Invoices — Create a contract carrier self-bill from loads

Learn how to create and manage contract carrier self-bills in Qargo: generate billing proposals, add and validate charges,
upload invoices, complete tasks, and post invoices efficiently.

Updated July 27, 2026

A third-party contract carrier needs to invoice for its services. These costs can be estimated in a billing proposal, which can
then be used to validate any subsequent invoices. This also applies to intermodal services, such as a ferry or rail service.

Selecting loads in bulk

The Loads to bill view supports selecting every load that matches the current filters in a single action. The header checkbox
of the Loads to bill table covers the full filtered result set across all pages. The selection is preserved when navigating
between pages. The same selection behavior is available on Orders to invoice.

This is useful when a single contract carrier invoice covers a high volume of loads, for example at month-end, when the loads
span multiple pages of the list.

¢ Navigate to Invoices > Loads to bill.

e Apply the relevant filters to narrow the list, such as contract carrier, date range, or resource.

e Check the checkbox in the table header to select all loads in the filtered set.

e Choose a bulk action from the toolbar: Create billing proposal, Create carrier invoice / self-bill, or Bulk complete.

To
Location Actual date

All Trips on this page are selected. Select all Trips available

= The selection always reflects the active filters. Filter the list before checking the header checkbox to avoid including
loads that fall outside the intended batch.
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Create a contract carrier self-bill.

¢ Navigate to the Invoices menu and the Loads to bill submenu.
e Apply any filters, such as date or resource, to narrow down the selection (see also Customize the invoice page)
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¢ Select the loads/costs to add to the self-bill and click the Create carrier invoice button:
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e The Create carrier invoice window opens. Select the billing preferences. By default, all invoices are consolidated.

e From the Actions field, select Create billing proposal and save the settings:
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Create purchase invoice

Invoicing preferences

Invoicing preferences Defaut Inveics date

Consolidate all invoices 28/03/2025

Purchase invoices

Customer

Action (*
X Evolution Connection & [

Add to existing purchase invoice
Create billing groposal
Trip-0207 w

Show all Create purchase invoice

Do not invoice

Cancel

e The billing proposal is generated in Draft status.

¢ Bit-oo23

Auto-completing the Upload carrier invoice task for self-bills

When Qargo generates the invoice on the contract carrier's behalf, a dedicated Self-bill document type now satisfies the
Upload carrier invoice task automatically. Post carrier invoice and Mark as paid then become available without a manual
upload. A separate path also lets charges be marked as invoiced entirely outside Qargo, with no carrier invoice document at
all.

Self-bill document type and tasks

With self-billing, the contract carrier never sends an invoice, so Qargo produces it instead. Three related changes support
this:

1. A new Self-bill purchase-side document type is available under Configuration > Documents > Available document
types, separate from Billing proposal and Invoice.

1. Add the document type and its template before assigning the new task.
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2. A new Create self-bill task can be added per contract carrier under Resources > Contract carriers > [contract
carrier] > Tasks. This task generates the Self-bill document.

3. The existing Create selfbill task is renamed to Create billing proposal. This is a label change only, with no change in
behavior. The task still generates a draft billing proposal (a confirmation draft, not a final document).
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e Once a Create self-bill task is configured, the Upload carrier invoice task recognizes either an Invoice or a Self-bill
document. It auto-completes the same way it already does for the default Invoice type.
e Because the generated self-bill document satisfies the upload task, no manual upload is needed. The follow-up tasks

(Post carrier invoice and Mark as paid) unblock automatically.

i Contract carriers are switched to self-billing one at a time. Replace the Create billing proposal task with Create
self-bill on each contract carrier that should be self-billed. Existing carrier invoices created under the previous setup

are not converted retroactively.

Marking charges as invoiced externally
Some invoices are created and matched entirely outside Qargo, for example in a separate finance system. In that case, no

carrier invoice document is needed in Qargo:

1. Navigate to Invoices > Loads to bill and open the Charge view.
2. Select the charges that have already been invoiced externally.
3. Create the invoice with the action set to Invoiced externally.

This marks the selected charges as invoiced without creating a carrier invoice or starting a task chain. There is nothing

further to upload or post in Qargo.
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¢ The fields under General info can be updated if needed. Click into the row and update the details. Click the Save icon.
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Use the Edit icon to update estimated costs, including charges and tax settings.

Click Add charges if additional costs need to be added to the invoice.

