CAREER MENTOR PROGRAM

ONLINE APPLICATION SYSTEM VISUAL GUIDE




STEP 1: Log-in to careerCONNECT (uofmcareerservices.ca)

UM students do not need to register for a new account. You can simply click on log-in and use the
single sign-on feature to access the platform.

S
University HOME ~ ALUMNI v EMPLOYERS v STUDENTS v BACK TO CAREER SERVICES

o«Manitoba

carcerCONNECT To start, click on the
LOGIN button. ;

Job & Co-op Postings | Career Fairs, Workshops & Events




STEP 2: Choose UM Student from the Login page

The single sing-on (SSO) feature allows students to login to careerCONNECT using the same login
information/credentials to login to your UM student email.

Q University

o«Manitoba

Login

Please select your user group from the list below.

o Alimni

« UM Students
« ICM Students
« Employers

« Staff & Faculty

Select UM Students — this will redirect you to the
single sign-on page.



STEP 3: Navigate to the Career Mentor Program module

Note: If you are unable to view/access the Career Mentor Program module, please send an email to
cmp@umanitoba.ca as soon as possible!

Welcome
U M St u d e nt Dashboard Co-op Co-Curricular Record Documents Posting / Applications Interviews Event Program Participation

My Account My Messages My Forms My Engagements My Calendar My Schedule My Subscriptions My Orders

DASHBOARD

Events, Information Sessions and IMPORTANT: The Career Services' office space will be closed starting March 17, 2020 until further notice. B

Workshops Featured Postings

Job and Volunteer Postings We will continue to provide students support through telephone and video conferencing. If you require assistance, please contact our
front desk at 204-474-9456 or cs.r i ca to make an

Employment Scams

Co-Curricular If you know the phone number or email of your career consultant please connect with them directly for an appointment.

Agriculture Career & Co-op Seasonal Field Technician
Thank you Nutrien Ag Solutions

Internship Information

Career Mentor Program

Logo! Are you looking to connect with employers and investigate potential opportunities? Are you looking for a summer, part-

App Deadline

2021 ASE Career Fair! Nov 30, 2021 11:59 PM

time or full-time ioh? Do vou want to learn more about araduate and certificate nroarams?

Common Forms

Select Career Mentor Program
g Intention Declaration

Messages
Job Postings - Job Search
New Messages 0
Job Search
New Posting Since Last Login 313
" Postings on my Short List 0
Your Upcoming Schedule
Run Saved Searches 0
No upcoming schedules. Number of Applications 0
Interviews
Default Documents Total Number of Interviews 0

Total Booked Interview
Agriculture Documents Total Unbooked Interview

Document Type Default

Application Package upload document
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STEP 4: Navigate to the CMP Dashboard

Note: If you are unable to view/access the Career Mentor Program module, please send an email to
cmp@umanitoba.ca as soon as possible!

P‘ University
2§y ~Manitoba

— OVERVIEW

Career Mentor Program

U M St u d S nt The Career Mentor Program (CMP) helps students explore their future occupational interests by connecting with industry professionals for informational interviews. Mentors provide advice and share experiences and knowledge to help students in
their career planning and decision making.Students are then able to connect their education to the world of work

Dashboard

Events, Information Sessions and The program allows students to:

‘Workshops « Explore occupational options

« Learn about an occupation or industry through the first-hand experience of a mentor

. Formulate realistic career goals

Employment Scams . Gain confidence in their career decisions or ability to connect with potential employers

Co-Curricular « Develop interview skills
« Form valuable networks in the world of work

Job and Volunteer Postings

Agriculture Career & Co-op

Internship Information We look forward to hearing from you! If you need assistance, please don't hesitate to reach out to the CMP Team at cmp@umanitoba.ca!

Work Study

CMP Dashboard

Logout

Select CMP Dashboard from
the drop-down menu.
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STEP 5: Click on View Available Programs/Courses

Note: If you are unable to view/access the Career Mentor Program module, please send an email to
cmp@umanitoba.ca as soon as possible!

