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Uploading General To Do List Items 
 
  Applicants and students can now take advantage of a 

convenient new process to upload certain To Do List item 
documents via their myUH self-service account.   

 This new process eliminates the need for applicants/students 
to wait in lines to submit paper documents to resolve items 
on their To Do List.  

 Applicants and students can upload documents from the 
comfort of their home or any other place that is convenient 
for them.  

 
This presentation outlines the process for  

uploading the FERPA form 
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Uploading  a FERPA To Do List Item 
 
 
 

A few notes to remember: 
 FERPA (Federal Educational Rights Privacy Act).   
 This federal law protects the privacy of student’s 

educational records.  This law applies to all schools that 
receive funds from the U.S. Department of Education. 

 Students must complete the FERPA form, indicating the 
person(s) who can access their educational records. 

 Students must also provide a password that can be used to 
authenticate person(s) who have been authorized to receive  
educational information regarding the student. 
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http://www.uh.edu/legal-affairs/contract-administration/pdf-documents/FERPA%20Authorization%20Form%20OGC-SF-2006-02.pdf


 
 
 

Uploading a FERPA To Do List Item 
 
 
 

Step 1:  
 Navigate to the Student Center (See Figure 1). 
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Uploading a FERPA To Do List Item 
 
 
 

Step 2:   
 Notice in the To Do List  the “Records Release Authorization” item. (See Figure 2). 
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Uploading a FERPA To Do List Item 
 
 
 

Step 3:   
 To start the document upload process, click on the “Details/Upload Documentation” link            

(See Figure 3). 
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Uploading a FERPA To Do List Item 
 
 
 

Step 4:  
 Click the “Upload/View Document” link (See Figures 4). 
 



 
 
 

Uploading A FERPA To Do List Item 
 
 
 

Step 5:   
 Click the “Confidentiality” link (See Figure 5). 
 You will be directed to the Authorization to Release Educational Records page where you will find information 

about FERPA regulations,  your responsibilities for permitting release of your educational records information, and 
the FERPA form for you to complete. 
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Uploading a FERPA To Do List Item 
 
 
 
 

Step 6:   
 Read the “Authorization to Release Educational Records” information.   
 You will see a link to download the FERPA form;  Click on the “Authorization to Release Educational Records “ link 

to  download the FERPA Form (See Figure 6) 
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Uploading a FERPA To Do List Item 
 
 
 

Step 7:   
 Complete the form (with signature) and save it to your computer or other storage device. 
 

                                                  Note: See Step 9, Figure 8,  for information about the  the PDF file naming rules which must be followed   
            for a successful  upload. 
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Uploading a FERPA To Do List Item 
 
 
 

Step 8:   
 After saving the Authorization to Release Educational Records form, close the form and you will be returned to the 

“To Do List Item Detail” page.  
 Click “Upload File” when you are ready to  upload your document and follow the instructions (see Figure7). 
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Uploading a FERPA To Do List Item 
 
 
 

Step 9:   
 View instructions for file type format  and then click “OK” (See Figure 8).  
 Click “Browse” to locate the FERPA form that was just completed and saved. (See Figure 9). 
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Uploading a FERPA To Do List Item 
 
 
 

Step 10:   
 When the upload is complete, a message indicating that the document upload was successful will appear. 
 Click “View File” to confirm that  the correct  FERPA form  was uploaded. 
 Click “Return” to go back  to your To Do List. 
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Uploading a FERPA To Do List Item 
 
 
 

Step 11:   
 When you return to the To Do List you will notice that the “Holds” item displays a notification “FERPA Release on File” indicating a successful 

upload (See Figure 10). 
 Also notice  in the “To Do List” that the “Records Release Authorization” item  remains on the page  (See Figure 10). 
 As a convenience to students, uploaded FERPA documents are always viewable by the student and an additional Record Release Authorization 

item will appear in the student’s To Do List within 24 hours. This will permit the student to submit an updated FERPA form.  
 



 
 

Uploading Other To Do List Items 
Don’t Forget!! 

 
  Applicants and Students can now take 

advantage of a convenient new process to 
upload certain To Do List item documents via 
their myUH self-service account.   

 This new process eliminates the need for 
Applicants and Students to wait in lines to 
submit certain  paper documents to resolve 
items on their To Do List.  

 Applicants and Students can upload documents 
from the comfort of their home or any other 
place that is convenient for them.  
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