INVOICES - Complete Invoice task in bulk

Using Quick Action and Print functions to complete tasks in bulk introduces efficiency into the Invoicing process.

Updated 22 August 2025

Print invoices in bulk

Use the PRINT button on the invoice screen for a more streamlined process to print multiple invoices at once. Users now
have the ability to Print invoices, and associated documents in bulk, directly from the invoice screen.

¢ Navigate to INVOICES, and Invoice sub-menu.
e Click PRINT button.

This is a sandbox environment. All data or configuration entered here will not be available on the production environment. Integrations are enabled on a non-production tenar

QARGO Orders  Planning  Trips  Invoices  Dashboard ~ Customers  Resources  Locations  Configuration  Global configuration AryrmesPIaygrounde o)

Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchase invoices
Q B Edit columns B Export V & Print Quick actions VvV
Al Draftinvoice | Invoiced | Invoice posted  Cancelled
Invoice nr Customer Invoice date Due date Documents Amount (excl. VAT)
£24,066.07
nv-0129 (EEED = .
sond mvotee (12 Demo Co... [ Priority Customer | 02/10/2024 01/11/2024 £162.23
Inv-0128 -
Mork motee acpeit 1) Fareye Technologies Pvt Ltd  12/09/2024 12/10/2024 £5
inv-0127 (]
o WMF Schenker ... ( Priority Customer | 12/09/2024 12/10/2024 £993.25

e From the pop-up screen, select which documents to include.
e Use the check box at the top to select ALL, or click each box individually.
¢ Click Confirm to complete the selection.

Select document types

Document type Number of copies

Communication 1

Draft Invoice
Draft billing proposal
Invoice

Other

You will be redirected back to the Invoice screen, and you will now have selection boxes to the left of the invoice number.

e Use the check box at the top to select ALL, or click each box for the invoice(s) you want to print.
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Q [H Edit columns
All Draft invoice Invoiced Invoice posted Cancelled
nvoice nr Customer
- Invoiced
v-0129 Demo Co... | Priority Customer

end invoice (+2)

nv-0128

ark invoice as paid (+1)

nv-0127

end invoice (+2)

nv-0126

end invoice (+2)

nv-0125

end invoice to accounting

Fareye Technologies Pvt Ltd

Schenker ... | Priority Customer

Ninatrans | New Customer

Joe Bloggs Transport

Orders to in

Invoice date

02/10/2024

12/09/2024

12/09/2024

12/09/2024

12/09/2024

Pro Tip: Search or filter by Customer, so you can easily find all the associated invoices; select ALL or individual

invoices to Print.
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Q [ Edit columns

All Draft invoice Invoiced Invoice posted Cancelled

Invoice nr Customer Invoice date

Inv-0091 un Close X

Send invoice (+2)

Inv-0090 (HTYIERED (un  sort

Send invoice (+2)

VRSN nvoice posted

Generate invoice pdf (+2)

Inv-0073 un T
Reminder (+1) .
Filter by company

Inv-0068 un

Reminder (+1) One of |

inv-0054 T

Reminder (+1)
T I N S .- “
Inv-0048 Kuehne+Nagel -
Reminder
Select the | Aldershot Garrison Sports Centre- GBP

CUStomer I Anglo Norden Forest Products Ltd
nv-003s @ from the list. Kushne + Nagel L\

Reminder

Inv-0037 (RN ey v = — 4 The caravan

Customer

—

% Ascending
2 Descending

Test customer Customer Ref Req.

inv-0046 (Tl
|

Schenker Logistics Netherlands

Inv-0036 paid

Send invoice Conwed Plastics /| SWM

Inv-0035 paid

inv-0034 paid

Kuehne+Nagel - 13/04/2022
Orders to
All Draft invoice Invoiced Invoice posted Cancelled
Invoice nr Customer Invoice date
Inv-0129 —
Send invoice (+2) Demo Co... | Priority Customer | 02/10/2024
Inv-0112 —
Send invoice (+2) Demo Co... | Priority Customer | 24/07/2024
Inv-0110 MMYEEER . ] — o
e Select invoices to print
e Click ‘Print Selected Documents’.
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Orders Plan

