
 

Welcome to Ideal-Logic 

We’re excited to share that Protection of Minors (POM) compliance will now be managed 
entirely through Ideal-Logic, LLC. Please note that we are no longer using ELM/SabaCloud to 
track POM training and background check compliance. Ideal-Logic will now serve as your 
central hub for completing, tracking, and managing all POM requirements. We're confident that 
Ideal-Logic will provide a more streamlined and user-friendly experience as you navigate your 
responsibilities. 
​
This guide provides step-by-step instructions on how to track compliance, locate and sign the 
POM agreement letter, and manage user access, including adding or removing users as 
needed. 
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Create a Protection of Minors Program 
Registration 
This guide offers step-by-step instructions for registering a minors program in 
Ideal-Logic. It walks you through the entire process, from logging into your account to 
submitting your program details for approval. By following these steps, you’ll ensure 
your program is accurately registered and meets all POM requirements. 

Important: To prevent system issues, applicants must register their programs 30 Days before 
the expected start date. Registering in advance of the start date allows the Ideal Logic system to 
correctly recognize the program and accurately track compliance for the list of authorized adults. 
Programs registered after the start date may experience system limitations, which can result in a 
delay with tracking compliance. 

1. Navigate to https://apps.ideal-logic.com/columbiaPOM, then click login as a Columbia 
Affiliate or Non Affiliate. 
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2. If you are a Columbia Affiliate, sign in using your UNI and password. However, if you are a 
Non Affiliate and do not have a UNI, log in with your Google or Microsoft account, or with 
another email address.

 

3. After entering your sign-in information, click the “Login” button. 

Note: This login box is available only to UNI holders. 
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4. If new, follow prompts to set up your profile (First and Last Name, Email Address). 

 

5. After logging into your account, you will be directed to the POM homepage. From there, 
select the POM Registration Form. 
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6. Begin the registration process for your POM program by completing required fields that best 
describe you as the program submitter. 

Note: Undergraduate Students may not register their own programs and will be directed to 
contact Undergraduate Student Life (USL), so that the registration process can be completed on 
their behalf. 

 

7. Click "Next >". 
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8. Under New Program, when asked whether to "Copy From Previous Program", select 
“No,” as the system is new and there is currently no user data indicating that any registration 
forms have been created. However, in the future, if you have previously registered a program in 
Ideal Logic and would like to copy information from that submission, select “Yes.” This will allow 
you to duplicate your prior program for future use. 

 

9. Type the name of your program. 
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10. Determine if this event is one day or recurring. For Single-Day events, you will specify the 
exact date on which your event will take place. 

 

11. If the program is recurring, click the "mm/dd/yyyy" field to enter the start and end date of 
your program. 
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12. Select each day of the week your program plans to meet. 

 

13. For Columbia Affiliates, click "Select a School/Organization". 
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14. For Columbia Affiliates, click "Select" on the school/organization from the drop down menu 
your program is associated with. 

 

15. Click "Select a Department". 

Note: If you do not see your school or organization listed, we ask that you contact 
ProtectionofMinors@columbia.edu for assistance. 
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16. Click "Select" to choose the school/organization your program is associated with. 

 

17. State Program Sub-Category (if applicable). 

Note: A Program Sub-Category is a more specific group within a main program category that 
helps describe the type of program you are registering. 
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18. Click on the "Description Box" and insert a description on how your program/event plans to 
interact with minors. 

Note: Please include specific details on how your program will interact with minors, otherwise 
your program cannot be approved.

 

19. For "Location Type", select the location where your program will take place (Select all that 
apply). 
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20. If your program is on-campus, select the program’s location. 

Note: This applies only to on-campus programs. Off-campus and virtual programs will not need 
to specify a location. 

 

21. Answer program-specific questions. 
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22. Note: If you are prompted to provide additional information, please ensure your response is 
detailed and clearly addresses the question being asked. 

 

23. Review and select  "I agree to review the Protection of Minors at Columbia University 
website and will review the forms found on the POM website." 

 

 

 

14 



24. Please estimate the number of minors you expect to interact with your program/event and 
enter the number of minors in each age group. 

Note: If the total is zero, you must input '0' in the field in order to proceed with completing the 
form.

 

25. Select the type of staff that will participate in the program (Check all that apply). 
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26. Please indicate whether your participants have a valid NYC Department of Education 
(DOE) Background Check. Participants who have completed a NYC DOE Background Check 
must be prepared to provide the Protection of Minors office with documentation confirming 
completion.

