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5. Select the phone number you can be contacted at, should any questions occur. 

 

6. In the Authorized Third Party section, enter the name, phone number, and relationship of who you want to grant 
access to. 

 

7. Create a unique, 4-digit numeric PIN (Personal Identification Number)* for the person you granting access.  
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9. Read the authorization section and click submit. 

 

�x Note: This authorization will remain in effect until it is revoked by you. To revoke the FERPA authorization, you 
must remove the access by selecting the Delete button in the Action Column of the dashboard.  

10. You will receive a notification that your submission was successful. Click back to dashboard to view the 
addition/
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3. Read the authorization section and click submit. 

 

4. You will receive a notification that your submission was successful.  

 

 

Instructions for Students- Deleting Access 
Below are the instructions on how to remove access from a third party. 

1. From the Dashboard, under the Action column, select the Delete button. 

 

2. A pop-up will appear. Select ok to delete access, or cancel to keep access. 
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3. You will receive a notification that your deletion was successful. 

  

4. When you are back in the Dashboard, the selected individual will no longer appear. 

 

 

Instructions for Students- View Access 
Below are the instructions on how to remove access from a third party. 

 

1. From the Dashboard, under the Action column, select the View button. 

 

2. You can view the access granted per person in the Access Granted section. 

 

3. Select the Back to Dashboard link at the top right of the page to view or make further edits. 
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