MINISTRY OF EDUCATION
Information Management Branch

Ontario School Information System
Systéme d'information scolaire de I'

Ontario School Information System (OnSIS)

User Guide: FIRST TIME USERS

Release Two
For School Boards and School Authorities

November 2005 (Version 1.1)



This page is left intentionally blank.



Table of Contents

PURPOSE OF THE ONSIS APPLICATION USER GUIDE FOR FIRST TIME

U S E R S e e e e 1
MINISTRY SUP P O R T oottt e e ettt ettt e e et eneaeens 2
USING THE ONSIS APPLICATION ..o 3
NAVIGATING THE ONSIS APPLICATION .. uueeeee e e e e e eaeeneen 3
GETTING AROUND ONSIS FORMS ... 7
COMMAND AND NAVIGATION BUTTONS ...etieniee et eenens 7
1Y (@AY AT LT =10 16 11N 0 3 8
ENTERING AT A e e et 8
STANDARD DISPLAY SCREENS ... ..ot 11
ADD MODE SCREENS . . e ettt ettt et et ettt e e e e e e eeeaens 11
UPDATE MODE SCREENS ..uttutttttttntetestntssssentnssseensasesnss e enesre s reaeassrerassrenens 11
RESULTS SCREENS — SUBMIT SUCCESSFUL ...cuieeite e e eeaeeeeeaeeaaeaenans 12
RESULTS SCREENS —WITH ERRORS ..eitiiiitiiiiie ittt ettt ene e e ene s reenenneens 13
RESULTS SCREENS — WITH WARNINGS ...t ettt eaaans 14
HISTORY SCREENS ..utuittttnit it ttnta et ea s e st eate st ta ettt tar et ta e e ea et esrer e ssre e enrerens 15
LY N LT | =t I 17
LOGGING IN FOR THE FIRST TIME ... 19
APPENDIX A — TECHNICAL REQUIREMENTS........ccoii e 25

MINIMUM AND RECOMMENDED REQUIREMENTS .. cuituititiitienieetieneineeesseneensenesnannas 25



This page is left intentionally blank.



Purpose of the ONSIS Application User Guide
For First Time Users

This guide has been developed as a resource to help first-time users become
familiar with how to login and navigate through the various menus and forms. It
also explains the standard displays, and how to access the various help features.

This guide is supplemented by the following Release Two documents and
resources (the list includes this document):

OnSIS Presentations

e Business Overview

e Technical Application

e Security Overview

e Security Administration

OnSIS User Guides

e First Time Users

e School Data Submission: Publicly Funded Elementary Schools (including
School Authorities)

e School Data Submission: Publicly Funded Secondary Schools (including
School Authorities)

e School Data Submission: Care, Treatment and Correctional Facilities

e Batch Files

e Signing-Off a Submission

Other Reference Material

Handbook

Memos

Security Guide for MISA Applications

Security Forms

Introduction to E-learning

E-learning Module Title Pages

CD-ROM: Release 2 — Student Data Resource Materials

Also available on the website are the OnSIS Mailbox and Helpdesk contact
information. ONnSIS users are strongly encouraged to read this handbook and
all supplemental documents in full, to ensure that they are aware of all aspects of
OnSIS, and related policies and procedures.




Ministry Support

Inquiries from schools and boards regarding the Ontario School Information
System and related policies and procedures should be directed to:

Ontario School Information System (OnSIS) Group
Information Management Branch
Ministry of Education
Suite 422, 777 Bay Street
Toronto ON M5G 2E5

Telephone: 1-888-275-5934 or 416-212-6366
Monday to Friday (excluding holidays)
8:30 am to 4:30 pm
Email: onsis_sison@edu.gov.on.ca
Fax: 416-212-2763
Extranet Web Site: http://onsisinfo.edu.gov.on.ca




Using the OnSIS Application

Navigating the OnSIS Application
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Administration Data Collection
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You are in: Data Collection

The\OnSIS application uses a wetl-designed console that is always visible and
available. This makes getting ayound very easy.

