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How To Update your Youth Mentoring Program: Mentor Michigan Directory
1. Type www.mentormichigan.org in your web browser’s navigation bar.

a. Click on “Directory of Mentoring Programs”

b. Click on “Click here to register your mentoring program or update an existing program”
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2. Log in using your Administrator’s email address and password (case sensitive). Click “Sign In.”
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3. Review and edit your program information.  A grey information bar at the center of the page, will list the following categories:

a. Program Name — underneath which is a list of each of your mentoring programs.

b. Program Contact — the person in your program who will receive volunteer referrals via 
e-mail. 

c. Date Last Updated — the date you last made a change to your program profile.

d. Total Volunteers — the total number of volunteer referrals you have received via www.mentormichigan.org.

e. New Volunteers — the number of new volunteer inquiries.

4. Click on the buttons in the left hand menu to perform a number of other tasks, such as:

a. Adding another mentoring program to the database

b. Reviewing and editing your administrator profile

c. Viewing information about the volunteers referred to your program

d. Viewing a list of frequently asked questions (FAQs)

e. Accessing Help topics

f. Who to contact with questions or comments 

g. Logging out of the system
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5. In the Program Information section (Step One of Three), you can update your program information and program description in the “Description” box, program details, and service areas. Click “Save” 
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6. Click on the Program Administrator tab (Step Two of Three), to review and update your program administrator information.  In the lower section of the page, review your Program Contact information (the person who will receive prospective mentor referrals via e-mail).  If you would like the Administrator to receive all volunteer referrals, click the upper-left checkbox “Use Administrator Information. Click “Save”
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7. Click on the Mentor/Mentee information tab (Step Three of Three), to review and update this information.  Make sure there is a description of the types of mentors your program recruits, and your program’s application and background check processes in the “Description” box. Next, review your program’s Target Mentor Population, Target Mentee Population, and Match Commitment information. Click “Save.”
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8. Once you have updated your program information, you may click the “Home” button on the left grey menu, to view additional programs or to manage your volunteers.
9. And remember, updating your record frequently ensures that your program is at the top of the list when volunteers search for programs in your area. So, be sure to login frequently to make sure your information is up-to-date.


