
Instructions for
Mentors

The Muhlenberg Network



Sign Up To Be A Mentor

If you are logging into The Muhlenberg
Network for the first time, make sure to check
both of the boxes next to “Willing to be a
mentor” and “Mentors required to complete
formal, online training.”



Sign Up To Be A Mentor

If you have already joined The Network:
      a. From the homepage, click “Me”
      b. Click on “Update Your Profile”
      c. “Willing to help,” make sure the two          
     mentor boxes are checked so students        
     can search for you as a mentor!

*Note: All mentors are required to complete online training. Once you express interest in mentoring, you will receive an
individualized email with instructions on how to access and complete the training.



How The Mentor Match Is Made

1. If a student selects you as their mentor, they
click “Request Mentorship” on your profile to
send a request to you.

2. You will receive an email* from The
Muhlenberg Network indicating that a student
has requested you as their mentor with the
subject line “[Student name] has made a
mentoring request.”

*Note: The message will be send to the email address connected to your LinkedIn account, Facebook account, or
email address you provided when registering for The Network.



Confirming Your Mentee

1. From the mentor request email, you can click the “Accept/Reject” button or log into
your Muhlenberg Network account at muhlenberg.edu/themuhlenbergnetwork.

2. Click the envelope icon located in the upper right hand corner of your account. 



Confirming Your Mentee

3. Click on the “Mentoring request” tab.

4. Click “Accept” in the bottom right hand corner.

*Note: If your availability has changed or you receive too many mentoring requests, you have the option to politely decline the request. For more
information and sample messages, please visit our website.



Contacting Your Mentee

1. Click on the “Me” tab to go to your profile.

2. Under “Mentoring”, hover your mouse over
your mentee’s image and click on their name.



Contacting Your Mentee

3. You will then be redirected to their profile.

4. Click “Send message.”

5. A pop up screen will appear for you to type
in your message, then click “send.”

6. A confirmation screen will appear noting
that the message has been sent.

*Note: Once you've accepted your mentee you are welcome to communicate with them outside of the platform via phone, email Skype etc. Refer
to the online mentor training for acceptable mentor/mentee communication.



Additional Resources

Thank you for volunteering to be a mentor!
Mentoring is an invaluable experience for
students and mentors, and we're excited to
see what connections will be made and what
knowledge is shared.

Please visit our website for more resources
and tips about mentoring.