 

27. Indicate whether your program will participate in the in-person POM training with Rachel 
Ferrari.  

 

 

16 



28. Program Directors: 

Click “Add a New Person” to enter the name(s) of the program director(s). This is the 
individual or individuals responsible for overseeing the program. 

Note: You may add one or multiple Program Directors. 

 

29. Authorized Adults: 

●​ Authorized Adults are program staff/volunteers who are expected to interact with 
minors. In this section, you have the option to register Authorized Adults individually or 
upload a templated spreadsheet to add multiple Authorized Adults at once. If you plan to 
add 10 or more Authorized Adults, we recommend using the template spreadsheet: 
download the file, complete the required information, and then import it into our system. 
(See Guide: Adding/Removing Authorized Adults for reference). 

Note: You can now include non-affiliates on your registration form for POM compliance. 
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30. Responsible Parties: State the person who will be overseeing POM compliance of POM 
training and background checks. 

Note: The Program Director and the Responsible Party can be the same individual. 

 

31. After you click “Next,” you will have the opportunity to review your program's registration 
before submitting it to the POM team for evaluation.
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32. Click “Submit Program,” then click "Yes". 

 

33. Click "Done".
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34. After successfully submitting your program, you will receive an email confirming your 
registration. 

Note: Once a member of the POM team has reviewed your program, you will receive another 
notification indicating whether your program has been approved, denied, or if additional 
information is required before we can proceed. 
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How to Add or Remove Authorized Adults 
on Your Registration Form in Ideal-Logic 
This guide explains how to update the list of Authorized Adults in your program 
registration. Before your program’s start date, you may add or remove new Authorized 
Adults as needed. Please note that once your registration has been approved by POM, 
background checks will begin automatically. Once your program begins, you will no 
longer be able to make changes, so be sure all information is accurate before submitting. 

You may share the following guide with Authorized Adults in your program to help them 
understand their individual responsibilities: Instructions for Authorized Adults 

1. Navigate to https://apps.ideal-logic.com/columbiaPOM. This is your Ideal-Logic Dashboard. 
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2. Note: When you open your Ideal-Logic dashboard, you can access your registered 
Authorized Adults and view their POM compliance status by clicking the Authorized Adults tab 
at the top of the page. Unlike the former system, you will no longer receive daily reports; the 
information will be provided to you in real time on your dashboard. 

 

3. To add an Authorized Adult to your registration form, select "Programs".
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4. Click on the program you wish to update. 

 

5. Click Edit to enter details for new participants. 
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6. Here you have the option to either import a spreadsheet with a list of your desired Authorized 
Adults or input them individually. To add an Authorized Adult individually, click "Add a New 
Person". 

 

7. Enter  the first and last name of the Authorized Adult you’d like to add, then click “Search”.
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8. Select the Authorized Adults who are associated with your program and then click "Add New 
Person".  

Note: If your Authorized Adult does not appear after clicking “Search,” enter their first name, last 
name, and email address manually, then select “Add New Person.”

 

9. Your new Authorized Adults will now appear at the top of your compliance dashboard for you 
to view. 

Note: All programs must have at least two POM-compliant Authorized Adults assigned and must 
meet all required supervision ratios. If you have any concerns about the ratio status for your 
program, please contact ProtectionofMinors@columbia.edu for assistance.
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10. When you're finished updating your Authorized Adults, click "Save and Close". 

 

11. To remove an Authorized Adult from your registration form, click "Programs" on your 
dashboard. 
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12. Click on the program you wish to update. 

 

13. Under the "Actions" column, click “Mark Inactive” for the Authorized Adult who will no 
longer participate in your program. 

Note: Selecting this option will document the last time the Authorized Adult interacted with a 
minor in your program. 
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14. Click the "mm/dd/yyyy" field. 

 

15. Select the last day the Authorized Adult will be associated with your program. 
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16. Click "Mark Inactive". 

 

17. Click "Yes". 
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18. Click "Save and Close". Please note that once you select "Save and Close", you will no 
longer be able to make edits to the individual's inactive status for this program’s session. 

 

19. When you return to your program’s dashboard, you will see the inactive Authorized Adult’s 
end date. 
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Upload Authorized Adults to Protection of 
Minors Portal Using the Template 
Spreadsheet 
This guide offers a step-by-step process for uploading Authorized Adults for your 
program registration using a template spreadsheet. By following it, you can ensure 
compliance, save time, and reduce data-entry errors. 

1. To Update your program's Authorized Adults using a template spreadsheet, go to your 
Programs page and click on the program you wish to update. 
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2. Click Edit to access and import the template spreadsheet. 

 

3. To import a spreadsheet with the list of desired Authorized Adults, click "Upload Authorized 
Adults". 
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4. We recommend that you use our template spreadsheet to minimize errors and maintain 
system accuracy. Click "Download a Template Spreadsheet". 

