
Camp Admin Ideal Logic Reference Guide 5.21.2026 1 

Ideal-Logic Camp Director/Admin Reference Guide 

Ideal-Logic provides two portals to help you manage your camp administration: the “Registration Management Portal” and 
the “Youth Protection Portal.”   You can confirm which portal you are using by viewing the bottom right side.  

 “Registration Management Portal” will be your home for Management of participant registration, Prebuilt Reports, 
Attendance, and Participant Medication. Navigate to https://apps.ideal-logic.com/SFAReg 

“Youth Protection Portal”  will  be your home for Designated Individuals, Training, and Background Checks. Also, 
Session management including Emergency Communication Plan, Certificate of Insurance and Incident 
Reports. Navigate to https://apps.ideal-logic.com/SFAYPP 
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Registration Management 
 

This section will go over the basics of navigating your dashboard. 

 

For this section, we you will need to make sure you are in the “Registration Management Portal” 
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Click on the Home tab to pull up your dashboard.  
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Your Dashboard will provide quick access to important information regarding your camp(s). The Camps section will provide 
you with the list of camps that you offer. 
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The Registration Section will provide you with a quick view of all completed and incomplete camp registrations. 
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Payment & Invoices section is your go-to section for anything financial.  
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By clicking on a specific camp listed under your Camps section, you can drill down to a camp-specific dashboard.  

 

The specific Camp Dashboard gives you a quick, at-a-glance overview of that camp’s activity. It displays the total number of 
enrollments, the amount paid, and the remaining balance due. From this dashboard, you can also view your full list of 
enrollments and access a set of prebuilt reports that are ready to use. 
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Prebuilt Reports Overview 
 

This section will provide and overview of prebuilt reports regarding your camper registrations and creating custom reports.  

Balance Due 

The Balance Due report lets you take a closer look at any outstanding participant balances. From this report, you can 
print or email invoices and even send payment reminder emails directly to families. 

 Click on the Balance Due link 
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 Once the report appears, you can download it by clicking the gear icon on the right-hand side.  

 

 From here, you can download the report, print the report, or send payment reminder emails.  
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 If you click on Payment Reminder Email, it will open a window where a prebuilt message will appear. We strongly 
advise you to not make changes beyond small edits. You can preview the email before sending and/or send a test 
email to yourself.  
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Registration in Progress 

The Registration in Progress report gives you campers that have started the registration process but not yet completed their 
forms. With this report, you can send a generic reminder email prompting them to complete and submit their registration. 

 

 Click on Registrations in Progress link 
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 After you click on Registration in Process, you will see a detailed view of each participant’s progress status, the 
date they last updated their form, their name and email address. 

 

 

 Using the gear icon, you can download the report or send a mass generic email to all users who have registrations 
in progress. 
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 When you choose to send the Generic Message to Users (email), it will open a window where a prebuilt message 
will appear. We strongly advise you to not make changes beyond small edits. You can preview the email before 
sending and/or send a test email to yourself.  
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 You can preview the Generic Message to user (email) before sending and/or send a test email to yourself.  
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Guardian 1s/Guardian 2s 

The Guardians 1s and Guardians 2s report provides basic information about the guardians listed for each camp participant. 
This includes any details you’ve collected during registration, such as the guardian’s name, email address, and phone 
number. 
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Spreadsheet View 

The Spreadsheet View gives you a detailed look at your registrations. It includes all basic camp participant information as 
well as any custom questions you ask on the registration form.  

 

 
 

 You can tailor this view by removing columns you don’t need—simply click the X on any column header. You can 
also filter the data by specific fields, such as a membership ID or any other custom question. 
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 To create a custom report view with the information you want, start in Spreadsheet View. Remove any columns 
you don’t need or apply filters to narrow down the data. Once you make changes, the gear icon will turn orange, 
indicating that the report has been modified.  Click the orange gear, then select Save as a New Custom Report to 
store your personalized view for future use. 

