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Prior to opening of the June diploma quantity request form module, all principals and 
delegates will receive a system generated email (usually in late March or early April), 
similar to the one you see above. (The screen shot above is just a sample). Once you 
have reviewed your schools projections, please login to OnSIS to confirm the request. If 
you do not confirm your projected numbers, it is understood that the estimates based 
on the OnSIS data is accurate and this is what will be sent to your schools. 

Note: The email address for your School principal and delegates are extracted from the 
security forms used to gain access to OnSIS. If a principal or delegate is no longer at the 
school, please ensure you have the new contacts given access to the diploma forms and 
have the previous staff revoked access.

To revoke access: Form 1E would need to be completed in order to have user access 
revoked. Check off the box “Revoke User Account” and provide users information (as 
well as: school name and BSID #).
For Existing User Accounts: Form 1E would need to be completed in order to have the 
diploma online forms added to existing OnSIS accounts. Check off the box “Update User 
Account” and provide users information.
For New User Accounts:  Form 1E would need to be completed.  Filling in the New User 
Account section.

4



Please go to the ‘Diploma Quantity Request Administration section’ and click on “June 
Graduation Diploma Quantity Request”. 
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• The next screen will bring you to the ‘June Diploma Quantity Request Form’.

• As outlined in red, the Ministry Projected Quantity is listed for the school to confirm. 
These projections are based on the school’s three year moving average of graduating 
students (Diploma/Certificate Data) reported to OnSIS. Only order and confirm what 
your school needs.

• As outlined in blue, schools can update their quantity for each Diploma and/or 
Certificate by filling in the appropriate count per Diploma or Certificate. The total 
quantity should only be the amount that aligns with your total graduates. That being 
said, this amount will be validated based on your school trends and what you may 
already have in stock. If your school language is listed as English in OnSIS you will 
only have access to update the English quantity fields and vice-versa for French 
language schools.

• Once you have confirmed your quantities (by pressing submit) your information will 
be locked. However, you will have opportunity to change the request prior to the 
closure of the form.

• If you have any discrepancies with the order counts please contact the OnSIS Team 
by e-mail at diplomas@ontario.ca and/or by phone at 416-212-6366/ Toll Free 1-
888-275-5934. 
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Once you have confirmed your quantities and they have been submitted successfully, a 
generated confirmation email (as seen above in Red )is sent to your Principal and other 
staff from your school who have the OnSIS diploma role.  

You can now log-out of the application by clicking the ‘Exit OnSIS’ link at the top of the 
page.
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The “Other Diploma Quantity Request form” is the form that is used to order extras due 
to damaged or spoiled diplomas, first semester orders , returns and any orders that are 
needed extra to align to the current graduation requests. 

For schools: Requests for old diplomas are to be made online via the “Other Diploma 
Quantity Request form” as well.
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Please go to the ‘Diploma Quantity Request Administration section’ and click on “Other 
Diploma Quantity Request form”. 

The “Other Diploma Quantity Request form” is the form that is used for first semester 
orders and any orders that are needed for extra to align to the current graduation 
requests. 

Note: The total quantity of these orders will be validated against orders already 
requested for the corresponding academic year, the school diploma trends and the 
schools current grade 12 enrolment. It is very important to keep your schools OnSIS 
submissions up-to-date to ensure the validation process as expected.
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This screen will allow you to make a new request by clicking the new button (circled in 
red above). 
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• When selecting ‘new’ on the Other Diploma Request Search page, the next screen 
will bring you to the ‘Other Quantity Request Form’.

• Schools have the option to choose the year and Type of request it is.
• The different types are:

- Diploma Return (any diplomas/certificates that were spoiled/damaged or just 
extra that need to be sent back)

- Diploma New (a new request for diplomas, not connected to any 
returns/damaged diplomas).

• Schools can enter their quantity for each Diploma and/or Certificate by filling in the 
appropriate count per Diploma or Certificate. However, the total quantity will be 
validated against orders already requested for the corresponding academic year, 
current diploma data and diploma trends. Only order and confirm what your school 
needs. 

• If your school language is listed as English in OnSIS you will only have access to 
update the English quantity fields and vice-versa for French language schools.

• If you have any discrepancies with the order counts please contact the OnSIS Team 
by e-mail at diplomas@ontario.ca and/or by phone at 416-212-6366/ Toll Free 1-
888-275-5934.

• Once you have entered your requested quantity, please click on Submit.
• A system generated email will be sent to OnSIS team to review the request.

11



Once you have confirmed your quantities and pressed submit, the page will show as 
submitted to the ministry.

Once reviewed your request is approved and or rejected based on ministry validation 
exercises.  A system generated email will be sent to the school principal an other 
delegated staff via OnSIS, such as outlined above in red. 
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