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Top of Form

Please enter you User Name and Password in the boxes below.
User Name:
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Password:
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Bottom of Form




Login to the System:

1.) Site/Home page: http://www.morton.edu/titlev_track 
2.) Type in your user name: 
a. mcmentor(first & last initials)(month of birth) or;  
b. gsumentor (first & last initials)(month of birth) 
c. Example: for “John Smith, March” the user name would appear as “mcmentorjs03”.  Jan. = 01, Feb. = 02, Mar. = 03, Oct. = 10…
3.) The password is a unique password given to you by Morton College; it can be changed at a later date.

4.) Click on Sign In to enter the tracking management system.

	Tracking System Management
	Welcome, Mentor [Sign off] 



	

	
Below is a list of students who are current tracking program participants. You can search students in three different ways: by student's ID number, by Last name, or by Event follow-up date. 

Top of Form

Please select one search option from the list, then enter your search keyword:
Search By [image: image6.wmf]

Select a Search option

Your search keyword: [image: image7.wmf]
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Notes: Event follow-up date must be in the format of mm/dd/yyyy, ie. 08/09/2006 

Bottom of Form



	NAME

Student ID 

Current Institution

Cohort Start Term 

Aguilar , Christina 
000000001
Morton College

2006 Fall

Brown , Bobby 
000000002
Morton College

2006 Fall

Castellanos , Jose 
000000003
Morton College

2006 Fall

Damon , Matt
000000004
Governors State University
2006 Fall

Fleming , Peggy
000000005

Governors State University
2006 Fall

Urlacher , Brian
000000006

Governors State University
2006 Fall




Selecting Your Mentees

1.) From the Main Page, select only your student’s Name
2.) Search by options: Student ID, Student Last Name, Follow-up Date or Keyword
3.) If a student’s name is not listed, contact your supervisor, the Retention & Transition Coordinator or the GSU Cohort Advisor.

	Tracking System Management
	Welcome, Mentor [Sign off] 


	
Student Name: Aguilar , Christina
	
Student ID: 000000001
	
«Back to Student List Page

	



	


	
Contact Information |Academic Data |View Term Data | Events 

 HYPERLINK "javascript:void(0);" | Progress Reports 
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Event Title 

Event Date 

Follow Up Date 

Learning Community Cohort Orientation
8/14/2006

8/25/2006




Student Information
1.) Contact Information: student’s phone and address
2.) Academic Data: not applicable
3.) View Term Data: not applicable
4.) Events: a log of LCC student’s activities including, but not limited to: enrichment activities, advising appointments, mentor contact hours, tutoring, etc.

5.) Progress Reports: not applicable
Mentor Contact Log

1.) Select Events
2.) Select Add a New Event 
	Tracking System Management
	Welcome, Mentor [Sign off] 


Top of Form

	Student Name: Aguilar , Christina 

	Student ID: 000000001

	«Back to Student List Page

	



	

	Event Title: :
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Peer Mentoring



	Term
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2006 Fall



	Event Date:
	Month
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Day
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Year
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	Service Type :
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Mentoring



	Service Description 
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Phone Call



	Content:
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John Smith: 



4:30pm-5pm; total time: 30 min.



Christina and I spoke over the phone today regarding her progress in picking a major/career.  

She is feeling frustrated about needing to make a choice soon.  We discussed her goals and 

possible jobs she might enjoy as a career.  Will follow up with her in a week.



	Follow UP Date
	Month
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	Other:
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Bottom of Form
Adding an Event (Mentor Contact Log)
1.) Event Title:  “Peer Mentoring”
2.) Select current Term
3.) Enter the event/contact date
4.) Select Service Type: Mentoring
5.) Select Service Description: One-on-One, Group, Phone Call, Email, Campus Event, Other
6.) Enter the Content information: mentor’s name (first & last); start & end times; Total time spent in hours, start and end time of contact, any additional comments about interaction.
7.) Select Add Event to save

	Tracking System Management
	Welcome, Mentor [Sign off] 


	
Student Name: Aguilar , Christina 

	
Student ID: 000000001

	
«Back to Student List Page

	



	


	Contact Information |Academic Data |View Term Data | Events 

 HYPERLINK "javascript:void(0);" | Progress Reports 


	
	
	Event Title 

	Event Date 

	Follow Up Date 


	Learning Community Cohort Orientation
	8/14/2006

	8/25/2006



	

	Peer Mentoring 

9/12/2006

 9/19/2006




Update an Event 

1.) From the Main Page, select only your student’s Name
2.) On the student Home Page; select Events

3.) Select appropriate Event Title (check dates) to be updated.
	Tracking System Management
	Welcome, Mentor [Sign off] 



	

	Student Name: Aguilar , Christina 

Student ID: 000000001

«Back to Student List Page




	Top of Form

Event Title 
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Peer Mentoring


Term:
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2006 Fall


Event Date:

9/12/2006   Last Updated On: 9/14/2006 

Service Type:
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Mentoring


Service Description 
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Phone Call


Content:
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John Smith:                                                                                             

4:30pm-5pm; total time: 30 min.                                                                 

Christina and I spoke over the phone today regarding her progress in picking 

a major/career.  She is feeling frustrated about needing to make a choice 

soon.  We discussed her goals and possible jobs she might enjoy as a 

career.  Will follow up with her in a week.


Follow UP Date
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9/19/2006

(format: mm/dd/yyyy) 

Other:
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Student attended a career workshop I recommended.
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Bottom of Form
	


 

Update Event (cont.d)
4.) On the Event Page make changes as needed;

5.) Select Update Event to save changes or Back to return to student Home Page.
Logout
1.) Select Sign off next to your name, on the upper-right corner of the screen.
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