Stops

Orders to invoice Invoices

Q B Edit columns
Al Draftinvoice  Invoiced  Invoice posted  Cancelled
Invoice nr Customer
3 selected

[
Send invoice (+2)

Inv-0131

Mark invoice as paid (+1)

Inv-0130

Mark invoice as paid (+1)

SENT INVOICE

SENT INVOICE

Inv-0128 (ERE]
Mark invoice as paid (+1)

SENT INVOICE

Inv-0126

Send invoice (+2)

Inv-0125

Send invoice to accounting

Inv-0124

Mark invoice as paid (+1)

SENT INVOICE

SENT INVOICE

Inv-0123

Mark invoice as paid (+1)

SENT INVOICE

Inv-0122
Mark invoice as paid (+1)

Inv-0121

Send invoice (+2)

SENT INVOICE

Crest Nicholson - Sketchley Gardens

ACS EU DOM

ACS EU DOM

Demo Company [ Priority Customer

Fareye Technologies Pvt Ltd

Schenker Logistics Netherl...

Ninatrans | New Customer

Joe Bloggs Transport

Fareye Technologies Pvt Ltd

Joe Bloggs Transport

Joe Bloggs Transport

AVI UK

Priority Customer

Invoices Dashboard

Creditnotes  Trips to bill

Invoice date

07/03/2025

28/10/2024

28/10/2024

02/10/2024

12/09/2024

12/09/2024

12/09/2024

12/09/2024

11/09/2024

11/09/2024

03/09/2024

25/07/2024

Purchase invoices

Due date

06/04/2025

Resources

Upload purchase invoices

ns Rates

Payment status

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Unpaid (overdue)

Showing 20 out of 120 invoices

Configuration

Invoice exports

@ Export vV

Documents

Cancel Print selected documents

Arynnes Playground e e

Amount (excl. VAT)
£2,686.23/£23,050.83

£1,530.75
£212.88
£218.41
£162.23
£5
£993.25
£1,969.85
£10,676.17
£1,178.85
£381.86
£798.94

£650

20/ page

The documents will be consolidated to a single PDF file, which can downloaded and / or printed. The file will include all
the documents associated with the invoice that were included in the initial selection to print.

documents_merged (5).pdf

<
e QARGO

largo TMS
3 Buckingham Palace Rd
ctoria, London SW1W 9SH

4 (0)7851 604930
fo@gargo.io

100% +

@ O

Demo Company
11 Sheraton Walk
RH119LL Crawley
United Kingdom

-

Ashland Logistics

TRIP SHEET

[Prvensubcantacir [ractor

[rater

[prce [rwet =

[ eam

500.00 GBP

- |

Quick Actions

Invoice Date Due date VAT # customer Reference Goods
Inv-0129 02/10/2024 01/11/2024 GB123436728 22006073 Destination:
Camenter Belgium, Winendalestraat 171, 8800 Roeselare, Belgium
T
pte Description VAT  Net Amount
293029556 Origin:
/09/2024 Transport charge: Leicester - Bedford  65.61 MILE x (2.15 GBP / MILE) VAT 20% 141,07 Haven 1218 Port of Antwerp, Antwerp, Land van Waaslaan, 9130 Beveren, Belgium
WAITING FEE VAT 20% 0,00 '
FSCNEW (141.07 GBP) x 15.0000% VAT 20% 21,16
Subtotal excl. VAT: GBP 162,23
VAT 20%: GBP 3244
Total: GBP 194,67
Payments: GBP (0,00)
Amount Due: GBP 194,67

From the Invoices List page, the ‘Quick Actions’ allows users to perform tasks on multiple records in one action.
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o " "
(2 0arG0 Orders  Planning St » Invoices  Dashboard  Customers  Resources  Llocations  Rates  Configuration  Global configuration Arynnes Empty e e
eDudesininaice =) Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Q [ Edit columns B Export Vv & Print Quick actions Vv
Al Draftinvoice  Invoiced  Invoice posted | Cancelled Beks
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amoun{ Generate invoice pdf n date
£754.02
Send invoice

Inv-draft-25-030003 .

