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Accessing FERPA Compliance Training

These instructions will guide you on how to access the NMHU FERPA Annual Compliance Training in
Brightspace from the MyNMHU Portal. Participants will need to use their NMHU login credentials to complete
the FERPA Annual Compliance Training in Brightspace. Once at the training landing page participants will
need to create a login at the Department of Education website for access to the training. Lastly, participants will
need to upload the completed copy of their certificate to the Brightspace learning page under the FERPA
Certificate Submission area of Brightspace.

Please ensure you allot at least 50 minutes to complete this training
Step 1:

Go to www.nmhu.edu

Click on the MyNMHU Portal Link at the top left

‘ About Locations Conta
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Step 2:
Enter your NMHU credentials and click Login
7 NEW MEXICO
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Sign In

Forgot Password | Forgot Usemame

Self-Service Banner Login(Usemame & Password)

this portal, you agree to abide by its Terms of Use
lead o restriction of portal privileges andior

Step 3:

Once you enter the landing page for the MyNMHU Portal you will select the Brightspace (orange B) in the My
Apps section. You may also access this with the My Apps option on the left menu.

0 T
:

Microsoft Office 365 Self-Service Banner Brightspace


http://www.nmhu.edu/
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Step 4:

Once you enter the Brightspace Homepage you will see several options for courses (for faculty it will show
your assigned courses for the term and/or past terms) use the drop down under NMHU Resources to access the
FERPA Training page.

slp FAQ NMHU Resources ~ TextAid

My NMHU

Office 365

Zoom

NetTutor

NMHU Library
NMHU Bookstore

Center for Professional Development & Ca...

- FERPA Compliance Training

Step 5:

Once you enter the FERPA Training page you will click on the Department of Education: FERPA 101: College
and Universities link as shown below (Note: You must create a separate login for the DOE training site):

i Department of Education: FERPA 101: College
and Universities

& Link

v

The training course provides an introduction to FERPA, explores requirements for the protection
of student records, addresses who may and may not access student records, when records may
be shared, and discusses several of the applicable exceptions to the FERPA requirement for
consent.

To access the course, you will need to create an account not the same as your NMHU
credentials. The site you are accessing is from the Department of Education and not from
NMHU.

You will complete the FERPA 101: Colleges and Universities (Accessible) only. Once you
complete your course you will receive a certificate from the Department of Education. You will
be required to upload this certificate in the assignments tab of this page to show compliance no
later than Friday, October 29, 2021 at 11:59pm (MST).
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Step 6:

Once you click on the course you will be directed to the Department of Education webpage to create your login
and register. Enter your First Name, your self-generated password, and your Language preference.

.

Register

Begin your new learning experience by simply filling out this form.
o User Profile

Email (Required)

First Name Last Name

Password (Required) (o} Retype Password (Required) ©

Language (Required)

Already registered? Sign In

Step 7:

Provide your additional information: State: New Mexico and Organizational Affiliation: Postsecondary
Institution and click Register.

Register

Begin your new learning experience by simply filling out this form.

@ user profite © ~cditionaiietas

State Organizational Affilliation

New Mexico Postsecondary Institution

Already registered? Sign In

PREVIOUS REGISTER



Step 8:
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Once you click Register you will be asked to go directly to the course or view later. If you select to go to the
course page immediately you will be directed to all available courses. NMHU Employees are only required to
complete the FERPA 101: Colleges and Universities (Accessible).

Step 9:

= B i Search content in the platform n (2] a

Courses available

Available courses

= FILTERS Search... Q NEWEST TO OLDEST ~

US Department of Education
US Department of Education: Course Catalogue

iVl

-

2021 FERPA 201: Data 2021 FERPA 101: Colleges 2021 FERPA 101: Local FERPA 101: Local Educatio FERPA 101: Colleges and FERPA 201: Data Sharing
Sharing Under FERPA and Universities Education Agencies Agencies (Accessible) Universities (Accessible) Under FERPA (Accessible)
(Accessible) (Accessible) (Accessible)
EN * 4.0 EN * 5.0 EN * 5.0 EN EN * 5.0
@ E-Learning ) E-Learning ) E-Learning @ E-Learning B EL

Courses - Not started Courses - In Progress Ompleted

e e e
» » » ,

Once you click on the course you will be directed to the available course landing page to enroll in the required
course. Please click the enroll button to the right of your screen to enroll in the course

= \ oA Awarencs Search content in the platform n (7] A

cessible)

FERPA 101: Colleges and Universities (Accessible)
1D: E-VRO2GV

Language: English US -

Other courses that may interest you...

— FERPA 201: Data Sharing Under ...
ABOUT THIS COURSE CONTENT Qi ENROLL
[ ] English US
FERPA 101: Colleges & Universities — FERPA 101: Local Education Age...
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Step 10:

Once you enroll in the course you will see a confirmation that you have been enrolled in the course. Click on
“Start Learning Now” to begin your training:

You've been enrolled successfully
FERPA 101: Colleges and Universities (Accessible) has been added to your learning
activity.

CLOSE  VIEW MY COURSES  START LEARNING NOW

Step 11:

Once you have completed the course you will save a copy of your certificate and upload your certificate under
the FERPA Certificate Submission in the Brightspace training page.

i FERPA Certificate Submission

,E, Assignment

v

This is the assignment module where you will submit your completed FERPA training certificate.
Your certificate must be uploaded no later than Friday, October 29, 2021 at 11:52pm (MST).
You do not need to report completion of your annual training as the completion of your course
& certificate will be available to Human Resources and your Supervisor and/or Dean after the
deadline date.

HAPPY FERPA TRAILS!!!

As always if you have issues or questions on a FERPA related issue please contact your partners at the Office of
the Registrar for assistance we will be happy to address your questions/concerns.

NMHU Office of the Registrar
FERPA Concerns/Questions
registrar@nmbhu.edu

505-454-3232
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