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How to Generate Invoices and Receipts

The UNDB platform allows users to generate receipts and invoices of yourorders in real-time.
Invoices can be generated and printed during the checkout process. Once the checkout process
is completed, invoices and receipts can be found under Purchase History tab of your profile

page.

You must create a basic UNDB account before you subscribe to our services.

How to Generate an Invoice Before Checkout

To generate an invoice before checkout, you must purchase a subscription plan and go through
the checkout process.

@ GototheLog In page found on the top right corner of the UNDB website.

@ Choose a subscription service and click the Subscribe button.

Note: From this page, you can create a free basic account, choose a subscription service or
submit your request to publish procurement notices and contract awardswith us.
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@ In the Checkout page, fill outyour billing information and coupon code, then click
~ Next: Reviewand Generate Invoice.
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Checkout
Payment information * Product Price
One-Year Full Subscription 5500.00
Payment method *

Total:  §550.00
(%) Discover Card ending in 0012
Coupon code

Dizcover Card ending in 0012
Credit card

APPLY COUFPON
Bank Transfer

Cheque

MNEXT: REVIEW AMD GENERATE INVOICE

(4) Atthe Checkout page, confirm your account information and payment information
and click the Generate An Invoice button.

Checkout

If you require an invoice, you can download or print this by clicking ‘Generate an Invoice’ prior to submitting your order.

Once you have reviewed your order and checked that all the details have been entered correctly, click ‘'Submit Order”

Account information * Product Price

Email One-Year Full Subscription $590.00

xinning.zhang@un.org
Total: $590.00

= 5 S Ci od
Payment information (Edit) * oupon code
Discover Card ending in 0012 o]
Expires 11/2028
John APPLY COUPON
Doe
New York

New York, NY 10001
United States

Invoice

‘You can return to this order from your purchase history page.

SUBMIT ORDER Go back

@ A new window will appear with your invoice. Click the Print button on the top right
corner to print a copy of yourinvoice.
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Order #127

To Billing information Order Date 08 Mar 2023
Organization: John Due date 07 Apr 2023
Account No.: 2000045 Doe
Email New York
New York, NY 10001
Address: United States
New York
New York, NY
United States
Description Unit price Quantity Total
One-Year Full Subscription $590.00 1 $590.00
Subtotal $590.00
Invoice Total $590.00

Note: To place the order, go back to the previous window to complete payment, and click Submit
Order. After you submit your order, you will receive an email with a link to the invoice and receipt
of your order.

How to Print Invoice and Receipt

The invoices and receipts of previous orders are located in the Payment History tab of your
account profile page.

@ Log in withthe email address and password associated with youraccount. You will
be automatically directed to your profile page.

@ Click the Payment History tab located on the left side of your profile page.

Note: Get to your profile page by clicking your account name from the banner at the top right
corner of the UNDB website.

View profile

Your current subscription status: Active

One-Year Corporate Subscription: Expiration date: Wed, 6 Mar 2024

Edit my password

Edit my profile

Submissions
Invoices Order Title Unit price  Quantity Placed Total Payments Payment dates  Outstanding Order status Invoice/Receipt
number balance
Payment History
125 One-Year $2,400.00 1.00 Monday, $2,400.00 $2400.00 Mon, $0.00 Completed Receipt
Organization Corporate March 6, 2023 06/03/2023 -
Subscription -16:27 16:27
My Favorites -
124 One-Year Full $590.00 1.00 Monday, $590.00 $590.00 Mon, $0.00 Completed Receipt
Login history Subscription March 6, 2023 06/03/2023 -
-11:28 11:28
Saved searches One-Year Full $590.00  1.00 $590.00 $590.00 Draft-
Subscription Complete
order
One-Year $2,400.00 1.00 $2,400.00 $2,400.00 Draft -
Corporate Complete
Subscription order
127 One-Year Full $590.00 1.00 $590.00 $590.00 Draft - Invoice
Subscription Complete
order

\@ Click Invoice/Receipt for the order thatyou are interested in.

@ A new window will appear with your invoice/receipt. Click Print on the top right corner

to print a copy of your invoice/receipt.

Contact us for more enquiries:

Subscription Services
E-MAIL: dbsubscribe@un.org
TEL: +1 (212) 963-1516

FAX: +1 (917) 367-0266

Note: To print user guide, selectthe “Poster” page size setting before printing.
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