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User Guide 

View Contracting Instruments 
 

The following steps illustrate how to view a contracting instrument. 
 

1. At the “My Stuff” main page, click “Contracting Instruments”. 

 

 
 

 

2. A list of your contracting instruments is displayed. You may use the various search criteria here to find a 

particular contracting instrument easily. 

 

Note: The search results will be displayed either in the “GeBIZ” tab or the “NextGen GeBIZ” tab. 
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3. The contracting instruments are arranged into these categories: 

 Issued - This indicates that the contracting instrument has been issued to you. 

 Closed - This indicates that the issued contracting instrument has been closed. 

 Terminated - This indicates that the issued contracting instrument has been terminated. 

 

 
 

 

4. Click on the contracting instrument you wish to view in detail. 
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5. The detailed contracting instrument information is displayed under the “Overview” tab. 

 

 
 

 

6. If you wish to download a PDF version of the contracting instrument, click “Download as PDF”. Refer to 

the “More Information” tab for the steps on downloading the contracting instrument as PDF. 

 

 
 

 

7. To view the history of this contracting instrument, click on the “View History” tab. 
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8. This page displays all the variations done to this contracting instrument. You may click on a particular 

variation to view the variation details. 

 

Note: Changes made to a contracting instrument, including additions or omissions to the original 

contracting instrument, are considered variations. 

 

 
 

 

9. To view the invoicing instructions for this contracting instrument, click on the “Invoicing Instructions” tab. 
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10. The list of invoicing instructions is displayed. You may click on a specific invoicing instruction to view its 

details. 

 

Note: You should use these invoicing instructions for invoicing. 

 

 
 

 

11. You may also view your contracting instruments from the “My Stuff” main page by clicking “Responses”. 
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12. From the list of business opportunities that you have responded to, locate the opportunity that you have 

won. You may then view the contracting instrument or invoicing instruction for it by clicking the 

appropriate links. 

 

Note: You will only be able to find your responses to business opportunities which have closed in the last 6 

months or awarded in the last 1 month. 

 

 