% University

«Manitoba

= OVERVIEW

My Experience

UM StUdent Career Mentor Program

Dashboard
CURRENT EXPERIENCES

Events, Information Sessions and
Workshops

Job and Volunteer Postings You don't have any ongoing experiences.

e
. View Available Programs/Courses

Current Experiences

View your current experiences.

Employment Scams

Co-Curricular

Agriculture Career & Co-op

Internship Information

Work Study

CAREER MENTOR PROGRAM
CMP DASHBOARD

Logout

Courses / Programs

Find new courses and programs.

Click on either of these two buttons to
find the current program offering.
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STEP 6: Enroll to the Career Mentor Program ‘course’

Note: This is not the official application form, but this is to give you access to the next part of the
module. Continue with the next steps to apply to the program.

N
%

= OVERVIEW

Available Programs/Courses < Overview

U M StUdent Career Mentor Program

Dashboard FILTERS

Events, Information Sessions and

Workshops 2021 - 2022 Mentorship

Job and Volunteer Postings Career Mentor Program
Employment Scams Sort:

The
Co-Curricular Newest v Career Mentor Program (CMP)
helps students explore occupational options

Agriculture Career & Co-op
Internship Information

Work Study

r pla
CAREER MENTOR PROGRAM Mentor Program runs through the academic
year, from September to April

CMP DASHBOARD

Logout

Click on Apply. A confirmation window
will pop up. Select Yes to confirm that
you want to enroll in the program.




STEP 7: Go to the First Mentor Match experience/section

Note: If you are applying to the program for the first time OR if you are new to the online application system,
you must complete the First Mentor Match experience before you are eligible for Additional Matches. Incorrect

applications will be declined by the CMP staff.

= OVERVIEW

“ —

Please allow 1 to 2 business days for processing. Once your form is you will b once
U M St U d e nt mentor match is completed
Dashboard
Events, Information Sessions and
Workshops Mentorship Cor ion Details ing mentor to
Job and Volunteer Postings

Mentee Evaluation
Employment Scams
.
o - Scroll to the First Mentor Match
Agriculture Career & Co-op v
. . .
s ot First Mentor Match section. Select Answer Questionnaire
Work Study
. e . .
CAREER MENTOR PROGRAM to open the official application form.
CMP DASHBOARD

Logout ol Datent boenipiared, e This experience has 4 step(s). You've completed >f the 4 required step(s).

Application Form

This application form is for your first r ntor match.

° Once you submit a completed apr _ation form, please allow 1-2 business days for the CMP Staff to approve your
application. You will be able to p  ceed to the next step as soon as your status is updated

Pleaca ~hnnl- hank harg for ¢ 7 updates.

CMP Orientation

Mentorship Cor ion Details ing mentor to

Mentee Evaluation

© 2021 University of Manitoba - Orbis Career / Co-op Portal Professional MyAccount | Log Out




STEP 8: Complete and submit an application form

Note: If you have questions or require additional support in completing your application, please contact
cmp@umanitoba.ca.

= OVERVIEW

UM Student

Dashboard

Events, Information Sessions and
Workshops

Job and Volunteer Postings

Employment Scams

Co-Curricular

Agriculture Career & Co-op

Internship Information

Work Study

CAREER MENTOR PROGRAM
CMP DASHBOARD

Logout

Questionnaire Qualifiers < Back to Your Enroliment
- Career Mentor Program (2021 - 2022 Mentorship)

INSTRUCTIONS

This application form is for your first mentor match.
Once you submit a completed application form, please allow 1-2 business days for the CMP Staff to approve your application. You will be able to proceed to the next step as soon as your status is updated

Please check back here for any updates.

PERSONAL INFORMATION
* First Name
* Last Name

(e.g. UMnetiD@myumanitoba.ca)

* UM Student Email
Phone number

* Demographic Information (check all that apply) [ SELECTALL B
ilter

[0 Domestic Student (i.e. Canadian Citizen, pe

[ Indigenous Student When yOU are done, CIiCk

[ International Student

gzt:zntwimaDisabﬂm' SU bmlt at the bOttom Of the
application form.

