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Records Access Log 

The Records Access application, found in the Enrollment module, is a simple utility for keeping track 
of who has accessed a student record and for what reason. 
 
Note: Currently, records access information can only be viewed onscreen. In the future, there will be a 
report that will allow you to print the records access logs. 

ADDING AN ENTRY TO THE RECORDS ACCESS LOG 

• Launch Zangle. Click on Enrollment. Select Records Access. 
• Complete Steps A-E. Step A is shown below. Steps B-E are on the following page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Find or List to find the 
desired student. 
 

Upon opening this application the 
first student in the database is 
selected by default.  
 

A 



 
 

 
 

 
Records Access Log • Page 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Click the Record Access Log tab. 
 

B 
This student has no activity in her 
record access log. All entries will 
appear on this screen. 
 

Click Add. The screen 
will change. 
 

C 

Enter information. 
• Date: The date of the 

request, or the date of 
the access. 

• Name: The name of the 
person making the 
request. 

• Reason: Enter the 
reason. 

• Circumstance: Enter the 
circumstance. 

• What Records: Enter the 
records that the person 
wants access to. 

 

D 

Click Save. You will return to the previous screen. You 
will see this entry. Then click Quit.  
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