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To generate the Recertification Letter, go to the CO Main screen, click on the User Recertification Letter 
button.   

 

• Remember the FPA Recertification Status must be in “Pending” state in order to generate the 
SPS Recertification Memo.   

From the SPS Save as Pop-up click “Save” 
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SPS message shows name and location of file.  Click okay. 

Click okay to save Recertification Letter 

 

 

 