Ganarate involca pdf (+3) Monthly BARRY'S TOFFEE 11/03/2025 30/04/2025 Paid 0 Merk invoice as paid 025
Inv-draft-25-030002 E

Gonarste oo i (-3) Honey Bear 10/03/2025 09/04/2025 £65 Post invoice fo2s

Undo task
Inv-draft-25-030001 Undo t
;:uu.:; invoice pdf (+2) Warburtons Ltd 10/03/2025 25/03/2025 £100 025
Undo mark invoice as paid

Inv-draft-25-010008

Conersis otea ot (15 Honey Bear 21/01/2025 Unpaid (overdue) £120 | Undo postinvoice 025
Inv-draft-24-120006

it et Schenker Logistics Netherlands 17/12/2024 Unpaid (overdue) £141.32 14/01/2025
Inv-draft-24-120003

-arat LRI Monthly BARRY'S TOFFEE 17/12/2024 Unpaid (overdue) £327.70 14/01/2025

Generate invoice pdf (+3)

Actions available:

e Generate invoice pdf.

¢ Send invoice

e Mark invoices as paid / Undo Mark invoice as paid
¢ Post invoice / Undo Post Invoice

Once a quick action is selected, there are 3 options for which records to include:

¢ Don'tinclude completed/skipped tasks - this will only include outstanding tasks
¢ Include skipped tasks - will include any invoices where this task might be configured to be skipped.
¢ Include completed tasks - will include invoices that have already had the task completed.

The system uses asynchronous processing which allows a large number of invoices or charges to be created at the same
time, while reducing potential for timeout errors.

When executing tasks in bulk select all records for processing.

¢ Not all tasks will process at the same time.

¢ To distinguish, tasks will show status of ‘in progress’ and ‘'upcoming’ - those indicated as ‘'upcoming’ are tasks waiting
to be put in progress.

¢ This will happen automatically, once you have selected the records, no further action is required.

QARGO Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration Arynnes Playground e @ e
Orderstoinvoice  Invoices  Creditnotes  Tripstobill  Purchaseinvoices  Upload purchase invoices  Purchase credit notes  Invoice exports
Q B Edit columns @ Export Vv & Print
Al Draftinvoice | Invoiced Invoiceposted  Cancelled
Invoice nr Customer Issue date Due date Payment status Documents Amount (excl. VAT) Amount VAT
£08,680.15

nv-draft-0096
Gonarstaiovolco i (+3)

Golden Bake 15/04/2025 15/05/2025 Paid £0 £0

L?:Lofﬂmpm =y Warburtons Bakery | New Customer 14/04/2025 Unpaid (overdue) £431.72 £86.34
L?VKOZUD(W Warburtons Bakery | New Customer 130412025 Unpaid (overdue) £706.34 £141.27
L”““f”‘ii@ Crest Nicholson - Whitehouse Park 02/04/2025 02/05/2025 Paid £0 £0
L'l"‘loujygic Joe Bloggs Transport 02/04/2025 Unpaid (averdue £100 0
m(ﬂ:i\"ﬁ?z& Crest Nicholson - Sketchley Gardens 01/04/2025 Unpaid (overdue) £3,054.57 £110.06
L“ﬁ;?.fiic Kuehne-Nagel 20/03/2025 Unpaid (overdue) £678 £135.60
Kushne+Nagel 20/03/2025 19/04/2025 Paid £0 £0
L"(‘V‘;O":iic Kuehne-+Nagel 20/03/2025 Unpaid (overdue) £1,040 £208
Kuehne+Nagel 20/03/2025 Unpaid (overdue) £80 £16
Kuehnes+Nagel 20/03/2025 Unpaid [overdue] £1,040 £208
Kuehne-Nagel 20/03/2025 Unpaid (overdue) £1,240 £248
Hamann International Logistics 20/03/2025 Unpaid (overdue) £2,034 0
Inv-0190 QIEETD Evolution Connection 20/03/2025 Unpaid (overdue) £1,050.90 £210.18

