Student Guide for Providing Proxy Access to Student Record Information in CaneLink
A Step-by-Step Guide

You control your information

The process of creating and maintaining a proxy account is controlled by you. You must grant approval for all
proxies and you can select which services proxies may access on your behalf. In order for this to happen, you must
login to the Student Center and navigate to your Student Center.
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Once inside your Student Center, click on the ‘Share My Information’ tab located on the right-hand side of the

page, as shown in this example of Sebastian’s Student Center.

Sebastian's Student Center
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enrollment shopping cart p

My Account Account Summary

oG You owe 20,610.00.
Financial Aid Due Now 20,610.00
Vigw Financial Aid Future Due 0.00

Acceot/Qacling Anaeds
e ** You have a past due balance of 20,610.00. **

other financial... - ® Currency used is US Dollar.

~ Personal Information

Contact Information

mographk
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¥ Communication Center

0 Pending Messages
2 Communications
do To Communication Centar

Academic Advising Required

details P

Fi Academic Level Discrepancy
details P

¥ Enroliment Dates

Shopping Cart Appointment
Your Shopping Cart for the
Fall 2013 Regular Academic
Session session is available
for use beginning April 1,
2013.

Enrollment Appointment
You may begin enrolling for
the Fall 2013 Regular
Academic Session session on
April 8, 2013.

details P




You will then navigate to the Share My Information summary page. This page will identify individuals to
whom you have provided access to your student information. You will use this page to provide access to
new proxies. You are also able to modify and delete existing proxy access.

‘%-':-'jl— Cane Lil‘ko Home | Add to Favorites | !

Favorites | Main Menu  Self Service > Student Center

Sebastian Ibis @0 to ... -®
ferpa resirictions I share my information I

Share My Information - Summary

Eslow is the list of contacts you delegated sccess te your own data. Te adit the infarmation for & contact. elieke
the Edit button. To delegate sccess to & new contact. click the Celegate Access to a New Contact button,

Mo current delegated access found.

DELEGATE ACCESS To A& MEW CONTACT

Parponal Information Sscurity Crodentisls

Farpa Restrictions ZShare My Information

e e . -
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Completing the “Terms and Conditions” is required prior to providing access to your student record
information to your proxy.

g Cane l_i nk 9 Home | Add to Favorites | Sign out

MIAMI

goto ... - (3

share my information |

Share My Information

Share My Information - Terms and Conditions

In compliance with the Federal Family Education Rights and Privacy (FERPA), the university is prohibited
froem providing certain information from youwr student records to a third party. This restriction applies, but is
nat limitad, to your parants. your Spouse, of & Sponsor,

FERPA is a Federal law that is administered by the Family Policy Compliance Office (Office) in the U.5.
Departmaent of Education [Department). 20 U.5.C. § 1232qg: 34 CFR Part 99. Once a student reaches 18
years of age or attends a pestsecondary institution, he or she becomes an “eligible student,” and all rights
formerdy given to parents under FERPA transfer to the student. The eligible student has the right to have
accass to his or har education records. the right to sealk to have the records amaended, the right to have
contral over the disclosure of personally identifiable information fram the records (except in certain
circumstances specified in the FERPA regulations, some of which are discussed below), and the right to file
a complaint with the Cepartment. The term “education records” is defined as those records that contain
information directly related to a student and which are maintained by an educational agency or institution
or by a party acting for the agency or institution,

I understand that, by clicking the " sccept” button below, [ am giving written consent for University
representatives to disclose student information specified by me herein to the individual(s) identified as a
contact name for the purpose of facilitating the administration of the specified information. I am entitled
to change, amand or rescind this authorization at any time.

| ACCEPT

I DECLINE
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After accepting the terms and conditions relating to the Federal Family Education Rights and Privacy Act (FERPA),
you will be able to complete the information required and select which transactions your proxy can access. You
have the ability to select one, some, or all of the sharable information under ‘Transaction Name’.

g Cane I_inkg Home | Worklist = MultiChannel Console | Add to Favorites

MIAMI

Favq_ritesg Main Menu > MS;wice »  Student Center

Sebastian Ibis

Share My Information

Share My Information - Details

*Contact Name: ]
*Relationship: A

*Contact Email Addrass: |

*Confirm Email Address: |

Contact Status Unknown

| Transaction Name Description Start Date Transaction Status

Proxy has the ability to view your billing and financial
infarmation and make payments on your bahalf.

[7] uM Billing and Cnline Payments

Proxy has the ability to view your To Do List and
related financial aid information.

Proxy has the ability to view information about your
academic record.

|"] uM Financial Aid Information

[7] UM Grada / Transcript Information

Proxy has the ability to view or update your haalth

[7] um Health Insurance Infarmation
insurance information,

SELECT ALL | CLEAR ALL

SAVE

Return to Share My Information Summary

When the ‘Save’ button is clicked, you will be notified that an email will be sent to your proxy
affirming that access has been granted.

Message

An email notification will be sentto Maria |bis. (14025,76)

An email notification will be sent to Maria |bis to inform him or her about the new or revoked delegated
transactions. Press Ok to continue or Cancel to go back,

OK Cancel
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After clicking the ‘OK’ button, a confirmation is posted indicating that the process was successful.

ll-—\-! Cane I-i“ko Home | Add to Favorites | Sign ol

Favorites | Main Menu > Sell Service » Student Center

Save Confirmation

" The save vas successiul.

ok |

At this point in the process, you will be able to see the status of your actions on your Share My
Information summary page. Notice that the status of the transaction is “submitted” and the Contact

Status for the proxy is “unknown.” This will change once the proxy has completed and submitted all of
the required information.

l'l-.-. Cane Li I‘qu Home | Add to Favorites

Ll |

Favc?‘ph_-:; | H.'-lln*_Hmu.l = Sl .'imlf.ﬂ r Bitudent Cenbar

Sebastian lbis 88 e . - (5
| Porsonatimtormation ] re— [l e

| mbare iy information |

Share My Information - Summary

Balow in the list of contacts you delsgsted scosas to your own dats. To adit the information for = contact. click
tha Fdit button. To delsgats sccess to = new contact. click the Delsgats Access to & Mew Contact button.

DELEQATE ACCESSE T A NEW CoNTACT |

= Maria lbis Eoit | l._1-f|.|:11|
Comtact Email Addrass [ Ralmtionshin | Contact Status |
Mariz |bis m-ibis{Egmail. com Mother Uin bk owen

Transaclismn
L RS

UM Financial Aid Infermation o%/2&,S 13 Submitted
UM Srade / Trenscript Information o4af28/13 Submitbad
UM Billing sand Onlins Paymsnts oa/26513 Submittad

For information about what step the proxy must follow, refer to the Proxy Guide.
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