
 
 

FERPA Release Authorization Job Aid 
1. In COIN, navigate to My eForms and select FERPA Release Authorization from the 

dropdown.  

 

 

  



 
 

The form will appear as follows: 

 

 

 

  



 
 

2. Enter information in all fields including the Release PIN. The Release PIN will be required 
when your designee contacts the university so be sure to share it with your designee.  If 
you or your designee forget the Release PIN, you may review your submitted form in COIN 
and provide the Release PIN to your designee.  
 

 

 

3. If you wish to add more than one designee, select the   and enter their information. 
When finished, change the Acknowledgment from No to Yes and then select Submit.   
 

4. You will receive confirmation that your form has been successfully updated.  

 

  



 
 

To View Your Previously Submitted Form(s): 

1. In COIN, navigate to My eForms, and select View a Student SS eForm.  

 

 

2. Enter your Student ID#, Name, or Form Type and select search:  

 

Note: If searching for your form using the name prompt, simply enter your student ID or your 
first name. If you enter your last name, you must change the name prompt dropdown from 
“Begins With” to “Contains”.  

 

 

 



 

 

 

To Add or Revoke a Designee: 

If you wish to add or revoke a designee, you must submit a new FERPA Release Authorization 
eForm request by following the above steps.  The updated inofrmation will be available 
immediately for university staff to view once you have submitted your eForm.    

 

Questions? If you have questions regarding FERPA or the FERPA Release Authorization 
eForm, submit an inquiry and select topic = Registrar and more detail = FERPA.  
 

 

 

https://www.umassd.edu/ssc/

