eTranscript California procedure - cancel “old” transcript requests July 2011

Colleges that have received Transcript Requests from other colleges sometimes cannot fulfill the
Request immediately and put the Request “On Hold” or they may have send an Electronic Response via
the Control Center and inadvertently never complete the transaction with a Transcript Release.

Transcript Colleges may apply a Hold on a Request for a couple of reasons such as Offline Records
Search, Financial Hold, or any other Hold condition. Transcript Colleges may also send an Electronic
Response to the Recipient College with the intention of Releasing a Transcript but for some reason
never follow through therefore leaving the Request unfulfilled. No matter what the circumstances are

for not fulfilling the Transcript Request if the Request is not fulfilled it will persist until it is either
fulfilled, rejected, or cancelled.

The problem with Transcript Requests going unfulfilled:
» Target College will continue to see that these old Requests are open and pending fulfillment,
sometimes for months or years

» These types of transactions consume system resources where those resources could be used
elsewhere

» The Transcript Source College should be managing these exceptions using the eTranscriptCA
function for “Fulfill College Transcript Requests”
» Requests need to be managed by each colleges using eTranscriptCA system

Cancelling Transcript Requests that will not be fulfilled

Transcript Source Colleges — Cancelling Old Unfulfilled Requests “On Hold”

To identify the Transcript Requests on your system having an “On Hold” condition do the following:
From the Control Center Transcript Menu select Fulfill College Transcript Request

Set the Transaction Status filter to “On Hold” (screen will refresh)

Set the Date Range from the date of your first eTranscriptCA transaction to about 3 months ago
Click the update button

The results show all Requests “On Hold” and the Reason
Determine your college cutoff date for cancelling old requests (consider the Hold reason)
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In the example below we are showing you only one of many records that were returned for this query.

Based on the query parameters we know this request is older than 3/31/2011. To view details you could
click on the ‘blue man’ icon.
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Transcript Fulfillment Manager

Transaction status: On Hald -
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‘ Transactions On Hold Options

view using: Default View - create

From: 6/1/2009 to: 3/31/2011 Rule: None - DL ) pecuns: 100 - ipiale

Search for. leave emgty for all records

Transactions On Hold (Open in Excel)

B select Last Name First Name StudentID Transaction Hold Reason
AlNone

Robison Lenny 566123456 (OR) Offline Record Search

Sacramenta City Collzge
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To take action on the Requests select the left hand box of as many row(s) desired and click a button at
the bottom of the panel. In this case we are responding to the Request so select the button “respond to
request” as shown in the figure below.

1 L Fox Robert M 3159166 562744444 (OR) Offline Record Search CCGC Test College
.[, Mahoney Caitlin 566123456 (OR) Offline Record Search Saosmento City College
Results: 1-16

downioad roguests hold requests upload transcripts/responses

If one or multiple Requests are selected the action taken on the panel “Request Response Confirmation”
will apply to all Requests selected. In this example we are rejecting all the marked requests due to the
reason of student record not found and including a text note that the Recipient College can see. The
reason could also be “Cancelled” if you are removing “old” Requests (add note accordingly).

|Home |Transcripts| Preferences Help |

AU
Transcripts “%

You have chosen to respond to 1 transcript request.
Please choose a response for the transcript request:

+  add page to by Quicklinks
7 ) et help for this page

B Transcript Request Received (TR)
' Transcript Sent (TS)
Bl Delay Requestto Search Offline Records (OR)
! Offline Transcript Sent (03)
@ Reject Request Student record not found (NR)
B Reject Request Cancelled (CH)
B Reject Request Multiple Matches Found (MM}

' Reject Request Student Deceased (DD)

Note: Offline record notfound|

respond cancel

The action of clicking the button “Respond” will cancel Request(s) that had been selected so neither the
Recipient College nor the Transcript College will see these as open Requests waiting for Transcripts.
They will now show in Reports as cancelled or rejected with the code, reason and note selected.
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Transcript Source Colleges — Cancelling old requests that have a Response Uploaded (but no transcript

released)

To identify the Transcript Requests on your system having an “Uploaded” status but no transcript

released do the following:
From the Control Center Transcript Menu select Fulfill College Transcript Request
Set the Transaction Status filter to “Uploaded” (screen will refresh)

Click the update button
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Transcript has been released to the Recipient College.

7. Determine your college cutoff date for cancelling old requests (consider date requested)

Transcript Fulfillment Manager

Trangaction status: Uploaded -
H Transcript Fulfilment Workflow

Wiew using: Default View - creaty
From: 61/2008  to: 3/31/2011  Rule: None - DL gkt ) pesuts: 100 - Apdars
Search for: leave empty for all records

Uploaded Transcripts / Responses (QOpen in Excel)

H setect — Last Name First Name Date Requested Requested By
AllNone | Activity

External{ML02 Robert M 562794112 08/04/2010 Sacramento City College
L Kietty31 Robert ] 562744444 08/04/2010 COC Test Callege
i FulExtCCCXMLReq04 Fname M IDatTraninst 562744444 081172010
}_ Kielty12 Robert M 3159166 552744444 02/01/2011 CCC Test College
Results: 1-4
raspand 1o requests downicad requests wpload lranscriptsirespanses

Set the Date Range from the date of your first eTranscriptCA transaction to about 3 months ago

The results show all Requests that have had a Response provided (interactive or uploaded) but no

