User Guide

View Invoicing Instructions

The following steps illustrate how to view the details of an invoicing instruction.

1.

At the “My Stuff” main page, click “Invoicing Instructions”.

My Stuff

View, track and manage all your opportunities, responses and invoices. Update your personal or company details.

Watchlist

View and manage opportunities added
to your watchlist.

Contracting Instruments

View and download formal contracts,
letters of acceptance or purchase orders
issued to you.

Invoices

Create and manage your electronic
invoices using information in the
invoicing instructions,

My Profile

Invitations

View all opportunities that your company
has been invited to participate in.

Period Contracts

View your period contracts.

Credit Notes

Create and manage credit notes for your
electronic invoices.

Filters

Responses

Track your open and closed responses.

Invoicing Instructions I

View and use the information in the
invoicing instructions to create your
invoices

Payment Status

View payment status of your electronic
invoices and credit notes.

Company Admin

2. Alist of your invoicing instructions is displayed. You may use the various search criteria here to find a
particular invoicing instruction easily.

Note: The search results will be displayed either in the “GeBIZ” tab or the “NextGen GeBIZ” tab.

Home > My Stuff > Invoicing Instiuctions

Invoicing Instructions

Document No. Keywords Agency
All =
Show Inveicing Instructions to be invoiced m
in GeBIZ
1 result found.
J GeBIZ (1) || NextGen GeBIZ (0) |

Sort By  Issue Date ~

UNREAD § ISSUED

J Issued (1) ” Closed (0) l




3. The invoicing instructions are arranged into these statuses:

Issued - These are invoicing instructions that have been issued to you.

Closed - These are issued invoicing instructions that have been closed. Goods receipt may or may
not have been performed.

Completed - These are issued invoicing instructions that have been completed. Goods receipt is
completed.

Terminated - These are issued invoicing instructions that have been terminated.

1 result found.

J

GeBIZ(1) || NexiGen GeBIZ (0) |

J Issued (1) || Closed (0) Sort By lssue Date =

Purchase of Mirrorless Interchangeable-Lens Camera

UNREAD § ISSUED

ssued on nvoice

eb 2015 Create Invoice

Supplier Contact Person  John Ng Kok Ming

Name

Invoicing Instruction ALADOOEPO15000001 / 2
No. / Issue No.

Agency

Alpha Agency

Contract No. ALADOOECO15000001

Goods Received Status Not Applicable

4. Click on the invoicing instruction that you wish to view in detail.

1 result found.

J

GeBIZ (1) || NextGen GeBIZ (0) |

J Issued (1) || Closed (0) Sort By lssue Date =

UNREAD § ISSUED

| Purchase of Mirrorless Interchangeable-Lens Camera |

ssued on nvoice

b 2015 Create Invoice

Supplier Contact Person  John Ng Kok Ming

Name

Invoicing Instruction ALADOOEPO15000001 / 2
No. / Issue No.

Agency

Alpha Agency

Contract No. ALADODECO15000001

Goods Received Status Not Applicable



5. The detailed invoicing instruction information is displayed under the “Overview” tab.

Note: For MINDEF suppliers, go to the “More Information” tab to learn about delivery location details.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEPO15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

J Overview H Invoices “ Acceptance Status H View History l & Download as PDF

You are required to submit e-invoice for this Inveicing Instruction.

INVOICING INSTRUCTION INFORMATION

Inveoicing Instruction
Description

Purchase of Mirrorless Interchangeable-Lens Camera Issued on

17 Feb 2015

Create Invoice

Invoicing Instruction ALADOODEPO15000001 / 2
No, / Issue No.

Agency Alpha Agency

Contract No. ALADOOECO15000001

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

“More Information” tab for the steps on downloading the invoicing instruction as PDF.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEP015000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

J Overview H Invoices ” Acceptance Status H View History l

I & Download as PDF I

You are required to submit e-invoice for this Invoicing Instruction.

INVOICING INSTRUCTION INFORMATION [ 1ssuen |
Invoicing Instruction

Purchase of Mirrorless Interchangeable-Lens Camera
Description

Issued on

17 Feb 2015

Create Invoice

Invoicing Instruction ALADOOEPO15000001 /2
No. / Issue No.

Agency Alpha Agency

Contract No. ALADODECO15000001



7. If you wish to download an Excel version of the items in the invoicing instruction, click “Download as
Excel”. Refer to the “More Information” tab for the steps on downloading items in the invoicing
instruction as Excel.

ITEMS & Download as Excel

. Mirrorless Camera
PURCHASE

Procurement Method

Unit of Measurement EACH
Quantity 1.0000
Unit Price 1,900.0000 (SGD)
Total Amount 1,900.00 (SGD)
Remarks Able to capture plenty of autofocus points
DELIVERY INFORMATION
S/N  Location Delivery Quantity ~ Goods Acceptance Officer
1 55 Alpha Road #01-05 Alpha House Delivery Date: 1.0000 Beth Lim Wei Ling
01)ul 2015 ‘. 63333333
Port of Origin:

8. For a typical invoicing instruction, you can view the delivery information as shown.
Note: For a MINDEF order, the detailed location information is displayed on clicking on the location link.
Refer to “More Information” tab for details on accessing the delivery location.

