How To...
Grant Relationship/Guest Access

With this new functionality, you can grant parents (primarily for undergraduates), employers,
spouses (primarily for graduate and professional students), or others’ access to view certain
elements of your record. This access has been requested by both parents and students over the
years and will reduce the number of students who share their NETIDs and passwords with their
parents. It will give you control over the student data you share with others. You will be able to
select what access a particular guest may have (e.g., the guest can see the bill, but not grades).

In the Student Center, under Personal Information selects “Relationships/Guest Access”.
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On the Relationships page there is column to Add or Update Guest Access.
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Below is a list of your relationships. To edit the information for a relationship, click the Edit button. To add a
relationship click the Add a Relationship button.

Guest Access: You can grant access to certain academic, financial or demographic information to any of your
current relationships. Access is granted to a specific e-mail address of your relationship. You can choose as little or

as much access to grant to each relationship. Use the link in the Guest Access column to add or edit access.
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Assign access to an e-mail address that is associated with that Relationship. Select the areas in
which you want to grant access, by checking the box next to the desired item. Select Save to
complete your selection.

Guest Emall Address |

Guest Name Campbell, John

To grant access for the current Guest E-maill Address, check the boxes below and Save your changes. To revoke
access, deselect the check box. You may return at anytime to grant or revoke access to this guest e-mall
address.

Once you save and sign the consent agreement, you and the guest will recelve an e-mall confirmation. The guest
will need to activate their account and navigate to the appropriate URL to view the information you have granted.
Any changes you make to thelr access will not reguire a new activation.

Please Mote: Access |s granted to the e-mall address above. If you wish to change the the e-mall of your guest,

you must first remove all the access to this guest e-mall and then save. Then you can add a different guest e-
mall address.
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You will need to officially grant the access before a guest has privileges to see your student data.
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Duke University Release of Information Policy

Guest Access allows students to give permission to parents or other third parties to view
specified student record data. This access can be only granted, removed or adjusted by the
student.

Duke University adheres to a policy, informed by federal law, permitting students access to
their education records and certain financial information. Students may request review of
any information which is contained in their education records and may, using appropriate
procedures, challenge the content of these records. An explanation of the complete policy
on education records may be obtained from the Office of the University Registrar.

The complete Duke University student records policy can be found at the following site:
http:/ / registrar.duke.edu/registrar/ studentpages/ student/ ferpa.html

.5, Department of Education Famlly Educational Rights and Privacy Act (FERPA)

Informed Consent

By consenting below, you are granting permission to disclose the selected
information to the person using the e-mail address you have entered. You may
change or remove this access at any time.

Only you can grant or remove access to this information; academic or financial
offices of Duke University cannot grant, change or remove this access.

Glynt Duke permission to release the selected information.
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Once access has been granted, you can resend an access activation code if the guest did not

receive it. Go to Add or Update Guest Access the elect the Resend Account Activation Email
button.

Guest Access

Guest Access Detail

Guest Email Address ‘

Guest Name Campbell, John

To grant access for the current Guest E-mail Address, check the boxes below and Save your changes. To revoke
access, deselect the check box. You may return at anytime to grant or revoke access to this guest e-mail
address.

Once you save and sign the consent agreement, you and the guest will recelve an e-mall confirmation. The guest
will need to activate their account and navigate to the appropriate URL to view the infermation you have granted.
Any changes you make to their access will not require a new activation.

Please Note: Access Is granted to the e-mail address above. If you wish to change the the e-mail of your guest,

you must first remove all the access to this guest e-mall and then save. Then you can add a different guest e-
mail agdress.
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You will need to confirm resending the activation code.

Resend Activation email for: johnspersonal@yahoo.com

Click OK to resend an Account Activation email to the current
Guest Login 1D shown above.

The guest will then need to re-verify their account. Therefore, you
would only want to do this under certain circumstances; for
example, if the original Activation email failed to reach the
intended recipient, or was accidentally deleted, etc.




