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1. EXECUTIVE SUMMARY

Deliverable 4.3, the User Manual, has been developed in order to provide basic information
about the features of the platform for the users. Although, the platform will be easy to use
and does not require extensive training before getting started, the document covers the
topics of becoming a mentor or a mentee, and a description of the basic mentoring tools.
Therefore, it was handed the study participants in order to support them during the course
of the study. In the final interviews, most of them reported that they found it both helpful

and purposeful.

The manual has been developed in four different languages, i.e., English, German, Romanian,

and Dutch. In this document, we provide the PDF of the English version.
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2.

Professional Intergenerational
Cooperation and Mentoring

USER MANUAL & HOW-TO
ProMe

ProMe seeks to provide meaningful opportunities for occupation in the life of older adults, in
the transition from work to retirement and beyond. It allows professional intergenerational
cooperation and mentoring via an online service platform, bringing together older adults with

ProI'VIe

USER MANUAL (ENGLISH VERSION)

younger generations, based on theoretical concepts for mentoring.

The Role of a Mentor

The role of the mentor is suitable for everyone
who is willing to share her/his professional
knowledge and/or personal experience. The
ProMe platform will support you in being a
mentor from scratch. Therefor, it is not
necessary to have any previous experiences or
knowledge regarding mentoring. The platform
provides the right tools at the right time,
exactly when you need them in the mentoring
process. Being a mentor means that you get
involved in a collaborative relationship that is
based on liability and trust. As a mentor you
define together with your mentee what the
framing conditions of this relationship will be,
for example, how much time you want to
invest in which particular time period.

The Role of a Mentee

The role of the mentee is suitable for everyone
who is seeking support by an experienced
person that is willing to share her/his
professional knowledge and/or personal
experience. The matching system on the
ProMe platform helps you to find a mentor
accordingly to your needs and expectations
and will provide you with a variety of
collaboration tools that support you in
effectively working together. Being a mentee
means that you get involved in a collaborative
relationship that is based on liability and trust.
As a mentee you define together with your
mentor the framing conditions of this
relationship, for example, how much time you
want to invest. Legal issues like, for example,
intellectual property rights, will be secured by
the ProMe platform through its terms of use.
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How to become a mentor/mentee?

1. Call http://platform.pro-me.eu/
2. Clickon Register

PYOfess onal M ganwational
Cooperation and Merroisg

- ProMe

3. Fillinthe required information in the form fields
4. Acceptthe Terms & Conditions
5. Click on Register to complete the registration

Prafessonal kspesctoad
Coopeneton axd Metog .

ProMe

T vame

e of b,

e

Corliers Passocrt

o cnmice s et ey Tarves & Comubbins

6. A confirmation e-mail

will be sent to you. This may
take a few moments. If you do
not receive an e-mail please
also check your spam folder.

7. Confirmyour e-mail
address by clicking the link in
the e-mail from ProMe

You can also use your existing
Facebook, LinkedIn or Google
account to login!
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How to find a collaboration partner?

1. Clickon the Searchtab

2. Choose whetheryou want to search for a mentor, who is providing expertise ina
certain area or a mentee, who is searching for advice

3. Enteradditional desired search criteria, e.g. an age range or availability

4. Clickon Search

Professional nteeganerational
Cooperation and Mentorng

ProMe

Profile My Calendar  Network  Teol Pool

Search for conections mentor or mentee

Search for: Expertise

Age (from) Age (to0) Name Country
Please select

Avalability
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How to define the collaboration’s basic conditions?

1. Click on the Networktab

2. Ontheleft, click on All Connections, Your Mentors or Your Mentees depending on
which role your partner takes over
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3. Clickon your collaboration partner's name

Professional nteeganaational
Cooperation and Mentonng

ProI'VIe

Profile My Calendar Tool Pool  Search
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4. Clickon Mutual Agreement
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5. By clicking on the corresponding edit button fill in
* Relevant ContextInformation
* Expected Outcomes & Professional Impact, and
* Needs & Expectations for the Collaboration
on your own and
* Mutual Commitments and Agreements
together with your collaboration partner
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How to document your progress? (only for the mentee)

Click on the Network tab

On the left, click on All Connections or Your Mentors

. Click on your collaboration partner's name

. Clickon Progress

If you have already added a domain: Click on Add

Click in the empty text field and choose a title for the domain (e.g., "Dealing with
colleagues”) you want to track your progress in

7. Clickon Save
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ProMe
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Profile Ny Cilendar ToolPool  Search

8. Clickon your recently added domain

9. Ifyou have already added a topic: Clickon Add ™
10. Clickin the empty text field and choose a title for choose a title for the specific topic \./
(e.g. "Improvements in getting along with my boss") —
ProMe
Profile My Calendar ToolPool  Search

My prograss
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Pragress
1. Clickon Save

12. Track your progress by filling in the form field
13. Click on Addto add the input to your history
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How to comment on a progress? (only for the mentor)

Click on the Network tab

On the left, click on Alf Connections or Your Mentees
Click on your collaboration partner's name on the left
Click on Progress

Clickon adomain

Click on a title
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7. Clickon Comments next to the entry you want to add a comment to
8. Enteryour comment in the text field
9. Click Save
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How to get in touch with your mentor/mentee?

1. Clickon the Networktab

2. Ontheleft, click on All Connections, Your Mentors or Your Mentees depending on
which role your partner takes over

3. Click on your collaboration partner's name

4. Clickon Mail, Chat or Call/Video Calldepending on how you want to contact your
mentor/mentee
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How to set up an appointment?

1. Clickon the My Calendartab
2. Click on New Entry or on the day when you want your appointment to take place
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3. fntera Subject, choose the type of your appointment (audio call, video call or ‘
other), start and end date and optionally add a message
4. Choose with whom you want to have the appointment with by clicking on Add

Participants
5. Clickon Save
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How to get help with mentoring?

1. Click on the Tool/ Pooltab

2. Choose the document which answers your question(s) best

3. Clickon the corresponding download link (on the right) to save the document on your
hard drive
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How to get answers to arising questions?

My Calendor  Network  ToolPool  Search

1. Click on Questions and answers
2. Clickon Posta question

Professional Intergenerational
Cooperation and Mentoring

ProMe

Profile My Calendar  Network  Tool Pool  Search

Post a new question or help others to find answers

POST A QUESTION

Searc

APPLY

3. Entera Subject, some tags that describe your question and the question itself
4. Solve the math question (to show you're human)
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5. Click Save

Professional Intergenerational
Cooparation and Meantoring

ProiVIe

Profile My Calendar  Network  Tool Pool  Search

Post a new question or help others to find answers

Subject * Y

Tags *

A Type your tags here for a better matching of your question. Elements can be separated by comma [}
Question *

BIUMSTISEE TostPamily v FontSee v

Path: p
Disable rich-text

Math question*3+ 7 =

\ SAVE )
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How to answer a question?

1. Clickon Questions and answers
2. Click on the question you'd like to answer
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Post a new question or help others to find answers

POST A QUESTION
Search
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3. Addananswer
4. Solve the math question (to show you're human)
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5. Click Save
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