Editing the Learner Profile Form
Considerations When Customizing the Learner Profile Form
1. First, review the Learner Profile Form. Take notes of any questions you would like revised or deleted, or additional information, questions, or data you’d like to add. You will need to note if the question or data will be required, the way you want it displayed, and permission levels.
2. Information, Question, Data Desired – Determine the instructions or question. For example, this might read: “Zip Code” or “What kind of public assistance do you receive? Check all that apply.”
3. Answers/response options – Enter the possible answers or data options for the profile question. Each option should be entered on a separate line and follow the display type you indicate from the list below.
4. Display Type – EACH profile question can be displayed as ONE of the following items:

· Text Box – For short answer or fill-in-the-blank questions.

· Password Text Box – Contents encrypted (i.e. ********).

· Text Area – For longer text answers.

· Rich Text Area – For longer text answers with the option of formatting text (e.g. font, colors, etc.)

· Radio Button Group – Allows an individual to select only ONE answer from a set of possible answers.

· Check Box Group – Allows an individual to select MULTIPLE answers from a set of possible answers.

· Drop-down List – Allows an individual to select only ONE answer from a drop-down box with a set of possible answers.
· List Box – Allows an individual to select MULTIPLE answers from a drop-down box with a set of possible answers.
5. Required – For every profile question you must decide if it will be required. That is, every learner in your LZ must have an answer entered for this question.
6. Permissions – For every profile question you must indicate the type of permission each role is allowed (Full = allowed to answer or edit a response; View Only = can view a question and response with no ability to edit the response; or None = no access to view, answer, or edit):

· Counselor (Case Manager or equivalent role)
· Teacher

· Tutor
· Learner
Learner Profile Editing Form
Instructions: To use this form, click your cursor in a gray box and begin typing. Double-click in a checkbox and choose the “Checked” option in the Default Value Field to check the box.
This document is available on the Central Southern Tier RAEN Website under the Learner Web Tab at http://www.centralsoutherntierraen.org/ learner_web.php.

Learner Profile Form
Copy and use this section of the customizing form for each question that you will change or add.

Delete Current Questions
List the questions you do not want included in your learner profile. Please include the question number if known.
     
     
     
     
     
Change Question Order: (To show any change to the order of questions, list them here in the new order.)
     
     
     
     
     
     
     
     
     
Add New Question
Fill out the Question Revision Section below indicating the new question name in the New Question field. Be sure to indicate the place you want the question added in the Change Question Order field above.
Question Revision Section

Copy and use this section of the editing form for each question that you will change or add.  Allowable changes include: question revision, deletion, or addition; question order; display type; answer revision, deletion, or addition; answer order; required status; and permissions revision, deletion, or addition.

Fill in the fields for any of the question content that must change (or for new questions that you are adding). You must fill in the Current Question field to make changes to an existing question or fill in the New Question field to create a new question. If nothing changes, leave the space as it is.
Current Question:      
New Question:      
Display Type:

 FORMCHECKBOX 
Text Box

 FORMCHECKBOX 
Password Text Box

 FORMCHECKBOX 
Text Area

 FORMCHECKBOX 
Rich Text Area

 FORMCHECKBOX 
Radio Button Group

 FORMCHECKBOX 
Check Box Group

 FORMCHECKBOX 
Drop-down List

 FORMCHECKBOX 
List Box

Answers:

List the answer options you want for this question. Note: Text display types will not require defined answer/response options. These fields are open space to type a response.
Answers to be deleted:
     
     
     
     
     
     
     
Answers to be added: (For new questions, please make sure they are in the order you want them to appear. To add answers to a current question, please make sure to indicate the order you want them to appear in the Answer order field below. )
     
     
     
     
     
     
     
     
Answer order: (To show any change to the order of answers, list them ALL here in the new order.)
     
     
     
     
     
     
     
     
     
Required:

Do you want this question to be required for data entry purposes for every learner?
 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No

Permissions:

Enter the type of permission each role is allowed (Full = allowed to answer or edit a response; View Only = can view a question and response with no ability to edit the response; or None = no access to view, answer, or edit):

	Role
	Full
	View Only
	None

	Counselor (Case Manager or equivalent role)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Teacher


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tutor


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learner


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Current Question:      
New Question:      
Display Type:

 FORMCHECKBOX 
Text Box

 FORMCHECKBOX 
Password Text Box

 FORMCHECKBOX 
Text Area

 FORMCHECKBOX 
Rich Text Area

 FORMCHECKBOX 
Radio Button Group

 FORMCHECKBOX 
Check Box Group

 FORMCHECKBOX 
Drop-down List

 FORMCHECKBOX 
List Box

Answers:

List the answer options you want for this question. Note: Text display types will not require defined answer/response options. These fields are open space to type a response.
Answers to be deleted:
     
     
     
     
     
     
     
Answers to be added: (For new questions, please make sure they are in the order you want them to appear. To add answers to a current question, please make sure to indicate the order you want them to appear in the Answer order field below. )
     
     
     
     
     
     
     
     
Answer order: (To show any change to the order of answers, list them ALL here in the new order.)
     
     
     
     
     
     
     
     
     
Required:

Do you want this question to be required for data entry purposes for every learner?
 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No

Permissions:

Enter the type of permission each role is allowed (Full = allowed to answer or edit a response; View Only = can view a question and response with no ability to edit the response; or None = no access to view, answer, or edit):

	Role
	Full
	View Only
	None

	Counselor (Case Manager or equivalent role)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Teacher


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tutor


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learner


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Current Question:      
New Question:      
Display Type:

 FORMCHECKBOX 
Text Box

 FORMCHECKBOX 
Password Text Box

 FORMCHECKBOX 
Text Area

 FORMCHECKBOX 
Rich Text Area

 FORMCHECKBOX 
Radio Button Group

 FORMCHECKBOX 
Check Box Group

 FORMCHECKBOX 
Drop-down List

 FORMCHECKBOX 
List Box

Answers:

List the answer options you want for this question. Note: Text display types will not require defined answer/response options. These fields are open space to type a response.
Answers to be deleted:
     
     
     
     
     
     
     
Answers to be added: (For new questions, please make sure they are in the order you want them to appear. To add answers to a current question, please make sure to indicate the order you want them to appear in the Answer order field below. )
     
     
     
     
     
     
     
     
Answer order: (To show any change to the order of answers, list them ALL here in the new order.)
     
     
     
     
     
     
     
     
     
Required:

Do you want this question to be required for data entry purposes for every learner?
 FORMCHECKBOX 
 Yes


 FORMCHECKBOX 
 No

Permissions:

Enter the type of permission each role is allowed (Full = allowed to answer or edit a response; View Only = can view a question and response with no ability to edit the response; or None = no access to view, answer, or edit):

	Role
	Full
	View Only
	None

	Counselor (Case Manager or equivalent role)


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Teacher


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tutor


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Learner


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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