Counseling Reporting Procedures
Type in Browser:
www.score.org or
www.greenbay.score.org 
1st screen

Click ‘Log In’ at top right hand corner of page  This may show Log Off but should revert to



Log In when clicked.
2nd screen

Scroll down to ‘For Volunteers’ and click ‘Log In To The Volunteer Center’
3rd screen

User name:
Email address of volunteer




Password:
To be assigned by National (can be changed)

4th screen

Scroll to green ‘Quick Links’ box and click ‘Manage Your Appointments’

5th screen

Click on ‘My Clients’
6th screen

Click on ‘Search Client’

7th screen

Enter 1st and last name of client being sought  If there are multiple clients with the same name. 

click on client with Green Bay SCORE designation.
8th screen

Click on name of client being sought

9th screen

Scroll down to ‘New Mentoring Request’ and click on mentoring request i.d.
10th screen 

Click on ‘edit’ and then scroll down to ‘save’

11th screen

Click ‘Edit’ to make changes  

(Mentoring Request
Fill out:


 Detail)


Information

Name of co-mentor & update status of request



Mentoring type
Face to face, online, or telephone




If online

Email, Skype, or Chat




Business questions needing answering




Nature of counseling provided




Mentoring date




Other mentoring provided



Location




Mentoring fulfillment
Prep hours, travel hours, mentoring hours, 




     Details

co-mentoring hours, date and time of meeting,







Language used, fulfillment completed




Notes & attachments
(allows additional information) 





Click ‘New note’ or ‘New attachment’ (normally only notes)




Save changes

See How to Log A Mentoring Session power point in Knowledgebase.

Much valuable information can be found on the following website:

www.support.score.org

Knowledgebase (on upper left side of screen)



CTC Training Materials (on right side of screen)
Questions may be directed to:

Tom Finley




John McCully

920-793-2937




920-499-5755
