Overview:

VIEWING and Uploading a

FERPA DOCUMENT
STAFF JOB AID

Staff members may now view and upload FERPA documents for students through the Campus Community
section of the student’s record.

Students also can now upload their FERPA document (as well as other documents) on their To Do List
from the comforts of their homes or any other place that is convenient for them. This new process
eliminates the need for students to wait in lines to submit documents in order to resolve items on their

To Do List.

1. To View a previously uploaded FERPA document:

a. Navigate to Main Menu>Campus Community>Checklists> Person Checklists> Person Checklist

Detail.

b. Enter the ID for the Student.
c. Click “Search”.

Person Checklist De

tail

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

<» Search Criteria

ID:

[

begins with %

Sequence Number:
Administrative Function:
Checklist Code:

National ID:

Campus ID:

Last Name:

First Name:

[lcase Sensitive

Search Clear

= w

begins with Vv

begins with %

begins with W

begins with Vv

begins with Vv

Basic Search Save Search Criteria

Q
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d. Select the FERPA record to view.

NOTE: The first FERPA item is most likely the uploaded FERPA form to be viewed. However,
you should verify that the correct document is selected by reviewing each.

e. Click on a FERPA item and continue.

Person Checklist Detail
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

ID: begins with l_“‘—R
Sequence Number: = A4
Administrative Function: Q

Checklist Code: begins with %
National ID: begins with
Campus ID: begins with v

Firse Name:

[[Jcase Sensitive

Search Clear |Basic Search Save Search Critena

Search Results

View All First [ 120r2 [ Last
- = . Checklist National ID - . . _
1D Administrative Function Code Country NID Short Description National ID Date of Birth Gender Name Campus ID Last Name First Name
STRM FERPA USA SSN el o
STRM FERPA USA SSN i i i b
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f. Click on the “Checklist Detail 2” tab.
g. Click on “View Document”.

Checklist Detail 1 I Checklist Detail 2

I 1 —
Checklist Date Time: 06/13/2014 3:40:03PM
Administrative Function: Student Term Status: Initiated
Academic Institution: University of Houston Status Date: 06/24/2014
Checklist Code: Record Release Authorization Due Date: 01/01/9999
Checklist ltem Table
Sequence ltem Status Status Date Due Date
100 FERPA RecRelse Received 06/24/2014 01/01/9999
Responsible ID: 0783354 Name: Mantell Michael Wynton
Upload) Document View Document

Document Uploaded Yes

o) Save | & Retunto Search | 4 Previousin List |4 NextinList ||[Z] Notify

Checklist Detail 1 | Checklist Detail 2
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h. View the “Authorization To Release Educational Records” (a.k.a. FERPA) form.

VIEWING and Uploading a
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Form Ko. 0GC-SF-2006-02

AUTHORIZATION TO RELEASE EDUCATIONAL RECORDS
Family Educational Rights and Privacy Act of 1974 as Amended (FERPA)

1 harsby ily authorize officials in the
[Print Name of Student]

University of Houston departmentiz) identified below to disclose identi i jon from my
ducational records. [Flease check the box or baxes that apply):

[ Eegistration and Academic Fecords

[ Scholarchips and Finandal Aid

[ Student Financial Services

[0 Undergraduate Scholars @ UH {formally UST)

[ Ustrersity Advamcement

[ Dean of Studants Office

[ Other Fleace Specify)

of the ing i ion or category of information. (Fleace check the bax ar

mm;;pm:
[ Grades/ Transcripts
[ Finsmcial Aid
[ Dizciplinasy
[ Housing
[ Scholarship and/or Henars
[ Photos
[ Academic Records
[J A0 University Records
O =
[ Other Fleace Specify)

‘Thic @ iom may be releaced to:

[Prize Mommals| of Individianlls) Ta Wheeem Ussivarsisy May Dézclaze Infarmasion]
for the purpose of informing:

O Fammizy

[ Educational Inctitation

[ Honer or Award

[ Explayes Procpactive Employas

[ Public or Media of Schalarzhip

[ Cthar Flaace Spacify)
Flaace provide & pazoword to obtain information via the phone: . The
=hould mot contain mere than ten (10] letters. You must provide the passward to the individusls or sgencies listed
above. The University will not raleace information to the caller if the caller doss not have the passward. A new
form must be complatad to change your pascwornd.
This is o attest that | am the student signing this form. Imdzﬂhndthemhmnhnnmuyhrﬂ:md
orally or in the form of copies of written records, as p
remain in efiect from the date it iz executed until revoked by me, mmmamuw

Student Name [please print] PeopleScft 10, Nummber

Student Signature Tate

Pagaledl : Note: Modification of this Form requires approval of 0GC
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2. To Upload a FERPA document:
a. Navigate to Main Menu>Campus Community>Checklists> Person Checklists> Person Checklist
Detail.
b. Enterthe ID for the Student.

c. Click “Search”.

