
  

 

 

 
A Termination Letter can be deleted by the following users:  

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

 
The Appointment will remain in active status until another termination letter is added and the Contracting Officer has terminated the Appointment.  In 
order to edit a previously submitted Termination Letter, it must be deleted from the Appointment and resubmitted. 

1. The user navigates to the Joint Appointment Module.  
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2. The user clicks Search Appointments.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
4. The Appointment requiring the deletion of a Termination Letter must be in Active Status.  The user selects the corresponding Contract 
Number to begin the deletion. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
5. The user clicks Termination Letter.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
6. The user clicks Delete.  
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
7. The user clicks Delete for final confirmation of deletion of the Termination Letter. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
8. When the Termination Letter is deleted the following information message will display and the deletion is complete.  The Termination Letter 
can be added back by the CO/CS. 
 

  
 
 

 


