HELPDESK Hofstra Online How To Guide

View a Student’s FERPA Information

Form/Function Procedure

Since the summer of 2006, students have been completing their FERPA release form online. Faculty
can view this information from the Hofstra Online Information. For all students enrolled prior to
summer, 2006, FERPA information may also be visible on the first line of the Transcript Remarks.

The new form allows faculty to verify the caller’s identify via a correct response to a challenge question.
The student sets up a Challenge Question and Response and shares it with each authorized user.
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1) After login to the My.Hofstra.edu portal,
click the Faculty Tab and open the Hofstra
Online category in the left navigation
pane. Click HOFSTRA ONLINE
INFORMATION SYSTEM and click the
Advisor menu bar.
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2) Click View a Student’s FERPA Release.
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o 3) Ifyou have not already select term you
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will be prompted to do so.

Use the drop-down arrow to select the correct
semester, SUBMIT .
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Select Term

Note: The semester you choose will remain as
your default semester until you select another.
memw | Click on the TERM SELECTION option from any
E=® | menu to change the semester.
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Form/Function Procedure
T —— 4) If you have not already selected a student,
W | § 0 .
| you will be prompted to do.
Enter the Student’s Hofstra ID number that begins
with 700
OR
s N - | Type the last name and/or first name.
o Click SUBMIT.
First bame: |7
ot Note: Use of the wildcard “%” is permitted.
(o= B
e % | | This will remain as your default student until you
= " | select another.
S : 5) Choose your student from the drop down
Lol list and click SUBMIT.
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6) Verify by clicking Submit

Note: You can select another student from the
link at the bottom.
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Display of Students FERPA Authorized Users

HOFSTRA UNIVERSITY
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT
TUDENT RELEASE

e rights under the Fami

have arved v Educational Bghts and Privacy Act of 1974 snd sulhorize Hofstra University 1o discuss and/or Siscese sdecation
0 1o Fullorming individush.

demtity uning T challangs quostion snd anser,

Plans alvs chack the “Comman it Soction” of the studest’s tnammcript to detarmine if thars may be 4 hard copy FERPA rlsats on fils

ACTIVE Users who have been authorized by Student: Kate M, Holstra,

Mame of Authorized Personi
Limited Purpose!

challengs Guestion:
Challenge Response:

Relatlonship to Student  Father

7) Verify the Student’s name.

Verify the Authorized User’s name and possibly
relationship.

Check the Limited Purpose field for any waiver
qualifications.

Have the user respond to the challenge question
before disclosing any education information.

Choose another student using the link at the
bottom of the page.

IMPORTANT: Check transcript remarks for
FERPA release information for all students
enrolled before summer 2006.
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Display of Students FERPA Authorized Users

HOFSTRA UNIVERSITY
FAMILY EDUCATIONAL RI A

e rights under the Fami

have arved v Educational Bghts and Privacy Act of 1974 snd sulhorize Hofstra University 1o discuss and/or Siscese sdecation
0 1o Fullorming individush.

demtity uning T challangs quostion snd anser,

Plans alvs chack the “Comman it Soction” of the studest’s tnammcript to detarmine if thars may be 4 hard copy FERPA rlsats on fils

8) Click the tabs at the top to navigate to
another menu within Hofstra Online or
click Back to Faculty tab.