Person Checklist Detail

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

< Search Criteria

ID: begins with Vv Q

Sequence Number: = v
Administrative Function: | begins with v Q

Checklist Code: @l
National ID: [ begins with V|
Campus ID: @l
Last Name:
First Name:

[Jcase Sensitive

Search Clear |Basic Search [§ Save Search Criteria
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d. Select the FERPA record to view.

NOTE: The bottom FERPA item is the most likely item for uploading another FERPA form.
However, you should verify that the correct document is selected by reviewing each.

e. Click on the FERPA item and continue.

Person Checklist Detail

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

= Search Criteria

[CTIT —

Sequence Number: [= V|

Administrative Function: | begins with | Q
Checklist Code: [begins with V]

National 1D: W

Campus ID: begins with v

Last Name: [ begins with V:

First Name: begins with

[Jcase sensitive

Search Clear Basic Search [§ Save Search Criteria

Search Results

View All First [ 1-20f2 3 Last
D Ac Function © pe LY NID Short Description National ID Date of Birth Gender Name Campus ID Last Name First Name
“EEE Code Country
STRM FERPA USA SSN - e
STRM FERPA USA SSN Ty
Page | 6 6/10/2014



VIEWING and Uploading a

FERPA DOCUMENT
STAFF JOB AID

f. Click on Checklist Management 2 tab to locate the Record Release Authorization item with a
Status of “initiated”. You will also notice that the “Upload Document” button is highlighted
and the “Document Uploaded” status is “No”.

g. Click “Upload Document”.

Checklist Detail 1 Checklist Detail 2

Sergio Gutierrez ID: 1022814 2 *
Checklist Date Time: 06/13/2014 3:40:03PM
Administrative Function: Student Term Ftatus: Initiated I
Academic Institution: University of Houston Status Date: 06/24/2014
Checklist Code: Record Release Authorization Due Date: 01/01/9999
Checklist Item Table
Sequence Item atus Status Date Due Date
100 FERPA RecRelse Initiated 06/23/2014 01/01/9999
Responsible ID: 0783354 Name: Mantell Michael Wynton

Upload Document

Document Uploaded No

= & RetuntoSearch | +E PreviousinList ||4E NextinlList | [Z] Notify

Checklist Detail 1 | Checklist Detail 2

NOTE: All uploadable documents must be a PDF format. An electronic version of the FERPA form to be
uploaded should already be saved. Please confirm the availability of the electronic form and that it is
compliant with the upload naming coventions and file format requirements on the next page.
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h. A “Message” window containing important file naming information will appear.
NOTE: all FERPA forms to be uploaded MUST be saved as PDF files.
i. Click “OK”.

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.

...... o K‘ Cancel

j.  Browse to locate the correct FERPA form for the student and click “Upload”.

File Attachment

Help

Browse...

[

Upload Cancel
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k. You will be returned to the “Checklist Detail 2” page.

Checklist Detail 1 Checklist Detail 2

Sergio Gutierrez ID: 1022814 2 %
Checklist Date Time: 06/13/2014 3:40:03PM
Administrative Function: Student Term Status: Initiated
Academic Institution: University of Houston Status Date: 06/24/2014
Checklist Code: Record Release Authorization Due Date: 01/01/9999
Checklist [tem Table
Sequence Item Status Status Date Due Date
100 FERPA RecRelse Received 06/24/2014 01/01/9999

Responsible ID: 0783354 Name: Mantell, Michael Wynton

Jpload) Document View Document

Document Uploaded Yes

o) Save | A\ Retumto Search || +E PreviousinList |#E NextinList ||[Z] Nofify

‘hecklist Detail 1 | Checklist Detail 2

[. Click on “View Document” to see the form and confirm it is correct.

Checklist Item Table

“Sequence “ltem *Status *Status Date *Due Date ] [=]
100, [FERPA |Q  RocRelse 06/16/2014 |  [01/01/9999
Responsible 0088556 Q

Name: Stott Anthony D
ID:

View Document

Document Uploaded Yes
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