Cet article n'est pas encore disponible dans votre langue. Vous lisez la version anglaise.

INVOICES - Orders to Invoice View Options

View ‘Orders to Invoice’ by Orders or Charges. Use tabs to track status, filter columns, and manage invoices efficiently.

Mis a jour 30 septembre 2026

‘Orders to be Invoiced’ can be viewed based on Orders or Charges.

e Each page shows individual tabs based on curated views grouping the invoice details, based on the STATUS of
the order or charge.

¢ Once the status has been updated to ‘Invoiced’, it will show in the INVOICES submenu under the generated
invoice number.

e Control what data is shown in the tables by using the ‘Customise icon’ to toggle on/off relevant columns.

Not Ready to
Invoice

Ready to
Invoice

Draft / On draft
invoice

Invoiced

Invoice Posted

Do not invoice

Custom View

Summary
Tab View Description
ALL This shows ALL orders or charges, regardless of status of the order or charge.
To Approve CHARGE VIEW ONLY. Charges that require approval before they can be invoiced.

Not Ready to Invoice status will include all the orders or charges that have not yet been set to a Ready
to Invoice status.

Once an order or charge is confirmed it can be set ‘Ready to Invoice’ which makes it available to be
invoiced.

A draft invoice allows users to create and review an invoice before finalising it. Draft Invoices are given a
unique ‘DRAFT’ invoice number.

The order / charge will show in the ‘Invoiced’ tab view and will include the invoice number assigned to
the order / charge.

An invoice with a Posted status indicates that the invoice has been generated and issued to the
customer. Once in a posted status, no further updates can be made to the charges and order details.

Marking an order or charge as ‘Do not invoice’ removes the revenue amount and set the value to ‘O".

Create a custom view, using filtering on column headers to tailor the view to suit individual
requirements.

Learn more about how to best use Order and Charge views.

Order view vs Charge View

Invoice by Tab View

All

This shows ALL orders or charges, regardless of status of the order or charge. In the ORDER VIEW, the status shown is
the status of the order (ie: Delivered, To Plan, Invoiced). In the CHARGE VIEW, the status shown is the status of the
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charge (ie: To Approve, To Invoice, Invoiced). Column headers can be filtered in each view allowing for better data
visualisation. Use this view to gain the widest visibility for all orders or charges.

Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration
Orders to invoice Invoices Credit notes  Trips to bil Purchase invoices  Upload purchase invoices (@) Export to Sage50
Q [B Edit columns Order view B Export V
Toapprove | Notreadytoinvoice | Readyloinvoice  Ondraftinvoice  Invoiced Invoice posted | Donotinvoice |+ View N
Amount (excl. VAT) Gharge calculation VAT Revenue (excl. VAT) Customer D Route Description  Gustome
£23,585.96 £23,585.95 Outstanding tasks Resources
Transport Transport Automatically calculated 2025006
> ot (I, 1, o v No VAT £13.33 Tiofarma BV R B
Jeharge 40G8P (1/3) © Send imioice @ Truck 1
Transport Transport | (YIS Automatically calculated 2025 8—=a
jcharge Pallet spaces: 35 GBP x 1D sy b s +1) Beo.. @T
Transport Transport Automatically calculated MY2025006:
£106.00 i No VAT £105 Tiofarma BV ) o
charge Pallet spaces: 36 GBP x 3 () Ready to ucica (+1) BEO. BT
Transport Transport | (EZYETEY Automatically calculated 20250061 (R 8—-=a
> vort) GEEED 5 Y - No VAT £17.50 Tiofarma BY Mvz0250081 S
charge Pallet spaces: 35 GBP x 0.5 () Ready to imvoice (+1) BEO. @7
Transport Transport | (XY Automatically calculated 20250060 (RO
o vort| QD 5, o, v VAT 20% £204.94 Fine Foods Ltd BN .
charge Total distance: 136.63 MILE x (1.5 GBP | MILE) Greste el (2 BAR. BT
Transport REE=A o invoice Automatically calculated 2025005
- eort| GEEED) 7 v No VAT £430.77 Hospital Qust-Limburg e WL 5
icharge Total distance: 287.18 MILE x (1.5 GBP | MILE) Crwads bbal {o7 BAR. BT
Transport Transport | (XY Automatically calculated 2025005 2-8aa
> vort| QEEED 57 v VAT 20% £430.77 First Load Hauling Mv20250052 (TN
charge Total distance: 287.18 MILE (1.5 GBP | MILE) Create label (2
Transport Transport | (XY Automatically calculated 2025005 a-8-8a
; vort) @EIEED 57 ve vaT 20% £430.77 First Load Hauing Mv20260057 GEEID
charge Total distance: 287.18 MILE x (1.5 GBP | MILE) Greate label (+2
Automatically calculated
Transport Transport | (YD J2Y o approve | 8—=a
> vort| GEIEED .7 o Total distance: 128.66 MILE x (1.6 GBP | MILE) Transit Rules ot Fine Foods Ltd
charge £417.03 (I
Total distance: 124,66 MILE x (1.8 GBP | MILE)
Weekend - Sat | 4000 | (ETIEEE) Automatically calculated I2EY o aporove 20250056 8—=a
- £45.00 - v Transit Rules e et Fine Foods Ltd e Tl
oLy 45 GBP £417.03 (I Crast el (2]
P 2
(2 0are0 Orders  Planning  Stops  Trips  Inwoices  Dashboard  Customers  Resources  Locatons  Rates  Configuration  Global configuration Arynnes Empty o R
~. Orders toinvoice  Invoices  Creditnotes  Trips to bil Purchase invoices  Upload purchase invoices ) Export to Sage50
S I
Q [B Edit columns Charge view | Alldates B Export & Print Quick actions \/ Invoice orders
Not ready toinvoice | Ready toinvoice | Draftimvoice | Invoiced | Invoice posted | Donotinvoice |+ View
0 POD/CMR Customer Route Revenue (excl. VAT) Invoice Billing frequency . cargo Order start Order end
Containers|driver...
Outstanding tazks Revenuo (excl, VAT) £23,599.96  Resources £23,699.96 3115300 Requesteddste  Actusidsts  Location Requested dats  Actusidate  Location
w £0 = o a5 1€ Limerick 1€ Duniin
MY20250048 (Y - Leo's Lemons 8-—8-8 . 180 Suzsjor Carpenter Be.. Mo 24/02 Haven 121¢
Ready to imcice (+1) @ s 522800 Roesel. B-130 Bewe
MY20250047 o Hospital Oost-Limburg 8—a—a 8 Su23/02 Carpenter Be... Su23/02 PLO Ferries
Ready to inveice (+1) w £ 828800 Roesel FR-62100 Cal
MY20250046 (T o Schenker Logistics Netheriand @-@-GH@ 20 80  Su02/02 Fr31/01 Warbys1 We 09/04 Trent Park ¢
Ready toinvoice (+2) © 76152 ae . ul: 20 06:00 06:00 GB-BLA 0JZ Far 00 GB-N1a aUW
20260045 s a—=a 0 2 Bloxham Mill 2 MK10
20250045 ® BARRY'S TOFFEE . Vonthly Mo 17/02 T 24f04
sady o invaice a5 GB-0X15 0FF &1 GBk10 i
20251 8a—=a 580 2 23 Bloxham Mill 2 23 MK10
MY20250044 ﬂm ® £320 Monthly Tu 28/01 Th23/01 Tu 28/01 Th 23/01
Ready to imeice (+1) a5 0800 GB-0K15 4FF &1 0826 GB-k10 i
20250043 s 8—8 . : vt ’ Ko
Mv20250043 (ETETD © BARRY'S TOFFEE 300 Monthly 080 Mo17/02 Mo 17/02
Ready to imcice (1) oo ul: 10 BBt Brighton G810 wi
®
My20250042 (TTEED Leo's Lemens a—=a,, o Tuzgm Tu 28/01 799 Witan G... Tu 28/01 Tu 28/01 Peel Port Li
PODICMR B B i:3 4 08-1Ka 26w M 2 cBL211LAL
<POD (sign on de
Mv20250041 (TS . Leo's Lemons a—-=a 1 Mo 17/02 799 Witan G... Mo 17/02 Peel Port Li
Ready to invoica ® e Bk 26W i GB-L21ILALI
®
MY20250039 (IERED Honey Bear 8—-a Tu 28/01 Mo 27/01 Hospital Oos... Tu 28/01 Mo 27/01 Carpenter £
Ready o inveice (+1) POD/CHR P = 2 : . 5@ .
y P BrADm. B 2000 21180 8. 2050 82-8500 o
ePOD (sign on de
202500 - s 2 3702 BN 2 3102 Carpenter &
Mv20250035 (CEIIEIEE] ® BARRY'S TOFFEE 8—=a,,, Vonthly Tu28/01 Mo 03/02 Tu 2801 Mo 03/02 aros
Cresta latel (2] Beoo. @1 0630 GB-BN1 Brighton 000 828500 Roet
MY20250037 (IR - 8—=8 We 29/01 Mo 0302 CerpenterBe.. We 29/01 Tu 04/02 BNt
o) 2 n
Cresta label (+3) @ Beoo. @ 27248 Menthly 20 528800 Rossl. a2 B8Nt Erigh
2 36 s 050 We2gj01 Th23jo1 BN We 28/01 Th23/01 MK10
MY20250036 (CZIEXED o BARRY'S TOFFEE a—=a . oty = 1050 /i I . / I .