 

5. You will then be presented with an Excel spreadsheet that instructs you to enter the first 
name, last name, and email address of individuals you would like to include as Authorized 
Adults for your program. 

Note: Do not remove any information that is already placed in Row 1. Instead, you will enter the 
list of Authorized Adults beginning in Row 2, as shown in the picture below.​
​
Note: If you wish to upload your own file, it must be formatted the same way as the template. 
This means that Row 1 should match the image below and include the headers: First, Last, and 
Email.
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6. Once you have listed all your Authorized Adults into your spreadsheet, save the file and 
import it by clicking "Select Files to Upload." 

 

7. Once the file has been uploaded, the system will read the data to verify the accuracy of the 
names and email addresses provided. Click "Start Import»" to import the Authorized Adults to 
your program registration form. 

Note: It’s important that the names and email addresses for your Authorized Adults are correct, 
otherwise the system will flag and highlight any issues. 
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8. Note: If an error occurs, you need to verify that the names highlighted in red are correct. Click   
"Edit Spreadsheet Data" to make the necessary edits to your data. 

 

9. After you fix the flag error, click "Retry With Changes" so the system can re-import your 
data. 
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10. Once your data has been successfully imported, click "Done Importing." 

 

11. Click "Yes." 
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12. After processing, your registration dashboard will display the names of the Authorized Adults 
and their compliance status. 

Note: Once an Authorized Adult has completed the required steps for POM compliance and all 
documentation has been verified, the system will automatically update their status to green and 
Compliant. 
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Sign the Protection of Minors Compliance 
Agreement 
All Program Registrants must sign a Protection of Minors Agreement Letter agreeing to 
ensure that all POM compliance requirements are fully met. This guide introduces a new 
feature that makes the platform easier to use, allowing you to sign the POM Agreement 
Letter directly in our new POM database. 

1. After you receive approval for your program, you will receive a notification via email that it's 
time to review and sign the agreement letter. 

 

2. After logging into your account, click "Review and Sign the Compliance Agreement" or 
"Start" to sign the agreement letter. 
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3. If your program requires a background check you will click on "Select a Division" to identify 
which division is responsible for covering the cost of your program's background checks. 

Note: Upon approval of your program, POM will inform you whether your Authorized Adults 
require background checks. 

Note: If your program does not require a background check, the system will not prompt you to 
select a division. 

In this section you will also review the POM Agreement Letter and provide your digital 
signature to confirm that you have read and agree to the requirements outlined in the consent 
form.

 

4. After selecting your division, its name will appear here. 
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5. Enter the full name, phone number and email address of your program's Senior Leadership. 

Note: The Senior Leadership contact is someone who the POM team will reach out to if your 
program fails to comply with our POM requirements. (This is usually a dean, supervisor, or head 
of the department). For Non-Affiliates, please enter the name of the Columbia Affiliate with 
whom you have contracted. 

 

8. Click the "Type Your Name Here" field. 
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9. Type your first and last name. 

 

10. Click "Submit". 
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11. Click “OK” to confirm that you have reviewed and signed the POM Agreement Letter. 
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Background Check Information 
Program administrators no longer need to export spreadsheets to submit background 
check requests to TrueScreen. With the updated integration, background checks will now 
automatically process as soon as an program administrator registration form is approved 
in Ideal-Logic. 

1. How the New Background Check Process Works 

●​ Program administrators complete and submit their registration form in our new 
registration platform through Ideal-Logic. 

●​ Program administrators add Authorized Adults to their program registration. 
●​ Once the registration form is approved by the POM team, our system automatically 

forwards all required information to TrueScreen for background check screening. 
●​ Those Authorized Adults with valid background checks on file, will not be submitted for 

renewed checks. 
●​ TrueScreen immediately begins processing the background check, with no additional 

steps required from the program administrators. 
●​ Program administrators can then monitor results directly on their dashboard at 

https://apps.ideal-logic.com/columbiaPOM 

2. Steps for Authorized Adults 

●​ Authorized Adults will receive an email invitation to begin the background check process 
from ApplicationStation. 

●​ Authorized Adults should follow the link sent by ApplicationStation, create a profile and 
complete the questionnaire as soon as possible, so as not to delay the clearance 
process. 
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Note: If an Authorized Adult has not received an email from ApplicationStation, please remind 
them to check their spam/junk folders. 

