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Duplicate Diploma/Certificate Ordering Guide 
 

The purpose of this guide is to provide instructions for students who wish to order a duplicate copy 
of their diploma/certificate. This does not apply to students who have not yet been awarded their 
degree/certificate or have not received their first complimentary copy of their diploma/certificate. 
All students awarded their degree/certificate can expect to receive their complimentary copy sent 
to the mailing address listed on their BroncoDirect, after notification that their degree/certificate 
was awarded. 

 

For a student who has received a complimentary diploma/certificate and needs an additional copy (or 
copies), the student can refer to the following steps starting with this link to the Online Diploma Store  

• Upon clicking the link, you will be taken to this page: 
o Enter your Bronco ID# and Last Name 
o click Search My Diploma 
o You must list the correct Bronco ID# and the last name on file at the time your 

degree was awarded, otherwise, an error will appear that your record could not be 
located. 

 

 

 

 

 

https://www.michaelsutter.com/pomona
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• If your degree/certificate was awarded after 2004 (this would apply to all certificates but not 
all degrees), and the correct Bronco ID# and Last Name was provided, you will be directed 
to a new page where you will review a preview of your diploma/certificate and select Order 
Additional Diplomas for a physical copy or Order my Cal Poly Pomona eDiploma for an 
electronic copy. 
 

 

 
• Whether you click Order Additional Diplomas for a physical copy of your diploma/certificate 

or Order my Cal Poly Pomona eDiploma for an electronic copy of your diploma/certificate, 
you will be directed to this page and will be asked to enter your Secure ID. Your Secure ID 
was provided to you with the fist complimentary copy of your diploma/certificate and in the 
email you received when it was first mailed out. 
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• If you no longer retain documentation of your Secure ID, you may then click Request a 
Secure ID. 

 

• Additionally, if you were awarded a degree before 2004 or do not recall your Bronco ID# and 
cannot reach the first preview diploma/certificate page after entering your information, you 
can instead click Submit a Diploma Request. 
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• Please complete and submit the CPP Diploma Request Form to the best of your knowledge. 
The request will be received by the Registrar’s Office Diplomas team and reviewed within 2-
4 business days. Based on the information provided, the Diplomas team will locate the 
record and approve or follow up with you, if we encounter any issues. 
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• After submitting your request, you will be directed to a confirmation page with a summary of 
the information provided. 

 

• Upon the approval of the request, you will receive an email with your Secure ID. 
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• If you do not receive an email (check your junk mail) after four (4) business days from the 
Michael Sutter Company/Diplomatic or from diplomas@cpp.edu, you may reach out to 
diplomas@cpp.edu or call the Registrar’s Office at (909) 869-3000. 

 

 

 

 

 

 

 

• From there, you will click on Cal Poly Pomona Diploma Login where you will be directed to 
this page and fill in the rest of your Secure ID. 
 

mailto:diplomas@cpp.edu
mailto:diplomas@cpp.edu
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• You will then bypass the initial diploma/certificate preview page and immediately proceed 
to the Order page where you can select the number of physical diplomas/certificates you 
wish to order and proceed with the steps below: 
 

o Select the number of duplicate copies you wish to order. 

 

o Enter your phone and email address contact information. 
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o Enter the mailing address for where you wish to have your diploma/certificate 
delivered. 

 

 

o Confirm the mailing address that was entered. 
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o Select your shipping option for delivery. 
 

 

 

 

 

o Submit your payment information and click on Place your Order. 
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• If you click Go to My eDiploma for an electronic copy of your diploma/certificate, you will 
be directed to this page, fill in the information requested, and click on Place your Order. 
 

 

• From there, you will receive email communication once your order has been processed and 
mailed out. 
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