Customer portal walkthrough

Customer-facing overview of the customer portal, including a video walkthrough.

Updated August 13, 2026

The Qargo customer portal is designed to be a personalized tool for efficient order management and tracking. Seamless
order integration and up-to-date order status give clear visibility of load progress.

Watch the training video to get the most out of this tool.

» https://www.youtube.com/embed/zgCWytqSaVo?rel=0

Accessing the portal

e Once a carrier has activated the portal, a one-time email is generated with a link to the Qargo login page.
e Enter the email address and click Send Login link. The user receives an email with a secure link to log in.

o A password can also be used if preferred.

Hi

has invited you to their customer portal. You can click here to log in
1o the portal.

You don't need to set a password. When you click the 'Send login
link' button on the Qargo application, you will receive an email with
a magic link that will automatically log you in

Kind regards,

L The Qargo TMS team

Grow your business.
QARGO Not your workload.

Hello
Welcome back § ;
We received a request to sign in to Qargo using this email address, at 2025 Apeil 18 1408 UTC. if you want to sign in with your
ahgargo 1 @outlook. com account, chick this link
3ign in 10 Qargo
If you did not request this link, you can safely ignore this ema

Thanks.

Your Qargo team

Where a customer has access to multiple Qargo portal instances (for example, when working with more than one Qargo
carrier), the system allows seamless navigation between portals.

How do | switch between portals?

Use the tenant switcher in the top right corner of the portal. It displays the name of the currently active carrier alongside
the customer company name.

e Click the switcher to see all portals available to the logged-in email address.
¢ Select the carrier to switch to.
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Arynnes Playground - War... ° o e

ahgargo.training@outlook.com

Arynnes Empty - Warburtons Ltd &5

Arynnes Playground - Warburtons Bakery &5

e The portal reloads under the selected carrier's account.
¢ No logout is required. Switching can be done at any time from within the portal.

Where exactly is the tenant switcher?
The tenant switcher is located in the top right corner of the portal interface. It shows the active carrier’s tenant name and
the customer company name in the format: [Carrier name] [Customer name].
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Arynnes Playground - War... ° o po

ahgargo.training@outlook.com

Arynnes Playground - Warburtons Bakery

English (UK)

Autodetect decimal separator based on language

o3 User settings

(= Logout

Navigating the portal
Once logged in, there are 3 tabs:

e Dashboards (the first tab users see)
e Orders
e Locations
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Dashboards

QARGO Dashboard  Orders  Locations Printer configuration Arynnes Empty - Warburto... 0 a 6

< We0s4f02 >
Total orders created

0

Collect/delivery status Total collections Total deliveries

) O O

@ Toplan (0) @ Planned (1) @ In transit (0) @ Completed - on time (1) Completed - too late (0) @ Completed - on time (0) Completed - too late (0)
@ Completed (1) @ outstanding (0) @ outstanding (1)
Time at stop (collection) Time at stop (delivery)
@ <=1 hour (1) 1-2 hours (0) 2-3 hours (0) @ <=1 hour (0) 1-2 hours (0) 2-3 hours (0)
@ 3+ hours (0) @ 3+ hours (0)
= Q
Al Toplan  Planned  Intransit  Delivered  Invoiced  Cancelled  Declined  Waiting for approval
D Consignment execution sta... Order start Order end Route Cargo Transport service Collect| Del...
Requested date  Location Requested date  Location Resources Extras Total
- We 04/02 Warbys1 We 04/02 Stellantis UK Parts Distributio. Goods
a—a
MY20260037 = 07:00-09:008 ~ GB-BLA 0JZ Farnworth GB-CHG5 18R Ellesmere Port

& Print

e The dashboard feature provides a quick overview, organized by day, of order statuses, delivery numbers and performance

metrics.

¢ Visual aids and filters are available for analyzing delivery and pickup statuses, time spent per stop and other operational

insights.
e The order panel shows all orders for the day in their current status.

