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Registering New Programs or Sessions 
Ideal-Logic has replaced the previous Qualtrics form as the platform for registering new Programs. To 

register a new program or session, complete the following steps: 

1. Once logged in to Ideal-Logic, select Program Registration Form from the home screen.  

 

 

2. Complete the Screening Questions, scroll down, and click Next.  

 

 

 

 

 

 

 

 

  

 

 

3. Program Information 

a. If you are only associated with one youth program, it will pre-populate into the form.  

You may select/create a new program by clicking “Add a New Youth Program.”  

 

 

 

 

 

 

Note: From this point forward, the Program is distinct from the Session. Session are single offerings 

of a Program. Programs are the shell that holds information about multiple sessions. For example, 

Boiler Kids Camp is a Program. Boiler Kids Camp 2022 Week 1 is a Session.  When the form asks for 

Program information, it is asking for higher-level administrative information about the Program. 
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b. If the session you are registering is under an existing program, verify the information is 

correct and add any missing information such as Program Logo or URL. The system will 

use this information in auto-generated emails where appropriate. If you are creating a 

New Program, you will need to complete the required fields.  Required fields are in Red.  

c. Complete the Program Oversight Questions and click “Next.” 

 

 

 

 

 

 

 

 

4. Session Information 

Sessions are offerings by a program that have a unique registration, sign up process, or staff. A 

session can be registered for up to a year in the case of continuously operating programs (daycares, 

medical clinics, etc.).  The system makes it easy to duplicate sessions. 

a. Complete the Session Information 

  

  

  

  

  

  

  

  

Note: If you select multiple days, you will have the ability to exclude specific days within 

that time period.  (E.g. if Session runs June 5-July 15, you can exclude July 4 if 

appropriate) 

If a program has a general email 

address or phone number, input that 

information. If not, input the 

Program Director’s information.  
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b. Complete the Campus and Sponsorship information  

i. The location list should include all on-campus buildings (for all four campuses) 

as well as options such as extension offices, fairgrounds, and offsite. If you are 

trying to add an on-campus location that is unlisted, email 

youthprotection@purdue.edu.  

ii. Sessions for which a third-party sponsor holds Operational Responsibility will 

need to provide Certificates of Insurance showing the required coverage. These 

certificates can be added any time before the start date of the Session.  

iii. Additional sponsors beyond the primary sponsor need only be added to the 

form if they hold operational responsibility for the session. 

c. Complete information about the type and size of the event. 

i. Custodial Programs: The numbers provided at this stage are estimates. They are 

used along with the program staff list to help you calculate ratios.  

ii. Custodial Programs: The question about whether the program includes a meal is 

not asking whether the event will include food. See the following examples: 

i. A session operates from 1:00pm-3:00pm and the Program provides light 

refreshments. This Session DOES NOT include a meal. 

ii. A session operates from 8:00am-3:00pm and including time for 

participants to sit and eat a sack lunch.  This session DOES include a 

meal. 

iii. A session is a non-custodial open house where participants will come 

and go throughout the day. The Session is from 10:00am-6:00pm. This 

Session DOES NOT include a meal. 

d. If prompted, complete the questions about BoilerBase set up, registration process, and 

pricing and provide any supplemental registration materials that should be added to the 

BoilerBase system. This information allows VPEC to configure your program for 

participant registration.  

e. Complete the Risk Assessment Questions 

mailto:youthprotection@purdue.edu
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f. If prompted, complete the questions related to BoilerBase program set up. These 

questions will only show up if your program is required to register participants and staff 

in the BoilerBase system.  

g. Add a Program Director and, if known, any Program Staff.  

 
i. Choose one of the methods to add Program Staff to the session 

i. Add a New Person – Add an individual who has not previously been 

associated with this Program.  This option is best if adding fewer than 

five people. 

1. After clicking “Add a New Person,” the system will ask you to 

search for the person you are trying to add to determine 

whether they have an account in the system.  

2. If not found, you will be able to add an individual using their 

first name, last name, and email address. 

 

ii. Upload Spreadsheet – Use an Excel sheet to upload information for all 

members of Program Staff  
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1. After clicking “Upload Spreadsheet,” the following box will 

appear: 

Note the required fields (First Name, Last Name, Email Address) and 

ensure your spreadsheet has this information. Make sure your column 

headers match the instructions provided. The system will not import 

columns that do not have one of the five headers listed in instructions.  

2. Read the instruction on the site, and when you are ready, you 

can select  

“Start Import.” Grayed out columns (not pictured) will not 

import.  

The system will pause import if it 

encounters an incorrect line to ask 

how you wish to proceed. Check this 

box to save all of these questions for 

the end of the import process. 

System will import all valid lines first. 
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3. When finished, select “Done Importing.” 

 

h. If you would like to add another session (e.g. 2022 - Week 2) 

i.  Select Add Another Session 

 
ii. Name the Session 

 

 

 

 

 

 

 

 

 

 

iii. Select information to copy to the new session and click Create Session.  The 

Session will be added as a new tab on the form. 

5. Complete the Travel Tab (if prompted). 

6. Complete the Certification (if prompted). 

 


