How to Create an Authorization to Release

Training Description:

This page will show you how to authorize to release your student information to your Third-Party
Designee.

e Select “Authorize to Release” from the Dashboard Menu under “Student Records”
e Read the information and instructions provided on the page.

o If prompted, complete the Birth City field and select “Save Birth City”
e Complete the information for each person for whom access should be given.

o 4-digit access code:

o Check the appropriate box for each department to release information.

e Select “Save”

o Ifany field highlight, correct the errors shown and select “Save” again.

This is created and assigned by the student.
Cannot start with 0 (zero).

Must be numeric.

Can be the same for all users.

e Share the access code you have created with designees.
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Create an Authorization to Release

Your student records which are maintained by California State University. Chico are protected under the Family Educational
Rights and Privacy Act (FERPA). FERPA gives you the right to provide consent to disclosures of your education records to
‘third parties, such as your parents, guardian, sponsor, etc

Upon completing the form below, you are authorizing Office of the Registrar and Academic Advising Programs, Student
Financial Services, and/or the Financial Aid and Scholarship Office ta share your records with your third-party designeefs)
Granting access ta one office does not grant access to the other offices

Hote: Authorization to Release Information is different from a Parent Portal account. The Parent Portal account only allows users fo view your student
informafion anline: it does not allow staff to share your records with those users.

Office of the Registrar and Academic Advising Programs; may release academic record information, such as grades
enrollment, progress toward degree, academic standing, advising notes, etc

Student Financial Services: may release charges and payments posted on your student account, and/or financial aid that
has been applied or is pending disbursement, as well as current enrollment status, as it affects your balance

Financial Aid and Scholarship Office: may release financial aid and scholarship information, including student account
activity, awards and disbursements, and enroliment and academic data related to your eligibility for financial aid.

Adding or updating a third-party designee:

Enter and save student birth city if prompted

Enter the designee’s first and last names

Creats a 4 digit access code for the designee and share it only with that person
You can change or update a designee’s access by updating the checkboxes below
To add a designee, click the '+’ button

Click the “Save’ button to save your entries andfor changes

Before your student information can be released to your third-party designees, they will be required to identify
themselves and provide student birthdate, birth city, and access code to confirm they are your authorized designees.
Do not share this information with anyone other than your authorized designee

If you are not a currently enrolled student, access granted to your designees may no longer be valid.
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