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Responding to a Volunteer Inquiry

What is an Inquiry2: When a prospective volunteer submits their name, email, and zip code
to search for a program of interest. The volunteer uses the "How to become a Mentor"
3-step form to inquire about and apply to the program. The new system collects inquiries
based on what the volunteers are looking to do: Become a Mentor or Find a Mentor for
myself or someone else (Mentee). For those looking to become a Mentee, they will be told
to contact the program directly.
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You will receive an email when a prospective volunteer inquires about your
mentoring program. There are multiple ways to respond, one of which
includes the link in the "new application " email.

Responding to the inquiry is supported by any email application (i.e., Outlook, Gmail,
Yahoo, etc.)

New Application for Jurassic World
Domination

Shy Training Test has applied as a Mentor to ‘Jurassic World Domination'
To contact them back, please reply directly to this email, or use the link below to send and email
Send an email to this contact
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617.303.4600
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This step involves responding to the volunteer using the masked email.

A best practice for responding to the volunteer is to include a snapshot of how your
program works, attach an application to get them started and provide a time to schedule

a phone call.

Step 2

Hi there!

(67cb5824-9727-ABOb-90!:9-8309b4b47589@re|ay.portal.men.“ ) Masked Ema

Hi there!

volunteer, like how long the process is

Welcome to my program! It is helpful to share a snapshot of how your program works with «he}

Shylana Roman

(She/Her)
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As another response option, access the portal and search for the inquiry.
Log into the Mentoring Connector Portal and click on the Browse Inquiries

tab.

Dashboard

| welcome
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The Inquiries tab has filters for you to add when searching for inquiries. You
can search by the role the volunteer looked for: Mentor or Mentee.

7 Browse Inquiries

| Filter Inquiries

Another filter is Status of the inquiry: Contacted or Uncontacted by your
program.

/ Browse Inquiries

| Filter Inquiries

? Inquiries

-
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There is also a filter for a date range of inquiries. Simply choose a range of
dates you are looking for and click apply to see a list from this range.

‘? Inguirles

Filter Inguiries

After choosing your filters, click Filter Inquiries to bring up a list. You can
see a full list of all inquiries by leaving the filter fields blank and clicking Filter
Inquiries.

Mentor v 03/19/2023 - 03/22/2023

| Inquiries

0 Select filter eriteria above to see a list of relevant inquirie
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To see and/or respond to an inquiry click View/Edit on that specific inquiry.

| Filter Inquiries

| Inquiries & Export -

A volunteer inquiry that is not yet contacted will first show the masked email
address, along with a list of details on that inquiry.

The volunteer's email will be masked for privacy reasons. Your default email will pop up
when you click on the masked email to respond.

| Jurassic World Domination

Program Jurassic World Domination

Date

Contacted Status un-contacted

First Name

Last Name Test Inquiry

Role Mentor

Phone Number N/A
Voice Calls?

SMS Messages? No
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A few things happen once an inquiry has been responded to. The volunteer's
email address appears, their personal contact information is revealed, and
the status changes to "contacted."

Jurassic World Domination

Program Jurassic World Dominatior

Date 3/22/2023 2:45:00 PM

Contacted Status

Email

First Name Shy
Last Name Test Inquiry
Role Mentor

Phone Number 617-911-0000
Voice Calls? No

SMS Messages? No
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Now that you've responded, you can access the inquiry search and click on
the header fields to sort your inquiries. You can sort using: First and Last
Name, Role, Contacted Status, and when the inquiry occurred.

To confirm and find the latest contacted inquiry, click on the Created field name to have
it sorted to the most recent inquiry.

Lastly, all inquiries can be exported based on the filters you choose. Once
you have your desired list of inquiries ready, click on the Export button to
download a CSV file.

Filter Inguiries

Actions
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