The console consists of the;

Functions Menu Bar

Global Options Menu Bar (Help, exit and more)

“You are in” Navigator Bar

User Identification — Your name, user name and organization will be
displayed.

Help is always one click or phone call away. Please see Ministry Support page of
this document for contact details.




The Global Options Menu Bar\
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These links are available from any screen except in pop-ups.

The Function Menu Bar

@Back - O - Iﬂ Iﬁ \-_h | ;) Search *Favorites @| [‘zr_q:{v :; E J "'l"
OnSIS

Ontario Scheol Information System

Mame : Purton, Eileen
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| Home | Help | Contact Us | Site Map | Exit OnSIS | franceis |

E46105-George Hull Centre
Administration Data Collection e [y et )

Extracts

You are in: Data Collection

The ONnSIS functions are displayed in a dark blue menu bar at the top of the
screen. When a function is selected, it will turn light blue.

» The Administration option relates to Release 1 — Board and School data.
» The Data Collection option relates to Release 2 — Class and Student data.
» The Queries, Reports and Extracts option is common to all releases.

Administration Menu (Release One)



Clicking on the Administration option will display the following menu.

Note: Different levels of users will see different menu options. The following is
what a board-level user would see. A school-level user would only see the
School Administration menu.

BOARD ADMINISTRATION

& Update Board
& Upload Board Batch File
& igw [ Download Board Batch Results

SCHOOL ADMINISTRATION

& Peguest New School

& | pdate School

@ | pnload Schiool Batch File

@ view [ Download School Batch File

Data Collection (Release Two)
Clicking on the Data Collection option will display the following menu.
Note: Different levels of users will see different menu options. The following is

what a board-level user would see. A school-level user would not see the Sign-
Off School Submission by the Board or the Data Correction options.

SCHOOL DATA SUBMISSION

Add f Update School Submission

Linload Batch File

Yiew S Download Batch Results

Sign-off School Subrission by the School
Sigh-off School Submission by the Board

DATA CORRECTION

# Poguest Data Correction

Queries, Reports and Extracts (All Releases)



Clicking on the Queries, Reports and Extracts option will display the following
menu.

QUERIES

& Nistrict Inguiry
& pogrd Inguiry
@ School Inguiry

PRE-DEFIMED REPORTS

& PR Report
& iew Reports

PRE-DEFIMED EXTRALCTS

& pyn Extract
& iew Extracts
@ Mdminister Extracts

Note: A user will be automatically logged out (timed out) after a period of non-
activity (about 15 minutes), and redirected to the Login screen when attempting
to use OnSIS after the timeout. Remember to complete any activities before a
time out occurs, or all the new information that has been entered and not

saved/submitted will be lost.




Getting Around OnSIS Forms

These rules and tips apply to all forms.

Command and Navigation Buttons

Depending on the form/screen that is being viewed, different buttons will appear
on the form. These buttons are usually found at the bottom of the screen. The
buttons which follow have to do with creating and updating records. Navigation
buttons that enable a user to move from form/menu to form/menu are discussed
in various sections that follow.

Creating records

Add buttons, and in some cases, Verify buttons are used to create new records.
Once the record has been created, the Save button is used to save it.

Add Yy Save

Updating records

When a record is updated, it must be saved or the changes will be lost.

S ave

Deleting Records

The Delete button can be used to delete a record or attachment to a record. For
example, if the Enrolment Form has other forms associated with it (i.e. Special
Education, Second Language programs), it cannot be deleted until the
associated forms have been deleted. If the Special Education form has
exceptionalities associated with it, then it cannot be deleted until the attachments
have been deleted.

Delete




Moving around

= Use the TAB key to go from field to field.

= Use SHIFT-TAB to go from field to field backwards.
= Use the arrow keys to move around items in a list.

=  Point and click with mouse.

Entering Data

The following is important to note when entering data:

Field type

Instructions

a) Mandatory fields

* District Code

IE [

Fill in all mandatory fields identified
by an asterisk (*).

b) Date fields
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Date fields are displayed with a
calendar next to them.