Orders

e Use the order list page to view all orders, or orders grouped by status.
e Tabs sort orders based on their order status, including:

o To plan

o Planned

o In transit

o Delivered

o Invoiced

o Canceled.
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My20250091 (LEENE
MY20250090 (EETIED
MY20250045
MY20250044
MY20250043
MY20250038

MY20250037 (RGN

MY20250036

[ocivered

Route to delivery

Order confirmat

Th17/04 BN1
00:00 GB-BN1 Brighton

We 09/04 BN1
8-BN1 Brighton

Mo 17/02 Bloxham Mill

00:00 GB-0X15 4FF Blaxham

Tu 28/01 Bloxham Mill

00:00 GB-OX15 4FF Bloxham

Mo 17/02 BN1

o0:00 GB-BN1 Brighten

Tu 28/01 BN1

00:00 GB-BN Brighten

We 28/01 Carpenter Belgium

00:00 BE-8800 Roeselare

We 29/01 BN1
0:00 GB-BN1 Brighten

Mo 30/06 MK10
00:00 GB-MK10 Milton Keynes
We 09/04 MK10

GB-MK10 Milton Keynes
Th 24/04 MK10
00:00 GB-MK10 Milton Keynes
Tu 28/01 MK10

00 GB-MK10 Miltan Keynes

Mo 17/02 MK10
00:00 GB-MK10 Miltan Keynes

Tu 28/01 Carpenter Belgium
0 BE-8800 Rosselare

We 29/01 BN1
00:00 GB-BN1 Brighton

We 29/01 MK10
00 GB-MK10 Miltan Kaynes

¢ The Operations status column displays the status of the most recent shipment on the load.

o The status is displayed at stop level (i.e., Route to delivery).
o Invoice status details are shown here as the order is processed.

Gaods
Goods
. Goods
. Goods

Goods

Goods

Canceled orders are not displayed in the All tab by default. Instead, they are organized under a dedicated Canceled tab.
This design makes canceled orders easy to locate without cluttering the main order list.

QAR

Q [ Editcolumns  All dates
I Al Toplan  Planned  Intransit  Delivered  Invoiced  Cancelled I
D —=F> Execution status Order start
- Requested date

MY20250024 Th23/01
MY20250023 Th 23/01
MY20250022 Fr17/01
MY20250021 Tu21/01
MY20250020 Th16/01
MY20250013 Th23/01
MY20250011 Th 23/01
MY20250004 Tu 07/01
Quote-24-120001 Tu17/12/2024
0r-0028 Tu 15/10/2024
0r-0027 Fr 18/10/2024
0r-0026 Fr 18/10/2024
0r-0025 Sa 12/10/2024

Dashboard

Location
BN1

GB-BN1 Brighton

BN1

GB-BN1 Brighton
MK10

GB-MK10 Milton Keynes
MK10

GB-MK10 Milton Keynes
MK10

GB-MK10 Milton Keynes
BN1

GB-BN1 Brighton

BN1
GB-BN1 Brighton

Haven 1219 Port of Antwerp, ...

BE-9130 Beveren

BN1
GB-BN1 Brighton

BN1
GB-BN1 Brighton

BN1
GB-BN1 Brighton

BN1
GB-BN1 Brighton

BN1
GB-BN1 Brighton

ders cations

Orders

Order end
Requested date  Location

Th 23/01 MK10

GB-MK10 Milton Keynes

Th 23/01 MK10
GB-MK10 Milton Keynes

Sa 18/01 Carpenter Belgium
BE-8800 Roeselare

We 22/01 Carpenter Belgium
BE-8800 Roeselare

Fr17/01 Carpenter Belgium
BE-8800 Roeselare

Th 23/01 MK10
GB-MK10 Milton Keynes

Th 23/01 H.J. Bakker Logistics b.v.
NL-4704 RE Roosendaal

Tu 07/01 Carpenter Belgium

BE-8800 Roeselare

Tu 17/12/2024 MK10
GB-MK10 Milton Keynes

Tu 15/10/2024 MK10
GB-MK10 Milton Keynes

We 23/10/2024 BR1 2LW
GB-BR1 2LW Bromley

Fr 18/10/2024 BR12LW
GB-BR1 2LW Bromley

We 18/12/2024 WD18
GB-WD18 Watford

Route Cargo
Resources © 24

5 @**161—1222

96 5 2 Extras

5] @**4-‘—&100

8 E]HO»‘—‘,SH(

o

)
~
o

Showing 14 out of 14 orders

e Filter and sort orders by status, order number and other criteria for customized viewing.

e Customizable display options to include or exclude specific order details.