ACADEMIC INFORMATION

(i.e. 30 credit hours, 3rd year, etc.)

* Number of completed credit hours and/or current year of study

* Faculty and/or Department M arirar s
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Note: The CMP staff will review your application and this process can take up to two (2) business days. If you
have questions, please contact cmp@umanitoba.ca.

=] OVERVIEW

UM Student

Dashboard

Events, Information Sessions and
Workshops

Job and Volunteer Postings
Employment Scams
Co-Curricular

Agriculture Career & Co-op
Internship Information

Work Study

CAREER MENTOR PROGRAM

CMP DASHBOARD

Logout

[ Current Step ]
Application Form
This application form is strictly for subsequent mentor match requests. If this is your first mentor match, please complete the

o application form under “First Mentor Match"
, you will be once a

Please allow 1 to 2 business days for processing. Once your form is ap
mentor match is completed.

Answer Questionnaire

Mentorship Connection Details (matching mentor to mentee)

Mentee Evaluation

First Mentor Match

PLACEMENT STEPS

This experience has 4 step(s). You've completed 0 of the 4 required step(s)
You haven't been placed yet. P D p! q D

Current Step

Application Form
g Your submission needs to be approved before you can move onto the next step. Please check again later.

Answer Questionnaire

CMP Orientation

Mentorship C ion Details ing mentor to )

Mentee Evaluation

© 2021 University of Manitoba - Orbis Career / Co-op Portal Professional

Resources

MyAccount | Log Out
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STEP 10: Register for a CMP Orientation

Note: Once your application is approved, proceed to the next step and register for an orientation session. The
orientation session is designed to help you prepare for you mentor meeting and it is required before you are
matched with one of our mentors.

= OVERVIEW

Please allow 1 to 2 business days for processing. Once your i form is app you will be oncea

U M St U d e nt mentor match is completed.

Mentorship Connection Details (matching mentor to mentee)

Dashboard

Events, Information Sessions and

Workshops

Job and Volunteer Postings
Mentee Evaluation

Employment Scams

Co-Curricular

semn Click on “View Associated Events” to

Internship Information First Mentor Match

or sy see a list of sessions that you can

CAREER MENTOR PROGRAM
PLACEMENT STEPS

CMP DASHBOARD reg i Ste r fo r.

This experience has 4 step(s). You've
Logout You haven't been placed yet. kS expery D \

° Application Form

CMP Orientation

Please select an orientation date. Orie .ations are approximately 1 hour in length and will be held over Zoom. The session

facilitator will reach out to you via er | with a Zoom meeting link before the orientation session. In some cases, you might
° receive another reminder email pri  to the start of the session.

If you are unable to attend the « ssion that you registered for, your status will be reset back o pending and you will be able to

reqister far annthar ariantatior ,ession.
View Associated Events
Mentorship C ion Details ing mentor to

Mentee Evaluation

© 2021 University of Manitoba - Orbis Career / Co-op Portal Professional MyAccount | Log Out




STEP 10: Register for a CMP Orientation

Note: Once your application is approved, proceed to the next step and register for an orientation session. The
orientation session is designed to help you prepare for you mentor meeting and it is required before you are

matched with one of our mentor.

