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Voluntary Cancel SCO Certification

This tutorial walks you through the steps to voluntarily cancel an SCO certification.

Note: Once you have requested a certification cancellation for any disciplines, this will automatically
cancel any existing Designation of Powers you currently have in that discipline(s).
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My Dashboard

A Profile Details & My Account Links
Name: Connor Hill My Dashboard
My Contact Information
9 My Applications
123 River Street My Requests
Edmonton T9E 887 My Certification & DOP
CANADA Go To Online Training

My Transeripts

My Financial Transactions

Customer number: 228003 My Courses/Exams
SCO No.: 5124231 Advisor / Instructor Assignments
@ Edmonton, AB T9E 8B7 CANADA Change My Password

[ 555-555-5555
B chill@yahoo.ca

# Edit Contact Info

* My Certifications

Certification Status Discipline Level Certification Date Renewal Due Date
Building: Residential Active Building 10M17/2018 101712021 Certification Maintenance Details
Plumbing: Group A (Installations) Active Plumbing 10M17/2018 10017/2021 Certification Maintenance Details

1. From the My Dashboard page:
a. Hover your cursor over the Help tab
b. Click Contact Us
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Name:  Conner Hill

Customer Number: 225003

Explain Your Request

Activity

Accreditation Enquiries
Certification Enquiries
Designation of Powers

Reason. Training Enquiries
TS CTIO0SE T Ty OT TTOT o Yot 2T Tequestmy
summary:
Required: Include brief summary ¢
Detail:
o add more specific details in the “Comments” area.
Upload File Browse.

Only if required (Ac:

cepted formats PDF,DOCX, DOC XSL XSLX,PNG)

Email confirmation?

]

e

2. From the Individual Information Request page:
a. Click the arrow beside Activity
b. Select Certification Enquiries
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Name:  Conner Hill

Customer Number: 225003

Explain Your Request

Continuing Education

Accounting Enquiry

Certification Maintenance Enquiry

Certification Error ribes your inquiry
Renewal Enquiry

Reason: Other Enquiry

Activity

Application Enquiry
summary:
Required: Include brief summary of request
Detail:
Feel > add more specific details in the “Comments” area
Upload File Browse.

d formats PDF,DOCX, DOC XSL XSLX,PNG)

Email confirmation?

]

e

3. From the Individual Information Request page:
a. Click the arrow beside Reason
b. Select Other Enquiries
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Name:  Conner Hill

Customer Number: 225003

Explain Your Request

Activity Certification Enquiries

Required: Please choose an area of interest that bes

Reason. | Other Enquiry

Then choose the type of information you are requesting

Summary: I would like to cancel my SCO certification

Required: Include brief summary of request

Detail: | would like to cancel my SCO certification in
building residential. |

Feel free to add more specific details in the "“Comments” area.
Upload File Browse.

s PDF,DOCX,DOC XSL XSLX,PNG)

Email confirmation?

]

4. From the Individual Information Request page:
a. Under Summary, enter a brief summary of your request
b. Under Details,enter as much information as possible regarding the certification(s) you wish to cancel
including the discipline(s) and level(s)
Click the Browse button if you have anything to upload with your request
d. Click the Email confirmation checkbox if you want to receive the confirmation email for your
submission.
e. Click the Submit button

o

Note: Remember this will also close out any existing DOPs you currently have for the certification you are
cancelling.
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Thank You for your enquiry!

The request is complete.
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