Instructions for CMS Approval Letter and Final Approval Package Upload – CMS
The Approval Letter is viewable on the Control Panel only for approved SPAs.
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CMS Approval Letter and Final Approval Package Upload page:
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Creating a zip file

1. Select Create Approved SPA Zip File Archive. The Control Panel page will reload. 

The file is created in a folder located in the Maintenance section. Once the Control Panel page has reloaded, the user should return to the Finder page and select the Maintenance section.
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2. Select Finder in the top orange menu bar.
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3. Select Maintenance in the top orange menu bar on the Finder page.
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4. Select Download Approved SPA Zip File Archive on the Maintenance page. 
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5. Select Download next to the SPA number of interest. All the SPA archives will be downloaded together. 
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6. Select Open to open the Zip file.
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7. Select Allow.
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8. All PDFs for the SPA, including the Approval Letter, will be located within the file.
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