
Mentor Instructions for Seedling Virtual Mentoring Platform

Table of Contents

Before You Begin…………………………………………………………………………… 2

Entering the Mentoring Platform………………………………………………..………… 2

Setting Up Audio …………………………………………………………………………… 4

Setting Up Webcam……………………………………………………………………….... 6

Letting Your Mentee into the Room…………………………………..…………………… 7

Room Features…………………………………………………………………………....… 9

Downloading Activities and Games………………………………………………………. 17

1



Before You Begin:

● Review guidelines provided by your Mentor Director about how to prepare for virtual
visits prior to your first session.

○ This can be found on the Seedling website:
https://seedlingmentors.org/seedling-mentors-weve-got-this/

● Review activity ideas provided by your Mentor Director or come up with your own
idea/game to be prepared for your first visit.

○ This can be found on the Seedling website:
https://seedlingmentors.org/virtual-mentoring-activity-ideas/

● Before your first visit, log in 15 minutes prior to your scheduled time to ensure you can
enter the "room" successfully and ensure you have ample internet connection, lighting,
headphones, etc.

● Call your Mentor Director with any questions on concerns.

Entering the Mentoring Platform:

● You will receive a website link and passcode via email from your Mentor Director that
will allow you to access the virtual mentoring platform named Seedling Mentoring.

● Open the link from your Mentor Director and bookmark it so it is easily accessible for
your weekly visits with your mentee.

● Click on the Sign In button on the right top side of the screen. Sign in using the same
email address you put on your Mentor Agreement and use the passcode that your
Mentor Director sent you. Do not click on the Sign Up button.
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● After you have signed in, you will be directed to your Home Room. Save your
username/passcode so it will be easily accessible to you.

● Towards the bottom of the screen, you will see your mentoring room  box with your name
and your mentee’s first name and last initial. If this box is not framed in blue, click on it.

● On the right side of the screen, you will see the Start button, click the Start button to
join the room. If your Mentor Director, School Contact or mentee are already in the
room, the button to get into the room will say Join.

Once you have entered the room, you should see many different features as depicted below.
You should start setting up your audio and webcam when you first enter the room.
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Setting Up Audio

● You will be first prompted to join via audio and webcam. Click on the Microphone icon to
allow your mentee to hear you while you are video chatting.

You may be prompted after clicking on the Microphone icon with a pop up saying
“seedling.ml wants to use your microphone” and with the options Allow or Block. Click
on Allow.

4



● After you have allowed for the mentoring platform to use your microphone, you will go
through an Echo Test to make sure that your microphone is working within the
mentoring platform properly.

● If you can hear yourself, click the Yes button.
● After you click the Yes button, you should be able to use your microphone to talk while in

the room with your mentee.
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Setting Up Your Webcam

● After sharing your audio, click on the bottom middle Webcam icon to share your
webcam. After you click the icon you will see a pop up for Webcam Settings.

● Click on Start Sharing to share your webcam with the mentoring platform.

● After you have shared your webcam, you will see a live video of yourself on top of the
whiteboard in the room.
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Letting Your Mentee Into the Room

● While in the room, you should notice several different features of the mentoring platform.
To start your meeting with your mentee, look at the User List on the left.

● Look for the section labeled User Management and click on Waiting Users. If your
mentee is waiting to join the room, their name should appear under Pending Users.

○ If you are the only one in the room, you will NOT see User Management, please
wait until others join the room to see this feature.

● Click Accept to allow your
mentee into the room.

● Do not click on Allow Everyone,
only allow your mentee into the
room.
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● After you have accepted your mentee into the room and if your mentee has allowed for
their webcam to be shared, you will see a video of them next to you above the
whiteboard.

● Your Mentor Director and/or School Contact may be present during your first visit to say
hello and ensure your first visit goes smoothly.

○ You, Mentor Director and School Contact are “moderators” in the room, meaning
you can let people into the room.

○ Your Mentor Director and School Contact will leave the room once everyone is
successfully connected.

● Once it's just you and your mentee, get oriented,
catch up and begin!

● Try to make the agreed upon day and time to meet
with your mentee a consistent weekly meeting.

● If this day/time changes, please let your Mentor
Director and School Contact know.

● To end your meeting, click on the Options button in
the top right corner of the room. Click on End
Meeting or Logout to end your meeting.
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Room Features:

● When you arrive at your room, you will also see a whiteboard and other functions on
your main platform page.

You can find the following features in the room:

■ User List
■ Whiteboard
■ Toolbox
■ Audio/Video/Share Screen buttons
■ Options (three dots in upper right corner)
■ Action button

User List: Left side panel

● Public chat

When you click on public chat, the
panel expands and on the bottom you
can type in a message that people only
in the room will see.
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● Shared Notes

When you click shared notes, the panel turns into
a text box. You have options similar to Microsoft
Word or a Google Doc, where you can work on
stories or other projects.

There is also an Export feature where you can
convert whatever you and your mentee have
worked on in the Shared Notes into different file
formats to save for another meeting.

When you click on the Export button, you will see
many different format options to choose from.
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● Whiteboard: the whiteboard is indicated by the whitebox in the middle of the room.

