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1. Log in to elion Self-Service.

2. Navigate to the homepage:
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3. In the left-hand menu, select “User Options,” then click on 
    “Student Release Agreement.”

4. To add a FERPA release for an individual, click the blue button “Add Person/		
     Relationship.”
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5. Click “Allow Complete Access” or “Allow Select Access” and check the box 
“Education Record.” Agree to the Disclosure Agreement by checking the box. Click the 
Submit button.

6. If you’d like to deny access, check “Deny access to All.”

7. Make any desired edits under “Active Relationship” by clicking edit, and choosing 
options such as:

•	Edit (pencil)
•	Remove record (minus sign)
•	Edit PIN
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Once your changes are finalized, you will receive a confirmation message that says, 
“Student Records Release Information has been updated successfully.” This confirms that 
your updates have been saved in the system.

University Staff/Personnel will be unable to discuss your education record with any 
party for whom you have not specifically authorized through the above Records Release 
process; this includes admission, enrollment, financial aid, academic and disciplinary 
records.


