work closely with someone in that particular field. 

Most importantly, the student should use this opportunity to practice their professional writing and 

grammar skills.  
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Technical Requirements  

Internet Connection  
A high speed internet connection is required.  The responsiveness of the program depends on the 

amount of bandwidth that is available, taking consideration other traffic that may already exist on the 

connection.  T-1, cable modem, or DSL connection is preferred. 

Dial up connections may be used, but a high-speed connection is recommended.  The Education Alliance 

is not responsible for the quality of the Internet connection especially with dial-up access. 

Adobe Flash Player  
Adobe Flash version 11 or higher is required.  If the correct version of Flash is not available on the 

computer being used to access the site, a messagŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ǘƘŜ ŎƻƳǇǳǘŜǊΩǎ 

Adobe Flash Player must be updated to a current version.  Adobe Flash Player is a free download and 

can be found at:  http://get.adobe.com/flashplayer/  

System Requirements  
The WV eMentoring Web site runs on a JavaScript platform.  Make sure that the latest version is 

installed.  Older operating systems (Windows 98/2000) may need to be updated. 

It is recommended that there be at least 512 MB of RAM per computer; 1 GB of RAM is ideal.  The 

program is best viewed using Mozilla Firefox, Internet Explorer, Chrome and Safari for Macs. These 

browsers are all available as free downloads. 

  

http://get.adobe.com/flashplayer/
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Teacher Code Request 
Creating your teacher account is the first step to getting started.  The Education Alliance will have your 

school name and address information already entered into the system.  An email will be sent to you 

providing you with a special 16 digit registration code and instructions on how to begin your registration 

process. 

Once you have received your 16 digit registration code, follow these steps: 

1. Go to www.wvWV eMentoring.org 

 

2. Click the link that reads "Register with WV eMentoring"  

 

3. Enter your 16 digit access code, including the hyphensΣ ǘƘŜƴ ŎƭƛŎƪ άwŜƎƛǎǘŜǊΦέ

 
  

http://www.wvementoring.org/
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4. Enter in the following information. 

 
Note:  Make sure your password conforms to the guidelines listed below: 

 
 

After you click ά{ǳōƳƛǘέ you will automatically be signed in and taken to your class list.  Your name will 

be listed at the top with your school name in parenthesis.   

 

 
 

 

In the next section we will discuss how to set up your class and generate access codes for your students 

to register with the WV eMentoring system.  
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Setting up Classes 
As a teacher, you will need to setup your class or classes into the WV eMentoring system.  If you are 

continuing from the previous registration section and are still logged into the WV eMentoring system, 

proceed to item 3, otherwise, you will need to perform steps 1 and 2 to get logged back into the system. 

 

1. Go to www.wvWV eMentoring.org 

 

2. Enter your Login ID and Password

 
 

3. To create a new class, click the ά/ǊŜŀǘŜ /ƭŀǎǎέ button. 

 
 

  

http://www.wvementoring.org/
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4. A pop-up window will appear.  Enter in the class name and any comments about your class, and 

then click the ά/ǊŜŀǘŜ /ƭŀǎǎέ button. 

 
 

5. Your class name will be listed and new options will appear. 
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6. Now you need to create access codes for your students so they may self-register themselves 

with the WV eMentoring ǎȅǎǘŜƳΦ  /ƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ {ǘǳŘŜƴǘ !ŎŎŜǎǎ /ƻŘŜǎέ ǾŜǊǘƛŎŀƭ ǘŀōΦ 

 
 

7. /ƭƛŎƪ ƻƴ ǘƘŜ ά/ǊŜŀǘŜ cƻŘŜǎέ ōǳǘǘƻƴΦ   

 

8. A popup window will appear, type in the number of students in your class, and then click on the 

ά/w9!¢9 /h59ό{ύέ button. 

