
Student Consent to Release Information 
Instructions 

 
 

1. Go to myusf.usfca.edu and click the Log In button. 

 
2. Enter your Username and Password.  Click the Sign In button. 

 
3. Click the Banner Self-Service (Student) app.  If you do not see it in your Top Apps, click the View 

All Apps link and then click Banner Self-Service (Student). 



 
4. You are now in Banner Self-Service on the Student Services landing page.  In the upper-left 

corner of the page, click the Banner (four-square) menu icon. 

 
5. Click on Banner → Student → Student Records → Student Consent to Release. 
6. Read the information on the page and click the New Contact link to begin. 

 
7. Read the information on the page, provide the contact information, select the type of records 

USF may release to the contact, check the “I Agree” box, and click the Submit Changes button. 



 
8. You will see the contact’s information and type of record as successfully saved with the Active 

indicator.  Click the New Contact link to add another contact.  If finished, click the Student tab to 
return to Banner Self-Service. 

 
9. To inactivate a contact, return to the Student Consent to Release page.  Click on the contact’s 

name.  Uncheck the Active Contact box and click the Submit Changes button.   



 
10. The contact’s information will appear with the Inactive indicator. 

 
11. Click the Release Directory Information button. 

 
12. You will receive confirmation that your changes were saved successfully.  Click the Student tab 

to return to Banner Self-Service. 

 
 


