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RELEASE CONSENT FORM 

Release consent forms are now customizable including a new system table of 
release items that a district can define (medical records, etc.).  Document 
sections can be defined for the Release Consent form. There are also release 
date ranges for each release item to comply with new state forms. 

Consequently, addresses table maintenance, form customization and menu 
customization must be completed by the system administrator prior to working 
with the release consent form.   

 

1. Select student that needs to have a 
release consent form. 

This is located in the Other Documents 
section.   

  

 

 

2. Click Create New Release Consent 
Document 

Note:  If a new consent document is 
created in one area, ie. Health, it will 
automatically be displayed in Other 
documents. 

 

 

 

3. Input request for release information from 
individual/organization in top half of form 
and who the form should be returned to 
in the bottom half.  Click Submit 

Be sure to fill in “sent date” and select 
guardians.  Select individual from drop 
down to return form to, click “get 
address info” button to fill in bottom of 
form.   
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4. Click Release Information Items on menu 
bar. 

Select the appropriate items for this 
student’s release of information.  Select the 
time frame for the information and include a 
reason for the request.   

These items have been previously set up 
during release information items 
maintenance.   

Click submit. 

  

 

 

 

 

5. Click Check Completeness to ensure all 
items have been input 

Put consent into Pending until signature is 
returned from guardians 
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6. Print Release Consent A release consent document will be printed 
for each guardian selected 

 

 

 

 

 


