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Viewing Student Permissions

Concept

Consent for someone other than a student to rediseuss/change the student's record can be
granted in two ways. The preferred methoed isHerstudent to complete and submit a form that
specifies who has access to their records. Whemseat from is submitted, the person/s noted
on the form have access to the student's recoidtimistudent indicates otherwise.

When a consent form is not submitted but the FirzdAdd 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 whomever claimed thdent.

This topic covers how to view who has consent &student's record.

Additional Information
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Procedure

PeopleSoft.

Menu

Search:

®
[ My Favorites
[ University of Maine Systems
[ Self Service
- Campus Community
[ Student Recruiting
[+ Student Admissions
[ Records and Enroliment
[ Curriculum Management
[> Set Up HRMS
[> Set Up SACR
> Reporting Tools
- PeopleTools
— Return to Portal
— Ly Personalizations
— Ly Dictionary

Home Add to Favorites Sign out
Help

" PeopleSoft

Done

€ mmternet 00 v

Step | Action

1. Click theRecords and Enrollmentlink.

[ Records and Enralimend
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PeopleSoft.
Menu @]

Search:

®
- My Favorites
> University of Maine Systems
[- Self Service
- Campus Community
(- Student Recruiting
[ Student Admissions
I» Career and Program
Infarmation
[» Term Processing
> Curriculum Management
[> Set Up HRMS
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations

— My Dictionary

% Records and Enroliment

Home Add to Favoriles

Enrollin classes, produce transcripts, process transfer credt, ranscripts and graduation.

ﬁ Career and Program Information
Maintain a students career, program, plan and student group information.

= Student Permissions

4

Term Processing

Process appointments, permissions, term activation, watlsts

withdrawals and other end of term activities.
[ Class Permissions

Sign out

Dane

3 @ mternet

0% v

Step

Action

Click theCareer and Program Information link.
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Peop]-eSOftg Home Add to Favorites Sign out
Search: Main Menu > Records and Enroliment =

l:l )] ﬁ Career and Program Information

[- My Favorites
[- University of Maine Systems
[ Self Service = Student Permissions
> Campus Coemmunity Define Student Permissions regarding the disclosure of academic data.
> Student Recruiting
[ Student Admissions
[~ Records and Enrollment
« Career and Program
Information
— Student Permissions
[» Term Processing
[ Curriculum Management
[> Set Up HRMS
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— My Personalizations
— My Dictionary

Waintain a student's career, program, plan and student group information.

€D Internat 00 T

Step | Action

3. Click theStudent Permissiondink.
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PeopleSoft.
Menu O]

Search: New Window | Help | B

@

[> My Favarites Student Permissions

Home Add to Favorites Sign out

> University of Maine Systems Enter any infermation you have and click Search. Leave fields blank for a list of all values.
[- Self Service
[ Campus Community Find an Existing Value
(- Student Recruiting
[ Student Admissions
I~ Records and Enraliment 10: begins with |+
~ Career and Program Campus ID:| begins with
Infarmation
— Student Permissions National ID: | begins with |»

[> Term Processing Last Name:| begins with
[ Curriculum Management . - "
- Set Up HRMS First Name:| begins with v

- SetUp SACR [include History []Correct History [[]Case Sensitive
> Reporting Teols
> PeopleTools

— Refurn to Portal Search | Clear | Basic Search Bl Save Search Criteria
— My Personalizations
— My Dictionary

L3 @ mternet H 100%

Step | Action

4. On theStudent PermissionsSearch page, enter the studel'sor National 1D

5. Click theSearchbutton.
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The following example shows tl&tudent Permissiongage for a student who
submitted aconsent form

Step

Action

When a consent form is submitt€2ONS appears in th&tudent Permissiofiield.
The name/s and last 4-digits of the social secutityber of who has access to the
student's record is entered in themmentsield.

It is sometimes the case that more thanbifiective Datedow of data exists on the
Student Permissiongage. The additional rows can provide historicduture-dated
consent-related information. For example, if a sttdsubmitted a consent form but
later revoked consent for the person/s noted offottne, a row of data would be adds
to theStudent Permissiongage to indicate when consent was revoked.

Check the right-hand side of the blue bar abové saction of th&tudent
Permisssiongorm to determine if more than one row exits foattsection. If only
one row exists, it will read of 1 If more than one row exists, it will reddof 2or 1
of 3and so on. Click oWiew All to open all rows.

In this example, a consent form was submitted argdili in effect so only one
effective dated row exists.

1%
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In following example, consent to view the studergtsord was granted basedtax information
received by the Financial Aid Office. In this scBoaaccess is granted to whoever claimed the
student on the federal tax form.

Step | Action

7. Consent to view the student's record was basedxoimfiormation, thereforé AX
appears in th&tudent Permissioriield.

The following information is entered in tigommentdield:

- The tax yearXY) being referenced followed H§FA) to indicate the information was
received from the Financial Aid office.

- The name/s and last 4-digits of the social secaumber of whomever claimed the
student.

- The academic year during which access to theestigdrecord is allowed.

When access is granted based on tax informatianeffective dated rows of data ane
entered on th&tudent Permissiongage. Notice that of 2appears in the blue bar
above the lower section of the page. The first sbaws theEffective Datewhen
access to the student's record becomes inactids)en

Click theView All link to view both rows.

Last changed on: 10/18/2007 6:34 AM Page 7 of 11



Business Process Document
Campus Solutions 8.9 —
Student Records: Viewing Student Permissions

Step | Action

8. The second row shows the date when access toutherntts record was activated.
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In the next example, a student submitted a corfeemt permitting his parents access to his
record, and tax information for one tax year wa® aéceived from the Financial Aid Office.

Step | Action

9. We can see that two effective dated rows of daitgt ex the page. The first row

shows information about the consent form submitiethe student and who can
access his record.

Click theView All link.
L1
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Step | Action

10. | The second row of data shows information receiveohfthe tax form for the 2006 ta
year and the date this information became inactive.

Due to thel of 2notation, we know another effective dated row exist

Click theView All link.
I I
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Step | Action

11. | This last row shows the date when access to thiestis record was activated base(
on tax information.

12. | End of Procedure.
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