 

3.  Important Reminders 

●​ To ensure a smooth background check screening, we strongly advise verifying the 
accuracy of names, email addresses, and other required information for all 
Authorized Adults before the registration form is submitted.​
 

○​ Incorrect information will delay processing. 
○​ Email accuracy is especially important, as communication and verification steps 

rely on it. 
○​ If a candidate's background check does not clear, the department will be notified. 

If you have questions about a background check after viewing progress/results in 
Ideal-Logic, please contact hrcs-bc@columbia.edu.​
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How to Upload Your Authorized Adults 
NYC DOE Background Check Documents 
Some Authorized Adults may have already completed a background check through the 
NYC Department of Education (DOE) instead of TrueScreen. If you selected this option on 
your POM registration form, follow the guide to upload verification of the completed 
background check to ensure that the compliance status of your Authorized Adults can be 
confirmed. 

1. To upload the NYC DOE Background check for your Authorized Adults, click "Programs". 

 

2.Click “Details” for the program where you want to submit NYC DOE background check 
documents for your Authorized Adult(s).
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3. Click "Not Compliant". 

 

4. Click "Select Files to Upload". 
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5.  Upload the DOE background check results for all authorized adults. 

6. Click "Close" once you have uploaded the necessary files.
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7. Click "Save and Close" to submit all the necessary documents for the POM team to review. 
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How To Track Program Compliance 
When you open Ideal-Logic, you will see a compliance dashboard that shows all your 
Authorized Adults and their compliance status. Unlike the former system, you will no 
longer receive daily reports; information about your Authorized Adults is provided to you 
in real time on your dashboard. 

1. Locate the "Programs" tile on the Homepage. 

 

2. To track compliance for Authorized Adults, click on your program from the list. 
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3. Here you are able to view and track the status of your program participants' POM training, 
background check and code of conduct agreement. 
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Final Step: Submit Program's Evaluation 
At the conclusion of your program, you will be instructed to complete a brief evaluation 
where you will be asked to enter the exact number of minors who participated in your 
program, and other questions about the program's session. This guide provides a 
process for submitting a program evaluation, ensuring that submitters are able to 
complete the task efficiently and accurately. 

1. Once your program has ended, a notification will appear on your POM dashboard prompting 
you to complete an evaluation for your program. To fill out the evaluation form, click “Proceed.” 
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2. Click this text field to enter the number of youth participants who attended your program.

 

3. Indicate “Yes” or “No” if an incident occurred during your program that should be reported to 
the POM office. 
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4. Indicate “Yes” or “No” if there were any incidents involving staff who worked during the 
program. 

 

5. Provide any information that you believe should be shared with the POM office. 
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6. Click "Submit Evaluation". 

 

 

7. Once you have finished your evaluation, click "Yes" to submit it to the POM team for review. 
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Instructions for Program Submitters to Share 
with Their Authorized Adults 
As the submitter it is important to share the following POM responsibilities with all of 
your Authorized Adults who will be associated with your program. These requirements 
are a part of POM Compliance and ensure a safe environment for minors. 
 
How to Address Your Authorized Adults? (Please Copy and Paste Message) 
 
Email Subject: Important: Protection of Minors (POM) Compliance System Update and 
Required Actions 
 

Hi [Name of Your Authorized Adult], 

We are writing to inform you of an important update regarding Protection of Minors (POM) 
compliance requirements. 

The Office of Protection of Minors has officially migrated its POM compliance system to 
Ideal-Logic. As a result, you should expect to receive all future POM-related communications 
from Ideal-Logic and not SabaCloud/ELM. 

Required Actions to Be Fully POM Compliant: 

In order to participate in this program, you must be fully compliant with POM policies. To be 
considered fully POM compliant, you must respond to the email you receive from Ideal-Logic 
by logging into the Ideal-Logic website and completing all required actions, which include: 

●​ Completing the required POM training 
●​ Reviewing and submitting background check requirements with TrueScreen (if required) 
●​ Completing and submitting the Code of Conduct form 

Information About The Background Check Process: 

If a background check is required for your program: 

●​ TrueScreen will send you a separate email from ApplicationStation 
(applicationstation@truescreen.com) with instructions on how to complete your 
background check process. 

●​ Please click the link provided in the email and follow all necessary steps once you 
receive a message from ApplicationStation. 
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Important: Authorized Adults are not permitted to work with or interact with minors until all 
of the required steps are completed. Completing all required steps as soon as possible will help 
prevent delays in your ability to participate. 

If you have questions or need assistance during the process, please follow the step-by-step 
instructions that are shown in this job aid: Instructions for Authorized Adults. 

Thank you for your attention to these requirements and for your continued commitment to the 
safety and well-being of minors. 

Sincerely,​
[Program Director / Office Name] 
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