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m The University of Texas at San Antonio

STUDENT AUTHORIZATION TO RELEASE EDUCATION RECORDS

\

Student Authorization to Release Education Records
(FERPA) paper form is being replaced by the
FERPA Release tab located in ASAP.

\

Financial FERPA
Aid Release
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Staff View

Two Ways to See if Student Has a FERPA Proxy

| don’t have the Student ID — Proceed to Slide 5

| have the Student ID — Skip to Slide 10
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| don’t have the Student ID
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UTSA The University of Texas at San Antonio” Staff View
GRAPREL — Search by FERPA/Proxy User

X  @ellucian  Proxy Access Potential Banner Person Detail Form GRAPREL 9.3.3 (PROD) ADD B RETRIEVE S5 RELATED ¥ TOOLS

Get Started: Complete the fields above and click Go. To search by name, pr AB from an ID field, enter your search criteria, and then press ENTER.

**Click on ellipsis™*
- Banner generates a random number for
every FERPA/Proxy user, unable to search

- Ellipsis takes you to GRIPREL
where you'll be able to search for
the FERPA/Proxy User

X  @ellucian  Proxy Access Potential Banner Person Inquiry Form GRIPREL 9.3.6 (PROD) ADD BB RETRIEVE g% RELATED 3% TOOLS

¥ POTENTIAL BANNER PERSON INQUIRY

Basic Filter  Advanced Filter ()
Person 1D @ Entity: @ LastName Q@ State: e

[ | | | | | | |

First Name (-]

| | Add Another Field ... v

ot | oo
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GRAPREL — GRIPREL

X  @ellucian  Proxy Access Potential Banner Person Inquiry Form GRIPREL 9.3.6 (PROD)

¥ POTENTIAL BANNER PERSON INQUIRY

Basic Filter  Advanced Filter

Person ID @ | Entity: @ | Last Name ¢ State: o
First Name (-] A

- Add Another Field .. ~ 1. Search by Last and First name

- F8 (execute)

R aDD B RETRIEVE g% RELATED  §f TOOLS

it | o

T POTENTIAL BANNER PERSON INGUIRY

Active filters:

Load Status | Not Processed Status Message

Street Linet: Load Message

City:

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249

Last Name: g First Name & . Clear All
LP%:”'D* g T = 2. Double Click Person ID to bring up
ast Name | Mlomeemy ate: c . -
First Name : ZIP or Postal Code: aSSOCIated |nf0rmat|0n
Middie Name . Birth Date: ‘__...,
System * | : Match Date | il
Match Status ;.[‘_\li’_c_l}_lP:r_o_!l:_;lsl.s"e";“ Load Date ﬂ

Y. Filter

i sonn

3

Record 1 of 1
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GRAPREL - GRIPREL

ID:

Potential Banner Detail

L b W

— Potential Person Load Info

¥ BANNER DETAIL

Last Mame

First Name
Middle Mame
Salutation
MName suffix
Preferred Name
Address Type

Address Source

Sireet Line1
Street Line2
Street Line3

City
State or Province

ZIF or Postal Code

MA Mailing, Local or On-Campus

WEB

Mation
System
Entity

Load Date
Load Status
Match Date

Match Status

PROXY

Person

Mot Processed

Mot Processed

| Start Over |

T, Filter

Proxy Access

HIGHLY suggest
verification of:

- Birth date

- Email Address

to confirm
FERPA/Proxy’s identity

Gender Mot Available
girth Date ||\ SR,
SSN/SINTIN
Email Type HOME Home email
Email Address SRR
Telephone Type PR Permanent

Fhone
Phone Ext

Banner ID

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249
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GRAPREL - GRIPREL

ID: © & wmls g L

Potential Banner Detail Potential Person Load Info

T LOAD INFO
System Code * Relationghip Code * Data Type * Create Data Load 5... | Load Date Advancement XREF... a | Grantor ID (
[FrRoxv] | PARENT ADVANCEMENT PAR iyt
PROXY PARENT PERSON [«] PAR - -
PROXY PARENT PROXY [+] PAR P

Make note of Banner ID to fill
into GPAPRXY (student form)

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249
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| have the Student ID
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UTSA The University of Texas at San Antonio” Staff View
GPAPRXY — Student FERPA/Proxy Access Page

X  @ellucian  Proxy Access Management Form GPAPRXY 9.3.3 (PROD) ADD B RETRIEVE 53 RELATED ¥ TOOLS

ID: | s e -~ 5 e Go

Get Started: Complete the fields above and click Go. To search by name, press TAE from an ID field, enter your search criteria, and then press ENT

ID: | geiea - oy [ Start Over

¥ PROXY ACCESS MANAGEMENT

Proxy Information

Mame g, e Email
Relationship g . e Stop Date  06/27/2293

Proxy Desc PIN Expire Date

Start Date:  09/13/2019 Passphrase:

PIN Disabled C
3

Record 1of 3 || !