If keying in the date, use the following
format (YYYY/MM/DD)

Clicking on the calendar icon will
display a pop-up. Use the << >>
arrows to move to a new year. Use
the < > arrows to move to a new
month. Click the appropriate date in
the calendar, and it will automatically
be inserted in the date field.

Note: In the Administration module,
when adding new sites, the Date
Opened field cannot be backdated.
An error message will be displayed if
it is. Save the record and then use
the update function to record a past
date.




c) Validating data

I Warfy

Certain data must be validated before
being submitted, e.g., postal codes,
course codes, OEN data. After the
date has been entered, click Verify.

d) Multi-item lists

Service Area

Aldbarough

Multiple item lists allow for the choice
of more than one selection. In a

Windows environment, multiple items
can be selected by holding down the
“CTRL” key and clicking on the items.

e) Dropdown lists

|--Se|ect a Country--

T —
AFGHAMISTAN -
ALBAMIA,

ALGERIA

AMERICAN SAMOA

AMDORRA

AMGOLA,

AMGLILLA,

AMTARCTICA

AMTIGLA AMD BARBLIDA,

ARGEMTIMNA, -

Dropdown lists allow the selection of
one item only.

They are pre-populated with the most
current information.

f) Phone and Fax Numbers

Phone Number (#83.885_8355)

Format as ##H-H#H##-HitH#




g) Postal Code Lookup

Postal Code Look-up

1) Enter the postal code. It must
be formatted as follows: ANA
NAN with a space.

_ 2) Click Search Address to
Frevious | MNexd
save time in typing the
Canada Post provides the populated address information. Please complete additional address address
fields where necessary. 3) A POSta| COde LOOk-Up page
Street Number Suffx UnitSuit g will pop up indicating a street
| [ = | name and/or number if the
Street Type Streat . . . o g
Street Nam (eg, AVE) Dirsction site is located in a building
JALLIANCE ERE | with a single postal code.
Delivery Maode PO Box or Route Mumber Enter the Street number If It IS
| I~ | not displayed.
4) Click Next.
elivery Installation ] Delivery Installation . .
([tjagl STle. FJF'EJ)I o @uanﬁ:r(eg:. M:MN,A) 5) The address fields in the form
[ [ will be populated with the
CityTown Fravince Postal Cade Informatlon from the pOStaI
[EArriE [or] [k code look-up.
Country
ICANADA
h) OEN
When entering an OEN, do not enter
“ OEN the dashes.
| 957505904

Note: Using the browser’s “Back” button is not recommended. Important
information can be lost. All navigation from page to page should be done using

the buttons and links provided.




Standard Display Screens

Add Mode Screens

The following is a sample Add Mode Screen for enrolling a student to a class.

3 Class Enrolment - Microsoft Internet Explorer E]
M

Board Name: BE - B27995 - Walden IV

School Name: $32514 - Muskoka

Submission Period; Secondary School October Submission Data 2002-2003
Count Date: 200210/31 , Due Date: 20021M1/30

Submissi :Open
mission Activity Types

02/11/01 Submission Activity Type Description

CLASS ENROLMENT

Student 854-698-856 - Stydént Name
A
r g [ course Repeat [0 compulsory [0 course Substitution

Course Scheduling Indicator * Course Delivery * Course Language of Instruction
[Type 11¥] | Type 11¥] Type 1 ¥
Class Course Code i
- Selecta Class - V| |— Selecta Course - Vi
* Course Start Date Course End Date
Attempted Credit Value Earned Credit Value Final Mark
Withdrawal/Dropped Type Withdrawal Date
|—Se|ectaWiﬂ1drawaI Type- Vl | | E
Comments
School Enrolment
CLASS ENROLMENT LIST /
Class Class Start Date Clasg/£nd Date Course Code Course Descripfion
Class 101 20021031 2111730 MAT 1A Mathematic v

Elements of an Add Mod& screen:

1) [Save” button.

2) 'Source form/screen.

3) Button to navigate to previous screen.

Update Mode Screens



The following is a sample Update Mode screen for updating a Class Enrolment
Form.