Sendinvaice (+2)

Showing 50 out of 204 invoices 2 3 4 5 > 50/page

The task indicator will display while the tasks are being updated:
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Rates Configuration Portbase test ) RO

Selecting multiple records is available across the following pages:

e Orders

e Trips

¢ Invoices

e Purchase Invoices

¢ Credit Notes

e Purchase credit notes

Generate Invoice pdf.
Use this option to create the invoice pdf file.

e Use the checkbox to select the invoices to generate the file for.
¢ Click the ‘Complete’ button. This button will show the number of records that will be upated.

Integrations are enabled on a non-production tenant.

(2 areo Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Empty ° e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Al Draftinvoice | Invoiced | Invoice posted | Cancelled
ice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
acted £604 /2604
N-25-030008 (EEZD
Generats Invalce pa (+3) Koryfes SA 10/03/2025 09/04/2025 paid £0 10/03/2025
Tiofarma BY 28/02/2025 30/03/2025 Paid £0 28/02/2025
Schenker Logistics Netherlands 03/02/2025 05/03/2025 Paid £134 03/02/2025
-24-120003
B i T Schenker Logistics Netheriands 17/12/2024 Unpaid (overdue £40 1711212024
IN-24-120006
erorate s m’%@ Schenker Logistics Netheriands 17/12/2024 16/01/2025 Paid £0 171122024
IN-24-120004 (EEED
Generate invoice pdf (+3) Buse Gases 17/12/2024 Unpaid (overdue) £430 17/12f2024
1]
1
1
1
1
Don't include completedskipped tasks 1
1
Include skipped tasks Showing 6 out of & invoices I 20/ page
1
Include completed tasks v . ]
Don't include completed/skipped tasks v | Cancel Complete 6x Generate invoice pdf =

If you want to re-generate already generated PDFs, make sure you select “include completed tasks” option to
include those in the list located at the bottom of the page:
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Q B Edit columns

Al Oraftimcics | invelced | nvoco posted | Cancelled
nvoice nr Gustomer Josuo date Due date Documents
nvearet0070 CETIERRY Harmana ntrmatona Logsics 07/07/2025 oefoer2025
qors CIEEED Alo Sweets 2200412025 2200572025 invoice
o Gerritsen Logistics BV 26/03/2025 (oraftmvoice
-ttt 0028, Aldershot Garrison Sports ... 180212025 2010372025 (Drattinveics)
e et 008, Kushno+Nagel - os/1172024
- deat-008+ SREMID Kuehne+Nagel os/1172024
B ey Kuehne+Nagel - osjosi2024 (iwetes | over)

e KuehnesNagel - soposr2024 290612024

) e 00c CTINEED P— soposr2024 290612024
nv-o0s: WD Kuehresagel - 19p042024
s — Test cust. Customer Ret Rea. | 18/04/2024 1870572028
s S e + Nagel 201022026 soi0312024
e Testcust.. Customer R R, | 20/0212024 (imvoiee)
oo, S Tes cust..  Customar R e, | 221012024
voors ST The caravan 22/02020
e S Kunesniage - 1210112024 Tiioz12028
iv-o071 GRS Katoen Nate 2220z

Inv-craft-0050 ETPRTTIITER

USULIOeS  IBSWUI PUILs OIS UBIUGU DU VOSSP Geu s

& Export v

Amount (excl. VAT)

£536.04
£1,482

£324

Don'tinclude completed/skipped tasks

Include skipped tasks

- - -

-————-
Don'tinclude completed/skipped tasks v Cancel

© select at least one row

Showing 20 out of 31 invoices 1

2 >

20/ page

C

If this task is configured to auto-complete the pdf file will automatically be generated when the invoice is created.

