
Invoices and Receipts FAQ 
 

This FAQ explains how to add a purchase order number to an invoice, generate your own 
Invoice, and access your receipt. 

 

Purchase Orders and Invoices 
 

You must add the purchase order number before generating the invoice. You can generate an 
invoice: 

 When your renewal is due before making a payment, and 
 After a payment is made. 

 

Request Invoice when Making a Payment 

1. Log into your account  
 
 
 

2. Under the “Account” 
tab 

 
 
 
 
 
 

3. Enter the Purchase 
Order Number 
(optional) 
 

 

4. Scroll down and click 
“Upgrade or Change 
Options” 

 

 



5. Select payment type: 
 
 - “Corporate By 
Invoice” and, 
 
- “Email me an invoice 
for payment”. 
 

6. The Invoice is sent to 
your email address. 
 

 
In this example a Corporate Membership account type is used.  
Other membership types work in very similar. 

7. Remember to Click 
“Save & Continue”! 

 
(bottom of page) 

 
 

Print or Download an Invoice After Making a Payment 

1. Log into your account  
 

2. Under the “History” 
tab,  
 

3. Select “Pay”, and 
 

4. Click the View icon on 
the right of the Tick 
Box.  
 

5. The invoice is visible 
with Print/PDF and 
Email options. 
 

6. You can change the 
email recipient(s) 
before emailing. 

 
Type a comma, no spacing between recipient’s email address in the pop-
up box e.g.  
account.holder@infoservices.com,accounts.team@infoservices.com 
 

 
 

VAT Receipts 
 

After your payment is received, a VAT receipt is sent automatically to your email address. With 
Card payments this is usually instant. With recurring payments, a VAT receipt is emailed on 
receipt of each payment. Always if you don’t get the email, please check the junk or spam box.              
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