Mentor Matching System Helpful Tips
The Mentor Matching System (MMS) Helpful Tips provide users with assistance for addressing frequently asked questions pertaining to the system.  If your question is not answered below, please contact us at hhsmentoring@hhs.gov or call the help desk at 1-866-834-6785.
I.  Account Login







· How do I create an account in the system?..........................................................................3
· How do I create an account as a mentor and a mentee?.........................................................3
· Why is my email address invalid?...................................................................................................3
· Do I need an HHS email address or can I use my OPDIV email address?............................3
· What requirements are needed to create a password?........................................................3
· How do I retrieve my password?................................................................................................3
· How do I change my password?.........................................................................................3
· I started the account setup, but didn’t finish—How do I set up an account now?...............3
· How do I change data that I entered during the account setup?..............................................4
· How do I log-in if my email address has changed since I setup my account?....................4
· How do I log-in if I already set up an account?...................................................................4
· Who can see my information that I enter during the account setup?..................................4
· How will I know when my account setup is complete?.............................................................4
· What happens if my screen is blank and all I see is the left navigation?..............................4
II. Mentee Searching for Mentor

· How do I search for a mentor?............................................................................................4
· What is the difference between the Auto-Matching and the Self-Selection methods?.............4
· Who do I contact to use the third party matching?..............................................................4
· How do I search for mentors that are only in my OpDiv?.........................................................4
· How do I search for mentors that are only in my region?.........................................................5
· Why can’t I find a specific person as a mentor in the system?...............................................5
· What happens after I select a mentor from the list that the system provides to me?............5 

· How many mentors can I select from the list that the system provides to me?.....................5
· What can I do if there are no available mentors for me in the system based on the criteria that I provided?...................................................................................................................5
· How will a mentor know that I have selected him/her in the system?.....................................5
III. Mentor Accepting Mentee (Receiving Match Requests)

· How do I select a mentee?..................................................................................................5
· How will I know when a mentee selects me?.........................................................................6
· Am I required to speak with each mentee that contacts me?.............................................6
· How do I stop mentees from contacting me as part of the matching process?.....................6
· How many mentoring relationships will the system allow me to form as a mentor?...........6
· How do I change the number of mentoring relationships that I want to be in?....................6
· What should I do when I receive a match request via email?...................................................6
IV. Mentees Confirming Relationship 

· What should occur once the mentor accepts the request to mentor me?..........................6
· How many mentors can I confirm?.....................................................................................7
· Why are the other mentors not shown once I confirm a mentoring relationship?..................7
· Will my mentor know that we are in a confirmed mentoring relationship?.............................7
· What should I do after I confirm the mentoring relationship?.............................................7
V. Maintaining a Mentoring Relationship

· What should I do once I am in a mentoring relationship?..................................................7
· How do I terminate the mentoring relationship with my mentor or mentee?............................7
· How do I register to complete the Mentoring Program Orientation Training?.........................7
· If I update my profile (i.e. address, grade, competencies, career path, platform preferences), will the system delete my current mentoring relationship?......................7
· How do I register to be a mentor and/or mentee?...........................................................8
I.  Account Login
How do I create an account in the system?
· All participants in the HHS Mentoring Program are required to set up an account prior to using the online Mentoring Matching System (MMS).  Account Setup can be completed at  https://mentoring.hhs.gov 

· Prior to setting up an account users must check the user agreement box.

· The Account Setup process consists of six steps: 

· HHS Email and Password 

· Position & Office Contact Information 

· Career Paths Option 

· Competencies Selection & Mentoring Preferences

· Account Verification

· Account Confirmation
· Please refer to the HHS Mentor Program Handbook for more detailed information in reference to the account set-up process.  

How do I create an account as a mentor and a mentee?
· You must choose one role (i.e., mentor or mentee) to enter into the system as part of the account set-up process. However, once you complete the process, you will be given the option to set up preferences for the other role not selected in the account set-up.