2 Class Enrolment - Microsoft Internet Fxplorer

Board Name: BE - B27995 - Walden IV 5
School Name: §32514 - Muskoka

Submission Period: Secondary School October Submission Data 2002-2003

Count Date: 2002/10/31 , Due Date: 200211130

Submission Status : Open

Submissi tivity Type : 2002/11/01 Submission Activity Type Description

CLASS ENROLMENT

Student 854-698-856 - Spddent Name
e [0 Course Repeat [0 compulsory [ Course Substitution

Course Scheduling Indicator * Course Delivery * Course Language of Instruction
Type 1 % Type 1 ¥ Type 1 ¥

Class Course Code
-Selecta Class - V| |-Se|ectaCourse- V|

* Course Start Date Course End Date

Attempted Credit Value Earned Credit Value Final Mark

Withdrawal/Dropped Type B e
| - Selecta Withdrawal Type - V| | | E
Comments

CLASS ENROLMENT LIST
Class Class Start Date Class End Date Coyfée Code Course Description

Elements of an Update Mode screen:

1) ['Save” and “Delete” buttons. Additional buttons may appear on different
forms.

2) Source form/screen.

3) Button to navigate to previous screen.

Results Screens — Submit Successful



The OnSIS application displays a read-only “results page” whenever a process is
successfully completed. While the contents of these results pages will differ from
function to function, they will display information about the item that has been
created, deleted or modified. To simplify and reduce the size of this guide,
results pages will not be shown for every process and function.

The following is a sample results page for updating school information.

<&} School Form - Microsoft Internet Explorer =] x|

OonSIS =

Ontario School Information System |_Home | Help

| ContactUs | Site Map | Exit OnSIS | francais |
Marme : Admin, Board BEE0S2-Toronto DB
Uszer Id: brdadmin

Administration Menu Queries Reports and Extracts System Support

You are in: Administration Menu = School Administration = Update School

‘
>

»

'\QOOL FORM

District Code Board Number
BBEBOSZ - Toranto DSE
School Number Status Previous Board
928510 School Cpen B85332
Language
English
School Name Prefix:Suffix
Meswtonbrook S55-Secondary School
School Full Name School Long Name
Mewtonbrook 35 Mewtonbrook Secondary Schoal
School Level Type School Type School Specail Condition Type
2-Secn 0-Publ O-nfa
Annexed to School Number Annexed to School Name
Annexed Open Date Annexed Close Date
School Semester Indicator Type School Grade Range Type Act of Legislation type
Eoth e Mot Applicable
Date Opened
1969/09/01

Distance to Nearest School

Comments

rept showed pectosedemoromschootrart T mowreopremed:

Persannel | Sitesl Close School Delete School | wiew Histary b

il

Elements of a Results screen:

1) ['Submit Successful” message.

2) 'Source form/screen.

3) Actions that can be now be taken.

Results Screens — with Errors



When a form is submitted with errors, it will be returned with an error message at
the top of the page. The following is a sample screen with an error message.

<} Assigned Subject - Microsoft Internet Explorer

Administration Menu E R ETRL T

You are in: Data Collection = School Submission = Educator Assignment > Assigned Subject

Queries, Reports and Extracts MetaData Repository System Support

The following error occurred:

s No Subject was selected

A

School Hame: [B73962] - 532514 - Muskoka
Submissio i School October Submission Data
ermic Year: 2002 - 2003
Effective Date: 20021031

ASSIGNED SUBJECT INFORMATION
456 79 B46—Educator Name - Positign Type 1-0.50 FTE

* Subjects -Selegta Subject- ¥

* Grade -Selegta Grade- v

= | Schoo| Language v
S |
[ Return to List of Educators ] [ Return to Educator Assignment ]

LIST OF ASSIGMNED SUBJECTS
Subject Grade Language

Grade 1 Language 1
Subject 2 Grade 1 Language 2

2
@j Done ‘-3 Local intranet

Elements of a Results with Errors page:

1) Error message.

2) Source form/screen.

Most errors occur as a result of:
= Invalid data format (e.g., postal codes, dates, e-mail addresses)
= Missing data (e.g., mandatory fields)
= Inconsistent data (e.g., OEN versus OnSIS information mismatch)

When an error is encountered, make the necessary changes and resubmit the
form. To minimize errors, it is important to have all the required information
before beginning. Before filling in any on-line form, scan the form for the red
asterisks (*) which indicate the mandatory fields which must be completed.

