SchoolZone - Frequently Asked Questions

1. Oncel have submitted my order, can I log in and edit it?
Yes, you can log back in and make edits to your order. The diploma ordering tool is open from October 6"
to October 24™. The school’s final order will reflect the latest edits you have processed and approved in
the diploma ordering tool.

2. How many times can | edit my order?
You edit your order multiple times; however, you should be mindful that the last edits that were
recorded will be reflected as the school’s final order.

3. How do |l order diploma envelopes?
Envelopes are ordered in the same screen in the diploma ordering tool as the diplomas and
commencement credentials. The system will automatically specify the same number of envelopes as
diplomas. For example, if you order 100 diplomas, you will receive 100 envelopes. To obtain more
diploma envelopes, please contact your network academic policy point.

4. What if | need extra diplomas, seals, or envelopes?
If you run out of certificates you can contact your network academic policy point and request additional
diplomas, seals, and envelopes. When ordering, you should order a few extra to allow room for error.

5. Which seals can | place on the diploma and credential certificates?
Students must meet specific requirements for eligibility to receive seals on both certificates. Below is a
quick reference chart. For full explanation of the student requirements please refer to the High School
Academic Policy Reference Guide.

COMMENCEMENT
SEAL DIPLOMA CREDENTIAL
Regents Endorsement Yes No
Regents Endorsement with Honors Yes No
Regents with Advanced Designation Yes No
Regents Advanced Designation with Yes No
Honor
Regents Advanced Designation with Yes No
Mastery in Science
Regents Advanced Designation with Yes No
Mastery in Math
Career Development Occupational Yes Yes
Studies (for eligible students with
IEPs)
Skills and Achievement No Yes
Commencement Credential (for
eligible students with IEPs)
NYCDOE Seals (criteria based on school level policy)
With Merit Yes Yes
With Honor Yes Yes
Citizenship Endorsement Yes Yes

Note that there is no seal for the local diploma. For students earning a local diploma, you may leave the
seal blank or apply one of the school-based seals, in accordance with your school’s policy. Regents
diploma seals should not be applied to local diplomas.
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6. Can | place multiple seals on the diploma or commencement credential certificates?
Yes. Multiple seals can appear on the diploma for the students who qualify. At minimum, all Regents
diplomas and commencement credentials should have a seal corresponding to the diploma/credential
earned. Additional seals may be applied to recognize additional distinctions earned.

7. Can | check the status of my submission of the Principal Signature Card?
Yes. You can check the status by logging in and selecting ‘View Cart’. You can check the Principal
Signature Status daily. Be mindful that our system and the vendor receipt require 24-48 hours upon
submission of the Principal Signature Card.

8. When should | order the June and August documents and seals?
The June and August documents and seals should be ordered during the October 6" through October 24"
ordering period. There will not be another ordering period.
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