 

When the Save a New Custom Report window appears, you’ll have several options to set up your report: 

 Icon (optional): Choose an icon to help visually identify your report. 
 Name: Enter the name you want to give your custom report. 
 Description (optional): Add a brief description to clarify the purpose of the report. 
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Attendance 
This section pertains to recording attendance for historical record keeping. 

 

Navigate to your attendance tab located on the lefthand side when you are in a specific camp dashboard.  
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1. To being an attendance record, select Record Attendance 

  
 

2. Select the first day of your camp if you are an overnight camp, if you are a day camp just select the day you are 
recording attendance for. The system will automatically update the type of Attendance for day camps: Check In 
and Check Out. Instructions on edits can be found below. Click Confirm and Open. 
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3. You will see all the participants who are registered for your session. Click the check boxes to mark their 
attendance. Click Commit Attendance Record once you are done recording attendance. 
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Editing an Attendance Record 

To edit an attendance record, for example: adding a late arrival, click Edit under the Actions column 
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This will open the attendance record again so that the participant can be recorded as checked in. You can also 
add a note to the participant’s attendance record by clicking the notepad under the Actions column. 
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When creating a note, additional details can be added. If no further action is needed click Submit Note. If the 
note needs to be sent to a camp admin, you can change the Type to Task. 
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When switching from Note to Task, it then can be assigned to a person. Additional options are available. Once 
completed, click Submit Task. 
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The task will then show as an action Required for the person it was assigned.  
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It will also be viewable under the Notes & Task tab for the specific camp. 
 

 
 

Additional options for attendance 

- When recording attendance, you can utilize the search function to easily locate a participant. Use the 
Description box to provide specific information if desired.   
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- On the participant line, clicking Open under actions will pull up the participants registration to provide you 
quick access to information. 
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- On the participant line, clicking Email under actions will pull up an Email Message window to quickly send 
an email.  

                                 
 

Another option available to send a message regarding attendance can be found on the right-hand panel, under 
Actions and clicking on Email 
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The Mass Email Messages has two options available, with and without recorded attendance to quickly send 
out any notifications. 
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The generic message will pre-populate participant and camp specific information that is customizable.  

 
Attendance also is reflected under the registration for parent/guardian.  
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Participant Medication  
This section only applies to overnight programs 

This section will provide an overview of recording participant medication that the guardian has listed as the participant bringing to 
overnight camp 
 
Click on Participants Medications to pull up the list of Medications that parent/guardians have listed for the 
camper(s). 

 

Click Record Dosing. 
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Enter the required information and click Confirm 
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The medication will now be recorded.  

 

Camp Admins can print medication list, and enter the record manually  
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Dosing records will also be available.  
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Cancellation/Refund 
Cancellation request are submitted on the Participants side. 

 

Once a request has been submitted, the participant will see “Cancellation Requested.” 
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The request submitted by the participant will trigger an email to be sent to the identified person selected by Camp 
Admin.  

 

 

Use the Click to Log In option at the bottom to take you directly to the site.  
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 After logging in, you will have an Action Required notice for the Cancellation Request. Click Review to pull up the 
registration. 
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A red banner will be displayed. Select Cancel Enrollment to proceed with cancellation.  

 

Select Cancel Enrollment and confirm you want to cancel: 
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A pre-built cancellation email will populate with a pre-populated message. You can edit as desired. To send, click 
Send Email 
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After the email has been sent, the registration will then show as cancelled. 
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Navigate to the Charges & Payment tab. 

 

If applicable, apply back any necessary adjustments using + Admin Adjustments  

To refund the payment, click + Record a New Refund to TouchNet 
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Enter the necessary information and click Create New Refund. 
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The refund will now be reflected on registration. Watch Banner within 24 hours to confirm the credit in the FOAP.  
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To send a copy of the receipt, click on the hyperlink refund and select Email Receipt on the right-hand side 

 

 

No edits to the email should be necessary. Click Send Email. 
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Ideal-Logic Youth Protection Portal (Compliance Side) 
 

This section covers Designated Individuals, and the tracking of their Trainings, and Background Checks, as well 
as, Session management topics such as the Emergency Communication Plan, Certificate of Insurance and 
Incident Report procedures. 

