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Compliance Registration 
Login to the compliance registration system utilizing the UT Login 

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

Sign-in with single sign-on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose Compliance Registration Form 

 

 

 

 

 

 

 

 

 

 

https://apps.ideal-logic.com/utexasypp
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Registration Survey 
Complete the Registration Survey and choose next 
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Campus Program 
Select Program 

If your program is not listed, choose Add a New Program 

 

 

 

 

 

 

 



6 | P a g e  
 

Program Information  
Complete the Program Information section 

 

 

Add the Camp Director Name by choosing Add Program Directors 
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You have the ability to search for your name 

 

 

 

 

 

 

 

 

 

 

Once you find your name, check the box by your name and choose Add Selected  

If your name is not listed choose New Program Director 

 

 

 

 

 

 

After adding the program director choose Next 

 

 

 

 

 

 

 

 

 

 

Search Here 

Click box 
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Session Information 
Add Session Information 

Session Name 

Date and time the program takes place 

Choose if the program is Single Day • 
Multiple Days • Recurrence 

 

 

 

 

 

Complete either the Self-Audit or Pre-Visit Questionnaire 
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Guests – Choose yes or no if you plan to have guests at your program 

 

 

 

 

 

 

Camp Insurance 
Click the link in the registration to complete the camp insurance -- 
https://apps.utsystem.edu/ormcamps/camplist  

Once the camp insurance has been completed check the box to confirm the completion of the 
camp insurance 

 

 

 

 

 

UT System Camp Insurance Portal 
When you click the link, you will see the following screen 

 

Select: Allow me to pick from a list and select your University.  

 

https://apps.utsystem.edu/ormcamps/camplist
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You will use single sign-on to log onto the camp insurance portal. 

 
To start a new camp application, click on the New Camp Application button.  

 
 
 
 
 
 
 
 
 
 
 

Select the appropriate camp type for your program.  
 Non-Sports 
 Sports 
 Online 
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Once you choose the camp type, fill out the insurance application.  
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When you complete the information hit the Submit button. 
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ORM Camp Portal Email 
After you hit the submit button you will receive an email that contains a PDF attachment to the 
submitter and camp contact. The email will come from ORMInfo@utsystem.edu. The subject will be 
Camp Name. 

 

 

 

 

 

 

 

 

 

 

 

 

A PDF will be created that will look similar to the 
old application. The ORM Camp Policy 
Administrator will receive the submitted camp 
insurance and send it to the broker for further 
processing.  

 

 

 

 

 

 

 

 

 

 

 

mailto:ORMInfo@utsystem.edu
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Update or Cancel Camp Insurance 
The submitter may log into the ORM Camp Portal and view a list of the programs they have submitted. 
Select the application you want to update or cancel.  

 

Once you select the application, update the information. Scroll to the bottom of the page and click the 
Update or Cancel button.  

Please Note: You must press the Update or Cancel button to save your changes.  
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An email will be generated and sent to submitter, camp contact and ORM Camp Policy Administrator 
with the Updated Camp Application attached via PDF file. The email will look similar to the following.  

 

Or 

 

 

Proof of Coverage 
Southwest Special Risk will email a proof of 
coverage (certificate of insurance Acord 
Form) and the claims form to the Contact 
Name listed on the application from 
tammy_westbrook@outlook.com.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:tammy_westbrook@outlook.com
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Audit Form 
ORM Camp Portal will email the Contact Name at the end of each camp (expiration date of coverage) 
with a notice that an audit form is ready to be completed for the actual final number of campers and 
staff/coaches. Log in to the Portal, complete, and submit within 72 hours of notice.  

From: ORMInfo@utsystem.edu 
Subject: Audit Form 
 
The form will be prepopulated with camp information.  

Please Note: Purchase Order # has been added to the form. Provide the purchase order number if 
required by accounts payable department to process payments.  