Showing 100 out of 181 orders

{

To Approve (Charge View Only):

Charges that are configured to require approval before they can be invoiced will individually be tagged with the status
‘To Approve'. This view can be used to filter for outstanding charges that require approval prior to invoicing.

Planning  Stops Dashboard  Customers  Resources  Locations  Rates  Configuration  Global con

—Y
Orders to invoice Invoices Credit notes Trips to bil Purchase invoices. Upload purchase invoices ) Export to Sage50

& Export v

Q B editcomns | |EIENETRA  Order view

Al | Toapprove  Notreadytoimvoice  Readytoinvoice  Ondraftivoice | Invoiced | Invoice posted | Donotinvoice | + View
Gharge Amount (excl. VAT) Gharge calculation VAT Revenue (excl. VAT) Gustomer D Route Description  Customer |
@ revenue Outstanding tasks Resources
Weekend -Sat | 4000 | (YEENY Automatically calculated 2 7o approve 20250056 8—a
T .00 4 Transit Rules = Fine Foods Ltd u20250056 (ETI
ONLY 45.68P £417.03 (Y 2
Weekend - Sat | 4000 (YT Automatically calculated EZEY To approve 20250006 EEXTIGD a—=a
= £45.00 - v No VAT - Fine Foods Ltd e
ONLY 45 GBP £68.73 (YT < lsel 1+2)

Not Ready to Invoice

Not Ready to Invoice status will include all the orders or charges that have not yet been set to a Ready to Invoice
status. This can include various order or charge status. In each view, it is possible to set the individual record (order or
charge) to ready to invoice. Column headers can be filtered so it is possible to group the records based on the
outstanding task or status.
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)
Ordars  Planning  Stops  Trips  Iwolcas  Dsshbosnd  Customens  Resources  Locations  Retes  Configuration  Global configuration WnnesEmpq°@°

,A Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Uplead purchase invoices @) Export to Sage50

