
Replacement/Duplicate Diploma Ordering Guide 

Students can order replacement/duplicate diploma in KSIS using the following steps: 

1. Log into KSIS with your eID and password.  

2. From the Student Homepage in KSIS, click the Other Academics tile. 

 

3. On the left, click on Order a Transcript/Diploma 

 

4. This takes you to the Document landing page in KSIS shown below. Click the Click Here to 

Order Your Document(s) button. 

 



5. Select the document type you want to order; Diploma. 

 

6. Click on the blue link to Send to Yourself, Another Individual or Third Party under the search box. 

 

 

 

 

 

 



7. From the list of Product Type, select:  

Replacement Diploma-Mailed or Replacement Diploma VetMed –Mailed. 

 

8. Review the Product Description and Processing Time Options details. 

 

9. Enter the recipient’s (who you are sending the transcript to) name and address. Click Continue. 

The address will be validated and the order options will then be displayed.  

 

 



10. If FedEx delivery is selected,  1. A Phone Number Must Be Provided, select 2. Expedited 

Processing, select 3. Mailing Method USPS or FedEx, enter 4. Name to Display on Diploma, 

5. Diploma Cover, enter 6. Degere Awarded, and select 7. Purpose for Request. Optional 

items of Attachment, Special Instructions and Add Another Item can be selected as 

applicable. Click Continue. 
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11. Review your shopping cart contents. If the contents in your cart are correct, click Checkout. If  

contents in your cart are not correct, Click Remove and Update Shopping Cart. To add 

additional items, click Continue Shopping. 

 

12. Give consent to release your record by clicking Next. 

  



13. Review your billing address. Click Change Billing Address if you need to update your billing 

address. Click Next. 

  

  

14. Confirm your order, click Confirm. 

 



15. Enter payment information; Credit Card Number without spaces or dashes and expiration date 

(mmyy), then click Pay Now. Do not double-click the Pay Now button. A cirlce will spin around 

for a few seconds while order is processing. 

  

  

 

 



16. A confirmation of your order appears. Click Log Off. 

 