 

 

 

 

 

 

 

 

 

 

This is where you 
will update the 
form and return it 
within 72 hours in 
the ORM Portal 

In return, you will 
receive an invoice 
from Tammy 
Westbrook. 

 

 

 

 

 

mailto:ORMInfo@utsystem.edu
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Invoice 
An invoice for the premium (based on the Audit form) will be sent to the designated Contact Name from 
Tammy Westbrook  (Tammy_Westbrookoutlook.com).  

Please Note: If the audit form is not returned to SWSR in a timely manner, SWSR will invoice from the 
initial application.  

All invoices will include the necessary information to make the payment.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:amelia@austin.utexas.edu
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Upload files to the appropriate file upload field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the program 
emergency plan 
information. 
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Complete the Reunification Center Assignments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the Assembly Information. 
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Complete the Program Administrative Personnel Section.  

 

 

 

Upload the program layout diagram. 

 

 

Session Contacts are the camp director.  
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You can upload the list of your designated individuals. The list of designated individuals must 
include the camp director name and information.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the designated individuals have been uploaded into the system it will tell you if they are 
compliant. 
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Adding Additional Sessions 
Once this has been completed, another session can be added. If you have multiple programs, 
you can use the add another session button.  

 

 

 

 

 

 

Once you click the Add 
Another Session button, you 
will be able to copy the 
information from your 
previous session. Click the 
Create Session button, and 
the new session will be 
created. 

 

 

 

 

You can copy from another session.  

 

 

 

You must add the date of the program and 
the start and end times. After you have 
added your staff and completed the 
registration, follow the information in the 
Registration Submission Section.  
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Registration Submission 
Click Submit Registration 

The Registration Status will tell you if the registration is ready for submission.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



24 | P a g e  
 

Once the registration has been submitted, click Done. 
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Update Training Dates 
If you did not add the training dates to the upload spreadsheet, you must update the training manually. 
To update the training dates, you will go to your dashboard and select Training Completions under 
Designated Individuals.  

 

 

 

 

 

 

 

 

Choose Manual Training.  

 

 

 

 

Choose Select a Person  
(you will only see your designated individuals) 
You can use the Search function to find a  
person by name or simply select the person who 
needs a completion date.  
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Once you select the designated 
individual, add their training completion 
date. You can type the date in or search 
using the calendar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the training date has been added.  
Click Create New Training Complete.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you add the training date, a  
completion will be under  
Training Completions.  
 
 
 
 
 
 
 
 



27 | P a g e  
 

Updating Compliance Registration After Submission 
After you have submitted your compliance registration, you 
may be asked to make changes. On your dashboard, you 
will see Your Compliance. Choose View All Requirements, 
which will take you to your compliance registration.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the session 
that needs an 
update.  
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If you need to update or edit your designated individuals, click Edit.  

 

 

 

 

 

 

 

 

 

 

 

 



29 | P a g e  
 

After clicking Edit, you can Remove designated individuals who are not working the program, add a new 
person, or upload a new spreadsheet.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



30 | P a g e  
 

If you need to update the registration form, click Edit Form on the right side of the registration. Make 
any updates and changes. When you have completed your updates choose Save and Close.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After choosing Save and Close, you will return to 
the Compliance Screen. If you have completed 
your edits, click Done Editing. 
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Designated Individual Guidebook  
Designated individuals now sign the Guidebook in the YPP compliance registration system. The 
designated individuals will receive an email. They will sign in to the system utilizing single sign-on.  
They will receive an email from UT YPP via Ideal-Logic.  
Please Note: Until all requirements have been met, your designated individuals will receive an email.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once they have logged into the compliance registration system, they will see a red box. They will click 
Click to Read Form. Once the guidebook has been read and signed, it will be read compliant.  
 
 
 
 
 
 
 
If a designated individual has been removed from a program and must read and sign the YPP guidebook. 
They can read and sign the YPP guidebook via the Self-Administer YPP Guidebook. 
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