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Request Download

View status Hold?

Response

View/Downloag
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Manual or Automated processing
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Pull

Push




o Written iIn MS Access

e Exports an ASCII Bulk Request
 Requests are processed once a day

e Contact Kim Goff - GoffK@scc.losrios.edu
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@ BEFORE SUBMITTING A REQUEST, VERIFY/UPDATE YOUR CURRENT CONTACT INFORMATION Contact Information

Pick one of the options below:

-= College Code: Choose the school code where you want the transcript sent. If the college is not listed, enter the school name in
the "Issue To" box below. You will enter the address on the next screen. (YOU DO MOT MEED TO CORDER TRAMSCRIPTS FOR CSM,
CAMADA, OR SKYLINE)

-= Your Address: Use this option to have the transcripts sent to yourself. Click on the field listing éMoned and select the address
where you wish to hawve the transcript sent.

* Allow up to five (2) business days for transcripts to be sent or be awvailable for pick up. RUSH orders cannot be submitted through
WebSmart. Click on the link below and follow the instructions in the form.

If vou attended Carfada, Skyline or CSM prior to the summer of 1981 - STOP! Click on the link below and follow the instructions in the
form.

If you are sending a transcript outside of the united states and you cannot find the college or university in the college code list -
STOP! Click on the link below and follow the instructions in the form.

Transcript Request Form {(Use OMNLY for requests that CANNOT be submitted online)
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Your Address: | work Address (Skyline College) vl

[ Wiew Holds | Wiew,/Print Unofficial Transcript | Wiew Transcript Reguest | Werify and Change Your Address ]
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&R vou will make a series of choices from this page.

1. Select the state where the college/university is located

2. Select the city where the college/university is located

3. Select the specific college/university to receive the transcript

After you complete step 3, you will move to the address page. The college address will be shown on your request.
Select a State: | golect... vl
| List Cities in Selected State |

Return to College page
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If you need to change the 'Attention’ or any other information, you may do so in this form. If additional information is required, use
the street line 2 field.

Your transcript will be processed by the college you select in the céCollege Transcriptd field below. The transcript will include course
work from all three colleges (Canada, Skyline and CsSM).

EMNTER YOUR PHOMNE NUMEBER BELOW IN CASE WE MEED TO CONTACT YOU WITH QUESTIONS ABOUT YOUR REQUEST.
IF ¥OU ARE PLANMING TO PICK UP YOUR TRAMSCRIPT, ¥YOU M&AY ENTER YOUR MAME IN THE "ISSUE TO" FIELD. THE ADDRESS

INFORMATION COULD BE BLAMK OR IT COULD CONTAIN YOUR ADDRESS. IN ADDITION, BE SURE TO SELECT THE "PICK UP TRAMSCRIPT"
OPTION UNDER THE DELIVERY METHOD FIELD IM THE MEXT SCREEN.

College Transcript: |[ENERIE S reieay v

Issued To:

Attention:

Street Line 2:

City:

State: California v|

zip Code: — |
Area Code: :|

Phone NMumber: I:I
= Continue ~
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[_ﬂ ; H GO0580016 Sherrill A, Hancock e
B Transcript Request Information Mar 15, 5010 12.08 pm
(‘:;‘,,;) You may request up to 10 copies to be sent to the same address, when to print option and delivery method. However you must enter
- different requests if you are sending to different addresses, different when to print options, or different delivery methods.
- When to Print Transcript: Your choices are 1) As soon as possible, 2) Hold for grades or 3) Hold for degree.
: BE SURE TO SELECT THE APPROPRIATE DELIVERY METHOD: You hawve the option to have the transcript mailed or to pick it up at the
issuing college. You may also request the IGETC or CSU GE by selecting the appropriate option on the delivery method line. The first
R two transcript requests are free, there is a fee of $35.00 for each additional one. Transcript requests are accumulative. If payment is
- required you will need a valid credit card to complete the request.

“l Number of Copies (Up to 10):

Hold for grades: Please note that grades are not displayed on your official transcript until grades have been posted to academic
history. This process takes place approximately two weeks after the term ends.

In general, transcripts will be sent or be available for pickup within two business days.

when to Print Transcript: |H0|d for grades -
‘|| Delivery Method: Pick up Transcript $5.00 per copy v
- Mail Transcript $5.00 per copy
- - Mail Transcript and CSU GE $5.00 per copy
. Mail Transcript and IGETC $5.00 per cop
Pick up Transcript $5.00 per cop
- Pick up Transcript and CSU GE 55.00 per copy
Pick up Transcript and IGETC $5.00 per cao S )
i [ Vievw |—|U|uE [ Ve I"pIIIL OTTOTIICTEr T all:'.JL_ TPT F\{v:qu_st Official Transcript ]
«|| RELEASE: 7.3B powared by aapecan
— v
= €D Intemet L 100% -

s start

'ﬂ Inbox - Micr... f_'.; Banner 7 - ... - racle Dev... ff Requesk Pri... E;r Inspiration. .. g Documentl ... '("_nﬂ v 12:10 PM




eTranscrlpt

C A L O R N

Picture Tools

: f‘ Confirm Transcript Bequest - Windows Internet Explorer,

G0 -
: File Edit ‘iew Fawvortes  Tools  Help

WA [@Confirm Transcript Request I l G- B gy~ |ik Page - {CF Tools -

|& httpz: /A fwebzmart. srnced. edudprod/bwskowtr. p_disp_trans_request_charges

Home Financial Aid Faculty Employee Finance Advisor Services My Profile
RETURM TO MEMU EXIT
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Transcript Request Summary Mar 15 2010 12.09 pm