¢ Filter orders by date or ID for targeted information.

e Adjust visible columns and tailor the interface to user preferences with the Edit columns option.
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¥ 0ARGO Dashboard ~ Orders  Locations ° °

All To plan Planned In transit Dehv&pd Invoiced Cancelled
D Consignment execution status POD/CMR Order start Order end Route Cargo Transport service Custon
MY20250103 B OO - B—8 o7 va2= "
-
MY20250101 i s i B vl 8—=a et
MY20250096 (EEED We /04 MKm_ ThitZfod EIDXhQr_“M‘” B—8 93 18 FPriority
GB-MK10 Milten Keynes GB-OX15 4FF Bloxham

MY20250005 Tu 22/04 :LKl‘i U Tu 22/04 E:ll“ st H ©1 006 Priority
MY20250004 (EYEE Fr18jod fs‘“‘fi:f’fb/ Thzaea g B—8-8 o2

08 was x Mo
p— e

Showing 20 out of 39 orders 2 > 20/ page

Create an order

e An easy order creation process integrates orders seamlessly and eliminates additional steps to send order details and
double data entry.

o A simple click creates an order; then complete the required information.
o Attach the order confirmation and use the integrated scanning to add order details even more quickly.

Dashboard Orders Locations

Orders
& Print Create order
Order end Route Cargo Transport service Collect | Del...
Reguested date Location Resources Extras Total
rition Tu 15/04 Luton Airport a g <7 zo0 Groupage Om  Om
Brighton GB-LU2 9LU Bedfoerdshire : - Om
ateway Shopping P... Tu 15/04 Reflex Nutrition a E 180 Groupage ThOm  ThOm
B Banbury GB-BN2 BNT Brighton o o 2ho
rition We 16/04 Luton Airport a a P Groupage Om
Brighton GB-LUZ 9LU Bedfordshire .
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Q QARGO Dashbosrd  Orders  Locations . .

Create order

Transport service Order confirmation from customer

General details
Warburtons Ltd

iR None Back o’ th Bank House
Hereford St
Bolton BL1 8H), GB

Order Confirmation

Reterence: Quote-0023

Collect. Reflex Nutrition Delivery. Luton Airpor
Sea View Way, Brighton Luton Alrpor
BN2 6NT w2sety

Consignment

BFull

YHalt

Transport Charge 382 05

FSC(@13%) 49 67

SUB-TOTAL a n

VAT (20%) 86 344

. il £ TOTAL 518 084

Pro tip: The carrier can create order defaults if order data is consistently the same, i.e,, pickup or delivery locations are
always the same. This information is filled in automatically when building a new order.

When adding freight details, some fields may be required, for instance length, width and height. Required fields are indicated
by * and if data is missing, the field is highlighted when saving the order.

QARGO Dashboard  Orders  Locations Printer configuration Arynnes Empty e o e

& Create order
Consignment information

nstructions Shiper name (Qargo netuork) Shipper eference (Qargo network)

+ Add consignment information

Cargo

Item 1

Quantiy Packaging Product

.

#0R
No dangerous goods

Goods descripton

Cargo exras
Pallet Wrap_AH1 Pallet wrap - Danté

Stackable
Stackable + Add notefreference number

Dimensions

Piece dimensions
Weight (k9) Lengin m) () €= width (m) Heght m)
=]
X s
=]
Total dimensions
Tota waight ko) Tota vokums (b

e - |
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Create an order from a template

As well as creating orders manually, it is also possible to set up order templates for customer portal users. This is particularly
useful for recurring routes. To set this up:

1. A super admin must enable the Show order templates on customer portal toggle.
2. A customer portal user selects the Templates subtab.