If one or multiple Requests are selected the action taken on the panel “Request Response Confirmation”
will apply to all Requests selected. In this example we are rejecting all the marked requests do to reason

“Reject Request: Cancelled” and including a text note that the Recipient College can see.
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+ ' add page to Wiy Quicklinks

= L -
Transcrpts o ~ J——
You have ch to respond to 4 t ipt request:
Please ch a resp for the t ipt request

) Transcript Request Received (TR)

) Transcript Sent (TS)

) Delay Request to Search Offline Records (OR)
) Offline Transcript Sent (0S)

) Reject Request: Student record not found (NR)
@ Reject Request: Cancelled (CN)

) Reject Request: Multiple Matches Found (MM)
) Reject Request: Student Deceased (DD)

Note: Could locate transcript records

respond cance|
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Transcript Recipient Colleges — Cancelling Old Unfulfilled Requests “On Hold”

To identify the Transcript Requests on your system having an “On Hold” condition do the following:
From the Control Center Transcript Menu select Reports

Select report “Transcripts we’re waiting to receive” — detailed view.

Set the Date Range from the date of your first eTranscriptCA transaction to about 3 months ago
Click the update button

The results show all Requests not fulfilled and the date of the request

Determine your college cutoff date for cancelling unfulfilled requests (consider the Hold reason)
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In the example below we are showing you only one of many records that were returned for this query.
Based on the query parameters we know this request is older than 3/31/2011. To view details you could
click on the ‘blue man’ icon.

| Home |Transcﬁpts| Preferences Help |

+ ' add page to hiy Quicklinks

%) gethelp for this page

Transcripts

Transcripts We're Waiting To Receive Options

View using: Default View - create
From: 6/1/2008 to: 3/31/2011 Rule: None - PO delete Results: 100 = updala
Search for: leave empty for all records

| Transcnpts We're Waiting To Receive (Open in Excel)

Request Downloaded 06/24/2008 Sacramento City College

Click on the blue man icon to see the transaction history shown below. In this example the Request was
downloaded by the Transcript College in 2008 and never fulfilled. You may either call the Transcript

College asking them to fulfill the Request or you may cancel the Request and resubmit a new one if
desired.

Before cancelling you may wish to add a note for the reason (optional). Click the button to ‘add note’
and update transaction (see below for result). Notice a new action was added with new date and time
stamp.
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Click button to add note:

Student name: .

Diate of birth: i

Social security number:

Transcript institution: Sacramento City Colege Student ID: L.. ™7
Recipient institution: CSU Sacramento Student ID:

Student email:

Current status: Reguest Downloaded

Reguest conf. number: 1360037

E Transcript Fulfilment Workflow
Transcript Request Submitted Waiting

L Approve Transcript Request Waiting

L Downlead Transcript Reguest Waiting
L Upload Transcript/Response Waiting
L Release Transcript to Recipient Institution Waiting
L Transcript Delivered Waiting

o | o | e

News Request G/24/2008 11:09:42 AN
Request Approved 5/24/2008 11:09:43 AN Automatic approval
Request Downloaded 21972009 12:47:51 PM

cancel request addnote | close

Note has been added to the transaction history:

B Tran=script Fulfilment Workflow
Tran=script Reguest Submitted Waiting

L Approve Transcript Reguest Waiting

L Download Transcript Reguest Waiting
L Upload Transcript’'Response Waiting
L Releaze Tranzcript to Recipient Institution Waiting
L Transcript Delivered VWaiting

| Acton | Date s ]

MNew Request G24/2008 11:09:42 AM

Reguest Approved G24/2008 110943 AWM  Automatic approval

Request Downloaded 252009 12:47:51 PM

Mote Added 81572011 41523 PM Cancelled do to non-fulfilment.

cancel reguest add nofe [  cfose )
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To cancel the Request click the button ‘cancel request’ then click OK.

| Transcript Fulfilment Workflow
Transcript Reguest Submitted Waiting

L Approve Transcript Request Waiting Message from webpage | Py
L Download Transcript Request Waiting

L Upload Transcript/Response Waiting

p b
L Release Transcript to Recipient Institution Waiting @ Cancel the transcript request for this student?
L Transcript Delivered Waiting o

o owe | wows

New Request BI24/2008 11:09:42 AM oK l [ Cancel
Request Approved 8/24/2008 11:09:43 AM  Automatic approwval

Request Downloaded 219/2009 12:47:51 PM

Note Added 61572011 4:15:23 PM Cancelled do to non-fulfilment.

Actions

cancel request | | add note clase

Transaction is updated with new action and date / time stamp.

Transcript Fulfilment Workflow Done

o T e T e

New Reguest G24/2008 11:09:42 AM

Request Approved 62472008 11:09:43 AM  Automatic approval

Request Downloaded 2I902008 12:47.51 PM

Mote Added 6152011 4:15:23 PM Cancelled do to nen-fulfillment.
Reguest Cancelled GMS2011 4:20:51 PM

Actions

close

The Request will no longer appear on your report for transcripts you’re waiting to receive.

For the Recipient College this is the only way to cancel Requests that have aged beyond your defined
limits or that you no longer need to have fulfilled. It is a faster process for the Transcript College to
cancel Requests if there are many to do. You may ask the Transcript College to take action if there are
many Requests to cancel.

The bottom line is that each college using eTranscriptCA should support best practices internally making
sure all their Transcript Requests are Fulfilled and if not Fulfilled then make sure the transactions they’ve
initiated are brought to closure.
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