-
i
Q B Edit columns Order view @ Export v
Al Toapprove [ Notrea oice | Readytoinvoice | Ondraftinvoice  Invoiced | Invoiceposted = Donotioice |+ View
Charge Amount (exel. VAT) D Customer Route Charge calculation VAT Revenue (excl. VAT) Description  Custome
£21,208.60 Outstanding tazks Resources £21,208.60
20250052 B——) Automatically calculated
Transportcharge | Transpart £100.00 Moo Gamma v No VAT £100
Greate label {+2 100 GBP
MY20250051 B——8 Avomaticaly calculated
Transport charge | Transport £4.00 B Honey Bear Pl v VAT 20% )
My20250050 (GIEEED E———8) Avtomatically calculated .
Transport charge | Transpor £4.00 jraozeoost W Honey Bear BARTNNES | 4 cap VAT 20% 4
2025 a—-a
Tansportcharg Tz 000 r2025049 GEFIED Lo Lomons onual pice war 20w 0
2025 B—8—8 avomaticaly calculated
Transport charge | Transport £215.00 MY20250048 (YT Leo's Lemons v VAT 20% £215
Ready to imvoice (+1) 215 Gap
Tansport horge (e 000 1Y20250047 GETIED Hosptal ot L 888 e NovT 0
20250046 (IR BB 88 Avtomatically calculated
Transportcharge Tanspart 76152 1r20260046 Schenker Logistis Netherlands Y AT 20% £761.52
Ready ta invoice (+2) BE Total distance: 507.68 MILE x (1.5 GBP | MILE)
20250045 B Auomatically calculated
Transport charge | Transport £32000 e G BARRY'S TOFFEE Y VAT 20% £320
Ready to imoica 220 GBP
2025 E——8 Auomaticaly calculated
Transport charge | Transport £32000 Mr20250044 TR BARRY'S TOFFEE ’ VAT 20% £320
Ready to imvoice (+1) X 320 GBP
20250043 E——8) Auomatically calculated
Transport charge | Transport £390.00 Mra0ze004 BARRY'S TOFFEE v VAT 20% £390

Ready ta invoice

390 GBP

5
~
(2 oarco Orders  Planning  Stops  Trps  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration MvnnesEmpty@@- e

-, Orderstoinvoice  Invoices  Creditnotes  Tripstobil  Purchase invoices  Upload purchase invoices (@) Export to Sage50

X [ Edit columns Charge view  All dates \/ W Export S Print Quick actions V' Invoice orders
Al [ Notready toinvoice | Readytoinvoice ~ Draftinvoice  Invoiced | Invoice posted = Danotinvoice |+ View
™ POD/CMR Customer Route Revenue (excl. VAT) Invoice g frequency . Cargo Order start Order end
Containers/driver..
Outstanding tasks. Revenue (excl. VAT) £23,750.01 Resources. £23,750.01 1@ & 393. 265 Requesteddate Actual date Location Requested date  Actual date Location
MY20250057 (Y - First Load Hauling a-a-a-a Mo 17/03 Carpenter Be... Tu 18/03 Hospital Oc
Cres el (12 2] i 43077 sc-8800Foosel. 55-3600 Gand
- Fine Foods Ltd S 3 S: 3
MY20250056 (RYIE) ~ B— = . $201/03 799 Witan G... Sa 01/03 Amsterdam
Create lbel (+2) ® o L rcoore I £417.03 (O 5560 [Sa— [
MY20250055 . Hilton Foods Holland 8—3=a 180 We 26/02 Deddington ... Th 27/02 799 Witan ¢
Create label (+2) ® £800 il 1 00-09:00 GB-0X15 0TQ D. GB-MK3 2FW
MY20250054 (YT - 8—-=a __ N Mo 24/02 799 Witan G... Mo 24/02 St Albans ¢
Crete el (21 ® £500 280 G802 i cooan anee
MY20250053 (EYTE) - a—-=a Mo 24/02 799 Witan G... Mo 24/02 Eastern Doc
®
e 3 (1) ® £100 250 Bk 2P ce-cTie
MY20250052 QL) ~ 8—=a Su 23/02 799 Witan G. Su 23/02 Eastern Doc
® )
Greate el (+2 © £100 0eo o8-k 20w i B cTisn
MY2025005 1 (EINTIED - Honey Bear 8—=a 0 Mo0302  Suze/01 EnnisRoad Mo 03/02  Su26/01 Peel Port D1
®
Crete el (21 ® o = £ Limerick w € ousin
MY20250050 (GEEETTD - Honey Bear a—=a 0 Mo 03/02 We 22/01 Ennis Road Mo 03/02 We 22/01 Peel Port D1
®
Ready t moie (+2) @ Barne s | 5 € Limerick ss0  bubin
M¥20250049 ~ Leo's Lemans 8—-=a 580 Su23/02 EnnisRoad  Su 23/02 peel Port Di
ety to e 2] © a5  Limarick € buoin
MY20250048 (T P Leo's Lemons a—a-=a 180 su2302 Carpenter Be... Mo 24/02 Haven 121¢
® 215
Ready to invoice (+1) © £218 = Multiple packaging BE-B500 Roesel. BE-9130 Bave
MY20250047 (ERYEED ~ Hospital Oost-Limburg 888 850 su 23/02 Carpenter Be... Su 23/02 P&O Ferries
o)
Reads o imoice (+1) ® o £ Muliple packaging 58300 Roesel Fr.ez100
MY20250046 (I - Schenker Logistics Netherland - E-E-EHE 20380 Fr31/01 Warbys1 We 08/04 Trent Park C
o) 5
Ready o voice (+2) ® e B 76152 50 CB-BLEOZFar. <1700 ca-w1a auw
MY20250045 . BARRY'S TOFFEE 580  Mo17/02 Bloxham Mill  Th 24104 MK10
®
Ready to inveice. © Monthly ill: 5 (GB-OX15 dFF BI. GB-MK10 Milt
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Orders Planning Stops

Orders to

Q, [ Edit columns 1 active filter Order view Charge view

All To approve Mot ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted

Charge Amount (excl. VAT) [n] Cus
@ £21,208.64 Outstanding tasks

1 Close X ]
Transport charge | Transport £150.00 Fine

L] Sort

\
Transport charge  Transport i‘IDO.DC Charge Fine

\ |% Ascending

\ 1% Descending
DEfault £'|'4i.nu Fine

\ Filter by charge name

\ One of ]
Fuel surcharge £3.78) Fine

\

Filter by charge + rate card

Transport charge | Transport £200.0 One of Fine
N

Filter by status Clear
Transport charge = Transport £204.,95 Fine

MT LUZSUU S|
Weekend - Sat OMLY | 4000 £45.00 Crente tabal (231

Fine

If charges need to be updated, clicking anywhere in the row will open the order details and these can be updated as
required. In the Charges View it is possible to update the charges directly from the screen.

Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration

Orders toinwoice  Invoices  Creditnotes  Trips to bil Purchase invoices  Upload purchase invoices ) Export to Sage50

Al | Toapprove | Notreadytoinvoice | Readytoinvoice ~ Ondraftinvoice | Invoiced | Involce posted  Donot involce -+ View
Charge Amount (excl. VAT) D Customer Route Charge calculation VAT Revenue (excl. VAT) Description  Cust
£6,302.86 Outstanding tasks Resaurces £6,302.08

[UZLELELR Roac (o invoice

Transport charge | Transport £65.00 palbcisnied Honey Bear Bary. @ Manualprice VAT 20% £65
L¥ Roaoy to invoice I
Transport charge | Transport £60.00 NS Schenker Logistics Netherlands Bary_ @ Manalprice VAT 20% £60
A Rescy o invoice
Transport eharge | Transport £150.00 7 R Honey Bear Banv. @, Manualprice VAT 20% £150
B Feacy to invoice Automatically calculated
Transport charge | Transpor £124.18 Schenker Logistics Netherlands VAT 20% £124.18
P 9 port 1 9 BARY.. B..  Total distance: 82.70 MILE x (1.5 GBP | MILE)
MY20250019
Transport charge | Transport T e e ® @ HoneyBear B Tractorn | Manual price VAT 20% £220
N s HA03OnTN AT 2 &
Transport charge | Transport £75.00 okl St Honey Bear BARYNNE 1 Manualprice VAT 20% 75
. = MY20250017 (RIS ) ; ,
‘Transport charge | Transport £0.00 ol Honey Bear B Lo, @ Automatically calculated VAT 20% <0
. MY20250009 (RTINS Automatically calculated i .
Transport charge | Transport £590.00 o Fine Foods Ltd . — VAT 20% £500
MY20250002 B———@ Automatically calculated
Transport charge | Transport £400.00 S Fine Foods Ltd VAT 20% £400
mveice crcer 40068
MY20240108 B———@ Avtomatically calculated )
Transport charge | Transport £900.00 kil Honey Bear TSR W (a0 Gen VAT 20% £900
0104 B——8 Avtomatically calcuated
Transport charge | Transport £100.00 Fhod D Honey Bear B B 100a0r VAT 20% £100
R — — My20240102 (RIS S—— B———8@ Automatically calcuiated —_— "
3 = =B 4 BARY.. .. | Caleulation error: Metric is not a number i
o 8—=a
Transport charge | Transport £0.00 - e e Buse Gases B First Lo... [ Manual price VAT 20% £0
""""""""""""""" et 179 1 Rl Reao o invoice Ginn Bone B——8 suomatially caleuiated it ana 170 a0
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Ready to Invoice

Once an order or charge is confirmed it can be set ‘Ready to Invoice’ which makes it available to be invoiced.

Orders

Planning

Stops Trips Iy

Q, [ Edit columns Char Q

Ready to invoice

All Mot ready to invoice
”
ID p
Outstanding tasks _#

MY20250074

Create labsl ® & | zm0
Ready to invoice ®
Send invoice & ®

Create labal (+2)

[N
Sa

b

Draft invoice

Customer

Revenue (excl. VAT) £23,750.01

Fine Foods Ltd

Fine Foods Ltd

Invoiced All To approve Mot ready to invoice
Revenue (exCharge
£23,750.01 @ £21,208.64
£150 Transport charge = Transport £150.00
£100 Transport charge | Transport £100.00

Ready to invoice

Amount (excl. VAT)

On draft invoice Invoiced

o rd

Outstanding tasks

MY 20250074
Create label

Ready to invoice
Send invoice

Create label (+2)

I Orders to invoice

[ Edit columns 1 active filter X Order view

Invoice posted Do not it

Customer

® Fine Foods Ltd

®

P9

Fine Foods Ltd

The Order View offers a wider choice of functions via the ‘Quick Actions’ menu. This allows a variety of functions that

can be associated with processing invoices, including downloading documents, or updating the order status back to ‘Not

ready’ if necessary.

start

ed date

01

M

a1

01

b

h|

b

01

01

Actual date

Ma 2701
17:26 &
Mo 27/01

17:37 &

Ma 27/01

Fah

Mo 27/01

S

We 15/01
Tu 14/01

U g

Tu 14/01

Mo 13/01

07000 g

Pé
FR

PE

FR-

Quick actions v
Actions
Download documents (zip)
Update dates i
J01
Update rate cards ]
Cancel orders 01
01
Create quote .
Send guote Jo1
Send to planning
01
Create label 'F
Ready to invoice 4'?1
Send invoice o1
Complete orders
01
Lindo tasks
_ &
Lllodorasdi toiounice 2/01
62100 Calais 12:17 &

Export to Sageb0

Location

Carpen
BE-2800

Hawven *
BE-2130

Carpen
BE-8800

Carpen
BE-8800

Carpen
BE-8800

Carpen
BE-8800

Carpen
BE-5800
76 Dure
GB-KANC

Hospita
BE-3600

From the Charges View, clicking on the check boxes will combine charges to create an invoice. In this way, it is possible

to separate charges from a single invoice if necessary.
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Integrations are enabled on a non-production tenant

T
I} aareo Orders  Planning  Stops  Trips  Invoices  Dashboard  Customers  Resources  Locations  Rates  Configuration  Global configuration Amnnessmmy°€ o

Ordersto invoice  Invoices  Credit notes  Trips to bil Purchaseinvoices  Upload purchase invoices (@) Export to Sage50

All To approve Not ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted Do not invoice + view
Charge Amount (excl. VAT) D Customer Route Charge calculation VAT Revenue (excl. VAT) Description  Cust
sa6.05 3 satectea nesources sa6.45
Transport charge | Transport £97.50 Or 0033 SIS Warburtons Ltd At o Manual price VAT 20% £97.50
TR 8—a
Transport charge | Transport £0.00 B = Warburtons Ltd Boo. @, Automaticaly calculsted VAT 20% £0
Transport charge | Transport £0.00 QL. eckce Warburtons Ltd EE BT @ Automatically calculated VAT 20% £0
or-0023 B—— Automatically calculated
Transport charge | Transport £317.00 g Qargo s Rl No VAT £317
Roadly to invoice B——@ Avtomatically calculated
Transport charge | Transport £120.00 Warburtons Ltd —rrra VAT 20% £120
B———8 Automatically calculated
ADR ADR £43.00 & o Kommessa . M VAT 20% £10995
& ) ® @ BB0.. BT.| 43 6Bp
oS B8 Avtomatically calculated
W IITN Ready (o invoice B—@ Automatically calculated
Sand ke 0 8 goods: 2 GBP X §
1 B——8 Automatically calculated
Tailift £3.50 o ® Koryfes SA TR e VAT 20% £108.95
Transport charge - Dants Transport | £0.00 ro0t: (TR & Koryfes SA B0 @ Automaticaly calulted vaT 20% £10995
1 B— Automatically calculated
or-0008 (ETETYETY B8 Automatically calculated
Transnort charae | Transnort £100.00 et Warhurtons | te o VAT 20% £100

(o]

Once all auditing is complete, and the orders or charges are ready to be invoiced, select the check boxes and click the
‘Create Invoice’ button. In the Order View, this will automatically include all charges on the order. In the Charge View
charges are sorted based on the charge, so be sure to select all the charges to be included on the order.

