Student Records Release

e If you would like to give someone else access to your student record information, you will need
to fill out the student records release form via self-service.

e You will choose your user name in the upper right-hand column:
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Welcome to Self-Service Test1 Environment!!

B Next Steps: NSLDS.

(> signout

® telp

User Profile

Hello, Welcome to Colleague Self-Service!
Choose a category to get started

fs) Make a Payment

Here you can view your la

tatement and make a payment online.

Tax Information
Here you can change your co

tfor e-delivery of tax information.

Student Planning

Here you can search for courses, plan your terms, and schedule & register your course sections.

5] Grades

Here you can view your grades by term.

5 Advising

Here you can access your advisees and provide guidance & feedback on their academic planning.

Financial Management
Here you can view the financial health of your cost centers and your projects.

™~

Emergency Information
student Records Release

Required Agreements

Financial Aid

Here you can access financial aid data, forms, etc.

Employee

Here you ca

iew your tax form consents, earnings stater rds and leave balances

banking information, t

Course Catalog
Here you can view and search the course catalog.

Academic Attendance
Here you can view your attendances by term.

Faculty

Here you can view your active classes and submit grades and waivers for students.
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e You will then choose “Student Records Release” and be brought to the screen below:
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User Options - Student Records Release

Welcome to Self-Service Test1 Environment!!

Student Records Release Information

The privacy of student records is protected by law. Oklahoma City Community College is prohibited from providing certain information from your student records to a third party, such as grades, billing, tuition and fees assessments, financial aid, and other

student record information.

(O  occc must have submitted permission from you prior to releasing information from your educational record. If you wish to grant access to a third party, please indicate the name(s) and relationships(s) of the individual below,
By granting access, you are giving the OCCC to release information mentioned by you. The consent submitted must specify what information to be released.
Please be sure that the individuals you authorize know their PIN number as they will be required to provide it when requesting information.

("] Deny access to All

Active Relationship

. No Active Relationship Available

Add Person/Relationship

© 2000-2023 Ellucian Company LP. and its affiliates. Al rights reserved. Privacy

e  You will be able to add any person you wish to give authorization to on this screen by choosing

“add person/relationship.”



/Add Person/Relationship

First Name * Last Name * Relationship * PIN * Start Date End Date

Please Select v

Access *
Allow Complete Access
© Allow Select Access
Student Discipline Docs @

Financial Records @

Student Records @

Disclosure Agreement

authorize the institution to disclose my information to this party

Cancel

—
o

e You will fill out the information requested and assign a Pin number for this person. This number
will need to be shared by YOU to the person you authorize in order for them to receive any
information. OCCC will never share this Pin number but will require it before sharing any
information regarding your student account.

e You can list a start and end date if you wish, but these can also be left blank if you do not intend
to have the authorization end. You can also choose to allow complete access to your record or
choose which specific access you would like the person to have.

Add Person/Relationship
First Name * Last Name * Relationship * PIN* Start Date End Date
Josh Mize Spouse v 1234 i

Access *
Allow Complete Access

© Allow Select Access

Student Discipline Docs @

Financial Records @
Student Records @

Disclosure Agreement

authorize the institution to disclose my information to this party

N
Cancel )
J
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e You will have to check the “l authorize” statement in order for the submit button to appear.

e Atanytime, you are able to log back in to Self-Service and grant more access/edit the access
previously granted/change the PIN number/change the end date, etc.

e Please contact arg@occc.edu or by calling 405-682-7512 if you have any questions about this
process!
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