Why is my email address invalid?
· All users must have an email address that is recognized by the HHS Global Address Listing (GAL) in Outlook.  Please contact ITSC at 1-866-699-4872 if you are not in the HHS Outlook Directory.

Do I need an HHS email address or can I use my OPDIV email address?
· Please enter your email address exactly as it appears in the Outlook GAL.  For example, if your email address is listed in the Outlook GAL as jane.doe@fda.gov, you should enter the address as shown.
What requirements are needed to create a password?
· Passwords must have at least six digits

· Passwords must start with a letter

· Passwords must have at least one number

· Passwords are case sensitive

· You do not need to use the same password as your email address.  This is a completely unique system and does not require the same password.

How do I retrieve my password?
· Users may retrieve their password by clicking the link “Forgotten Password?” from the “My Account” page if they are not logged into the system.  Users that are already logged on will not be able to access this function.

· The user’s password will be emailed to the user at the email address affiliated with the account that was entered into the “Forgotten Password?” link.

How do I change my password?
· When logged into the system users may click on the updated account function.  This will allow users to enter their new and old password, as well as, update their email address.

I started the account setup, but didn’t finish—How do I set up an account now?
· As soon as a user successfully completes the first page of the account setup, he/she will be required to enter the system through the “My Account” login page.  

· Any information that the user entered during the partial completion of the account setup will be saved in the system until it is completed.

How do I change data that I entered during the account setup?
· After the user completes the data entry pages of the account setup, he/she will have an opportunity to edit information on the “Account Verification” page.

· If the user is already past the account setup phase, he/she can edit information under the “Edit Personal Information” link on the My Account Page.

· Data specific to a role (i.e., mentee or mentor) can be updated on the “Edit My Mentee Profile” or “Edit My Mentor Profile” links of the “My Account” page.

How do I log-in if my email address has changed since I setup my account?
· Users are responsible for tracking the email address that they use to log into the account.  When a user changes email accounts he/she should update his/her email address in the “Edit Personal Information” section of the “My Account” page.

How do I log-in if I already set up an account?
· If the user has already set up an account, he/she CANNOT log-in using the “Account Setup” page.  The user must log-in using the “My Account” page.

Who can see my information that I enter during the account setup?

· User Name, OpDiv, Phone Number, Email, Address, City, State, Career Path, and selected competencies will be available for individuals to view when searching for a mentor.  All other information will NOT be accessible to program participants that are searching for compatible matches in the system.
How will I know when my account setup is complete?
· Users that complete the account setup will view the confirmation page, which is the last page of the account setup.  

· Users that complete the account setup will receive an email that notifies them that their account has been set up.

What happens if my screen is blank and all I see is the left navigation?
· Whenever the screen is minimized the content of the page slides down.

· The user will need to scroll down or maximize their browser.
II. Mentee Searching for Mentor
How do I search for a mentor?
· Mentees in the HHS Mentoring Program select a mentor of their choice through the matching process. After completing the mentee account setup, the mentee will be asked to continue onto the “Matching Process”. 
· If the mentee completes the account setup and chooses not to continue to the “Matching Process” page, the page will be accessible from the “My Account” page, when logged in.

· The mentee may use the Auto-Matching, Self-Selection or Third Party methods to search for a mentor.  Please refer to the Users Guide for additional instructions and screen shots on how to search for a mentor.
What is the difference between the Auto-Matching and the Self-Selection search methods?
· The Auto-Matching method will assign criteria and generate a list of mentors. 

· The Self-Selection method will require the user to indicate their search criteria.
Who do I contact to use the third party matching?
· Users that want to use the third party matching method will need to set up an account.

· Users should contact their OpDiv Coordinator listed on the HHS Mentoring website to use third party matching.

How do I search for mentors that are only in my OpDiv?
· Users that only want to search for mentors in their OpDiv must use the Self-Selection method and select their OpDiv.

How do I search for mentors that are only in my region?
· Users that only want to search for mentors in their regional location must use the Self-Selection method and type their state or zip code and distance preference.

