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Step 1 of 3:
Access Contract Search

On the left menu, click Contract Search (1)
to access the Contract Search (2) screen.

Enter any parameter or simply click Search 
(3) to load all contracts.

Step 2 of 3:
Search for a Contract

To sort the contract search results simply 
click on the desired sort parameter. The 
search results in this image have been 
sorted by Status (4).

Note: There are four contract statuses 
 • Purchased (not yet active)
 • Inforce (active)
 • Cancelled
 • Expired

You may come across a status not listed 
above. These statuses existed in the previ-
ous system and are no longer in use.

Click the Contract Number (5) to view the 
contract details.
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Step 3 of 3:
View Contract Details

You can review the contract details on the 
Contract Inquiry (6) screen. 

To display more or less contract details, 
you can click the arrow icon (7) for each 
section.

Click View Contract PDF (8) to download 
and print the contract. 

Note: You may Amend (9) or Cancel (10) 
the contract from the Contract Inquiry
screen. For more information, please 
see the Amend a Contract or Cancel a 
Contract Quick Reference Guides.
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