1. This opens a list of available templates for this customer.
3. The customer portal user can then select Create order from template.

1. The order creation form opens, prefilled with the template’s data.

This video explains the full process, from template configuration to order creation:

» https://watchclueso.com/embed/fusypiwhvqgcjnxs3

Order details explained

MY20250103 . [ Customise Create similar order

Created by: ahqargo1@outlook.com Order creation date: Su 27/04/2025 Transport service: Priority

~ General info . CP - OrdAck.pdf @ L X

27/042025 17:01
99 mi (0 mi empty + 99 mi loaded)

Driving: 2h22m  Total: 4h22m @ @ \_ﬁj Q

Service lavel 24HR

(1) Contact emails - .

Warburtons Ltd
Back o' th' Bank House

(1) Route

) Container number

Herefor 5t
Botton BL 8H), GB
Pallet network consignment type
Order Confirmation
~ Order documents and tasks Add documents W . Reference: Quote-0023
Ord fi ti # 4 Collect: Reflex Nutrition &Full
rder confirmation from customer CP - OrdAck pdf R & & Sea View Way, Brighton 1 Hatt
27/04/2025 17:01 > BN2ENT
~ Consignment 1 Add documents Vv . Dby tum‘!'w
uiton Airpor
LUz
Reflex Nutrition, Sea View Way,
. Transport Charge 382 05
Collect GB-BN2 6NT Brighton and Hove FSC(@13%) a9 67
29/04 SUB-TOTAL 431 72
VAT (20%) 86 344
Dl London Luton Airpart, Airport Way, GB-LU2 9LY Luton
(8] Deliver
¥ 30/04 TOTAL 518 084
©7 e 4.2 7 7800
Cargo alf (Pallets)
I (Pal
2170cb0049b6cefb 01
o= Barcodes 26aebd33bedcf202 al 01 &
Show 5 more
|
Fallet-labe MY20250103-1 Pallet LabelBC.pdf ® &
28/04/2025 10:55
~ Execution
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MY20250103 [ Customise  Create similar order

Created by: ahgargo1@outlook.com Order creation date: Su 27/04/2025 Transport service: Priority

~ Consignment 1 Add documents v MY20250103-1 Pallet LabelBC.pdf & LooaX
104, L o)
8 55
Reflex Nutrition, Sea View Way,
Collect GB-BN2 BNT Brighton and Hove O @ Jdm 0O
20/04 o =~ b
London Luton Airport, Airport Way, GB-LU2 9LY Luton e
Delivery s RARIS TOSEE
30/04 —
4R 30042025 .
©7 42 7 7800
. Netes tuno Longon Luson Arpon
Cargo So v i Arpaewy
Bighon 4 Hove Y2 ONT. G Li LUz 8%, 68 123 Somewtere Sreet

Londan WC2B SHN. GB

2170cb0049b6cefb yesterday at
26aebd33bcdcf202 yeste sy at 17
2cf44be7607¢c1114 yesterday at
633bd764aa2ba3da yesterday at 1
Barcodes
baOca29b58b4b231 yesterday a
74148a70b7854479 yesterday at 17:01
afl6d2cdd6faf1162 y

-

A0

=

MY20280103
Pallet label crina ’ i :
T . MY20250103-1 Pallet LabelBC.pdf & [} 21 2 .
28/04/2025 10:66 -
Lorsdon Luton Aeport
. Airpest sy
~ Execution Luston LUZ 6% GBI 123 Somentere Sreer
London WC28 shH, G8
& (5re) EE
-
< 1/7 >
[— Contmer
NY20250103 BARRYYS TOFFEE

1. Order number and color-coded order status. This updates as the order progresses.

2. General information. This may vary depending on the transportation services. If details are required, a red outline may
show with a warning that the order cannot be saved until this is completed.

