ADMINISTRATOR/EMPLOYEE
STUDENT RECORD RELEASE AUTHORIZATION INSTRUCTIONS

This process allows you to view the individuals or entities to whom a student has authorized the
release of his/her educational records. This is optional and the student can choose, or not
choose, to release his/her educational record information. In the event you get an inquiry

regarding a student’s educational record, here are the instructions. The different types of
educational records are defined within this document.

» Login to your URSA account.
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» Click on “Employee” tab.
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> Go to the bottom of this menu and click on “Student Record Release Authorization”.
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» Ask the inquirer for the student’s banner ID. Hopefully, they will have it. If they don’t,
you will need to look it up. Not having a student’s banner ID does not prohibit an
inquirer from getting a student’s information, if the student has authorized the release
of such. Enter the banner number and click on “View Authorization Records”.

wezkadam.P_IUPGetID_F - Microsoft Internet Explorer provided by The Administrati

& x|
Fle Edt Vew Favorkes Tools Help ‘ o=
Q.0 .06 & alL & €| 2 = °.
Back Forward Stop Refresh Home: Search  Favorites  Histary Mail Print Edit Discuss  Ebates Research
Address [ €] https: [jwuwdsv. banner up.edujplsidevliswzkadsm F_IUPGetID_F =l Go ‘L\nks D
Gocgle | | search - 52 - e | B U7 Bookmarks+ | 2 check - T autoril - 4 €4+ O sgnin -

x =

IUP Banner Development Self Service

Personal Information Faculty Services Employee JUTEYTH

Search EI

FMEMU.P_MAINMNL - SITE MAR HELR  EXIT

Enter Student ID: |

‘ View Authorization Records

4|

|_>l_I
| * | Disussons = | 11 B 5 %) | || @) Discussions not available on hetps: ey banner iup,sduj @
[&] pane

[ [ [ [& 8 Localintranet
start] | ) tnbox - 1P Acrinstrati... [ ] hctpe:/ wdev.ban... | 1] Acin Studsnt Record .. CUENT | CXEDD




This screen displays several important items:

The 6 categories of information defined by IUP as “educational records”.

The definition of each category of information.

The individual to whom the student has granted access.

The security keyword and security phrase.

The categories of information to which the student has allowed access for each identified
individual.

» After the inquirer identifies himself/herself and is listed as being allowed access (as
shown below), ask the inquirer to give you BOTH the security keyword and security
phrase. The student would have been instructed to give both.

» If the inquirer correctly gives you both, you can only release information specified in the
“Allowed Access” column. In most cases, Deans, A-Deans, faculty members, advisors

and the Registrar’s Office will be asked about academic, registration or directory
information. Housing, financial aid and bursar inquiries should be directed to those
offices.
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Academic Records: graduation, grades, academic standing, and probation/dismissal status.
NOTE: Transcripts and certifications which need to be mailed out require the student's written,
dated request.

* Registration Records: scheduling information and registration holds.

Housing Records: meal plan and IUP residency information.

Financial Aid Records: financial aid resources and amounts, academic progress explanation
(may include grade information), specific information found on the Free Application for Federal
Student Aid (FAFSA) and any other document received, financial or otherwise, by the Finandial Aid
Office from the parent and/or student.

Bursar's Records: student bill and transaction activities, refund information, install payments.

Directory Information: address, telephone number, dates and status of attendance,
previous institutions attended; degrees conferred; major field of study and class;
awards and honors, past B present participation in sports and e-mail user name.

Name/Address

||Securitv

Allowed Access

Student, Father
456 Edie Road
Somerset, P4 15501

Keyword: Rusty
Phrase: I like dogs.

Academic Records
Registration Records
Bursar's Records
Directory Information

Name/Address

Security

Allowed Access

Student, Mother
123 School Lane
Indiana, P& 15701

4

Keyword: Majesty
Phrase: My favorite day is Friday.

[Academic Records
Registration Records
Housing Records
Financial Aid Records
Bursar's Records
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As can be seen below, individuals other than parents can be granted educational record access,
if the student so chooses. In keeping with the Family Education Rights and Privacy Act, (FERPA)
those decisions are made by the student. The student can choose, or not choose, to release

his/her educational record information.
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include grade information), specific |nformat|on found on the Free Application for Federal Student Aid
(FAFSAY and any other document received, financial or otherwise, by the Financial Aid Office from the
parent and/or student.
* Bursar's Records: student bill and transaction activities, refund information, install payments.
* Directory Information: address, telephone number, dates and status of attendance, previous
institutions attended; degrees conferred; major field of study and class; awards and honors, past &
present participation in sports and e-mail user name.,
Name/Address ||Securitv Allowed Access
Student, Father Keyword: Rusty Academic Records
456 Edie Road Phrase: I like dogs. Financial Aid Records
Somerset, P4 15501 Bursar's Records
Directory Information
Name/Address Security Allowed Access
Student, Mother Keyword: Majesty [Academic Records
1232 School Lane Phrase: My favorite day Is Friday. Registration Records
Indiana, P& 15701 Housing Records
Financial Aid Records
Bursar's Records
Directory Information
Name/Address Security Allowed Access
Student, Rich Uncle yword: Money Registration Records
789 Lincoln Avenue rase: My favorite color is green. Bursar's Records
Fittsburgh, FA 15209 Directory Information
=
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These authorizations stay in place until the student deletes or edits them. He/she does not
need to re-do these each semester of attendance.

If you have any questions, please contact the Office of the Registrar at 724-357-2217.