Why can’t I find a specific person as a mentor in the system?
· Users who are looking for a specific mentor in the system should first use the Self-Selection method to search using the individual’s partial or whole name as the search criteria.

· If the mentor is not listed, the user should verify that the mentor has set up an account in the system by contacting the prospective mentor directly.

· Users are limited to searching for mentors that are in compatible platforms based on grade formulas. In the Senior-to-Junior matching process, the system will search for persons who are two grades above the mentee followed by those who are three grades above the mentee. In Peer-to-Peer mentoring relationships, the system will initially search for individuals who are the same grade as the mentee and then one grade above the mentee.
What happens after I select a mentor from the list that the system provides to me? 

· When the mentee selects the box next to the prospective mentor’s name and then clicks the submit button, the action is considered sending a “match request”.

· The prospective mentor will receive a system generated email notifying the mentor that the mentee is interested in having an initial discussion.
· The mentee should wait for the mentor to accept the request before proceeding with a follow-up to the prospective mentor. 
· The mentee will be notified via a system generated e-mail of the mentor’s acceptance or decline of the match request. 
How many mentors can I select from the list that the system provides to me?

· The mentee can select up to three mentors from the list provided by the system, at any time, until the mentee confirms one relationship.

What can I do if there are no available mentors for me in the system based on the criteria that I provided?
· Mentees that are not able to find a mentor should verify that they are using the Self-Selection method to search and also that no additional search criteria is being used beyond those defined in the platform entered.

· If there are no mentors in the system, the mentee may contact the OpDiv Coordinator to request recommendations of mentors who may not be registered in system.

How will a mentor know that I have selected him/her in the system?
· Both the mentee and the mentor will receive a system generated email when the mentee has sent a “match request” to a prospective mentor.

· Mentors will receive reminders to respond to the request if no response has been provided after 15 days and 30 days. 
· If the mentor does not respond within 30 days, the request will be deleted and the mentee can send another match request to a new prospective mentor.
III. Mentor Accepting Mentee (Receiving Match Requests)

How do I select a mentee?
· The HHS Mentoring Program relies on a mentee-driven process to match mentors and mentees. 

· Once a mentor sets up an account in the Mentoring Matching System, they are registered in the system and available to receive requests to serve as a mentor.

· Mentors can also participate in third party matching by advising their OpDiv Coordinators of their availability to do so.  
How will I know when a mentee selects me?
· When a mentee wants to pursue a mentoring relationship with a prospective mentor, the mentor will receive a system-generated “match request” e-mail.  

· The “match request” is an indication that the mentee is interested in having an initial discussion with the prospective mentor to explore the potential for a mentoring relationship. 
Am I required to speak with each mentee that contacts me?
· As a registered mentor in the MMS, you are not required to speak to any mentees that contact you through the system or email.

· The HHS Mentoring Program respectfully asks that each prospective mentor makes a decision to accept or decline the “match request” within 30 days.

· Prospective mentors are able to view the mentee’s profile in the system, prior to making a decision to accept or decline the match request.

· When a prospective mentee accepts or declines a mentee’s match request, both the mentor and the mentee will be notified via email.

· Mentees may have conversations with multiple prospective mentors as part of the decision process.

How do I stop mentees from contacting me as part of the matching process?
· All mentors are able to obtain three “match requests” from mentees at any given time.  

· You may hide your profile so that you temporarily do not appear in the MMS by clicking the “Edit Profile” on the “My Account” screen and then choose the option “Hide Profile”.
How many mentoring relationships will the system allow me to form as a mentor?
· Mentors may choose from a range of one to five mentoring relationships during the account setup process.

How do I change the number of mentoring relationships that I want to be in?
· Mentors may change the number of mentoring relationships that they are available to participate in by clicking “Edit My Mentor Profile” and selecting “Number of Mentor-Mentee Relationship(s)” – you can select between one and five.
What should I do when I receive a match request via email?
· As a mentor, you may view the mentee’s profile in the system and subsequently decide to accept (you are able to have a conversation with the mentee at this time) or decline (you are unable to have a conversation with the mentee) the “match request”.