Orders Planning Stops.

Invoices Dashboard Customers Resources Locatié

Trips

Global configuration

Object

Orders

Bookings

Centainer terminals

Intermodal bookings

Trips

Invoices

Purchase invoices

Credit notes

Al Notready to invoice

D
Outstanding tasks

[WNELFEIEIA Ready to invoice
Sendinvaice (+1) )

MY20250082 (ETEERT

Send invoice (+1)

MY20250079 (TR

Create label (+2)

MY20250078

Greate label (+2)

[EIPLILEEN Ready to invoice

Greate label (+2)

MY20250076

Create label (+2)

Ready to invoice

MY20250075

Create label (+2)

Ready to invoice

MY20250073
Create label (+2)

Ready to invoice

MY20250072

Create label (+2)

Ready to invoice

MY20250071 (TR

Create label (+2)

[RELFLIETN Ready to invoice

[ Edit columns

Ready toinvoice

@= === Tasks

Invoice tasks

v Create invoice

Create invoice (manual completion)
System task

Additional fields

Generate invoice pdf (aufo-complete)
Generate document (Default task) 2 Admin

Document type: Invoice

Send invoice (manual completion)

Contact 2 Accounting

E-mail from info@aargo.io to Customer (Billing) with
Invoice and POD/CMR attachments

Mark invoice as paid {auto-complete)
System task (Default task] 2 Admin

Post invoice (manual completion)

System task (Default task) 2 Admin

Orders  Planning  Stops  Trips  Invoices

Documents Accounting QOrder imports Integrations Mappings Templates
Generate invoice pdf
Add
General info
: Name (+)
Generate invoice pdf
Scheduling options
‘ Completa task (%
: Auto complete task
dc  Manually complete
Add tag

Canfiauratinn

QOrganisation settings

AT U3 I SIS i@ i S

Y

Dashboard Customers Resources Locations Configuration Global configuration

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices ) Invoice exports
Charge view | All dates V' @ Export v & Print
Draftinoice | Invoiced  Invoice posted  Donotinvoice 4 View
Cust R 1. VAT Invoi Rout POD/CMR [l . : cargo
ustomer evenue (excl. VAT) nvoice oute 1 ing frequency Cantainers/asversy o
Rovenus (exel. VAT) £10,370.12  £10,370.12 Resources 12 5200
Fine Foods Ltd R géﬂ-uﬁ-ﬁ @ 0 B
£476.22 Se00 B oEa™ Mutipla packaging
. @
8888 © 8
Fine Foods Ltd Bi7e2) o ] m7
Rl | ePOD (sign on de... Muktiple packaging
a—a=a e 0
Honey Bear o — 11 8
e = “ | ePOD (sign on de... Haltsd
Fine Foods Ltd 8—=a
o £ Barr B &
Fine Foods Ltd
0 = BB
Honey Bear & 10 80
£0 @
0 Bso0. B - Haif: 10
Fine Foods Ltd 180
£0 D
o Beoo. @ ©
a—a=a @ 180
Fine Foods Ltd £100 _— 8
A0 "% (oD (sign on de... i
@
© 8o
Fine Foads (i 22578 Eal_ﬁ-w - ] 1
£22048 AT BT (apop (sign on de... Bl
@
Fine Foods Ltd @180
£249.95 Baev. @u. | PODICMR Full
€POD (sign on de...
; @ @ 80
Tiofarma BY Siaas 8a—=8a ¢ © 180

Showing 51 out of 51 orders
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Quick actions v/

Order start
Requested date  Actual date
Tu 18/03 Tu 18/03
1136
Mo 17/03 Mo 17/03
We 12/03 We 12/03
We 12/03 We 12/03
We 12/03 We 12/03
626
Tu11/03 Tu11/03
020
Tu11/03 Tu11/03
Tu04/03 Tu 04/03
Tu 04/03 Tu 04/03
Tu 04/03 We 12/03
Tu 04/02 Sa01/02
100/ page
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The ‘generate invoice pdf’ task must be completed before the Send Invoice option becomes available.

