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The information that 
appears in the About
tab on the Academic 
Portrait is drawn from 
the Demographics tools 
in LCMS+, which you 
can use to create and 
enter Sets and Fields of 
data.

This means schools can customize the About
tab to display any data they choose. Here’s 
how:

1. Create Fields.

You can find Demographics in the ADVANCED 
section of the Administrator’s Toolbar on the 
left-hand side of your screen.  Click the menu 
option for Fields to begin.

Click the option Add New Demographic 
Field. Follow the onscreen prompts to 
establish the name of your Field (as it will 
display in the Academic Portrait), and what 
type of data will be entered. 

2. Group your Fields into Sets.

As you can see in the screenshot above, 
Fields in the Portrait are grouped under 
headers (for example, Application 
Information). To get started, click Sets right 
under Fields in the Administrator’s Toolbar.
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Click the link to Add Demographic Data 
Set, and assign your set a Name and a 
Description.

Once you click Save Record, you’re ready 
to add Fields to the Set.

Click Select Data Fields to begin.

You’ll see a “pick list” of 
your Fields.  Click the items 
under “Available Fields” to 
move them over to 
“Selected Demographics”. 
These Fields will now 
appear as part of this Set:

3. Assign Groups.

In order for the Set to appear in the 
students’ Academic Portrait, you must 
associate the Set with the Student Group.
Click Assign Groups, and click the link for 
Students.

4. Enter the Data.

We’re developing a tool for bulk importing 
user data, but for now data needs to be 
entered manually.  Click Users in the 
Administrator’s Toolbar to begin.

Enter any student name in the search 
box, and click the Set you want to update.

Now your data will appear under the 
About tab in the Academic Portrait.


