How to Fill Out a Student Information Release Authorization Form

1. Visit the Tennessee Tech Website Homepage
a. https://www.tntech.edu
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2. Move your cursor to the express tab in the top right corner and select “Tech Express”
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Academics Admissions Student Life Research Athletics Express
Pay Online - Eagle Pay Tech Express
Volpe Library Student Resources
TechConnect Faculty & Staff Resources
myTECH IT Helpdesk Bookstore/Dining/Parking
Strategic Planning Calendar
Institutional Research Tech Times

3. Login to Tech Express using your Username and Password

Note: Username is the first portion of your student email (jasmith42)
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Sign in

This system may contain Government, University, or
Student information, which is restricted to authorized
users ONLY. Unauthorized access, use, misuse, or
modification of this computer system or of the data
contained herein or in transit to/from this system
constitutes a violation of state and federal laws and
may subject the individual to Criminal and Civil
penalties.

This system and equipment are subject to
monitoring, including the acquisition, recording, and
analysis of all data being communicated, transmitted,
processed, or stored in this system by a user. If
monitoring reveals possible evidence of misuse or
criminal activity, such evidence may be provided to
appropriate officials including but not limited to law
enforcement personnel.

ANYONE USING THIS SYSTEM EXPRESSLY
CONSENTS TO SUCH MONITORING and HAS NO
EXPECTATION OF PRIVACY for any activity, access,
use, or information stored or communicated via this
system.
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After using the Mobile Authenticator, it will take you to the next page you see below.

4. You will now click the Green Box as shown below to add the Information Release
Authorization.

TTechExp(ess

6emm1?@umsvump==@)

IDme TCP Emp iLearn Zoom Linkedin Handshk  TechConn Library Wellness Mail Planner MS Info Sharepnt  SelfServe

& Employee Profile

& Campus News And Events 3

Announcements ~ Calendar  News

7 EagleNet Wi-Fi Key

X Student Life
‘Show Existing Key

Reset Key (This will generate a new key)

® Campus Locations

Class Schedule

o/ Campus Phone A Meeting Times Location Attendance

| Information Release Authorization

No Courses To Display

Note: After clicking the Information Release Authorization button you will see the screen
below.

5. You will now select the Add New Authorization Button in purple.



Information Release Authorization

of Directory Infor
Schools may disclose, without consent, directory information; however, students may restrict the release of this
information. If you choose to restrict this directory information, your information will not be included in
Commencement materials or Dean’s List Press Releases.

1 do not want my directory infor i toi i ployers, media, etc.

( >

1 of demic Record or Infor

Students may explicitly identify individuals to have access to distinct portions of their academic or student
accounts.

Infor Author

Notes/Comments

<+ Add New Authorization

Note: After clicking the Add New Authorization Button this will be the next screen you will see.

Information Release Authorization

Release of Directory Information

Schools may disclose, without consent, directory information; however, students may restrict the release of this
information. If you choose to restrict this directory information, your information will not be included in
Commencement materials or Dean's List Press Releases.

| do not want my directory information released to individuals, employers, media, etc.
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Release of Academic Record or Student Account Information

Please identify the individual you wish to give access to your account or records. You must provide an 8 character
passphrase for the user and select what portion of your account and records they have access to.

Name Relationship

Agency

Authorized For: ©

Active

ve New Authorizatiol

Cancel Add




Step 6: You will enter the name, relationship, passphrase, and which authorization you are
giving this person.

See the example below:

Information Release Authorization

Release of Directory Information

Schools may disclose, without consent, directory information; however, students may restrict the release of this
information. If you choose to restrict this directory information, your information will not be included in
Commencement materials or Dean's List Press Releases.

1 do not want my directory information released to individuals, employers, media, etc.

@

Release of Academic Record or Student Account Information

Please identify the individual you wish to give access to your account or records. You must provide an 8 character
passphrase for the user and select what portion of your account and records they have access to.

Name Relationship

Jon Doe Friend

Passphrase Authorized For: @ [WAILE (b

1234ABCD

Active

Save New Authorization

Cancel Add

Note: In the relationship box there will be a drop-down menu giving you the choice to pick
either:

- Agency

- Employer

- Family

- Friend

- Scholarship Donor

Note: In the Authorized for Box you have the option to select:



- All Records

- Academic Advising
- Admissions

- Bursar/Cashier

- Financial Aid Office
- Graduate Studies

- Registrar Office

Note: When filling this form out you may select All Records so the authorized user may speak
with all offices regarding student information.

Information Release Authorization

Release of Directory Information

Schools may disclose, without consent, directory information; however, students may restrict the release of this
information. If you choose to restrict this directory information, your information will not be included in
Commencement materials or Dean's List Press Releases.

| do not want my directory information released to individuals, employers, media, etc.

(1>

Release of Academic Record or Student Account Information

Please identify the individual you wish to give access to your account or records. You must provide an 8 character
passphrase for the user and select what portion of your account and records they have access to.

Name Relationship

Jon Doe Friend

Passphrase Authorized For: @ NG

1234ABCD

Active

Save New Authorization

Cancel Add

Note: Your authorized user will need to be able to provide this
passphrase to any offices they call to discuss any student
information.




Information Release Authorization

Release of Directory Information

Schools may disclose, without consent, directory information; however, students may restrict the release of this
information. If you choose to restrict this directory information, your information will not be included in
Commencement materials or Dean's List Press Releases.

1 do not want my directory information released to individuals, employers, media, etc.

( 1D

Release of Academic Record or Student Account Information

Please identify the individual you wish to give access to your account or records. You must provide an 8 character
passphrase for the user and select what portion of your account and records they have access to.

Name Relationship

Jon Doe Friend

Passphrase Authorized For: @ WAE ok

1234ABCD

Active

Save New Authorization

Cancel Add

Note: After filling out the form you will need to click “Save New Authorization” to ensure the
information entered is saved for future use.



