
User Manual -
Mentors & Coaches

1. Introduction to Mentors and Coaches
2. Mentors & Coaches - Administrator
3.1 LMS Portal
4.1 Training Interventions for Coaching Assessments
5.1 Coaching Assessments



1. Introduction to Mentors
and Coaches
The Mentors and Coaches module enables the employee to have a Mentor and/or Coach assigned
to them to help with learning or employee development. It also enables the Mentor and/or Coach to
keep track of employee growth.

1.1 Mentoring definition
Mentorship is a longer-term relationship in which a more experienced or more knowledgeable
person helps to guide a less experienced or less knowledgeable person. The mentor may be older
or younger than the person being mentored, but he or she must have a certain area of expertise.

Some of the qualities of a good mentor includes the willingness to share skills, knowledge, and
expertise. A good mentor is willing to teach what he/she knows and accept the mentee where they
currently are in their professional development.

1.3 Coaching definition
Coaching can be seen as a short term, task-based method of directing, instructing and training a
person or group of people, with the aim to achieve some goal or develop specific skills.

Some of the qualities of a good coach includes being organised, process oriented, objective,
knowledgeable, patient and realistic.

1.3 Why use mentors and
coaches?
The purpose of mentoring is to develop the employee not only for the current job, but also for the
future. This distinction differentiates the role of the immediate manager and that of the mentor.



The purpose of coaching is to improve the employee’s performance on the job. This involves either
enhancing current skills or acquiring new skills. Once the coachee successfully acquires the skills,
the coach is no longer needed.



2. Mentors & Coaches -
Administrator
WHY: This section assists the administrator to add mentors and coaches, set-up relationships
between the mentor/coach and the employee being mentored/coached.

WHERE: From the system portal, click System Administration | Modules | Mentors and
Coaches | Mentors and Coaches

2.2 Adding a Mentor or Coach
There are 4 different types of Mentors or Coaches that can be added namely:

Coach
Executive Coach
Future Mentor/Coach
Mentor

An external or internal mentor/coach can be added

The training to date is all Training Interventions that is linked to this person as a mentor or a coach

The Qualifications is all the Qualifications that is linked on the employee’s Learner Records



2.3 Set-up the Relationship
Relationships refers to the Mentor/Coach, an employee and training that is linked together

For the purposes of Smollan it refers to the Mentor/Coach and Employee relationship
(when not referring to Learnerships)

On this screen, new relationships can be added

By adding a relationship to the Mentor/Coach the following is needed:
The employee that is chosen from the list of employees

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/Dm0Bl5edwl9JzrQP-2-2-adding-a-mentor-or-coach.JPG
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The type which can be:

The employee (this is the one used by Smollan when not referring to Learnerships)

Learnership Pipelines

Event

Training Intervention

This relationship can be made active

2.4 Mentors/Coach Levels
WHERE: From the system portal, click System Administration | Modules | Mentors and
Coaches | Mentor and Coach Levels
On this page the following can be done:

Add a Mentor / Coach level.
On the Mentor/Coach level that was added, you can view the detail, edit and delete.

On this screen, a new Mentor / Coach level can be added.
When adding a new Mentor/Coach level, the following is required:

Level Description
Reference Description
Whether the level is the default value.

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/C46sZoMnMEx9FK2o-levels.JPG
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When viewing the detail of the level, the following information is displayed

 

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/3FQsg8jmfrYSQ5KF-levels-detail.JPG


3.1 LMS Portal
WHY: This section assists the mentors and coaches to view the employees assigned to them, add
new comments, setup the coaching plans and do a coaching assessment. The employees can view
their comments and coaching plans.

WHERE: On the LMS Portal, click Mentors and Coaches

3.2 Mentor/Coach View
On the LMS Portal, the Mentors & Coaches will be available only for the employee that is
setup to be a Mentor or Coach.

When clicking on the comments or goals links, either the comments or the goals pages
will open - depending on the link you choose.
A new comment can be added or an existing comment viewed when selecting the
comments link. 

3.3 Adding or Viewing Comments

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/4GnDbbSX5oxevEyg-mentor-coach-view.JPG


To add a new comment, click on the Comments icon.
When adding a comment, the following screen opens:

All the general comments added will be available for viewing under the Comments link
(from here you can also add new comments).
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Image not found or type unknown

3.4 Coaching Plans
When opening the coaching plans screen Goals -  the mentor/coach will be able to view all
plans the employee has completed, those that he/she is still busy with, as well as the
general comments loaded.
New development plans can also be loaded from this screen.
The date the last change was made to any of the goals is also available on this screen.

http://signify.screenstepslive.com/s/10619/m/64190/l/672097-3-1-lms-portal/show_image?image_id=10266200
https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/5LbcvQiEVbfkBgss-comments-added.JPG


To add a new goal the following fields are available for completion:
Goal
Priority
Actions necessary to achieve goal
Support / resources needed
Obstacles / Concerns
Target date
New comments
Comments History
New Private Comments
Private Comments History
Completed
Completed Date

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/5BRjbeE4bPnvrSBd-coaching-plans.JPG


When viewing the goals more information can be viewed by clicking on the Info Tab .
When viewing the ‘Goals in Progress’ the mentor/coach can edit the plan to either add
comments or mark it as completed. (Where after it will move to the ‘Completed Plans’
section).