Send Invoice

Once the invoice file is available, it can be sent to the customer, or if sending a batch of invoices, use this option to SKIP
sending specific invoices.

) INegrations are enaniea on a noN-praauSTION tenan.

Q QARGO Orders. Planning Stops Trips Invoices Dashboard Customers Resources Locations Rates Configuration Global configuration Arynnes Empty e e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @ Invoice exports
Al Draftinvoice  Invoiced | Invoice posted | Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
3 solected £1,180.05/ £7,191.95
[ unuoiced) Fine Foods Ltd 20/03/2025 19/04/2025 Paid £476.22 20/03/2025
!f'fivgifoifj Uneoiced) Haney Bear 20/03/2025 19/04/2025 paid £0 20/03/2025
!:'f‘“n;‘zifofﬁ iy Monthly BARRY'S TOFFEE 11/03/2025 26/03/2025 Paid £170 11/03/2025
!jf?,fjif"f? CE=D Koryfes SA 10/03/2025 09/04/2025 Paid £0 10/03/2025
!jf?,fjif"f? GE=D Honey Bear 10/03/2025 09/04/2025 Paid £112 10/03/2025
R (=D Fine Foods Ltd 07/03/2025 06/04/2025 Paid £462.83 07/03/2025
e =) Leo's Lemons 07/03/2025 31/03/2025 Paid £0 07/03/2025
E‘zjﬁfo‘of uzeoiced) Tiofarma BV 28/02/2025 30/03/2025 Paid 0 28/02/2025
!j;ii;‘j;f"[]ﬁ Uneoiced) Fine Foods Ltd 21/01/2025 20/02/2025 Paig £250 21/01/2025
::f‘“n;?‘lfﬁ]i; iy Warburtons Ltd 16/01/2025 31/01/2025 Paid £887 16/01/2025
!:'f‘“n;‘z‘lfﬁ]ﬁ iy Schenker Logistics Netherlands 15/01/2025 14/02/2025 Paid £189 15/01/2025
IN-25-010009 =D Warburtons Ltd 14/01/2025 29/01/2025 Paid £325 14/01/2025
Sandinvaice (+1)
523’8120(05 (= Warburtons Ltd 14/01/2025 29/01/2025 Paid £750 14/§1/2025
1
. i
S
S Showing 22 out of 22 invoices E 1 100 | page
SA ¥

Don't include completed/skipped tasks v Cancel

skip 3x Send invoice Complete 3x Send invoice

If sending invoices in bulk, the typical default will be to send via email. If the customer does not have the appropriate
billing contact email entered, the task will fail and an error will be generated. Use the re-trigger to update the email and
resend the email.

All Draft invoice Invoiced Invoice posted Cancelled

Invoice nr Billing frequency

IN-25-030012 ([IEEED

A, Send invaice (+1)

o

|N-25-6‘§mum
Send invoice (+1)

(:- 0ARGO Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Arynnes Empty °

X

Name v Start time Completion time Completed by Error

A\ Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Mail contact task did not have any recipients @ a4 ®
/A Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Mail contact task did not have any recipients @ c \)’9
A\ Send invoice Th 20/03/2025 14:06 Th 20/03/2025 14:06 Mail contact task did not have any recipients @ a4 ®

Method for sending invoice can be adjusted to a customer specific option (EDI / Post) if required.

