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
educationakecords.This isoptional,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
differenttypes of educational records are defined within titsument.

Sign into My IURIsing your IUP networkccount.

Click the Academidmk.

In the Advising Tools section, click Student Record Release Authorization.

Not having a student’s banner ID does pobhibit an inquirer from getting a student’s information,
if the student has authorized the relegsmter the banner number and click on View Authorization
Records
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This screen displays several important items:

X The 6 categories of information definegt BUP 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 accessbbr identified
individual.

X X X X

5. After the inquirer identifies himself/herself and is listed as being allowed access



Asshownbelow, individuals other than parents can be granted educational record access. In keeping
with the Family Education Rights and Privacy AEERPA) those decisions are made by the student.
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These authorizations stay in place until the student deletes or edits them. Renewals are unnecessary.

If you have any questions, please contact the Associate Registrar for Student Records
in the Office of the Registrar at 7:357-2217.
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