CampusESP:
Process for a Parent to Request Access,
Student to Approve Access, and Staff to Check Access
For the purposes of these instructions, the term “parent” will be used. However, this applies to any person the student
wants to grant access to.
1) The parent goes to http://txstate.campusesp.com
2) The parent clicks on “Connect to my Student”

3) The parent enters the students Texas State email address, sets a pin, and indicates which records they would like
access to. Alternatively, the parent can select “request access to ALL student records.”
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4) Once submitted, the status will be updated accordingly next to each access option.
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5) The student will get an email that notifies them of a connection request:
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6) When the student clicks on the link, they will have the option to view the request:
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7) When viewing the request, the student can grant access. The first option is to approve all, regardless of if the
parent requested individual items. If the student wants to approve individual items, they will have to scroll down.
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8) Once access is granted, the parent will receive notification via email and within the portal.
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9) The homepage of the portal will have the message below. Note that parents will receive an email notification
when their student’s record is updated or new student data is available. According to the Registrar, the following
items will prompt a notification:
• Hours of enrollment, holds, curriculum, GPA (change of grade), financial aid status, and
charges/payments.

10) The following are examples of the information a parent can see via CampusESP:
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11) If a staff member receives a call or email from a parent, they will log into CampusESP, toggle over to “Admin”
role:

12) Look the student up by their NetID (A-ID is not currently possible). Do not press enter and wait for the student
information to display.
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13) Check if the parent is an “active connection.” If yes, and the parent is calling, ask for the pin. If the parent is
emailing, enter the parent email.
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14) If the pin is incorrect, you will be notified. If the pin is correct, a list of FERPA items will be displayed, along
with information about if access is granted and when.
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15) If contacted via email, and the email is correct, similar information will be displayed.
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16) If a parent no longer needs access, they can select “cancel this connection” within the CampusESP View
Student Connections area.
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17) If a student wants to revoke access, they can update their permissions by viewing their connections in
CampusESP by toggling to “not approved.”