See the link below for a complete overview of Creating an Invoice.

Create Invoice

Draft Invoice / On Draft Invoice

A draft invoice allows users to create and review an invoice before finalising it. Draft Invoices are given a unique ‘DRAFT’
invoice number. When viewing in the ‘Orders to Invoice’ screens, these will still show under either order number (Orders
View) or by the charge description (Charge View), with a status of ‘Draft Invoice’. The Invoice functionality is limited to
the ‘Send Invoice’ task in both the Order View and the Charge View. However in the Charge View, the charges can also be
updated from the main list.

~
' s @™
L4 OARGO Orders  Planning  Stops  Trips (.} 0arco Orders  Planning  Stops  Trips  Invoices  Dashboard
S 4
AN Orders to invoi 4 Orders toinvoice  Involces  Credit notes
£} ¥
All | Notreadytoinvoice | Readytoinvoice | Draftinvoice | Invoiced | Inuoiceposted | Donotinvoice  + | Ay  Toapprove  Motreadytoinvoice  Readytoinvoice = Ondraftinvoice | Invoiced | Invoice posted | Donotinvoice =+ View
D Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) o Customer
Outstanding tasks Revenus (sxcl. VAT) £634.02 £634.02 £634.02 Outstanding tasks
AELEEMEEN Dratt invoice Honey Bear - T LIS Drat invoico.
Creats label (+11 £65 =L Transport charge | Transport £65.00 S —— Honey Bear
[EETPLN Dratt invoice BARRY'S TOFFEE . I RUSEN Dratt invoice ]
s £327.70 (nv-draft-24-120.. ] fransport charge | Transport £327.70 o - (DR BARRY'S TOFFEE
RN Dratt invoice Schenker Logistics Netherland . — Aconne
Send imvoics 4132 £141.32 (iny-draft-24-120... ) AM Delivery Window £30.00 ———JSchenker Logistics Netherlands
Sener [‘enavoce ®® P

Or-0009 (eEns
Fuel surcharge £1.32 o et Schenker Logistics Netherlands
end invoice

0r-0005 Warburtons L1d 100

Creats label

[ISEEN Drait invoice
Sand invoics

Transport charge | Transpert £110.00 Schenker Logistics Netherlands

Invoiced

Once an invoice has been created, the order / charge will show in the ‘Invoiced’ tab view. The Invoice column will now
include the invoice number assigned to the order / charge. In the Order View, the orders are still group by order number
and the Charge View will still group based on charge type.
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https://help.qargo.com/en/articles/133891-create-invoice

PN
Orders Planning Stops Trips. ; ': QARGO Orders Planning Stops Trips. Invoices Dashboard Custol

S »

~, Orders to invoi ’ Orders toinvoice  Invoices  Creditnotes Tt
\‘ ’

Al Not ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Donotinvoice | 4 Al To approve Not ready to invoice Ready to invoice On draft invoice Invoiced Invoice posted Donotinvoice  + View
D Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) o Invoice Customer
Outstanding tasks Revenue (excl. VAT) £0,520.70  £4,524.70 £12,326.58 Outstanding tasks
e e A om0 R —

e Transport charge | Transport £1333 P (R o Tiofarma BV
O o o ) A Send inVoiCE
MY20250022 BARRY'S TOFFEE
=D i £317.85 [
- . My20250065 ([EETTED ————
My20260021 (EIETD BARRY'S TOFFEE e - Transport charge | Transpor? £1333 A et cion (= Tiofarma BY
£317.88 (Foria) =
25002 g — MY20250064 ——
My20250020 [IEETD B”“‘:STDFFEE £331.18 (TN-25-030007) Transport charge | Transport £13.33 P (=D (N2 Tiotarma BV
£33 N-25-030001 A <
MY20250016 (RS i S
Send invoice (B) (____. F'né Foods Lid £250 (N-25-010012 )
£250 MY20250042
- Transport charge | Transport £0.00 - e Leo's Lemons
MY20250015 ([RTED Leo's Lemons £462.83
46283
25 MY20250035
My20250014 (EETEED Leo's Lemons £0 Transport charge | Transpart £390.00 vty (CEEDD BARRY'S TOFFEE
250013 " MY20250031
MY20250013 (T BARRY'S TOFFEE £300 Transport charge | Transpart £390.00 GEED BARRY'S TOFFEE
MY20250030 )
Transport charge | Transpart £134.00 o e Schenker Logistics Netherlands
MY20250012 (EIEED Leo's Lemons 0 T enanveies
My20250023 ([[EISXD .
Transport charge  Transpor’ 55000 o o congmoce BARRY'S TOFFEE
MY20250022
Transport charge | Transport £317.85 ez BARRY'S TOFFEE

Functionality is limited, it is still possible to update the charges on the Charge View screen, while in the Order View
clicking on the order number will open the Order Detail where the charges can be updated. Once any changes have been
made, the ‘Send Invoice’ task will show so that the updated details can be resent to the customer. If there are any errors,
an alert will show on the task.

To process invoices, use the INVOICES menu.

Invoice Posted

An invoice with a Posted status indicates that the invoice has been generated and issued to the customer. Once in a
posted status, no further updates can be made to the charges and order details. It is possible to ADD additional
charges to an the order, however this will not affect the Posted Invoice. It will move the order back to a ‘Ready to
Invoice’ status for the new charges added, which will need to be invoiced separate to the Posted Invoice. For
adjustments after posting, consider using credit notes or standalone invoices for additional charges. Credit notes can
reverse the original charges and allow for reissuance of a corrected invoice, while standalone invoices address missed
charges without altering the original posted invoice. These approaches ensure accurate and transparent financial
records.

