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Library Leadership Development Institute

Grow our Own Area Librarians (GOAL) Program
Mentor Online Registration Instructions and Monthly Reports

REGISTERING ONLINE:

New Mentors, please go to the following link on our website and register to submit your monthly online reports: http://your-epal.org/MentorRegister.htm
· Choose an “ID” and “Password” that will be easy to remember. There is a limit of 20 characters (letters or numbers) for each entry. 
· Please type your legal name as it appears on your application.

· Provide your preferred email and physical addresses in case we need to contact you. 

· If you do not wish to provide three phone numbers you may retype one of the previously listed numbers or type “same as above” or “N/A” in one of the spaces. 

· Now select your library location from the drop-down menu. 

· If you do not find your library on the list, please call the office at 915-532-5588 or email imlsgrant@yahoo.com
· You must fill out every line on this form in order to be able to “Submit” your information. 

SUBMITTING YOUR MONTHLY REPORTS:

· After clicking the “submit” button you should be taken directly to the mentor login: http://www.people-skills.org/imls/login.php 
· In the future or if the “submit” button does not take you to the mentor login page you may submit your reports by going to http://www.your-epal.org/IMLSgrant.html and following the links to the GOAL Program “Mentor Login” tab. 

· If you select the “Mentor’s Information” tab you can print a copy or edit your profile.

· To submit your monthly report, please select “Input Mentor’s Time.”

· Each time you wish to submit a report simply click on the “Add new” button and a new form will appear. Then:
· Select the month you wish to report.

· Type in the total number of hours you spent with your participant this month (rounding off to the nearest whole number.)
· Please use the same location you used for registration.

· Next type in the participant’s name. 

· Please provide information for only one participant on each report.
· Click on the calendar to select today’s date. 

· Now click on the dropdown menu and choose LIT, LTV, or CB.

· In the dialog box please include a brief description of all program activities you were involved in that month. 

· Please note: there is only space for 250 characters in this box. If you had a busy month you may need to submit more than one report.
· After you have saved your report you may go back to the list and logout.
· If you find an error in you report after you have submitted it, please contact Ashley at the GOAL Program Office using the number listed above.
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