Mark invoices as paid / Undo Mark invoice as paid

The ‘Generate invoice pdf’ task must be completed first. Selecting this option will automatically filter to only show
invoices that have the invoice file generated and that are not yet marked as paid.
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P
(2 aArGO Orders  Planning  Stops Involces  Dashboard  Customers  Resources  Locations  Rates Global configurati Arynnes Empty ° 9 e
Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices @) Invoice exports
Al Draftinvoice | Invoiced | Invoiceposted  Cancelled

Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount (excl. VAT) Creation date
3 selected £1,475.22 | £1,475.22
IN-25-030012

Mark Invoice aspm'%m Fine Foods Ltd 20/03/2025 19/04/2025 £476.22 20/03/2025
IN-25-030007

Sendinvoice (+2) iy Honey Bear 10/03/2025 09/04/2025 £112 10/03/2026
IN-25-010011

B ) 2D Warburtons Lid 16/01/2025 Unpaid (overdue) £887 16/01/2025

[y

Showing 3 out of 3 invoices 100/ page

Don't include completed/skipped tasks = Cancel

To UNDO the action, select the invoices to set back to ‘UNPAID'. Click the ‘Undo Mark invoice as paid’ button. The
Payment status label will update to unpaid.

Integrations are enabled on a non-production tenant.

RGO Orders. Planning Stops. Invoices Dashboard Customers Locations Rates Configuration Global configuration Arynnes Empty e @ e
Orders to invoice Invoices Credit notes Trips ta bill Purchase invoices Upload purchase invoices @) Invoice exports
Al Draftinveice  Invoiced Invoice posted | Cancelled
Invoice nr Billing frequency Customer Invoice date Due date Payment status Documents Amount  Generate invoice pdf ndate
alan Send invoice
IN-25-010006 ed
Sandinvaice (+1) WImEEy Warburtons Ltd 14/01/2025 29/01/2025 Paid £750 025

Mark inveice as paid

IN-25-010005 (D

PR ok Fine Faods Ltd 13/01/2025 12/02/2025 Paid Draft billing proposal £939  Ppostinvoice 025
IN-26-010004 (EEZD

Foae Irdcion Fine Foods Ltd 13/01/2025 12/02/2025 Paid £0 025
do mark i d
S GEED Honey Bear 13/01/2025 12/02/2025 paid o Z" 0 markinvoice ggpa |
4 indo post invoice

LNZEOlgﬂ‘sz €I Koryfes SA 08/01/2025 07/02/2025 Paid £1,169.09 08/01/2025
Ll Lt TCEED Fine Foods Ltd 01/01/2025 31/01/2025 Paid £500 17/12/2024

Koryfes SA 0101/2025 31/01/2025 Paid 69 14/01/2025
Lﬁ‘,fﬁ;?gfﬁ?ﬁ [uneolced) Schenker Logistics Netherlands 01/01/2025 31/01/2025 Paid £30 14/01/2025
},’:;ﬁ:;;ff”m e Monthiy BARRY'S TOFFEE 24/12/2024 23/01/2025 Paid £512 08/01/2025
s teacpery CEED Schenker Logistics Netherlands 17/12/2024 16/01/2025 Paid £40 17/12/2024
L:f:ﬂi?fisw,.@ Schenker Logistics Netherlands 17/12/2024 16/01/2025 Paid £0 17/12/2024
‘;",f:[: i?ﬁif’ud,qfljg' Buse Gases 17/12/2024 Unpaid (overdue) £430 17)12/2024
Hfi/vﬁ‘zofl: ussoicsa) Leo's Lemons. 17/12/2024 16/01/2025 Paid £126.81 17/12/2024
!:',fi',xfﬂfs e Monthly BARRY'S TOFFEE 11/12/2024 10/01/2025 Paid £350 08/01/2025

Showing 29 out of 29 invoices II‘ 100 / page

Post invoice / Undo Post Invoice

Invoices can be posted any point after the pdf file has been generated.

In order to transfer the sales revenue from an invoice to accounting software, the invoice must be in a POSTED status.
Unless using an integration to transfer directly to the accounting software, Posted invoices can be exported to a file
format that will then be uploaded.

