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Click on the Faculty Plus link to enter the site. 
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• Enter your institution code and password and click Login.  

 
• Forgot your password? Click here. It takes you to a screen where you can enter 

your institution code and e-mail address. The College will reply to you by e-mail 
and send you a new password. You will be prompted to change it. 
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• Before submitting your data file, please note the updated file record layouts section 

for your reference.  
 
• To start the process of submitting either a new graduate or AQ/ABQ 

recommendation, click on Submit a data file. 
 
 

(Note that if you have 10 or fewer records to submit, there is the option of using the 
online form. Click on Submit data (10 or fewer records) using the Online form. 
See page 6.) 
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• After clicking on Submit a data file the above screen will appear. Click on New 
Grads to upload new graduate recommendations. 
 

• Please remember to upload two files: a General Information File and a 
Qualifications File. 

 
• Click on Guides and Templates (in the menu in the blue box at the top right) to 

view a template of how your file should appear. You may enter your records and 
then save the file. Always remember to delete the header row.  

 
• If your file upload was unsuccessful, you will receive a message on this screen 

soon after the upload. We will identify the records that had errors. Please correct 
the records with errors and re-submit your entire file.   
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• After clicking on Submit a data file the above screen will appear. Click on 
AQ/ABQ to upload additional qualification/additional basic qualification 
recommendations. 

 
• Click on Guides and Templates (in the menu in the blue box at the top right) to 

view a template of how your file should appear. You may enter your records and 
then save the file. Always remember to delete the header row.  

 
• If your file upload was unsuccessful, you will receive a message on this screen 

soon after the upload. We will identify the records that had errors. Please correct 
the records with errors and re-submit your entire file.   
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ONLINE FORM – NEW 
 

 
 
 

• NEW: If you have 10 or fewer records to submit, there is the option of using the 
online form. Click on Submit data (10 or fewer records) using the Online 
Form. The next screen will appear.  
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• Select a file type, either New Grads or AQ/ABQ.  
 

• FOR NEW GRADS: Click on New Grads and then click on Enter data for New 
Grads (General Information and Qualification Information). The next screen 
will appear.  

 
• Enter your information under BOTH General Information and Qualification 

Information.  
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• Please enter your data in the boxes above and click Add Record to add the data to 
the list of records you wish to submit to the College. Repeat this step to add each 
record.  

 
• Once you are done adding all of your records you may go back to the Online 

form page to submit your records to the College.  
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• Please enter your data in the boxes above and click Add Record to add the data to 
the list of records you wish to submit to the College. Repeat this step to add each 
record.  

 
• Once you are done adding all of your records you may go back to the Online 

form page to submit your records to the College.  
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• FOR AQ/ABQ: Click on AQ/ABQ and then click on Enter data for AQ/ABQ 
(Qualification Information). The next screen will appear.    
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• Please enter your data in the boxes above and click Add Record to add the data to 
the list of records you wish to submit to the College. Repeat this step to add each 
record. 

 
• Once you are done adding all of your records you may go back to the Online 

form page to submit your records to the College.  
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• The above screen details your account information. To link to this screen, click 
Profile in the menu in the blue box at the top right of any screen once you have 
logged into Faculty Plus. 

 
• You can change your password. 

 
• You can edit information regarding an existing contact. 

 
• You can add more than one contact or delete an existing contact. 

 
• The contacts listed will receive e-mails from the College following a file upload 

detailing the status of the upload. See page 13 for an example. 
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Sample E-mail 
 
Subject: Field Format Error (File : faculty plus AQ2_Tab_error2.txt) 
 
 
The file(s) you submitted has not been accepted by the system. Please 
correct the errors indicated below and resubmit the entire file(s). 
  
  
(faculty plus  AQ2_Tab_error2.txt) Error Records:  
 Record # 1 
-      Institution code does not match your Institution code in our 
database. 
 Record # 2 
-      Institution code does not match your Institution code in our 
database. 
 Record # 3 
-      Institution code does not match your Institution code in our 
database. 
  
 
Please contact the following staff if you have any questions regarding 
your electronic submission. 
 
    John Housez 
    e-mail: jhousez@oct.ca 
    phone: 416-961-8800 ext 405 
 
    or 
 
    Lillian White 
    e-mail: lwhite@oct.ca 
    phone: 416-961-8800 ext 329 
   
    or 
 
    Maryann Jack 
    e-mail: mjack@oct.ca 
    phone: 416-961-8800 ext 362 
 
 
 
Regards, 
Ontario College of Teachers 
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• The above screen details a history of all the files you have successfully uploaded.  
To link to this screen, click History in the menu in the blue box at the top right of 
any screen once you have logged into Faculty Plus. 
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Helpful Hints When Creating a File 
 
General Information Files must have: 
 

• 12 columns. Each column must be included in the file even if it is not populated. 
• Column titles are for your reference only. Do not include them in the data you 

submit. 
• The date must be in the MM/DD/YYYY format. 

 
Qualifications Information Files must have: 
 

• 9 columns. Each column must be included in the file even if it is not populated. 
• Column titles are for your reference only. Do not include them in the data you 

submit. 
• The date must be in the MM/DD/YYYY format. 

 
New Grad recommendations must include a Gen File and a Qual file. 
 
Save file as a tab delimited text format, asterisk delimited text format or fixed length text 
format. 
 
Separate each column with a tab (no spaces). 
 
Do not leave spaces within the Social Insurance Number. 
 
There must be a Basic Qualification Code for all Basic Qualifications records and an 
Additional Qualification Code for Additional Qualifications records.  
 
Only one option code per record may be reported. 
 
The option code column must be populated. If the additional qualification course being 
recommended does not have an option code, please populate this column with a zero. 
 
The recommendation date in the file must be the same for all records within the file. 
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 Contacts 
 

Contact us if you have any questions at: 
 
John Housez 
E-mail: jhousez@oct.ca  
Phone: 416-961-8800 ext 405 
 
OR 
 
Lillian White 
E-mail: lwhite@oct.ca  
Phone: 416-961-8800 ext 329 
 
OR 
 
Maryann Jack  
E-mail: mjack@oct.ca  
Phone: 416-961-8800 ext 362 
 