2 Lens
Procurement Method PURCHASE

Unit of Measurement EACH

Quantity 2.0000

Unit Price 300.0000 (5GD)

Total Amount 600.00 (5GD)

Remarks 20mm-50mm, 50mm-100mm

DELIVERY INFORMATION

S/N  Location Delivery Quantity ~ Goods Acceptance Officer
1 55 Alpha Road #01-05 Alpha House Delivery Date: 2.0000 Beth Lim Wei Ling
01)Jul 2015 t. 63333333
Port of Origin:
Singapore Delivery Terms:
Loeal Delivery

9. To view the invoices created for this particular invoicing instruction, click on the “Invoices” tab.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEPO15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

JWE Acceptance Status || View History | & Download as PDF

You are required to submit e-invoice for this Invoicing Instruction.

INVOICING INSTRUCTION INFORMATION [ 1ssue |
Invoicing Instruction Purchase of Mirrorless Interchangeable-Lens Camera Issued on

Description 17 Feb 2015

Invoicing Instruction ALAOOOEPO15000001 / 2 )

Agency Alpha Agency

Contract No. ALADDOECO15000001



10. The list of invoices created for this invoicing instruction is displayed.

Note: You may click on a particular invoice to view the invoice details.
Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEPQ15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

Overview | Invoices H Acceptance Status “ View History

The following shows a listing of invoices created for this Invoicing Instruction.

inv_1 ?’021 5_02 nvoiced on Total Due

17 Feb 2015 321.00 (SGD)
Invoicing Instruction ALAODOEPO15000001
No.
Agency Alpha Agency
inv-170215-01 i B m

17 Feb 2015 321.00(SGD)

11. To view the acceptance status of the items in the invoicing instruction, click on the “Acceptance Status”
tab.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEPQ15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

Overview m View History & Download as PDF

You are required to submit e-invoice for this Invoicing Instruction.

INVOICING INSTRUCTION INFORMATION [ 1ssueD |
Invoicing Instruction Purchase of Mirrorless Interchangeable-Lens Camera Issued on
Description 17 Feb 2015
Invoicing Instruction ALADDOEPO15000001 / 2
Agency Alpha Agency
Contract No. ALADDOECO15000001
12. The details of the acceptance status are displayed.
Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEPQ15000001)
Purchase of Mirrorless Interchangeable-Lens Camera
‘ Overview “ Invoices ” Acceptance Status “ View History
Mirrorless Camera
DELIVERY INFORMATION
S/N  Location Delivery Quantity  Goods Acceptance Officer
1 55 Alpha Road #01-05 Alpha House Delivery Date: Ordered: Beth Lim Wei Ling
01Jul 2015 10000 &, 63333333
P“’“ of Origin: Delivery Terms: Delivered:
Singapore Local Delivery 0.0000
Accepred:

0.0000



13. To view a list of variations made on the invoicing instruction, click on the “View History” tab.
Note: Changes made to the existing invoicing instruction are considered variations.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEP0O15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

J Overview || Invoices || Acceptance Status -l = Download as PDF
—————

You are required to submit e-invoice for this Invoicing Instruction.

INVOICING INSTRUCTION INFORMATION [ 1ssue |
Invoicing Instruction Purchase of Mirrorless Interchangeable-Lens Camera Issued on

Description 17 Feb 2015

Invoicing Instruction ALAOOOEPO15000001 / 2

Agency Alpha Agency

Contract No. ALAODOECO15000001

14. The list of variations made on the invoicing instruction is displayed. You may click on a particular variation
to view the variation details.

Home > My Stuff > Invoicing Instructions > Invoicing Instruction(ALAOOOEP0O15000001)

Back to Search Results

Purchase of Mirrorless Interchangeable-Lens Camera

| Overview || Invoices || Acceptance Status || View History

The following shows a list of variations made on the Invoicing Instruction.

- Purchase of Mirrorless Interchangeable-Lens ssued on

16 Feb 2015
Invoicing Instruction ALAOODOEPO15000001 /1

No. / Issue No.
Agency Alpha Agency
Contract No. ALADOOECO15000001

Goods Received Status Not Applicable



15. To create an invoice pertaining to an invoicing instruction, click “Create Invoice”. Refer to Use > Manage
Awarded Business Opportunities > e-tutorial “Create and Manage Invoices” for information on how to

create an invoice.

Note: For agencies that support invoice submission at GeBIZ, suppliers can create their invoices directly
from GeBIZ via the “Create Invoice” link.

2 results found.

|

J Issued (2) “ Closed (0) ‘

GeBIZ (2) ] |

NextGen GeBIZ (0)

Sort By Issue Date ~

Purchase of chemical solutions for top up of usage store.

Supplier Contact Person

Name

Invoicing Instruction
No. / Issue No.

Agency
Period Contract No.

Goods Received Status

John Ng Kok Ming

ALAOOOEPO15000003 /1

Alpha Agency
ALAOOOECN 15000001

Not Applicable

READ B ISSUED

Create Invoice

16. Note: For agencies that support invoice submission at Vendors@Gov, suppliers create their invoices from
Vendors@Gov via the link as shown. To find out the list of agencies that support invoice submission at

Vendors@Gov, go to the FAQ section of the GeBIZ website.

Agency
Period Contract No.

Goods Received Status

Alpha Agency
ALAOOOECN 15000001

Not Applicable

Purchase of Mirrorless Interchangeable-Lens Camera

Supplier Contact Person
Name

Invoicing Instruction
No. / Issue No.

Agency
Contract No.

Goods Received Status

John Ng Kok Ming

ALAOOOEPO15000001 7 2

Alpha Agency
ALAODOOECO 15000001

Not Applicable

ssued on

ouoice

Create Invoice at
Vendors@Gov




