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Uploading General To Do List Iltems

» 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).

UNIVERSITYof HOUSTON

Fri, Nov 8, 13
Faugrtes Hathenu

Breadcrumbs visually display your
navigahion path and give you aceess
to the contents of subfokders

' Top Menu Features Description F]
Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to
qet started
Highlights
Recently Used pages now appear
under the Favorites menu, located at —
the lop el

Welcome to UH Self-Service!

LH Seff-Senvice will be your connection to managing your university services from anywhere!

Get Help|Feedback |Home | Sign Out

The University of Houston may be using email to communicate to you as additional functionality becomes avalable.

Shudents, 1o ensure thal you receive fulure communicalions, please verily tal your forwarding email address is comect by nevigating lo Campus Personal Informetion.

Faulty, be sure thal your email address is updaled in PAS.S.

Student Announcements
The following links open in a new window:

=L

» Important Fall Semester Enroliment Seraces Uates and Deadhines. Llick

Here.

Learner Services

W e

Student Center
Ltse: the shudent cenler Lo manage school
related activiies
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Apply for Graduation
Apply for Graduation.

Student Admission

Check your appiication slalus, pay your
application fee and register for your New
Student Conference.

Advising

See Information aDout academic advisors, and

to schedule an appointment with your major
advisor

= Academic Records
12" View grades and advisors and request
franscripts and verification reports.

_!Q\ Enrollment
(=" View appointments, plan and enroll in classes.
VIEN SHUOENT 3nd exam schedules.

9 student Financials
j]Selﬂ't parking/alumni fees, view your account,

select a payment plan, make a payment, and gef

your 1098T.

EE

B Campus Personal Information
" Maintain your personal information and review
holds and to dos pending to your record

Financial Aid
o Apply for financial aid, vicw to-do list, and
= accept or deciing your inancial aid award

é’) Transfer Credit
View your Iransfer credil reporl.

7/17/2014




Uploading a FERPA To Do List Item

Step 2:

» Notice in the To Do List the “Records Release Authorization” item. (See Figure 2).

Student Center

My Academics

| other academic...

v|®

¥ Finances

Student Financials

Account Balance
Account Summary
Chargaes Dus
Pending Financial Aid
Payment Plans
Refund Reguest

Financial Aid

View Financial Aid
Accept/Decline Awards
L

T Academics

@ You are not enrolled in classes.

Account Balance

Summer 2014
Term Balance
Pending Aid
Term Total
Prior Balance
Total Amount Due

enrollment shopping cart .

$0.00
$0.00
$0.00

£0.00
$0.00

SEARCH FOR CLASSES

Mo Haolds.

Record Release Authorization

Details/Upload Documentation
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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).

Student Center

Search

Plan

Enroll

My Academics

| other academic...

v|®

Student Financials

Account Balance
Account Summary
Charges Due

Pending Financizl Aid
Payment Plans
Refund Request

Financial Aid

View Financizal Aid
Accept/Decline Awards
L

@ You are not enrolled in classes.

Account Balance

Summer 2014
Term Balance
Pending Aid
Term Total
Prior Balance
Total Amount Due

enrollment shopping cart

£0.00
£0.00
£0.00

£0.00
£0.00

¥ Academics

SEARCH FOR CLASSES

Mo Holds.

¥ Finances

Record Release Autharization

ﬂDetailstDload Documentation
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Uploading a FERPA To Do List Item

Step 4:

»  Click the “Upload/View Document” link (See Figures 4).

To Do List

To Do Item

Record Release
Authorization

Cancel |

Due Date

‘DUOI;'QQQQ

Status

Received

Institution

University of Houston

Administrative
Function

Student Term

Details /Upload
Document

Upload/View Document
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Uploading A FERPA To Do List ltem

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.

To Do List

To Do Itemm Detail

Optional-info Release Form 3

Academic Career: UGRD
Termm: 1210

Contact

Academic Institution: Uniwversity of Houston

Administrative Function: Student Ter
Due Date: Lo}

Contact: o#Tid Academic Rods

Confidentiality

Description

|Optior‘|a| checklist item. ”~~

@
il
M

Upload File

Document Uploaded: MNo
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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)

Authorization to Release
Educational Records

The Family Educational Rights and Privacy Act (a.k.a. FERPA or the
Buckley Amendment) protects a student’s right to privacy
concerning their academic records and information. The University
of Houston will not disclose any information without the written
consent from the student, with some exceptions as stated by
FERPA. Further information regarding FERPA for parents and
family members can be found on our Cougar Parents web

page.