3. If available, order documents can be attached. Select the appropriate document type from the dropdown and upload.

1. Uploaded documents can be previewed using the eye icon.
2. Use the download icon to download documents.

4. Shipment details include stop details (pickup/delivery) and freight information, including dimensions, quantities and
packaging types.

5. Barcodes are shown (if available) based on the number generated.

1. Click the clock icon to view the pallet tracking history. As the pallet progresses through the load, each update is
shown in the history panel for that specific barcode.

6. Pallet labels (if available) can be printed from the preview page.

1. Click the eye icon to view the file.
2. Click the download icon to download the file.

Edit and cancel orders (requires activation)

e To submit a new order, portal customers must use a unique customer reference; otherwise, an error is displayed to the
user.
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o This reference number is used to link the portal order to the TMS order.

Packaged items

Packaged item 1

. A customer reference number is required to create an order import

¢ Portal customers see Edit and Cancel options on eligible orders.

Dashboard Orders. Locations Printer configuration Arynnes Empty o o o
<& Mv20260053 ([ZEE) s Customise | Editorder || [Create similar order

Crastad by orde ae
aryane@qargo.com Mo

v Transport cost

Name Calculation Amount

Automatically calculated
Transport charge £288.41
Manual price

Total price £288.41

> General info Cancel order
~ Order documents Add documents

~ Consignment 1 Add documents \/

Solstice Park, Mid Summer Place, GB-SP4 7SQ Amesbur,

Collect ' ' a v
2702

Bloxham Mill, Barford Road, GB-0X15 4FF Bloxham

Delivery

04/03

Cargo
o

3 Barcodes 2a4f70a7291d7027 today at 15:04 o] = =n (
@ Instructions

e Submitted changes may update the order in the TMS automatically (check with the carrier).

o Portal users see the label Update awaiting approval until the order is opened in the carrier account, which approves
the update.

e Where automatic updates are not enabled, customers can still edit the order, and the carrier sees an Update label
appear on the order.

= Whether an order can be edited or canceled after submission depends on how the carrier has configured the portal. If
this functionality has not been enabled, orders remain read-only once submitted. New orders submitted via a third-party
integration also cannot be edited or canceled; these options are grayed out.

e |f edits are not permitted through the portal, customers must contact the internal team to request changes.

¢ Edits and cancellations are only possible until the order has been picked up. Once it has been picked up, no further
changes can be made.

e Administrators can configure a cut-off time to prevent last-minute edits, so changes are made within a reasonable
timeframe before processing.
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QARGO

€ MY20260049

Ordler creation date
We 18/02/2026  Gor

v Transport cost
Name

Transport charge
Total price

> General info

+ Order documents

v Consignment 1

Collect

Delivery

Cargo

Dashboard ~ Orders  Locations Printer configuration Arynnes Empty ° o e
s Customise Create similar order
N 1\ 1
Distance. Ouration tips Total
100 mi 5h3m 5h3m m
Caledlation Amount

Automatically calculated

£301.32
Manual price

£301.32

Add documents W

Add documents

Peel Port Dublin, South Bank Quay Container Terminal, IE Dublin
18/02

re Europort, Rosslare Europort, Kildare, IE Rosslare Harbour

Ll

Submitting an edit

¢ To edit an order, open the order and select Edit order.

QARGO

& MY20260057

Created by o
arynne@qargo.com

Dashboard  Orders  Locations Printer configuration

—-Y")

+ Transport cost
Name

Transport charge
Total price

« General info

Calculation
Automatically calculated &,

Manual price

e Update the relevant fields and confirm the changes.

