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MENTOR PORTAL - LOGIN 
• URL: https://mentors.c4edu.com/ 

• On the top navigation bar, select Login in: 

 

MENTOR DASHBOARD OVERVIEW 
After you log in, you are on the mentor dashboard where you can create your own schedule, adjust your 

prices, keep track of your appointments, start your sessions, and much more. 

Mentor Area – this is the Mentor Dashboard. 

1. Profile: Update your Details, Profile Information, and Description. 

2. Sessions List: Create New or Assign Existing session length and cost. 

3. Documents: View the User guides and Policies. 

4. Account Status: View totals of reservations, all students, graphs of your reservations. 

5. Video Library: Provides examples of videos that can be used for practice in addition to access to 

the ABRSM General levels.  

6. Settings: View or change your time zone and other setting features. 

7. Session Details: Overview of the reservations that students have made with you. Edit/change 

the reservation details. Select the Session Detail number to view or change the reservation. 

8. Filter: Where students select the service and filter by month. 

9. Calendar: Your appointments at a glance: 

 

 
 

https://mentors.c4edu.com/
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PROFILE 
This is the area that a mentor can edit personal information.  

From the Mentor Area dashboard, select Profile: 

 

1. Details: Update your personal information.  

2. Profile Information: Update your teacher details. 

3. Description: Update your introduction video: 

 

Adding more than one video in your My Introduction Page:  

Under Profile > Go to Description > select Text/ Add your text and the URL > Select Save and Close:  
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Once you save and close and look at the Mentor Search the page will look like this: 

 

You can even add two videos in the Text area, if you want to show two videos in the My Introduction:  
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SESSIONS LIST 
When you create a session, you will include the length of time the session lasts and the cost. You can 

delete sessions, create a new session(s), add your availability, assign an existing session, or edit a session. 

DELETE A SESSION 
Select the check mark next to the service you want to delete or select the top check mark to select all 

the services.  

Choose the Delete button: 

 

 

CREATE A NEW SESSION 
1. Select New  

 

2. Details 

a. Add Name  

b. Add Price 

c. Add Group (if desired): 
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3. Description 

a. Put your mouse in the Description field and type in: To book a session, select a date and 

a time and then select “Book Now”  

b. Feel free to add any other description of your session: 

 

Note: Below is the description we added these are instructions for the student. Feel free to 

use this and/or add your own.  

 

 

 

 

 

 

4. Booking 

a. Duration: How long is your session going to be in Minutes.  

b. Sleep Time: Do you want some time in between each session, if so, add the time 

c. Time Slots Length will automatically fill based on the Duration and Sleep Time: 

 

1. Choose a particular session (see dropdown above) 

2. Select a month, day, and time 

3. Choose ‘Book Now’ (or make your session recurring before you select Book 

Now) 

4. If you don’t have an account, Create a New Account.  

5. Review your session details (in your Cart) 

6. If you need to pay for an appointment, select Submit to pay via credit card 
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5. Capacity 

a. How many students do you want in the session: 

 

6. Publishing 

a. Check the box for the session to be published and viewable by students. 

b. If desired, select a start and end date to begin and/or end your session being viewable. 

 

7. Settings 

a. If desired, enable reoccurrence. 

b. If desired, enable zip restriction. 

c. To use zoom, select the Zoom check box: 

 

8. Zoom 

a. Choose the settings. 

b. We recommend that you record your sessions for documentation purposes.: 
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9. SAVE & CLOSE 

 

SESSION AVAILABILITY 
The mentors must add availability for every session to be able to receive online reservations. 

Under Sessions List and every session, click on the icon under Availability: 

 

Note: Notice that you are now in a new Availability tab specific to only that session. 

1. Add a new day/time that you are available to mentor for that session: Select NEW: 
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2. Fill out the Details: 

 

 
WEEKLY VS. DAY OF THE YEAR 

Weekly: Is like setting up a Series in your calendar. If you choose weekly, the system sets the 

availability up in the system on the particular day and time range you choose. 

 Advantage: There are less days in your list.  

Disadvantage: If you are unable to teach on a particular week, you are unable to delete one 

session from the series. You have to close the entire series and redo another series. 

 

Day of the Year: Is like setting up a series but you can pick and choose which days you can delete.  
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Disadvantage: the list gets really long 

Advantage: you can delete one or more days if you know you are not going to be able to teach 

those days.  

 

Note: if you have set your session for 30 minutes and set your Availability (day and time span) from 

9 AM to 12 PM, the system will automatically break up your sessions in 30-minute increments (plus 

whatever sleep time you may have added). 

For example, if you create a Session (such as a 30-minute session), and add your available time from 

1 – 5 on Tuesdays (as the image above shows), the student will see the time slots automictically 

broken up by 30-minute increments including adding whatever amount of Sleep time you added in 

your session (in the image below the sleep time is 15-minutes between sessions):  
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Note: The orange block on the left is stating that the availability is only partial because the time 

starts before the close time at 5 PM; therefore, this block is not available for a 30-minute session. 

3. Select Save & Close 

NOTE” Notice that the session that were created on 

your account have three black dots you can drag to 

change the order of how they show up for the 

students. If the session was created as a ‘Global’ 

session the dots are gray and cannot be moved. 