Results Screens — with Warnings



The OnSIS application will generate warning messages as a flag to warn a user
that information entered may be incorrect. The difference between a warning and
an error is that an error will not allow the user to continue until the error has been
corrected; whereas, a warning will only prompt the user to confirm the requested
action, and will allow the action to take place afterwards.

The following is a sample warning message:

W Claes Enodsment - Mic rosoft Interner Explores

Roand Hamee BE - BFT8S - Wal den Ny |
S Man 532504 « Maikoka
SUbR R aried Sociemtary §otee Qalber Sabeianion Dils 2002 2000

Covoead [Lades 000250 003 | Dups Clslee I
Suberchn S Opon o T~

A Warning - Microsoft Internet Explorer

WARMING

CourEs 4 Figlds are too long and will be truncated
Tops1 Comment

Class

— Echar Warning instructions

v L ouirs g

[ Continue | [ Cancel |

JAitrampld

Uit b o
- aelss
(ornaee]

[ T
il Ereolmient ]
CLASS FREG L MENT\LEST
lass Class Skan Dale Tas s End D Comrse Code Cowge Bemcriphon w

Elements of a Results with\Warnings screen:

1) “Warning” pop-up box.
2) “Warning” explanation for generation of Warning pop-up.

3) Actions that can be now be taken.

When a warning message is encountered, ensure that the requested action was
intended and select Continue. If a mistake has been made, select Cancel to

return to the original form. Verify or make the necessary changes and resubmit
the form.

History Screens



Many of the functions in the OnSIS application have a button to “View History”.
The history displays a chronology of the changes made to a record.

While the history pages will vary from record to record (i.e., boards and schools),
they all share a number of things in common. To simplify and reduce the size of
this guide, a history page will not be shown for every process and function.

A sample “View History” page from a school site record is shown below.
The OnSIS application has been pre-populated with information from the legacy

Board/School Information Database that includes all currently active boards and
schools, as well as closed ones.

/) school Site History - Microsoft Internet Explorer =l8]x

|»

Historical Data For; TO - B66052 - 928810 - Newtonbrook - Newtonbrook 01

SCHOOL SITE HISTORY

Action : Update Date : 2004/11:02

Name
MNewtonbrook 01

Mlain

Phone Number Phone Ext. Fax Number
4163953280 4163954459
SFIS Number

Date Opened Date Closed

1963/09/01
Email Address

2004/06/30
Website

Comments

Action : Update Date : 200407 /08
Name freType
Mewtonbrook 01
Phone Number

ain
Phone Ext. Fax Number

4163953280 4163054450
SFIS Humber

Date Opened Date Closed

1982/09/01 20040708

Email Address Website

Comments

Action : Update Date : 20030901
Name iteTFype
Mewtonbrook 01
Phone Number
4163953280
SFIS Number

Plfone Ext. Fax Number
4163954458

Date Opened
1963/09/01

Email Address Website

Close

Ial

In this example, there are three historical records for this school. Scrolling may
be required to see all the records.



Using Help

Action

Result

Click Help to get more information about
a particular function.

Each Help module has the following
categories:

= Purpose

= How to Use this Screen

= Expected Results

= Main Points to Remember

= Possible Errors (where applicable)

Windows users can print a Help Screen
by pressing CTRL-P.

e | Syrele

8. ..

School Personnel Form
Purpase

Hew to use this screen

7. Chck Sehaal Farm

Main peants (o remember

Possible Errars

Ralated Topice

Help can be accessed in four different

ways:

1) Context sensitive — obtain help for
the form that is being worked on by
clicking on Help in the Global Menu
bar.

Home( | Help | Jontact Us | She Map | Exit OnSI5 | francais

To access Help for the other three ]
methods, click “Show” at the top of the
help screen.

ﬂ/ Show | SyneToc

OnSIS

Ontario Scheol Infermation System

2) Contents — find help from a list of
help topics. Each form has its own
help page.