LR Ready to invoice Schenke L0|5t|c5 Metherland £100 EOETT) - _ B8—a
Send invaice [+1) ALY To invoice BAEAY mvoice pocted (IN-24
ALY Invoice posted

If any changes are required to the Posted Invoice, a Credit Note can be created, for either a specific charge on the
invoice or the whole invoice. If a credit note is created, it will be shown as a negative amount in the Revenue column.
Alternatively, if creating a credit note is not preferred, a standalone invoice can be issued to include any additional
charges separately. This method is ideal for smaller adjustments and avoids changes to the original invoice.

”~ ”~
t 4 UARGO Orders Planning  Stops t  UARGO Orders Planning  Stops  Trips  Invoices  Dashboard g
S Orders | R Orders toinvoice  Involces  Credit notes
~ rd
S
Al | Notreadytoinvoice  Readytoinvoice  Draftinvoice  Invoiced | Invoice posted ~ Donotinvoict Al Toapprove = MNotreadytoinvoice  Readyloinvoice  Ondraftinvoice  Invoiced  Invoice posted  Donctinvoice |+ View
) Customer Revenue (excl. VAT) Invoice Charge Amount (excl. VAT) 1] Invoice Revenue (excl. VAT) Cus
Outstanding tasks Revenue (excl. VAT) £175 175 £526.98 Gutstanding tasks £526.98
Or-0039 MUy e oy Stca R et 150 ((N-24-120013_  Transport charge | Transpart £100.00 00089 (TR R (= £100 Sche
£100 e
- Warburtens Ltd 4 26
or-0046 (YT £326.98 or-0046 (f sted S £326.98
= - 32698 o N-24 Transport charge | Transpart £326.98 " OCE (= 58 - Wart
P S -£326.98 B B £326.98 5
£326.98 - .
Warburtons Ltd @~ 0r-0001 S £100 ~
0r-0001 : £100 SR Transport charge | Transpart £100.00 IRuCa posal (inv-0001) o A Wart
° L -£25 E25 -
T =
-~ ~

[ 4

In some circumstances, it is possible for a Super Admin user to Unpost an invoice.
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Il Unposting invoices should be used with caution as it can create discrepancies in accounting data.

Based on individual business requirements, Posted invoices may be exported in a format that allows data to be
transferred to a 3rd party accounting software. Where integrations exist this process may be conducted through a
direct transfer. For a complete guide on correcting or adjusting invoice amounts post-posting, refer to the sections on
credit notes, standalone invoices, and editing invoices while in editable statuses. Each method offers flexibility
depending on the scope of the adjustment and the status of the invoice.

Contact Account Manager for details of Accounting software integrations.

Do not Invoice

Marking an order or charge as ‘Do not invoice’ removes the revenue amount and sets the value to ‘O". When creating an
invoice there are 2 ways to use the ‘Do not invoice’ option:

e Manually mark an order / charge as ‘Do not invoice'.
e Configure charges to automatically set to ‘Do not invoice’ when a ZERO amount. This is configured in the Charge
settings as ‘don't invoice if amount is O'.

When using ‘Do not invoice’ the revenue is set to O which can impact revenue value for reporting purposes.

- " -~
Orders Planning  Stops Trips. I L ':mm;o Orders Planning  Stops  Trips Invoices Dashboard Customers

Orders to invoice Orderstoinvoice  Invoices  Creditnotes  Trips to bi

Al | Notreadytoinvoice | Readytoinvoice  Draftinvoice Inwoiced _Invoiceposted | Donotinvoice | + View Al Toapprove | Notreadytoinvoice  Readytoinvoice  Ondraftinvoice  Invaiced  Invoice posted Do notinvoice =+ View
D Customer Revenue (excl. VAT) Invoice RC charge Amount (excl. VAT) Invoice Revenue {excl. VAT) Customer
Outstanding tasks Revenue (excl. VAT) Re Reverus
8 Warburtons Ltd E
Create labs! £0 Transport charge | Transport £100.00 £0 Warburtens Ltd
[EIRUREN Do not invoice Warburtons Ltd =} 0r-0007
create label £0 Transport charge | Transport £26.71 e £0 Warburtons Ltd
or-0047 Warburtons Ltd E 0r-0047
. £0 @ Transport charge | Transport £100.00 " <L £0 Warburtons Ltd
SRR Do not invoice Warburtons Ltd E 0r-0006
Create lavel . £0 Transport charge | Transport £26.71 Create label = £0 Warburtons Ltd

The Charge View will retain the original charge amount, but the revenue will be set to O. The Order View will only show
the revenue amount as O.

Custom View (+)

Each view (Order / Charge) offers the option to create a custom view. When first selecting the + View, the default will
show as ALL. Each column header has filtering options which can then be used to tailor the view to suit individual
requirements. Once a column has a filter applied, the filter icon will show in green, and there is an indicator showing how
many active filters are enabled. In some instance, it is possible to add multiple options on the filter.
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Orders

Planning

Stops

Trips Invei Dashboard Customers Resources

Locations Rates Configuration Global configuration

Q B Edit columns

Al Toapprove | Notready toinvoice  Ready toinvoice

Charge Amount (excl. VAT)

Revenue

(]
ou

———— - @

Weekend - Sat ONLY | 4000 £0.00

Orders to invaice

s X

Order view

Ondraft invoice  Invoiced  Invoice posted

Invoice

o————-)@

tstanding tasks

Close

Sort

Weekend - Sat ONLY 4000 £0.00

Order creation date

a

T

Ascending
Descending

Filter by ID

One of

Filter by status

Invoices Credit notes Trips to bill

Do not invoice TEST1

Revenue (excl. VAT) Customer

X £75 Honey Bear

£100 Haney Bear

Clear

onect | [T )

Filter by task

One of

(oot

Filter by inciey LTED

One of

Filter by task 1

One of

]

Orders

ET ]

Purchase invoices

Upload purchase invoices @)

