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Two Sources of Requests
• Students

– Counter
– Portal

• Institutions
– Electronic Requests



Functional Overview

• Manual or Automated processing
• Automated email messaging 
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SCC Counter Application
• Written in MS Access
• Exports an ASCII Bulk Request
• Requests are processed once a day
• Contact Kim Goff - GoffK@scc.losrios.edu



SCC Counter Application
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Skyline Portal Request
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Electronic Requests from Institutions
• Issues

– FERPA
– Fees or Free
– Holds

• Requested Holds
• Institutional Holds for fees, etc.



FERPA
“ …FERPA allows schools to disclose those records 

without consent, to the following parties or under the 
following conditions (34 CFR § 99.31):  

• School officials with legitimate educational interest;
• Other schools to which a student is transferring;
• Specified officials for audit or evaluation purposes;
• Appropriate parties in connection with financial aid to a student;…”



Fees or Free?
• CCCCO Legal Opinion 09-02



Request Holds & Institutional Holds



Responding to Electronic Requests
• Fully Automated Response (Free or Fee)

– Hold Processing
– Messaging

• Manual Response (A&R Income + Service to Students)
– Automatically

• Send student email (request pending – fee due)
• Send institution email

– Student informed of request and fee due
– Unable to process automatically – canceling request

– Manually Cancel Request

• Option -Don't Take Electronic Requests



Questions

Tim Calhoon, calhoonti@cccnext.net
Sheri Hancock, hancocks@smccd.edu 
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