Beginning November 2013, students who wish to grant a third party
access to their educational records, may complete the following
steps:

. Download and complete the Autherization to Release
Educational Records (i.e.: Info Release/FERPA Form)

2. Scan the completed document and save in PDF format

3. Upload/Attach scanned PDF document into myUH account. To
complete this action, students should navigate to the Optional-
Info Release Form To-Do List item in their myUH Student
Center and click on the “details” link. Instructions for
uploading/attaching the FERPA form can be found here.
Students may contact the Registrar's Office at (713) 743-1010,
option 7, for further assistance.
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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.

Form Ne. OGC-5F 200608

AUTHORIZATION TO RELEASE EDUCATIONAL RECORDS
Family Educational Rights and Privacy Act of 1974 as Amended [FERFA]
haraiy b suthorize osinls in tha

balew to dizclase parzamaly idensifskl inmfermoten Som my
£ha apply:

[ Undargradunse Schalars @ UH darmally UED)

[ Unirarsity Advencamant

[ Do of Srudants Cifics

[ Dxkar (Flacas Spacsy)
SpeciScally, | cushorizs dizclosurs of the fllowing &
‘bomas thet opphi:

[ Sredas/ Tramzerip=

O Finoncial 24

Friar Namets| of ladvidiads] To When Ushersiny May Disccoss |ndemaaton |
for tha parpess o i :

Foiar Adizional Indivituals I Hacessary]

[ C<kar (Flaczs Specy)
Flanzs provids o passwerd to obtein information vic the phoe: Tha posswerd
hould net comtein mors thon tan (1) lecters. ¥ou mast provide the pazceond o the ndividunls or cgencies Ered
ceors. The Ustrersity will not ralsass imformotion o tha coller if the collar does mot kove the possoord. A cew
Sorm miart fow complesed to changs your passward.

Thiz iz to ottest thot [ o= the sindact mgeing this form | modarrtnnd the informetion moy be relsosed
orally or & the form of copiss of writtas reserds, s the Thia izmtion will

by
ramnin i affsst from the dnts it iz smsewesd n=til revolsd by ma, in writing, and deliversd sz Dapare=aztiz)

FecpleSoft LD, Nuamiber

Das

Coffizn =4t Canarad Counal
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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).

To Do List

To Do Item Detail

Optional-info Release Form 3

Academic Career: UGRD
Term: 1910

Contact
Academic Institution: University of Houston
Administrative Function: Student Term

Due Date: 01/01/9999
Contact: Registration and Academic Rcds

Description

l Optional checklist item.

Upload File I L= e I

Document Uploaded: No

| Return

7/17/2014
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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).

Message

Document must be in .PDF format
(20000,163)

File name should not contain any invalid characters such as (*:'<>?).
Length of file name should be less than 30 characters.
If you experience issues please shorten the length of your file name.

By submission, | certify that the information | have provided
is complete and correct and | understand that the submission
of false information is grounds for rejection of my application,
withdrawal of any offer of acceptance, cancellation of
enroliment and/or appropriate disciplinary action.

SR Cancel

7/17/2014
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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.

To Do List

To Do Item Detail

Optional-info Release Form 2

Academic Career: UGRD
Term: 1910

Contact

Academic Institution: University of Houston
Administrative Function: Student Term

D Dvantes: 01/01/9999
Contact: Registration and Academic Rcds

Confidentiality
Description

Optional checklist item.

View File

Document Uploaded: yas

Returm

7/17/2014
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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).
»  Asaconvenience 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.
Favorites - | Main Menu~ > Student Center
UNIVERSITYof HOUSTON
Wed, Jul 2, 14
Sheila's Student Center
SEARCH FOR CLASSES |
Search e‘\-o
Plan @ You are not enrolled in classes. ¢ \)(
My Academics \ \
enrollment shopping cart p
- @ Financial Delinquency
|other academic... Vl Return Check Hold
Student Financials Account Balance
Account Summa Summer 2014 e,\‘
Mes_l:_lue - . Term Balance $0.00 Record Release Authorization \%\)(
Pending Financial Aid Pending Aid $0.00 ?
Payment Plans Term Total $0.00
Refund Request ) Details/Upload Documentation P
Financial Aid Prior Balance $97.60
View Financial Aid Total Amount Due $97.60
Accept/Decline Awards T Enroliment Dates
Open Envoliment Dates
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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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