
Add a Student Record Release 

This feature allows you to grant permission for someone to call or email requesting 
financial or grade information about you.  

Log onto Self-Service and select Student Record Release 

 

Select Add a Person/Relationship; fill in first name, last name and relationship; select a pin 
number (WRITE IT DOWN); pick a start date 

 

 

Select the type of access – complete access OR check financial aid or grades and click the 
authorize disclosure box. The person you have listed will need the pin number you assigned 
(and wrote down) when requesting information. Click Submit. 

 



Remove Access: You can rescind this permission anytime by clicking the deny access to all 
or adding an end date on the person. To add an end date, click on the pencil and enter a 

 

 


