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Overview: 

 

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”. 
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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. 
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f. Click on the “Checklist Detail 2” tab. 

g. Click on “View Document”. 
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h. View the “Authorization To Release Educational Records” (a.k.a. FERPA) form. 
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2. To Upload a 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”. 
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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. 
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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”.  
 

 

 

 

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”. 

 

 
 

 

j. Browse to locate the correct FERPA form for the student and click “Upload”. 
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k. You will be returned to the “Checklist Detail 2” page. 
 

 

 

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

 


