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Disclaimer

Written by MAXIMUS-ERP Solutions Group, May 2004.

This training manual is considered to be proprietary and confidential and may not be
reproduced for any reason other than stated below without prior written consent of
MAXIMUS-ERP Solutions Group.

Exclusion

This training manual has been prepared exclusively for the State of North Dakota
PeopleSoft Project. Information contained within this document may be used by the
State of North Dakota for the sole purpose of personnel training. Additional manuals
may be reproduced and edited as needed for training. All other uses are prohibited
without prior written consent from MAXIMUS-ERP Solutions Group.

Copyright © 2004 MAXIMUS-ERP Solutions Group, Inc. All Rights Reserved.



CONUEC

MAXIMUS
B State of North Dakota

TABLE OF CONTENTS

APPLY FERPA CONTROL .ttt ettt e ettt a e e e et et e et e e e e e e e e eentbb e s e e eeeeeennnnes 1
L@ Y= 1 1
ODJECTIVES ...t 1
Apply FERPA Control Business Process FIOW...........ccccoiviiiiiiiiiiiieeeeeeeeeee 2
Walkthrough — View FERPA Controlled Student Records..........cceevvvvvviiviiiiiieeeneeeenns 3

L R =T To T LY oo T SO RT 5
FERPA AGUIESSES ...eeiiiitiiie ittt ettt e sttt e sttt et e sttt e e s te et e e s s te e e e s abae et e s asbbeeesasteeeeesnseeeeesnseeeeesnseneaesnnseens 6
L o N o = PSR PSUPR 6
FERPA EMAIL ...ttt ettt s R R ettt ettt n e 7
FERPA ACHVIEIES ...ttt s ettt e s e s st s e s e s e s ese e e e e s e s s s s s n s 7
FERPA PROTO. ...ttt sttt sttt 8
Walkthrough — FERPA QUICK ENtIY.....ooovviiiiiie e 8
REIEASE TO PUDIICALION .....ceiiiiiiie ittt e e et e e e st e e e e st e e e e snbbe e e e snsbeeeeennees 10

ConnectND Campus Community iii



CONUEC

MAXIMUS

S

State of North Dakota

APPLY FERPA CONTROL

OVERVIEW

OBJECTIVES

When FERPA control is applied, the system attaches the
FERPA window shade privacy button to that individual's
records. Users can click the button to review the non-
restricted, releasable data about that individual. When the
window shade appears, the student requested has
requested that some or all of his/her public record
information not be made available to the public. Users are
required by law to honor this request.

Appropriate security needs to be given to those who restrict
and release information from records.

Users must be familiar with the student records and how
restrictions are applied and released.

After completing this section, you will be able to:
1. View FERPA controlled records
2. Use FERPA Quick Entry
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APPLY FERPA CONTROL BUSINESS PROCESS FLOW

This business process attaches the FERPA window shade privacy button to an individual’s records as needed to restrict

or release information from student records.
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WALKTHROUGH — VIEW FERPA CONTROLLED STUDENT
RECORDS

1. Navigation: Home > Build Community > Services Data (Student) >
Use > FERPA

FERPA

Find an Existing Value

ID: | Q)

Campus ID:|

Matianal ID: |

LastName:l

FirstName:l

[T Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value

a. Enter the values by which you would like to search. First Name,
Last Name, First Name, or National ID (SSN).

b. Click Search. A list of values that meet your search criteria will
be displayed.

c. Click on the student you wish to update.
d. The FERPA page is displayed.
FERPA

™ EERPA Wihen selected, the fallowing information will be restricted from release {with the noted exceptions for Release to
Fublications) according to FERPA guidelines and policies.

B save Cl Return to Sealch) +E Nextin List) +E Previous in List)
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e. FERPA checkbox. When selected, indicates that the student
has, in accordance with FERPA, instructed your institution not to
release certain information. When selected, the FERPA
Restrictions region appears.

FERPA

¥ FERPA When selected, the following infarmation will be restricted from release (with the noted exceptions for Release to
Puhblications) accarding to FERPA guidelines and policies.