QARGO

< Editorder

Transport service

General details

72HR

Conainertyps

Reference numbers

nstructions

Consignment

Collect

Solstice Park
Mid Summer Place, GB-5P4 75Q Amesbury

cton data

Endtime

Dashboard  Orders

None

Pallet netmork consignment type

+ Add information

Delvery sctviy {11

Delivery

Deddington Health Centre
Earls Lane, GB-OX 15 0TQ Deddington

%= Customise Edit order Create similar order
—_— S 1 AN .Y 1
Distarca  Durmtion s Totat
82 mi 3h 50m 3h 50m w /

Amount WIS Ky

£247.42

£247.42

Cancel order

Locations  Printer configuration

arynnss emory (@) @) @

Order confirmation from customer

Drag your files here or click the area to upload documents,

CPTEST?

Requested prce (order import

om [ W~ EN G DARD R m—

~ m
frossdor

£nd time T

o While an edit is pending approval, no further changes can be made to that order.

Canceling an order

e To cancel an order, open the order and select Cancel order.
e Confirm Yes/No in the pop-up to complete the cancellation.
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Viewing canceled orders

To view canceled orders in Qargo:
1. Go to the Orders section in the application.
2. Select the Canceled tab to see all orders that have been canceled.
3. To see canceled orders alongside other orders, create a custom view. For example:

o Use the filter options to include canceled orders in the search results.
o Save the filter as a custom view for quick access in the future. This approach allows the order display to be tailored to
the workflow.

Identifying who canceled an order

To find out who canceled a specific order:

1. Open the order page for the canceled order.

2. Click the History button in the top right corner of the page.

3. Review the recent updates in the history log. This log includes details about who canceled the order and when the
cancellation occurred. This feature provides transparency and accountability for order management.

QARGO Dashboard Orders Locations Printer configuration
< My20260057 (1D
Created by Order creation date  Transport service

arynne@gargo.com Mo 23/02/2026 Goods

~ Transport cost

Name Calculation Amount

Automatically calculated 8,
Transport charge £247.42
Manual price

Total price £247.42

« General info Cancel order

. . . o Are you sure you want to cancel this order?
Distance: 82 mi (0 mi empty + 82 mi loaded)

() Route Postcode distance: 38 mi (0 mi empty + 98 mi loadg If you cancel your order, you won't be able to invoice it
Total: 3h 50m anymore and it will only be visible under the cancelled

tab.
i) Order group

() service level 72HR

(1) Vehicle category -

() container tvoe -

Click the video below "~ to see how to edit or cancel a submitted order.

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

Locations

e Stop locations are consolidated in one place. They are easy to add directly from order capture if required, using Google
search for quick and efficient additions.
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> asre0

Active | Inactive
Name
BL4 0JY
Bloxham Mill
Bloxham School
BN1
BR1 2LW
Calais port

Carpenter Belgium
Deddington Arms Hotel

Deddington Health Centre
Edinburgh Airport
London Luton Airport
MK10

M&S Bank Arena

Reflex Nutrition

Solstice Park

Stekene

Warburtons

WD18

B Edit columns

Display name

Dashboard

Address

Plodder Lane

Barford Road
Bloxham

Brighton BN1

Bromley BR1 2LW
Quai du Commerce 83
Wijnendalestraat 171

Arms Hotel & Restaurant
Horsefair

Earls Lane
Edinburgh EH12 9DN
Airport Way

Milton Keynes MK10
Monarchs Quay 16
Sea View Way

Mid Summer Place
Kaaistraat 47
Warburtons

Watford WD18

¢ Click Create location to add new stop details.

e Location data includes:

o Adjustable map location

o Opening hours

o Prefilled details by stop
o Orders associated with the location

Tracking link for shipments

Orders Locations

Locations

Create location

City
Farnworth
Bloxham
Bloxham
Brighton
Bromley
Calais

Roeselare
Deddington

Deddington
Edinburgh

Luten

Milton Keynes
Liverpool
Brighton and Hove
Amesbury
Stekene
Stanford-le-Hope
Watford

Aberdeen

Q Filter map on visible area

Dundee

e ° Edinburgh

Carliste

Newcastle upon
Tyne

Scarborough
()

Jeeds g

oivewool Sheffield

Leeuwarde

Peterborough

en rthampton
Colchéster

s
; cardiff A== voﬂ )
T ° o A

. Exeter

_Plymoith

€kt channel

‘-“z? b
Q@ »@

Southampt % ‘

 Brighton U ie

Weymouth iy

Amies,
5 Charleville-M&

< |
ta wra - Ly 100km 0

When a shipment is created, Qargo automatically generates a tracking link that can be sent by email to receivers, warehouse
contacts or any delivery recipient.

