
  

 

 
The following SPM users will be able to delete a Designation Letter:  

• Contracting Specialist on the Appointment  
• Contracting Officer on the Appointment 
• Department Admin 
• DPC Admin 

1. The user navigates to the Joint Appointment Module.  
 

         
 

2. The user clicks Search Appointments.  
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3. The Search folder is displayed; the user enters search criteria and clicks the Search button.  



 
 

4. The user must select an Appointment in Pending COR Review status.  The user cannot delete a Designation Letter from an Appointment in any 
other status. 

 
 
5. The user clicks Designation Letter.  



 
 

6. The user can delete the Designation Letter by selecting the Delete button.   



  
 

7. The Designation Letter will display, and the user can delete the letter by clicking the Delete button.  



 
 

8. When the Designation Letter is deleted, the Appointment will be in a Draft status.  



  
 

9. The Appointment status will be updated to Draft after a Designation Letter has been deleted.  



 
 

10. Appointment can be accessed by a Contact Specialist or Contracting Officer so a new Designation Letter can be added. 



  
 
11. Contract Specialist or Contracting Officer can add a new Designation letter and submit the appointment. The appointment will go through the 
workflow based on what role added the new Designation Letter.  



 
 

12. The user will enter the information for the Designation Letter. 



 
 

13. The user clicks the Add button.  



 
 

14. The Designation Letter has been added.  



 
 


