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About Recertification 
 
Recertify a Kahua Account 
Approve Recertification 
 
The recertification process allows security administrators to certify users need for a Kahua 
account during the annual recertification window. After the recertification window is over, 
uncertified users are inactivated, and their Kahua accounts are permanently deleted. 
 
Recertify a Kahua Account 
 
This activity is performed by users with a Kahua account. 
 

1. Login to Kahua. 
2. Click the Tasks app in the left navigation pane. 

 

 
 

3. Open the task with User Recertification in the Subject to open the User Recertification 
window. 

 

 
 

4. In the window, select one of the two options: 
a. I certify that I require access to Kahua 

i. If you select this option, you will need to acknowledge the Rules of 
Behavior by clicking I acknowledge at the bottom of the window. 
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ii. Click the Submit button. Your recertification approval task will be routed 
to an approver. 
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Note: An email notification will be sent out to the user once they have selected Submit. This will 
only be received in the user’s email if the Send copy of received messages to my email 
setting is toggled on in My Settings. 
 

 
 

b. I no longer need access to Kahua 
i. If you select this option, you do not need to acknowledge the Rules of 

Behavior. 
ii. Click the Submit button. 
iii. Click OK to confirm Kahua access removal. Your account will be 

permanently removed at the end of the Recertification period. 
 

 
 
Approve Recertification 
 
This task is performed by Regional Kahua Program Manager. 
 
Note: Approvers cannot approve their own recertification task. If you attempt to approve your 
own task, you will be presented with a message that states “You cannot approve your own 
recertification. Please contact another approver.” 
 

1. Login to Kahua. 
2. Click the Tasks app in the left navigation pane to open the User Recertification window. 
3. Open the task with Kahua Recertification Approval in the Subject to open the Kahua 

Recertification Approval window. 
  



U.S. General Services Administration  

 January 2024 4 

 
4. In the window, select one of the two options: 

 

 
 

a. Approve recertification 
i. Click the Submit button. The user’s account will remain active, and no 

further action is needed. 
ii. The user will receive a notification that their recertification has been 

approved. 
 

b. Reject recertification and remove account 
i. Click the Submit button. 
ii. Click OK to confirm Kahua access removal. The user’s account will be 

permanently removed at the end of the Recertification period. 
 

 
 

iii. The user will receive a notification that their recertification request has 
been rejected. 

 
Resources 
 
For more help with this or any other Kahua application, you can access the Calendar for 
Instructor-led training, Self-paced videos, or additional Quick Reference Guides (QRGs) from 
this link: Training: Project management tool | GSA 
 
Related QRGs 
 
Tasks 