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/NJI9yIWLYJ9Ko3sW-goal-detail.JPG
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3.5 Coaching Assessments
When clicking on the assessments icon, a screen opens enabling the mentor/coach to
start a new assessment or to continue with a previous assessment.
When clicking on new assessment, choose the date of the assessment and then the
assessment. (Only assessments that was created as Coaching Assessments will be listed
on the screen.

http://signify.screenstepslive.com/s/10619/m/64190/l/672097-3-1-lms-portal/show_image?image_id=10266206
https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/OpYUWRiKQdDcGGyp-assessment.JPG


The assessment is then completed and closed
To view the score, select the previous coaching assessment
On this screen the Assessment with the final score can be viewed

https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/BS3sI2YcVGNQqnPj-assessment-in-progress.JPG
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3.6 Act on behalf of a
mentor/coach

When going back to the LMS you also have the option to act on behalf of a mentor or
coach
A mentor/coach can be chosen from the list

All employees will be seen that is linked to the mentor/coach

http://signify.screenstepslive.com/s/10619/m/64190/l/672097-3-1-lms-portal/show_image?image_id=10266215
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https://signature.signifyhr.co.za/uploads/images/gallery/2023-06/OajGFvCQ4tKyG7yQ-act-on-behalf-of.JPG
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3.7 Employee View
From the Mentor & Coach Plans screen the employee can view their mentoring and
coaching plans.

Nothing can be edited from this screen.
Clicking on the goals link will open up the coaching plans screen.
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4.1 Training Interventions for
Coaching Assessments
WHY: A Training Intervention should always be created when the end result of a task is a Learner
Record. The name of the Assessment and that of the Learner Record should be exactly the same.

WHERE: The path to Training Interventions List is System Administration | Database |
Training Interventions.

Here you can add and edit Training Interventions.
Training Interventions can also be disabled, but never deleted.
Please note that the Pathway Step Type should be Assessment otherwise this will not be
available for selection in Assessment Builder.
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Zoom:

http://signify.screenstepslive.com/s/10619/m/64190/l/672106-4-1-training-interventions-for-coaching-assessments/show_image?image_id=10266227


5.1 Coaching Assessments
WHY: The Coaching Assessment is used in Mentors and Coaches. The following section will explain
how the assessment is built. Here you are able to add and edit Assessment Categories, add and
edit Assessments and delete categories and assessments.

WHERE: The path to Assessment Builder is System Administration | Modules | e-Learning |
Assessment Builder.

5.2 Question List
Before an assessment can be compiled all the questions should be added to the system.

Select Assessment Builder | Question List

5.2 Question ListImage not found or type unknown
The Question Management screen opens.
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From here the user can add, edit and delete categories and questions
Answers should also be added to questions; or answer groups linked to the question.
Note: Indicate on the question whether a comment box should display as well as whether
the comment should be mandatory.

5.3 Answer Groups
To set up Answer Groups select Assessment Builder | Answer Groups

5.3 Answer GroupsImage not found or type unknown
The Answer Groups screen will display.
From here you can create answer groups that can be added to questions.
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5.4 Add Assessment Category
Click on the Root node  ‘eAssess Assessments’
Then click on ‘Add Assessment Category’

5.4 Add Assessment CategoryImage not found or type unknown

5.5 Assessment Category Detail
Provide an ‘Assessment Category Description’ and click on ‘Save’

5.5 Assessment Category DetailImage not found or type unknown

5.6 Categories
To add a new category, click on ‘Add’; multiple Categories can be loaded(this is not a
compulsory step).

5.6 CategoriesImage not found or type unknown

5.7 Assessments
Add an assessment.
Note that the type HAS to be coaching assessment in order to be viewed from mentoring
and coaching.
Also remember that the Training Intervention should already exist before creating the
assessment, should it be required that a learner record is created from the assessment.
(See Training Intervention creation in the next section.)

5.7 AssessmentsImage not found or type unknownZoom: 5.7 Assessments
After the assessment has been created, Questions should be linked to the assessment
from the ‘Question Section’ on the screen.
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