N
% S

= OVERVIEW

Event Module Event Category/Name Event Start Date/Time Event End Date/Time Advanced Event Registered Actions
U M St u d e nt Mentorship Events Mentorship Orientation - CMP Orientation September 21, 2021 11:00 AM September 21, 2021 12:00 PM No No -~ _
View Eve Register
Mentorship Events Mentorship Orientation - CMP Orientation September 22, 2021 03:30 PM September 22, 2021 04:30 PM No No . _
Dashboard View E Register
Events, Information Sessions and Mentorship Events Mentorship Orientation - No 3 Z
e Findad d time th ks f —
Job and Volunteer Postings Mentorship Events Mentorship Orientation - I n a a te a n t I e t at WO r S 0 r No - -
Vier it Register
Employment Scams . o . )
Sk, wesees weowe. YOUP SChedule. Click “Register” to be e . B
i
Agriculture Career & Co-op . .
Mentorship Events Mentorship Orientation - h I t f t t No | >
e added to the list of registrants. Y -
Work Study Mentorship Events Mentorship Orientation - No 5
\" ant Register
CAREER MENTOR PROGRAM
Mentorship Events Mentorship Orientation - CMP Orientation October 7, 2021 10:00 AM October 7, 2021 11:00 AM No No )
CMP DASHBOARD Vv nt Register
Logout Mentorship Events Mentorship Orientation - CMP Orientation October 13, 2021 11:00 AM October 13, 2021 12:00 PM No No | ,
Vi ant Register
Mentorship Events Mentorship Orientation - CMP Orientation October 15, 2021 02:00 PM ©T 4 0200 PM No No a &
Vie nt Register
| October 19, 2021 10:00 AM No No 5 %
R . t t . I I . . I Vie 1t Register
- Registrants will receive an emai = - , _
View | Register
. . . . .
1 t h t h | I k t h 2 4 October 25, 2021 03:30 PM No No
Wi e online link within . e

I h O u rs Of t h e eve nt . October 27, 2021 11:00 AM No No — e

1 October 29, 2021 02:00 PM No No X
View Event

K

© 2021 University of Manitoba - Orbis Career / Co-op Portal Professional MyAccount | Log Out




STEP 11: Wait to be matched with a mentor

Note: Wait up to two (2) weeks after you complete an orientation session to be matched with a mentor. You will
receive an email that contains your mentor’s name and additional instructions that might be relevant.

= OVERVIEW

0 Resources
Application Form
U M St U d e nt This application form is strictly for subsequent mentor match requests. If this is your first mentor maich, please complete the
o application form under “First Mentor Match".
Dashboard Please allow 1 to 2 business davs for ina. Once vour form is . vou will be contacted once a
mentor mi

Events, Information Sessions and

e Once matched, you will see a record

Job and Volunteer Postings

Employment Scams 5 Mentor here that Contains additional details

Co-Curricular

Agriculture Career & Co-0p v Mentee a b o u t yo u r m e nto r.

Internship Information

Work Study
CAREER MENTOR PROGRAM .
First Mentor Match
CMP DASHBOARD
Logout
PLACEMENT STEPS
‘ You havent been placed yet Moo <= «o wuinpieled £ 07 the 4 required step(s)

Q Application Form

° CMP Orientation

Mentorship Connection Details (Matching mentor to mentee)
° Here is where you get matched with a mentor. The CMP team is currently placing you with the appropriate mentor
match.

Please continue to check your student emails for updates.

Mentee Evaluation

© 2021 University of Manitoba - Orbis Career / Co-op Portal Professional MyAccount | Log Out




STEP 12: Contact your mentor within one (1) week

Note: Your record will contain details about your mentor (i.e. their name, contact information, position/role,
company, etc.). This information will help you with your research and preparation for your meeting.

= OVERVIEW

0 Resources
Application Form
U M St u d e nt This application form is strictly for subsequent mentor match requests. If this is your first mentor match, please complete the
o application form under "First Mentor Match”
Please allow 1 to 2 business days for processing. Once your form is appi you will be oncea

Dashboard
mentor match is completed.

Events, Information Sessions and

Job and Volunteer Postings

Employment Scams 2 X ¥y 3
Mentorship C Details mentor to

Co-Curricular

Agriculture Career & Co-op Mentee Evaluation

Internship Information

Work Study

CAREER MENTOR PROGRAM
First Mentor Match

Click on “View Record” to view your
mentor match details.

PLACEMENT STEPS

Record This experience has

Career Consultant
Q Applic

° CMP Orientation

° Mentorship Connection Details (Matching mentor to mentee)

[ Current Step Cos
Mentee Evaluation

After you meet with your mentor, you are required to submit an evaluation form before we can create additional mentor

° matches.