Route

=) a Resources

Charge calculation

B ARYNNE_1 Automatically calculated

B First Lo, [ Automatically calculated

Stops Trips Invoices

N Crders to invoice Invoices
»
Q [B Edit columns 1 active filter X Charge view | All dates v/
All MNot ready to invaice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice New item
ID Customer Revenue (excl. VAT) Invoice Route
Qutstanding tasks .---+@ Revenue (excl. VAT) £873.99 £873.99 Resources
MY20250066 [ITTor] Tiofarma Close X ST a—=a
A Send invoice £13.33 EE005Y B Truck_1
Sort
\‘:Y‘ZGJ_‘_"GD.EJ Imioice Tiotarma Order creation date 120003
A Send invoice £13.33 B Truck_1
1% Ascending
My20250064 (TR Tiofarmz | 12 Descending — a8a—=a
M Send invoice £43.73 : 003 [ Truck_i
e Filter by ID
;1‘(2;_25;0030 Invoiced Schenke | gne of soo01 E—E
end invoice £134 B arvn. Bv..
MY20250023 (TR BARRY'¢ | Filter by status Clear g8——a
_ j30002 )
Send invoice i)
oneot | [WEEN ]
MY20250016 gl 0 Fine Foo 6012 Bt
N . 100
Send imraice Filter by task Clear
oneot | [Sendinvoice x| |
Filter by incide Create label
One of Create quote
. Ready to invoice
Filter by task 1 v
Send invoice v
One of
Send guote
Send to planning
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Filters that are set on one tab view will be applied across all tabs.

Surcharge revenue column

The Surcharge revenue column, available in the ‘Orders to invoice’ page, also in the Orders overview page, shows
which surcharges make up the total and can be filtered by surcharge name. This makes it possible to list every order
that is missing a specific surcharge before invoicing, for example a holiday surcharge on a public holiday.

¢ In the INVOICES page, the Charge View cannot be used for the Surcharge column because an order that lacks a
charge has no row there at all.
e The Surcharge revenue column is turned off by default.

Add the Surcharge revenue column

1. Navigate to INVOICES > Orders to invoice, then select the Order View.
2. Click Customise.

3. Toggle on the Surcharge revenue column in Profitability section.

Q)
Quotes Orders Planning Stops Trips. Invoices Dashboard Companies Resources Locations Rates Configuration Shoko Playgrou... e @ e e

oes  Credtnotes  Tipstobll  Purchase molces  Upload purchase noices
Charge view  Collect or delivery date V' Last 90 days + future v/ @ Export V & Print Quick actions V/
MIN invoice  Readytoinvoice  Draftinvoice  Invoiced Invoice posted  Donotinvoice |+ View
D Customer Revenue (excl. VAT) Order start Order end Route cargo Transport service Collect | Del... Surchar
Outstanding tasks Revenue (excl. VAT) €3,134.09 | ¥... €3,134.09|¥40,000|£3,847.91 Requested date Actualdate Location Requested date  Actual date Location Resources “wowaso Extras Total £281.96
0r-0000069 Qargo JP ¥20,000 Mo 28/09 Mo 28/09 Qargo JP offi.. Mo 28/09 Mo 28/09 Hiroshima Air... B———8) Full Truck Load 1h  om -
Generate delivery note (+4) ¥20,000 g 00:00 7 JP-100-0005 C. 1216 % UP-729-0416 M. h
0r-0000068 Qargo JP ¥20,000 Mo 28/09 Mo 28/09 Qargo JP offi.. Mo 28/09 Mo 28/09 Hiroshima Air... B———8) Full Truck Load 1h  om ~
Generate delivery note (+4) ¥20,000 g 00:00 % JP-100-0005 C. 1216 % UP-729-0416 M. h
0r-0000067 Qessin e519.51 Mo 28/09 Mo 28/09 Harrods Mo 28/09 Mo 28/09 Port Of Antw... EHBHB-8 Full Truck Load 1h om ~
Generate delivery note (+4) 1051 g 01115 GB-SWIX 7XL L 131308 B-2030 Antwer... B Sam Wills i
0r-0000066 (ER] Qessin €519.51 Mo 28/09 Mo28/09  Harrods Mo 28/09 Mo 28/09 port Of Antw... EHE-EB-8 Full Truck Load 1 om .
Generate delivery note (+4) :\,f:,‘, -€519.51 0 GB-SWIX7XLL. 14172 8E-2030 Antwer... [ Angus Mills h
0r-0000065 Qessin cs63.80 Fr 25/09 Fr 25/09 Port Of Antw... Fr 25/09 Fr 25/09 Harrods 8886 Full Truck Load 1 om .
Generate delivery note (+4) €563.84 - 00:00 T BE-2030 Antwer. 14:23 GB-SW1X 7XL L. 1h
0r-0000064 Qessin 185074 Fr 25/09 Fr 25/09 Port Of Antw... Fr 25/09 Sa 26/09 Harrods 8886 Full Truck Load ~
Generate delivery note (+6) €1,850.74 el 00:00 BE-2030 Antwer. 0455 GB-SWIX 7XL L.
0r-0000063 Qessin <100 Th 24/09 Th 24/09 Port Of Antw...  Th 24/09 Th 24/09 Harrods 8—=86 Full Truck Load om  Om R
/\ Generate pallet label(s) (+3) €100 10:30 @ BE-2030 Antwer. 17:09 GB-SW1X 7XL L.. [EdSam Wills om
0r-0000062 Qessin €100 Th 24/09 Th 24/09 Port Of Antw... Th 24/09 Th 24/09 Harrods 8——=a Full Truck Load 1h  Om ~
Generate delivery note (+4) €100 00:00@, BE-2030 Antwer. o658 GB-SWIX 7XLL h
0r-0000061 Chemion Logistk GmbH-DG v 1) o) Th 24/09 Th 24/09 Rotterdam T...  Th 24/09 Th 24/09 Depot Hamb... Bl——~F@) Full Truck Load 2h  Om £70
Generate delivery note (+5) £74262 . 06:45¢ NL-3045 AP Rot 14338 DE-21079 B Angus Mils 2
0r-0000060 Tilbury Docks £15 Th 24/09 - Tilbury Docks  Th 24/09 Harrods 8—=~6 Full Truck Load o5
Generate delivery note (+4) £15 6B Tilbury Docks GB-SWIX7XLL
1h
0r-0000059 (EXIRYEEEY Harrods 50 Fr 25/09 Fr 25/09 Guinness Sto... Fr 25/09 Fr 25/09 Harrods 88686 Full Truck Load 20 43m
Generate delivery note (+5) £450 0130 IE-D08 VF8H Du. 1346 GB-SWIX 7XL L.. | Sam Wills N "l
0r-0000057 (XY Guinness Storehouse . We 23/09 Guinness Sto... Th 24/09 Harrods 8—=86 Full Truck Load
Ready to invoice £0 IE-DO8 VF8H Du. GB-SW1X 7XL L. -
0r-0000056 (XY Guinness Storehouse . We 23/09 We 23/09 Guinness Sto... Th 24/09 We 23/09 Harrods 88686 Full Truck Load om  om
Generate pallet label(s) (+4) £0 00:45 |E-DO8 VF&H Du. 20:06 GB-SW1X 7XL L.. [ Angus Mills om
0r-0000055 (EFRITER Calinor Chocolaterie - Fr 18/09 Fr 18/09 Calinor Choc... Fr 18/09 Fr 18/09 Delhaize Hev... a—a Full Truck Load
Showing 20 out of 68 orders E 2 3 4 > 20/ page
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Customise B Position Vv