Contents | Indew | Search |

On=lsE Home Page

Batch Files Resuft Farms

Board List

Criztrict List

Global Options

Batch Files Results Summary For
| Result Pages

Schoal List

Batch File Upload Form

Werify MEM Form

@ District Administration

@ Board Administration

@ school Administration




3) Index — find help using an A to Z list.

Contents | Index | Search

Type in the keyword to find:

district
district personnel
district sites
M
maximum file size
)
update a district
v
Wearify MEM

4) Search —type in a keyword to find help for
each topic containing that word. Use
multiple words to narrow down the search.

/23 OnSIS Help - Microsoft Internet |

Contents | |hdex | Search |

Type in the word(s) to search for;
|New school personnel

Approve Mews Schaal Farm
Board Personnel List

CTCF Personnel List

CTCF Site List

District Personnel List

School Souncil Form

School Council Parsonnel List
School Personnel List




Logging In for the First Time

1) Enter the following url: https://www.gsa.gov.on.ca

2) The Go-Access Security Splash screen will display.

2 GO-ACCESS/ACCES-GO - Microsoft Internet Explorer

| @back - = - @ &) A | Doewch [EFavories (BHstory | Sy S w2 D ‘

File Edt View Favorites Tooks  Help
nddress | ipss/ /o gsa.gov.on.caf -] #e ‘

Ontario

: P
GO-ACCESS

ENGLISH FRANCAIS

ACCES-BO

3) Select English. The Login screen will appear.

Ontario -

% s Es e
G0O=-ACCED

UserNameiPassword

User Narme:

Password:

Frangais
(& Ontario
This site maintained by the Government of Cntario, Canadas
© 2001 Gueen's Printer for Ontario
Last modified date: Wednesday bay 29, 2002

4) Enter the user name and password that were sent to you via e-mail, and click
Login.

Note: Passwords are case sensitive. They expire during the first login and
must be changed.



5) The following screen will appear asking that the password be changed.

Ontario Main Menu | Feedback | Help

Change Password

User Name: l—

Old password: l—

New Password: l—

Verify Password: l—
ﬂl Continue Cancel

1. nothe the same as your old password
2. nothe made up of your name or USer name
3. notcontain accented characters like EGEA
4. be 8 characters long
@
B
7

. contain an upper case letter
contain a number
. contain a special character like ~#E% 7850 _+-=<=;110IN

6) In the User Name field, enter the user name that was sent to you by e-mail,
and that you entered previously.

7) Inthe Old Password field, enter the password that was sent to you by e-mail,
and that you entered previously.

8) Following the rules below, make up a new password and enter it in the New
Password field. (You may want to write it down before entering it.)

Rules for Creating Passwords

The password must:

= be different from your previous password.

* not contain your name or user name

= not contain accented characters like &, &, 6, C or E
» be at least 8 characters long

= contain an upper case letter

= contain a number

= contain a special character like ~1#$%?&*() _+-=<>.,;:{}[]I\

Samples: Duckie4% or $77School

9) Now enter the same password again in the Verify Password field.



10) Click Continue.

Creating Secret Questions

Ontario PO

? ACESS
=R e - sk S

Secret Questions and Answers

A1 Secret Ouestion: [\What is my son's isvourte canch?

Bain Mooy | Egodnack | ol

Two different secret questions and answers must be entered the first time that a
user logs in. This will enable the user to get a new password, without having to
fill out new forms and sending them to the ministry.

The secret question page can be accessed at any time to view, change or
remove the information. Only the user should know these questions and
answers.

The question should not be so general that anyone would know the answer, e.g.,
Who is the Prime Minister of Canada?

However, the question should not be so personal as to have freedom of
information implications, e.g., Why is my mother seeing the doctor?

Sample Acceptable Questions:

= What is my mother’'s maiden name?
= What is my dog’s name?

= Where was my father born?

1) Enter the first question. Enter the answer and re-enter the answer for
verification.

2) Enter the second question. Enter the answer and re-enter the answer for
verification.



3) Click OK. The login screen will reappear.

