Documenting Access to Record on Enrich

As our IEP files become more accessible on line, there is a need to document if you reviewed an IEP.  This is the process for documenting that you reviewed an IEP and the purpose for the review.  This is just like the Record Log that we sign when we view a paper IEP in the main file.

Go to the Profile Tab and then to go Audit Log.
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Click on + Add Access Log Entry
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[bookmark: _GoBack]Complete the information as requested (Name, organization, Purpose).  You are NOT able to edit this information, ensure it is accurate the First Time! (See image on next page)
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Personal Information Current Status

Address: Currently Enrolled: Grade Pre-kinder, ROCKY MOUNTAIN SER HEADSTART SAN LUIS CENTER
915 Pedro Street

San Luis, CO81152 , Centennial
(719)672-0477

Race:
White

Future Enrollment: Grade, -, -

Current GPA: 0
Is Hispanic
Yes

Goals Progress:
Gender: © (sT) Data Tracking: View

Male 3 scores fall short of goal line.

DOB:
862009

© (ST) Monitoring Notes: View
Guardians Manage 3 scores fall shortof goal ine:
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[ Refresh » |
Event Time ¥ User Action Message
7/16/2014 1:48:52  Kathy Mortensen  View View student profile: Franco, Ronnie A
PM
711612014 1:48:41 Kathy Mortensen ~ View View student profile: Franco, Ronnie A
PM

7116/2014 12:03:55  Kathy Mortensen  View View student profile: Franco, Ronnie A
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“This will add an entry to the auditlog to record a requestfor access to or a disclosure of personally identiable information from
the education records of the student as required under FERPA,

Date & Time [7/16/2014 |([v | [Ls1pm

Entered By Kathy Mortensen

Parties

Include the name and organization of the parties requesting or receiving the information

Purpose

Describe the interests the parties had in requesting or obtaining the information

01 understand the log entry cannot be modified or deleted. Please ensure it is accurate before saving!
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