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FERPA Quick Entry 
Purpose:  When students exercise rights under FERPA, they identify information that they do 
not want UNI to release about themselves. Use the FERPA Quick Entry page to apply FERPA 
control from the administrative side to identify this information. 
  
The following instructions describe how to restrict FERPA information for a student.  This page 
may also be used by Registrar staff to view a student’s FERPA restrictions. 
 

Step Action 

1. Navigate to the FERPA page:  Select Main Menu › Campus Community › 
Personal Information › Biographical › Person FERPA › FERPA Quick Entry 
 

 
2. Enter the appropriate search criteria. Click the Search button. 

 
Result:  The FERPA page for the desired student displays. 



Job Aid – FERPA Quick Entry 

 
 

Page 2 Last Updated: 12/11/2012 
 

Step Action 

3. 
Click the Restrict All Fields button  at top to restrict all data 
fields for each category. 
OR 
Select the checkbox for any data items the student wishes to restrict. 
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Step Action 

4. If the student has selected the Release to Publication option, click on each available 
Release to Publication link, set the value in the Publication Categories drop down 
box to All Publications, and click OK. 
 

 

 
5. Click the Save button.   

 
 
 
 
 
How do students update their personal information online? 
In MyUNIverse, on the My Page tab, select the Update my Personal Information link in the 
Update my Personal Information pagelet. Select the Privacy tab. 
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Instructions to Departments and Campus Personnel: 
 When contacted by an outside entity, do not release ANY student data.  Refer the caller to 

the Registrar’s Office.  Registrar’s Office - Always refer to the FERPA Quick Entry page 
to determine which restrictions a student has placed on their record. 

 The window shade will indicate when restrictions exist, but what is displayed behind the 
icon is not accurate based on defined directory information at UNI. 

 

             
 