Page Authorization List Access List Communication Log

Page Authorization — Authorization Pages
Access List — FERPA/Proxy’s activity
Communication List — Emails sent to FERPA/Proxy user
10

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249
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GPAPRXY —Selected Authorization Pages

Staff View

Access List Communication Log

¥ AUTHORIZATIONS
Module Auth Ind Menu Text Page URL
<font color=blue size=4><b>Gen... View Address nogoager ¥ Sofien-Npyiiy-
<font color=blue size=4><b>Gen... UTSACard (Balancas) St y M- e SEE Sy
<font color=blue size=4=<b>Edu... Student Detail Schedule L R L
<font color=blue size=4><b>=Edu... Registration Status e = VP gy
=font color=blue size=4=<b>Edu... View Holds Uil = ¢
<font color=blue size=4=<b>Edu... View Unofficial Transcript » ey ¢ S e -
<font color=blue size=4><b>Fina... Financial Aid — General inquiries e D T
<font color=blue size=4=<b>Fina... Financial Aid Status & degmege 4 Sl
<font color=blue size=4=<b>Fina... ] Financial Aid - Award History . ¢ gl
=font color=blue size=4=<b>Fisc. .. Fiscal Services — Billing - ey ¢ ooy SeSiy g
<font color=blue size=4><b>Fisc... ______Eiicilgeiv_icgs_—_G_erEEll_lrEu_irifﬁ_ ___________ g g Sy el ey
<font color=blue size=4><b>In P__. r FERPA Admissions Information - In person/phone -: oM b Sy, U sung
<font color=blue size=4=<b>In P... : Request Official Transcripts - In person OMNLY : b e OB o B
<font color=blue size=4=<b>In P... : Discuss Academic Records - In person/phone : e et e W 4 &
=font color=blue size=4=<b>In P_.. : Housing Information - In person/phone : e ot L e B R o
<font color=blue size=4=<b>In P... : Financial Aid General Information - In person/phone : e AR ey, T i
<font color=blue size=4><b>In P_.. : Fiscal General Information - In person/phone : ey ¢ Ty - g
<font color=blue size=4><b>In P_.. : Fiscal Billing Information - In persen/phone : e o T W W
<font color=blue size=4><b>In P.. | _ ___Ea_mELEEnﬂ\f:i_cis_{Fiar_ki_ngLa_l_'ud_C_ititiEn_sLir‘ian_aioE—_ln_..._1 gy, ¢ emty,  deSgg————

777777777777 Record 1 of 19

v mark indicates student authorized page for FERPA/Proxy viewing

**Last 8 Authorizations are indicated with either in person/phone or in person ONLY.

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249
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If No Records Retrieved...

Staff View

Student will need to create and complete the FERPA/Proxy user process via ASAP.

X  @ellucian  Proxy Access Potential Banner Person Inquiry Form GRIPREL 9.3.6 (PROD) ADD @ RETRIEVE S RELATED  $$TooLS [
™ POTENTIAL BANNER PERSON INQUIRY | 0 Query caused no records to be retrieved. Re-enter.
Basic Filter  Advanced Filter L)
Person ID @ Entity: (-] Last Name (-] State: =]
| - e
First Name (-]
g Add Another Field ... ¥

cirsn | co |

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249




UTSA The University of Texas at San Antonio” Staff View
If Relationship not Selected appears...

ADD B RETRIEVE 2% RELATED 3§ TOOLS

X @ellucian  Proxy Access Management Form GPAPRXY 9.3.3 (PROD)

ID: B ~ | Start Over |
T PROXY ACCESS MANAGEMENT T, Filter
Proxy Information ;
. . FAY Collapse s g
Name B e |
Relationship JRelationship not Selected St Authorization
Proxy Desc PIN Exp

Proxy Profile

Please select your relationship for this FERPA/P
about this FERPA/Proxy user (dad, mom, soccet
used to determine FERPA identity for phone cal
Security Phrase to your FERPA/Proxy user

Have StUdent |Og On to ASAP to Information is updated automatically.
select Type (FERPA/Proxy).

% - Indicates a required field.

Relationship

X  @ellucian  Proxy Access Management Form GPAPRXY 9.3.3 (PROD) | TYPe:x | Select Proxy Type ~
Security Phrase

10 e r
@E—mail Security Phrase ® Revoke FERP
~ PROXY ACCESS MANAGEMENT

Proxy Information Next Step: Select Authorization tab to complete :

Mame .:'“‘ "

Relationship rFERFﬁ"'FW'x'F' 1

The University of Texas at San Antonio, One UTSA Circle, San Antonio, TX 78249
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If Authorization Pages are not selected...

Page Authorization List Access List

T AUTHORIZATIONS

Module

<font color=blue size=4><b>General=/b._.
<font color=blue size=4><b>General=/b._.
=font color=blue size=4=<b>Educationa__.
<font color=hlue size=4><b>Educationa...
=font color=blue size=4><b>Educationa__

<font color=blue size=4=<b>Educationa...

Communication Log

Auth Ind Menu Text

View Address
UTSACard (Balances)
Student Detail Schedule
Registration Status
View Holds

View Unofficial Transcript

| |

Page URL

o i i g
R e e L
i ¥ e S

v apasy ¥ g Cgeeaitag
L EEL

iy ¢ et -

Have FERPA/Proxy user contact Student to select authorization pages via ASAP.

Page Authorization List Access List
¥ AUTHORIZATIONS

Module

<font color=blue size=4=<b>General</b. ..
<font color=blue size=4=<b>General</b. ..
<font color=blue size=4><b>Educaticna...
<font color=blue size=4=<b>Educationa__.
<font color=blue size=4><b>Educaticna...
<font color=blue size=4=<b>Educationa__.
=font color=blue size=4><b>Financial A. ..
<font color=blue size=4=<b>Financial A. ..

<font color=blue size=4=<b>Financial A...

Communication Leg

Auth Ind Menu Text

View Address

UTSACard (Balances)

Student Detail Schedule
Registration Status

View Holds

View Unofficial Transcript
Financial Ald — General inguiries

Financial Aid Status

O0OR O RO ROE

Financial Ald - Award History

Page URL

o ghugy 4+ P Sull compge
et S - S ey
L o SR

L S e

- il *

-k ay ? e e
¢ ey, e s
-l aemn ¢ gl

e e T el
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Staff View

Questions about a
Student or FERPA Release
user account?

Give us a call!

Daniel Garcia x7571

an Antonio, One UTSA Circle, San Antonio, TX 78249
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