® Watch a quick overview of tracking shipments via a one-time link

» https://watchclueso.com/embed/mp2iwkédhvsbzrrf

What recipients see

Opening a tracking link takes recipients straight to a clean delivery overview: no login, no friction. The page includes:

¢ Shipment status: the current operations status of the shipment (e.g.,, Planned, In transit, Delivered).

¢ Stop details: pickup and delivery locations with references, and estimated arrival timestamps.

¢ Freight details: freight description, quantities, packaging types and pallet scan history.

e Map: shows the pickup and delivery locations on a map. When the driver is actively en route to the delivery stop, the
driver’s live position is also shown on the map.
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QARGO

You're seeing information related to:

0Or-0000030/1

Handled by > Template: Belgium - Dutch

® Antwerp
Antwerp, Antwerp, BE
13/04/2026

Hasselt
Hasselt, Hasselt, BE
14/04/2026

ADR Quantity

@ Pickup W Delivery =

€ 0334 (1/1(B1000C)) 1 . \ \\

> 5 cle6efef17e3e670

@ Powered by Qargo TMS. This page is accessible via your tracker link only.

Additional information sections (such as customer reference, container no., transportation service, custom fields and extra
fields) can be made visible by configuring the Tracking link template. The tracking page is fully responsive and works on
both desktop and mobile browsers.

£ If an order has multiple shipments, each one gets its own separate link.

Show invoices and credit memos on the customer portal: walkthrough.

Customers can view and download their invoices and credit memos directly from the customer portal, including a charge
breakdown and the invoice PDF, once a carrier enables the relevant per-customer toggles.

View invoices on the customer portal

1. Open the customer portal and select the Invoices tab, positioned after Orders. This tab only appears when Show
invoices on customer portal is enabled for the customer.

2. Review the list of invoices and credit memos. Each row shows the invoice number, invoice date, due date and total
amount excl. tax. Draft invoices are never shown.

3. Click any row to open the invoice detail view.

4. Review the invoice header and the individual charge lines in the detail view.

5. Click Download to save the invoice PDF and any attached documents.

» https://watchclueso.com/embed/aeirleooc043xn3g

View the order amount on the customer portal

e When Show charges on customer portal is enabled, the portal Orders list shows an Amount (excl. tax) column with the
total charge per order.
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< C-25030006

~ General info

Invoice date Mo 24/03/2025

~ Credit note documents

v Credit note lines

Invoice Order Name

IN-25-030011

Subtotal excluding VAT
Total VAT

Total

A

| My20250086 Transport charge

Dashboard Orders Invoices Locations. Printer configuration Arynnes Empty ° o

Customer reference Geler start Ordar end Amount
Requested date  Actual 6 ocation Requested date  Actual date Locatior
- 1 .. GB Dover, Kent we 1 GB Amesb
We 19/03/20, over, Kent e 19/03/20 mesbury £100.00
£100.00
£20.00
£120.00
=

Grant access to the customer portal

& To learn how to grant access to the customer portal and some of its features, watch this video:

» https://watchclueso.com/embed/jxzf2fbduOfow2qu

Troubleshooting

Issue

The Invoices tab does not
appear on the portal

An invoice PDF cannot be
downloaded

An invoice is not appearing in
the list

Resolution

Confirm that Show invoices on customer portal is enabled on the customer record. It
requires Show charges on customer portal to be on.

Confirm that the Invoice and credit memo document types are exposed for that
customer in Configuration > Documents configuration.

Confirm that the invoice has left Draft status. Draft invoices are never shown on the portal.
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