Channel Islands How To Guide: Authorization to Release

CALIFORNIA STATE UNIVERSITY

Online FERPA form that allows students to authorize a designated
individual to have access to their education record.

1. Open your browser and go to https://myci.csuci.edu or e
connect through www.csuci.edu and click on the myClicon. Welcome to mycl
2. On the sign-in page: L S
a. Enter your Dolphin Name* (ex. first.last) e
b. Enter your Dolphin Password*
c. Click on "Sign in" to log in. F_ .
*Both are case sensitive. o

3. Once you are logged into myCI, click on CI Records

4. In your Student Center, navigate to the Personal Information | ... suien conter
section and in the dropdown select Authorization to Release. E—

Search *You are not enrolled in classes
Blan @
Enroll

My Academics

LA Enroliment Shopping Cart p
Schedule

Planner

[other academic... V|3

¥ Finances

My Account
Account Inguiry
Enroll In Direct
Deposit

@ You have no outstanding charges at this time.

*Important Student Fee Information
Financial Aid Make a Payment

View Financial Aid

Accept/Decline Awards

other financial.. ~ |

~ Personal Information

Contact Information
Demographic Data
Ema:rgency Contact Permanent Address Mailing Address
Names 1 1 University Dr, 1 University Dr.
User Preferences Camarilo, CA 93012 Camarilo, CA 93012

(@ ng
Authorize to Release Main Phone Number Dolphin Email Address
None ekho.dolphin@csuci edu

other personal v @

5. Read through the Authorization to Release instructions and

information.
6. After readlng instructlons’ lnput the thlrd_party deslgnees Authorization to Release your Record(s) to your Designee
first name, last name, access code, and expiration date. sdent. Ekho Dolphin
L. Authorized Records to be Released to Find First 4/ 10of1 (» Last
a. Access code must be a 4 digit (Number format only) | e T —)
code specific to the third-party designee. Forsor Ao | BT st @ for1 ®) 035
. . . . . . . *Department *Records to Release rpose of Release
b. Expiration date must fall within range indicated in the | - a a © [+l =
instructions.
* Max expiration date is 1 year
 If date falls outside expiration days, you will receive
an error when you attempt to save. e —



http://www.csuci.edu/

7.

8.

9.

Channel Islands

CALIFORNIA STATE UNIVERSITY

How To Guide: Authorization to Release

Online FERPA form that allows students to authorize a designated
individual to have access to their education record.

After entering third-party designee(s), specify the
Department, Records to Release, and Purpose of Release.
a. You must specify each individual department and
record to be released.

Once you have added all you third-party designees,
click Save.

Please, keep in mind you can always edit your third-party
designee or records to be released at any time.

Authorization to Release your Record(s) to your Designee

Student  Ekho Dolphin

Authorized Records to be Released to Find First (40 1of1 () Last

+[=
*First Name *Last Name *Access Code Expiration Date (e ==

Personalize | Find | (2 | [ First (4 10f1 (3 Last

*Department *Records to Release *Purpose of Release
1 Q aQ e [
oo V®

Authorization to Release your Record(s) to your Designee

Student Ekho Dolphin

Authorized Records to be Released to Find First (4 10f1 (b Last

*First Name |Flipper *Access Code, 2002| Expiration Date 08/24/2021 |[& HEl

“Last Name Dolphin

Personalize | Find | (21 | [E5 First (4 1-30f3 (b Last

*Department *Purpose of Release

*Records to Release

1 | Academic Records @ |Transcripts @ |Dad needs io know. @ [+ =]
2 |Financial Aid Q |Award Letter Q_ |Dad needs to know. o =
3 |Student Financial Servi|Q_ | 1098-T Form @ |Need it for tax information. [ MEINE|