For this section, ensure you are logged into the “Youth Protection Portal” by navigating to https://apps.ideal-

logic.com/SFAYPP  or utilize the Switch To option at the top right of the site:   
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 Click on the Home tab to pull up your dashboard.  
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Your Home tab provides quick access to key information about your camp(s). The Sessions section list all camps that you offer. 
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The Designated Individuals section provides a quick overview of all designated individuals and their current compliance status. 
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The Incident Report section is used to document all incidents that occur during a camp session. 

The Incident Report section is used for: 

- Documentation 
- Tracking purposes only 

For step-by-step instructions, refer to the Incident Reporting Training. 
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Quick Actions 

 

 

 

Actions Required: System alerts and required actions. A red banner 
at the top of the screen indicates urgent actions to be completed. 

 

 

Your Compliance 

Training requirements (e.g., CPM training) can be accessed directly 
through the portal  
The Compliance Program Coordinator processes background checks 
 
Compliance status updates automatically once results are received 

 

 

Other Actions : Update your contact information 

 



Camp Admin Ideal Logic Reference Guide 5.21.2026      51 
 

Managing Sessions 

Click on Sessions from the Home tab or select the Sessions tab directly. 

 

Sessions section provides a list of all sessions associated with you, along with a snapshot of their overall compliance status. 
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Session Statuses 

  

 

 

 

 

 

 

 

 

 

 

Timing: 

Upcoming, Current or Past 

Submission: 

Under Review/Reviewed 

Compliance: 

Compliant/Non-Compliant  

red “X” 
indicates that 
the session is 
currently non-
compliant and 
requires action. 
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Compliance Indicators 

 

 

 

 

 

Click Details or Session Name to access the Session Dashboard. 

 

 

Minor Ratio: 

Staff-to-minor ratio compliance 

Certificate of Insurance: 

Submission of Certificate of Insurance 
(COI)

Status: 

 Designated Individual Compliance 

Emergency Plan: 

Submission of 
Emergency/Communication Plan 
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Session Dashboard Overview 

The Session Dashboard is where you manage all session-related information. 
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Key Sections 

Designated Individual Compliance Summary 

- Training - Overall Training completion status 
- Background Check - Overall Background check 

status  
 

Session Requirements 

Compliance status for required documents and ratios 

   

 

Staff Roles 

- Youth Program Director 
- Youth Program Coordinator (if applicable) 
- Designated Individuals 

Managing Designated Individuals 

Under the Designated Individuals section: 

- View each individual’s compliance status 
- Identify missing trainings or background checks 
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Importing Designated Individuals 
To add Designated Individuals to your session, select the toggle the View to Edit 

  

  
You can choose + Add a New Person button to add one by one or Upload Designated Individuals button to import a list. 
Selecting the Upload Designated Individuals will bring up the Import Spreadsheet window where you can download a 
sample spreadsheet. Once you have your spreadsheet prepared, take step 2 and upload your spreadsheet.  
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The importer will identify the Last Name, First Name, and Email Address columns. Any additional information included in the 
spreadsheet will be excluded and grayed out. 
 
If the columns were correctly identified, select Start Import>> to proceed.  
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The importer will process all entries, and if no issues are found, a Success! message will appear. Click Done Importing to close 
the window. 
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Session Tabs  

- Sessions are initially created on your behalf during the first-year rollout. 
- If session details are incorrect, contact: youthprograms@sfasu.edu 
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Documents Tab 

Upload required documentation: 

- Campus Program for Minor (only applicable if camp is all or most of 4+ days) 
- Emergency/Communication Plan 
- Certificate of Insurance (Proof of Coverage) 
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Messages Tab  

View all system-generated messages related to your session 
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Key Reminders 

• Monitor your dashboard regularly 

• Address red banners and non-compliant items immediately 

• Keep staff information current 

• Upload required documents well before program start dates 

 

 

Support and Questions 

For assistance or corrections: 

• Session information: youthprograms@sfasu.edu 

• Staff changes or compliance questions: Allison Huffman 

 


