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Parents can acknowledge the Media Release Agreement via the CCPS Portal or by completing the 
hardcopy form and returning it to the school.   
 

Online Acknowledgement 

All online acknowledgements are imported into FOCUS.  In other words, if a parent completes the 
form online via the CCPS Portal, FOCUS is updated.  Keep in mind, that this a one way push 
(portal → FOCUS only).  FOCUS does not update what’s in the portal.  Alerts will remain in the 
portal even if information is entered directly into FOCUS.  The only way to get rid of alerts is to 
acknowledge in the portal. 
 

Distribution 

Media Release forms are distributed during meet & greet or on the first day of school.  The goal is 
to get parents to complete and return the hardcopy or acknowledge via the CCPS Portal within the 
first two weeks of school.  Hardcopies can be obtained via the District website > Forms > School 
Administration. 
 

Entering 

As paper forms are returned by parents you will need to enter/update the information in FOCUS.  
Acknowledgement information is entered on the student demographics. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  

 

 

DO NOT FORGET TO 
CLICK SAVE. 
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Reports 
There are several reports available to view media release information for your school. 

 

District Report 

1. Click the Reports tab.  

2. Select District Report. 

3. Select the Demographics folder. 

4. Locate the report named Media Release – School View. 

5. Click the green Run button to the right of the report. 

 
6. The criteria window will display. 

7. Select Teachers:  By default all teachers will be selected.  If you are wanting to generate the 
report for an individual teacher or group of teachers, click the dropdown select clear 
selected and select the preferred teacher(s). 

8. Enter School Period:  By default all periods are selected.  If you want to generate the report 
for an individual period or group of period, click the dropdown select clear selected and 
select the preferred period(s).  Note:  Elementary Schools will only select Period 00. 

9. Chose ALL or [N] Media Releases:  This field will default to “No’s Only”.  This option will 
display both N-No the media release form has not been returned and Z-Has Not Replied.  
Select All option if you want to see all responses. 

10. Click the green Run button to generate the report. 

 
11. The report will display at the bottom of the screen. 
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Published Advanced Report 

1. Click the Reports tab. 

2. Type video in the filter search field. 

3. Select the report named DEMO_Photo/Video/Directory/Edmodo/BYOD/Code of Conduct 
Release 

4. The report will generate and display on the screen. 

 

 
 
Note:  You can update information using mass assigning student info or mass update via an 
advanced report. 
 