*Record (Table) Name: =Y #1[=]
*Field Mame: | +=]

| = =]

Bl s=va]  (CLRetum to Search] |45 MextinList | [+5 Previous inList |

f. Record (Table) Name: The name of the FERPA_VW record,
from the FERPA Control Page, which contains the type of
information that the student is restricting.

g. Field Name: The name of the controlled field on the
FERPA_VW record that contains specific information that the
student is restricting.

h. Restriction Exceptions (by Publication Category):
The publications, from the Publications Categories page, to
which the student gives you permission to release this otherwise
restricted information.
All Community Directories: Indicates that the student gives
permission to release this otherwise restricted information for
inclusion in all of your institution’s internal community
directories.
Student Community Directory: Indicates that the student
gives permission to release this otherwise restricted information
for inclusion your institution’s internal student directory only.
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FERPA Bi10 DEMO

The FERPA Bio Demo page is used to review releasable bio-demo data about an
individual. You cannot enter or edit data on this page. This page is for viewing
purposes only. Data displayed here is controlled on the FERPA page or the FERPA
Quick Entry page.

1. Navigation: Build Community > Services Data (Student) > Inquire >
FERPA Display > FERPA Bio Demo

FERPA Display

Find an Existing Value

ID: [0 QJ

Campus ID:|

National ID: |

LastName:l

FirstName:l

[T Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value

a. Enter the values by which you would like to search. First Name,
Last Name, First Name, or National ID (SSN).

b. Click Search. A list of values that meet your search criteria will
be displayed.

Click on the student you wish to update.
d. The FERPA Bio Demo page is displayed.

|FERPAEIi0Dem0 FERPAAddresses FERPA Bhones FERPA Email Addrs FERPA Activities FERPA Photo

1D:

Date of Birth: 01021954 Birth Location: Long Beach
Gender: Female Marital Status: Single Personnel Status:  Non-Empl
Releasable Name Information
Type Prefix First Name Middle Hame Last Name Suffix
Legal Jurry Ma
Preferred Jurry ha
Primary Jurry Ma
QReturn to Search
FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Activities | FERPA Phota
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FERPA ADDRESSES

The FERPA Addresses page is used to review releasable address data for an
individual. You cannot enter or edit data on this page. This page is for viewing
purposes only. Data displayed here is controlled on the FERPA page or the FERPA

Quick Entry page.
1. Click the FERPA Address tab.

2. The FERPA Address page is displayed.
| FERPABio Demo | FERPA Addresses | FERPAPhones | FERPAEmail Addrs | FERPA Activities ~ FERPA Photo

1D: !

Releasable Address Information First (4 1051 [#] Last

Address Type: Home

Country: Hes !lmibnsd Gtates

Address 1:

Address 2:

Address 3

City: San Bernardino

State: CA Califarnia

Postal: 924111302

County: San Bernardino
QReturn to Search

FERFPA Bio Demo | FERPA Addresses | FERPAPhones | FERPA Email Addrs | FERPA Activities | FERPA Photo

FERPA PHONES

The FERPA Phones page is used to review releasable phone data for an individual.
You cannot enter or edit data on this page. This page is for viewing purposes only.
Data displayed here is controlled on the FERPA page or the FERPA Quick Entry page.

1. Click the FERPA Phones page.
2. The FERPA Phones page is displayed.

FERFA Bio Demo FERFPA Addresses FERPA Phones FERFA Ermail Addrs FERPA Activities FERFA Photo
1D:
Releasable Phone Information
Type Telephone Phone Extension
Home 909/887-0173
Q,Return to Search
FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Activities | FERPA Photo
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FERPA EMAIL

The FERPA Email page is used to review releasable email data for an individual. You
cannot enter or edit data on this page. This page is for viewing purposes only. Data
displayed here is controlled on the FERPA page or the FERPA Quick Entry page.

