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Entering Student Permissions_Tax Data

Concept

Consent for someone other than a student to rediseuss/change the student's record can be

granted in two ways. The preferred method is fersgtudent to complete and submit a form that
specifies who has access to their records. Whemseat form is submitted, the person/s noted

on the form have access to the student's recoidimistudent indicates otherwise.

When a consent form is not submitted but the FirsdA¢d Office receives information via the
tax verification process that the student was aaimn a federal tax form, consent to access the
student's record is given to whoever claimed thdesit.

This topic covers how to allow consent based oreFdd ax Records.
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A

MaineStreet

Navigation

# MaimeStreet

[ My Favorites

[> University of Maine Systems
[> Self Senice

[ Campus Community

[> Student Recruiting

[ Student Admissions

I Records and Enroliment
[> Curriculum Management
[ Student Financials

[» Set Up SACR.

[ Tree Manager

[- Reporting Tools

[ PeopleTools

— Return to Portal

— My Dictionary

— My Personalizations

Add to Favorites

P BeopleSoft

Step

Action

Click theUniversity of Maine Systemdink.

[- University of Maine Systems|

Click theRecords and Enrolimentlink.

[ Records and Enrolimend

Click theStudent Permissiondink.

Student Permissions|
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# MaimeStreet

Worklist Add to Favorites

Mew Window | Help |

Student Permissions
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

D: begins with + |

Campus ID:| begins with |

National ID: | begins with | |

Last Name:| begins with v |

First Name:| begins with v|

[include History [ Correct History []Case Sensitive

Search | Clear |BasicSearCh B save Search Criteria

Step  Action

4, On theStudent Permissiondookup page, enter your search criteria. Idealhy y
should enter the student's MaineStreet ID inl ihdeld.

5. When ready, click th&earchbutton.
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# MaineStreet .
Worklist Add to Favorites
Mew Window | Help | Customize Page |
Student Permissions
Luke Skywalker 0099999
Find | View Al First |1 4 of 1 (¥ Last
*Academic Institution: Ums0s | Q University of Waine E
*Student Permission: | Q
Find | View Al First 11 4 of 4 [*| Last
*Effective Date: Eﬂ *Status: El
Comments
& save | {E\Rsturn to Search | [=] Metify | Update/Display | 4l Include Higtory | [ Correct History
Step  Action
6. The Student Permissions field is where you will indicate whether the consisrbased
on a submitted consent form or based on tax infoomaeceived by the Financial
Aid Office.
Click theLook up Student Permission button to lookup and select the appropriate
option.
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# MaimeStreet

Worklist Add to Favorites

Mew Window | Help |

Look Up Student Permission

Academic Institution: U303
Student Permission: | begins with |+ \

Description: begins with |+ \

Short Description; begins with \

Laok Up | Clear | Cancel |BaSicL00kug

Search Results

View Al First [4] 1-20f2 [p] Last

Student Permission | Description|Short Description

[CONS Consent  Consent

TAX Tax Tax

Step  Action
7. Since you are granting consent based on federahfiasmation received by the

Financial Aid Office, selectAX from the list.
[T Tax Tax |
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# MaimeStreet
_Worklist Add to Favorites
Mew Window | Help | Customize Page | B,
Student Permissions
Luke Skywalker 00595593
Find | View Al First El 1 of 1 El Last
*Academic Institution: unsos & University of Maine EI
*Student Permission: W Q Tax
Find | View All First E 10f1 m Last
*Effective Date: 0812012007 5 *Status: HE
Comments
|
& save | S\ Return to Search | [=] Hetify | Z Include History |  [BP Correct History
Step  Action
8. The Comments field is where you will enter information abouetperson who
claimed the student on the federal tax form. Ifittfermation was received from the
Financial Aid Office, enter the following informati for the person who is getting
access to the student’s record:
TY (thetax year) (FA) Permissible for theyéar-year) academic year.
The person’sirst name, last name andlast 4 digits of the Social Security Number.
If the Declaration of Dependency Status Federadnime Tax Return was received use
the same format as above except do not use theif@i&ptor.
For this example, we’ll enter:
TY 2006 (FA): Permissible for 07 — 08 academic year
Anakin Skywalker 9999
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# MaineStreet