You will be unable to request for additional matches until you complete and submit this form




STEP 13: Submit a Mentee Evaluation Form

Note: After you meet with your mentor, you are required to submit an evaluation form. If we haven't received
your evaluation form, we assume that you haven’t met with your mentor. We will be reaching out to both you
and your mentor to confirm the status of the match and/or intervene if there are any issues with the match.

= OVERVIEW

UM Student

Dashboard

Events, Information Sessions and
Workshops

Job and Volunteer Postings
Employment Scams
Co-Curricular

Agriculture Career & Co-op

Internship Information

Work Study
CAREER MENTOR PROGRAM i
First Mentor Match
CMP DASHBOARD
Logout
PLACEMENT
Record

Career Consultant

STEPS

@
®
©
@

0 Resources
Application Form

This application form is strictly for subsequent mentor match requests. If this is your first mentor match, please complete the

application form under “First Mentor Match"

Please allow 1 to 2 business days for processing. Once your form is appi you will be
mentor match is completed.

Mentorship C: ion Details ing mentor to

Mentee Evaluation

Click on “Submit” to open the online
evaluation form.

rience has 4 step(s). You've completed 3 of the 4 re.

Application Form
CMP Orientation
Mentorship Connection Details (Matching mentor to mentee)
[ Current Step Cos

Mentee Evaluation

After you meet with your mentor, you are required to submit an evaluation form befr : we c:
matches.

an create additional mentor

You will be unable to request for additional matches until you complete and £ mit this form



STEP 13: Submit a Mentee Evaluation Form

Note: After you meet with your mentor, you are required to submit an evaluation form. If we haven't received
your evaluation form, we assume that you haven’t met with your mentor. We will be reaching out to both you

and your mentor to confirm the status of the match and/or intervene if there are any issues with the match.

N
S S

= OVERVIEW

UM Student

UM Student

Dastiioard - Career Mentor Program (2021 - 2022 Mentorship)
Events, Information Sessions and First Mentor Match
Workshops

Job and Volunteer Postings
Employment Scams
Co-Curricular

- Career Mentor Program (2021 - 2022 Mentorship)

Course
Agriculture Career & Co-op :
Experience Type First Mentor Match

Internship Information Date Created

CAREER MENTOR PROGRAM —— Smeit a Completed form‘ You Can
Lo:::msusomn NEW CATEGORY a|SO save your response as a draft If

* Meeting Date you WiSh to Continue editing your
feedback later.

Work Study

* CMP Orientation Feedback and Comments -y =
R E] B I|

4

Please provide as much detail as possible so we can better understand how to further improve your experience and the quality of your future mentor matches (if any)

* Was the student/mentor matching appropriate? Were your expectations met?

Q @ Bafillza=lle sy ==



Congratulations! You've completed all the steps!

Note: This completes the First Mentor Match Experience. If you wish to request for additional matches, you
must follow the steps outlined under the Additional Matches experience.

= OVERVIEW

UM Student

Dashboard

Events, Information Sessions and
Workshops

Job and Volunteer Postings
Employment Scams
Co-Curricular

Agriculture Career & Co-op
Internship Information

Work Study

CAREER MENTOR PROGRAM

CMP DASHBOARD

Logout

Additional Matches

PLACEMENT

‘You haven't been placed yet.

First Mientor viatch

PLACEMENT
E Record
Career Consultant

STEPS

This experience has 3 step(s). You've completed 0 of the 3 required step(s)

=D 0 Resources
Application Form
This application form is strictly for subsequent mentor match requests. If this is your first mentor maich, please complete the

° application form under “First Mentor Match"
i form is you will be once a

Please allow 1 to 2 business days for processing. Once your
mentor match is completed.

Mentorship Cor ion Details ing mentor to

Mentee Evaluation

The Additional Matches experience is
STRICTLY for students who have
completed the First Mentor Match

experience and are requesting
i S subsequent matches.

You've completed all steps in this experience!
° Application Form
@ cwporientation

° Mentorship Connection De



Questions?

Contact us for more information and/or if you need additional assistance with your online
application. You can reach us at cmp@umanitoba.ca or by phone at 204-474-8667.
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