How to Authorize Release of Information at
Glendale Community College
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STEP 1
Click on MyGCC

Have you been impacted by the fires? GCC has resources to help. Please visit glendale.ed
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STEP 2
Click on MYGCC LOGIN
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STEP 3
Log in with your student's information
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STEP 4
Click on Student Center

¥ Student Homepage

Student Center Academic Planning Enrollment
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STEP 5

Click on Authorize to Release

View Financial Aid
Accept/Decline Awards
Report Other Financial Aid

Other Finance Information

v]@

Personal Information

Contact Information

Demographic Data
Emergency Contact

Permanent Address

Names )
Withheld
. Primary Phone
m IOther Profile Information 9 @ Withheld
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STEP 6

This is the FERPA Form - the student will use to grant third-party members'

access.
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STEP 7

Type the First Name of your Designee in this area

« |dentify themselves with government issued documentation such as driver’s licens
+ Provide your student name and ID
» Provide their access code to confirm they are your authorized designee

Do not share this information with anyone other than your authorized designee.

If you are not a currently enrolled student, access granted to your third-party designee may no |

Authorization to Release your Record(s) to your Desig

Authorized Records to be Released to

*First NamLast Name *Access Code Expirati

Personalize | Find | {

*Department *Records to Release *Purpost

1 Q Q

STEP 8

Type the Last Name of your Designee in this area

+ |dentify themselves with government issued documentation such as driver’s license when in person
« Provide your student name and ID
« Provide their access code to confirm they are your authorized designee

Do not share this information with anyone other than your authorized designee.

If you are not a currently enrolled student, access granted to your third-party designee may no longer be valid.

Authorization to Release your Record(s) to your Designee

Authorized Records to be Released to Find First (4) 1

*First Name |John *Last Nam *Access Code Expiration Date )

Personalize | Find | (2] [53 First (4 1.
*Department *Records to Release “Purpose of Release

1 Q Q [
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STEP 9

Enter a 5-digit number in this area

T

ident name and ID
zess code to confirm they are your authorized designee
1ation with anyone other than your authorized designee.

y enrolled student, access granted to your third-party designee may no longer be valid.

Authorization to Release your Record(s) to your Designee

to be Released to Find First ‘4 10f1 (» Last

= —
*Last Name Doe *Access Code] 51564 | Expiration Date [3) HE=

Personalize | Find | (2] | E First (4 10of1 (» Last

ent *Records to Release *Purpose of Release
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STEP 10
Click on that button, a calendar will appear
r authorized designee

uthorized designee.

o your third-party designee may no longer be valid.

ase your Record(s) to your Designee

Find First (4" 10f1 [} Last

+|[=
*Access Code 51564 Expiration Date J
Personalize | Find | (1) [l§  First ¢ 10f1 (b Last
lease *Purpose of Release
Q 0 [+ =
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STEP 11

Select the expiration date

+ -
4| Expiration Date I [+ (=]
Calendar
2| Find | (2] [Gg  First (4
“Purpose of Release January v 2025 hd
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STEP 12

Click on the magnifying glass for 'Department’

| It you are not a currently enrolled student, access granted to your third-party designee ma

Authorization to Release your Record(s) to your [

Authorized Records to be Released to

*First Name John

*Department

I Save

Cancel

*Last Name Doe *Access Code 51564 E;

Personalize | F
*Records to Release ‘P

@ Q
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STEP 13

Click on the department you want to grant access to

( N
Look Up Department
Cancel
Search Results
View 100 First (4 1of1 (b Last
Department
Financial Aid
S J
STEP 14
Click on the magnifying glass for 'Records to Release'
( currently enrolled student, access granted to your third-party designee may no longer be valid. )
Authorization to Release your Record(s) to your Designee
ecords to be Released to Find First (4 10of1 (b Las
lohn  |«LastNamelDoe | *AccessCode| 51564| Expiration Date 01312025 | */ =]
Personalize | Find | /] [54 First (4 10of1 (b Last
*Department “Records to Release “Purpose of Release
al Aid Q | @ | | 6 HE
Cancel | Go To [
- J
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STEP 15

Select the record you want to grant

( N
Look Up Records to Release
Search Results
View 100 First (4) 13of3 (b Last
Records to Be Released
Award, Bank Mobile and Disbursement
Status - Appeals, Documents, SAP, Verification
S J
STEP 16
. . .
Type in the reason why you want to grant this person access to this record
[ :cess code 10 CONMIrM they are your authorized designee )
‘mation with anyone other than your authorized designee.
tly enrolled student, access granted to your third-party designee may no longer be valid.
Authorization to Release your Record(s) to your Designee
s to be Released to Find First (4 1of1 (b Last
*Last Name Doe “Access Code Expiration Date HE
Personalize | Find | (21| [B§  First ¢ 10f1 b Last
ment “Records to Release “Purpose of Release
@ |Application Status - FAFSA/GADAA @ [[Parent wants to knov] ) 6 & =
el ] Go Tol vI®
- J

10 of 12


https://tango.ai?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 17

Repeat steps 12 to 16 to add more records you want your designee to have. To
do this make sure to click [+] next to the 'i’

STEP 18

Click [+] if you want to add more designee to have access. Remember to
complete the above steps again to grant them access.

STEP 19

Click on Save once you are done.

Personalize | |

*Department “Records to Release

1 | Financial Aid Q_ |Application Status - FAFSA/CADAA Q Parent wani

[ _save ]|[Cancel
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