C CITY COLLEGES' Help Guide
of CHICF’LGO FERPA Self-Service

Student Guide to Adding and Editing FERPA Authorization Release in the

Student Portal

This help guide provides step-by-step instructions on to how add and edit FERPA Authorization
Release in the Student Portal.

Students can update their FERPA Authorizations Release in the student portal, by following the steps
below.

1. Login to my.CCC.edu B O mo=e -
; Y 7

my.CCC.edu

» Forgot Password?

/-’ Search Classes
Search for lasses and see dates, times, descriptions and
availability

Class Search Guide

Use this guide to help navigate the class search and to get the
best resuls.

Yourquick and easy way to
access all CCC resources In one place Find out how to locate your usemame or reset your password.

Want to Learn More?
Explore your career options and find the City Colleges program
that works for you

s

2. Click on: Personal Information

Home This Semester My Academic Plan My Future Help and Resources

Personal Information €

. Take Action
Select the drop down for Personal oot Personal Information
Informatlon . Through Wy.CCC.EDU, you have the ability to view, add, update and change your personal information. Sifct a feature fiom the left e Search Orine Liay
. neigation column to edit your information.
Daw oft Office

Select: FERPA Self Service Start Here! Borow zLigtep

\ i A4 0CC Enalt Yo Phone

3. Student Consent to FERPA Records will Personal Information ¢
appear.

Student Consent to FERPA Records

Personal Information The Family Educational Rights and Privacy Act (FERPA) provides certain rights to students concerning the privacy of,

and access to, their education records. Students may choose to complete and submit this form to the Registrar
= Personal Data Summary

To a uthonze a person access to V|ew = Names allowing the release of their education records to specified third parties. Flease note: this form autherizes City
ore . [F] Demographic Colleges of Chicago to release education records to third parties, but does not obligate City Colleges of Chicago to
specific records select: Informatian . . . ‘ ‘
do so. City Colleges of Chicago reserves the right to review and respond to requests for release of education
. . [ Honors and Avards

Add a NeW Authorlzatlon Record E Ethnicity records on a case-by-case basis.

= Admissions

Supplemental Info Click here for additional Information at US Department of Education's website

[=| FERPA Self-Service

Add a Hew Authorization Record
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4. Review FERPA rights then fill out all fields Student Consent to FERPA Records
of consent.

The Family Educational Rights and Privacy Act (FERPA) provides certain rights to students concerning the privacy of.
and access to, their education records. Students may choose to complete and submit this form to the Registrar
allowing the release of their education records to specified third parties. Please note: this form authorizes City
Colleges of Chicago to release education records to third parties, but does not obligate City Colleges of Chicago to
do so. City Colleges of Chicago reserves the right to review and respond to requests for release of education

records on a case-by-case basis.

Click here for additional Information at US Department of Education's website

Person to whom access to education records Find | < Previous 1 of 1 Next

*Person Name: Return to Previous Page with no Changes

*Relationship to Student: | Vl

*Password to access records: (Password Must be 6 Characters)

Education Records to be Released (check all that apply)

|:| Academic Information (grades/GPA, registration, student ID number, academic progress, enrollment status)

|:| Financial Aid Information (awards, application data, disbursements, eligibility, financial aid academic progress

status)
|:| Loan Information (University-maintained loan disbursements, billing and repayment history [including credit
- reporting history])
|:| Student Account Information (billing statements, charges, credits, payments, past due amounts, collection
activity)

[] All Records Listed Above

Duration of Release (choose one)

The Maximum timeframe for an authorization is three (3] calendar years. You can renew the authorization after
three (2] years, but vill be required to complete an updated request.

(O Three Years. This autharization is active until
Click: Submit

O Specific Date: This authorization is active only until this date

Authorization

|:| I understand the (1) I have the right not to consent to the release of my education records, (2] I have the
right to inspect any records released pursuant to this Consent, and (3] If selected, my choice to revoke this
consent via this form will be applicable to all offices of the City Colleges of Chicago.

SusMIT

5. A confirmation message will appear once

Save Confirmation
the form has been submitted.