Click the link below to read more about importing to accounts.

Importing invoices to accounts
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Approve charges

When processing invoices, if a charge is present that requires approval, it will show with a red ‘To Approve’ label next to

the line item.

Orders

Planning

Stopm

Invoices Dashboard Customers

—————— D Orders to invoice Invoices Credit notes Trips to bill Purchase
-
-
Q [ Edit columns Order view =
Al Toapprove | Notreadytoinvoice = Readytoinvoice  Ondraftinvoice  Invoiced  Invoice posted |~ Donotinvoice  + View
Charge Amount (excl. VAT) D Invoice Revenue (incl. VAT)
£23,273.16 Outstanding tasks £23,273.16
MY20250058 (&
Transport charge | Transport £430.77 Create label (2) BT £516.92
MY20250057 (&
Transport charge | Transport £430.77 Craato tabel (1) £516.02
MY20250056 (RETIELY £45 EEEED
Transport charge | Transport £417.03 .
o o b Create label (+2) £417.03 (RS
My20250055 (EETIEDD
Transport charge | Transport £800.00 Craste el () Bl £800
MY20250054 (i
Transport charge | Transport £500.00 Pl £500

Create label (+2)

MY20250052 ERTTETR

® e

P )

Orders Planning Stops. Trips Invoices Dashboard

Orders to invoice Invoices Credit notes. Trips

S

Q [ Edit columns o i Chargeview | Alldates \/

Al Notreadytoinvoice = Readytoinvoice  Draftinvoice  Invoiced  Invoiceposted = Donotinvoice =+ View
Customer Revenue (excl. VAT) Invoice
Revenue (excl. VAT) £28,048.0  £28,048.04

MY20250057 First Load Hauling

N £430.77

Create label (+2)

MY20250056 eih0ode Lk I2E 1o approve

Create label (+2) ® @ « = AT

MY20250055 (ECTEELD Hilton Foods Holland

Create label (+2) £800 £800

MY20250054 (EENEELD Gamma

Create label (+2) £500

Ut GaRE T - N VAl

500 GBP

B—8 automaticallv calculated

Use filtering on the REVENUE column to show all the orders with charges to approve:

Orders

Planning

Stops Trips

Invoices

Dashboard Customers Resources Locations Rates Config

Invoices Credit notes Trips ta bill Purchase invoices Upload purchase invoices o
Q [0 Edit columns | Order view Charge view | I
1
All To approve Not ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted Do not invoice + View :
Charge Amount (excl. VAT) 0] Invoice Revenue (incl. VAT) WV | customer
£23,273.16 Outstanding tasks £23,273.16 w
e ——
Transport charge Transport £204.95 Create label [+2]
Close X
MY20250063 (EEITEEY Filter by revenue
Transport charge | Transport £35.00 Ready to invoice (+1)
Is
MyY20250062 (PEIEEE
Transport charge | Transport £105.00 Ready to invoice (+1) Filter by to approve charges
MY20250061 Is
Transport charge  Transport £17.60 Ready to involce {+1)
Has char  rgers with to approve charges
MY20250060 (PEIEE Is .
Ord ithout t hi
Transport charge | Transport £204.94 Create label (+2) rders without to approve charges
MY20250059 (PEIEE . .
Transport charge  Transport £430.77 Create label [+2) £430.77 Hospital Oost-Limburg
MY20250058 [ . .
Transport charge | Transport £430.77 Create labal [+2] £516.92 First Load Hauling
e label (+2)
MY20250057 /’
© plan
Transport charge Transport £430.77 e - £516.92 , First Load Hauling
reate label (+2) rd
4
4
To plan £45 [QLEE
Transport charge Transport £417.03 pakeZelloE LI Fine Foods Ltd

Create label (+2)

£417.03 (TS

Click anywhere in the line to open the order details. Click or Hover on the ‘To Approve’ label and the option to approve or

decline the charge will show:
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