 

DOCUMENTS 
Select Documents to view and/or download the Mentor User Guide, Student User Guide and the various 

policies and procedures for the mentor program: 
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SESSION DETAILS 
This area will be empty until a student requests an appointment with the mentor, on the dashboard 

you’ll see a high-level overview of the Date/Time; Duration; and Status of the session. 

To view/edit session details, order, custom fields, notes, and zoom. Under Session Details, select the 

session reservation number: 

 

 

From the Edit Reservation page to view and/or edit the Reservation Details, Order, Student Information, 

Notes, and Zoom: 

    

1. Reservation Details: a mentor can change the reservation date and time and duration of the 

session, if desired. 

a. To change the date: select the Change button.  

b. The system will automatically take you to your Dashboard, scroll down and select the new 

date and time from your calendar: 
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c. The system will automatically return you to the Edit Reservation page, where you 

changes are implemented.  

2. Order: This tab provides the Price, Status, Payment, Student, and the option to Notify the 

Student via the system. If you select the check box for Notify Student, another tab will populate 

called E-mail Custom Text: 

 

Note: the student is not automatically notified when a mentor changes the reservation, we recommend 

contacting the student to inform them of the change.  

3. To send an email to the student 

a. Select the E-mail Custom Text tab. 

b. Enter the name of the student in the top field.  

c. Put your mouse in the paragraph field and type your message.  

d. Select the check mark to Exclude other custom texts. 
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1. Student Information: Shows the student’s name and contact information. 

2. Notes: Add any notes about the reservation, if needed 

3. Zoom: Provides the zoom account information and direct access to start the meeting 

a. Use the Word icon to start the session via zoom app (you will need to sign in) 

 

b. We recommend you Record the session for documentation purposes. You’ll need to 

record it to your local computer and save it there.  

 

Note: The zoom service provided by C4E will NOT interfere with any other zoom service you may have. 
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Note: C4E provides free zoom service to all mentors; however, the time limit is 40 minutes. If you need 

longer, you may consider recommending to the student to book two sessions one after the other. 

  

4. Select Save or Save & Close to return to the dashboard. 

The student has their own portal that summarizes all their scheduled appointments and where 

they can join the session. 

Both the Student and Mentor will receive an appointment Confirmation email with an 

‘Appointment link’ this link is for the student to join the meeting.  

NOTE: As the mentor, if you click on this link, you will get a popup stating that the meeting is 

waiting for the host. You should start the meeting from your portal.  
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ACCOUNT STATUS 
The account status area is where the mentor can: 

1. Review the total confirmed reservations, earnings, and unique customers. 

2. View all the students’ names and emails. 

3. Export Revenue Information. 

4. View the graphs for the appointments based on a date. 

To open the Account Status, go to your name, select the drop down and choose Account Status: 
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SEND AN INVOICE 
Export a Session Summary by month(s) 

1. Select the Start Date and End Date. We recommend you send an invoice quarterly (every 3 

months) 

2. Choose the check boxes for all your services. 

3. Select the button: Export As Excel. 

 

The spreadsheet will look something like this:  

 

4. Ensure the spreadsheet is accurate. 

5. Select the Digital invoice button. 

6. Fill out the form. When you enter the amount, the Sub-Total and Total will automatically be 

added up.  
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7. Select Submit and you will be paid Net-30 
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ACCOUNT SETTINGS 

 

Account Settings provides the mentor access to change their time zone and/or change how items may 

appear on their dashboard and a few other settings like appointments sync, zip restrictions and zoom: 

 

a. Global: Edit your time zone. 

b. Upcoming Orders: Change how the orders appear on your dashboard. 

c. Calendars: Change how many calendars appear on the dashboard. 

d. Appointment Sync: Sync the portal calendar to your personal calendar. 

a. Select Appointment Sync and then select the icon to the right of the URL. 

b. Choose a calendar to sync. 

c. Select Subscribe. 

d. Select Add. 

e. Zip Restrictions: Choose a zip code to restrict access if desired.  

f. Zoom: shows the API Key, Secret, and Host. Do not make changes to this. 

Note: do NOT change the zoom API Key or Secret as these are linked to the zoom URL the student receives. 

Select Save and Close to return to the dashboard. 

 

Note: Students can book appointments (and cancel appointments) within an 8-hour notice. Students can 

cancel reservations within 24 hours. Video Library 

The video library opens a new tab where you and your students can explore hundreds of videos based 

on categories and specific instruments. Each instrument has an ABRSM section that provides examples of 

videos a specific level, make a selection to choose a category or an instrument:  
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ABRSM LEVELS  
Selecting General Levels in the Video library (or go directly to 

https://instruments.c4edu.com/instrument/universal-applied/) provides access to the ABRSM repertoire 

recommendations for each level.  

PRACTICE SOLOS AND REPERTOIRES 
 

1. Expand a Level:  

 

2. Expand an instrument category and select the instrument:  

https://instruments.c4edu.com/instrument/universal-applied/
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The ABRMS recommended list of repertories for Solos A, B, and C for that particular level will open 

up in a new tab:  
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TIPS AND RESOURCES 
 

3. Under General Tips, you’ll find some additional pertinent information:  
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