V The FERPA Authorization Record has been successfully saved.
Click: OK

6. All FERPA Authorization records will Student Consent to FERPA Records
appear on this page- (ACtive; ReVOked/ The Family Educational Rights and Privacy Act (FERPA] provides certain rights to students concerning the privacy of,

a nd EXp”"ed) and access to, their education records. Students may choose to complete and submit this form to the Registrar

allowing the release of their education records to specified third parties. Please note: this form authorizes City

Colleges of Chicago to release education records to third parties, but does not obligate City Colleges of Chicago to

Only perSOnS Wlth an ACtlve StatUS Wl” be do sc;. City Cullege:ycn‘ Chic:gr?! reserves the right to review and respond to requests for release of education
given access to view approved records.

Click here for additional Information at US Department of Education's website

Status Definition:

Academic

Date/Time Contact Name Relationship  Password AR |- | StudantAccawst Expiry Date  |Status Record Link ‘
H Tt H . 06/14/2018 ; A Sy ey
Active: Eligible to release information 1 s vt 236 G Adive Yot £
06/14/2018 ’ %
2 Dad Father aabbee 06/07/2018 Expired I nd Edit
H . H 12129:50PM Lo aed 20
Expired: Release no longer active s ) o
12113:390M randpa GradParent 123456 7

Revoked: Student initiated, removed FERPA

. . . . ) Add a New Authorization Record
Authorization prior to expiration date
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7. To edit or remove (revoke) an active e o o

Last Update Academic  |Financial Aid  |Loan | |tudent Accaunt

. . Date/Time [Contact Name Relationship Password Expiry Date Status .l-(onl Link ‘
FERPA Authorization, follow the steps Jwann [ ow0n  Active  Yiew and B4
below: g ieivann osd Father aabbec 08/07/2018 View and £t

2 ::::;’;3:: Grandpa GradParant 123456 Revoked  View and Edit
Click View and Edit on an Active status.
Click here to edit or remove an
Active FERPA Authorization

The FERPA Authorization page will Person to whom access to education records Find  |< Previous 1 of 1 Next

appear *Parson Name: [Mem Beturn to Previpus Page with no Changes
*Relationship to Student: [Mather v

Edit: *Password to access records: 123458 (Passwerd Must be & Characters)

-

All areas of the authorization can be

edlted . For example, |f the Educat|0na| Academic Information [grades/GPA, registration, student ID number, academic progress, enrollment status)
Records Sh0u|d be one area’ Instead Of a”’ :L::::;.I Aid Information (awards, application data, disbursements, eligibility, financial aid academic progress

Check the bOX for the areas that ShOUld be Ir_:::rt:::n:i:::r:?}(univer:ity-rnaintained loan disbursements, billing and repayment history [including credit

released Student Account Information (billing statements, charges, credits, payments, past due amounts, collection

* activity)
. . All R ds Listed Ab
- Check the box under Authorization LI A4 Recorcs Listed Above
uration of Release (choose one
. :
- CIICk Smelt The Maximum timeframe for an authorization is three (2) calendar years. You can renew the authorization after
three [2) years, but will be required to complete an updated request.
R k @ Three Yesrs. Thiz authorization iz active until 06/19/2021
evoke:

(@] Specific Date: This authorization is active only until this date

- Check this box to revoke an active

. . g I choose to revoke a previously granted Conzent a Access of Student Records for the Individual listed
FERPA Authorization .

- Check the box under Authorization
_ C|ICk Submit I understand the (1) I have the right not to consent to the relesse of my education records, (2] I have the

right to inspact any records released pursuant to this Consant, and (2] If selected. my choice to revoks this
eonzant via thiz farm will be applicable ko all offices of the City Colleges of Chicaga.

SUBMIT

FERPA Records Authorization History will FERPA Mrcoey Anmasasbon Wby

radivan s B € ot B g
appear. ;": T','_‘_‘:' Conbart Mame Nolstionibly  Passmarg iadonic  Finosuist A [Lean VIedent Mesest  dapiey et Metes  (Beed sk
. e e 125 ELEL LU PR R
The updated record will show a status of = s i ......: =
Revoked, even though the Authorization ) Wi e B howiad sl

is not listed as expired. Information can
no longer be released to that contact.

Record was updated
to Revoked status

10. END OF PROCESS.
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