  
 

9. You will be informed that your codes have been created.   /ƭƛŎƪ άhKέ ǘƻ ŎƻƴǘƛƴǳŜΦ
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10. With your student codes generated, you need to print the welcome pages and distribute them 

ǘƻ ȅƻǳǊ ǎǘǳŘŜƴǘǎΦ  /ƭƛŎƪ ƻƴ ǘƘŜ άtǊƛƴǘ ²ŜƭŎƻƳŜ tŀƎŜǎέ ōǳǘǘƻƴΦ 
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11. A new browser window/tab will appear containing the student access codes and registration 

directions for each student (20 in our example).  Print these pages and distribute one sheet to 

each student on the first day WV eMentoring is implemented in your class!  The students need 

to record their LoginID and Password on these sheets when they begin their self-registration 

process.  These sheets do not need to be turned back into you. 
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Find out  which  Students Registered  
After students begin registering, 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 check mark and the number of codes has 

changed to 19. 

 

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

1. /ƭƛŎƪ ǘƘŜ ά²Ƙƻ wŜƎƛǎǘŜǊŜŘΚέ ōǳǘǘƻƴΦ  ¢ƘŜ ƴŀƳŜǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘǎ ǿƘƻ ƘŀǾŜ ǊŜƎƛǎǘŜǊŜŘ ǿƛƭƭ ōŜ 

listed.  

 
To get back to the previoǳǎ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴΦ 
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2. ¸ƻǳ Ƴŀȅ ŀƭǎƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƭŀǎǎ wƻǎǘŜǊέ ǾŜǊǘƛŎŀƭ ǘŀōΦ 

 

TIP:  Click on the individual column headers to sort information in ascending/descending order.  

Multiple column sorting is not available. 
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Your WV eMentoring  Class Roster 
This specific functionality only works if you are trying to add a student to your class roster that has 

already registered in the WV eMentoring system at your school, otherwise, you will need to create 

another student access code for this student (please refer to Step 6. in Setting up Classes section). 

Adding a Student to your Class Roster    

1. CǊƻƳ ǘƘŜ ά/ƭŀǎǎ wƻǎǘŜǊέ ǾŜǊǘƛŎŀƭ ǘŀōΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘκwŜƳƻǾŜ {ǘǳŘŜƴǘǎέ ōǳǘǘƻƴΦ 

 
 

2. Your current students will be listed on the right-hand side.
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3. Click on the drop-down menu to find the year the student was registered in the WV eMentoring 

system.

 
 

4. To add a student, simply click and drag their name to the right-hand side of the screen.   

TIP:  Hold the CTRL key to select multiple students.

 
 

5. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ ǎǘǳŘŜƴǘǎ ǘƻ ȅƻǳǊ ǊƻǎǘŜǊΦ 
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6. /ƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ǘƻ ǊŜǘǳǊƴ ǘƻ ȅƻǳǊ /ƭŀǎǎ wƻǎǘŜǊ ǎŎǊŜŜƴΦ

 

  



24 Setting up Classes | www.wvementoring.org 

 

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. CǊƻƳ ǘƘŜ ά/ƭŀǎǎ wƻǎǘŜǊέ ǾŜǊǘƛŎŀƭ ǘŀōΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘκwŜƳƻǾŜ {ǘǳŘŜƴǘǎέ ōǳǘǘƻƴΦ 

 
 

2. Your current students will be listed on the right-hand side.
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3. To remove a student, simply click and drag their name to the left-hand side of the screen.

   

4. /ƭƛŎƪ ά{ŀǾŜ /ƘŀƴƎŜǎέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ǊŜƳƻǾƛƴƎ ǎǘǳŘŜƴǘǎ ŦǊƻƳ ȅƻǳǊ ǊƻǎǘŜǊΦ 

 

5. /ƭƛŎƪ ǘƘŜ ά.ŀŎƪέ ōǳǘǘƻƴ ǘƻ ǊŜǘǳǊƴ ǘƻ ȅƻǳǊ /ƭŀǎǎ wƻǎǘŜǊ ǎŎǊŜŜƴΦ

 

 

  


