· To accept or decline a mentee, please log into the “My Account” page of the MMS and click the “Pending Match Requests”, where you will see the accept and decline options.

· The HHS Mentoring Program respectfully asks that you choose to accept or decline the “match request” within 30 days.

IV. Mentees Confirming Relationship 

What should occur once the mentor accepts the request to mentor me?
· When the mentor accepts the “match request”, the next step is to have a conversation with the prospective mentor to determine if the mentor can address the mentee’s developmental needs and if there is a “match”.

· Mentees are encouraged to call the prospective mentor and talk with them via phone or in person. The following are recommended questions and topics to address with the prospective mentor during the initial discussion:
· What can you, as a mentor, bring to a mentoring relationship?

· Which Federal departments, organizations and positions have you worked in the past? 

· How has your education contributed to your career development?

· How much time can you commit to the mentoring relationship?
· What communication methods (i.e., phone, in person, email) do you prefer that we use to communicate?
· What insights can you share in reference to HHS and the OPDIVs that will be beneficial to me?
· Please share information in reference to your current position, roles and responsibilities.
How many mentors can I confirm?
· As a mentee in the HHS Mentoring Program, you may request up to three (3) prospective mentor(s), however, you may only confirm one (1) mentor to establish a formal mentoring relationship with.

Why are the other mentors not shown once I confirm a mentoring relationship?
· Once a mentee confirms a mentoring relationship, any other pending requests are deleted from the MMS.

· Mentors who were not selected will receive an email which states that the “match request” has been cancelled at this time.

Will my mentor know that we are in a confirmed mentoring relationship?
· When a mentee confirms the mentoring relationship, both the mentee and mentor will receive a system-generated email notifying them that the “match request” has been accepted.
· The supervisor will also receive an email stating that the relationship has been established.

What should I do after I confirm the mentoring relationship?
· The next step after confirming the mentoring relationship is to attend the online or instructor-led HHS Mentoring Program Orientation Training. The orientation training dates and registration is available in the HHS Learning Management System (LMS).
· Mentoring pairs are encouraged, but not required to attend the orientation together.
V. Maintaining a Mentoring Relationship

What should I do once I am in a mentoring relationship?
· The HHS Mentoring Program Orientation will explain the next steps for participating in a mentoring relationship through the HHS Mentoring Program.

· Both mentors and mentees should use the checklist on their “My Account” page to guide them through the process of what to do in the mentoring relationship and to annotate activities that are completed. 
How do I terminate the mentoring relationship with my mentor or mentee?
· In the event that a mentoring relationship is not working as effectively as it should after 3 months, either partner may terminate the relationship. The OPDIV Coordinator should provide guidance to the pair, prior to terminating the relationship.  
· The mentor or mentee may discontinue the relationship by clicking “Discontinue My Mentoring Relationship” on the “My Account” page when logged onto the MMS.
How do I register to complete the Mentoring Program Orientation Training?
· Participants may register for Instructor-Led HHS Mentoring Program Orientation Training through the LMS or complete the online orientation in the LMS.

If I update my profile (i.e. address, grade, competencies, career path, platform preferences), will the system delete my current mentoring relationship?
· If the mentor or mentee updates their profile, any relationships that are currently in progress will not be affected.

· The profile update may change the compatibility level for future mentoring relationships.

How do I register to be a mentor and/or mentee?
· Users can register as a mentee or a mentor during the initial account setup process.
· Once a user has completed the account setup process, he/she may select the option to serve as a mentor and/or mentee MMS.

· When the user is logged in, the option will appear at the bottom of the “My Account” page for “Mentor Account Setup” or “Mentee Account Setup”. The role that appears at the bottom of the page will be the opposite role the user used in the account set-up process. 
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