On the whiteboard you can find the following
functions:

● Hide Presentation (small blue box with
minimize sign): use this to hide the
whiteboard.

● Whiteboard functions (located on the
bottom of the whiteboard):

a. Slide: click the “<” and “>” icons
to navigate files with multiple
pages on the whiteboard. You
can also click on the drop down
arrow next to “Slide 1” to go
directly to a certain page.

b. Zoom In/Out: click the “-” and “+”
icons to zoom in and out the
whiteboard.

c. Fit to Width: click the “ ”
icon to make the image depicted
on the whiteboard fit to the
whiteboard’s width.

d. Full Screen: click “ ” to make the whiteboard full screen. You can press
“ESC” to return the whiteboard to its normal size.
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● Toolbox: You can find this to the right of the whiteboard. Each icon in the toolbox gives
you different functions for the whiteboard.

Tool: when you click this icon, you
have several options represented
by different symbols.

Pan: (Hand symbol): can use this to
generally navigate the whiteboard.

Pencil: (pencil symbol): use this to
draw directly on the whiteboard.

Shapes: indicated by a rectangle,
triangle and circle symbol. To use
this tool, simply select which shape
you would like to draw and hold
down your mouse while dragging
the shape to whatever size you
would like.
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Line: (line symbol): Same as the shapes,
except you will only be able to draw one
line at a time.

Textbox: (“T” symbol): use this tool to
create text boxes where you can type
words.

● It should be noted that when you
select tools such as pencil,
shape, textbox, or line, you also
can choose line weights and
colors, which are found right
below the tool icon.

Undo annotation: (left curve symbol) you
can use this to delete any marks you
made on the whiteboard.

Clear all annotations: (trash can symbol)
you can use this to clear the whiteboard.

Multi-user whiteboard (screen symbol)
you can use to take away or give access
to the whiteboard for other users

Audio/Video/Share Screen: You can
find these icons below the whiteboard.
When the icons are highlighted in blue,
they are being shared with whoever is
in the room.

○ When you first enter the room, you should make sure to share your audio and
video in order to interact with your mentee.

○ You may have to allow permission for your browser or electronic device you are
using to use audio/video while on the platform. Typically you will be prompted by
your browser or electronic device via a pop up to allow permission for the
platform to use your audio/video.

○ After you have shared for your audio/video to be used on the mentoring platform,
you should see a microphone icon pop up and highlight in blue along with a
phone icon as well. These indicate that your audio is being used by the platform
and you are currently speaking.

○ You should also be able to see yourself via video on top of the whiteboard.
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■ If you do not want to share audio/video/sharescreen, click on the icons
again. They should no longer be highlighted in blue.

Options (three dots): Located in upper left corner of the room.

When you click the
options button, you will
see a list of different
options.

1. Make Full Screen
2. Settings
3. About
4. Help
5. Keyboard

Shortcuts
6. End Meeting
7. Logout

Action Button (blue circle with
white + sign): On the bottom
left side of your screen.

● When you click on the Action
button, three options will
appear:

1. Start A Poll
2. Upload Presentation
3. Share an External Video.
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● Start A Poll: you can choose different options based on the nature of your questions

● Upload a Presentation: please refer to the “Download Activities and Games” section
for instructions

● Share an External Video: when you click on Share an External Video, you are directed
to a screen asking you to submit a video url.

○ Copy/paste the link and in the “Add Video URL” box.
○ Click “Share a new video” button.

15



● The uploaded video will replace the whiteboard in your Home Room.

● To stop sharing the video, click on the Action button, then click Stop Sharing
External Video.
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Downloading Activities and Games:

● Save/bookmark this link: https://seedlingmentors.org/virtual-mentoring-activity-ideas/.
This link gives you access to many different activities and games you can download as
PDF files to the mentoring platform.

● When you click on the link, you are directed to the Virtual Mentoring Activity Ideas.
● As you scroll down the page, you will see different categories of activities and their

respective links.
● You can click on any link which provides you a PDF version of the activity.
● Download the PDF; you are going to upload it to the mentoring platform.
● Once you are on the mentoring platform and in a room, you should see the Action

button in the bottom left corner of the screen.
● Click on the Action button and click on Upload Presentation.

● After clicking on Upload Presentation, you will be redirected to a page where you can
browse and download different files to the mentoring platform.
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● On the Presentation page, click “browse for file” in order to search for the PDF files you
downloaded from the Seedling link. Choose which file you want to upload.

● After you choose a file, you should see the file listed and ready to be uploaded into the
whiteboard.

● Click on the Upload button.
● You will see on the whiteboard, the file you selected. For files that have more than one

page, on the whiteboard they will be shown as slides.
○ To navigate the different slides, click on either the “<” button or “>” button, or the

drop down arrow at the bottom of the Whiteboard.
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● To clear your whiteboard once you and your mentee are done with what you have
shared (color page, Connect the Dots, Tic Tac Toe, etc) click on the Action button, then
click on Upload Presentation, click the Garbage Can icon on the right side of the file
you uploaded.

● After clicking on the Garbage Can icon, click on the Circle button on the right side of the
default.pdf file. This option will be indicated by a green check mark appearing in the
circle.

● Then click on Confirm.

○ Your whiteboard should be blank.
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