1. Click the FERPA Email Addrs page.
2. The FERPA Email Addrs page is displayed.

FERFAEmail Addrs FERPA Attivities © FERPA Fhoto

FERPA Bio Demo FERFPA Addresses FERFPAEhones

1D:

Releasable Email Information
Preferred

Tvpe Email Address
N

Haome I

QReturn to Search

FERFA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | EERPA Activities | FERPA Photo

FERPA ACTIVITIES

The FERPA Activities page is used to review releasable extracurricular activity data for
an individual. You cannot enter or edit data on this page. This page is for viewing
purposes only. Data displayed here is controlled on the FERPA page or the FERPA

Quick Entry page.
1. Click the FERPA Activities page.

2. The FERPA Activities page is displayed.
|| FERPARBi0 Derno | FERPA Addresses | FERPAPhones | FERPA Email Addrs W

1D:

No Activity Designated Releasable

Q Return to Search

FERFA Bio Demao | FERFPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Activities | FERPA Photo
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FERPA PHOTO

The FERPA Photo page is for viewing purposes only. Data displayed here is controlled
on the FERPA page or the FERPA Quick Entry page.

1. Click the FERPA Photo page.
2. The FERPA Photo page is displayed.

FERFA Bio Demo FERPA Addresses FERPA Phones FERFA Email Addrs FERPA Activities 4

ID:

Ho Photo Designated Releasable
|

WALKTHROUGH — FERPA QUICK ENTRY

1. Navigation: Home > Build Community > Services Data (Student) >
Use > FERPA Quick Entry > FERPA Admin Qentry

FERPA Quick Entry

Find an Existing Value

D | Q

Campus ID:|

National ID: |

LastName:l

FirstName:l

[T Case Sensitive
| Search | | Clear | Basic Search

2. Find an Existing Value

a. Enter the values by which you would like to search. First Name,
Last Name, First Name, or National ID (SSN).

b. Click Search. A list of values that meet your search criteria will
be displayed.

c. Click on the student you wish to update.
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d. The FERPA Quick Entry page is displayed.

FERPA Quick Entry

When selected, the following information will be restricted from release (with the noted
excenptions for Release to Publications) accarding to FERPA guidelines and policies.

Restrict All Fields | Release All Restrictions |

Restriction Categories

Addresses

Billing
Business
Campus
Darmitory
Horme
Legal
Mailing
Other
Other 2

0 OO0OO0Ogogaad

Pormanent

3. Restrict All Fields: Click this button to automatically select the
Restrict option for all fields in all categories on the entire page.

4. Release All Restrictions: Click this button to automatically clear the
Restrict option for all fields in all categories on the entire page.

5. There are 7 quick entry panels available with information pertaining to
Extracurricular Activities, Email Addresses, Names, Phones,
Photographs, Addresses, and Personal Data. For each section the
Restriction Categories can be selected individually for the entire
section.

6. Restriction Categories: The fields that display for each category are
based on the controlled fields identified for each FERPA_VW record on
the FERPA Control Page.

a. Restrict: When selected, indicates that the student prohibits
your institution from releasing this information.

b. Release to Publication: Click this link to access the Release
to Publication Page.
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7.

c. Restrict All: Click this button to automatically select the
Restrict option for all fields in the category.

d. Release All: Click this button to automatically clear the Restrict
option for all fields in this category.

Click SAVE to commit your changes to the database.

RELEASE TO PUBLICATION

1.

After clicking a box to restrict the Release to Publication link is
displayed.

Addresses
[+ Billing Felease to Publication

Click on the Release to Publication link.

The Release to Publication page is displayed.

Release To Publication
Billing

The following categories of publications will he exceptions
to the restrictions that have been placed on the release of
this information under FERPA. The restricted infarmation
WILL appear in publications in the following categories.

Publication Categories

| =+ =]

| 0K || Cancel |

Select the publication, from the Publication Categories page, to which
the student gives you permission to release this specific, otherwise
restricted information.

All Community Directories: Indicates that the student gives
permission to release the otherwise restricted information for inclusion
in all of your institution’s internal community directories.
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6. Student Community Directory: Indicates that the student gives
permission to release the otherwise restricted information for inclusion
your institution’s internal student directory only.

NOTE: Publication categories are used in PeopleSoft Community
Directory Collaborative Application. You can add categories, and add
publications to the delivered categories, but you should NOT delete the
delivered categories

7. Click SAVE to commit your changes to the database.
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