4) Enter the user name that was sent to you by e-mail and your new password.

Accessing The OnSIS Home Page

The next screen that will appear is the Security System home page.

Ontario S—

NCCESS

C‘J CJAI;_J L

© Education/Education
{Donsis -EDU / SISON - Edu

Feedback | Help
Ontario
This site maintained by the Government of Ontario, Canads
©@2003 Queen's Printer for Ontarig
Last modifiad date: Friday October 3, 2003

1) Click EDUCATION/EDUCATION — OnSIS-EDU. This will display the OnSIS
splash page.

3 Ministry of Education
Ontarlo Ministére de I'Education
[

A OnSIS
: SISOn

C

3z
4
J 3

ENTER / ENTRER I EXIT / QUITTER

& Ontario
is application is maintained by the Government of ©ntario, Canada,
Cette application est mise 3 jour par le gouvernement de I'Ontario, Canada.

2) Click ENTER/ENTRER. The OnSIS Privacy Impact Assessment (PIA)
page will appear.



Ontario Ministry of Education

Ministére de 'Education

“Ontario School Information System
Systéme d'information scolaire de I'Ontario

"Authorized users are responsible for mamtaining the confidentiality of the information to which they have been granted access.
Tser names and passwords are assigned to specific individuals and must not be shared. School, school board and district
office staff are to adhere to all relevant privacy legislation found in the Bducation Aect, Freedom af Information and
Protection of Privacy Act and the Municipal Fresdom of Information and Frotection of Privacy Act"

Agree / Accord | Disagree f Désaccord |

& Ontario

Thiz application iz maintsined by the Gowernment of Ontario, Canada.
Cette applicstion est mize & jour par le gouvernement de I'Ontario, Canada.

Note: Read the following terms:

PIA Confidentiality Clause
Authorized users are responsible for maintaining the confidentiality of the
information to which they have been granted access. User names and
passwords are assigned to specific individuals and must not be shared. School,
school board and district office staff are to adhere to all relevant privacy
legislation found in the Education Act, Freedom of Information and Protection of

Privacy Act and the Municipal Freedom of Information and Protection of Privacy
Act.

3) Click Agree. The OnSIS home page will be displayed.
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Important Things to Remember

This is a recap of some of the main points from this section.



OnSIS will automatically time out after a period of non-activity (about 5
minutes). Once this occurs a user is brought back to the Login screen when
attempting to use OnSIS. Remember to complete any activities before the
system times out or all new information will be lost.

Using the browser’s “Back” button is not recommended. Important
information can be lost. All navigation from page to page should be done
using the buttons and links provided.




Appendix A — Technical Requirements

Users can access the Internet through various access methods such as public
dial-up access or high-speed connections.

Users accessing the OnSIS application through the public Internet must meet the
following requirements:
= Browser with Secure Socket Layer 2.0 using 128 bit encryption such
as Internet Explorer 5.5 and above or Netscape 7.0 and above.
= JavaScript and Per-session Cookies must be enabled to login.
= User must be registered with the Ministry in order access the
application. The Ministry will provide a process and forms for user
registration.

Acrobat 6.0 reader for reading and printing PDF files (this plug-in can be
downloaded for free from the Adobe web site (http://www.adobe.com/).

Minimum and Recommended Requirements

The following table depicts the minimum requirements as well as the
recommended configuration to access the OnSIS web application for Internet

Web Client.
Minimum Requirements Recommended

Browser Internet Explorer Version 5.5 or Internet Explorer Version 5.5 or
Netscape Version 7.0 with 128-bit | Netscape Version 7.0 with 128-bit
encryption. encryption.
JavaScript and Per-session
Cookies must be enabled to login.

RAM 64 MB 128 MB

(OR) Windows 98 Windows 2000

CPU Pentium 2 Pentium 3

Connectivity

A dependable connection to the
Internet (56 k modem connection)

The faster the connection the
better, especially if large files will be
transferred. We recommend having
at least an ADSL connection.

800x600 pixels.

Skills Familiarity with browsers and web
forms.
Monitor Screen resolution setting of Screen resolution setting of

1024x768 pixels.