@ There is NO CHARGE for this request. Please print this confirmation page for your records and click the "Submit Request” button,

Issued to: Sherrill A, Hancock
Attention:

Street: Skyline College
City: San Bruno

State: California

Zip Code: 94066-1662
Course Levels: All course levels

Copies Ordered: 1

Official Transcript: Yes

Delivery Method: Mail Transcript
Cost of Order: Mo charge
Print Transcript: Hold for grades

Submit Reguest ]

RELEASE: 7.3B powsred by gaseo

|
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| f"; http://collegeofsanmateo. edu/forms/docs/TranscriptHequestForm. pdf - Windows Internet Explorer,

@ L A |§, http: / fcollzgeofzanmateo. edusforms/docs/ TranzcriptR equestF orm. pdf

File Edt GoTo Favaitez Help
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E Flease fill out the Following Form. You cannot save data tvped inta this Farm, E
Please print wour completed Form if you would like a copy For your records.

Print Name of Cardholder j
Cardholder’s Signature

Transcript(s) requested will be sent by U. S. Mail

Canada College TRANSCRIPT REQUEST | Years of attendance at Cafiada, CSM and/or Skyline:
College of San Mateo PLEASEPRINT CLEARLY Cafiada College: From through
Skyline College PRESS FIRMLY College of San Mateo: From through -
Skyline College: From through
MName — - Check ONLY one:
Street Address [ 1 did not enroll this term. Please send transcript now.
[ 1 did enroll this term. Please send an “in progress” transcript now.
City, State, Zip =3 ! did enroll this term. Please hold transcript until final grades
SSN/Student 1D# Birth Date for_ have been posted
term/year
Phone # Former MName Special requests:
[ Hold transcript until degree or certificate is posted.
SEND TRANSCRIFT TO (Print complete address clearly, with Zip Code.) [ Hold transeript until grade change is posted:
- - Course Term Year
;:r::el:::e [ Adjustment -81}184.? lf!d: . —
sent to this 3 Send IGETC certification = Send CSU-GE cert.
address: (With final transcript only. (With final transcript only.
Mo *In Progress’) No ‘In Progress™)
Student’s |
Signature: Date
If you have previously ordered two or more tran- I FOR OFFICE USE ONLY I -

@ Unknowh Zone
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WEB TRANSCRIPTS THROUGH ETRANSCRIPT CA

Trigger -

to create the outgoing transcript.

This database trigger - it_shttran_etranscript - will process tran script requests made on the web. thranscipt requeststhat are
being sent to eTranscript schols are identified for electronic delivery. A call will be made to the etranscriptca package - szkiran -

Transcript | SHTTRAN I
requested by eTran CA nsert d
Student via College? recor I
WebSMART
Yes-eTrans College
Run Database Create transcript E"I\'AISX?\IZ?Z;)IPT Creates
u
— | SHTTRAN new
Packag- szkran . or response file WEB o
DIR

Not eTrans College

Update SHTTR AN
with Print date and
Sent Date

Printand send
transcript

Lucy
Filesin
ETRANSCRIPT
Dir?

Local_exe
Process
SYQTWEB.shl

SCP Files to XAP
Communicator

Which

College?

XAP Communicator
Upload waiting CSM
Upload Waiting SKY
Upload Waiting CAN
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e |SSuUes
— FERPA
— Fees or Free

— Holds

 Requested Holds
* Institutional Holds for fees, etc.
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‘...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;...”
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Fees or Free?
e CCCCO Legal Opinion 09-02

Conclusion

CCCTran 1s a new service that 1s being offered by colleges that can instantaneously generate and
transmit transcripts upon request. Fees for this new service should be based on the actual costs
of running this program. Expedited fees may be charged by colleges for using this service as
long as other transcript services remain available. All other practices related to fees and
transcripts should make no distinction between electronic and standard transcript requests.
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ade message for studant

Fequest hold options:
) Hold until degree is awarded Awsrd Title

) Hold until cerificate is awarded Award Title

) Hold until grades are posted for | Click Here |z| term

) Hold until grade change is complete Couse Title

) Hold until date mmiddiyyyy

) Other hold condition Enter Hold Condition

) Hold until after current term enroliment | Click Here |E| term
@ Process immediately

Cerification options:

@ Do not hold for certification

! Hold for CSU GE certification

" Hold for CSU IGETC certification

" Hold for Both CSU GE and IGETC certification
" Hold for UC IGETC certification

next
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* 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

e Option -Don't Take Electronic Requests



eTranscrlpt

C AL I F ORNMN

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