(:‘ QARGO Orders. Planni Customers Resources Rates Configurat Arynnes Playground e e
< Bill-0023 (] D History [ Customise Create purchase invoice
Evolution a VAT number: N/A language: English (UK) Currency: GBP Documents linked: 0/0
 General info
7 Purchase invoice number
o
D Invoice date Fr 28/03/2025 ~
() Payment term 30 days after invoice date i \
Exchange rate date I Click into the row to update :
o 9 : any of these fields. H
!
D Remarks - e _ 4
v Bill documents and tasks Add documents v/
®) Create selfbill - ® ®
©) Upload purchase invoice - Lo®
pTmmmEEEEEmm =~ o
I’ Use the edit icon to update any of the 1 @ ©
1 specific charges and VAT Settings. -~
1 I
1 Use the Edit VAT% to update VAT on the :
& +1Task |‘ total invoice. ’ N
N o g m \\A
~ Estimated costs Add charges V| <G m m = = =g g & Edit VAT%
~
Add charge from trip ~,
T , From o POD/CMR | Calculation  Description VAT % Amount” ~
Outstanding tasks Requested date  Actual date Location Roquested date  Actual date Location ~
Add standalone charge ~
Manchester non specific Manchester non specific -~
0T TATSPOrT CoSTS o7 goods Tu 05/04/2022 Tu 05/04/2022 M ; pe Tu 05/04/2022 Tu 05/04/2022 M D & Manual price VAT 20% 0
COMpErE g timas 08:00-17:00  08:00 GB-M30 10X Manchester 08:00. 00 GB-M30 10X Manchester
0| Transport Costs of goods We 06/04/2022 We 06/04/2022 Manchester non specific We 06/04/2022 We 06/04/2022 Manchester non specific o Manus!price AT 20% .
08:00-17:00 08:00 68-M80 10X Manchester 18:00 GB-MOO 10X Manchester
- Th 21/04/2022 Tu 13/09/2022 Isoform nv Th 21/04/2022 Tu 13/09/2022 Hamann International Logistics
Trip-0207 ) Transport Costs of goods /04/: 09/ ‘ foay. T /09/ rann g 012 Manual price VAT 20% £0
CoMpIETE g times 08:00-17:00 10:00 BE-8530 Harelbeke 0800 23:08 BE-9230 Wetteren
NHS Camden Universiteit Gent - Campus Du.
)| Transport Costs of goods Tu 09/08/2022 Tu 09/08/2022 N ¢ Tu 09/08/2022 Tu 09/08/2022 it p oG Manus!price AT 20% .
CompIeTa TS timas 06:09 G8-N19 516 London . BE-0000 Gent
EE—— it e 01111985 lacla Freinht ThAM1AAS Er 1111115059 Tuffnalls Parrels Funrass

loads

6/11



o Add charge from load: This opens the Loads to add panel, which includes loads that match the contract carrier. The
loads are automatically filtered by the contract carrier. Check the box to select the load and click Add charge from
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e Add standalone charge: This opens the Add resource cost window. Under General info, click the Charge field to show
the available charges.

o Select the appropriate charge to add to the invoice. Under the calculation, there are 2 manual options. Manual lets the
user enter a specific value. Manual formula opens options to calculate a value based on selected variables, for
instance a cost-over-distance calculation.

e The charges can be updated manually if necessary. Click the Edit icon.
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e Enter the revised costs. Click Save.

e Complete the remaining tasks. The task workflow can be configured based on business needs. Find more info in Tasks in
configuration)

o Create self-bill: updates the status from draft to Billing proposal
o Send self-bill to contract carrier

o Mark as paid

o Post carrier invoice

Note: Once an invoice is uploaded to a billing proposal, its status updates to Invoiced.

Add document function:
There are 2 other options to add the carrier invoice to the billing proposal:

¢ Select the Invoice drop-down option.
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e The Add document window opens. Drag the file, or click to add the document to upload. Click Save.

Add document

Upload purchase invoice

Description

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

POFer-1.pdf

¢ Added from an email attachment, using the Outlook Qargo add-in:

o From the email, select the search option in the Qargo add-in panel. Enter the billing proposal number. Identify the
correct billing proposal and click the Add button. Options appear to identify what is being added. Select Invoice to
add it to the proposal.

Note: This is not the Scan carrier invoice function. Search via the add-in for the billing proposal reference, and manually
add the Invoice option.
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If additional documents are available, they can be added under the Bill documents and tasks panel. Click the Add
documents option. A drop-down shows the available document types.

Qargo Intelligence adds an Al-generated summary and validation, where appropriate. Click the row to fully expand the

summary.

Any linked emails are also available to view, along with any attachments included in the emails.
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Click the link below to see what other features Qargo Intelligence offers.

Qargo Document Intelligence

Configuration  Global configuration Rt et @ o
D History [ customise Create purchase invoice
FLHPO1-training.pdf @ & X
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wx- 0 ® 9 Q

Firstload hauling
Purchase Invoice - 1

Invoice  Or-0179

25/01/2025

Trips from 3/1/25 - 10/1/25

Trip-0179 150
Total 150
VAT @ 20% 30
Total due 180

(]

Tasks such as generating the PDF, sending the email, marking the invoices as paid, and posting to accounting can be done in
bulk via Quick actions. See also how to create these in bulk.

Troubleshooting

Symptom

Select all checkbox is not visible
in the table header

Fewer loads are selected than
expected

Bulk action returns an error for
some loads

Selection is lost after navigating
to another page

Likely cause

The column layout may have been
customized

The default 90-day load end date filter is
active

Some loads may already be invoiced or
have a non-eligible status

This should not occur; cross-page
selections persist

Action

Reset the column layout via the Edit
columns icon

Extend the date filter range to include
older loads

Review the load statuses and deselect
ineligible loads before retrying

Refresh the page and reapply the selection
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