Worklist Add to Favorites

Mew Window | Help | Customnize Page | B,

Student Permissions

Luke Skywalker 0099999

Find | View Al First (! 1 of 1 X Last
*Academic Institution: UMS05 S University of Waine =
*Student Permission: TR Q Tax
Find | View Al First (X 4 of 1 (X Last
*Effective Date: 08/20/2007 5« Status: =]
Comments
TY 2008 (FA): Permissible for 07 — 08 academic year.
Anakin Skywalker 9999
B save | L\ Return to Search | +[E] Previous in List | +[E] Mext in List | [=] Notify | UpdﬁteiD\splayl A Include History | [EF Correct Jistory |

Step  Action
9. Since consent to access the student's recordyisaboed during the current tax
year, you must add a row to this record to indigdten this period will end.

Click the plus sign to add a new row.
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# MaimeStreet

Worklist Add to Favorites

Mew Window | Help | Customnize Page | B,

Student Permissions
Luke Skywalker D0oe999

First 1% 1 of 1 L2 Last

*Academic Institution: ’WQ University of Maine =
*Student Permission: ’W aQ Tax

Find | View 1 First =/ 12 of 2 L*| Last
*Effective Date: 08/2012008] [ - gpamus: =l
Comments

Tax Year 2006: Anakin Skywalker 9999

*Effective Date: 0812012006 [ - ggapys: =

Comments
Tax Year 2006: Anakin Skywalker 9999

Bl save | SAReturn to Search | [=1 Notify | JlupdateDisplay | Include Histery | B Correct Histor
Step  Action

10. Enter the last date of the tax year in Eféective Date field.
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# MaimeStreet

Worklist Add to Favorites Sign out

Mew Window | Help | Custornize Page | B,

Student Permissions
Luke Skywalker D0oe999

Find | View Al First '~ 1 of 1 L= Last
*Academic Institution: ’WO\ University of Maine =
*Student Permission: ’W Q Tax
Find | View 1 First [~ 1-2 of 2 ™| Last
*Effective Date: 08202007 B status: =
Comments

TY 2006 (FA): Permissible for 07 — 08 academic year.
Anakin Skywalker 2999

*Effective Date: 08120/2006 [+ *Status: =

Comments

TY 2006 (FA): Permissible for 07 — 08 acadernic year
Anakin Skywalker 8999

B save | [S\Returnto Search | +E| Previous in List | +E] Next in List | [=] Notify | JUpdateiDisplay | Include History |  [E Correc History |

Step  Action
11. Click on the drop-down arrow in tt&atus field.
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Student Permissions
Luke Skywalker

=Academic Institution: UNs0s &

0092259

First 121 4 of 4 L2 Last

University of Maine FE

*Student Permission: T QL Tax
Find | View 1 First =/ 42 of 2 L2 Last
*Effective Date: 08/29/2007 [ »starus: =
Comments Inactive
TY 2006 (FA). Permissible for 07 — 08 academic year.
Anakin Skywalker 9999
*Effective Date: 08/29/2006 [+ *Status: ®HE
Comments
TY 2006 (FA): Permissible for 07 — 08 academic year.
Anakin Skywalker 9999

B save | S Returnto Search | t[E] Previous

1Lizt |+ Next in Ligt | [=] Motify | JFUpdate/Dizplay | ] Include History | [ Correct

Worklist

Add to Favorites Sign out

Mew Window | Help | Custornize Page | B,

Step  Action

12. Selectl nactive from the list.

| Inactive
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# MaimeStreet

Worklist Add to Favorites Sign out

Mew Window | Help | Custornize Page | B,

Student Permissions

Luke Skywallker 0099999

10f1 "
*Academic Institution: MQ University of Maine =
*Student Permission: WQ Tax
ind | View 1 First 1% 12 of 2 X/ Last
*Effective Date: 08/20/2007 B Status: b =
Comments

TY 2006 (FA) Permissible for 07 — 08 academic vear.
Anakin Skywalker 9999

“Effective Date: 0812912008 H  +sqatus: FE

Comments

TY 2006 (FA). Permissible for 07 — 08 academic year.
Anakin Skywalker 9999

& save | S\ Returnto Search| 4[5 Previous in List | 4[E Mextin List | [=] Metify | JFUpdateDisplay | JE Include History | [EF Correct| Hiztory |

Step  Action
13. When all is set, click thEavebutton.

EED

14. End of Procedure.
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