Order confirmation from customer
POD/CMR
Other documents

Open documents in standalone view

Profitability

Revenue [ @)

Cost
Profitability
Pricelist

Transport revenue

Surcharge revenue Total amount v D I

Extra revenue

VAT scheme

Rate card valid from date
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il Once the Surcharge revenue column is on, it will land last in the column order. You can drag the column in where
you need to view it best.

Trips  imveices  Dashboard  Companies

Collect | Del... Surchar

We 30/09 T 2809 Qargo JP oM We 30/08

Switch the display mode

1. Navigate to the Surcharge revenue column toggle from Customise panel.
2. Click the dropdown button next to the toggle.

3. Select a display mode:

o Total amount: a single combined total.

o Breakdown: each surcharge listed as name and amount, e.g. Booking fee: £50, Waiting hour: £20, followed by the
total.
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Customise Position

Open documents in standalone view

Profitability

Revenue t}

Cost
Profitability
Pricelist

Transport revenue

Surcharge revenue Total amount (}

Total amount
Extra revenue

Breakdown

VAT scheme
Rate card valid from date

Show revenue excl. VAT O

Total amount:
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l... Surcharge revenue (excl. V...
£175

£70

£15

£15

£15

Breakdown:
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l... Surcharge revenue (excl. V...
£175 Y

Booking Fee: £50, Waiting hour: £20

Total: £70

Booking Fee: £15
Total: £15

Booking Fee: £15
Total: £15

Booking Fee: £15
Total: £15

Filter by surcharge name

1. Click the filter icon on the Surcharge revenue column header.

2. Choose s or Is not.

3. Pick a surcharge name.
For example,
Is + ‘Booking fee’ lists every order containing the Booking surcharge.
Is not + ‘Booking fee’ lists orders missing the Booking surcharge.

4. Save the view to keep the display mode and filter for next time.
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©
ard Companies Resources Locations REICE Configuration Shoko Playgrou... e e e

Upload documents Order imports
Export VvV & Print Quick actions V
Route Cargo Deli... Transport service Collect | Del... Surcharge revenue (exg
ctual date Location Resources 0 m6 50 Extras Total £356.96
r 25/09 Harrods Sl S 2 el Full Truck Load Th  Om
4:23 GB-SW1X 7XL L.. 1h
ia 26/09 Harrods B5-a Full Truck Load -
4:55 GB-SW1X 7XL L..
'h 24/09 Harrods H Full Truck Load Om Om -
7:09 GB-SW1X 7XL L... [EYSam Wills om
"h 24/09 Harrods a8——8a Full Truck Load 1h  Om .
6:58 GB-SW1X 7XL L... 1h
*h 24/09 Depot Hamb... BF——-=) Full Truck Load 2h  Om £70
4:33C% DE-21079 B Angus Mills 2h

. [ I— | — =

Video showing how the filtering works:

» https://watchclueso.com/embed/jkvtfvbiahp6xs70

il Surcharges only, extras aren’t broken down here as they already appear in the Transport service column.

5)
Quotes  Orders  Planning  Stops  Trips  Invoices  Dashboard ~ Companies  Resources  Locations  Rates  Configuration Shoko Playgrou... e @ @ e

Orders to invoice Invoices Credit notes Trips to bill Purchase invoices Upload purchase invoices
®2  Q Charge view  Collect or delivery date V' Last 90 days + future V' @ Export Vv @ Print Quick actions V'
All Not ready to invoice Ready to invoice Draft invoice Invoiced Invoice posted Do not invoice + View
1D Customer Revenue (excl. VAT) Order start Order end Route Cargo Transport service Collect | Del... Surchar
0r-0000060 (IETEED 50 Qargo JP 420,000 Mo 28/09 Mo 28/09 Qargo JP offi... Mo 28/09 Mo 28/09 Hiroshima Air... B——@) 1h | om
Generate delivery note (+4) ¥20,000 . 00:00 T JP-100-0005 C. 12:16 % JP-729-0416 M, Tail Lift 1h
or-0000068 (EETTED Qargo JP 120,000 Mo 28/09 Mo 28/09 . Mo 28/09 Mo 28/09 Hiroshima Air... B——@) Full Truck Lo 1 om
Generate delivery note (+4) ¥20,000 v 00:00 @ 5 12116 G JP-729-0416 M. 1h
or-0000067 (TR Qessin e Mo 28/09 Mo 28/09 Harrods Mo 28/09 Mo 28/09 Port Of Antw.. EHB-B-8 Full Truck Load 1 om
Troubleshooting:
Issue Resolution
| cannot see the filter If the filter icon isn't visible after enabling the column, scroll the table right (at narrower screen
icon on the surcharge widths (1440px and below), the Surcharge revenue column can sit beyond the visible area).
revenue column. Otherwise, you can turn off a few other columns, which brings it into view without scrolling if it

needs to stay visible in a saved view.
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