
Instructions to Access, Enter, Revise or Revoke a FERPA Authorization 

I. Accessing the FERPA menu 

II. Entering a new FERPA Authorization 

III. Editing an Existing FERPA Authorization 

IV. Revoking an Existing FERPA Authorization 

 

I. Accessing the FERPA Menu 

Step 1:  Log into ClarkYOU (you.clarku.edu)  

Step 2: Under the CU Web Menu, select the “Main Menu” option, as shown below. 

 

Step 3:  From the Personal Menu, select the “Update FERPA Authorizations” menu option, as shown 

below. 

  

https://you.clarku.edu/cp/home/displaylogin


II. Entering a New FERPA Authorization 

Step 1:  Choose one of the Authorization Types from the “Select an Authorization to Insert” and click 

the “Submit” button, as shown below. 

 

 

Step 2:  Read the instructions provided and then begin to complete the FERPA authorization, as per 

the instructions.  When finished, click the “Submit” button. 

 

 



III. Editing an Existing FERPA Authorization 

Step 1:  Once in the FERPA menu, select the “Current” link that is to the left of the authorized 

person’s information.   

 

Step 2:  You will be brought to the entry form where you will be able to make edits to the person’s 

information.  Change the “Effective Date” to the date that you are making the edits and then 

make the necessary updates.  When finished, click the “Submit” button. 

   

 



IV. Revoking an Existing FERPA Authorization 

Step 1:  Once in the FERPA menu, select the “Current” link that is to the left of the authorized 

person’s information that you wish to revoke.   

 

Step 2:  You will be brought to the entry form where you will be able to revoke an existing 

authorization.  To revoke the authorization, simply enter the date that the authorization 

should be no longer valid in the “Revocation Date” field.  When finished, click the “Submit” 

button. 

 


